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Sales Order Entry User Manual

CHAPTER 1 INTRODUCTION

The primary purpose of a Sales Order Entry module is to track customer orders from the time of initial order
placement through the complete shipments of those orders. The Infinity POWER Sales Order Entry module
expands on this primary requirement to provide you with a very sophisticated on-line proposal and sales order
processing system which allows complete backorder processing and analysis, as well as complete invoicing and
billing capability. In addition, the system allows you to perform many of the functions included in the
Manufacturing Inventory Management module.

Full integration with the Accounts Receivable and Manufacturing Inventory Management modules provides
complete on-line update of inventory commitment and customer credit line information. Backlog reporting and on-
line inquiries are also provided for inventory items, customers, and sales orders. Integration with the Purchase
Order Entry module allows the generation of purchase orders to your vendors for drop shipments and special
orders, as well as normal purchase orders.

In addition, shipments may be scheduled for specific days with management reports showing order status and stock
requirements aged on current orders and stock availability. If integrated with the Job Cost Main Module, you have
the capability of applying specific sales orders directly to a project. All income billed through the Sales Order Entry
module will be recognized in Job Cost as it updates the project's profitability.

As you can see, the Sales Order Entry module not only provides you with comprehensive sales order processing
(from proposal to sales order through shipping and invoicing), but also provides the on-line processing and
reporting capabilities that allow you to effectively manage all sales order commitments to your customers.

SALES ORDER TYPES

The Sales Order Entry module allows the processing of several different kinds of sales orders. Each of these sales
order types is handled slightly differently. The following explains each type:

Normal This is the regular sales order type.

Auto Cancel This sales order type processes normally throughout the system until the current
system date is greater than the latest ship date set for the order. At this point the
unfilled portion of the order will be automatically canceled.

Special Order This sales order type allows the automatic generation of a purchase order for all
items listed on the sales order. The purchase order will request shipment to your
address.

Drop Shipment This sales order type is the same as the special order, except that the purchase

order will request direct shipment to your customer.

Proposal The proposal is not a true sales order. It simply records an estimate given to a
customer. Proposals may be printed and changed at any time. Eventually, a
proposal should be deleted from your sales order system or converted into an
order or a Job Cost Project.

Return This sales order type is a return authorization. It is used to control inventory that

Authorization will be returned to stock. The system will return the inventory to stock when
shipments are posted and print a credit memo to the customer when the billing
takes place.
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NOTE
If you are not interactive with the Purchase Order Entry module, special
orders and drop shipments will act like normal sales orders.

ORDER PROCESSING CYCLE

Only three steps are required to completely process a sales order in the Sales Order Entry module. These steps are as
follows:

1) Enter the original sales order (“Add a Sales Order” option).
2) Record the shipment of the sales order to your customer (“Record Shipments” option).
3) Bill your customer for the shipped order (“Perform Billing and Print Invoices” option).

Although these are the only essential steps, the system provides you with numerous other aids to smooth sales order
processing. You may select only those options that provide benefit to your company. The following example utilizes
the complete sales order process for a normal order:

1 A customer calls you for an estimate. You generate a proposal and send it to your customer. (Options: A.
“Add Sales Order,” type proposal; B. “Print Sales Order,” type proposal).

2. The customer calls you with the verification on the proposal and you change the sales order type from
proposal to normal. The system will automatically make all inventory stock commitments. You print and
send a confirmation sales order to your customer. (Options: “Change a Sales Order” and “Print Sales
Orders”)

3. Print a manufacturing worksheet to send to the warehouse based on the sales order. (Option: “Print
Manufacturing Worksheet™)

4. When you receive the manufacturing worksheet back from the warehouse, the quantity of stock packed,
number of physical boxes and total weight will be hand written on the packing list by the warehouse
employee. You record the manufactured items, the shipment information as well as any freight charges.
(Options: “Record Manufacturing” and “Record Shipments™)

5. You print the shipping labels for each box and a formal bill of lading showing what is shipped, the number
of boxes and total weight. You send these documents to the warehouse, where they place the shipping
labels on the boxes and enclose or attach the bill of lading for the shipper. (Options: “Print Shipping
Labels” and “Print Bills of Lading™)

6. You may now bill the customer automatically based on quantities shipped. If you prefer, you may make
multiple shipments between billings. When an order is complete, it will automatically be removed from the
system. (Options: “Perform Billing and Print Invoices” and “Remove Completed Sales Orders™)

SYSTEM INTEGRATION

This section includes a brief overview of how the Sales Order Entry module integrates with various other
accounting modules. These modules include: General Ledger, Inventory, Purchase Order Entry, Accounts
Receivable and Job Cost Main Module.

Integration w/ General Ledger

Sales Order Entry is interactive with the General Ledger through its integration with the Accounts Receivable
module. If your Accounts Receivable module is interactive with the General Ledger module, the General Ledger
will be updated periodically after printing the current Sales Code Summary Report or directly to the integration file
if the option in Accounts Receivable “Post in Detail” is turned on.

Page 1-2  Introduction Chapter 1



Sales Order Entry User Manual

Each sales code has a General Ledger account associated with it that will be used in the journal entry. This journal
entry may be posted daily, weekly or monthly. There is one unique accounting transaction that takes place during
the shipment of inventory items that is important to explain. Normally, when you sell an item from your inventory,
the cost of the item should be entered as a credit to your inventory asset account and a debit to your cost of sales
account.

However, the Sales Order Entry module allows you to ship the item from one option and then allows you to print the
invoices in a batch mode from another option. When the item is shipped, the cost of the item will be entered as a
debit to the inventory asset account. Because the invoice has not actually been printed at this time, the system uses a
special “holding” account called Cost of Sales Accruals.

This account will contain the cost of items that have been shipped from your inventory, but not yet billed to your
customer and recorded as cost of sales. When the invoice is finally printed, the system will automatically remove
the amounts from the cost of sales accrual account and record it as a debit to your “real” Cost of Sales account.

The following displays the typical journal entry:

Account Description | Debit | Credit
DEPOSITS JOURNAL ENTRY

Cash in Bank X

Deposits Received X
MANUFACTURING INV. Ship. Journal Entry

Inventory (Assembly) X

Inventory (Component) X

INVENTORY SHIPMENT JOURNAL ENTRY
C.0.S. Accruals X

Inventory X

INVOICING JOURNAL ENTRY
Accounts Receivable X

Sales Account

Revenue from Freight

Finance Charge Revenue

Sales Tax Accrual

X | X | X]|X

Sales Discounts X
C.O.S. Accruals X

Cost of Sales X

You may update your general ledger at any time by entering the General Ledger module and executing the *“Post
Integration Files” option. (See your General Ledger manual for details). Or, if you choose the option
“Automatically Post Integration Modules™ in the General Ledger Master Configuration, these same transactions
will be posted in real time to the General Ledger each time a transaction is entered into the Sales Order Entry
system.
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Integration w/lnventory

The Sales Order Entry module provides three primary interfaces with Inventory. First, during the writing of the
Sales Order, you may retrieve the individual inventory items for inclusion on a sales order. The description, unit of
measure, price table, and sales code will be automatically retrieved.

If the “Unit of Measure Conversion” tables are utilized in the Inventory set up, you will have an opportunity to
choose the unit of measure in which to sell your inventory items. By using the multiplying factor, the system can
calculate the quantities required at the lowest level and withdrawal them for the sale of merchandise.

Upon validation of the sales order, inventory will be updated for the new quantity reserved to ship in exactly the
same manner as the “Record Sales Orders” option in the Manufacturing Inventory Management module. The
second interface includes the manufacturing options. All of the manufacturing reports use information from the
Inventory module. When the option to “Perform Manufacturing” is used, the Inventory files are updated just as
they are when this option is used in the Inventory module itself.

The third interface occurs when you execute the Sales Order option of recording shipments. The update performed
in Inventory upon validation of these transactions is identical to the Inventory option of “Record Withdrawals,”
except that the General Ledger update is handled by Accounts Receivable.

Integration w/Purchase Order Entry

The Purchase Order Entry interface is only invoked when special order or drop shipment sales orders are used. After
these sales orders are initially entered, you may execute the option to “Transfer Sales Orders into Purchase
Orders.” This option creates a special integration file that may be loaded into the Purchase Order Entry module and
converted into purchase orders.

Integration w/Accounts Receivable

In order to use the Sales Order Entry module, you must process interactive with the Accounts Receivable module.
All sales orders must be “attached” to specific customers in order to be processed. Customer name, Bill-To:, and
Ship-To: addresses, terms, tax rates, discount percent, AR Sales Codes, etc. are retrieved for use on each sales order
from the Customer's files in Account Receivable.

The AR Sales Code is designed to allow Accounts Receivable transactions to post to various Accounts Receivable
account numbers in the General Ledger. When a customer is set up in the Accounts Receivable module, you can
assign a default AR Sales Code to their record. This default AR Sales Code will follow through to Sales Order
Entry. When a sales order is entered and the customer selected has a default AR Sales Code assigned, it will appear
on the sales order. However, this AR Sales Code may be changed from the customer's default, to another AR Sales
Code only if the question, “Allow Override of AR Sales Code” is turned on in the Accounts Receivable Master
Configuration. If you do not wish to utilize the multiple Accounts Receivable account feature, the system will use
the AR Account number defined in the Accounts Receivable Master Configuration. Several reports, such as the
Backlog Report, may be printed in the Order Entry module in order by customer. In addition, orders may be
retrieved by customer name or number, as well as the customer's purchase order number.

Integration w/Job Cost Main Module

Sales Order Entry may be integrated with the Job Cost Main Module. This integration provides the ability to apply
product sales (through the use of either inventory item sales or sales recognized through “sales codes™) to
projects. Each inventory item and/or sales code must have a “Cost & Billing” type project code (set up in the Job
Cost module) assigned to it. This will designate the appropriate categories to update in Job Cost when the sales
order is billed. This capability will allow you to show additional sales and cost of sales towards a project.

NOTE
This particular type of integration with the Job Cost module does not affect
WIP (Work in Process). It only increases the sales and cost of sales on a
project.
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An example of this concept would be if your company attended a trade show. You will set up this event as a project
in Job Cost. You will apply the costs to go to the show and all expenses incurred including booth space expense,
brochures and labor. These are costs of the project. They may be entered into the system through whatever means
are normally used and will be applied to the job through Accounts Payable, Manufacturing Inventory
Management and Payroll. Because of this trade show, you will attract sales. When sales orders are entered into
the Sales Order Entry module, you will apply the order to the project that was set up in the Job Cost Main Module.
When billing occurs, the sales amount and the cost of sales amount of the order will be updated to the project.
Reports within the Job Cost Main Module such as the “Project Income/Expense Report” will show the profitability
of this event on a month to date, year to date and project to date basis. This way, you have an excellent accounting
tool to look at a project's profitability over the long term.

DATA FILE DESCRIPTIONS

The Sales Order Entry module utilizes the following data files:
e Master Configuration File
e Sales Order File

e Sales Order Detail File

File Name Description

Master Configuration File This file contains certain configuration information, such as the
(filetype: SO01) preprinted form selection, automatic order numbering, systems to
(filename: coSO0.dbf, where | jntegrate with, etc.

“co” is the company

number)

Sales Order File This file contains all of the overhead and status information for each
(filetype: SO01) sales order in the system.

(filenames: coSO1dy.dbf and

c0SO1dy.mdx)

Sales Order Detail File This file contains every detail line, stock items, descriptions and all
(filetype: SO02) quantity information for all sales orders.

(filenames: coSO2dy.dbf and

c0S0O2dy.mdx)

PREPRINTED FORMS

This section outlines the various forms available for the Sales Order Entry module. As in our other modules, several
types of forms may be used with this program. For convenience, custom forms modifications may be made to
accommodate any specific needs of a particular business. The forms that are shipped standard with this module and
the preprinted forms that are supported by the accounting system are described in the Sales Order Entry sections of
the Infinity POWER Supported Forms Reference Manual. This can be found in the User Manuals section of the
Data Pro web site and on the CD-ROM. Preprinted forms will be illustrated in the DPAForms catalog in the
Product Kit or on the CD-ROM. If you find that customization of your forms is necessary, DPAForms can adjust
any preprinted form to meet your specific form printing need. Most of the forms illustrated in the DPAForms
catalogue are also available in “Laser Form” format.

This means these versions of the forms are pre-cut to specifically meet the needs of the various HP LaserJet and
compatible printers. Infinity POWER programs have already included the necessary forms files with your software
for you to utilize this advanced feature. All forms that have an “L” in their form name have been modified to
accommodate form printing on LaserJet printers. To utilize any of the forms listed here, simply go to the Sales
Order Entry>Set Up and Maintenance>Change Master Configuration option. In Change mode, select the “SO
Entry” tab and input the name of the form you want to use in the “Sales Order Form” field. This tells the system
which forms you would like to use.
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SPECIAL KEYS

This section covers any special keys that take on additional meanings when used with this particular module. All
other keys defined in the System Administrator manual continue to operate in their normal fashion.

CTRL + F7 This combination allows you to quickly add a new customer while you are in the Sales
Order Entry module. This provides you immediate convenience so that you do not
have to go to the Accounts Receivable module, and then return back to Order Entry.
You may add all pertinent information for the customer at this point, or simply add the
basic name and address, and then go to the Accounts Receivable module and add the
rest of the account information.

CTRL +F8 This combination allows you to quickly add a new inventory item while you are in the
Sales Order Entry module. This provides you immediate convenience so that you do
not have to go to the Manufacturing Inventory Management module, and then return
back to Order Entry. You may add all pertinent information for the inventory item at
this point, or simply add the basic item number, description and price, and then go to
the Manufacturing Inventory Management module and add the rest of the item
information.

CTRL +F9 This combination allows you to quickly add a new ship-to address while you are in the
Sales Order Entry module. This provides you immediate convenience so that you do
not have to go to the menu option, and then return back to Order Entry. You may add
all pertinent information for the ship-to address at this point.

MASKED FIELDS
This following field may be “Masked” when generating reports from the system:

Customer Number

BAR CODE READER

This section discusses the usage of Bar Code Readers with the Order Entry module. Your Manufacturing Inventory
Management module provides you with the ability to print Bar Code Price Labels that can be recognized by the
system with an approved bar code reader.

The format of the label is as follows:
1) Normal user readable text which contains the Item Description.
2) Normal user readable text which includes the Item's Part Number and Price.
3) Encoded Inventory Item Number.

When using the bar code reader, pass the bar scanner over the item number. The scanner may pass in a left to right,
or a right to left direction, but it must be kept at about a 45 degree vertical angle to the bar code. You may use the
bar code entry method any time you are prompted by the system to enter the inventory item number.

The bar code scanner should be configured to automatically perform a carriage return after scanning the code. Keep
in mind that the Inventory Item Number is coded as one (1) field of text. This means that the modules involved
should be configured to “Default to IM,” because the Item Number segmentation is not supported.

You may use the bar code entry method any time you are prompted by the system to enter the inventory item
number. After you have input the inventory item number, you will be prompted to input the quantity sold and then
the unit price.
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TRANSACTION PROCESSING FLOWCHARTS

This section covers the processing flow for the different types of transaction processing in the Sales Order Entry

system.

Enter Sales Order Flowchart

Sales Order Entry User Manual

Type of Baks Grdar
. Filked

1. Hommal

2. Auia Canael

4. Bpocial Grdar

4. Orop Ehipmeant
5. Prapamal

Toanme Typos
4. Firad Due Dtz

1. Mot Day=
2. Mt Day COM

ENTER SALES
ORDERS

Enter Sales Orders updates the Sales Order Header File and the Sales Order Detail File. If integrated with Inventory

it also updates the On Reserve Quantity in the Inventory Master File.
time. If posting a deposit to the sales order on entry using a Credit Card it will also update the EDC Audit File,

designating the day as part of the file name.

No posting to General Ledger is done at this

XXXS0M1YY.DBF
SALES ORDER
HEADER FILE

XXEIMIYY.DEF
OH RESERVE
QUANTITY

XXXS02YY.DBF
SALES ORDER
DETAIL FILE

XXXARMDD.DBF
EDC AUDIT FILE
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Import Sales Order Flowchart

time.

IMPORT SALES
ORDERS

Import Sales Orders updates the Sales Order Header File and the Sales Order Detail File. If integrated with Inventory

it also updates the On Reserve quantity in the Inventory Master File. Mo posting to General Ledger is done at this

XXXS01YY.DEF
SALES ORDER
HEADER FILE

Typaof Salos Ordar
4. Filled

2, Auta Canzal
A, Spacial Ordar
4. Drop Bhipmant
5. Fropasal

Tammes Typas
d. Fived Duc Dale

1. Net Day=
2. Mot Day COM

XXXIMI1YY.DBF
OH RESERVE
QUAHTITY

XXX5027Y.DBF
SALES ORDER
DETAIL FILE
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Import Freight Amounts Flowchart

Import Freight Amounts updates the Sales Order Header File.

IMPORT FREIGHT
AMOUNTS

XXXS01YY.DEF
SALES ORDER
HEADER FILE
IMPORTS
FREIGHT AMOUNT
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Record Manufacturing Flowchart

Record Manufacturing updates the Inventory Master File, the Cost Layer File, the Transaction File and the Bill of
Material file, and the Sales Order Detail File for Quantity Produced. It also updates the General Ledger IM Integration
File if integrated with General Ledger. It Debits Inventory for Finished Goods and Credits Inventory for Raw Materials.

RECORD

MANUFACTURING

XXXIM1YY.DBF
IHYEHTORY
MASTER FILE QUANTITY,
PERIOD USAGE
QUAHNTITY FOR RAW
MATERIALS, AHD

XXXIM6.DBF
INVEHTORY
COST LAYER FILE

XXXIM3.DBF
INVEHTORY
BILL OF MATERIAL FILE

QUANTITY PRODUCED
OH FIHISHED GOODS

IM2GL.XEX
IHVEHTORY G1

INTEGRATIOHN FILE

XXXS02YY.DEF
SALES ORDER
DETAIL FILE
FOR QUAHTITY
PRODUCED

XXXIM2YY.DBF
INVEHTORY
TRAHSACTION FILE

( Transaction Types
1. Purchase Order
2. Receipts
3. Sales Order
4. Withdrawal

Returns

Transfers

Production

. Count Adjustment

Disassemble

5.
i3
[
&
L}
10. Job Transaction
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Remove Auto Cancel Sales Orders Flowchart

Remove Auto-Cancel Sales Orders updates the Sales Order Header File, the Sales Order Detail File and
the Inventory Master file for quanitites on reserve.

REMOVE
AUTO-CANCEL
SALES ORDERS

XXXS01YY.DEF

SALES ORDER
HEADER FILE
XXXIM1YY.DBF
FLAGS AS FILLED INVENTORY
MASTER FILE
REDUCES QUANTITY
OH RESERVE
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Post Deposits Flowchart

POST DEPOSITS

XEXS501YY.DBF
SALES ORDER
HEADER: FILE
FOR DEFOSIT AMOUNT

Post Deposits updates the the Sales Order Header File, the AR Transaction Header File, the Transaction Detail File
the Sales Code Period Total, the Open Item File and the AR Master File for Last Check #, Check Date and Amount.

If integrated with the General Ledger it will also update the AR General Ledger Integration File. If posting a deposit
using Credit Card Processing it will aslo update the EDC Audit File, designating the day as part of the file name.

XX XARMDD.DEF
EDC AUDIT FILE

XEXARIYY.DBF
AR MASTER FILE FOR
LAST CHECK#,
CHECK DAATE AND
AMOUNT

XXXAR2.DBF
AR OPEN ITEM FILE
FOR DEFOSIT

XXXARIYY.DBF
AR DETAIL
HEADER. FILE

XX XARAYY.DBF
AR DETAIL FILE

ARZGL.XXX

INTEGRATIOH FILE

XXEARTYY.DEF
SALES CODE FILE
PERIOD TOTAL
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Record Shipments Flowchart

Record Shipments updates the Sales Order Header File for freight, weight, and # of packages, and the Sales Order
Detail File. If integrated with Inventory it also updates the On Reserve Quantity in the Inventory Master File. It
updates the AR Detail Header File, the AR Detail Transaction File and the Sales Code File. If integrated to General

Ledger it also updates the AR Integration File.

RECORD
SHIPMENTS

XXXS01YY.DEF XXX502YY.DBF

SALES ORDER SALES ORDER
HEADER FILE FOR DETAIL FILE FOR
FREIGHT, WEIGHT AHD QUAHTITY SHIPPED AHD
COST OF SALE
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) D =
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4. Fixed Oua Oz
1. Hel Days

2, Hgi Day COM

"’.‘,ﬁ',"g',}}"g;'f\?F XXXIMG.DBF XXXIM2YY.DBF
MASTER FILE INVENTORY INVEHTORY
REDUCES OH RESERVE COST LAYERFILE DETAIL FILE
QUANTITY

XXEARAYY.DEF XAXARTYY.DBE

XXXAR3YY.DBF
CLUTAEAL SALES CODE FILE

AR DETAIL HEADER

TRAHNSACTION FILE PERIOD TOTAL

FILE COST OF SALES COST OF SALE

AR2GL.XXX
ACCOUNTS RECEIVABLE
G/ INTEGRATIOH FILE
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Perform Billing and Print Invoices Flowchart

Type of Bales Ordar
4. Fillad

2. Auia Cancel
3. Spacial Ordar
4. Drop Bhipmant
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Terme Types
4. Fixod Due Oata
1. Net Day=

2. Net Day COM

Perform Billing and Print Invoices updates the Sales Order Header File, and the Sales Order Detail File for quantity
shipped. If integrated with inventory it also updates the Period Sold guantity in the Inventory Master File, and
records the shipment in the Inventory Detail File. It updates the Customer Master File for Sales History, the AR
Header File, the AR Detail Transaction File, the Sales Tax File, the Sales Code File and the Salesman File. If inte-

grated to General Ledger it also updates the AR Integration File.

PERFORM BILLING
AND PRINT
INVOICES

F

XXXS01YY.DEF
SALES ORDER HEADER

ILE

XXX502YY.DBF
SALES ORDER DETAIL
FILE FOR QTY BILLED

XXXIM1YY.DBF
INVEHNTORY
MASTER FILE
SALES HISTORY

XXEIM2YY.DBF
INVEHNTORY
DETAIL FILE

XXXAR1YY.DEF
AR CUSTOMER
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HISTORY

XXXAR2,

AR OPEH ITEM

FILE

XXEAR3YY.DEF
AR HEADER FILE
INVOICE HEADER

DEF

XXXARAYY.DBF
AR DETAIL
TRAHSACTION
FILE IH¥OICE
DETAIL

XXXARBYY.DEF
SALES TAX FILE
PERIOD TOTAL

SALES CODE FILE

XXXARTYY.DBF
PERIOD TOTALS

XXEARSYY.DEF
SALESMAHN FILE

PERIOD TOTALS

ARZGL.XXX
G/ AR
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CHAPTER 2 SET UP AND MAINTENANCE

This chapter provides you with a step-by-step procedure for the initial set up and maintenance of your Sales Order
Entry files.

Once you have installed your module(s) and reviewed the System Overview chapter, you are ready to set up your
master Sales Order files from scratch. The Sales Order Entry module allows you the ability to define your Sales
Order, Packing List, Bill of Lading, and Invoice forms, the stock requirements aging categories, etc. This procedure
is performed only once. Thereafter, your configuration files can be modified through *“Change Master
Configuration.”

When you select this menu option, a complete list of choices will be displayed as shown on the following screen:

Infinity POWER For Windows - Infinity POVER Sample Company, Inc. {ins)

File Swskems Transactions Reports  Graphs | Set Up and Maintenance  Help

Remove Completed Sales Crders L

Change Master Configuration k
Maintain Daka Files

Loy Fro

Set Up Custamers Chrl+F7
Set Up Imvenktory Ikems Ckrl+Fa

e {7 ™ J o in-
_FJ_,F'J f,)l I,lr ..-..'f_."ﬂ—.":.":r _.f'Jf Set Up Ship-To Addresses Ckr[+F2

Set Up Invoice Text Templates

GENERAL OVERVIEW

Once you have installed your module(s) and reviewed the System Overview, (Chapter 1), you are ready to set up
your master Accounts Payable files from scratch. Select the “Systems™ option from the Menu Bar. Then, select the
“System Administrator” option. Then, select the “Start up from Scratch” menu option as shown on the following
screen.

“Start Up From Scratch” is utilized to set up your initial Sales Order Entry and any other integrated accounting
module data files for a particular company. This procedure is performed only once. Thereafter, your data files may
be packed or re-indexed through the Sales Order Entry option “Maintain Sales Order Entry Files.”
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Infinity POWER for Windows - Infinity POWER Sample Company, Inc. {ins)
File | Syskers Transactions Reports  Set Up and Mainkenance  Help

General Ledger
Accounts Payable

Purchase Order Entry _'rf]_":a"xr;

Accounts Receivable

o Firo

Inventory Management
— Sales Order Entry —. — .
',[J_ Point of Sale _l"'l;'l_.'i.JJ (i _frj_.ir,{fj ]
Payroll
Job Cost Main Module
Time Sheet Enkry ) )
Check Reconciliation _{C)_‘jj_ﬂ Ir’l--"'_l,"J £}
Repork \Writer
Report \Writer (Run-Time)
Custorner Support Management
System Administrator Security Adminiskrator lpr ] I'.;"'H
POWERSeryer Module -
Run Crystal Reports
Productivity Tools

_fr,)_,jjf}r _P_,r’“f) Farm Generator

POWER Uparade Ltility

Stark Up Fro k
Skark Mew Year's Files

T I T T

Once this option is selected, the following screen will appear showing a listing of all accounting modules that have
been installed on your computer system.

Bl Start Up From Scratch [_ 5] <]

Tools

This option creates data files and configures initial settings for each registered system in the comparny "Infinity
FPOWER Sample Compary" (in1)

Be sure your fiscal wear is set properly before wou begin.

Your currentfiscal vear-end is period 12.

rFegistered Systems:
v Accounts Payahle Systerm not started
¥ Accounts Beceivahle Systerm not started
v  Check Reconcilistion Systern not started
W Customer Service Management Systern not started
v General Ledger Systern not started
IV Imventons Systern not started
W Job Cost Systern not started
¥ Payroll Systern not started
I~ Paoint of Sale Systern not startup - will be started by AR
v PFroductivity Tools System not started
v Furchase Order Entry System not started
¥ Sales Order Entry Systerm not started
[¥ Time SheetEntry Systerm not started
Clear All Invert |

Start | Close |
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This is an automated utility designed to simplify the process of creating all of the data files for each accounting
module throughout the system. Users may choose to “Select All” accounting modules by <clicking> on this button
which will check all modules and make them ready for processing. Otherwise, you may <click> on the “Clear All”
button to undo your selections. The “Invert” button will reverse the order of all current selections.

Additionally, you may use your mouse to manually <click> on each module to <click> it on or off to be included in
the startup process. Remember, modules such as Purchase Order require Accounts Payable to function. Sales Order
Entry requires Accounts Receivable and Time Sheet Entry requires the Payroll data files. Point of Sale and
Accounts Receivable share common files which is why it is so noted on the screen.

This step must be done for each company for which you intend to process data. To begin, <click> on the “Start”
button. The following screen illustrates how the screen will change when the process is completed.

ElIStart Up From Scratch [_ [T x]
Toaols

This option creates datafiles and configures initial settings for each registered system in the company "Infinity
POWER Sample Compary” (inl].

Be sure your fiscal year is set properly befare you begin.

“our current fiscal year-end is period 12.

rRegistered Systerns:
[T Accounts Payable Systerm already started
I~ Accounts Receivahle Systern already stared
[T Check Reconciliation Systerm already stared
I~ Customer Service Management System already started
[T General Ledger System already stared
I~ Imventony System already stared
[~ JobCost System already staded
[~ Payrall System already started
[~ Faointof Sale System already started
[~ Productivity Tools System already started
I~ Purchase Crder Entry Systerm already stared
I~ Sales Order Entry Swysterm already stared
I~ Time Sheet Entry Systern already stared
Select Al | Clear All | et |

Processing completed

Start

<Click> on the “Close” button when done and then return to “Systems” and select the “Sales Order Entry”
module to continue with the configuration functions to be described from here.

Once you select this option, the following data files will be created:

File Name Description

Master Configuration File | This file contains your Master Configuration, Forms, Aging Categories
(filename: coSOO.dbf) and Integration with other modules information.

Sales Order File This file contains the overhead information for each of your current sales

(filename: coSO1dy.dbf) orders.

Sales Order Detail File This file contains the detail lines for each of your current sales orders.
(filename: coSO2dy.dbf) | Thjs includes the quantities, description, unit prices, etc.
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NOTE
Attempting to execute this option after these files have already been set up
will result in an error message that will not permit you to execute this option
again.

Once the files are created, <click> on the “Close” button.

NAVIGATION TOOLS

Within this module there are numerous references to navigation. The following navigation buttons are defined for
reference when used through this chapter.

4 4 b biaa| DK@ 2| &

Navigation Button | Function

‘ 4 Selects the first record.
4 Selects the previous record.
. Selects the next record.
.'|| Selects the last record.

Scroll view. Selects a specific record from a list.

Creates a record.

Deletes the current record.

Creates a record based on the current record.

Maintains notes for this record.

Displays record timestamp information.

4|
a
lE- Modifies the current record.
X
Gh
Pl
&
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REMOVE COMPLETED SALES ORDERS (S00404)

This option allows you to conserve disk space by periodically removing all completed or canceled Sales Orders and
Proposals from your data files.

This option performs a “house keeping” task of freeing up disk space that is no longer needed. Although the
completed Sales Orders will be removed from the Sales Order files, your Accounts Receivable files will maintain a
complete audit trail of the transactions processed.

Before you execute this option, be sure that no users are accessing the Sales Order files and also check the file size
of your Sales Order file (coSO1dy.dbf) and Detail File (coSO2dy.dbf). The system will create a temporary work
file with all currently open Sales Orders only and then delete the old file. Make sure that you have sufficient disk
space to create this temporary file.

If you do not have enough disk space available to perform this function, an error will be generated at the time the
system runs out of disk space. This, however, could be some time later, depending on the size of your sales order
detail file. If your Sales Order data files are 1MB, you may need as much as 1.2MB in additional free space before
proceeding with this option.

When the option to “Start File for a New Fiscal Year” is run, it basically performs a similar function as this option.
It will only carry forward into the new year's Sales Order files those orders with outstanding items “backordered.”
All other items will be maintained in the prior year's data files.

When you select this option, you may <click> on the “Start” button to begin the process or <click> on the “Close”
button to exit. Once begun, all completed and canceled Sales Order numbers will be displayed as they are being
removed. The system will remove ONLY those orders that have been completely normally and that the Order Date
is less than the current System Date. After the process is complete you may <click> on the “Close” button to return
to the menu.

Results:

All completed Sales Orders and Proposals in the Sales Order Entry files will be removed.

CHANGE MASTER CONFIGURATION (SO0401)

This option allows you to change the standard Order Entry configuration. This includes changing the aging
categories, forms, decimal places and unit of measure for weight, etc., and define which systems you want to
integrate with (Manufacturing Inventory Management, Purchase Order Entry, etc). A default configuration is
already built into the Sales Order Entry module. However, you may prefer to change this configuration to meet your
company's specific requirements. If you do decide to assume the default values, please review them carefully before
you begin processing.

After selecting this option, a screen will appear displaying the following four tabs:
1) Master Configuration
2) SO Entry
3) Manufacturing
4) System Integration

As you proceed to select each tab option, enter all required information or <click> on “OK?” to validate and assume
the default configuration.
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Master Configuration

The Master Configuration screen displays the data items necessary for configuring your Sales Order Entry data files.

Il Configuration

Tools  Launch

i Master Configuration I S0 Entr}ll Manufacturingl Suystem Integratinnl

Shipped Dver Order; [v
—Stock Receiptz Aging Categories: ‘Weight Dec. Places:
Dezcription bax. Dayz B
Categoy 1 [1-7 Days |7 Weight LIM;
Categaony 2: |8—14 Days |14

Categomny 3: IlE—SD Days |3|:|

Categaory 4: IDver 20 Fiemaining

COS Accrual Sales Code:;

Shipping Label Lines:

=101 x|

P
—

ISCDDB j
o

—E-tail Shipment Confirmation:

Enabled: ]

Host Mame: I

Erarm: I

] Cancel

Al

Allow QTY Ship Over
Order

Default: Off

If this data item is not turned on, the system will not allow you to ship any
quantity above the original quantity ordered. This item may be turned on, to
allow you to ship more than the original order.

Stock Requirement

) | Default: (Below)
Aging Categories

These data items define the aging categories that will be used when printing
the “Stock Requirements Aging” report. The default values are listed

below.
Desc. Max  Days
7 1-7 Days 7
8) 8-14 Days 14
9) 15-30Days 30
10) Over 30 (Remaining)
Decimal Places for Default: 2

Weight

(5) decimal places for this item.

This number is used to determine how many decimal places are necessary
for fractional quantities of weight. For example, the use of percentage units
of measures (e.g., 1/4 pound or .25) for weight measurements, would
dictate the use of 2 decimal places to the right. You may choose up to five
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Unit of Measure for Default: Lbs.

Weight This is a four (4) character description of the unit of measure for weight.

This will be used on all reports showing weight and on some of the bill of
lading forms.

COS Accrual Sales Code | pefault: SC008

This data item contains the Accounts Receivable Sales Code that will be
used to hold the cost of inventory items that have been shipped but not
billed. These costs will be reversed into the Cost of Sales account when the
invoice is printed.

# of Lines per Shipping Default: 18

Label The Sales Order Entry module allows you to configure the size of the
shipping labels you are printing on. The size may range from 6 lines to 66.

E-Mail Shipment The Sales Order Entry module allows you to define the e-mail server

Confirmation configuration necessary to provide notice to your customers that a specific

Sales Order, or a portion thereof, has been shipped when the options
“Perform Shipping” or “Perform One Step Invoicing” are executed from
within the Sales Order Entry module. This feature is available on the
Windows Graphical, Windows Character-based, SCO UNIX and
LINUX operating system platforms of Infinity POWER. The e-mail
server that is defined must support SMTP protocol. This feature does NOT
require that your firm have an e-commerce web site in place to provide
such shipping notices to your customers but a server which supports the
SMTP protocol for sending internal e-mail must be available.

Enabled Default; Off

This data item allows you to specify to the system whether to enable the e-
mail shipping notification capability. If this feature is checked on, then you
must fully complete the following two data fields.

Host Name Default: Blank

This data item allows you to specify the SMTP Host Name for your e-mail
server. Normally, this would be a statement line such as
SMTP.MINDSPRING.COM or something similar based on your current
Internet Service Provider (ISP). Providers such as America On-Line
(AOL) currently do not support SMTP services to their clients. If you are
currently an AOL user, you will not be able to utilize this feature. Please
check with your Internet Service Provider to ensure you have the
capabilities you need to proceed.

If you are going to use the customized shipping confirmation feature in
DP/AUTO, enter “DPAUTO” in this field. This allows the e-mail shipping
notification information to be stored in temporary files instead of being
immediately e-mailed to the customer. This allows a new DP/AUTO script
to be used to retrieve this shipping information and sent as an e-mail which
can be customized in its message, design and timing. The DP/AUTO
module is required for this new feature. Changing the E-Mail Shipment
Confirmation Host Name to “DPAUTO” in the Sales Order Master
Configuration will create a “*.shp” file in the

Power\Specdata directory during the “Record Shipments” or “One Step
Invoicing” options which will automatically be monitored by the
DP/AUTO script. The DP/AUTO script will send an e-mail notification to
your customer in a format that can be “customized” by installation
(company) that may also include “UPS Tracking Numbers” for each
shipment from the order with links directly to the UPS web site for real
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time tracking of each shipment. This is possible only if the user has also
purchased and integrated the UPS WorldShip Link software program which
is available as a Third Party Product from Data Pro and/or your Data Pro
Dealer.

From Default: Blank

This data item would contain the e-mail address you want to be shown on
the confirmation e-mail to your customer. It could be from the Manager of
the Shipping Department, it could be a fictitious e-mail address for a group
such as orders@amazon.com or anything you would like. The address that
goes here is the FROM Address that will appear to the customer receiving
the e-mail. The e-mail receiving the address will be the e-mail address
entered into the Sales Order by the order entry department or staff. The
default value is the e-mail address of the Customer Record that is selected
for the Sales Order. The system will automatically place this e-mail address
in this field during normal order entry processing. It may, however, be
overridden during the data entry process to go elsewhere.

SO Entry
i
Tools  Launch
b azter Configuration I M anufacturing I Systern Integration I
Print &fter Entry: v Pozt Depogite Duning S0 Enty: v
Check Huantity Asvailable: v Check for Duplicate Customer PO's: W
Update lreventory Detail v &uto Apply D eposits: v
Irvoice Reprint: v Sales Order #: I 10EZE
Line Item Ship Dates: v
Back-ordered Itemz On lrvoice: v Sl Lty Farm ILDRDl
On Hold By Line: I Packing List Form: |LISTS
One-Step Invoice Range: [ ; _
Freight-Only Invoices: v Sl Leelig Fovis IBILL
Completed Items On [nvoice: [ ] Irrenice Form: LINV1
K, Cancel Apply
Print After Entry Default: Off

This option tells the system to print the sales order, immediately after it is
initially entered. After validating a sales order entered through the “Add a
Sales Order” or “Copy an Existing Sales Order”” menu options, the system
will print the sales order form. You may always print the sales orders through
the menu option “Print Sales Orders” whether this option is turned on or not.
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Check Available Default: Off

Quantity This option allows you to turn on or off the warning message that will be

displayed when entering a sales order, if the quantity is more than the
quantity on hand or available in Manufacturing Inventory Management. This
will only be applicable if you are interactive with inventory. If your business
regularly takes orders for inventory that is not currently in stock, this option
allows you to turn off the warning message, if you leave this option turned
off.

Update Inventory Detail | Default: Off

If you are interactive with Manufacturing Inventory Management and the
maximum number of records for the inventory transaction file is not zero, the
Sales Order Entry module will post the sales orders' detail and invoice detail
to this file. To reduce the disk space required for the inventory detail file, you
may use this option to indicate that you do not want the sales order detail
posted to this file. If you leave the check box blank, the system will not
update the inventory detail file with each initial sales order. By <clicking> on
the check box, this will tell the system to save initial order detail.

Invoice Re-print Default: Off

If this data item is not <clicked> on, the system will not stop during the
printing of the invoices. This item may be turned on, to tell the system to
pause after each invoice is printed and ask you if you want to re-print that
invoice. You may continue to re-print the invoice until you clear the check
box, at which time the system will update the invoice transaction and then
proceed to the next invoice.

Allow Line Item Ship Default: Off
Dates

Turning this data item on will allow a scheduled ship date to be entered by
each line item on the sales order. By leaving the check box blank, the system
will allow only one ship date for each sales order.

Back-ordered Items on Default: Off

Invoice By turning on this option, you are telling the system to print all items on each

invoice that have a “Backordered” amount, whether they are shipped or not.
The normal default would be to have the system only print those items on an
invoice that have a “shipped” amount during this invoicing session.

Therefore, if you had twenty line items on a sales order and shipped six of
those line items, the standard invoice would only reflect those six particular
line items. Turning this option on, would tell the system to print all twenty
line items whether they had any shipped quantities or not.

On Hold by Line Default: Off

Activating this data item will enable the ability of holding specific line items
on a sales order. Though you still have the capability to hold the entire order,
you may be more specific and hold a single line item.

One-Step Invoice Range | pefault: Off

If this data item is turned on, the system will prompt the user for a range of
invoices to ship and bill when you select the “One-Step Invoicing” option.

Freight Only Invoices Default: Off

If this check box is blank, the system will only generate an invoice for an
order if there are unbilled shipments remaining. If this check box is <clicked>
on, the system will write invoices for any orders which have unbilled freight
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charges on them. All sales orders within the specified invoice range with
unbilled freight will be included, even if no shipments have been made.

Completed Items on Default: Off
Invoice

By turning this option on, the system will allow all shipped items to be
included on the printing of an invoice, regardless of their status. Leaving this
option blank will eliminate the printing of completed line items on invoices.
NOTE: Based on the nature of your business, having both of these options
checked can become very cumbersome and expensive in terms of the quantity
of invoice forms used by your system.

Posts Deposits During Default: On
SO Entry

Turning this option "on"" will enable the system to prompt for deposit
information during the entry of a new Sales Order. If this data item is turned
off, the system will refrain from prompting for deposit information. However,
you may enter deposit information separately using the “Post Deposits to
Sales Orders” option.

Check for Duplicate Default: On
Customer POs

Setting this data item "‘on" will allow the system to check for duplicate
Purchase Order Numbers during the entry of a Sales Order.

Apply Auto Deposits Default: Off

This data item, when turned "on," will allow the system to automatically
apply a deposit to the invoice, when the sales order is billed. This will occur
only if the invoice amount billed and the deposit amount are exactly the same.

Sales Order Number Default; 1203

This is the starting sales order number that you would like the system to use
for automatic numbering at initial sales order entry. If you set this value to
zero (0), the system will allow you to assign sales order numbers at the time
you add or copy new sales orders.

Sales Order Form Default: LORD1

This is the name of the sales order form that will be used when printing sales
orders. See Chapter 1 of this manual for a listing of the standard forms
available with this module.

A catalogue of preprinted forms available through Professional Business
Forms may also be found in the Product Kit or printed from the
CD-ROM.

Once you have reviewed the available forms, simply enter the form name into
this field to activate it as the current form being used. This option may be
changed as often as desired. If none of the standard forms fit your particular
company's requirements, custom modifications are available to configure to
your needs.

Packing List Form Default: LLIST

This is the name of the packing list form that will be used when printing
packing lists. Once you have reviewed the available forms, simply enter the
form name into this field to activate it as the current form being used. This
option may be changed as often as desired. If none of the standard forms fit
your particular company's needs, custom modifications are available to
configure to your needs.

Bill of Lading Form Default: LBILL
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This is the name of the bill of lading form that will be used when printing
bills of lading. Once you have reviewed the available forms, simply enter the
form name into this field to activate it as the current form being used. This
option may be changed as often as desired. If none of the standard forms fit
your particular company's requirements, custom modifications are available
to configure to your needs.

Invoice Form

Default: L0201

This is the name of the invoice form that will be used when printing invoices.
Once you have reviewed the available forms, simply enter the form name into
this field to activate it as the current form being used. This option may be
changed as often as desired. If none of the standard forms fit your particular
company's requirements, custom modifications are available to configure to
your needs.

Manufacturing

The Manufacturing configuration

~iEi ]

Tools  Launch

I azter Configuration | 50 Entry

Include Sub-fszemblies [

Labor %W/|P Sales Code: ISS j
Default Labor Sales Code: ISS j

screen displays three questions.

1{| Spstem |ntegration I

0K I Cancel Apply

Include Sub-Assemblies

Default: Off

If you leave this check box blank, the system will not break down sub-
assemblies on the Manufacturing Worksheet. <Clicking> on the check
box will cause the program to include the sub-assemblies.

Labor WIP Sales Code

Default: SC009

This is the sales code that will be posted to when you record labor costs
to a sales order. The asset account, or the sales code, should be the GL
account to be credited (e.g., labor expense).

Default Labor Sales Code

Default: SC010

This is the sales code that will be posted to during the invoicing process.
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The asset account should be the GL WIP labor account. The Cost of
Sales account should be the actual Costs of Goods account for labor. You
can change this option at any time. No special procedure is required
when making this change. You have now completed the Manufacturing
Configuration.

System Integration
Integration with Other Systems - Default (Below)

1) Inventory :N
2) Purchase Order :N
3) Job Cost :N
4) Accounts Receivable : Automatic

S5

Tools  Launch

Maszter Ennfigurationl 50 Entryl t anufacturing

Irverton: Ird
Purchase Order: Ird
Job Cost/Time Billing: I~
Sccounts Receivable: Automatic

Ok I Cancel Lpply

The system will, however, automatically configure this option based on the modules you select for the option “Start
New Files From Scratch.” Based on this selection, the system will determine what options should be integrated
automatically and set them for you. You may use this option to custom configure these choices in a different
manner.

<Click> on the appropriate check box if your system will be integrating with Manufacturing Inventory
Management, Purchase Order Entry, or the Job Cost Main Module. These are the only modules that you may
configure Sales Order Entry to actively update.

Integration with Accounts Receivable is automatic and is required in order to use the Sales Order Entry module.
The integration with General Ledger is accomplished through the integration as defined in the Accounts
Receivable module.

Page 2-12  Set Up & Maintenance Chapter 2



Sales Order Entry User Manual

MAINTAIN DATA FILES (SO0403)

This option includes both “Pack™ and “Re-Index” utilities to manage your Sales Order Entry files after a hardware
or media failure. This procedure will also physically remove records that have been marked for deletion. You should
NOT rely on this option to replace backups. Your backup procedures should include daily backups and weekly
offsite backups.

There are several situations in which this option need be accessed.
e Power (hardware) failure.
e Media Errors (bad disk)
e Remove records marked for deletion

Before you execute the Pack option, check the file size of your Sales Order Entry files. The system will sort each of
the current “out of index” files into new “indexed” files before deleting the old ones.

If you do not have enough disk space available to perform this function, an error will be generated at the time the
system runs out of disk space. This, however, could be some time later, depending on the size of your data files. If
your data files are 2MB in combined size, you will need at least 2.2MB in additional free space before proceeding
with this option.

NOTE
This option will only reorganize undamaged data within your files. Therefore,
you should carefully audit all information after you execute this option and
make any necessary adjustments to your data.
The following files are available for maintenance:
e Sales Order File

e Sales Order Detail File

You may select individual files or all files for either of these procedures. There are buttons on the right hand side of
the screen that allow you to “Select All” files, “Un-select All” files, and “Invert Selection,” which selects those
files that were not selected in a previous pack or re-index condition. There is also a button, “Details” that provides
pertinent information about that particular data file. This information includes the directory path and file name, the
type of file, the pattern of the filename structure and the total records including those records marked for deletion in
that data file.

To begin the procedure of a pack or re-index, simply <click> on the “Start” button, after selecting the files you
wish to manage. You are then given the options to “Pack” or “Re-Index” the selected data file(s). Pack is a utility
that physically removes any deleted records from that data file. These procedures display a “Percentage of
Completion” graph on the screen while the files are being processed. Re-Index is a utility to rebuild the index file.
It is also run automatically at the end of a “Pack” procedure.

Results:

All Records in all or specified Sales Order Entry Files will be packed and/or re-indexed.

START NEW YEAR’S FILES (S0O0405)

This option starts up the Sales Order files for the new fiscal year. Before executing this option, you should make
multiple copies of the old year's files for archival purposes.

When you start the files for a new fiscal year, the following files are copied into or created for the new year:
e Sales Order File (coSO1dy.dbf)
e Detail File (coSO2dy.dbf)
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CHAPTER 3 ENTER TRANSACTIONS

This section discusses all five types of transactions utilized by Order Entry. These transaction types include all of
the daily activity normally associated with Sales Order Management. You should not use these options until your
master information is completely set up.

ENTER SALES ORDERS

This section discusses how you may perform the normal Sales Order entry and maintenance functions in the Sales
Order Entry module. These functions include inquiring, adding, changing, deleting and copying sales orders. These
options should not be used until the initial set up has been completed. A screen will appear with several processing
options.

B Enter Sales Orders =
Tools  Launch  Mavigation Operation

““ b N|M| th‘g E;"l_l_l Mode: Inquiry

Diocument: I1U453

Cust ; T - _— L
CuL;StDDr;neerr _?;';‘: Due Diate: Shipping Instructions:
Mumber; IM"LE1 j Qomments...l | Fixed Due Date |“5f23f2'3'35 j IcustmTler Pickup
& et Days P
Lllenz Hardware Zhops Inc. I NetDaﬁs ECf # Days: |3|] Ereight:
| §37.45
Twpe: Hormal = Dzsc: [Wet 30 (2 % Disc)
P I ‘ J I AR SBales Code:
[TexRate#: Description; II“""JiCl3 I
| 2 j 1
County Tax Job# |96—IJIJIJ§ j Scheduled Payments: [~

Price Leyel: | 4) Level 4 = Cust PO# [122 ¥0.00
Discourt %: I 5.000 % Order Date; Il]4/2l]/2l]l]3 j

Salesman: E-tdail:

IVI'TF j Jack Friedman Iha].len@a]_lenshardware.cum

Address. .. | Status .. | Add. COS . | UserFelds... e | Cancel Close

From this screen, you may choose to “navigate” either through the Menu Bar or by <clicking> on the first set of
buttons. You will have the choice of going to the first record in the file, the next record, the previous record, the last
record or a specific record in the file (which can be based on a search routine). You are automatically in “Inquiry”
mode when you select this option.

You may add “notes” to any Sales Order that may be viewed on the screen for additional information or planning.
This may be done when viewing an inquiry, adding a new sales order, changing an existing order or copying an
order. The Add, Change, or Copy Sales Order options automatically check for any “Transaction Lockout Dates”
that may have been set for that company. The “Transaction Lockout Dates” allows users to specify a beginning
and ending date range in which transactions will be allowed to be posted. Any attempt to post transactions outside of
the date range specified will be halted by the system.

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes. If
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current date and time.
You will be prompted for a description of fifty (50) characters, which is used as part of the display when selecting to
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each which may be used for
your free-form notes.
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Bl Maintain Notes E =
Mavigation Operation

I‘ ‘ ’ ’I M D % E &. | bode: Ian"y
Account: 10465 User|D: SCOTT

Description:  ALLE1

Date/Time: 03/23/2005 P 1:23

Title: IC“"tmr Request UserFields...
HNote: Kathy at Allens called to reguest we hold the order for
three days since their warehouse will be shutdown for an S
inventory physical count. —
Cancel
Close :

Once notes are added to the file, they can be reviewed at any time by accessing the sales order through an inquiry
mode or a change mode and then <clicking> on the Note Pad Button. Once this screen is displayed you will have
the tool bar navigation options to select the first detail record, select the next record detail, select the previous record
detail, select the last record in the detail list or search through the detail records.

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will
access an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields.
If you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make
sure that your General Configuration options are set up to allow access to User-Definable Fields.

Inquiry Mode (SO0100)

This mode allows you to review all information concerning current Sales Orders. Navigate to the order you wish to
view. You may find an order using the navigation tool bar or <click> on the “Navigation” option on the Menu Bar
and then the appropriate navigation option.

Once the order has appeared on the screen, you may <click> on the “Details™ button to view the order detail or you
may <click> on the “Address” button to view the ship to address information. To view status information such as
shipping dates, order status, vendor and vendor purchase order numbers, <click> on the “Status” button. To view
additional cost of sales on this order, <click> on the “Add. COS” button.
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Add Mode (SO0101)

This option allows you to enter your initial customer Sales Orders, Proposals and Return Authorizations. You may
optionally print a sales order after each one is entered. The Proposal Summary feature provides a summary view of
the gross profit margin of a sales order. This will allow you to determine how changes in sales discounts or gross
profit margins will affect the sales order selling prices.

A Sales Order may be accessed by Sales Order number, customer number (or name), or customer's P.O. Number.
This option is the primary option for the entry of all sales orders and proposals into the system. The advantages of a
sales order system are many. By utilizing the input of sales orders into the system, you have the ability to retrieve
the original order at any time and either print it out or simply view it on the screen.

You also have the ability to make additional changes to the order at any time you desire. The only exception to this
condition is when you have already shipped an item that was on an order and have not already billed the item
(written an invoice).

The information entered in this option updates order information only. Shipping and billing information is recorded
through the “Record Shipments” and “Perform Billing & Print Invoices” options respectively. After entry of a
new order, a Sales Order form will print showing all new order information if you have set the data item, “Print
Sales Order after Entry” in your Master Configuration turned on.

There are two other Master Configuration switches that may affect the way Sales Orders are entered. They include,
allowing deposit information to be prompted during entry and checking for duplicate customer's purchase orders.
Either of these options may be turned on or off in the Master Configuration.

The form that will be used is the “Sales Order Form” you have set up in the Master Configuration. This form will
be loaded by the system when this option is selected. Writing a sales order is almost exactly like writing an invoice
in the Accounts Receivable module. However, you are creating a document that may be modified several times
before the actual processing of that document.

If you are adding a new sales order, navigation is not required. <Click> on the “Create a New Record” button or
choose the “Operation” option from the Menu Bar and then “Add.” Enter the new sales order number or if auto-
numbering is turned on the next sales order number will be used.

NOTE
Once a sales order is filled, no changes to the sales order will be allowed.

B Enter Sales Orders M= E3

Tools Launch [lavigation Operation

11 v ve| Bl=|d B @] 8 e add

Daocument; Iilutumat:i.c

—gjussttuummeerr: T%E;ﬂes.i Dus Date: Shipping Instructions:
MNumber; || j Qomments...| * Fixed Due Date IU‘*f"ZE‘fQUU6 j I

 Net Days Eraiali

" Met Days EOM # Days: ID I_ - oo
Type: INormal j Desc. I

AfR Sales Code:
~Tax Rate # —j Description; | Invoice |
Joh # I ﬂ Scheduled Payments: [

Price Level: I j Cust PO # I $0.00
Discount % I 0.000 % Crder Date: ID‘*"’ZB”;2006 j
"Sglesman: E-Mail:
[ = |
Details... | Address... | Status... | Add, COS. | UserFelds.. Save Cancel Close
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The following is an explanation of each of the data items necessary for sales order entry.
Customer #

Enter either the Customer Number that you wish to enter a sales order for or <click> the Down Arrow (F2 by
default) to gain access to the customer list. Once selected, key information concerning this customer will appear in
some of the data items on the screen. You may assume these defaults by pressing TAB, or you may change them as
necessary.

There are two situations that may occur if the Credit Check warning system has been activated. If this customer has
a “Credit Hold” terms description on their file, the system will not allow a Sales Order to be entered.

If the Credit Hold description is not utilized, but the global Credit Check warning system has been activated in the
Accounts Receivable Master Configuration, and if this customer's outstanding balance falls within the aging
category that has been defined to initiate the Credit Check warning system or older, a warning message will appear
on the screen. The system will allow you to continue entering this sales order, however the system will put the order
automatically on “hold.”

If you have installed the Advanced Security Administrator, there is a custom security object that may be used in
conjunction with this feature. You can set up the Advanced Security system to allow only certain users to bypass a
credit limit check.

Sales Order Type

Select the Sales Order type you want to use by <clicking> on the pull down box to display your choices at this point.
There are six types of sales orders available in the system. Each is discussed here.

Normal This is the standard type of sales order used by most firms. There are no special
considerations that must be made regarding this order type.

Auto-Cancel Using this type of sales order will tell the system to automatically delete the
sales order from the system if the order has not been processed prior to the
cancel date specified.

Many firms rely on shipments being met on a timely basis, otherwise, they are
of no value to them. This type of sales order processing is designed specifically
for them. The system date will indicate to the system what date is currently
being processed, therefore, much care should be used when selecting this type
of sales order.

Special Order This order works exactly like a Normal sales order except for one condition.
This order may be transferred to the Purchase Order Entry module and turned
into a purchase order without requiring you to re-key the information on the
order all over again.

Many firms may take an order from a customer and then have to turn around
and place the exact or near exact order with their vendors. If the part numbers
and other information are the same, many times, all that is necessary to change
is the costing information. This option will save considerable amounts of time
for those types of situations.

Drop Shipment This order works just like a Special Order in that it too may be transferred to the
Purchase Order Entry module and turned into a purchase order. The big
difference here is that instead of specifying the shipping address to be your
shipping address, the system will ask you for your customer's shipping address
so that the bills will be sent to you and the merchandise sent to your customer.
Because the merchandise will be shipped from your vendor, no packing list will
ever print for this type of sales order.
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Drop Shipment This is a very special type of sales order that gives you the ability to generate

Proposal proposals to your customers at any time, fully interactive with the
Manufacturing Inventory Management module.

Drop Shipment This is a big convenience because you may simply call up all of the inventory

Propgsal items and get the price, unit of measure, and descriptions automatically. Non-

(continued) inventory items may be used as well.

Once a proposal is generated by the system, you may continue to review it,
modify it, or print it out as often as required.

Once a final agreement is met between you and your customer, all that is
necessary to get the new “Sales Order” into the system is to select the
“Change an Existing Sales Order” menu option and change the sales order
type from proposal to one of the other four types of sales orders available.

No re-keying of data is required unless you simply want to make additional
adjustments to the existing proposal. No inventory or accounts receivable
information is affected as long as the status is a proposal. Once transferred to a
full sales order status, any inventory items on the order will then be counted in
the “Quantity Reserved to Ship” field of each item.

Return Auth This is a return authorization type sales order. It is used to control inventory that
will be returned to stock. The system will return the inventory to stock when
shipments are posted and print a credit memo to the customer while the billing
takes place.

Tax Rate This is the tax rate number that should be used in the calculation of sales tax for
this transaction. The default will be the tax rate set up in the customer's master
file. You may <click> the Down Arrow (F2 by default) to scroll through the
tax rate file to make your selection. After the tax rate has been selected, the tax
rate description will be displayed below this data item.

Price Level This is the price level in inventory that will be used when calculating the unit
price of inventory items. If you are not interactive with the Manufacturing
Inventory Management module, the system will display “Not Applicable” and
will not use this data item.

If you are interactive with Manufacturing Inventory Management, you may
select the price level or <click> on the pull down box to choose the price level.
The default will be the price level set up in the customer's master file.

After selecting the price level, the price level description will be displayed
below this data item. This data item will only be available if you have turned on
the feature “Allow Price Level Changes” in the Accounts Receivable Master
Configuration.

Discount Percent This is the overall discount that will be given on this transaction. The default
will be the discount set up in the customer's master file. The system will
calculate this discount on the total of the extended prices entered for this
transaction. This discount amount will be posted to the “Sales Discount™ sales
code set up in the Master Configuration.

Salesman This is the salesman number of the salesman you would like to assign to this
transaction. The default will be the salesman set up in the customer's master file.
You may enter the salesman number, or press TAB to accept the default
salesman, or <click> the Down Arrow (F2 by default) to scroll through the
salesman file.  Once the salesman number has been selected, the salesman
name will be displayed below this data item. The salesman number entered here
will be used by the system to later calculate the commissions by salesman.
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Terms Type

This data item is used (in combination with the next data item) to define the due
date of the transaction. The default will be the terms set up in the customer's
master file. The term types are described below.

Fixed Due Date

The system will then ask for the due date to be entered. The system will not
calculate any due date but use the date entered as the due date of the transaction.

Net Days

The system will then ask for the “Number of Days.” You may enter the
number of days from the invoice date the customer has to pay this transaction.
The system will then use this to calculate the due date of this transaction.

Net Days EOM

The system will then ask for the “Number of Days.” You must enter the
number of days after the end of the month the customer has to pay this
transaction. The system will then use this to calculate the due date of this
transaction.

# of Days

This data item is used (in combination with the previous data item) to define the
due date of the transaction. The default will be the terms set up in the customer's
master file. This item will only be available if you have selected either terms
type Net Days or Net Days EOM.

Terms

This is a twenty (20) character description of the terms for this transaction. The
default will be the terms description set up in the customer's master file. This
terms description will be printed on the form when this transaction is
completed.

Description

This is the twenty (20) character description that you would like to assign this
transaction. This description will be displayed on all aging reports, transaction
registers, and customer statements. If you leave this data item blank, the system
will use the default transaction type description of “Invoice.”

Job Number

If the integration with Job Cost is turned on, you may enter a job or project
reference number. <Click> the Down Arrow (F2 by default) to scroll through
the Job Numbers available. If this sales order contains inventory items or sales
codes which have had “cost codes” defined, it will use these codes to update
the projects profitability accordingly in the Job Cost module.

Customer P.O. #

This is a twenty (20) character field for the customer's purchase order number.
This field will be displayed on some invoice forms and is also the number you
may optionally retrieve sales orders by. Therefore, if a customer calls to check
on the status of their order and all they know is their purchase order number,
you would be able to easily retrieve it from the system.

Order Date This is the date that the customer originally placed the order. You may press
TAB to default to the current system date. This field will be displayed on some
invoice forms and backlog reports.

E-Mail

This is the e-mail address of the customer selected for this order. It will
automatically default from the Customer’s Master Record into the Sales Order.
It may be overridden at the time of order entry to another e-mail address, if
desired. If the feature “E-Mail Shipment Confirmation” is turned on in the
Sales Order Entry Master Configuration and configured properly, the system
will then send the e-mail address specified in this field a confirming e-mail once
one of the two options “Perform Shipping” or “One Step Invoicing” has been
executed from within the Sales Order Entry module. This will notify the
customer that their order is on its way to them and the contents thereof.
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Shipping This is a twenty (20) character field for a description of any special shipping
Instructions instructions that may be necessary for this transaction. This field will be
displayed on some invoice forms.

Freight Amount This is the dollar amount of freight that you would like to charge this customer
for this transaction. This amount will be added to the net amount of the invoice
and also posted to the sales code for freight set up in the Master Configuration.

AR Sales Code This data item allows you to indicate to the system the AR Sales Code (AR
Code) you would like to assign to this transaction. This AR Sales Code defines
the Accounts Receivable chart of account number to be used in conjunction
with the transaction entries that flow to the General Ledger. The default will be
the AR Sales Code set up in the customer's master file. If you have selected to
“Override the AR Sales Code,” (an option in the Accounts Receivable Master
Configuration) you may accept the default AR Sales Code by pressing TAB key
or <click> the Down Arrow (F2 by default) to scroll through the Sales Code
file.

Scheduled Payment | Thjs check box allows you to indicate to the system that you want to specify a
specific payment schedule for this order when the billing is performed. This
item will be turned off if you have specified “None” to the option “Scheduled
Payment Type” in the Accounts Receivable Master Configuration. If you
<clicked> “on” this item, the system will pause before the invoice is printed for
this order, and ask you for the payment scheduling information.

Address By <clicking> on the “Address” button the system allows you to change the
shipping address for the customer and the customer's “Ship To:” name. Enter
the necessary changes and then <click> on the “Save” button to validate and
return to the main screen. If multiple ship-to addresses have been defined for
this customer, you may <click> on the “Select” button. This “pops-up” a
window that displays all of the Ship-To Addresses that have been set up for this
customer. You may use the up and down arrow keys to scroll through the listing
to select the address you want. If you have elected to use “International
Addresses” (a set up feature in Global Functions) the system will include
“Country,” as a data field in the address information for this company. The
address information will consist of four lines of thirty (30) characters for the
address, thirty (30) characters for the city, fifteen (15) characters for the state,
fifteen (15) characters for the country and (10) ten characters for the zip code.

For example:

Customer Name: ABC Company, Inc.

Address: 123 Main Street
Suite 1030

City: Vancouver

State: Brit. Columbia

Cntry: Canada

Zip: V6E 4A2

These changes will not affect the customer's master file, but will only override
the master file for this particular transaction.
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Status

<Clicking> on the “Status” button allows you to enter tracking information on sales orders. This is very useful in
keeping both management and customers updated on the status of a specific order. If you <click> on this button, a

“Pop-Up”” window will appear displaying the following status data items:

Il Sales Order Status - 10468

Tools  Launch

Scheduled Ship Date: Inshnfznna

Latest Ship Date:
Last Ship D ate:
Hold Shipment:
Ordered In PO:
Wendor #:
“Wendor PO #:

Order Status:

o [ 3

Customer Diept.:

|
Bill of Lading #.: |
|

LCarrier Pro #:
- Shipping Carrier Code: l_
r Tramsit Type: I_
I Current # Boxes: ]
I Current Total Weight: 0.00
|

Mumber of Times Printed:
Sales Orders:
Packing Lists:

Bills of Lading:
Irvoices:

(==

Save | i Cancel

These are thedata items available when you select this option.

Scheduled Ship Date

Enter this date as the date that you plan to ship the order. The default is
the current system date. You may change this date as often as necessary
to reflect any delays or early shipments of merchandise. In addition, this
is the date used to calculate the “Stock Requirements Aging” report as
well as the “Print Packing Lists” ship through date.

Latest Ship Date

This date is primarily for Auto-Cancel type sales orders. This would be
the date that the order should be canceled by the system.

Hold Shipment

This field allows you to place an indefinite hold on a particular sales
order. The reasons for this could be many, but it is most useful in
“Credit Hold” situations. This way, orders won't accidentally be
processed for customers whose accounts have been placed on credit hold,
but will remain active in the system and waiting for credit release.

Ordered in PO System

This indicates whether or not you have transferred a sales order to a
purchase order in the Purchase Order Entry module. The automatic
generation of purchase orders will only occur for special order and drop
shipment sales order types when you execute the “Transfer Sales Orders
into P.O.” option.

This data item should be left blank. The system will automatically switch
this option on when the items on this order have been transferred to the
Purchase Order Entry module.

Vendor #

This data item contains the vendor number of the Accounts Payable
vendor that you want to order these items from. This vendor number
must be entered before the option “Transfer Sales Orders into P.O.”
will transfer this order.

If you have indicated that you are interactive with the Purchase Order
module, in the Master Configuration, you may <click> the Down Arrow
(F2 by default) to scroll through the Accounts Payable vendor file to
make your selection.
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Vendor P.O. # This data item contains the purchase order number used to order these
items in the Purchase Order module. You may manually enter the
purchase order number after you have actually placed the order, and
assigned the order number, in the Purchase Order module. This way you
will be able to cross-reference the sales order to the purchase order.

Sales Order Status This is a 30 character (alpha/numeric) description field for any
miscellaneous comments about this particular sales order. This may
include any problems or dates of updates that may be associated with this
order. This information is also displayed on the “Sales Order Status
Report” and “Sales Order Inquiry.” This description may be
periodically changed to reflect changes in the status of this order.

Customer Dept.
Bill of Lading #

Carrier Pro #

Shipping Carrier Code

Transit Type

Current # of Boxes

Current Total Weight

Number of Times Printed

Make any changes necessary and then <click> on the “Save” button to return to the main screen.
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Add C.O.S.

<Clicking> on this button will allow you to enter the additional cost of sales amount for this transaction. This may
be used if you are not interactive with Manufacturing Inventory Management or if you are billing the customer for
an item not currently in the inventory file. The sales journal and commission reports that you may print later in the
Accounts Receivable module will include this cost and will calculate a gross profit amount and percentage.

Using this field for non-inventory type sales will insure accurate gross profit calculations on these reports. The
system will display a small window which will allow you to enter the additional cost of sales amount and sales code.
This sales code will be used when posting the cost amount to the sales code file. You may <click> the Down Arrow
(F2 by default) to scroll through the sales code file to make your selection.

After all data items on the overhead screen have been entered, you may <click> on the “Save” button to validate
this portion of the transaction and return to the main screen.

By <clicking> on the “Details” button a screen will appear in which you may enter the detail of the transaction. The
top of this screen displays the total amounts such as Subtotal, Subtotal after Discount, Tax, Freight, and Invoice
Total. The bottom portion of the screen is a scrolling window which allows you four hundred fifty (450) lines of
detail for the transaction.

The following describes each of the data items for each line of detail.
Sales Code

This is the sales code, which classifies the sale for this line. You may enter the sales code or press TAB to scroll
through the sales code file.

If the sales code selected has a period “.” as the first character of the sales code, the system will recognize this as a
description line only. In this case, you will be allowed to enter only the description line and then move to the next
line of data. This gives you the flexibility to create as descriptive an invoice as you desire.

You may also mix various lines of descriptions. In other words, lines of descriptions do not have to all be in one
single order. Therefore, you may enter an inventory item, and then enter a line of description only. Then you may
add another item and six lines of description and so on.

The “. TEXT” sales codes work during invoicing in Accounts Receivable to allow free form text notes that will print
on the invoices. This replaces the need to use “.” and “..” sales codes where the limit of characters per line is only
thirty (30) characters each. This option allows ten (10) lines of free form text for each “.TEXT” sales code entered
which is centered on the invoice form and is sixty (60) characters wide and uses an auto-wrap feature during data
entry. Further, although the “. TEXT” sales code may be up to ten (10) lines in length, each one only uses a single
line during data entry so as not to consume all of the lines of the invoices’ detail section. Multiple “. TEXT” sales
codes can be used for each invoice. This is ideal for highly descriptive invoice writing capabilities.

The “.TEXT” sales code can be used and created as a “template” for repeated use. Templates can store any
information that will be repeated on a series of invoices. This option allows users to create standard groups of text
statements that can be used repetitively on invoices and sales orders and selected during invoicing and Sales Order
Entry without having to re-key the same information into the system time and again. This would be ideal for items
such as warranty statements, support policies, return policies and much more!

There are both “. TEXT” and “.. TEXT” sales codes to be added to each system similar to the use of all other sales
codes in the system. A single dot sales code does not have to be attached to any inventory items whereas double dot
sales code items are associated to the previous inventory item entered into the system.

If you are creating a new company from scratch, these two sales code variations will be created automatically by the
software. For existing Infinity POWER users upgrading from a prior version, these sales codes have to be added
manually to each company that you are processing in. No other data such as, General Ledger account numbers and
such are required to be setup. However, existing users will have to “pack” their data files first before they will have
access to this option. To “pack” your data files, select the menu option, “Maintain Data Files,” and select “**ALL
FILES**.”

If you are not integrated with the Manufacturing Inventory Management module and you have selected a sales code
to describe this line item you are selling, certain defaults may appear according to how this sales code was set up.
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The defaults that are available during set up of a sales code are unit of measure, unit cost, unit sales price and JC
Cost Code. You may choose to accept these defaults or you may override these fields.

Inventory Item Number

The heading for this field will be the heading set up in the Inventory Master Configuration. If you are not interactive
with Manufacturing Inventory Management, this heading and field will be blank. If you are interactive with
Manufacturing Inventory Management, the heading will be displayed and, if you have selected an inventory item for
this line, the item number will be displayed.

NOTE

Enter either the actual Inventory Item # or Alternate SKU number. The system
will automatically cross reference the actual Inventory Item # and will display
it in this field.

If the inventory item selected has a Unit of Measure Conversion defined in the set up of the Inventory Item, a
window will appear with the available “units of measure” to choose from. The system will record the reservation of
inventory in the selected unit of measure format. The unit of measure format selected will appear on the Sales Order
reports. For more information on the Unit of Measure Conversion procedure, refer to the “Set Up Inventory Items”
section of the Inventory manual.

If you select an inventory item which utilizes either a “Serial #” type costing method, the system will request
additional information. Since you have the option of reserving inventory at the time of order entry, the system will
prompt you to <click> on the Serial # button at the end of the second line to select Serial Number(s) to be reserved.
The following screen illustrates how this would appear if you have entered an item number that is a Serial Number
based item.

Ml Sales Order Detail - 10525

Tools Launch  Edit  Mawigation

[ B

M4aavwrnap| e 2=
Sub-Total §11,227.50 After Discount: $11,227.50 Tan: §729.79
Freight: §0.00 Invoice Total: §11,957.29
_lelc\ii

ltem # Sales Code Inwventony [tem Description Tax Hold Ship Date Inwoice Text

Qluantity LikA Unit Price Discount % Extended Price Ser ltems
1|10000 j soNy 523 j ISONY 50" LCD Color Television i ID‘}.#ZB./ZDDS j Invoice Text.. | =

| 5.00 |[Each [ sz,4s5.00000 | 10.000 % | ¢11,227.50 Sar Items...l

Item Price Order Frice |

Save | Cancel |

If you entered a non-Serialized item, this button would NOT appear on your screen.

Chapter 3

Enter Transactions  Page 3-11




Sales Order Entry User Manual

By <clicking> on this button, the following screen will appear.

Ml Serial-Numbered Items - SONY 52311 [_ [
Tools Launch Edit  Mavigation
—. o - Cluantity Back-ordered: 5.00000
Avl ‘ |#|":~. | ‘E B, .

4 4 [k i A « | KB B Quantity Reservad: 0.00000
—Detail

Iterm # Serial-Numbered ltem

=
1 Fl
Close

Notice at the top right side of the screen that the total Quantity Back-ordered and Reserrved amounts are currently
shown for this order. By this screen displaying that no quantity is reserved, it means that serial numbers have been
selected to be attached to this specific order at this time.

There are two choices at this point. The user can proceed to pre-select a serial number that they desire to reserve for
this customer’s order in advance, or, they may just allow the shipping department pull the TV from their warehouse
and then enter into the system which specific unit they intend to ship to complete the customer’s order. If the latter
method is selected, no step should be taken at this point in the order entry cycle and the entry of the serial number(s)
should be done through the options “Record Shipments” or “Perform One Step Invoicing.”

If it is desired to specifically reserve a unique serial number or lot # item at this point in the order entry cycle, then
the serial number may be entered or scanned with a Bar Code Reader into field #1 on the prior screen or the user
may or <click> the Down Arrow (F2 by default) to view a scrolling screen containing all available Serial Numbers.

The following screen illustrates a listing of valid Serial Numbers for this item.
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Select Serial number - Nearest Maktch E3

Cost Layer |

Serial/Lat |
549912779
549912780
549912781
549912752
549912783

Search:

cons_|

The user may select any of the valid numbers listed on the screen and <click> “OK” to continue. Or, <click> on the
“Cancel” button to exit this screen. By selecting one of the valid numbers and <clicking> on “OK,” the Serial
Number field will be filled in on the prior screen and the Reserved field at the top right of the screen will
automatically be updated. This may be repeated as long as there are quantities ordered and remaining available
serial numbers to continue. When done, <click> on the “Close” button and you will be returned to the prior data
entry screen for where you may continue to add additional inventory items and sales codes to this order.

All Serial Numbers will print on the Sales Order form and/or Invoice generated to the customer. A single line item
will appear for the total quantity ordered (i.e. 20 Televisions) with a listing of the 20 Serial Numbers that were
shipped to complete the order underneath the specific line item.

If the item selected has a “Lot #” type costing method, the system will prompt you for a Lot Number. Enter a valid
Lot Number or <click> the Down Arrow (F2 by default) to view a scrolling screen containing all available Lot
Numbers for this item.

The Lot Number is a twenty (20) character (alpha/numeric) field used to identify a “likeness” of items being
reserved. This is normally a “run” of products or color groups associated to various types of products.

Unlike Serialized Items, Lot Number items can be stored with multiple quantities. For example, you received four
(4) cases of red paint for resale, which was manufactured at two different plants. The manufacturer marked on the
cases the Lot Numbers so that the paint can be sold in quantity with the same dye match.

When you recorded the receipt of this stock, you entered it as two separate line items or “cost layers,” two (2) cases
with Lot Number “123” and two (2) cases with Lot Number “789.” Selling these types of items may be done one of
two ways. The first, by entering the total quantity you are selling. The system will request a Lot Number. If there is
not enough stock in the Lot Number requested, during the validation and update of the transaction, it will continue to
ask for additional Lot Numbers until the quantity entered has been sufficed. The second way is to separate out the
quantities by line item so that Lot Numbers can be distinguished for each line item.

Once the item number has been selected, the system will enter the sales code designated in the Inventory Item File
for this particular item. If this item's default sales code is non-existent, then you will be allowed to select a near
match. If the sales code selected has a period *“.” as the first character of the sales code, the system will recognize
this as a description only line.
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In this case, you will be allowed to enter only the description line and then move to the next line of data. This gives
you the flexibility to create as descriptive an invoice as you desire. You may mix these “description only” lines in
any order with the actual items on the order. For example, you may enter an inventory item, and then enter a line of
description only. Then you may add another item and six lines of description and so on.

There should actually be two “..” sales codes set up in the Accounts Receivable sales code file. Using a single
period will perform as described here. But there is also one additional feature that needs to be taken into account.

The system will recognize that sales codes which begin with two periods or “..”” should remain attached to the
preceding inventory item and will print on all reports and forms that the inventory item prints on. This special
description line will act like it is part of the description of the preceding regular line. Every time the regular line is
printed or skipped over, the special description line is printed or skipped over respectively.

The Advanced Security Administrator module also provides an advanced “Security Object” for use with this
option which provides management with the ability to control whether users will be allowed to sell items that are in
stock or not. This is a decision that must be made on a “company by company” basis. It is not uncommon in many
industries where there is only a quantity of one of an item that overselling the item would be a major problem (i.e.
jewelry).

The Accounts Receivable module provides an advanced option which allows for the ability to “Record Cost of Sale
Adjustments” for those transactions where the actual quantities were not in stock at the time of one step invoicing
and/or recording of shipments in the Sales Order Entry module. However, the quantities were later received and
these adjustments could be made which allows the system to update the Sales Journal in Accounts Receivable for
the appropriate amount of Cost of Sales to the specific and affected invoiced customer transactions.

In some companies, their receiving docks cannot always keep up with the receipt of their inventory. Therefore, they
have the products and customers ready to take delivery of those products and they do not want to slow down the
billing of those products. Therefore, even if this option warns them that the quantity on hand is less that what is
being invoiced, the user may be allowed to proceed because management knows they will adjust the system at some
point in time in the future when receiving catches up.

In light of these scenarios, the Advanced Security Administrator provides management with the advanced tools to
configure the system to run based on their specific needs. The system can be set to never allow an item to be sold if
the quantity on hand is less than what is being invoiced. Or, it can be set to allow it to be invoiced but only if a
Manager’s Authorization password is entered into the system providing the authorization necessary to proceed. Or,
the system may be configured to allow the users to proceed in all cases.

Again, this is an Advanced Security Administrator module security object called “IM ONHAND” which requires
that the Advanced Security Administrator module be fully deployed to take advantage of this feature. It must be
setup in advance to provide the proper level security depending on what this company’s management desires.

If you are not integrated with the Manufacturing Inventory Management module, and you have selected a sales code
to describe the line item you are selling, certain defaults may appear according to how this sales code was set up.
The defaults that are available during set up of a sales code are unit of measure, unit cost, unit sales price and JC
Cost Code. You may choose to accept these defaults or you may override these fields. The default unit of measure
and price will default to the sales code set up. It will also use the unit cost and multiply it by the quantity entered to
calculate the total cost of sales for this detail line.
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Description This is a thirty (30) character (alpha/numeric) field for the description of
either the Sales Code or the Inventory Item you have selected for this line
item. If you press TAB, the description will default to the description of
the Sales Code. If you are interactive with Manufacturing Inventory
Management and you have selected an inventory item for this line, this
description will be the description of the inventory item and you will not
be allowed to change this field, unless you have turned on the Accounts
Receivable Master Configuration option “Allow IM Description Edits.”
This Master Configuration option also controls whether you may
override the default descriptions for Sales Codes.

Tax This check box indicates whether or not this item is taxable. The default
value will be the value set up for the sales code of this line. You will not
be allowed to change this data item unless you have set “Override Tax

by Line” in the Master Configuration to be turned on.

Hold You have the ability to keep a specific item of the sales order from being
processed by <clicking> “on” this check box. Though you still have the
ability to hold the entire order, you may be more specific and hold a
single line item. When packing lists are printed for a sales order, any
items that have this check box checked will not print on the packing list.
This will keep them from being processed until you use the “Change
Existing Sales Orders” menu option and blank out this check box.

If you have installed the Advanced Security Administrator, there is a
custom security object that may be used in conjunction with this field.
You can set up the Advanced Security system to allow only certain users
to edit or change this field.

Ship Date The Ship Date field will only appear if you have turned on the feature
“Allow Line Item Ship Dates” in the Master Configuration. The system
will prompt you for a ship date for each line item on the sales order. Type
in the desired ship date or press TAB to default to the system date.

Quantity This is the quantity of the item you are entering. If you are interactive
with Manufacturing Inventory Management, this is the quantity that will
be removed from the Quantity On Hand for the inventory item. If you are
utilizing the “Unit of Measure Conversion” feature, you will want to
enter the quantity based on the unit of measure you have selected to use
on this line item. Do NOT enter the quantity as the “stocking unit of
measure” if you have chosen an alternative unit of measure.

If you have turned on the “Verify Quantity Available” field in the
Master Configuration, the system will check the inventory file to see if
there is enough quantity on hand or available to remove the quantity
entered. If there is insufficient quantity on hand or available, a warning
message will be displayed. The system will ask you if you want to
continue, enter a different quantity, or choose from the two alternate part
numbers set up for this particular inventory item.

These alternate part numbers will be displayed as a choice in the warning
box. Use the up and down arrows to highlight your choice and press enter
to continue. If you elect to ship more than the quantity on hand, the
quantity above the on hand quantity will be placed in the “Quantity to
Adjust” field for the inventory item.

The number of decimal places for this quantity field will be set from the
“Quantity Decimals” in the Accounts Receivable Master Configuration.
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uU/M This is a four (4) character field for the unit of measure for this item. If
you are interactive with Manufacturing Inventory Management, this will
default to the unit of measure set up for the inventory item selected. If
you are interactive with Manufacturing Inventory Management and you
are not using the “Unit of Measure Conversion” feature, this will
default to the unit of measure set up for the inventory item. Otherwise,
the unit of measure field will contain the unit of measure selected for the
specific unit of measure conversion for this item(s).

Unit Price This is the unit price of the item being billed. This will be multiplied by
the quantity to calculate the extended price. If you are interactive with
Manufacturing Inventory Management, the unit price will be calculated
from the price level you have selected for this transaction and the price
table for the inventory item. All quantity breaks will be automatically
calculated, if applicable.

If you are not integrated with Manufacturing Inventory Management and
you are using sales codes, the unit price will be the unit price defined on
the sales code you have chosen for this line item. You may override this
“default” price with another amount if you so desire. If you have entered
an inventory item, you will not be allowed to change the unit price if you
have turned off the feature “Allow Line Item Price Changes” in the
Accounts Receivable Master Configuration.

If you are utilizing the special Price Plan feature that is set up in the
Inventory module and have assigned this customer one or more Price
Plans to be used, if the criteria is met based on the assigned Price Plan for
this customer, then the system will automatically place the customized
price in this field.

Discount % This is the percent discount that will be given on this line when
calculating extended price. If you have turned on the “Allow Discount
% by Line” option in the Master Configuration, you will be allowed to
enter a percent here. Otherwise, the system will skip this data item. If
your company performs pricing calculations on a “cost plus” basis, you
may set one of the inventory price levels in the inventory data file as your
cost for each item. Then, at this prompt, you may enter a “negative”
discount that has the effect of increasing the price above the price level
specified.

You must precede the number enter in this field with a hyphen “-” to
specify to the system that this should be a negative discount. For
example, if the normal price for an item was $10.00, by giving this item a
“negative discount” of “-20,” the net effect would be that the price
would be $12.00.

Extended Price This is the calculated extended price for this line of the transaction. This
amount will be automatically calculated from the quantity, unit price, and
discount percent entered for this item. You may not change this value.
This is for your verification only. When you have entered all detail lines
necessary for this transaction, you may <click> on the “Save” button to
validate your detail lines.
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You may now <click> on the “Save” button to save the transaction. Upon exiting of this screen you will be
prompted to see if you want to post a “Deposit” for this order as shown on the following screen:

Il Post Deposits to Sales Order - 0] x|
Tools Launch
—Order
HARC1
10528 Fred Hart
—Order Infarmation:
Sales Order Type: Mormal
Job Mumber: 95-0005
[ate Ordered: 02 /07 /2005
Shipping Instructions:
Stakus:
Total Invoice: $195._ &0
Deposit Amount; $0._00
Met Amount D ue; $195._ &0

Cloze |

<Click> on the “Post Deposit” button to proceed or <click> on the “Close” button if you are done with this
transaction at this point in time. If you <click> on the “Post Deposit” button, another screen will appear similar to
the following screen allowing you to enter a number of payment types depending on your Master Configuration

setup.

i xd
Tools Launch  Edit  Mavigation
M4 a v b MABE| Pl oK
Order Amount; $3.97 Remaining Amount; $0.00
Amaunt Tendered: $3.97
—Detail
Itern # Payment Tupe |d Payment Type Description Check Mumber  Amount Process Credit Card
1 |5 j Awerican Exp. Ib.S? Process Credit Cald...l I:I
hd
Save LCancel
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You can select any of the payment types that have been set up. If the payment type is set up as check, you will be
able to enter a check number, and if it is set up as credit card, it will take you to the credit card screen where you can
enter the credit card information and authorize it if connected to a credit card processor.

If your payment type is a credit card, then <click> the Process Credit Card button. The Credit Card Information
screen displays. Enter the credit card information. If you do not have Credit Card Processing setup, you can still
enter a valid credit card if you have an authorization number and it will still post.

Credit Card Information

Tools  Launch

Credit Card Mo I- (00 XK

Ex=p. Date: IJ.I:II:IS

[Eard Hiolder:

Amnaunt; I 125. 60

Eeterenee o I

Suthorization e I

[E i Eode: I
Reset | Cancel |

NOTE
A valid credit card must be entered. For security purposes the actual credit
number is not revealed in this example. If the CVV2 Code is “grayed” out,
this means that this option is not enabled in the Set Up Credit Card Processors
configuration.

<Click> the Authorization button after entering the complete credit card information to process the card.

A “Deposit Posting” will update the Accounts Receivable Sales Journal with any postings processed in this option.
The system will use the “Deposit” number being maintained in the Accounts Receivable Master Configuration as
the transaction number for this transaction posting.

Therefore, multiple transactions postings to the same Sales Order may be made within the same day, week or month
and a running balance will be maintained until the Sales Order is completely invoiced and finalized.

The system will use the next Accounts Receivable Invoice Number as the transaction number if (-1) is setup in the
Master Configuration as the next Deposit Number. Or, separate transaction numbers may be maintained for
Deposits by simply entering a different auto-number sequence in this option’s setup.

All postings done here will be included in the daily Accounts Receivable Sales Journal for easy reconciliation for
the bank deposits made each day.

When you are done making your deposit postings on this screen, <click> on “Save” or <click> on “Cancel” to exit
this screen with no entries. You will be returned to the prior screen where you can choose to return to “Post
Deposits” to “Close” the option.
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If you have selected the option in the Master Configuration “SO Entry,” “Print After Entry,” a screen will appear
allowing you to print a copy of the Sales Order as soon as the order entry is complete. The following screen
illustrates what you will see:

Select Form - Enter Sales Orders E3 |

Current Farm: —Alignment

Default Farm: LOED1 &+ Suggested Form

Browse... | = Current Form
Select Defaults... | Cancel | Align |

suggested Form:

Contact DPAForms, Inc. for the best gquality
business forms, checks, tax forms and related
accessories for your business software products.
Online Ordering at wwr.dpaforms.com

Or call (800} 660-8605 9:00am - 6:00pm EST.

The system will default to the Sales Order Form setup in the Master Configuration. You may leave it alone or
“Browse” to use another form format to print this order. <Click> on “Select” to continue to print a Sales Order.
You may reprint a Sales Order upon demand from the Print Reports menu option, particularly if any additional
changes have been made since the original entry was done.

Results:

coSO1dy.dbf - Sales Order File colM1dy.dbf - Inventory Item File

- New Sales Order Added to File - Quantity Reserved to Ship increased if Inventory
Items included on Sales Order

c0SO2dy.dbf - Sales Order Detail File colM2dy.dbf - Inventory Transaction File

- New Sales Order Lines Added to File - Transaction Record Added (optional)

coAR1dy.dbf - Customer File
- Account Balance updated if Deposit Entered
- Customer’s Date of Last Order field Updated

coAR3dy.dbf - Transaction File

- Transaction Record is added if Deposit Entered
(optional)

coAR4dy.dbf - Transaction Detail File

- Transaction Detail is added if Deposit Entered (optional)

coAR7dy.dbf - Sales Code File

- Sales Code History is updated if Deposit Entered

- Sales Code Current Amounts are updated if Deposit
Entered
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Proposal Summary

The Proposal Summary is activated by <clicking> on the “Item Price” button either on an individual line to obtain
a proposal summary for just that line or <clicking> on the “Order Price” button to obtain a proposal summary on
the entire order. A “pop-up” window summarizes the retail prices, selling price, cost, gross profit, total discount and
gross profit margin for all line items on the sales order.

These calculations can be performed for inventory items and sales codes on the sales order. The retail price of each
line item will be assumed to be the inventory Price Level 1 or the default price on the sales code. The cost will be
the actual cost of the inventory item if there are enough on hand. Otherwise, the last cost of the item will be used.
The overall discount or gross profit margin may then be changed. For sales codes, the default cost defined on the
sales code will be used.

This will cause the system to automatically recalculate each line item's selling price to provide the requested
discount or margin. You may also specify the unit price rounding. This rounding may be selected from a list of
choices represented on the screen.

Repeated changes may be made to the discount, gross profit margin and rounding fields until the window is
validated. Once the Proposal Summary window is validated, the gross profit margin on the Proposal Summary
window is applied to each line item of the sales order and the selling price of each line is recalculated. The sales
order line item screen is then redisplayed with the adjusted selling prices.

Change Mode (S00102)

This mode allows you to edit or change existing Sales Orders and Proposals. The Proposal Summary feature
provides a summary view of the gross profit margin of a sales order. This will allow you to determine how changes
in sales discounts or gross profit margins will affect the sales order selling prices. You may also change a Proposal
into a Sales Order.

NOTE
Once a sales order is filled, no changes to the sales order will be allowed.

If you have made any mistakes during the entering of your sales orders, you may and change any information you
have already entered. First, you must navigate to the record you wish to change. You may find a record using the
navigation tool bar or <click> on the “Navigation” option on the Menu Bar and then the appropriate navigation
option. If you are changing a record, <click> on the “Modify the Current Record” button or choose the
“Operation” option from the Menu Bar and then “Change.” Make the changes required and <click> on the “Save”
button to save your changes or <click> on the “Cancel”” button to cancel the changes made.

The kind of changes made here may include changing the Ship To: address or changing the sales order type from
Proposal to Normal. The system would then consider it a full sales order and allow full processing to take place with
just this one change.

While in the ""Change Mode" you may add multiple Ship To Addresses to the notes file for additional information.
This may be done by <clicking> on the ""Address' button. Enter the Ship To Address information or <click> on the
""Select" button to choose from the list of available Ship To Address locations for this customer. Once the address is
on the screen, <click> on the ""Add to Notes™ button and this address will be added to the notes file. These notes
can then be accessed anytime, in an inquiry or change mode of this sales order to be viewed by <clicking> the
"Notes' button on the main screen of the sales order in inquiry or change mode.

If no changes are required or you have completed your changes, <click> on the “Details” button and you will then
be allowed to edit the detail lines of the sales order. Make any necessary changes or additions to the sales order
detail and then <click> on the “Save” button to validate any changes made. Please note that no changes may be
made to any lines which have had quantities shipped but have not yet been billed.

Results:
coSO1dy.dbf - Sales Order File colM1dy.dbf - Customer File
- Reflects any adjustments made - Adjusts Quantity Reserved to Ship
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coSO2dy.dbf - Sales Order Detail File
- Reflects any adjustments made

Delete Mode (SO0103)

This mode allows you to delete an existing Sales Order or Proposal. You cannot delete a Sales Order which has
quantity shipped, but not billed. The system will automatically adjust inventory commitments for all deleted Sales
Orders. This option allows you to delete sales orders that you may have entered by mistake, or you no longer want.
First, you must navigate to the record you wish to delete. You may find a record using the navigation tool bar or
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option. This option allows
you to delete accounts that you may have entered by mistake, or you no longer want. <Click> on the “Delete the
Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” This will place
you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. Make sure this is what
you want to do, because once a sales order is deleted, it can not be retrieved again. Please note that you may not
delete a sales order that has quantities shipped, but not billed.

NOTE
Once a sales order is filled, no changes to the sales order will be allowed.

Results:
coSO1dy.dbf - Sales Order File coSO2dy.dbf - Sales Order Detail File
- Order is marked for deletion - Detailed Lines are marked for deletion

colM1dy.dbf - Inventory Item File
- Quantity Reserved to Ship is reduced by Backorder
Amount

Copy Mode (SO0104)

This mode allows you to create new Sales Orders or Proposals by copying the information from existing ones. It
also allows you to copy an existing Sales Order to a Proposal type order. Using this option, the system provides a
quick method of setting up sales orders that are very similar. This may apply where customers may have repetitive
orders over a period of time that only have minor differences between them. Instead of re-keying all of the
information, you may instead copy an existing order and make any additional changes necessary. First, you must
navigate to the record you wish to copy from. You may find a record using the navigation tool bar or <click> on the
“Navigation” option on the Menu Bar and then the appropriate navigation option. <Click> on the “Create a Record
Based on the Current Record” button or choose the “Operation” option from the Menu Bar and then “Copy.”

You will natice all the information, except for customer account number, will be copied to a new record. Enter the
new customer account number for this record. At this point, you may choose to edit any of the information or
<click> on the “Save” button to validate, which will then add it to the file. If you have your purchase order
numbering set to automatic, the system will automatically choose the next purchase order number in the system.
All of the “Source” purchase order information will be copied to the “Destination” purchase. At this point, you
may choose to edit any of the information or <click> on the “Save” button to validate.

Results:

coSO1dy.dbf - Sales Order File coAR7dy.dbf - Sales Code File

- New Sales Order added to file - Sales Code Current Amounts are updated if deposit entered

c0SO2dy.dbf - Sales Order Detail File colM1dy.dbf - Inventory Item File

- New Sales Order Lines added to file - Quantity Reserved to Ship increased if Inventory ltems
included on Sales Order

coAR1dy.dbf - Customer File colM2dy.dbf - Inventory Transaction File

- Account Balance updated if Deposit entered - Transaction Record added (optional)
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coAR3dy.dbf - Transaction File
- Transaction Record is added if Deposit entered
(optional)

coAR4dy.dbf - Transaction Detail File
- Transaction Detail is added if deposit entered (optional)

IMPORT SALES ORDERS (S00602)

This option is designed to allow you to import Sales Orders directly into the Sales Order Entry module. They will be
updated as if processed through the normal “Add” mode in the Enter Sales Orders menu option from within the
Sales Order system.

When you select the option to “Import Sales Orders” from the “Transactions” section of the Menu Bar, a new
screen will appear. At this point, you may choose to print the standard map file or create a map file on the hard drive
to modify. To print the map file, <click> on the “Print Map” button. To create a map file in the program directory,
<click> on the “Create Map” button. This will print out the format in which this option is looking for information
to be organized in.

Only imported transactions whose month agrees with the current system date are imported. Example: If the Infinity
POWER System Date is set anywhere in April of 2004, only those import transactions with a date between
4-01-2004 and 04-30-2004 will be imported.

The Fixed Length ASCI| file logical record length for this import file is 518 bytes.

Description Type Position | Length
Cont? (0=NO, 1=YES) CHAR 1 1
Sales Order # STRING 2 20*
Customer # STRING 2 20*
Order Type (1-5) CHAR 32 1
Customer PO # STRING 33 20
Date Ordered STRING 53 6
Sched. Ship Date STRING 59 6
Cancel Date STRING 65 6
Ship To Name STRING 71 30
Ship To Address 1 STRING 101 30
Ship To Address 2 STRING 131 30
Ship To Address 3 STRING 161 30
Ship To Address 4 STRING 191 30
Ship To City STRING 221 15
Ship To State STRING 236 2
Ship To Zip Code STRING 238 10
Misc. Status STRING 248 30
Tax Rate #(1-99) CHAR 278 10*
IM Price Level CHAR 288 2
Overall Discount % FLOAT 290 10
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Description Type Position | Length
Salesman # STRING 300 5*
Terms Desc. STRING 305 20
Terms Type (0-2) CHAR 325 1
Terms # of Days CHAR 326 2
Open Item Desc. STRING 328 20
Project # STRING 348 10
Shipping Inst. STRING 358 20
Total Freight Amount DOUBLE 378 15
Total Deposit Amount DOUBLE 393 15
Sales Code STRING 408 5*
Inventory # STRING 418 20*
Description STRING 438 30
Taxable CHAR 468 1
Order Quantity FLOAT 469 10
Unit of Measure STRING 479 4
Unit Price DOUBLE 483 15
Line Item Disc. % FLOAT 498 6
Extended Amount DOUBLE 504 15

If it is not in this format, you will encounter errors during the import process or not be allowed to continue at all.
The File Import features allow for the importing of “text” file information into the Infinity POWER program. This
includes the ability to import Master File information, such as Charts of Accounts, Customer Names and Addresses,
Employees, Vendors, etc. as well as “transaction” information for those master files, such as invoices and credit
memos, journal entry updates, etc.

These “text” files may be created by a wide range of sources, which may include word processors, spreadsheets,
databases, or other types of accounting programs. These sources may also include other computer systems that
utilize different operating systems and functions, such as mainframes, minicomputers, or various types of PCs.

After printing or creating the map file, you will then be prompted for three (3) data items.
1) Import File Format
2) Import File Name
3) Process Import File

The “Import File Format™ is prompting you to select the type of file you will be using during the import process.
There are three choices:

1) Fixed Length (ASCII)
2) Variable Length (ASCII)
3) Comma Delimited (.PRN)

These three choices are described below.
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Fixed Length ASCII Files

Fixed Length ASCII “text” Files are those files in which each data field starts on a specific number of characters
from the start of each record. There should be no separators between data fields and each record should be the exact
same length. The program recognizes each record by the number of characters that is expected per record. There is
no Carriage Return/Line Feed sequence necessary to separate records.

For example:
1 11125CashInBank-Can 1 0 0 0 0 O O O O O O O 0 0
1 68500 Lodging Expense 12 0100 200 300 400 500 600 700 800 900 1000 1100 1200

Variable Length ASCII Files

Variable Length ASCII “text” Files are those files in which each data field starts on a specific number of characters
from the start of each record and each record is separated by a Carriage Return/Line Feed sequence {CR}LF}.
There should be no separators between data fields. The program recognizes each record by the Carriage Return/Line
Feed sequence, which allows for other data to be in the file.

For example:
1 11125CashInBank-Can 1 0 0 0 O O O O O O O O O O{CRHLF}
1 68500 Lodging Expense 12 0100 200 300 400 500 600 700 800 900 1000 1100 1200 {CR}H{LF}

Comma Delimited *.PRN Files

Comma Delimited *.PRN “text” files are those files in which text type data fields are enclosed in double quotes (*),
and all data fields are separated by commas (,). The text files must contain the information for one record on a single
line of the file. Each line, or record, must be terminated by a Carriage Return/Line Feed sequence {CR}LF}.

For example, a transaction import should look like this:
1,"'11125",""Cash In Bank - Can™,1,0,0,0,0,0,0,0,0,0,0,0,0,0,0{CR}LF}
1,'68500","" Lodging
Expense',12,0,100,200,300,400,500,600,700,800,900,1000,1100,1200{CR}{LF}

<Click> on one of the three choices to define the type of file you will be using. You will be prompted to enter the
name of the file to be imported. You may use any name consistent with Windows naming structures. You will have
the option to browse for your import file, which may be located anywhere on your hard drive or any network you
may be attached to.

Next, you will be prompted as to whether the system should print an audit trail first before starting the import
process. It is highly recommended that you <click> on this option. It is selected by default. This will allow you to
see if there are any discrepancies within your “import” file.

The system will first print an audit trail of what will be imported into the Infinity POWER accounting module.
Upon completion of this report, you will be prompted whether or not to go ahead and process the import of data.

If there are any discrepancies that make your import file incompatible, the Infinity POWER import options will not
allow the information to update the system. This audit trail would then serve to assist you in correcting any
problems.

Once you have answered these three questions, <click> on the “Start” button to begin the process and the system
will begin to either print the audit trail first or go ahead and perform the “import” process based upon your answer.
If you have chosen to print the audit trail, the system will display the printer option screen for you to choose your
method of output.
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The screen will then reflect the number of transactions that have been posted to the system as it goes through the
import process. Once it completes the “import” process, the system will return you to the screen and if there are
additional files to import, you may <click> on the “Next” button, otherwise, <click> on the “Close” button to return
you to the Menu Bar.

Below is a more comprehensive description of how Import Modules work within the Infinity POWER.

File Import Modules Overview

Because the concept of transferring information from one system or program to another via “text” interface files is
more technical than the normal operation of most word processors or the Infinity POWER modules, this
documentation must assume that the reader has some understanding of the terms and concepts explained here.
Otherwise, you may want to work with your reseller or consultant regarding the actual implementation and use of
these modules with your Infinity POWER programs.

The ability to import information into the Infinity POWER modules provides the user with several benefits.

o It allows the rapid conversion and setup from other computer based accounting systems, without
the manual re-keying of information that is normally required.

o It allows the batch entry of transactions processed in other specialized or custom software
programs. This may even include updates from Infinity modules running at different locations or
on different network or UNIX fileservers.

o It allows the update of the accounting system files from remote transaction processing sites.

Please note that the Infinity POWER programs do allow for the exportation of all accounting reports to text files.
The formats of these standard Infinity POWER reports, however, are not compatible with the use of any of the
Infinity POWER File Import options. The order in which information is sent to “text” files and their format do not
correspond to the formats that the File Import Modules require.

The Infinity POWER Report Writer program, however, does provide the user with this ability to organize
information from the various Infinity POWER programs into the formats required by the File Import options. The
text files that contain the information to be imported must be in one of three forms:

1) Fixed Length ASCII Records
2) Variable length ASCII Records
3) Comma Delimited Text

These three types of files are discussed earlier in this section. For all three types of text files, the format of the data
must be accurate for the import options to read the correct information. Each field, or data item, must be in the
correct order across the line, or record, and in the correct format depending on the type of text file.

Each of the import options allow you to print a transaction journal as the import is being performed. This provides
an audit trail of the information being updated into your data files. This report will also indicate if the import of a
record was not performed due to errors encountered in the importation process.

Some of the import file structures allow you to specify “action numbers.” These “action numbers” tell the system
whether you want the information being imported to be added, changed, or deleted. The action numbers are listed
below.

1 = Add Record to file

2 = Change record in file

3 = Delete record in file

4 = Add record if it doesn't exist, otherwise change it

Some of the transaction import file structures require a field called “Cont? (0=NO, 1=YES).” This field indicates to
the import programs whether or not the transaction is continued in the next record. For example, in the Accounts
Receivable Transaction import, there may be several lines of detail on an invoice that is being imported. Each line
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should be placed in a separate record of the text file with a “1” for YES to indicate that the transaction is continued.
The last line should contain a “0”” for NO indicating the end of the transaction.

For each transaction-related import, there are certain fields that are required and used by the system to verify the
validity of the information being imported. These fields are marked in the field definition section with an asterisk
().

For each type of import that you wish to perform, the import text file must contain all of the fields specified for that

particular import option. Any text fields that are blank will overwrite existing fields in the data files. Also, numeric
fields that are blank will be considered as zero.

To allow the import of only a subset of the import structure, you must have a custom “MAP” file created. This will
allow you, for example, to only update the retail price in Inventory without affecting, or requiring, any other fields.

You may obtain or create custom import “MAP” files one of two ways. You may first <click> on the “Create
Map” button at the point in the program when you have selected the “import” option. The result is to produce a
“XXXXXX.map” file in the program directory. The “Xs” in this file name represent the actual name of the Infinity
POWER option within the program (e.g., GL0604.MAP).

The “XXXXXX.map” file is used by the import option to override the default layout of the import transaction file.
By using file editing tools such as EDIT under DOS, Notepad under Windows or “vi”” under UNIX, you may create
a customized import record layout. Whenever a “XXXXXX.map” file is created, it overrides the default predefined
import record layout.

Items can be deleted entirely from the record layout file or moved from one position to another. If a field is not
specified in an import file, that field may be deleted from the record layout file.

NOTE: “Key Value” fields must be present in the import file and cannot be deleted from the record layout file.
“Key Value” fields are those fields that are designated with an asterisk (*) in the documented import record layouts.
You may also have customized “MAP” files created for you by calling the Data Pro Support Services group at
727-803-1550.
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Sample Import Sales Order Transactions File

Chapter 3

Data Pro Support Document

. I DATA PRO

e ACCOUNTING
. SOFTWARE, INC.

tdvanced Accounting Xu}mm‘v&gﬁ.-: wre Internet Solutions

IMPORT SALES ORDER TRANSACTIONS (SO0602.MAP) DEFAULTS

A Map file designates what fields and what the length of those fields that will be imported. The file you import
whether it be a fixed length ASCTI file or Comma Delimited or Variable length .csv file has to include all fields
designated in the map file even if blank. Tf no map file exists, then go to Transactions, import Sales Orders and
create the default map file that you can edit.  You can change the detault map file import file by bringing up the
file in notepad or wordpad, and deleting fields you do not wish to import. Remember you cannot add fields to
the transaction map file and you must include all of the required fields. If you delete fields, you would then
need to adjust the starting position in the map file and the length. Remember, the action # is not included in the
length of the records. Always save the file as SO0602.MAP.

Explanation of File:
"Sales Order #", (field name found in data dictiomary) 0, (DPOffset (This is
an internal offset and cannot ke changed) 20, (length of field) "STRING",
(Type of field) 2, (Starting position of field) 20 {(length of field)
NOTE
You cannot add additional fields to transaction map files; nor can you change
any of the DPoffsets or Lengths.

"Cont? (0=NO,1=YES)",526,0,"CHAR",1,1
*"gales Order #'",0,20, "STRING",6 2,20
*"Customer #",21,10,"STRING",22,10

*"order Type (1-5)", 54,0, "INT",32,1
"Customer FO #",32,20,"STRING",33,20

"Date Ordered", 56, 6,"STRING", 53,6

"sched. ship Date",63,6,"STRING",59,6
"Cancel Date",70,6,"STRING",55,6

"Ship To Name",77,30,"STRING",71,30

"ship To Address 1",108,30,"sSTRING", 101,30
"ship To Address 2",139,30,"STRING",131,30
"Ship To Address 3",170,30,"STRING", 161,30
"ship To Address 4",201,30,"STRING", 191,30
“"Ship To City",232,30,"STRING",221,30
"Ship To State",263,2,"STRING",251,2

"ship To Zip Code",266,10,"STRING",253,10
"Misc. Status™,277,30,"STRING",263,30
*"Tax Rate #",308,10,"STRING",293,10

*"IM Price Level™,320,0,"INT",303,2
"overall Discount %",322,0,"FLOAT",305,10
*"Salesman #",326,5,"STRING",315,5

"Terms Desc.",332,20,"STRING",320,20
*"Terms Type (0-2)',354,0, "INT™,6340,1
*"Terms # of Days",356,0,"INT", 341,2

"Cpen Item Desc.",527,20,"STRING",343,20
*"Project #",358,10,"STRING",363,10
"shipping Inst",369,20,"STRING", 373,20
"Total Freight AZmount",39%0,0,"DOUBLE",393,15
"Total Deposit Amount”,398,0,"DOUBLE", 408,15
*"gales Code",406,10,"STRING",423,10
*"Inventory #7,417,20, "STRING'", 433,20
*"Description™, 459,30, "STRING' 453,30

Pagel
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"Tazable",490,0,"CHAR", 483,1
*"Order Quantity",482,0,"DOUBLE", 484,10
*"Unit of Measure",500,4,"STRING",454,4
*"Unit Price",510,0,"DOUBLE", 488,15
"Line Item Disec %",506,0,"FLOAT",513,6
*"Extended Amount" , 518,0,"DOUBLE",518,15
"LRL",533

* Required fields for importing records

Field Types:

: NG DECIMALS

INT = INTEGER = NUMBER NO DECIMALS

FLOAT = PERCENTAGE TWO DECIMALS REQUIRED
DOUBLE = AMOUNT DECIMALS REQUIRED

LEL = FIXED LENGTH OF RECORD LINE

Page 2
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Data Pro Support Document

IMPORT SALES ORDER TRANSACTIONS (SO0602.MAP) CUSTOMIZED

“"Sales Order #",0,20,"STRING",2,20
Y"Customer #%,21,10,"STRING™,22,10
*"Order Type (1-5)",54,0,"INT", 32,1
*"Customer PO #",32,20,"STRING",33,20
“"Date Ordered", 56,6, "STRING",53,6
¥"Tax Rate #",308,10,"STRING",59,10
+"IM Price Level™,320,0,"INT",69,2
*"Salesman #",326,5,"STRING",71,5
*"Terms Type (0-2)",354,0,"INT",76,1
*"Terms # of Days"™,356,0,"INT", 77,2
*"Project $#",358,10,"STRING",79,10
*"Sales Code"™,406,10,"STRING",B89,10
*"Inventory #",417,20,"STRING™,99,20
*"Description", 459,30, "STRING", 119,30
*"Order Quantity"™,492,0,"DOUBLE"™,145,10
*"Init of Measure™,500,4,"STRING",159,4
*"Unit Price™,510,0,"DOUBLE", 163,15
“"Line Item Disc $",506,0,"FLOAT"™,178,6
*"Extended Amount™,518,0,"DOUBLE", 184,15
*“LRL™,198

* Required fields for importing records

Field Types:
CHAR = NUMBER NO DECIMALS
STRING = TEXT
INT = INTEGER = NUMBER NO DECIMALS
FLOAT = PERCENTAGE TWO DECIMALS REQUIRED
DOUBLE = AMOUNT DECIMALS REQUIRED
LRL =FIXED LENGTH OF RECORD LINE
Field Descriptions:

“ACTION" TYPES

1 =ADD A RECORD

2 =CHANGE

3 =DELETE

4=ADD RECORD IF NOT FOUND OR CHANGE RECORD IF FOUND

“TERM” TYPES

0=FIXED DUE DATE

1 =NET DAYS

2=NET EOM

“ORDER" TYPES

| =FILLED

2 =NORMAL

3 =SPECIAL ORDER

4 =DROP SHIPMENT

5= RETURN AUTHORIZATION

Page 3
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Field Type Formatting:
CHAR = NUMBER NO DECIMALS
STRING = TEXT (COMMA DELIMITED REQUIRES QUCTES AROUND FIELD AND COMMAS SEPARATING
FIELDS, FIXED LENMGTH HAS NO CARRIAGE RETURN OR LINE FEED, VARIABLE LENGTH REQUIRES

ONLY CARRIAGE RETURN AND LINE FEED)

INT = INTEGER = NUMBER NO DECIMALS

FLOAT = MATHEMATICAL VALUES UP TC 5 DECIMALS (Must have 0.00 if no amount)
DOUBLE = DOLLAR AMOUNTS (DECIMALS REQUIRED) (Must have 0.00 if no amount)
LRL = RECORD LENGTH REQUIRED ONLY FOR FIXED AND VARIABLE LENGTH IMPORTS
DATE = MMDDYY

Import Tips:

Enter Transactions

1. Map file descriptions that contain [$]; assume a 2 decimal place.
2. Map file descriptions that contain [A];, adds a value to an existing value instead of replacing it.
3. Map file position -1; forces value to be fixed as specified in the map file description.

Example: If vou were going to be forcing a General Ledger number the line would look as
follows: *"'1 Order Type (1-3)",74,0,"INT",-1,1, (1 being the length of the Order Type).
NOTE
The “DP OS”, “DP LEN" and “Type™ are unique to the Data Pro version and
platform. These must not be changed or adjusted.

Ifyou are importing from Excel using a space delimited file:

Make sure to delete all headers in the Excel file. Last column of spreadsheet cannot be blank. Format columns
as follows:

Char: Format as a number, zero decimals and make sure to left justify the column, change width to the number
of characters being imported for that field.

Example: Vendor # width of column would be 10.
String: Format as text, left justify column, and change width to the number of characters being imported for
that field.

Int: Format as a number, zero decimals and make sure to left justify the column, change width to the number
of characters being mported for the field.

Double: Format as number, 2 decimals, do not left justify and change width to the number of characters being
imported for the field.

Make sure to save as an Excel spreadsheet first so 1f vou have to make any corrections, you will not lose your
formatting. Then save as a Text Space Delimited file which will create a pm file. This 1s the file you will
import.
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PRINT MANUFACTURING WORKSHEET (S00220)

This report shows the original order quantity, remaining quantity to ship, quantity manufactured, and quantity
remaining to manufacture on all current Sales Orders. A blank space is provided on each line to record the quantity
of each item manufactured. This report is available in Sales Order numeric order or Customer number order. This
report gives you a complete detailed report of all manufacturing status of your orders. You may select a Sales Order
range, and optionally change the sorting criteria to print the report in customer order.

This report is intended for use in a way similar to a standard packing list. A blank space is provided by each line
item. The person in the warehouse would normally record the quantity actually manufactured for each order. This
quantity can then be entered with the option to record manufacturing.

This is also an excellent report to quickly view the current non-manufactured quantities by detail line for each order.
The fields included in this report are listed below. Select a beginning and ending Sales Order number to include on
the report. You may enter a “Customer” mask to base this report on. If you wish to print one item per page, <click>
“on” the check box for “Separate Page Per Item.” <Click> on the “Start” button to begin the report.

Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Item Description

- Inventory Item Number

- Unit of Measure

- Quantity Ordered

- Quantity Remaining on Backorder
- Quantity Manufactured to Date

- Quantity Remaining to Manufacture
- Order Totals

- Grand Totals
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Order #

10484

1)

Print Manufacturing Worksheet (S00220)

Description

Infinity FOWER Sample Company, Inc.
Manufacturing Worksheet

Item Murnber

HOME1 Home Depot Inc.

10 %12 Siorage Shed - KIT

** Components:

1:

Page 3-32

8'-2"X 4" Boards
10"- 2" X 4" Boards
4" % 8" - Sheet Flywood
Rooling Tar Paper
Rooling Tar
Rooling Mails

Rooling Shingles

Enter Transactions

99901100101 2KIT

305011670

305011677

306022511

201502241

20151331

201646141

301402200

Type

UM

Mormal

EA

Roll

Gal

Bag

Ordered

3.00

42.00

12.00

17.00

1.00

0.50

0.50

2.00

Cust. PO
Remaining
To Ship

6545468

3.00

lper

Iper

Iper

lper

Iper

Iper

Iper

Fage 1

(4) 04/28/2006

Order Date Ship Date
Gty Mig.  Remaining
(WIP) To Mig.

03/16/2006  04/11/2006

0.00 3.00

126.00

36.00

51.00

3.00

1.50

1.50

6.00

Latest Date
Guantity
Mfg Used

04/27/2006
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Order #

10493

1)

Description

SAMPGRILL Sampsons Grilling Systems

10 %12 Siorage Shed - BUILT

Fully Assembled

** Components:

1:

8'-2"X 4" Boards

10"- 2" X 4" Boards

4" % 8" - Sheet Flywood

Rooling Tar Paper

Roofing Tar

Rooling Mails

Rooling Shingles

* Mumber of records printed: 2

Chapter 3

Infinity FOWER Sample Company, Inc.

Item Murnber

99900100101 2BLT

305011670

305011677

306022511

201502241

20151331

201646141

301402200

Type

UM

Mormal

EA

Roll

Gal

Manufacturing Worksheet

Cust. PO
Remaining

Ordered To Ship

P-24343488

1.00 1.00

42.00 /per

12.00 /per

17.00 /per

1.00 jper

0.50 /per

0.50 /per

2.00 /per

Sales Order Entry User Manual

Fage 2
(4) 04/28/2006

Order Date Ship Date  Latest Date
Gty Mig.  Remaining Guantity
(WIP) To Mig. Mfg Used

04/04/2006  05/18/2006  05/29/2006

0.00 1.00

42.00
12,00
17.00
1.00
0.50
0.50

2.00
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RECORD MANUFACTURING (S00120)

This option allows you to record the manufacture of assemblies or sub-assemblies. Note: The components inventory
will be reduced and the assembly inventory increased by this option.

When you select this option, the system will ask you for the Sales Order to record manufacturing. Enter the Sales
Order number or <click> the Down Arrow (F2 by default) to scroll through the Sales Order file to make your
selection. After selecting the Sales Order, a screen will be displayed showing some of the overhead information of
the Sales Order. The system will display one data item for you to complete.

Order Produced Complete?

This item indicates to the system whether or not all backorder quantities for this order were manufactured. If you
<click> “on” the check box, the system will automatically record the assembly of all quantities not yet produced. If
you leave the check box blank, the system will allow you to specify by line the quantity that was manufactured.

<Click> on the “Start” button to validate this screen.

If you have left the check box blank to indicate that the order was not manufactured complete, the system will
display a scrolling window showing the information for each item on the order. You may use your up and down
arrow keys to move through the items and enter the quantity manufactured for each item. As you enter the quantity
manufactured, you will notice that the quantity remaining field will be adjusted accordingly.

After all information has been entered, the system will record the assembly, update Inventory, and print the
manufacturing log. If a Serial Number or Lot Number costing method type inventory item is part of the Bill of
Materials or is the finished good being manufactured, additional information will be required. The system will
prompt you for the appropriate Serial Number or Lot Number to be used in the manufacturing process.

Results:

coSO2dy.dbf - Sales Order Detail File
- Quantity Produced Updated

colM1dy.dbf - Inventory File
- Quantity on Hand and Cost Information updated

colM2dy.dbf - Inventory Transaction File
- Manufacturing Recorded

colM3dy.dbf — Inventory Detail Transaction File
- Manufacturing Recorded

colM6.dbf — Cost Layer File
- Cost Layers Updated

IM2GL..co — Inventory Integration File
- General Ledger accounts updated
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RECORD DISASSEMBLY (S00121)

This option allows you to record the disassembly of finished items. Note: The components inventory will be
increased and the assembly inventory reduced by this option.

When you select this option, the system will ask you for the Sales Order to record disassembly. Enter the Sales
Order number or <click> the Down Arrow (F2 by default) to scroll through the Sales Order file to make your
selection.

After selecting the Sales Order, a screen will be displayed showing some of the overhead information of the Sales
Order. The system will display one data item for you to complete.

Order Completely Disassembled ?

This item indicates to the system whether or not all manufactured quantities for this order were disassembled. If you
<click> “on” the check box, the system will automatically record the disassembly of all quantities produced. If you
leave the check box blank, the system will allow you to specify by line the quantity that was disassembled.

When the above item has been entered, <click> on the “Start” button to validate this screen. If you have left the
check box blank to indicate that the order was not disassembled complete, the system will display a scrolling
window showing the information for each item on the order.

You may use your up and down arrow keys to move through the items and enter the quantity disassembled for each.
As you enter the quantity disassembled, you will notice that the quantity remaining field will be adjusted
accordingly.

After all information has been entered, the system will record the disassembly, update Inventory, and print the
disassembly log. If a Serial Number or Lot Number costing method type inventory item is part of the Bill of
Materials or is the finished good being disassembled, additional information will be required. The system will
prompt you for the appropriate Serial Number or Lot Number to be assigned in the disassembly process.

Results:

coSO2dy.dbf - Sales Order Detail File
- Quantity Produced Updated

colM1dy.dbf - Inventory File
- Quantity on Hand and Cost Information Updated

colM2dy.dbf - Inventory Transaction File
- Disassembly Recorded

colM3dy.dbf — Inventory Detail Transaction File
- Manufacturing Recorded

colM6.dbf — Cost Layer File
- Cost Layers Updated

IM2GL..co — Inventory Integration File
- General Ledger accounts updated
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RECORD LABOR COSTS (S00122)

This option allows you to record any labor costs associated with the manufacture of items on a sales order. Before
using this option, the sales codes for “Labor WIP” and “Default Labor Sales Code” must be specified in the
Manufacturing Configuration option of the Master Configuration.

The purpose of this option is to allow for the allocation of additional labor cost of sales amounts to a specific order.
This provides the ability to achieve more accurate profitability reporting on an order by order basis. The
configuration of the Labor Sales Code should be designed to move payroll costs reported to the Income Statement
that would be processed as normal payroll expenses (i.e. Wages and Salaries) to a Work-In-Process amount.

This Work-In-Process amount is then tracked through to the General Ledger until such time that an invoice is
generated for the sales order. At that point is time, the Work-In-Process amounts entered here will be transferred to
the Cost of Sales amounts for the transaction.

This provides the user the ability to better define a more accurate picture of profitability for a given sales (or work)
order. When you select this option, the system will prompt you for a sales order. A screen will be displayed where
you may enter the associated WIP labor hours and costs into the following fields:

Labor Reference Labor Reference - This is a transaction reference number that will be
used to record the AR transaction.

Reference Description This is a thirty (30) character description of the transaction that will print
on the Transaction Report and on the Transaction Detail Report.

Labor Hours The quantity of hours of labor applied to this sales order should be
entered here. This quantity is not multiplied by the following field,
“Labor Costs.” It is used for referencing only but will update the WIP
field for labor hours.

Labor Costs Enter the total labor costs (in dollars) that you want to apply towards this
specific sales order. This is the dollar amount that will be charged to the
WIP account.

When WIP labor hours and costs are entered through this option, the system is impacted as follows:
1) The WIP labor hours and costs are added to running totals for the sales order. The “Manufacturing Status
Report™ can be run to display these totals.

2) The WIP labor costs are added to the current and period totals on the “Labor WIP” sales code. These costs
are then reported on the “Sales Code Summary” report.

3) An Accounts Receivable transaction record is created. The transaction number in the transaction record is
the labor reference number on the “Record Labor Costs” screen. The transaction record does NOT
contain WIP labor hours and cost.

4) An Accounts Receivable transaction detail record is also created for the above transaction. This detail
record contains the Labor WIP sales code, and the labor hours and costs entered on the “Record Labor
Costs” screen.

Printing an invoice for the sales order has the following impact on the system with respect to WIP labor hours and
costs:

1) Labor costs are transferred from the Labor WIP sales code to the Default Labor sales code.

2) The WIP labor costs for the sales order are added to the Cost of Sales field on the invoice transaction
record. WIP labor costs and hours in the sales order are then cleared.

Once this information is entered and the screen is validated by <clicking> on the “Start” button; the system will
print a brief confirmation report and prompt you for another sales order.
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Results:

coSO1dy.dbf - Sales Order File coAR4dy.dbf - AR Transaction Detail File
- WIP labor hours and costs updated - Transaction detail records added
coAR3dy.dbf - AR Transaction File coAR7dy.dbf - Sales Code File

- Transaction record added - Sales codes amounts updated

RECORD SHIPMENTS (S00105)

This option allows you to record partial and/or complete order shipments. The freight charges, number of packages
shipped, and total weight may also be entered for each shipment. A Shipping Log will be printed showing all
shipping information.

When you select this option, the system will ask you for the Sales Order to record shipments for. Enter the Sales
Order number or <click> the Down Arrow (F2 by default) to scroll through the Sales Order file to make your
selection. After selecting the Sales Order, a screen will be displayed showing some of the overhead information of
the Sales Order. The system automatically checks to see if the customer has a “Credit Limit” on their account. If
the customer is over their credit limit, the system will flash a warning on the screen, alerting the operator. There are
two data items on this screen, which allow you to specify how the order was shipped and a reference number for the
recording of the transaction detail. These items are on the following pages.

Enter Shipment Reference Number

This data item contains the reference number that will be used to record the Cost of Sales Accrual transaction entry
in the Accounts Receivable journal. The default entry will be the sales order number for this order. Normally you
should accept this default reference number. However, if you have made more than one shipment for the same order
on the same day, you should change this number to be unique.

For example, if the order number is 1001, the first shipment of the day could be 1001-1, and the second shipment
1001-2. This unique reference number is required because of the cost of sales accrual transaction and transaction
detail that will be recorded in the Accounts Receivable files.

The cost of the inventory items shipped will be removed from your inventory asset account and placed in the Cost of
Sales Accrual account. This cost will be treated as actual cost of sales at the time the invoice is printed. The “COS
Accrual Sales Code” set up in the Order Master Configuration, and defined in the Accounts Receivable sales code
file, will be used to handle these journal entries.

Order Complete

This data item indicates to the system whether or not all backorder quantities for this order were shipped. If you
<click> “on” the check box, the system will automatically record the shipment of all backorder quantities. If you
leave the check box blank, the system will allow you to specify by line the quantity that was shipped. When the
above data items have been entered, <click> on the “Start” button to validate this screen.

If you have left the check box blank to indicate that the order was not shipped complete, the system will display a
scrolling window showing the information for each item on the order. You may use your up and down arrow keys to
move through the items and enter the quantity shipped for each. If you enter a quantity that is greater than the
current quantity on hand, the system will ““Pop Up”” a window that will warn you that the quantity entered exceeds
the on-hand quantity.

Directly below this message, the system will also display the current quantity on hand and the quantity entered. If
you wish to enter a different quantity, <click> on the “OK” button to return to the “Qty. Shipped” field. Click on
the “Save” button to proceed. Keep in mind that if you <click> on the “Save” button to continue and “Record
Shipments” for items that you do not currently have recorded as on-hand in the inventory system, you will be
creating a “Quantity to Adjust” that will require additional accounting efforts to correct at a later time. When this
happens, there is no “cost” assigned to the items you are shipping. Therefore, everything from Sales Journals in
Accounts Receivable to Income Statements in General Ledger is now incorrect. To correct this problem you will
need to go to the Accounts Receivable module and utilize the “Perform COS Adjustments” options. As you enter
the quantity shipped, you will notice that the quantity remaining field will be adjusted accordingly.
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If you have turned on the option “Allow Qty Ship Over Order” in the Master Configuration, you will be allowed to
enter a shipped quantity greater than the original quantity ordered. Otherwise, you may enter a quantity shipped only
up to the quantity remaining. If any of the line items on the order are Serial Number or Lot Number type inventory
items, the system will request the user to choose the Serial Number(s) or Lot Number(s) actually being shipped on
this order. If one or more of the line items selected on this screen is a “Serialized” inventory item, you will be
prompted to specify the actual serial numbers shipped for the quantity entered into the field as shipped. The
following screen illustrates how the Serial Number button will appear on the screen when a Serialized item is
selected.

Ml Record Shipments by Item - Order 10525 M= B
Tools Launch Edit  Mavigation
M4 avrnae| = #n| o|oe e
—Detail
ltem # Oty Shipped Oty Ordered Oty Rermaining Uk Description
Lnit Price Oty Produced Item Mumber Ser. ltems
1 Iz‘ 5.00 5.00 Each SCONY 50" LCD Color Telewvision 3
$2,495.00000 0.00 SONY 52311 Ser. |thS..|
OtyShiQped| Oty Produced Save | Cancel |

After the Quantity Shipped is specified, <click> on the “Serial Items” button to continue. The following screen
will appear.

Ml Serial-Numbered Items - SONY 52311 [_ 0]
Tools Launch Edit Mavigation

= s Cuantity Back-ordered: 5.00000
a vl ‘ ‘ | ol | ‘E &, !
44 AL ik » KB B Cuantity Resenead: 0.00000
Cuantity Shipped 2.00000
rDetail (new item #1 in progress)
[tem # Serial-MNumbered ltem
. E =]

Close
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The top right of the screen will display the total Quantity Back-ordered and if there are already any serial numbers
reserved for this specific item number. It will also show the Quantity Shipped that was entered on the previous
screen dictating how many serial numbers need to be entered at this point. The user may either Bar Code Scan the
serial numbers into the blank field or <click> on the Down Arrow (F2 by Default) to scroll through the list of
available serial numbers in the file. The following screen shows the listing of available serial numbers that may be
used at this point for this specific inventory item.

Select Serial number - Nearest Match E

Cost Layer |

SerialiLat |
549312778
549312779

8499412781

Eearch: [849912783

cos |

<Click> “OK to select a specific serial number or <click> “Cancel” to exit this screen. When the total number of

serial numbers have been selected for this specific shipment, the screen will be updated as is illustrated on the
following screen.

Ml Serial-Numbered Items - SONY 52311 [_IC[=]
Tools Launch Edit  Mavigation
3 i o Quantity Back-orderad 5.00000
o v|> w[ala] =i e]n] o|R[e ] o
4 b MR Ak « | B B Quantity Reserved: Z.00000
Quantity Shipped 2.00000
Detail (new item #2 in progress)
ltem # Setial-Numbered [tem
1 [passize0 j =
2
Close
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Notice in the upper ride side of the screen that the Quantity Reserved and Quantity Shipped fields have both been
automatically updated as the serial numbers have been entered for this item. <Click> on the “Close” button to
return to the prior screen.

The following screen shows how all of the fields have been updated for the shipped amounts on this order.

M Record Shipments by Item - Order 10525 HE E
Tools Launch  Edit  Mawvigation
M4 a vy m@e| =#n o0ne
~Detail
ltem # Oty Shipped Oty Orcered Oty Remaining LIk Description
Unit Price Oty Procuced ltern Mumber Ser. [terms
1 2.00 5.00 3.00 Each  SONY 50" LCD Color Television B
§2,495.00000 0.o0 SONY 52311
Oty Shipped Oty Produced Sawve Cancel

At the lower left of the screen are two additional buttons that may be used during the process. The “Qty Shipped”
button will automatically “Ship” the remaining quantity of the current line without further data entry required.

The “Qty Produced” button will set the “Qty Shipped” value to the the “Qty Produced” value. There is an
option in Sales Order which allows the user to “Record Manufacturing” for a specified order’s line items which
are also “manufactured” items. This way you can perform the manufacturing process directly to the order and let
the order line item keep track of what has been manufactured specifically for the order.

Then when you are in this shipping screen, the “Qty Produced” button allows you to tell the system to record the
shipment for exactly the quantity that has already been recorded as manufactured for the order.

After all shipments have been recorded (or immediately if you have specified the order was shipped complete), a
window will be displayed showing the current freight, calculated weight, and number of packages. The current
freight amount will be any freight that has been entered (either on the original order or in prior shipments) since
the last billing. When the invoice is printed for this order, the freight amount will be included in the billing and then
zeroed on this order.
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Addiional Freight Amounts - Order 10525 K|

Current Total Weight: 95.00
Current # Packaces: 2
Current Freight Amount: §77.42
Additional Weight | 88.00
# Packages Shipped: I2

Dollar Weight
Additional Ereight; I §77.42 E——

Pct. Invoice
.............. 5 Ewe S

If you are interactive with Manufacturing Inventory Management, the weight will be calculated from the quantities
shipped and the unit weight in the inventory file. This weight will be zeroed when the Bill of Lading or Invoice is
printed. The current number of packages will be zero unless there have been prior shipments. The number of
packages will be zeroed when the Bill of Lading or Invoice is printed.

You will be allowed to enter any additional weight, number of packages, or additional freight for this shipment. As
you enter the additional amounts, the current amounts will be adjusted accordingly. While adding “Additional
Freight,” there are two additional options that are available. First, if a number is entered into this field to represent
the dollar amount per unit of weight, by <clicking> on the “Dollar Weight” button, the system will calculate
additional freight automatically.

For instance, if the total freight weight on a particular shipment is twenty (20) pounds and the rate for freight is
“$1.00” per pound (Ib), then first enter “1.00” into this field and <click> “Dollar Weight.” The system will
automatically place $20.00 as the additional freight amount into this field.

The second option is to enter a percentage number into this field and <click> on the “Pct Invoice” button. By doing
so, the system will look at the total “non-taxable” amount of the items being shipped at this time and calculate
freight as a percentage of the dollar value of the items being shipped.

For instance, if the total value of the items being shipped, prior to any sales tax, is $500.00, and the company
charges five (5) percent as a standard freight amount, the system will calculate “additional freight” as $25.00.
Make sure that when you enter a percentage number in this field that you select the number you want and follow it
with a decimal point. For example, the five percent number mentioned here would be entered as “5.” not “.05.”
Twenty percent would be entered as “20.” not as “.20.”

After the percentage number is keyed into this field, <click> on the “Pct Invoice” button for the system to perform
the calculation. This amount will be added to the total charges for this particular invoice and will be included in the
“Freight” line at the bottom of the invoice.

After all information has been entered and the “Save” button is <clicked> on, the system will record the shipment,
update Inventory, record cost of sales accrual transaction, and print the shipping log.

Chapter 3 Enter Transactions  Page 3-41



Sales Order Entry User Manual

Results:

coSO1dy.dbf - Sales Order File colM1dy.dbf - Inventory File

- Current Freight, Weight, & Packages updated - Quantity on Hand and Quantity reserved reduced
(if interactive)

coSO2dy.dbf - Sales Order Detail File colM2dy.dbf - Inventory Transaction File

- Quantity Shipped updated Withdrawal recorded (if interactive

- Unit Cost calculated from Inventory for Posting to AR
at time of billing

coAR3dy.dbf - Transaction File colM6.dbf - Inventory Cost Layer File
- Transaction Record is added for Cost of Sales Accrual - Updated (if interactive)
(if Inventory Item Shipped)

coAR4dy.dbf - Transaction Detail File AR2GL.co — Accounts Receivable Integration File
- Transaction Detail is added for Cost of Sales Accrual - General Ledger accounts updated
(optional)

coAR7dy.dbf - Sales Code File

- Sales Code History is updated for Cost of Sales Accrual
- Sales Code Current Amounts are updated for Cost of
Sales Accrual

IMPORT FREIGHT AMOUNTS (SO0601)

The File Import options allow you to bring information into the appropriate modules from text, or ASCII files.
These text files may be created by word processors, spreadsheets, databases, or many other types of programs. This
option is designed to allow you to import freight amounts directly into the Order Entry module.

When you select the option to “Import Freight Amounts” from the “Transactions” section of the Menu Bar, a new
screen will appear. At this point, you may choose to print the standard map file or create a map file on the hard drive
to modify. To print the map file, <click> on the “Print Map” button. To create a map file in the program directory,
<click> on the “Create Map” button. This will print out the format in which this option is looking for information
to be organized in.

The Fixed Length ASCI| file logical record length for this import file is 36 bytes.

Description Type Position | Length
SO# STRING 1 20
Freight DOUBLE 21 16

If it is not in this format, you will encounter errors during the import process or not be allowed to continue at all.
The File Import features allow for the importing of “text” file information into the Infinity POWER program. This
includes the ability to import Master File information, such as Charts of Accounts, Customer Names and Addresses,
Employees, Vendors, etc. as well as “transaction” information for those master files, such as invoices and credit
memos, journal entry updates, etc.

These “text” files may be created by a wide range of sources, which may include word processors, spreadsheets,
databases, or other types of accounting programs. These sources may also include other computer systems that
utilize different operating systems and functions, such as mainframes, minicomputers, or various types of PCs.

After printing or creating the map file, you will then be prompted for three (3) data items.
1) Import File Format
2) Import File Name

3) Process Import File

Page 3-42  Enter Transactions Chapter 3



Sales Order Entry User Manual

The “Import File Format™ is prompting you to select the type of file you will be using during the import process.
There are three choices:

1) Fixed Length (ASCII)

2) Variable Length (ASCII)

3) Comma Delimited (.PRN)
These three choices are described below.

Fixed Length ASCII Files

Fixed Length ASCII “text” Files are those files in which each data field starts on a specific number of characters
from the start of each record. There should be no separators between data fields and each record should be the exact
same length. The program recognizes each record by the number of characters that is expected per record. There is
no Carriage Return/Line Feed sequence necessary to separate records.

For example:
1 11125CashInBank-Can 1 0 0 0 0 0 O O O O O O O O
1 68500 Lodging Expense 12 0100 200 300 400 500 600 700 800 900 1000 1100 1200

Variable Length ASCII Files

Variable Length ASCII “text” Files are those files in which each data field starts on a specific number of characters
from the start of each record and each record is separated by a Carriage Return/Line Feed sequence {CRHLF}.
There should be no separators between data fields. The program recognizes each record by the Carriage Return/Line
Feed sequence, which allows for other data to be in the file.

For example:
1 11125CashInBank-Can 1 0 0 0 O O O O O O O O O O{CRHLF}
1 68500 Lodging Expense 12 0100 200 300 400 500 600 700 800 900 1000 1100 1200 {CR}{LF}

Comma Delimited *.PRN Files

Comma Delimited *.PRN “text” files are those files in which text type data fields are enclosed in double quotes (*),
and all data fields are separated by commas (,). The text files must contain the information for one record on a single
line of the file. Each line, or record, must be terminated by a Carriage Return/Line Feed sequence {CR}LF}.

For example, a transaction import should look like this:
1,'11125",""Cash In Bank - Can"',1,0,0,0,0,0,0,0,0,0,0,0,0,0,0{CR}LF}
1,"'68500","'Lodging
Expense',12,0,100,200,300,400,500,600,700,800,900,1000,1100,1200{CRHLF}

<Click> on one of the three choices to define the type of file you will be using. You will be prompted to enter the
name of the file to be imported. You may use any name consistent with Windows naming structures. You will have
the option to browse for your import file, which may be located anywhere on your hard drive or any network you
may be attached to.

Next, you will be prompted as to whether the system should print an audit trail first before starting the import
process. It is highly recommended that you <click> on this option. It is selected by default. This will allow you to
see if there are any discrepancies within your “import” file. The system will first print an audit trail of what will
be imported into the Infinity POWER accounting module. Upon completion of this report, you will be prompted
whether or not to go ahead and process the import of data.
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If there are any discrepancies that make your import file incompatible, the Infinity POWER import options will not
allow the information to update the system. This audit trail would then serve to assist you in correcting any
problems. Once you have answered these three questions, <click> on the “Start” button to begin the process and
the system will begin to either print the audit trail first or go ahead and perform the “import” process based upon
your answer. If you have chosen to print the audit trail, the system will display the printer option screen for you to
choose your method of output. The screen will then reflect the number of transactions that have been posted to the
system as it goes through the import process. Once it completes the “import” process, the system will return you to
the screen and if there are additional files to import, you may <click> on the “Next” button, otherwise, <click> on
the “Close” button to return you to the Menu Bar.

Below is a more comprehensive description of how Import Modules work within the Infinity POWER.

File Import Modules Overview

Because the concept of transferring information from one system or program to another via “text” interface files is
more technical than the normal operation of most word processors or the Infinity POWER modules, this
documentation must assume that the reader has some understanding of the terms and concepts explained here.
Otherwise, you may want to work with your reseller or consultant regarding the actual implementation and use of
these modules with your Infinity POWER programs.

The ability to import information into the Infinity POWER modules provides the user with several benefits.

o It allows the rapid conversion and setup from other computer based accounting systems, without
the manual re-keying of information that is normally required.

o It allows the batch entry of transactions processed in other specialized or custom software
programs. This may even include updates from Infinity modules running at different locations or
on different network or UNIX fileservers.

e It allows the update of the accounting system files from remote transaction processing sites.

Please note that the Infinity POWER programs do allow for the exportation of all accounting reports to text files.
The formats of these standard Infinity POWER reports, however, are not compatible with the use of any of the
Infinity POWER File Import options. The order in which information is sent to “text” files and their format do not
correspond to the formats that the File Import Modules require.

The Infinity POWER Report Writer program, however, does provide the user with this ability to organize
information from the various Infinity POWER programs into the formats required by the File Import options. The
text files that contain the information to be imported must be in one of three forms:

1) Fixed Length ASCII Records
2) Variable length ASCII Records
3) Comma Delimited Text

These three types of files are discussed earlier in this section. For all three types of text files, the format of the data
must be accurate for the import options to read the correct information. Each field, or data item, must be in the
correct order across the line, or record, and in the correct format depending on the type of text file. Each of the
import options allow you to print a transaction journal as the import is being performed. This provides an audit trail
of the information being updated into your data files. This report will also indicate if the import of a record was not
performed due to errors encountered in the importation process. Some of the import file structures allow you to
specify “action numbers.” These “action numbers” tell the system whether you want the information being
imported to be added, changed, or deleted. The action numbers are listed below.

1 = Add Record to file
2 = Change record in file
3 = Delete record in file

4 = Add record if it doesn't exist, otherwise change it
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Some of the transaction import file structures require a field called “Cont? (0=NO, 1=YES).” This field indicates to
the import programs whether or not the transaction is continued in the next record. For example, in the Accounts
Receivable Transaction import, there may be several lines of detail on an invoice that is being imported. Each line
should be placed in a separate record of the text file with a “1” for YES to indicate that the transaction is continued.
The last line should contain a “0”” for NO indicating the end of the transaction.

For each transaction-related import, there are certain fields that are required and used by the system to verify the
validity of the information being imported. These fields are marked in the field definition section with a asterisk (*).

For each type of import that you wish to perform, the import text file must contain all of the fields specified for that
particular import option. Any text fields that are blank will overwrite existing fields in the data files. Also, numeric
fields that are blank will be considered as zero.

To allow the import of only a subset of the import structure, you must have a custom “MAP” file created. This will
allow you, for example, to only update the retail price in Inventory without affecting, or requiring, any other fields.

You may obtain or create custom import “MAP” files one of two ways. You may first <click> on the “Create
Map” button at the point in the program when you have selected the “import” option. The result is to produce a
“XXXXXX.map” file in the program directory. The “Xs” in this file name represent the actual name of the Infinity
POWER option within the program (e.g., GL0604.MAP).

The “XXXXXX.map” file is used by the import option to override the default layout of the import transaction file.
By using file editing tools such as EDIT under DOS, Notepad under Windows or “vi”” under UNIX, you may create
a customized import record layout. Whenever a “XXXXXX.map” file is created, it overrides the default predefined
import record layout.

Items can be deleted entirely from the record layout file or moved from one position to another. If a field is not
specified in an import file, that field may be deleted from the record layout file.

NOTE: “Key Value” fields must be present in the import file and cannot be deleted from the record layout file.
“Key Value” fields are those fields that are designated with an asterisk (*) in the documented import record layouts.
You may also have customized “MAP” files created for you by calling the Data Pro Support Services group at
727-803-1550.
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Sample Import Sales Order Freight File

Data Pro Support Document

. B DATA PRO
1 ACCOUNTING

j- SOFTWARE, INC.

ldvanced Accounting Se v}'{u‘un'@g&m wre Internet Solutions

IMPORT SALES ORDER FREIGHT (S00601.MAP)

A Map file designates what fields and what the length of those fields that will be imported. The file you import
whether it be a fixed length ASCII file or Comma Delimited or Variable length .csv file has to include all fields
designated in the map file even if blank. If nomap file exists, then go to Transactions, import Freight Amounts
and create the default map file that you can edit. You can change the default map file import file by bringing
up the file in notepad or wordpad, and deleting fields you do not wish to import. Remember you cannot add
fields to the transaction map file and you must include all of the required fields. If you delete fields, you would
then need to adjust the starting position in the map file and the length. Remember, the action # is not included
in the length of the records. Always save the file as SO0601.MAP.

Explanation of File:

"so #", (field name found in data dictiomary) 1, (DPOffset (This is an
internal cffset and cannct be changed) 20, (length of field) "STRING™, (Type
of field) 1, (Starting position of field) 20 (length of field)

NOTE
You cannot add additional fields to transaction map files; nor can v ou change
any of the DPoffsets or Lengths.

*"50 #",1,20,"STRING", 1,20
*"Freight™, 618, 16, "DOUBLE", 21,16
"LRL", 36

* Required fields for importing records

Field Types:

CHAR = NUMBER NO DECIMALS

STRING = TEXT

INT = INTEGER = NUMBER NO DECIMALS
FLOAT = PERCENTAGE TWC DECIMALS REQUIRED
DOUBLE = AMOUNT DECIMALS REQUIRED

LRL = FIXED LENGTH OF RECORD LINE

Field Type Formatting:

CHAR = NUMBER NO DECIMALS

STRING = TEXT (COMMA DELIMITED REQUIRES QUOTES ARCUND FIELD AND COMMAS SEPARATING
FIELDS, FIXED LENGTH HAS NO CARRIAGE RETURN OR LINE FEED, VARIABLE LENGTH REQUIRES
ONLY CARRIRGE RETURN AND LINE FEED)

INT = INTEGER = WUMBER NO DECIMALS

FLOAT = MATHEMATICAL VALUES UP TO 5 DECIMALS (Must have 0.00 if no amount)

DOUBLE = DOLLAR AMOUNTS (DECIMALS REQUIRED) (Must have 0.00 if no amount)

LREL = RECORD LENGTH REQUIRED ONLY FOR FIXED AND VARIABLE LENGTH IMPORTS

DATE = MMDDYY

Import Tips:
1. Map file descriptions that contain [$]; assume a 2 decimal place.
2. Map file descriptions that contain [A]; adds a value to an existing value instead of replacing it.

3. Map file position -1; forces value to be fixed as specified in the map file description.

NOTE
The “DP OS8”, “DP LEN" and “Type” are unique to the Data Pro version and
platform. These must not be changed or adjusted.

Page 1
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Data Pro Support Document

If you are importing from Excel using a space delimited file:

Make sure to delete all headers in the Excel file. Last column of spreadsheet cannot be blank. Format columns
as follows:

Char: Format as a number, zero decimals and make sure to left justify the column, change width to the number
of characters being imported for that field.

Example: Vendor # width of column would be 10,
String: Format as text, left justify column, and change width to the number of characters being imported for

that field.

Int: Format as a number, zero decimals and make sure to left justify the column, change width to the number
of characters being mported [or the field.

Double: Format as number, 2 decimals, do not left justify and change width to the number of characters being
imported for the field.

Make sure to save as an HExcel spreadsheet first so if you have to make any corrections, you will not lose your
formatting. Then save as a Text Space Delimited file which will create a .pm file. This is the file you will
import.

Page 2
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POST DEPOSITS TO SALES ORDERS (SO0111)

This option allows you to post deposits to sales order that have already been entered into the system. These deposits
can be cash, check or credit card type transactions. An EDC (Electronic Draft Capture) system is included in this
option to facilitate credit card transactions. Entries will be updated accordingly in the Accounts Receivable and
General Ledger modules.

This option will allow the posting of deposits after the sales order has already been entered. After selecting this
option, you will be asked for the sales order number you would like to post a deposit to. Enter the sales order
number or <click> the Down Arrow (F2 by default) and select a sales order from the scrolling screen.

The screen will appear with the pertinent information about this sales order including the customer name, sales order
type, Job Number, Customer Purchase Order Number, Date Ordered, Shipping Instructions, and Status. At the
bottom of the screen the Total Invoice, any deposit already entered for this order and Net Amount Due will be

displayed.
Il Post Deposits bo Sales Order N =]
Tools  Launch
—Order
HARC1
10528 Fred Hart
—Order Infarmation:
Sales Order Type: Mormal
Job Mumber: 95-0005
Date Ordered: 09/07 /2005
Shipping Instructions:
Status:
Total lnvoice: $195_ &0
Depozit Amont; $0._00
M et Amount Due; $195_ &0
Cloze |

The system has a “Post Deposit” button at the bottom of the screen if you wish to proceed. <Click> on this button
and the following screen will appear allowing you to select from the payment options you have setup in your Master
Configuration.
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W Payment Method Entry =100 x|

Tools Laumch Edit  Mavigation

Meavy AR 2w (KB E

Order Amount: £3.97 Fremaining Amatint: £0.00
Amount Tendered: $3.37
Detail

Iterm # Payment Type |d Fapment Type Description Check Mumber  Amount PBrocess Credit Card

Y
1 |5 j hmerican Exp. Ib_S? ProcessEreditEard...l I:I

Save | LCancel

The system displays a window for identifying the deposit information for this transaction. The screen displays the
total amount due and the change required.

This will indicate how many deposit methods will be used on this transaction. You can select any of the payment
types that have been set up. If the payment type is set up as check, you will be able to enter a check number, and if
it is set up as credit card, it will take you to the credit card screen where you can enter the credit card information
and authorize it if connected to a credit card processor.

NOTE:
For credit cards that dial out for authorization, these payment types should
specify this function in the description of the Payment Type. Ex: Visa Dialed
or *Visa. As long as the description is clear to the user which card dial out
and which do not.

If your payment type is a credit card, then <click> the Process Credit Card button. The Credit Card Information
screen displays. Enter the credit card information. If you do not have Credit Card Processing setup, you can still
enter a valid credit card if you have an authorization number and it will still post.

Credit Card Information

Tools  Launch

Credit Card Mo.: I;q:ec.*::::: EXXERRLOTA

Exp. Date: IlDDS

Card Holder:

Amaount: I 195.60

Beference Mo I

Suthonzation Mo I

402 Cade: I—

Antharze Beset Cancel |
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NOTE
A valid credit card must be entered. For security purposes the actual credit
number is not revealed in this example. If the CVV2 Code is “grayed” out,
this means that this option is not enabled in the Set Up Credit Card Processors
configuration.

<Click> the Authorization button after entering the complete credit card information to process the card.

If the EDC capability has been enabled, the EDC procedure will take you to another screen and begin dialing out for
an authorization on the credit card. If you have a “card reader” device connected to your machine, you may slide
the credit card through the reader at this time or type in the credit card numbers and expiration date on the keyboard.
The expiration date must be entered in as MMYY (e.g., “1206” for December of 2006).

The system will return with either an error condition (discussed on the next page) or, if the transaction is successful,
an approval number and a transaction reference number. Both of these items will print on the receipt. After the
customer has signed the receipt, he will retain the carbon (bottom) copy, while the top copy is kept for your records.

NOTE
The purchase of the Infinity POWER Sales Order Entry module does not
guarantee your company access to a credit card approval and draft capture
network. Before you will be able to process automated credit card transactions
it is mandatory that you contact a company that can provide you with
electronic bank draft capture services through MAPP (Global Payment
Systems), NOVA, PCCharge or IC Verify.

You may still use this module without the “Electronic Draft Capture” features to process sales until your system is
activated for EDC processing or, if for some reason, you are unable to obtain approval with a credit card network.

If the payment method chosen has an “EFT” in the description, the system will begin the procedures for an
“Electronic Funds Transfer” (EFT) on this transaction. The EFT procedure will update the appropriate files with
the fund transfer information and the screens will act as though a cash payment was entered. For more information
on set up and usage of EFT processing please refer to Chapter 1 of the Check Reconciliation manual.

You may now <click> on the “Save” button to validate the transaction. No deposits may be posted to a sales order
type “Proposal.” <Click> on the “Save” button to validate the screen and a Sales Order will print with the deposit
information and new Total Amount Due. The transaction will be updated to the Accounts Receivable files that will
make this deposit record appear on the Deposit Report in Accounts Receivable.

A “Deposit Posting” will update the Accounts Receivable Sales Journal with any postings processed in this option.
The system will use the “Deposit” number being maintained in the Accounts Receivable Master Configuration as
the transaction number for this transaction posting. Therefore, multiple transactions postings to the same Sales
Order may be made within the same day, week or month and a running balance will be maintained until the Sales
Order is completely invoiced and finalized.

The system will use the next Accounts Receivable Invoice Number as the transaction number if (-1) is setup in the
Master Configuration as the next Deposit Number. Or, separate transaction numbers may be maintained for
Deposits by simply entering a different auto-number sequence in this option’s setup.

All postings done here will be included in the daily Accounts Receivable Sales Journal for easy reconciliation for
the bank deposits made each day.

When you are done making your deposit postings on this screen, <click> on “Save” or <click> on “Cancel” to exit
this screen with no entries. You will be returned to the prior screen where you can choose to return to “Post
Deposits” or “Close” the option.

NOTE
If the deposit equals the exact amount of the invoice, then the invoice will not
show up in the aging report. Only multiple deposits will show in the report.
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Results:
coSO1dy.dbf - Sales Order File coAR4dy.dbf - Transaction Detail File
- Sales Order information updated to file - Transaction Detail is added for Deposit

entered

coAR7dy.dbf - Sales Code File

- Sales Code Current Amounts are updated if
Deposit entered

CoAR2.dbf — Open Item File AR2GL.co — Accounts Receivable
- Account Balance updated with Deposit entered Integration File
- General Ledger accounts updated

coAR1dy.dbf - Customer File
- Account Balance updated with Deposit entered

coAR3dy.dbf - Transaction File
- Transaction Record is added for Deposit entered

PERFORM BILLING & PRINT INVOICES (SO0106)

This option automatically generates the billing and prints the Invoices for all Sales Orders showing partial or
complete shipments. All Accounts Receivable transaction information will be updated at this time.

After selecting this option, the system will ask you for the beginning and ending sales order to bill and also the
customer number mask. <Click> on the “Start” button to begin this procedure. The system will then check each of
the selected sales orders for quantities that have been shipped, but not billed. If there are quantities that need to be
billed for the order, the system will then calculate the billing information, print the invoice, and update all
appropriate Accounts Receivable files, as well as recording the billing in the Sales Order files.

If you are utilizing the AR Sales Code feature, the General Ledger entries that are created from this billing will use
the Accounts Receivable chart of account number designated on the AR Sales Code that was selected during the
entry of the Sales Order. If the order that is being billed has the feature “Schedule Payment™ turned on, the system
will pause and “Pop Up” a window to allow you to specify the scheduling criteria. The two data items necessary to
schedule the payments are discussed below.

Number of Payments to | This data item will specify the number of payments that the net amount of
Schedule the invoice will be split into. The system will first subtract the amount of
the deposit and use that amount as the “down payment.” The remaining
amount of the invoice will be divided evenly by the number indicated here.
Any rounding error will be added to, or subtracted from, the first payment.

Day of Month for Each | This data item will specify at what increment the payments will be
Payment scheduled. This question may be called “Number of Days Between
Payments” depending on the “Scheduled Payment Type” configuration
in your Accounts Receivable Master Configuration.  This number (in
combination with the “Schedule Payment Type,”) will be used to calculate
the due date of each payment of the invoice. The due date for the first
payment will follow the terms definition on the invoice.

<Click> on the “Save” button to validate this screen and the system will then continue to process the billing for this
order. If the automatic invoice numbering has been turned off in the Accounts Receivable Master Configuration (by
specifying 0 as the next invoice number), the system will “Pop Up” a window to allow you to enter the invoice
number for this invoice. Otherwise, the invoice number that will be used is the sequence number set up in Accounts
Receivable for invoices. The form that will be used is the form that you have specified in the Master Configuration
for Invoice Form Name.” After the invoice has been printed, the system will pause to allow you to re-print the
invoice if you have turned on the feature “Allow Re-Print of Invoices” in the Sales Order Entry Master
Configuration.
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Results:

coSO1dy.dbf - Sales Order File

- # of Invoices printed incremented

- Deposit, Freight, Weight, & # of Packages zeroed
- If Order Complete, Type set to “Filled” (type 0)

coSO2dy.dbf - Sales Order Detail File
- Quantity Billed updated

coAR1dy.dbf - Customer File
- Customer History is updated
- Customer Aging Totals are updated

coAR2.dbf - Open Item File
- Open Item Record is added
- Transaction Record is added (optional)

coAR4dy.dbf - Transaction Detail File
- Transaction Detail is added (optional)
coARS5dy.dbf - Salesman File

- Salesman History is updated
colM1dy.dbf - Inventory File (if
interactive)

- Sales History is updated

colM2dy.dbf - Inventory Transaction File
(if interactive)
- Sales Transaction is recorded (optional)

coAR7dy.dbf - Sales Code File
- Sales Code History is updated
- Sales Code Current Amounts are updated

- Cost of Sales Accruals are reversed

PERFORM ONE-STEP INVOICING (S0O0109)

This option allows you to ship and invoice the entire sales order in one simple step. If the Master Configuration is
set to allow a range of orders, the system will prompt you for a beginning and ending sales order range to ship and
bill.

When you select this option, the system will prompt you for the specific sales order to invoice if you have chosen to
only allow single sales orders to be completely shipped and billed. This option should only be used if ALL items on
the sales order are to be billed and shipped.

A screen will then be displayed showing sales order information and a summary of the invoicing amount. The
system will then prompt you to “Bill this Sales Order?” If you <click> on the check box, the system will perform
the following steps:

1) All finished goods items that have not been shipped, and are not currently on hand in inventory,
will be manufactured.

2)  All order quantities that have not already been recorded as shipped, will be shipped.

3) The entire order will be billed and an invoice produced.

The sales order is then recorded as complete. If you are utilizing the AR Sales Code feature, the General Ledger
entries that are created from this billing will use the Accounts Receivable chart of account number designated on the
AR Sales Code that was selected during the entry of the Sales Order. The system will now prompt you for the next
sales order to bill.

If you have any serialized items on a sales order that were not specifically reserved in advanced (i.e. at the time of
order entry), the system will pause during this process and prompt you to specify which serial numbers are being
shipped for each specific item and their quantities on each order.
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The following screen illustrates how this screen will appear:

Select Serial # For Withdrawal

ltem MNumber: SOMNY 52311
Description: SONY 50" LCD Color Telewision
Sarial # 549912751

<Click> “OK” to validate each Serial Number entered. A Bar Code Scanner may also be used during this data
entry process to expedite the data flow. Once all of the serial numbers have been entered to match the total quantity
ordered, the system will continue to invoice the whole order. All serial numbers will appear on the Invoice Form
directly under each line item specifying their exact quantity ordered.

If you have turned on the Master Configuration question “Allow One Step Inv. Range,” you have chosen to allow a
range of sales order to be completely shipped and billed. The system will prompt you for a beginning and ending
sales order number, a ship through date and then prompt if you wish to only ship and bill those items you currently

have in stock.

All manufactured items will use the manufacturing method based on what it set up in the Master Configuration of

the Accounts Receivable Module.
Results:

coSO1dy.dbf - Sales Order File

- # of Invoices printed incremented

- Deposit, Freight, Weight, & # of Packages zeroed
- If Order Complete, Type set to “Filled” (type 0)

coSO2dy.dbf - Sales Order Detail File
- Quantity Billed updated

coAR1dy.dbf - Customer File
- Customer History is updated
- Customer Aging Totals are updated

coAR2.dbf - Open Item File
- Open Item Record is added

coAR3dy.dbf - Transaction File
- Transaction Record is added (optional)

coAR4dy.dbf - Transaction Detail File
- Transaction Detail is added (optional)

Chapter 3

coARbdy.dbf - Salesman File
- Salesman History is updated

coARG6dy.dbf — Sales Tax File
- Sales Tax is updated

coAR7dy.dbf - Sales Code File

- Sales Code History is updated

- Sales Code Current Amounts are updated
- Cost of Sales Accruals are reversed

colM1dy.dbf - Inventory File (if
interactive)
- Sales History is updated

colM2dy.dbf - Inventory Transaction File
(if interactive)
- Sales Transaction is recorded (optional)
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TRANSFER SALES ORDER INTO P.O. (S00107)

This option allows you to generate Purchase Orders, in the Purchase Order Entry module, for all current Special
Orders and/or Drop Shipments (e.g., direct customer shipments).

This option creates purchase order information in the Purchase Order Batch file that allows the automatic creation of
purchase orders in the Purchase Order Entry module. The system will only create a purchase order for those sales
orders that are Type 3 or 4 (Special Order or Drop Shipment), have a valid vendor number assigned to the order,
and have not already been transferred.

When you select this option, the system will ask you to enter the beginning and ending sales orders to transfer, as
well as a customer number mask. The system will then “pop-up”” a submenu which allows you to specify the vendor
selection criteria for the transfer:

1) Use Vendor Specified on Sales Order. This tells the system to use the vendor indicated on the
sales order.

2) Use Primary Vendor Set Up by Item. This tells the system to use the primary vendor defined for
each inventory item. (This is the default option selected.)

3) Use Secondary Vendor Set Up by Item. This tells the system to use the secondary vendor defined
for each inventory item.

After the transfer is completed, the data item “Ordered in PO System?” for all sales orders that were transferred
will be turned on so that they will not be transferred accidentally in the future. In addition, a transaction register
report will be printed showing which sales orders and inventory items have been transferred.

Results:

coSO1dy.dbf - Sales Order File
- Sales Order marked has already been Transferred

coPO4.dbf - Purchase Order Batch File
- Purchase Order Information added or created for
updating Purchase Order Entry

TRANSFER SO PROPOSALS TO JOB COST (S00113)

This option allows the user to automatically transfer a Sales Order “Proposal” to the Job Cost Main Module as a
new project with billing and cost budgets. This option will also allow the transfer of Bill of Material Items instead of
the Finished or Manufactured part.

When you select this option you will be prompted for a Sales Order Number. The Sales Order that you choose must
be a “Proposal” type sales order. Information regarding the customer, date, sales budget and cost budget
information appears on the screen.

Specify Project Budget To Create

The system will ask you for three data items to complete the transfer:

New Project # Enter a new project number in this field. A project number can be up to
ten (10) alpha-numeric characters.

Description This is a thirty (30) character alpha-numeric field. As a default, the
system will place the “Description” that was used on the Sales Order
Proposal when it was originally entered. You may overwrite this
information with another description.

Create Cost Budgets for If this check box is <clicked> “on,” the system will take any
Bill of Materials manufactured parts on the Sales Order Proposal and during the transfer
will break down the manufactured item into a Bill of Materials for
individual costs and billing budgets for each individual raw material.
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<Click> on the “Save” button to begin the transfer.

This option will update the Job Cost Main Module by creating a new project and assigning the customer that was
on the Sales Order Proposal. It will create cost and billing budgets for each part number transferred. It is
recommended that you update the project with more detailed information after this transfer is complete.

Please keep in mind that all Sales Codes and Inventory Items on the Sales Order Proposal used to update the job
must have a Cost Code established in their original setup. This includes all Bill of Material Items for finished
goods. Any Sales Code or Inventory Item without a Cost Code set up, will not be transferred.

Therefore, for those companies seeking a convenient way to generate proposals to customers which allows them the
flexibility of using all of the inventory items that they would normally use on their jobs, plus any sales codes they
may establish to represent labor costs for work to be done, using the Sale Order Entry module provide users a highly
flexible proposal writing system.

This is further enhanced by the use of the “. TEXT” and “..” TEXT” Sales Codes which provides the user with the
ability to insert up to ten lines of 60 characters each of free form text for each entry that would allow for highly
descriptive explanations of work to be done.

Because Sales Order Entry is a “batch processing” module, users can easily establish an initial sales order proposal
and continue to update and make changes to the proposal until the customer accepts the proposal. Only then, would
this option to “Transfer Sales Order Proposal to Job Cost” be selected. The time savings this option provides are
tremendous! All of the work during the proposal writing phase has been completed so there is no need to duplicate
the setup phase again in the Job Cost Main Module if this option is used.

Again, this will only work correctly if the user has made sure that all of the Inventory Items and Sales Codes that are
chosen on the proposal have valid Cost Codes in their setup. If so, when this option is run, the system will be able to
establish the new project/job and the new Cost Codes and their budgets based on the proposal amounts setup in this
proposal.

The user can then decide to either conclude their project billing from the Sales Order Entry module by insuring that
the new Project/Job number that has been created is entered into the proposal and that the proposal order type is then
switched to one of the other order types (i.e. Normal, Special). If this is done, then billing amounts can be done
optionally from the Sales Order Entry module with updates to the Job Cost Main Module directly. Billing can also
be done from the Accounts Receivable module

The method you choose for billing will depend on the kind of project management you require. If you are relying
on a high degree of Work in Process flow on your projects/jobs, then it is recommended that all billing be done
through the Accounts Receivable module. If your Work Order processing is simpler and you only want to quickly
flow through on jobs without a protracted amount of Work in Process tracking, the Sales Order Billing option may
be more flexible and easier to handle.

If this option is used, users should remember to go to the Job Cost Main Module and select the option to Record
Billing and enter the dollar amount to bill as zero which will zero out and close the project/job for any remaining
Work in Process amounts once all billing has been completed in the Sales Order Entry module.

REMOVE AUTO-CANCEL SALES ORDERS (S0O0108)

This option will automatically cancel all Auto-Cancel Sales Orders that are not shipped complete by the time the
Cancellation Date is reached. NOTE: The system will not cancel an order that has been partially shipped, but not
billed. This option will cancel all Auto-Cancel Sales Orders that have reached the cancellation date based on the
current system date. Make sure that you set the system date correctly before executing this option. The system will
automatically delete all items on the sales order and set the “Order Type” to zero (0). This will remove the quantity
reserved in Manufacturing Inventory Management for all items that are affected.

If there are quantities that have been shipped, but not yet billed, for an order, the system will not cancel the order.
The sales order is still in the Sales Order file. Additions or changes can still be made to it, however, after executing
this option, it is recommended that you select the option to “Remove Completed Orders” to recover the file space
from the “canceled” orders.
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Results:

coSO1dy.dbf - Sales Order File
- Order Type is set to “Filled”

coSO2dy.dbf - Sales Order Detail File
- Detail Lines are removed

colM1dy.dbf - Inventory File (if interactive)
- Reserved Quantities are Reduced

REVIEW TRANSACTIONS (AR0100)

This option allows you to perform an inquiry on any transaction while in the Accounts Receivable module. You
may also access this option by right <clicking> the mouse any time the Sales Order module is active. When
selecting this option you will be in an “inquiry mode.” Once this screen is displayed, you will have the tool bar
navigation options to select the first detail record, select the previous record detail, select the next record detail,
select the last record in the detail list or select a specific detail record based on a transaction date, customer number
or salesman number. <Click> on the either of the choices and enter the information you want to search on. Once you
have found the transaction you wish to be displayed, you may either double <click> on it or just highlight it and
<click> on “OK.”

Once you have navigated to the transaction, you may view the information for this transaction on your screen. To
show the details of this transaction, such as the detail line items on an invoice or distribution of a payment, <click>
on the *'Details™ button. To show the shipping information for this transaction, <click> on the **Shipping"* button.

Details

Once this screen is displayed, you will have the tool bar navigation options to select the first detail record, select the
next record detail, select the previous record detail, page up the detail list, page down the detail list, select the last
record in the detail list, select a specific detail record based on text or select a specific detail record based on a line
number. When you select by either a record based on text or a record based on a line number, enter the appropriate
information (either text or a line number) and <click> on “OK.” Once you have found the detail line you wish to
be displayed, you may either double <click> on it or just highlight it and <click> on “OK.”

Once you have navigated to the correct detail line, you may view this information on your screen. To close this
window and return to the main screen, <click> on the ""Close"" button.

Shipping

When you <click> on this option, a screen will be displays showing you the shipping information for this
transaction. This information includes the ship-to address, the customer's terms for this transaction and tax rate,
price level and shipping instructions. To close this window and return to the main screen, <click> on the ""Close""
button.

When you have finished viewing transaction information, <click> on the ""Close"" button.
Results:

- No Files are Updated.
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CHAPTER 4 PRINT REPORTS

This section includes a description and sample of each report generated by the Order Entry module. The equations
used to calculate the amounts on the reports; and how these reports are generated (through the use of various
questions asked by the system) are discussed here. Reports illustrate the results of transactions from the options
within this module or from another integrated module. Most reports do not update the actual files.

The reports included here reflect sample information input into the sample company and only reflect an example of
the way a company may utilize certain features within this module. All modules are designed to be extremely
flexible in the way you may organize data and print the corresponding reports accordingly.

Do not assume that these reports reflect the only way they may either be structured or the fashion in which they may
be printed. These reports may be used as a cross reference to determine which reports you should be using in your
daily activities or when trying to locate specific types of information.

STANDARD FEATURES FOR REPORTS

Here is a listing of some standard features, which can be utilized with all reports:

CTRL+O (Output Options)
Destination - Printer Choice, E-Mail or Display
Report Titles

E-mail Settings - Recipient and Subject
Font Attributes

Report Print Options

Displayed Report Options

Range of Accounts

Data Record Retrieval

Report Sorting Preference

Masking (Wildcards)

Period to Report On

Cancel the Print Job

CTRL+O (Output Options)

You are able to change your Output Options (printing preference) at any time when you are within the Infinity
POWER programs. By Pressing CTRL O, an overlay screen will appear with your available output options. You
may choose to print to a Printer, send the report as an e-mail, or display the report on the screen.

If you select “Printer,” this will cause the output to be generated to whichever printer device you currently have as
“active” in the Windows operating system. You may choose to change printers by <clicking> on the “Print
Options” button and select another printer that you have set up in your Windows program. Also, by choosing
“Printer,” you have the capability of changing the title of the report you will be printing. The standard report name
will be shown, however, if you wish to overwrite it with another title, you may do so.

If you select “E-Mail,” this will cause the output to generate an e-mail to a specific recipient. On the Output
Options screen, you will need to define the recipient of the e-mail in the “To” field. Make sure to enter their e-mail
address and not just their name. The “Subject” field is automatically assigned the name of the report you will be
generating, however, if you wish to overwrite it with another subject, you may do so.

NOTE
Be sure you have defined your “E-Mail Host” in the Output section of the
Configuration Settings, otherwise, this feature will not be operational. Your
name should be your e-mail address, not your actual name.
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If you select “Display,” this will cause the output to generate the report to the screen. All reports are generally
created in an 80 or 132 column format. You may size your output window both larger and smaller to allow you to
view as much of the report on the screen at once as possible.

If you are used to using the Windows Character-based or UNIX version of Infinity POWER, you realize that you
may also send reports to a “text” file for a myriad of uses. You may do the same in Windows, however, you must
set up a “printer” type in Windows that will direct the output to the file. Once this is done, any time you want to
direct reports to a file, you simply select the new printer definition under Windows.

The principal applies if you want to print any report or form as a FAX document. Define the FAX software as a
printer in Windows and simply redirect your output to that specific printer.

Font Attributes

Within the Output Options window, you can modify font attributes such as color, size, and styles for each report.
This allows you to be creative in your report styles whether formal, informal, or classic professional, depending on
the purpose of the report. You may choose a more informal style for internal reports, but select a more elegant style
for a customer. Selecting a font in the Printer Settings section affects printed reports only. If you select Print as the
output destination, this is the font that will be applied to the printed report.

You can also select a font style for the display destination, independent of the Print Settings font selection. In the
Display Settings section of the screen, <click> on the Fonts... button to open the Font window. From this window
select different fonts, add special effects such as underlining, change the color, font style (bold, italics, bold italic,
etc), and the font size. When a report is selected in display output, this is the font that will be applied when the
report is displayed on the screen.

NOTE

If you send a report to print directly from the displayed output screen, (Send
menu option or the Send to another output destination toolbar options) the
font selected in the Printer Settings will be the font that is applied to the
printed report, regardless of what font settings are selected for the Display
Settings. Font attributes are unique for Printer Settings and Display settings
due to the fact that your printer and the Infinity POWER system may not
support all of the same fonts.

After selecting font attributes for either the Printer Settings or Display Settings, <clicking> the corresponding Save
button will make those current selections the default settings. If you select different attributes between
displaying/printing reports, you must <click> the Apply button for the new font attributes to be applied. Otherwise,
the selections made for the previous report (within the same session), will be applied to the current report. Once you
log out of the system, the last saved printer and display settings will be applied to the reports when you log back into
the system.

If E-Mail is selected as the report output destination, the actual report will be embedded within the e-mail message
as an HTML display in a fixed Courier font so that columns will automatically adjust to align properly.

Report Print Options

In the Printer Settings section, <click> on the Options... button to open the Print window. You can select the
entire report, the current page, or a range of pages, or a specific page to be printed. You can also custom adjust form
sizes by increasing or decreasing the horizontal and vertical offsets. The horizontal offset adjusts the alignment in
fractions of an inch. The default offset value is set to 0.00. A positive increase will adjust alignment to the right, a
negative value will adjust alignment to the left. The vertical offset adjusts the alignment in fractions of an inch.
The default offset value is set to 0.00. A positive increase will adjust alignment down, a negative value will adjust
alignment up.
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Displayed Report Options

If the report output is Display, you can also use the navigation toolbar buttons to jump to another page within the
displayed report, or <click> the # toolbar button to specify a particular page. This comes in handy to view specific
information in a long report, without having to navigate page by page.

From within a displayed report, you can also send the report (current page or all pages) to print or change the output
destination for the current page or the entire report without leaving the screen.

By <clicking> the search toolbar button, you can also search for specified text within the displayed report. This
allows you to search for any text, amounts, dates, etc, contained within the report.

Range of Accounts

When asked to define the range of account numbers to report on, place your cursor on the “Beginning Account #”
field and <click> the Down Arrow (F2 by default) to gain access to the account listing. You may choose to search
for accounts by account number or description. Once you have selected the Beginning Account Number, <click> on
the Ending Account Number field and then <click> the Down Arrow (F2 by default) to gain access to the account
listing to choose your ending number.

Data Record Retrieval

This function can be done on any indexed field in the currently active system or a field the current system is
integrated with. When the right mouse button is <clicked> in the field, the system will display the choices of data
record retrieval.

This feature is available in most options throughout the Infinity POWER system. It will simplify your retrieval of
records when printing reports. The data record retrieval choices are listed below.

First Record This option will allow you to select the first record in the requested
file.

Next Record This option will allow you to retrieve the next sequential record in
the file, assuming you have already selected a record.

Current Record This option will allow you to select the last record that was accessed.

Scroll View This option will display a scrolling screen with all records in the

accessed file. You may scroll through the records and select the one
of your choice. You may also change the sorting preference and
search for the record in a variety of ways.

Previous Record This option will allow you to retrieve the previous sequential record
in the file, assuming you have already selected a record.

Last Record This option will allow you to select the last record in the requested
file.

Report Sorting Preference

This is the order in which items will print on reports. This is handled through the method in which you choose the
beginning and ending account range. For example, you will be given two choices when you select your beginning
and ending account number when <clicking> the Down Arrow (F2 by default):

e Customer Number
e Customer Name

e Description
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Instead of printing all reports in order of the account number, you may elect to print them in alphabetical order by
the description of the account number by selecting your account range by “Description.”

Masking (Wildcards)

The account number mask is a field which gives you the ability to set up a specific search and have the system only
retrieves those items defined within the parameters of that search. This is very beneficial if you want to print all
reports for a particular department or location.

Your account number is the key to how specific information may be searched on. The account number length will be
reflected in the mask field on your screen.

The project number mask field would appear on your screen as:

( )
*123567890

Assuming that you were utilizing a five digit project number with the last two digits representing the department or
location number (e.g., “03™), to print a report that would mask for a department or location you would enter the
following:

03 )
*12345678901234567890*

The areas not being masked can either be spaces or question marks. Question marks are the standard wildcard
format.

Period to Report On

If a report is a summary type report, the information contained in the report will be inclusive of all data input during
the date range specified at the time of selection of the report. This provides you the ability to do historical period
reporting as well as current period reporting.

Cancel the Print Job

<Clicking> on the “Cancel” button during the printing of a report will cancel the print job. However, keep in mind,
some of the report may still be in the printer buffer at the time of cancellation.
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PRINT MANUFACTURING WORKSHEET (S00220)

This report shows the original order quantity, remaining quantity to ship, quantity manufactured, and quantity
remaining to manufacture on all current Sales Orders. A blank space is provided on each line to record the quantity
of each item manufactured. This report is available in Sales Order numeric order or Customer number order.

This report gives you a complete detailed report of all manufacturing status of your orders. You may select a Sales
Order range, and optionally change the sorting criteria to print the report in customer order. This report is intended
for use in a way similar to a standard packing list. A blank space is provided by each line item. The person in the
warehouse would normally record the quantity actually manufactured for each order. This quantity can then be
entered with the option to record manufacturing. This is also an excellent report to quickly view the current un-
manufactured quantities by detail line for each order.

The fields included in this report are listed on the following page.
Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Item Description

- Inventory Item Number

- Unit of Measure

- Quantity Ordered

- Quantity Remaining on Backorder
- Quantity Manufactured to Date

- Quantity Remaining to Manufacture
- Order Totals

- Grand Totals
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Manufacturing Worksheet

Infinity FOWER Sample Company, Inc. Fage 1
Manufacturing Worksheet (4) 04/28/2006
Order # Type Cust. PO Order Date Ship Date  Latest Date
Remaining Gty Mig.  Remaining Quantity
Description Item Murnber UM Ordered To Ship (WIP) To Mig. Mfg Used
10484 HOME1 Home Depot Inc. Mormal 6545468 03/16/2006  04/11/2006  04/27/2006
1) 1012 Storage Shed - KIT 99901100101 2KIT EA 3.00 3.00 0.00 3.00
| —
** Components:
1: 8'-2"X 4" Boards 305011670 EA 42.00 /per 126.00
e
1107 2" X 4" Boards 305011677 EA 12.00 /per 36.00
I
1. 4"X8'- Sheet Flywood 306022511 EA 17.00 /per 51.00
| [N
1. Rooling Tar Paper 201502241 Roll 1.00 jper 3.00
Tieermnnnnnnnns
1! Roofing Tar 20151331 Gal 0.50 /per 1.50
Timremreeas
1. Rooling Mails 201646141 Bag 0.50 /per 1.50
Jieermnnnnnnnns
1. Rooling Shingles 301402200 Box 2.00 /per 6.00
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Order #

10493

1)

Description

SAMPGRILL Sampsons Grilling Systems

10 %12 Siorage Shed - BUILT

Fully Assembled

** Components:

1:

8'-2"X 4" Boards

10"- 2" X 4" Boards

4" % 8" - Sheet Flywood

Rooling Tar Paper

Roofing Tar

Rooling Mails

Rooling Shingles

* Mumber of records printed: 2
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Infinity FOWER Sample Company, Inc.

Item Murnber

99900100101 2BLT

305011670

305011677

306022511

201502241

20151331

201646141

301402200

Manufacturing Worksheet

Type Cust. PO
Remaining

UM Ordered To Ship

Mormal P-24343488

EA 1.00 1.00

EA 42.00 /per

EA 12.00 /per

EA 17.00 /per

Roll 1.00 jper

Gal 0.50 /per

Bag 0.50 /per

Box 2.00 /per

Fage 2
(4) 04/28/2006

Sales Order Entry User Manual

Order Date Ship Date  Latest Date
Gty Mig.  Remaining Guantity
(WIP) To Mig. Mfg Used
04/04/2006  05/16/2006  05/29/2006
0.00 1.00
| S ——
42.00
e
12.00
I
17.00
| [ ——
1.00
Tiermnnnnnnaen
0.50
Timremremnaes
0.50
B
2,00
Print Reports  Page 4-7
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MANUFACTURING STATUS REPORT (S00221)

This report shows the original order quantity, remaining quantity to ship, the quantity manufactured in units and
dollars, and quantity remaining to manufacture on all current Sales Orders. This report is available in Sales Order
numeric order or Customer number order.

This report provides a complete detailed report of all manufacturing status of your orders. You may select a Sales
Order range, and optionally change the sorting criteria to print the report in customer order. This is an excellent
report to quickly view the current status of each order. It also gives you a clear picture of the value of inventory that
you have manufactured but have not yet shipped. The fields included in this report are listed below.

Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Inventory Item Number

- Unit of Measure

- Quantity Ordered

- Quantity Remaining on Backorder
- WIP Amount

- Quantity Remaining to Manufacture
- Order Totals

- Grand Totals
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Manufacturing Status Report

Infinity FOWER Sample Company, Inc.
Manuiacturing Status Report

Fage 1
(4) 04/28/2006

Order # Customer Type Cust. PO Order Date Ship Date  Latest Date
Remaining Gy Mig. Remaining
Description Item Murnber UM Ordered To Ship (WIP) WIP Amount To Mig.

10484 HOME1 Home Depot Inc. Mormal 6545466 03/16/2006  04/11/2006  04/27/2006
1) 1012 Storage Shed - KIT 9990110010x12KIT EA 3.00 3.00 1.00 $180.16 2.00
* Order Totals: 3.00 3.00 1.00 $180.16 2.00

10493 SAMPGRILL Sampsons Grilling Systems Merrnal P-24343488 04/04/2006  0516/2006  0%/29/2006
1) 1012 Storage Shed - BUILT 9990010010x12BLT EA 1.00 1.00 1.00 $180.16 0.00
* Order Totals: 1.00 1.00 1.00 $180.16 0.00
™ Grand Totals: 4.00 4.00 2.00 §360.32 2.00

* Mumber of records printed: 2
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PRINT BILL OF MATERIALS REPORT (IM0231)

This report provides a breakdown of all component inventory necessary to produce each assembly and sub-assembly
(also referred to as a bill of materials). This report is available in four different formats:

Normal This provides a detailed listing of each assembly with all of the
components, complete inventory descriptions (all 4 lines), alternate part
number, and bin numbers.

Cost Projections This provides the normal report with cost projections base on “Last Unit
Cost™ (cost at last time of recording production) or “Average Unit
Cost™ (average unit cost of component inventory in stock).

Summarized This provides the basic bill of materials information by assembly.

Multi-Level This provides the basic bill of materials information by assembly for all
sub-assembly levels.

When you select this report you may specify the inventory item range and mask, as well as the desired report format.
The fields included in this report are:

Field Names:
Assembly and Components:

- Cat./Class/Part/Loc. (Item Number)

- Description (First Line)

- Description Lines 2-4 (formats #1 & #2)

- U/M (Unit of Measure)

- Quantity

- Sub (sub-assembly? Yes or No)

- Alternate Part Numbers (formats #1 & #2)
- Last Unit Cost (format #2)

- Avg. Unit Cost (format #2)
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Item Number

** Assembly:

9990010010x12BLT

** Components:
1) 305011670

2) 305011677

3) 305022511

4) 201502241

5) 201513211

6) 201646141

7) 301402200

** Assembly:

999001008x10BLT

** Components:
1) 305011670

2) 305011677

3) 305022511

4) 201502241

5) 20151331

6) 201646141

7) 301402200

*Number of records printed: 2

Chapter 4

Infinity POWER Sample Company, Inc.

Description

10 X 12 Storage Shed - BUILT

Fully Assembled

8'-2"X 4" Boards

10°- 2" X 4" Boards

4' X &' - Sheet Plywood

Roofing Tar Paper

*Crder by the dozen rolls.
Roofing Tar

Roofing Nails

Roofing Shingles

8 X 10 Storage Shed - BUILT

Fully Assembled

&' - 2" X 4" Boards

10°'- 2" X 4" Boards

4' X 8'- Sheet Plywood

Roofing Tar Paper

*Order by the dozen rolls.
Roofing Tar

Roofing Mails

Roofing Shingles

Bill of Materials Report

um

Rell

Gal

Box

Roll

Gal

Quantity

1.00000

42.00000

12.00000

17.00000

1.00000

0.50000

0.50000

2.00000

1.00000

44.00000

4.00000

14.00000

1.00000

0.50000

0.50000

2.00000

Sub

Ne

No

MNo

Ne

No

No

No

No

No

Ne

No

No

Mo

Ne

Sales Order Entry User Manual

Print Bill of Materials Report (Normal)

Alternate Parts

25103
25111
959541

645113

647811-2
513434

645111

25103
25111
959541

645113

647811-2
513434

845111

Print Reports

Page 1

(4) 04/28/2006

Bin

002

267

272

282

247

252

257

262

001

267

272

282

247

252

257

262

Number
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Print Bill of Materials Report (Cost Projections)

Infinity POWER Sample Company, Inc. Page 1
Bill of Materials Report {4) 0472872006
(with Cost Projections)

Item Number Description uim Quantity  Sub Alternate Parts Last Unit Cost
Ein Number Awvg. Unit Cost
** Assembly:
9990010010x12BLT 10X 12 Storage Shed - BUILT 1.00000 $474.42000
002 Fully Assembled $629.96000

** Components:

1) 3085011670 8'-2"% 4" Boards EA 4200000 Neo 25103 $3.50000
267 $3.50000
2) 305011677 10°- 2" X 4" Boards EA 12.00000  No 25111 $3.95000
272 $0.00000
3) 305022511 4'X 8" - Sheet Plywood EA 17.00000 No 959541 $8.65000
282 $8.51210
4) 201502241 Roofing Tar Paper Roll 1.00000  No 645113 $15.83000
247 $15.82492
*Order by the dozen rolls.

5) 201512211 Roofing Tar Gal 0.50000 No 647811-2 $33.76000
252 $33.75000
€) 201646141 Reocfing Nails Bag 0.50000 Ne 513434 $6.24000
257 $6.23209
7) 301402200 Roofing Shingles Box 200000  Neo 645111 $48.50000
262 $48.50000

** Total Projected Cost (last): $474.76000 *

{eurrent): 547372167 "

* Number of records printed: 1
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Print Bill of Materials Report (Summarized)

Infinity POWER Sample Company, Inc. Page 1
Bill of Materials Report (4) 04/28/2006
(Summarized)
Item Number Description um Quantity
** Assembly:
9990010010x12BLT 10 X 12 Storage Shed - BUILT 1.00000
Fully Assembled
** Components:
1) 305011670 8'- 2" X 4" Boards EA 42.00000
2) 305011677 10'- 2" X 4" Boards EA 12.00000
3) 305022511 4' X 8' - Sheet Plywood EA 17.00000
4) 201502241 Roofing Tar Paper Roll 1.00000
5) 201513311 Roofing Tar Gal 0.50000
6) 201646141 Roofing Nails Bag 0.50000
7) 301402200 Roofing Shingles Box 2.00000
** Assembly:
998001008x10BLT 8 X 10 Storage Shed - BUILT 1.00000
Fully Assembled
** Components:
1) 305011670 8'- 2" X 4" Boards EA 44.00000
2) 305011677 10'- 2" X 4" Boards EA 4.00000
3) 3056022511 4' X 8' - Sheet Plywood EA 14.00000
4) 201502241 Roofing Tar Paper Roll 1.00000
5) 201513311 Roofing Tar Gal 0.50000
6) 201646141 Roofing Nails Bag 0.50000
7) 301402200 Roofing Shingles Box 2.00000
** Assembly:
9990110010x12KIT 10 X 12 Storage Shed - KIT 1.00000
** Components:
1) 3056011670 8'- 2" X 4" Boards EA 42.00000
2) 305011677 10'- 2" X 4" Boards EA 12.00000
3) 305022511 4' X 8 - Sheet Plywood EA 17.00000
4) 201502241 Roofing Tar Paper Roll 1.00000
5) 201513311 Roofing Tar Gal 0.50000
6) 201646141 Roofing Nails Bag 0.50000
7) 301402200 Roofing Shingles Box 2.00000
* Number of records printed: 3
Chapter 4 Print Reports  Page 4-13



Sales Order Entry User Manual

Print Bill of Materials Report (Multi-Level)

Infinity POWER Sample Company, Inc. Page 1
Bill of Materials Report (4) 04/28/2006
(Multi-Level)
Item Number Description um Quantity
** Assembly:
9990010010x12BLT 10 X 12 Storage Shed - BUILT 1.00000
Fully Assembled
** Components:
1: 305011670 8'-2" X 4" Boards EA 42.00000
1: 306011677 10" - 2" X 4" Boards EA 12.00000
1: 306022511 4' X 8' - Sheet Plywood EA 17.00000
1. 201502241 Roofing Tar Paper Roll 1.00000
1: 201513311 Roofing Tar Gal 0.50000
1: 201646141 Roofing Nails Bag 0.50000
1: 301402200 Roofing Shingles Box 2.00000
** Assembly:
998001008x10BLT 8 X 10 Storage Shed - BUILT 1.00000
Fully Assembled
** Components:
1: 305011670 8'-2" X 4" Boards EA 44.00000
1: 305011677 10" - 2" X 4" Boards EA 4.00000
1: 306022511 4' X 8' - Sheet Plywood EA 14.00000
1. 201502241 Roofing Tar Paper Roll 1.00000
1: 201513311 Roofing Tar Gal 0.50000
1. 201646141 Roofing Nails Bag 0.50000
1: 301402200 Roofing Shingles Box 2.00000
** Assembly:
9990110010x12KIT 10 X 12 Storage Shed - KIT 1.00000
** Components:
1: 306011670 8 - 2" X 4" Boards EA 42.00000
1: 306011677 10" - 2" X 4" Boards EA 12.00000
1: 305022511 4' X 8' - Sheet Plywood EA 17.00000
1. 201502241 Roofing Tar Paper Roll 1.00000
1. 201513311 Roofing Tar Gal 0.50000
1: 201646141 Roofing Nails Bag 0.50000
1: 301402200 Roofing Shingles Box 2.00000
* Number of records printed: 3
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Print Bill

of Materials Report (Multi-Level Cost Projections)

Infinity FOWER Sample Company, Inc.

Bill of Materials Repon
{Mutti-Level Cost Proj.)

Fage 1

Sales Order Entry User Manual

(4) 04/28/2006

Itern Number Description UM Quantity Unit Cost Extended Cost
" Assembly:
9990010010x12BLT 10 %12 Storage Shed - BUILT 1.00 $418.20 $418.20
Fully Assembled
** Componenis:
1. 305011670 8. 2% 4" Boards EA 42.00 £3.50 $147.00
1 305011677 10" - 2" X 4" Boards EA 12.00 $4.10 $49.20
1 3080228M 4'X ¥ - Sheet Plywood EA 17.00 $8.54 14518
1. 201502241 Rooling Tar Paper Rall 1.00 $15.82 $15.82
1. 201513311 Rooling Tar Gal 0.50 $33.75 $16.88
1. 201646141 Rooling Mails Bag 0.50 $6.23 $3.12
1 301402200 Roodling Shingles Box 2.00 $48.50 $97.00
** Total Projected Cost (Component Total Cost - From Level 1) $474.20°
" Total Projected Cost (Component Total Cost - From Raw Materials). §474.207
** Assembly:
959001008:10BLT 8 %10 Storage Shed - BUILT 1.00 $346.68 $346.68
Fully Assembled
** Components:
1 305011670 &' 2" % 4" Boards EA 44.00 $3.50 $154.00
1 305011677 10°- 2" X 4" Boards EA 4.00 £4.10 $16.40
1 30502251 4' X &' . Sheet Plywood EA 14.00 58.54 $119.56
1: 201502241 Rooling Tar Paper Rall 1.00 $15.82 $15.82
1 20151331 Rooling Tar Gal 0.50 $33.75 $16.88
1 201646141 Rooling Mails Bag 0.50 $6.23 $3.12
1 301402200 Rocling Shingles Box 2.00 $48.50 $97.00
** Total Projected Cost (Component Total Cost - From Level 1) 5422.78°
** Total Projected Cost (Component Total Cost - From Raw Materials): 5422.78°

* Mumber of records printed: 2
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CALCULATE PROJECTED USAGE (500222)

This option allows you to enter projected sales quantities for your finished goods, whether assemblies or
components. In addition, a complete material requirements calculation will be made on your entire inventory. This
materials requirement calculation may be reviewed by printing the “Projected Materials Usage Report.”

This option may be used to perform “what if” analysis of materials usage requirements. Projected and/or actual
material requirements may be entered in one of the following ways:

Clear Projected Usage This option allows you to clear the projected usage quantities for a range

Quantities of inventory items. In addition, the manufacturing requirements will be
zeroed.

Clear Manufacturing This option allows you to clear all projected manufacturing requirements

Requirements Only without affecting the Projected Usage Quantities. These first two options
are primarily used to clear out projection amounts between your “what
if” models.

Copy Reserved to Ship This option allows you to use your current unfilled customer orders as

Quantity to Projected the starting place for your projected usage analysis. This option

automatically transfers all “Quantity Reserved to Ship” amounts into the
projected usage fields for each inventory item. If you are processing
interactive with the Sales Order Entry system or if you are using the
“Record a Sales Order” option in Inventory, this option reads the total
backorder amount for each item. (quantity in “Quantity Reserved to

Ship”)
Calculate Manufacturing | Thjs option automatically calculates your complete manufacturing
Requirements requirements for all assemblies which have a “Projected Usage

Quantity” greater than the “Quantity On-Hand.” This shortage amount
will be used to calculate the manufacturing requirements of each
component in the assembly's bill of materials. These calculations may be
reviewed in the “Projected Materials Usage Report,” under the column
titled Manf. Req.

Enter Projected Usage This option allows you to directly input the Projected Usage Quantities
Quantities for a range of inventory items. When you select this option, we
recommend that you choose a HOME and END range of item numbers.
The system will automatically retrieve each item and display the current
Projected Usage Amount. You may change the quantity or continue with
no change. Normally, your next step is to print the “Projected Materials
Usage Report,” which is the next option on the menu.

NOTE
The option to Calculate Manufacturing Requirements assumes that your
inventory numbering sequence is such that all sub-assemblies have higher
inventory numbers than assemblies that use them. This is required because the
system calculates manufacturing requirements as it moves through the
inventory file sequentially from lower numbers to higher.

Results:

IMO01dy.co - Inventory Item File
- Projected Usage Quantity Updated
- Manufacturing Requirements Updated
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PROJECTED MATERIAL USAGE REPORT (IM0235)

This report displays all material usage requirements as calculated in the “Enter Projected Usage Amounts” option.
A complete breakdown is provided showing all necessary production levels and raw material acquisition
requirements.

This report is available in the following formats:

All Inventory Items This includes all inventory items within the specified range.

Projections Only Those inventory items that have had projections entered or which are
required for manufacturing.

Shortages Only Those inventory items which do not have enough “Quantity On-Hand”

to meet projected usage requirements.

Overages Only Those inventory items which have excess “Quantity On-Hand” to meet
projected usage requirements.

When you select this report you may specify the inventory item range and mask, as well as the desired report format.
The fields included in this report are:

Field Name:

Assembly and Components:

- Cat./Class/Part/Loc. (Item Number)

- Description

- Bin Number

- U/M (Unit of Measure)

- Alternate Part Numbers

- Projected (Projected Quantity Needed)

Specified in “Enter Projected Usage Amounts”

- Manf. Req. (Manufacturing Requirements) - Quantity
Automatically Calculated from Projected Quantity
Needed in “Enter Projected Usage Amounts”

- Total Required - Sum of Projected Quantity Needed plus
Manufacturing Requirements

- On-Hand (Quantity On-Hand)

- On-Order (Quantity On-Order)

- Extra (OH) - Excess (or Shortage if negative quantity)
of Inventory Based on On-Hand Minus Total Required

- Extra (OO) - Excess (or Shortage if negative quantity)
of Inventory Based on On-Hand Plus On-Order,
Minus Total Required

- Short - X if a Shortage of Extra (OH) or Extra (OO)
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Projected Materials Usage

Infinity FOWER Sample Company, Inc. Fage 1
Projected Materials Usage (4) 04/28/2006
Item Mumber Description Alternate Parts Projected Total On-Hand Extra (OH) Short
UM  Bin Number Mart. Req. Required On-Order Extra (0O0)
WVendor # \endor Part #
9990010010=12BLT 10 X 12 Sworage Shed - BUILT 6.00 6.00 38.00 32.00
0oz Fully Assembled 0.00 0.00 32.00
BOW1 Mone Assembled
999001008x10BLT 8 %10 Storage Shed - BUILT 5.00 5.00 14.00 5.00
om Fully Assembled 0.00 0.00 5.00
BOW1 Mone Assembled
99901100101 2KIT 10 %12 Sorage Shed - KIT 4.00 4.00 19.00 15.00
nos 0.00 0.00 15.00
999011008x10KIT 8 %10 Storage Shed - KIT 18.00 18.00 25.00 7.00
006 0.00 0.00 7.00
Grand Totals: 37.00 37.00 96.00 59.00
0.00 0.00 59.00

* Mumber of records printed: 4
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ORDER ANALYSIS REPORT (S00223)

This report provides a detailed sales journal report of all transactions recorded for a range of sales orders or all
completed orders. This report includes a summary of all billing and cost amounts and gross profit calculations.

When you select this option you will be asked for a range of sales order numbers. Once you have selected the range,
you will be prompted for the sort by field and customer number mask. The system will then ask if you want to
include only completed sales orders. If you <click> on the check box, only those orders which are complete will be
included on the report. Any incomplete orders within the range specified will be skipped. If you leave the check box
blank, the report will include all of the orders within the specified range.

You will also have the option of including sales code detail on the report. If you select this feature by <clicking> on
the check box, the effect of each order on the sales codes will be listed along with the transactions for each order. A
sales code summary will also be printed at the end of the report that gives totals for each of the sales codes printed
on the report. If you do not select the sales code detail feature, only the transactions themselves will be printed.

The fields included in this report are:
Field Names:

- Transaction Date

- Transaction Type

- Transaction Number

- Transaction Description

- Customer Number

- Customer Name

- Salesman Number

- Order Number

- Transaction Amount

- Cost Amount

- Tax Amount

- Total

- Gross Profit Amount

- Gross Profit Percent

- Total Transaction Amount per Order
- Total Cost Amount per Order

- Total Tax Amount per Order

- Total Freight Amount per Order

- Total Gross Profit per Order

- Average Gross Profit Percent per Order
- Grand Total Transaction Amount

- Grand Total Cost Amount

- Grand Total Tax Amount

- Grand Total Freight Amount

- Grand Total Gross Profit

- Overall Average Gross Profit Percent
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Order Analysis Report

Infinity FOWER Sample Company, Inc.

Fage 1

Order Analysis Report (4) 04/28/2006
(Completed)
Date Customer # Name Trans. Amount Cost Amount Tax Total
Type  Trans & Description Slm# Order# Gross Prafit Freight GP %
01/01/2006  UNIVA University of Tampa $30,623.00 §1,922.72 $0.00 $30,623.00
Inv 69215 Invoice BM 10510 $28,700.28 $0.00 9372 %
** Detail:
Code Description Tax Quantity /M Unit Price  Disc.  Sale/Cost Profit
31200  Elecirical Outlet Box No 200.00 EA $146.43000 $29,286.00 $27,919.28
408016134 $1,366.72 95.33 %
31200 2" Wire Clamp Mo 100.00 EA $1.12000 $112.00 $21.00-
606107 §133.00 1875 %
31200  Elecwric Box - Fuses Mo 100.00 EA $3.97000 $397.00 $174.00
607131 $223.00 4383 %
31200 Eleciric Box Pole Stand No 10,00 EA $82.80000 $828.00 $628.00
608126 $200.00 75.85 %
* Order Totals: $30,623.00 $1,92272 $0.00 $30,623.00
(Cash: $0.00) $28,700.28 $0.00 93.72%
03/31/2006  LIMIVY University of Tampa $30,623.00 $15,024.00 $0.00 $30,623.00
Inw 69233 Invoice BM 10520 $15,599.00 $0.00 50.94 %
™" Detail:
Code Description Tax Quantity UM Unit Price  Disc.  Sale/Cost Profit
31200  Electrical Outlet Box Mo 200.00 EA $146.43000 $29,286.00 $14,818.00
408016134 $14,468.00 50.60 %
31200 27 Wire Clamp Me 100.00 EA £1.12000 £112.00 $21.00-
606107 $133.00 -1875 %
31200 Electric Box - Fuses Mo 100.00 EA $3.97000 $397.00 §174.00
607131 §223.00 43.83 %
31200  Electric Box Pole Stand Mo 10,00 EA $82.80000 $828.00 $628.00
608126 §200.00 75.85 %
* Order Totals: $30,623.00 $15,024.00 $0.00 $30,623.00
( Cash: $0.00) $15,599.00 $0.00 50.94 %
03/31/2006 BOCA Boca Ciega Club $9,056.56 $2436.15 $0.00 $9,066.56
Inv 69234 Invoice G 10821 $6,620.41 $0.00 73.10%
** Detail:
Code Description Tax Quantity UM Unit Price Disc.  Sale/Cost Profit
31300 10'- 2" X 4" Boards Mo 74.00 EA £7.19000 £532.06 $228.66
305011677 $303.40 42.98 %
31300  Lightweight Sawblades Mo 25.00 EA $9.78000 $244.50 $111.75
50221165 $132.75 4571 %
31200 Electric Box Pole Stand Mo 100.00 EA $82.80000 $8,280.00 $6,280.00
608126 $2,000.00 75.85 %
" Order Totals: $9,056.56 $2436.15 $0.00 $9,056.56
{Cash: $0.00) $6,620.41 $0.00 73.10%
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Infinity FOWER Sample Company, Inc.

Order Analysis Report

(Completed)
Date Customer # Name Trans. Amount
Type  Trans & Description Slm# Order#
" Grand Toals: $70,302.56
{Cash: $0.00)

* Mumber of records printed: 3

Chapter 4
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Fage 2
(4) 04/28/2006

Cost Amount Tax Total
Gross Prafit Freight GP %
$19,382.87 §0.00 $70,302.56
$50,919.69 $0.00 7243 %
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Infinity FOWER Sample Company, Inc. Fage 1
Completed Order Analysis (4) 04/28/2006
Sales Code Summary

Code Description Sales C.0s.
31200 Electrical Materials $69.526.00 $18,946.72
31300 Framing Materials §776.56 $436.15
* Total Sales: $70,302.56 $19,382.37
" Met Sales: $70,302.56 $19,382.87
* Gross Profit: $50,919.69
* Gross Profit %: 7243 %

* Mumber of records printed: 2
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PRINT SALES ORDERS (S00201)

This option allows you to print original or duplicate Sales Orders for any or all Sales Orders and Proposals. This
option allows you to print either all new Sales Orders or a range of Sales Orders. The form that will be used is the
form you have set up in the Master Configuration for Sales Orders. If you choose to print all new Sales Orders, the
system will immediately begin printing all Sales Orders that have not yet been printed. If you choose to print a range
of Sales Orders, the system will ask you for the beginning and ending Sales Orders to Print.

Every time a Sales Order is printed, the system will increment the “Number of Times Printed” field under the
“Sales Order Status” button. These sales orders are used to confirm orders that have been entered into the system.
You may send them to your customer as a confirming order or you may use them for internal use, such as giving a
copy to your salespersons.

You may print these orders as many times as you desire.

Once your selections have been made, the following screen will appear:

Select Form - Sales Orders x|

Current Form: —Alignment

Default Form: LORD1 {* Suggested Form

Suggested Form [T Browse... | ¢ Cument Form
Select Defaults... | Cancel | Aligr |

Contact DPAForms, Inc. for the best guality
businesz forms, checks, tax forms and related
accezgories for your busineszs softwvare products.
Online Ordering at wamr. dpaforms . com

Or call (800) 660-8605 9:00am - &:00pm EST.

<Click> on “Select” to continue. You may test your form alignment by <clicking> on the “Align” button which
will send a test page to your printer so that you may visually determine if your forms are correctly lining up with any
preprinted forms. <Click> on “Cancel” to exit this option.

Don’t forget that the use of the “..”” or two periods in the Sales Code fields during entry of detail lines allows users
to create text only lines on a Sales Order. The “.. TEXT” feature allows for up to ten (10) lines of free form text to
be added on a single line entry. The following sample Sales Order illustrates how this is done.

A simple use of the “..”” code was done in between the item number and the text to create spacing on the form.
Users can be as creative as desired in spacing out their text along with their item numbers on a single Sales Order.

Plus, the Forms Generator module that is included with all Infinity POWER applications also allows for users to
incorporate their logos as part of all sample white paper forms. Or, you may request that Data Pro or your Data Pro
Dealer make these changes to your forms to further enhance the look of your organization.

Chapter 4 Print Reports  Page 4-23



Sales Order Entry User Manual

The fields included in this report are:
Field Names:
Fields depend on the form selected, normally the fields are as follows:

- Sales Order Number

- Order Type

- Print Date

- Page Number

- Bill To: Name & Address
- Ship To: Name & Address
- Customer Account Number
- Open Item Description

- Order Date

- Customer's P.O. Number

- Salesman Number

- Shipping Instructions

- Sales Code

- Quantity Ordered

- Unit of Measure

- Description

- Inventory Item Number

- Unit Price

- Discount % by Line

- Extended Amount

- Terms Description

- Overall Customer Discount
- Subtotal

- Sales Tax

- Freight

- Deposit Amount

- Total Amount Due

- Remit-To Address
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Sales Orders

Infinity POWER Sample Company, Inc.
***SALES ORDER ***

Number : 10525 - Normal Date: 04/28/2006

Account: HARC1 Page: 1
Sim# : BM
Bill To: Ship To:

Fred Hart Fred Hart

7500 N. Alamo Drive
Tampa, FL 33651

2411 N. Palm Way
St. Petersburg, FL 33703

Description | Order Date | Customer PO Number | Shipping Instruction
Invoice | 04/28/2006 | Verbal/Showroom | Customer Pick-Up
Code Quantity UM Description Price Amount
10000 5.00 Each SONY 50" LCD Color Television $2,495.00000
$11,227.50
SONY 52311
Install at the customer's location but the office must first
call before we can deliver. Special permission must be
granted at the guard gate before deliveries can be made.
Customer's Home Phone # is: 727-803-1500.
Terms: Net30 Disc. (0.000): $0.00
Remit Payment to: Subtotal $11,227 .50
Infinity POWER Sample Company, Inc. Tax (County T): $729.79
150 Second Avenue North Freight : $0.00
16th Floor Less Deposit : $2,500.00
St Petersburg, FL 33701
USA Amount Due $9,457.29
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PRINT PACKING LIST (S00202)

This option allows you to print Packing Lists (also called Pick Tickets) which may be sent to the warehouse. The
warehouse can fill in the quantities actually shipped and return the Packing List to accounting, so that the shipments
can be recorded.

This option asks you for the beginning and ending Sales Orders to print and the customer mask. After selecting the
Sales Order range and Customer Mask, the system will ask you for the “Ship Through Date.” This is date that will
be compared to the scheduled ship date for each Sales Order to determine what should be shipped.

If you have specified to “Allow Line Item Ship Dates” in the Master Configuration, the system will print the
specific line items meeting the date criteria. When line item ship dates are disabled, the system operates based on the
overall scheduled ship date for the order. The system will only print a packing list for those Sales Orders that satisfy
the following criteria:

A) Sales Order is type:
1) Normal
2) Auto-Cancel

3) Special Order

Packing Lists will not be printed for type 4 “Drop Shipments” since these orders are shipped directly from
your vendors to your customers and are therefore not in your inventory.

B) The Sales Order must have a quantity remaining to be shipped.

C) The Sales Order does not have a “hold” placed on the shipment. A hold may be placed on specific lines of
the sales order or on the entire order, if you prefer.

D) The “Ship through Date” is greater than or equal to the sales order's scheduled ship date field.

E) The current system date is not past the cancel date of the Sales Order, if the order is an Auto-Cancel Order,
type 2.

The form that will be used is the form you have set up in the Master Configuration for Packing Lists. Every time a
Packing List is printed, the system will increment the “Number of Packing Lists Printed” field in the Order Entry
master record.

Once your selections have been made, the following screen will appear:

Page 4-26  Print Reports Chapter 4



Sales Order Entry User Manual

Select Form - Packing Lists il
Current Form: Calgnment————————

Drefault Form: LIZTS  Suggested Fom

Bromse... | = Current Form
Select I Diefaults.. | Cancel | Align |

Suggested Form: |URSsisE

Contact DPAForms, Inc. for the best guality
business form=, checks, tax forms and related
accessories for youwr business softwvare products.
Online Ordering at wnr dpaforms. com

Or call (800) 660-8605 P:00am - &:00pm EST.

<Click> on “Select” to continue. You may test your form alignment by <clicking> on the “Align” button which
will send a test page to your printer so that you may visually determine if your forms are correctly lining up with any
preprinted forms. <Click> on “Cancel” to exit this option.

Plus, the Forms Generator module that is included with all Infinity POWER applications also allows for users to
incorporate their logos as part of all sample white paper forms. Or, you may request that Data Pro or your Data Pro
Dealer make these changes to your forms to further enhance the look of your organization.

The fields included in this report are:
Field Names:

Fields depend on the form selected. Normally the fields are as follows:

- Sales Order Number - Original Quantity Ordered

- Order Type - Current Quantity Remaining

- Print Date - Quantity Shipped (hand written)
- Page Number - Unit of Measure

- Bill To: Name & Address - Description

- Ship To: Name & Address - Inventory Item Number

- Customer Account Number - Bin Number

- Open Item Description - Total # of Boxes (hand written)
- Order Date - Total Weight (hand written)

- Customer's P.O. Number - Packed By (hand written)

- Salesman Number
- Shipping Instructions
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Packing List

Infinity POWER Sample Company, Inc.
*T*PACKING LIST ***

Number : 10522 - Normal Date: 04/28/2006
Account: JAG1 Page: 1
Bill To: Ship To:
Joanne Gonzalez Joanne Gonzalez
5236 Farmington Blvd. 5236 Farmington Blvd.
Tampa, FL 33625 Tampa, FL 33625
Description | Order Date | Cust PO # | Sales Order | Shipping Instuctions
Invoice | 04/11/2006 | | 10622 |
Qty Ordered Remaining Qty Shipped UM Description
74.00 46.00 EA 10'-2" X 4" Boards
305011677

Infinity POWER Sample Company, Inc.

150 Second Avenue North Total # of Pkgs.:
16th Floor Total Weight
St Petersburg, FL 33701
USA
Packed By:
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PRINT PICKING TICKET REPORT (S00212)

This option allows you to print a report of quantities ordered but not shipped. The summary report provides totals by
bin number and inventory item. The detailed report provides a further breakdown of the inventory items by sales
order.

When you select this option, you will be prompted for the beginning and ending sales orders. You also have the
choice of printing it in summary or detailed formats. You may also choose to run this reporting using a specific
customer mask. Next, enter the desired “ship through date.” <Click> on the *“Start” button to validate and the
report will be printed.

If you have specified to “Allow Line Item Ship Dates” in the Master Configuration, the system will print the report
for the specific line items scheduled for shipment through the date specified. Otherwise, the overall scheduled ship
date for the order will be used. The report will be sorted by bin number, which may include items without a bin
number, then by inventory item.

The fields included in this report are:
Field Names:
- Summary

-Bin#

- Part/Loc.

- Description

- Quantity on Hand
- Quantity Ordered
- Quantity Picked

- Bin Total

- Grand Total

- Detailed

-Bin#

- Part/Loc.

- Description

- Order #

- Customer #

- Quantity Ordered
- Quantity Picked
- Item Total

- Bin Total

- Grand Total
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Bin#

247

252

262

72

mn

288

310

Print Picking Ticket Report (Summary)

Infinity FOWER Sample Company, Inc.
Picking Ticket Repon
Scheduled Shipments Through 04/28/2006

CQuantity CQluantity

Iter Mumber Description On-Hand Ordered
201502241 Roofing Tar Paper 1,719.00 S0.00
* Bin Total: 1,719.00 50.00
201513311 Roofing Tar 5.00 10.00
* Bin Total: 5.00 10.00
301402200 Roofing Shingles 0.00 200.00
* Bin Tetal: 0.00 200,00
305011677 10'- 2% x 4" Boards 0.00 320.00
* Bin Total: 0.00 320.00

305011688 12'. 2% % 4" Boards 0.00 150.00
* Bin Total: 0.00 150.00

40770614 50" - Heavy Gauge Copper Wire 45.00 100.00
* Bin Total: 45.00 100.00

608126 Electric Box Pole Stand 310.00 110.00
" Bin Total: 310,00 110.00

* Grand Total: 2,079.00 940.00

* Mumber of records printed: 7
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Print Picking Ticket Report (Detailed)

Infinity FOWER Sample Company, Inc. Fage 1
Picking Ticket Report (4) 04/28/2006
Scheduled Shipments Through 04/28/2006

Quantity Cluantity Cuantity

Bin# Iterm Number Description Order # Custorner # On-Hand Ordered Picked
247 201502241 Roofing Tar Paper 10507 RWCH 1,719.00 50.00
* Item Total: 1,719.00 50.00

" Bin Total: 1,719.00 seo00

252 201513311 Roofing Tar 10507 RWCH 5.00 wee
* Item Total: .00 10.00

* Bin Total: 5.00 1000 _ 000

262 301402200 Roofing Shingles 10507 RWCH 0.00 20000

* ltem Tatal: 0.00 200.00 o
" Bin Toal: 0.00 200.00

272 305011677 10' - 2" X 4" Boards 10494 BOCA 0.00 7400
10509 JONJ1 0.00 200.00

10522 JAG1 0.00 4600

* Item Total: 0.00 300
" Bin Total: 0.00 320.00
277 305011688 12'- 2" X 4" Boards 10509 JONJ1 0.00 150.00
" Item Total: 0.00 150.00

* Bin Total: 0.00 18000 o oo

288 40770614 50' - Heavy Gauge Copper Wire 10509 JONJ1 45.00 10000

* ltem Tatal: 45.00 w000
" Bin Toal: 45.00 100.00
310 BOB126 Electric Box Pole Stand 10506 JONJ1 310.00 100.00
10509 JONT 31000 10.00
" Item Total: 310.00 110.00

* Bin Total: 310.00 100
" Grand Total: 2,079.00 940.00

* Mumber of records printed: 7
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PRINT SHIPPING LABELS (S0O0203)

This option prints shipping labels for the exact number of packages shipped for each Sales Order. Use of this feature
is optional.

This option is used to print the shipping labels for those Sales Orders that have had shipments recorded. The system
will print a label for each package that you have specified for the shipment. Each label will be marked so that each
label is a number of the total. For instance, if there were seven packages shipped out for an order, the first label will
be marked to include “1 of 7.”

This allows freight companies and warehouse staff to know exactly how many packages should be included in this
particular shipment. The size of the label printed is defined in the Master Configuration. The fields included in this
report are:

Field Names:

Ship To: Name

- Ship To: Address

- Order Number

- Package Number of Total Packages
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PRINT BILLS OF LADING (S00204)

This option prints a Bill of Lading (also called a Formal Packing List) which may accompany the actual shipment.
This document displays the total shipment weight, number of packages, and shipping address. It may optionally
include the actual shipment detail as well.

This option will print a Bill of Lading for each Sales Order that has had shipments recorded. This is often called a
Formal Packing List because many companies prefer to enclose this document with the actual shipment. Other
companies must provide this document to their freight company in order to process the shipment.

The form that will be used is the form you have set up in the Master Configuration for Bills of Lading. Every time a
Bill of Lading is printed, the system will increment the “Number of Bills of Lading Printed” field in the Sales
Order master record. Please note that if you attempt this option and nothing happens, verify that you have first
executed the option to “Record Shipments” Otherwise, the system will simply return you to the menu and wait for
your next command.

Once your selections have been made, the following screen will appear:

Select Form - Bill of Lading x|

Current Form: —Alignment

Default Form: BILL {* Suggested Form

Suagested Form: I Browse. . | ) Current Farmn
Select Defaults... | Cancel | Aligr |

Contact DPAForms, Inc. for the best guality
businesz forms, checks, tax forms and related
accezgories for your busineszs softwvare products.
Online Ordering at wamr. dpaforms . com

Or call (800) 660-8605 9:00am - &:00pm EST.

<Click> on “Select” to continue. You may test your form alignment by <clicking> on the “Align” button which
will send a test page to your printer so that you may visually determine if your forms are correctly lining up with any
preprinted forms. <Click> on “Cancel” to exit this option.

Plus, the Forms Generator module that is included with all Infinity POWER applications also allows for users to
incorporate their logos as part of all sample white paper forms. Or, you may request that Data Pro or your Data Pro
Dealer make these changes to your forms to further enhance the look of your organization.
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The fields included in this report are:
Field Names:
Fields depend on the form selected. Normally the fields are as follows:

- Sales Order Number

- Order Type

- Print Date

- Page Number

- Bill To: Name & Address

- Ship To: Name & Address
- Customer Account Number
- Open Item Description

- Order Date

- Customer's P.O. Number

- Salesman Number

- Shipping Instructions

- Original Quantity Ordered
- Current Quantity Remaining
- Quantity Shipped

- Unit of Measure

- Description

- Inventory Item Number

- Total # of Packages

- Total Weight
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Bill of Lading

Infinity POWER Sample Company, Inc.
***BILL OF LADING ***

Number : 10525 - Normal Date: 04/28/2006
Account: HARCAH Page: 1
Bill To: Ship To:
Fred Hart Fred Hart
7500 N. Alamo Drive 2411 N. Palm Way
Tampa, FL 33651 St. Petersburg, FL 33703
Description | Order Date | CustPO # | Sales Order | Shipping Instruction
Invoice | 04/28/2006 | Verbal/Showr | 10525 | Customer Pick-Up
Total Number of Pkgs.: 1
Total Weight : 90.00
Amount of Freight : $200.00

Infinity POWER Sample Company, Inc.
150 Second Avenue North

16th Floor

St Petersburg, FL 33701

USA
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PRINT ORDER STATUS REPORT (S00205)

This option prints the summarized status information for all Sales Orders or Proposals. This report will also indicate
the number of times each preprinted form has been printed.

This report may be used as a quick overview of the status of each Sales Order and/or Proposal. You may specify
which Sales Order type to include, a “Percent Complete,” and whether you want to include those orders above or
below the specified percent. The percent complete is based on the total order quantity divided by the total shipped
quantity. This allows you to only view those orders that have met or not met your requirements for review. This is a
very important management tool to be able to see where possible problems may be developing in manufacturing,
distribution, or accounting.

In the Include Types section, you can <click> the Select All, UnSelect All, or Invert button to make your desired
selections.

The fields included in this report are:
Field Names:

- Order Number

- Customer

- Number of Sales Orders Printed
- Number of Packing Lists Printed
- Number of Bills of Lading Printed
- Number of Invoiced Printed

- Order Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Percent Filled

- Status

- Salesman Number and Name
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Order #

10502

10506

10507

10508

10509

10810

10520

10522

10528

Customer

% Filled

ALLEY
0.00 %

JORJT
0.00 %

RWCH
0.00 %

ALLE1
0.00 %

JOMJ1
0.00 %

LNV
100.00 %

LNV
100.00 %

JAGT
76.88 %

HARC1
140.00 %

* Mumber of records printed: 9
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Order Status Report

Infinity FOWER Sample Company, Inc.

{-- Times Printed -/
S0 PL BL INV

Allens Hardware Shops Inc.
2 1 0 0

Sonia Jones Interior Design
1 1 0 0

Relief World Children’s Home
1 1 0 0

Allens Hardware Shops Inc,
1 1 0 0

Sonia Jones Interior Design

1 1 ] o
University of Tampa
0 0 0 1

University of Tampa
L] 0 0 1

Joanne Gonzalez

1 4 0 1
Fred Han
[ [i} 9 0

Order Status Repon

Type Cust. PO

Status

Mormal

Mormal

Mormal

Mormal

MNormal

Filled

Filled

MNormal

Mermal Verbal'Showroom

Order Date

12/31/2004

04/01/2006

04/01/2006

01/01/2006

01/01/2006

01/01/2008

01/01/2006

04/11/2006

04/28/2006

Fage 1

(4) 04/28/2006

Ship Date
Last Ship

01/01/2008

03/31/2008

03/31/2008

04/28/2006

Latest Date
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PRINT BACKLOG REPORT (S00206)

This report shows the original order quantity, shipments to date, remaining quantity to ship, quantity billed, and
backlog dollar amount on all current Sales Orders. This report is available in Sales Order numeric order or Customer
number order.

This report gives you a complete detailed report of all backorder information. You may select a Sales Order range,
and optionally change the sorting criteria to print the report in customer order. This is an excellent report to quickly
view the current backlog quantities by detail line for each order. In the Types section, you can <click> the Select
All, UnSelect All, or Invert button to make your desired type selections.

You may find this report to be very helpful in the areas of manufacturing as well. The data included in this report
may help determine production requirements if you are not interactive with the Inventory module.

The fields included in this report are:
Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Item Description

- Inventory Item Number

- Unit of Measure

- Quantity Ordered

- Quantity Shipped

- Quantity Billed

- Quantity Remaining on Backorder
- Backorder Dollar Amount

- Order Totals

- Grand Totals

- Salesman Number and Name
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Backlog Report

Infinity FOWER Sample Company, Inc.

Backlog Report

Fage 1
(4) 04/28/2006

Order # Customer Type Cust. PO Order Date Ship Date  Latest Date
Description Ship Date umM Qty Order Qty Ship City Billed  Qty Remain Backorder Amt
Itern Mumber
10802 ALLEY Allens Hardware Shops Inc, Mermal 12/31/2004
Salesman: JF Jack Friedman
1) Sales - Taxable 1213172004 1.00 0.00 0.00 1.00 $500.00
* Order Totals: 1.00 0.00 0.00 1.00 $500.00
10506 JORJT Sonia Jones Interior Design Mormal 04/01/2006
Salesman:  BM Bill Maguire
1)  Electric Box Pole Stand 04/01/2008 EA 100.00 0.00 0.00 100.00 $8,280.00
GOB126
% 06000000000000000001 04/01/2006
" Order Totals: 100.00 0.00 0.00 100.00 $8,280.00
10507 RWCH Relief World Children's Home Mormal 04/01/2006
Salesman:.  JLG Janie Goss
1) Rooling Tar Paper 04/01/2006 Rall 50.00 0.00 0.00 50.00 $1,351.00
201502241
2)  Roofing Tar 04/01/2008 Gal 10.00 0.00 0.00 10.00 $621.00
201513311
3) Rooling Shingles 04/01/2008 Box 200.00 0.00 0.00 200.00 $18,400.00
301402200
" Order Totals: 260.00 0.00 0.00 260.00 $20,372.00
10508 ALLE1 Allens Hardware Shops Inc. Mormal 01/01/2006
Salesman:  JF Jack Friedman
1) True X 1600 (FC) 5 Gal. 01/01/20086 Pail 8.00 0.00 0.00 8.00 $240.00
TTCONUT219/0005.0200
2y True X 1600 (FC) 7 Gal. 01/01/2008 Pail 1.00 0.00 0.00 1.00 $50.00
TTCOMNUT219/0007.0200
* Order Totals: 9.00 0.00 0.00 9.00 $280.00
10509 JORJT Sonia Jones Interior Design Mormal 01/01/2006
Salesman: BM Bill Maguire
1) 10°- 2" X 4" Boards 01/01/2008 EA 200.00 0.00 0.00 200.00 $1,438.00
305011677
2) 12°-2"X4"Boards 01/01/2008 EA 1560.00 0.00 0.00 150.00 $1,401.00
305011688
3) 50" - Heavy Gauge Copper Wire 01/01/2006 Feet 100.00 0.00 0.00 100.00 $7,969.00
40770614
4)  Electric Box Pole Stand 01/01/2006 EA 10.00 0.00 0.00 10.00 $822.00
GOE126
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Backlog Report

Sales Order Entry User Manual

Fage 2
(4) 04/28/2006

Order # Customer Type Cust. PO Order Date Ship Date  Latest Date
Description Ship Date umM Qty Order Qty Ship City Billed  Qty Remain Backorder Amt
Itern Mumber
* Order Totals: 460.00 0.00 0.00 460.00 $11,636.00
10522 JAGT Joanne Gonzalez Mormal 04/11/2006
Salesman: HOUSE House Sales
1) 10'- 2" X 4" Boards 04/27/2006 EA 74.00 28.00 28.00 46.00 $330.74
305011677
2) Lightweight Sawblades 04/28/2006 EA 25.00 25.00 25.00 0.00 $0.00
50221165
3) Eleciric Box Pole Stand 04/28/2006 EA 100.00 100.00 100.00 0.00 $0.00
608126
* Order Totals: 189.00 153.00 1563.00 46.00 $330.74
** Grand Totals: 1,029.00 153.00 153.00 £76.00 $41,408.74

* Mumber of records printed: &
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PRINT BOOKING REPORT (S00207)

This report shows the order number, order type, customer number and name, salesman, customer purchase order
number, order date, ship date and cancel date, sales amount, estimated cost, estimated profit and profit percentage.

This report prints a listing of sales orders book during a certain time frame or period. You may choose to print this
report based on customer, salesman, order date (defined by a beginning and ending date) and order type. This
report is available in a detailed or summary format.

In the Include Types section, you can <click> the Select All, UnSelect All, or Invert button to make your desired
selections.

The fields included in this report are:
Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number
- Order Date

- Ship Date

- Cancel Date

- Sales Amount

- Estimated Cost

- Estimated Profit

- Estimated Profit Percentage
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Booking Report

Infinity FOWER Sample Company, Inc. Fage 1
Booking Repon (4) 04/28/2006
Order # Type Order Date  Ship Date Cancel Date Sale Est. Cost Est. Profit Est. Prit
Salesman %
Customer Cust. PO
10493 Mormal 04/04/2006  05/16/2006  05/29/2008
RCW Ruszell Wartner
SAMPGRILL Sampsons Grilling Systems F-24343488 $2,999.99 $412.10 $2,587.39 £6.26%
10506 Mormal 04/01/2006
BM Bill Maguire
JONJT Sonia Jones Interior Design $8,280.00 $2,000.00 $6,280.00 75.85%
10507 Mormal 04/01/2006
JLG Janie Goss
RWCH Relief World Children's Home $20,372.00 $960.25 $19,411.75 95.29%
10522 Mormal 04/11/2006
HOUSE House Sales
JAGT Joanne Gonzalez $9,056.56 $2,132.75 $6,923.81 T6.45%
10525 Mormal 04/28/2006
EM Bill Maguire
HARC1 Fred Hart ‘Verbal'Showroom $11,227.50 $8,906.85 $2,320.65 206T%
10526 Proposal 04/28/2006
HOUSE House Sales
UsF1 University of South Florida RFF $6,466.50 $1,200.00 $5,266.50 £1.44%
Count
** Total - Unfilled : 5 $51,936.05 $14,411.95 $37,524.10 72.25%
™ Total - Filled 0 $0.00
"GrandTotal 5 $51,936.08
** Total - Proposals : 1 $6,466.50 $1,200.00 $5,266.50 B1.44%

* Mumber of records printed: &
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PRINT STOCK REQUIREMENTS AGING (S00208)

This report provides a complete materials requirements scheduling based on the current stock aging categories that
you have defined in your “Set Up Master Configuration” option. The aging will include all inventory items
currently on order. You must be processing interactive with the Manufacturing Inventory Management module to
utilize this report.

This report provides a very useful tool in projecting the future stock requirements based on current Sales Orders.
The report will display the total inventory requirement quantities by aging category established in your Master
Configuration, as well as providing current stock levels in inventory.

The aging compares the scheduled ship date of each order to the current system date and the defined aging
categories. This will assist you in determining how soon production of goods or receipt of goods needs to be
completed. You may select a range of inventory items to include on this report.

The fields included in this report are:
Field Names:

- Inventory Item Number

- Inventory Item Description
- Unit of Measure

- # of Sales Orders for This Item
- 1st Aging Category

- 2nd Aging Category

- 3rd Aging Category

- 4th Aging Category

- Total Required

- Current Quantity on Hand
- Quantity on Order

- Quantity Available
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Iter Mumber

1060178511

1060178511

1060178511

1060185461

1060185461

1060216522

1060216522

201502241

201502241

Chapter 4

Description

Corner Blocks

Corner Blocks

Corner Blocks

Concrete Blocks

Concrete Blocks

Cement - 100 |b. Bag

Cernent - 100 |b. Bag

Roofing Tar Paper

Roofing Tar Paper

Sales Order Entry User Manual

Stock Requirements Aging

Infinity FOWER Sample Company, Inc.
Stock Requirements Aging
umM # Orders 1-7 Days 8-14 Days 1530 Days Over 30
EA 4 232.00 0.00 0.00 0.00
Gty on Hand :
Qity on Order :
City Available:

Reserved Variance:

EA 1 6.00 0.00 0.00 0.00
Qty on Hand :
Qty on Order :
Qty Available:
Reserved Variance:

EA 4 6.00 0.00 0.00 0.00
Qty on Hand :
Cty on Order :
Qty Available:

Reserved Variance:

EA 4 50.00 0.00 0.00 0.00
City on Hand :
Oty on Order :
Gty Available:

Reserved Variance:

EA 5 6.00 0.00 0.00 0.00
Qity on Hand :
Cty on Order :
Qty Available:

Reserved Variance:

Bag 4 §1.00 0.00 0.00 0.00
ity on Hand :
Oty on Order :
Oty Available:

Reserved Variance:

Bag 4 6.00 0.00 0.00 0.00
Qity on Hand
City on Order :
City Available:

Reserved \ariance:

Roll 4 111.00 0.00 0.00 0.00
Qty on Hand :
Gty on Order :
Qty Available:

Reserved Variance:

Rall 1 6.00 0.00 0.00 0.00
Qty on Hand :
Cty on Order :
Qty Available:

Print Reports

Fage 1

(4) 04/28/2006

Total Req.

23200 °
20,028.00
500.00
20,028.00

232.00 X

6.00 "
20,028.00
600.00
20,028.00

6.00 >

6.00 "
20,028.00
600.00
20,028.00

6.00 X

50.00 *
400.00
0.00
400.00

50.00 %

6.00 *
400.00
0.00
400.00

6.00 X

21.00 *
1,273.00

0.00
1,273.00

21.00X

6.00 *

1,273.00
0.00

1,273.00
6.00%

111.00 *
1,719.00
150.00
1,713.00

105.00 %

6.00

1,719.00
150.00

1,713.00
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PRINT BACKLOG BY SINGLE ITEM (S0O0209)

This option allows you to quickly review every current Sales Order that has a backlog quantity (quantity ordered
but not shipped) for specific inventory items.

This report may be used to analyze the detailed backorder information for a specific inventory item. You may have
several different sales orders all requesting the same inventory item. This report will allow you to view all
outstanding sales orders and requirements by a specific inventory item. This will allow detailed assessment of the
needs of any particular item.

The fields included in this report are:
Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Item Description

- Inventory Item Number

- Unit of Measure

- Quantity Ordered

- Quantity Shipped

- Quantity Billed

- Quantity Remaining on Backorder
- Backorder Dollar Amount
- Grand Totals
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Order #

10508

10509

10522

Customer

Description

JOMJT
Electric Box Pole Stand
06000000000000000001

JONST
Electric Box Pole Stand

JAGT
Electric Box Pole Stand

" Grand Totals:

* Mumber of records printed: 3

Chapter 4

Backlog by Single Item

Infinity FOWER Sample Company, Inc.
Backlog Report
For Inventory ltern 608126

Type Cust. PO

Item Mumber UM Qty Order Qty Ship

Senia Jenes Interior Design Mermal
608126 EA 100.00 0.00
0.00 0.00

Sonia Jones Interior Design Mormal
608126 EA 10.00 0.00

Joanne Gonzalez Merrnal
608126 EA 100.00 100.00
210.00 100.00

Sales Order Entry User Manual

Fage 1

(4) 04/28/2006

Order Date  Ship Date  Latest Date

Qty Billed Gty Remain Backarder Amt
04/01/2006  04/01/2006

0.00 100.00 $8,220.00

0.00 0.00 $0.00
01/01/2006  01/01/2006

0.00 10.00 $828.00
04/11/2006  04/28/2006

100.00 0.00 $0.00

100.00 110.00 $9,108.00

Print Reports
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CALCULATE INVENTORY BACKLOG (S00210)

This option creates a temporary work file containing the calculations necessary for printing the “Complete
Inventory Backlog Report” and/or graphing the “Backorder Dollars by Inventory.” Once you execute this option
you may print the “Inventory Backlog Report” and/or graph the “Backlog Dollars by Inventory” as many times as
you desire.

This option does not print any report but does the necessary calculations for the “Complete Inventory Backlog
Report” and “Backlog Dollars by Inventory.” You must execute this option before printing these two reports. You
may select the beginning and ending range of inventory items to be calculated and the system will create a
temporary file summarizing the information necessary to print or graph these items.

After you have executed this option, you may utilize the above listed options until you have processed additional
order, shipping and/or billing information. Depending on the number of open sales orders and the number of
inventory items on file, this option may require a substantial amount of time to process.

Results:

SO03x.co - Temporary Backlog File
- Inventory Backlog Created
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PRINT COMPLETE INVENTORY BACKLOG (S00211)

This option allows you to review every current Sales Order that has a backlog quantity (quantity ordered but not
shipped) for all inventory items. You must select the option to “Calculate Inventory Backlog” before using this
report.

This report provides you with a detailed listing of all backorders by inventory item. This report may be printed as
often as necessary without recalculating the inventory backlog, provided you have executed that option at least once.
Warning: If any processing has been done since the last time that you calculated the inventory backlog, such as
updating orders, recording shipments, or performing the billing function, you must execute the option “Calculate
Inventory Backlog™ again for accurate reporting.

The fields included in this report are:
Field Names:

- Order Number

- Customer

- Type

- Customer P.O. Number

- Order Date

- Ship Date

- Latest Ship Date

- Item Description

- Inventory Item Number

- Unit of Measure

- Quantity Ordered

- Quantity Shipped

- Quantity Billed

- Quantity Remaining on Backorder
- Backorder Dollar Amount
- Subtotal for Item

- Grand Totals
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Complete Inventory Backlog

Infinity FOWER Sample Company, Inc.

Inventory Backlog Report

Fage 1
(4) 04/28/2006

Order # Customer Type Cust. PO Order Date  Ship Date  Latest Date
Description Item Mumber UM Qty Order Qty Ship City Billed  Qty Remain Backorder Amt
10509 JONJT Sonia Jones Interior Design Mormal 01/01/2008  01/01/2006
50" - Heavy Gauge Copper Wire 40770614 Feet 100.00 0.00 0.00 100.00 $7,969.00
" Subtotal for 40770614: 100.00 0.00 0.00 100.00 $7,969.00
10506 JOrMJ1 Sonia Jones Interior Design Mormal 04/01/2006  04/01/2006
Electric Box Pole Stand 608126 EA 100.00 0.00 0.00 100.00 $8,280.00
0&000000000000000001 0.00 0.00 0.00 0.00 $0.00
10509 JORJT Sonia Jones Interior Design Mormal 01/01/2006  01/01/2006
Electric Box Pole Stand 608126 EA 10.00 0.00 0.00 10.00 $828.00
" Subtotal for B08126: 110.00 0.00 0.00 110.00 $9,108.00
** Grand Totals: 210.00 0.00 0.00 210.00 $17,077.00
* Mumber of records printed: 2
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CHAPTER 5 PERFORM ANALYTICAL GRAPHS

This section discusses the two types of Analytical Graphs utilized by the Sales Order Entry module. These graphs
are designed to give you an instant visualization of your backorder information. No other programs are required to
execute this option.

The system performs all graphics functions from within its own programs. Check the hardware requirements section
in your System Administrator manual to verify that you have all of the necessary equipment to perform this
function. The ability to perform Analytical Graphs is currently not available with the Linux versions.

After the graph has been displayed to your screen, printing is one simple step:

For Windows:
1. Press ALT Print Screen and paste into a WORD document.
You may also paste this image into a document or an Excel spreadsheet for presentation purposes.

BACKORDER DOLLARS BY CUSTOMER (SO0301)

This option provides a graph comparing total backlog dollars by customer.

This option provides you with a quick comparison of up to twelve different customers' total backorder dollars. You
may display the graph as either a Bar Graph or Pie Chart. When you select this option, you may select the individual
customers that you want to include on this graph. After you select each customer, the system will calculate the
backlog dollar amount.

If you have a number of unfilled orders for a particular customer, the system may take a few seconds to calculate the
amount. After you have selected all of your customers, you may specify whether you want a Bar Graph or a Pie
Chart. After the graph is displayed, press OK to return to the menu.

Backorder Dollars

T ALLED

BO00.00
2 MATH

3000.00
SIS

o.00
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Backorder Dollars

04 .52%

[ &LLEY

B AT

R

39.79%

BACKORDER DOLLARS BY INVENTORY (S0O0302)

This option provides a graph comparing total backlog dollars by inventory item.

This option provides you with a quick comparison of up to twelve different inventory items' total backorder dollars.
You may display the graph as either a Bar Graph or Pie Chart. Before you choose this option you should execute the
option to “Calculate Inventory Backlog.” Once you have calculated the inventory backlog, you may execute this
option as often as you desire until you record additional sales order activity, shipping and/or billing.

When you select this option, you may select the individual inventory items that you want to include on this graph.
After you select each inventory item, the system will calculate the backlog dollar amount. If you have a number of
unfilled orders for a particular inventory item, the system may take a few seconds to calculate the amount. After you
have selected all of your inventory items, you may specify whether you want a Bar Graph or a Pie Chart. After the
graph is displayed, press OK to return to the menu.
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Rackorder Dollars

Q0,00

G0.00

30000

0.0

1 z 3 4

1:30 502 23

220 150 22

F20151 33

4:20 164 B1

Backorder, Dollars

IF.T0%

41.01%

17.28%

4015

[ 30 502 25

M 20 15022

B 20 151 33

[ 20 184 61
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