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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel, customers, and
prospective customers. The information contained herein shall not be reproduced in whole or in part without ABC's
prior written approval.

ABC reserves the right to make changes in information contained in this documentation without prior notice, and the
reader should in all cases consult ABC to determine whether any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other products and the
licensing of said software consist solely of those set forth in the written contracts between ABC and its customers. No
representation or other affirmation of fact contained in this documentation including but not limited to statements
regarding suitability for use or performance of the functions described herein shall be deemed to be a warranty by ABC
for any purpose, or give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages whatsoever (including but
not limited to lost profits) arising out of or related to this documentation or the information contained in it, even if ABC
has been advised, knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2011

Conventions Used in this Manual

The following are explanations of the notations used in this manual to describe an action:

e A keystroke on the keyboard is described using the “<” and “>" characters. For example, the TAB key
is displayed as “"<TAB>". The function keys along the top of the keyboard are described as “<F5>"
for FUNCTION key 5. Combinations of keys using the CTRL, SHIFT or ALT keys are described using
prefixes to the key that must be pressed at the same time. For example, pressing the SHIFT and
FUNCTION 5 keys is displayed as “SHIFT-<F5>".

e For instructions that describe following a menu structure, the “->” character separates the menu
selections. For example, to get to the Stock Status Inquiry screen from the top “AM” menu, go to “6.
Inquiries” > “1. Stock Status Inquiry”. You can also jump to a particular program or menu from the
“SELECT:"” prompt by entering the menu entry numbers. In the Stock Status Inquiry screen example,
you can enter “"AM0601".

e Program names are described in all upper case. For example, the Stock Status Inquiry Screen is
displayed as "AMSTOCKINQ"”. To bypass the menus and go into this program directly, enter the
program name in upper-case at the “"SELECT:"” prompt in any menu, and press the <ENTER> key.

e Screen prints are included with the instructions to demonstrate what you can expect to see on the
screen at a particular step in a procedure. Please note that your screen will not be exactly the same,
and will be slightly different.

Hil I'm Amadorian, and you'll see me here and there throughout
this document giving you important additional information.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide iii
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Introduction

Remember the first word processing software
packages that came out for the personal computers of the
late 1980s? These programs revolutionized how documents
were produced, which until then were typed out on a
typewriter. These early word processors were a huge
productivity improvement over having to use typewriters, but
they weren't the easiest to use. They were text only, and
what you saw on the screen bore little resemblance to what
appeared on the printed page. You had to memorize dozens ——
of keyboard commands, and most software packages included
a keyboard overlay to help the user find all the commands
needed to produce a document. It was still cumbersome, and
was limited by the technology of the PC’s operating system.

With the advent of operating systems with a graphical user interface (GUI) and the
mouse to navigate the screen, programs had toolbars with icons and drop-down menus to select
options and functions. Changing a font was as simple as point-and-click, and what you saw on
the screen approximated what printed out. The GUI is now so entrenched in most people’s
experience of word-processing software, that going back to a text-only display and keyboard
commands is unthinkable.

In much the same way as the evolution of word
- processing software, AutoPoint® has evolved over the years
= a . as a character-based interface to the latest (and last) version

4.5. The text-based version was highly optimized for text-
only terminals and low network speeds. Today, GUI is the
e norm, and high-speed Internet is available just about
everywhere. AutoPoint® has made the leap from a text-
only user interface to a graphical one, and this newest
version is appropriately named “AutoPoint® Evolution”.

/a A\

—

This Quick Start Guide to AutoPoint® Evolution was
created to introduce the GUI interface to new and experienced users of AutoPoint® , focusing
on navigation. For detailed information on how to use AutoPoint®, please refer to the
AutoPoint® Evolution User Manual.

The <TAB>, <ENTER> and <ARROW KEYS> are your best friends in Evolution!
Although the interface is point-and-click, the mouse does not have to be
used to move between fields and press buttons. Try using the keyboard
shortcuts listed in this Guide to navigate through Evolution efficiently.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 4
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Version of AutoPoint®

In many respects, the GUI version of AutoPoint® is identical to the character-based version.

The character screens and the graphical windows display i

information and additional functions appear in the graphical version.

comparison of the Point-of-Sale security screens:

nformation the same way, but more
Below is a side-by-side

£ POS Login - (a2sec3)
Hot Menu
P
o r'
AioPoig ~ gxamador
$35$ $95555 83
$35$3 $3 8 8% $3
335338 $3 93 933388 988 8% $ 333 33 33 33 9983%S
5395 33 93 95 99 $9588 6 $F HESEE B3 596 8 99
3358 88 8§ 85 6% $3 33 533338 85 65 S5 S5 5 8%
335335538 $8 88 8% 33 33 33 $3 33 33 33 98 83
3383 53 99595 99 $EEE  $F $3585 53 93 9§ 696G
3383 $8  $388 $38 333 83 $38 $3 33 33 933
I
Bex [][E ]
% <FB> Daily Sales, <F7> POS Ing, <FB> Exit, <F11> Inv Hist, <F12> P/0 Mnt, Daly Saes | POS nauiy | Invoie it | P/ Matenance | Stock taus | Inze it
<HOME>/Sft<F14> Stock Status, Ctl<F9> Init Printer Dispatch

The layouts of the screens are very similar, except that the descriptions of function keys at the

bottom of the text-based version are replaced by buttons on

the GUI version.

Most of the functions within AutoPoint® Evolution can be performed with the keyboard just the
same as the character version of AutoPoint®. A good example of this is entering an order in

Point-of-Sale.
appear:

After entering your initials at the security

£} Point Of Sale -
Hot Menu  Tools

gomador GO 2 il 8w O

(AZPOSENTRY)

screen, the POS entry screen will

Order Number: ﬂ Branch: [EDM - AMADOR, EDMONTON | AmMaDOR  Order:
Customer: | 2| +| 8| satesman:[aiD Date:
Type: 1-Cash 2 Ship To:
Source: [Counter | Change
Terms: - o
Ship Via: 2 —
Phone: Fax: ST
Tax Group: -
P/0 Number: End Use Code: Available Credit: 00
Ref Part Number/Comment Order Ship B/0 Codes  Unit Price Extended _Description
(=
Ref Part Number/Comment Order Ship B/0  Codes Selling Price
0 Discount %:
Description: Discount:
Sub Total:
Available: 0 Product Line: List Price: GST:
On Hand: 0 Item Type: Unit Price: PST:
Unit Cost:
Total: 0.00
Newltem | ltemFind | Auichiock | Catslove || StockStatusing | Comment | Edii | 7z Exit

[Enter a Customer Number or Name [

ms [ 12/08/2008  [2:49:41 pm  [EDM [301

The cursor appears in the customer number field, where the number can be entered (if known),
followed by pressing the <ENTER> key to go to the next field. The other fields in the header can

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide
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be changed or accepted from the keyboard by pressing the <ENTER> key. You can move back
up or down through the fields by pressing <TAB> and ALT-<TAB>. Pressing <F4> will toggle
the cursor between the header and the item details.

If the customer or part number has a note, a pop-up will appear:

£) Important [ X|

onw
Two
Three

o |

[(Fl > To Continue.

Instead of clicking on the “OK” button to close the window, you can press the <F1> key.

- In many program or pop-up windows, you can see a tip in the bottom
left corner of the window that explains what function keys are available.

Point-of-Sale and Quotes

Some other function keys that work the same in GUI as in the text version are as follows:

e In POS, <F7> can be used to access open orders, <F6> to bring up the cash customer,
and CTRL-<F6> to add a new customer.

e When entering a comment, <F5> will bring up the Vendor Lookup and SHIFT-<F5> will
bring up canned comments.

e Re-calculating the total on an invoice is done by pressing ALT-<T>.

e Special Orders are brought up by pressing ALT-<A>.

e Web Links are brought up by pressing ALT-<W>

e A Branch Transfer is entered by pressing CTRL-<F3> and Branch Transfer Inquiries are
brought up by pressing SHIFT-<F3>.

* A buy-out or backorder is selected by pressing SHIFT-<F11>.

e The pop-up to display the Codes pop-up for a line item is brought up by pressing CTRL-
<F11>.

e The Item Discount is entered by pressing CTRL-<F12>.

¢ In Stock Status Inquiry, <F9> can be used to view kit details.

When the order is complete and ready for invoicing, you can click on the “Invoice” button or
press ALT-<I>.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 6
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When invoicing the order, the following pop-up window will appear:

e If you enter an Alt-Printer, then the invoice will

The <END> or <F14> key is not available in the GUI version to close an invoice.
Some keys used in the text-version of AutoPoint® are reserved by the operating
system, so the GUI version will use different keys. Please see the following
section on GUI keyboard shortcuts for a complete listing.

Alt Printer:

1)

print on that printer instead of the default
Invoice Printer set up the CRT record. Click on
the “?” button to look up the alternate printer
number.

Packing Slip e Packing Slip will print a packing slip on the
packing slip printer, with items that have been
Pick Ticket (New) added to an order.
¢ Pick Ticket (New) will print a pick ticket with
Pick Ticket [Complete) items added to the order.
* Pick Ticket (Complete) will print a pick ticket
Quote with all items on the order.
* Quote is only available on a new order. It's
Print Open used to convert the open order into a quote.
e Print Open will allow you to print the invoice
Leave Open without closing (invoicing) it.
* Leave Open allows you exit the invoice without
Iissed Sale printing or invoicing it.
* Missed Sale, if available, will record the order
Yoid as a missed sale.
e Void will void the invoice.
Invoice ¢ Invoice closes the invoice and sells the items to
the customer, prompting for payment if
E xit required.
e Exit will leave an open order uninvoiced or exit
Cancel a closed/voided invoice.

Cancel will close this window and return you
back to the order in the POS entry screen.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide
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The Quotes program has a similar counterpart:

£} Quote option... B3 e Print Quote will allow you to print the quote
without closing/invoicing it.

e Leave Open allows you to not invoice the
customer yet and exit the quote program.

Leave Open * POS Invoice will create an invoice in Point of
S Sale from the Quote program.
POS Invoice

- * Exit will exit the quote program. If the quote is
Exit open, then it will be left open.

Cancel

e Cancel closes the Quote Options window and
takes you back to the active invoice.

Purchase Order Maintenance

The Purchase Order Maintenance program has a slight enhancement over the older text version:
it will not assign a new PO number until you enter and save a Part Number or Comment Line on
the PO. This helps to prevent PO numbers being assigned with no details, which would be
possible in the text-version.

To search the PO details for a part number, enter a part number in the Search Entry fields in the
bottom-left corner of the window, and press <ENTER>. This will start the search and highlight
the first line with the part on it. Only exact matches are permitted.

) PO Maintenance - (a2pomnt) [x]
Hot Menu

gamador O 2wl 89 L@

Branch: [ESE - EASTERN BRANCH | PO Number: 282
- [ = Status: Pending
HOINuRbes J Operator: Date Created:  12/28/06
PO Type: Generated ¥ Total Weight: Date Released:
Suppler & [ 3] AUTOWAREHOUSEINC Times Received 1 Date Received: 12/28/06
- Totals
Ship Via: T - COMPANY TRUCK i Ordered Already Received Receiving Selection
. e = Detail Count 27
Terms Code:  |2-2%- 10THPROX s e
Requested Ship: | 12/28/33 Core Value 532000
Total Value 2023667
1 [aER [1306036 2 5840 Date Expected: aveltem
Quantity Extended
Select _Part Number Ordered _ Units _ Weight _ Unit Cost __Core Cost Cost__ Description

2.899 . 000 PLATINUM PLUG

17 805 WRLOLC 30 EA 00 1.666 ~000 53.31 SUPER PLUG

18 BOS WR1OLCYV 168 EA .00 1.666 000 279.89 SUPER PLUG
19 BOS SR230x 36 EA .00 133.841 50.000 6618.28 STARTER
20 BOS SR231X 30 EA .00 136.315 50. 000 5589.45 STARTER
21 BOS 407194 72 EA .00 4.803 . 000 345.82 MICRO EDGE 19"
22 BOS 40722a 64 EA .00 7.608 .000 486.91 MICRO EDGE 22"
23 BOS 43120A 50 EA .00 5.440 .000 272.00 REFILL 2PK _
24 BOS 43322 46 EA .00 7.778 . 000 357.79 REFILL 2PK
25 BOS 47716 66 EA .00 5.653 . 000 373.10 WINTER BLADE 16" =
Description: [3/16-18 MALE FLARELESS Product Line: [AER0 7| Comparison Price: Total: 28,236.67
Qty Already Received: 0EA Status: Pending Date Received: 12/29/08
Quantity In Transit: 0EA Extended Weight: 0 Date Recommended:  12/26/06
urchase Package: 1EA In Purchase Qty: 12 EA Return Type:
Search: [80S  [WRSLF|
Newlem | Comment | Release | Urcioe | void Discount | PintP0_ | Fieceive P | Special Drders | wananty | Save Heade |
[Enter the Part to find [ns [ [num [12/25/2008  [11:04:52am [aMD [g01 |

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 8
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The shortcuts for entering a comment are similar to POS: enter a comma %,” in the Part Number
field, or click on the "Comment” button (ALT-<C>).

Customer Inquiry

The Customer Inquiry "Range Selection” button can bring up one of two different windows. The
range window that appears depends on which tab is selected:

0 Customer Inquiry - {a2opening)
Hot Menu

gamador B O 2 e ld #9 1@

Customer: |000015 j ATLAS EQUIPMENT & SUPPLY Bill To: > 000223 ﬂ
12 WAGNER ROAD E Credit Limit: 999,999.00
DETAIL TOTAL DOES BAY SRYCE Balance: 130,060.39-
NOT EQUAL CUSTOMER  CALGARY. AB T51 181 ONLY Available: 999,999.00
BALANCE JOHN REID Core Balance: 18,702.00
403-255-8380 F&X  403-255-8390 Last Payment: 8/13/07
Amount: 1.000.00
Balance Method: OPEN ITEM Last Year MTD: 6,389
Terms Code: NET 30 DAYS Last Year To Date: 16,433
Ship Yia: SERVICE BAY Month To Date: 0 Last Invoiced: 5/28/07
Salesman: WGS Year To Date: 21,047 Date Created: 7/11/98
Accounts Receivable | Credit History | Detailed Sales |
Apply Document Due Sale Addon Total
Document Type To Date Date Amount Amount Amount Days Reference
4119 P 1/05/07  1/05/07 2439.99- 249.99- PAYMENT VISA -
123456 P 1/15/07  1/15/07 98,127.14- 98,127.14- PAYMENT, CHQ NO. 123456
10004312 P 3/19/07  3/19/07 500.00- 500.00- PAYMENT CASH
10004313 P 3/19/07 3/19/07 500.00- 500.00-  1,000.00- PAYMENT CHEQUE
10004114 | 1/06/07  2/06/07 4663 .66 47.29 723 INVOICE NO. 010004114

10004115 | 1/06/07 2/06/07 137393 537 137930 723 INVOICE NO. 010004115

1/06/07  2/06/07  1,373.93 9618 147011 723 INVOICE NO. 010004115

1/06/07  2/06/07 64.95 455 B350 723 PONOD.52

4/06/07  5/07/07 4316 2.46 51.62 633 INVOICE NO. 010004131
10004132 | 1/06/07  2/06/07 9.45 .66 1011 723 INVOICE NO. 010004132 LI

Bal. Forward: ) Finance Chrgs: 0.00 Total: 80,595.87-
Invoices: 21,788.70 ments: 102,187.14-  Credit Memos: 197.43-
Clear | Notes | Email | Change Credit Indicator | Invoice History | Order Inquiry l Quote Inquiry |
4 »
‘<F4> ‘ OVR NUM |12{29/2008 |11:24:24 am |AMD |801

If you are on the “Accounts Receivable” tab, you will see the range with “Current” and “History”
on it:

i} Enter Range - [_ O] X]

Search In: [(7 Current Historyl

Document Type: |AII L]
Beginning Document Date: I
Ok | Cancel |

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 9
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The “Detailed Sales” tab only displays details from history, so it permits you view the details in
ascending or descending order:

‘} Detailed Sales - [_ (O]
Beginning Date: I [
Ending Date: I

Beginning Part: | I
Ending Part: | I
Date Order: I " Ascending * Descending

il Cancel |

One-Click Execution of Reports

When running a report, it can by run wide open with a single click by accepting the default
ranges and options and clicking on the green “Run” button in the toolbar (or pressing the <F12>
key.) The report ranges and options can be changed by clicking on them individually, without
having to visit each field. The image below shows the default options and ranges for the
Inventory Valuation report:

U Inventory Yaluation Report - TEST DEM (aminvalrpt) [_[O]x]

framador grun

Range Selection: Beginning Ending

TETTC W R AMD - AMADOR, MAIN BRANCH

Product Line: I I—J
Condensed Part: I _I All I J
PopCode: [ Al [

User Code: |[*xx*
I Include Consignment Product Lines?
I Detailed Print Lines?
IV Include Items With Zero Qty?
IV Include Core Deposits?
I Print Only Min/Max = Zero or Supplier = NOPUR?
Price Level: ]A_
Price Percentage: .0oo

IV Include Negative Quantities in Report Totals?

|select a Branch /4

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 10
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Enhanced Web Links

Multiple links can be set up for a part number, and when the web link is selected, a web browser
will automatically launch with the first address set up for that part number.

0 Part Smartpage Crossreference - TEST DEM (amwebxrmnt)
Hot Menu
framador G O 2 vwid 8% @O
Part Number: Has — [1001 &
INSPECTION MIRROR
SmartPage Code: FEN _]
SmartPage Address: http: /#www. google. com :l
http://amador.ca
[
Save | Report
|Manufacturer's SmartPage Address [ INS 2/10/2010  [10:51:30 am W

Item Abbreviation Not Required for Part Number Entry

For any program with a part humber double-field (abbreviation and condensed part number,)
the cursor defaults to the condensed part number field. The abbreviation field can be accessed
by pressing SHIFT-<TAB> or clicking on it, but it is not necessary to enter the abbreviation in
this field. Either the condensed part number can be entered alone or the 3-character
abbreviation can be entered together with the condensed part number, and the system will
automatically move the 3-character abbreviation over to the abbreviation field after pressing
<ENTER>. If the condensed part number has multiple abbreviations, and only the part number
is entered, a pop-up will appear asking the user to select an abbreviation/product line:

{) select a Part [ X]

Duplicate Part Numbers

GR&  PULLER GEA&R TWO JAW €
HAS  INSPECTION MIRROR

KIT ~ TEST COST KIT

MAR  MAREMONT EXHAUST
MSC  INSPECTION MIRROR (NT)

i’ Cancel |

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 11
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HotMenu m

In the text version of AutoPoint® , you could jump out to other programs without backing out
of the current programs by pressing the <TAB> key and bringing up the HotMenu. Evolution has
the HotMenu as well, but instead of pressing the <TAB> key, the user clicks on the orange
Hotmenu icon or presses ALT-<H>. This will bring up a drop-down menu similar to the one that
appears in the text version, and other programs can be started without exiting the current
window. As with the text version, only the top window is active, and to return to other windows,
you will have to close out of the top window.

Other Programs

Other AutoPoint® programs have been translated as close as possible from the text version, but
in many cases the GUI version has modifications that take advantage of the graphical interface
(for example, more information can be displayed on the screen.) The Main Menu, described
further in this manual, has several enhancements that make it easier to get to the menus and
programs you need to run. The “Select:” prompt works the same way as in the character
version, so you can use the same menu shortcuts (listed at the end of this guide.)

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 12
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GUI Keyboard Shortcuts

e There are a number of Windows-standard short cut keys that function the same in
AutoPoint® Evolution as they do in other Windows applications:

CTRL-<X> - Cut selected text.
CTRL-<C> - Copy selected text.
CTRL-<V> - Paste selected text.

SHIFT-<HOME>/<END>/<ARROW> keys — Allows you to select range of text.
CTRL-<RIGHT ARROW> - Move the cursor to the beginning of the next word.
CTRL-<LEFT ARROW>- Move the cursor to the beginning of the previous word.
<TAB> — Move forward through input fields and buttons.

SHIFT-<TAB> — Move back words through input fields and buttons.

<HOME> - Puts the cursor at the beginning of the line of text.

<END> - Puts the cursor at the end of the line of text.

CTRL-<HOME> - Puts the cursor at the beginning of the first line of the paragraph.
CTRL-<END> - Puts the cursor at the end of the last line of the paragraph.

¢ Global keystrokes that will work from any window and are Windows standard short cuts:

ALT-<F4> — Close current window.

ALT-<TAB> — Cycle forwards through open windows.

ALT-SHIFT-<TAB> — Cycle backwards through open windows.
ALT-<Underline Letter in Menu Name> - Display the corresponding menu.
<ESC> - Cancel the current task.

<ENTER> - Accept the default value and move the cursor to the next field.

* Function keys along the top of the keyboard can be used to perform actions similar to
how they worked in the character version:

<F1> - Bring up the first record in a program or close a note pop-up window.

<F2> - Bring up the next record.

<F3> - Bring up the previous record.

<F5> - When pressed in a field with a “?” button, will bring up the look-up.

<F8> - Cancel or back out of a program.

<F12> - Run a program selected in a menu, works the same as clicking on “Run”. In
file maintenance windows, <F12> will save the current record.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 13
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The Main Menu

Logging into AutoPoint®

When you first log into AutoPoint® by double-clicking on the icon for AutoPoint® Evolution to
launch the program, you will see the following prompt:

Network Server Login [ X|

Please enter user Ip did in [ESC to 1)

Username: Iusername
Password: I”’”“*‘ﬂ Cancel

I~ Save

Domain: I

Enter your username and password and press <ENTER> or click on the “OK” button. The main
menu screen will then appear.

Parts of the Main Menu

The main menu window is pictured below, along with descriptions of the different parts:

hd Men u Ba r ) Main Menu - (a2menu) [_[O]x]
Hot Menu_ AutoPoint_Purchasing _File Maintenance Reports Work Order Processing _Accounts ReceivableAccounts Payable _General Ledger
=

iini s gramador

N
. Select: EZGD '.a Program Name: () Run Recently Run Programs G

e “Select:” Prompt

Terminal System Maintenance

* Recently Used Programs oty e

Remote Warehouse Inquiry & Order
Customer Detail Sales Inquiry Description:

Operator Information

Piint Operator Information

[EFavkePort A AMSTOCKING 2 Invoice History Inquiry
e Current Program Name, ; [ 2 P Sl iy
Title & Menu Reference 5 Py e o i
u - Accounts Receivable Stock Status Inquiry 2 Company Record
- File Maintenance 2 Maintain System Options Record
=1 Inquiries Reference: 2 Company Information Maintenance
S (B
2
<
-
2
=
2

Change Curtent Company 1D

Catalogue Inquiry
B Special Order
3 / —' a
Menu Tree e of Sl Iy
Quotation Inquiry
Purchase Order Inquity

) Supplier Info Inquiry/Maintenance
° Favou r|te Prog rams sppliec Detal Purchase Ingui I

Invoice History Inguiny
Inverted Kit Inquity

- Reports

- End of Day/week/Month

. Status Bar - Special Processing

- Quotations (OPTION)

- AutoStack (OPTION)

- Cyinder Coriol (OPTION) -

1 Distibuted Processing (OPTION)

- Waork Order Processing (OPTION)

5 Employee Scheduling (QPTION)

- Pats Access Link (OPTION)

- Flectonic Nata Interchanas (FNIN LI

Favorite Programs

) Pointof Sale

g Stock Status Inquiry

) Customer Maintenance

g Customer Inquity

) Suppler Branch Maintenance
7 Sales Analysis Graphs

g Purchase Order Maintenance
g Invoice History Rreport

7 Branch Maintenance

) Stock Status Inquiy

L OVR NUM [12/03{2008 [11:13:12 am_|AMD (801 &
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Main Menu Navigation

On the Main Menu screen there are numerous sections and short cuts to navigating within
AutoPoint®.

* Menu Bar: Drop-down menus along the top of the main menu window. Click on the
menu name to display a drop-down list of sub-menu items. These menus can also be
brought up using the keyboard by typing ALT-<H>, then using the arrow keys to
navigate the menus and pressing <ENTER> to select the menu item . Press <ESC> to
cancel the drop-down menus.

0 Main Menu - (aZ2menu)

Hot Menu | AutoPoint Purchasing File Maintenance Reports Work Order Processing  Accounl

~  Point of Sale

AutoP  Order Processing
L" Inquiries
End of Day/Week/Month Customer Inquiry
Select:  Special Processing Remote Warehouse Inquiry & Order
Quotations Customer Detail Sales Inquiry
B-A AutoStock Catalogue Inquiry

Distributed Processing Special Order Inquiry/Maintenance

Y VvV VvV VvV VvV VvV Vv Vv vERAY

Employee Scheduling Point of Sale Inquiry

Parts Access Link Quotation Inquiry

Electronic Data Interchange (EDI) Purchase Order Inquiry

=  Road Show Supplier Info Inquiry/Maintenance
Stock Status Inquiry Supplier Detail Purchase Inquiry
Customer Inquiry Invoice History Inquiry

Remote YW arehouse Inquiry & Order Inverted Kit Inquiry

Customer Detail Sales Inquiry [T DBSCHpIon:

e Status Bar: The bar along the bottom of the window that displays the following
information:

| OVR |CAP |NUM |12/03/2008 |4:43:09pm VAN (300 A|

e INS or OVR — text is entered in insert or overwrite mode. To toggle the mode, press
the "INSERT” key.

e CAP or blank — text is entered in all upper case when “CAP” is displayed, otherwise it
is all in lower case if this field is blank. To toggle the case, press the "CAPS LOCK”
key.

e NUM or blank — enters numbers or cursor movement on the keypad. Press the
<NUM LOCK> key to toggle between modes.

e Date — showing in the MM/DD/YYYY format.

e Time - showing in the HH:MM:SS, 12 hour format.

e Branch ID — The 3-letter code for the current branch.

»  CRT Number — The terminal number assigned this session of AutoPoint®.
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* Recently Run Programs: Lists the last 10 used programs in reverse chronological
order. Click on the program name in blue to launch it.

Recently Run Programs

Kit Building Maintenance

Run End of Day Process

Central to Remote Price Maintenan
CRT Listing

Price Control Listing

Supplier Listing
Salesman/Counterman

rhhrthrthrtrtirty

Print/Delete Soooled Reoports

3
3

* Favorite Programs: List of frequently used programs that you can customize. To
change the program in a slot, drag the program name from the Menu Tree into the slot
(the cursor will change to a “1".)

Favorite Programs

Point of Sale
Stock Status Inguiry
Customer Maintenance

L

Customer Inquiry
Supplier Branch Maintenance
Product Group Maintenance

Purchase Order Maintenance

Vendor [nguiry
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¢ Current Program Information: Section which lists the program name, title, a quick
reference to it's location in the menu, and description.

@Go I‘

"- Listings
1 - Customer Listing
2 - Customer Listing [Detailed)
¢ 3 - Customer Price Listing
4 - Salesman/Counterman Listing
6 - A/P Vendor Listing
7 - Product Line Listing
8 - Company Listing
9 - Branch Listing
10 - Terms Code Listing
11 - Shin Via Cnde | istinn

Al

Program Name: u Run
AMSUPMRPT

Title:
Supplier Listing

Reference:
AMO70705

Description:

The example above lists the program name (AMSUPMRPT) the program title (Supplier

Listing) and it's menu location (AM070705).

e “Select:” Prompt: From the "Select” prompt, type in the program name or the shortcut
(see list of shortcuts at the end of this guide) and press the <ENTER> key or click on
“Go”. NOTE: security field 50 must be 1 or higher to run programs by name.

Select:

((;.'> Go ?

If the Menu Tree is displaying only a sub-menu, then click on the "Home" icon to change
the menu tree back to displaying the main menu.

e Menu Tree: This section displays the menu tree, which can be expanded or collapsed
by clicking on the “+” sign. Double-clicking on the menu item will expand a sub-menu or
launch a program. The keyboard can be used to navigate the menu tree by using the up
and down arrow keys to select a menu item, and the left/right keys to expand/collapse a
submenu. Pressing <ENTER> will launch the program selected.
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Menu Types

There are currently two GUI Menu Types for AutoPoint® Evolution which are defined by the
user login record. Toggling between the two chosen types can be performed with the <F6> key
at the Main Menu.

* Numbered/Tree — Numbered menu options and standard tree type menu structure:

Select: Go .9
| T L Select: | @G Y
=1 AutoPoint n
. [=- AutoPoint

1 - Point of Sale Point of Sale
#- 2 - Order Processing (OPTION) [+ Order Processing (OPTION)
- 3 - Purchasing (- Purchasing
+- 4 - Accounts Receivable - Accounts Receivable
#- 5 - File Maintenance Eg- File M.a'menance

.. [#- Inquiries

- B - Inquiries - Repoits
#- 7 - Reports - End of Day/week/Month
#- 8- End of Day/Week/Month [+ Special Processing

- - ce= : [+ Quotations [OPTION)

+ Classic/Alpha — Classic text version of AutoPoint® menu and Alpha Tree menu

structure:
Select: | @ » & ¢ select: o ?
[=]- AutoPoint
DEM - Main Menu Point of Sale
1. AutoPoint [+ Order Processing (OPTION)
2. Accounts Payable (OPTION) - Purchasing
3. General Ledger (OPTION) - Accounts Recervable
- File Maintenance
#- Inquiries
+- Reports
- End of Day/week/Month
[+ Special Processing
- Quotations (OPTION)

The Classic version is the recommended version to be used as it is more familiar to text version
of AutoPoint®.

Menu items with a “+” beside them can be expanded to show the tree structure clicking the plus

sign with the mouse, double clicking on the menu item or having the item selected and pressing
the “+” on the numeric keypad.
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Logging out of AutoPoint®

You can log out of AutoPoint® by typing in “EXIT” or “BYE” at the “SELECT:” prompt and
pressing <ENTER>.

You can also log out of AutoPoint® by clicking on the “X” in the top right corner of the window.

When you log out, you will see the following:

{) Please wait E3 |

Good Bye, Amador Your Time On The System YWas: 1:06:54

[Cancel

Tool Bar Icons

At the top of most program windows is a menu bar with icons for different functions (pictured
below.)

If you hover your pointer over the button, a tool tip box will appear with the
@ description and keyboard shortcut.

“% Taxing Authorities Maintenance - (amtaxamnt)

gramador G © & o7 ld B ! ) O

Clicking on these icons performs a different function:

. @ Brings up the Hot Menu to jump to another program or menu (click on it to bring
up the drop-down menu or press ALT-<H>).

. (_}omodor Links to Amador’s web site (Internet connection required.)

. @ Brings up the previous record (functions like <F3>.)

. @ Brings up the next record (functions like <F2>.)

e = Create new record.

. e Search or Start. Find the first record (functions like <F1>.)
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. H Saves record (function key <F12>).
33 Deletes the record (shortcut key ALT-<D>).
» Undo - Not used at this time.

Copy/Rename the record (shortcut key ALT-<R>).

P

Not used at this time.

.
4
{
\

Bring up Help document for this function.

At the top of report windows, the toolbar appears as below:

framador vgdrun

. 00modor Links to Amador’s web site (Internet connection required.)

R
. d o Runs the report (function key <F12>.)
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Pop-Up Dialog Boxes

In pop up dialog boxes, the default action button (Ok, Cancel, etc.) is highlighted with a dotted
box around the button selection:

g/ Do vou wish to save your changes?

.................................

Yes | e MNo Cancel |

The default action can be taken by pressing either the space bar or the <ENTER> key.
Alternatively, pressing the <TAB> key or the left/right arrow keys will allow you to change to a

new selection button within that window, which can also be “pressed” with space bar or
<ENTER> key.

Q Insufficient Quantity -

(aZposentry)

Insufficient quantity. What would you like to do ?

2-LostSale | 3-Buyout 4 -Backorder | 5 - Special BD I Cancel I

In most pop-ups, a button can be selected by typing the underlined letter/number on the
button’s title. In the above example, you can select “Override” by typing a “1”.
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New Features in GUI not Available in the Text Version

The graphical interface allows for new ways to display and link information in AutoPoint®, and
the following describes some new features that take advantage of the GUL.

Enhanced Customer Inquiry Screen

The customer inquiry screen (AM0406) organizes the Accounts Receivable, Credit History and
Detailed Sales as separate tabs:

0 Customer Inquiry -
Hot Menu

gamador @ © Z vwid 89 1RO

{a2opening) B3

Bill To: ﬂ

Customer: |000024 2| PARTS TO GO
J 323ELM ST. Credit Limit: 999,999.00
BE GOOD TO Balance: 33,858.10
VICTORIA BC vax 1R1 HIM Available: 966,140.90
ANDREW DUNCAN Core Balance: 19.610.50
250-475-2515 F&X  250-475-1133 Last Payment: 11/05/06
Amount: 9611.70
Balance Method: OPEN ITEM Last Year MTD: 10,817
Terms Code: NET 30 DAYS Last Year To Date: 20,098
Ship Yia: COMPANY TRUCK Month To Date: 0 Last Invoiced: 3/27/07
\ Salesman: WGS Year To Date: 107 Date Created: 10/21/94
Accounts Receivable ] Credit History  Detailed Sales
Discount
Order No. Date Part Number Quantity % Price [V Cost | Desc " Ref C Codes
10004353  : 7 [KIT HYDEFT8S 6FT #8 HYDRAULIC HOSE A Y|
LAB 48 10 1260 HOSE ASSEMBLY SIZE 4-8
10004251  1/06/07 BOS HR9BC 4 367 1.66 SUPER PLUG
10004109 1/05/07 TR ACES 8 B4 .44 1344 RETROFIT NOTICE LAB
TRA AC1241 2- 6.33 416 30 LOW SIDE ADAP. 7/16"-2
TRA AC120 1- 342 2.28 HIGH SIDE APAPTOR 3/8"-2
TR& AC1242 2- 6.33 416 S0 HIGH SIDE ADAP. 3/8"-2
10004101 806 FRA PH30 1 6.61 357 DILFILTER
170003963  12/20/067BOS_09278 4 146.33 7463 SPARK PLUG WIRE SET
BOS S04 4 1036 4.25 HEADLIGHT
BOS 2057 12 1.23 .46 BULB
BOS 73324 2 16.81 857 AIRFILTER ~|

A
Clear Nolesl Email | Change Cleditlndicalorl Range Selectionl

Invoice History | Order Inquiry I Quote Inquiry |
(il

‘Enter a Customer Number ‘

-

»
s [ um [12719/2008 [10:56:00 am [amD 800

As well, one-click access to Invoice History, Order Inquiry and Quote Inquiry for this customer
are available as buttons at the bottom-right of the window.

To view the invoice details directly from Customer Inquiry, simply double-click on the document

number in the “Order No.” column (this works the same way from the Detail Sales Inquiry
screen, as well.)
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Enhanced Customer Maintenance Screen

The Customer Maintenance (AM0408) screen has organized the Accounts Receivable, Pricing,
Options and CRM fields on separate tabs:

!,} Customer Maintenance - {a2custmnt) [ X]
Hot Menu
amador & L vwld 89 (KO
e o] r
Customer Number: |000024 J Account Type: |Corporate ¥
Customer Name: [PARTS TO GO Abbrev: [PARTS TO G
Contact Name: IANDREW DUNCAN Phone: | 250-475-2515
Address: |323ELM ST, Email: | Fax: | 2504751133
I Notes: ;I
City: [viCTORIA
\ Province: BC Postal Code: |V8X 1R1 LI
Accounts Receivable IEViCi"Q| gp[iongl CEM I
Credit Limit: 939939 Balance: 33858.10 Core Balance: 19610.50
Bill To: 000000 Date Created: 10/21/94
S Control
Statement Freq: |Monthly ~ Balance Method: | Open Iltem =
Terms Code: N -NET 30 DAYS [~ Finance Charge: [030 v
Tax Options
Tax Number: 998893839 [~ GST Exempt?
Taxing Group: IBC -BRITISH COLUMBIA j
Envil | Charges E: ion Code: [N v
El ic D T issil
Me: 0-Local 7 Transmit Dplions:IN - No Document Transmission zl ‘
Save Customer Inquiry | |1 Order Inquiry | Buote Inquiry | =
K| »
‘<A|t-I> | OVR NUM |12/19/2008 |10:58:43 am AMD [800

One-click access to Customer Inquiry, Invoice History, Order Inquiry and Quote Inquiry are
available as buttons on the bottom of the window.

Drill-down Access to other Inquiry Screens from Stock Status Inquiry

When viewing the list in the History tab, it is possible to view more information from a line from
the list by selecting it and then selecting the appropriate inquiry screen from the Hot Menu drop-
down menu.

For example, to view the details on an invoice number that appears in History, click on the line
in the list to select it, and then click on the Hot Menu drop down menu and select “Invoice
History” from the Inquiries menu. The Invoice History Inquiry screen will appear with the
invoice number from the line selected. Double-clicking on the invoice humber will have the
same effect.
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Similarly, if receiving history is displayed from the History tab in Stock Status inquiry, you can
view the details of the purchase order by double-clicking on the PO number or selecting the
detail line and then selecting Purchase Order Inquiry from the Hot Menu.

Consistent Part and Customer Lookups Throughout all Programs

The part number and customer lookups (clicking on the “?” button next to the part number of
customer number fields) brings up the same search window from all programs. That is, the
search window is the same whether it is called from programs like POS Entry, Quotes Entry,
Stock Status Inquiry, Purchase Order Maintenance and Reports.

The default behaviour of the searches is to do a Google-like search on all of the record. That is,
if you are performing a search for a partial phone number in the Customer Find window, any
number that matches in any record will be found and listed. For example, if you searched for
"12345"”, the results would include the customer number 12345, addresses that were on 12345
- 99 St., and the phone number (555)551-2345.

Customer Number Find

You can use the “Sort by Name/Number” radio buttons to change the search type. If you
choose to “Sort by Name”, then the search looks for matching values. If you choose “Sort by
Number” then it is actually only a listing of customers starting with the number you entered (if
you entered text, then it starts at the beginning.)

U Customer Find - {a2cusfind) | ]

Search: IAUTUMDTWE Sort By: [* Name ¢ Number Branch:  AMD

Name Number Address City Phone

INTERCONTINENTAL AUTOMOTIVE LTD. 33 23JONES ROAD SWIFT CURRENT (306)655-3497

Restart | Freviou LI Progress: Done! Cancel

Enter search criteria. Press ESC to cancel [ interrupt search,

Item (Part Number) Find

When doing an item search, you can improve the speed of the search by limiting it to the “Line
Abbrev” that you are interested in. To do this, enter a product line abbreviation in the calling
program and then performing the lookup, or enter a “Line Abbrev” in the search window, and
select the “Search By Line Abbrev” radio button.

If you select the "List by Line Abbrev” radio button, it will start a list of part numbers starting
with the value you entered and list any part numbers that follow in alphabetical order.

If you select “Search By Product Line”, it will limit the search to the product line you entered
(similar to “Search By Line Abbrev), but the results are in Pick Sequence order.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 24



AUTOPOINT® EVOLUTION

a Q m Q d O r Main Menu & Navigation

Quick Start Guide

The “Extended Description/Spread Part Number“radio buttons will change the data in that
column to the selected value.

{) item Find [ X]
Line Abbrev / Product Line: (¢ Search by Line Abbrey
" List By Line Abbrev
Search / Part Number: |1UD1 " Search By Product Line
Part Number Description C Spread Part Number Available
* 3M 71001 3 /16" X 40' TOMATO RED
[~ ABS 31001 ABSCO BRAKE CABLES
[~ ABS 41001 ABSCO BRAKE CABLES
[~ ABS 51001 ABSCO BRAKE CABLES
[~ ABS 61001 ABSCO BRAKE CABLES
* 4BS ER1001 ABSCO BRAKE CALIPERS
* 4BS ER1001C CORE
* ACD 10010 CORE 4SM
[~ ACD 1001000H TIRE
* ACD 1001001H TIRE

Restart | Frevious | Next Branch:  &MD Progress: 10 Records Found

‘\'Enter search criteria, Press ESC ko cancel [ interrupt search,

In POS and Quote entry, the Item Find window is called up by pressing <F11>,
@ in addition to the usual <F5> lookup key.

General Tips for Searching

¢ Do not use dashes “-" or parenthesis “( )" in phone numbers.

* To do a leading character search (i.e. you know how it starts but not how it ends), end
the search string with an asterisk “*” — e.g. "ANDREWS*”

e To do a trailing character search (i.e. you know how it ends but not how it starts), start
the search string with an asterisk “*” — e.g. “*ANDREWS"

e To search for multiple search terms, separate the search terms by a space ™ *. This will
perform an exclusive "AND"” search on all of the items entered. The order of the items
does not matter — e.g. “123 45 ANDREWS SMITH” can find “45123 Smith Andrews
Contracting”.

AutoPoint® Evolution — Main Menu & Navigation Quick Start Guide 25



£3¥amador

AUTOPOINT® EVOLUTION

Main Menu & Navigation
Quick Start Guide

Clickable Field Names and Column Titles Link to other Programs

Some of the field labels and table column titles are blue-coloured, indicating that they are
clickable links to other programs, usually file maintenance programs. The keyboard shortcut is

SHIFT-<F5> when the cursor is in the field with a blue label.

Maintenance screen.

Pictured below is the Item

Clicking on the “Product Line” field label will bring up the Product Line

Maintenance program. After entering the product line you are interested in, you can click on the
blue label, “Product Group”. This brings up the Product Group Maintenance screen. To return to
the Item Maintenance screen, you can click on the “X” in the top right corner or press <F8>.

‘Q Item Maintenance - PORKY TEST DATA {(a2itemmnt)

Hot Menu

gamador 3O Z = ld 89 NGO

Part Number:

T

Spread Part Number: I

Product Line:

[~ Only
s | K
Description: I I
IHAST j Sub:l_ | Item Type: IFir:-guIar 'I | p S
— e r

i;! Product Line Maintenance - PORKY TEST DATA {(amprodmnt)

Hot Menu

ramador @O ~ v ild 89 1@

Product Line: |HAST IHASTINGS TOOLS

\

Product Group: IM -AUTO CATEGORY 1 ;I
i} Product Group Maintenance - PORKY TEST DATA (a2prdgpmnt) B3

Hot Menu

gamador 3 © 2 »wld 8% 0O

Product Group ID:

o

AUTO CATEGORY 1

Name Of Group:

Exclude From Report Totals: I

Default Gross Profit Percentage: I 33.30

Save |

[Enter description |

s | wum (1212372008

[4:26:56pm | lao1

©

The blue-label links are also used in POS and Quote Entry, but the keyboard
shortcuts are not always SHIFT-<F5>. To see what the keyboard shortcuts are
in these programs, look under the "Tools” menu at the top of the window.
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Create a Quote or POS Order from Stock Status Inquiry

After bringing up a part number in Stock Status Inquiry, the part number can be brought over to
a new Quote or POS order by going to the Hot Menu > Point of Sale or Hot Menu - Quotations.
After entering your initials and selecting a customer, the first part number will be filled in
automatically with the part number entered in Stock Status Inquiry. The part humber can also
be added to an existing quote or POS order by selecting the open quote/order for that customer.

Pass a Part Number from Item Maintenance or Stock Status Inquiry to P.O. Maintenance

With the cursor in a blank part number field in Purchase Order Maintenance, go to Hot Menu >
File Maintenance > Item Maintenance or Hot Menu - Stock Status Inquiry and bring up the
desired part number. Exit from the Item Maintenance or Stock Status Inquiry screen with the

part number desired, and the it will be passed to the part number field back in Purchase Order
Maintenance.

Look up Customer Part Numbers in Stock Status Inquiry from a Quote or POS Order

If a customer part number is entered in the part number field in Quotes or POS, clicking on the Stock
Status Inquiry button will display the cross-referenced part nhumber.
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Changing Window and Font Size

It is possible to change the window and font size of the Evolution program to better fit your
display. To do this, press the <F1> key at the Main Menu or click on the “I” in the upper-right
corner. The following window will display:

E‘JAboul AutoPoint [ |
) Revision: 4.6.004
AutoPoint’ Serial Number: DEM0O0007184-091120304MD00000005
Licenced To:
AMADOR LIMITED ActiveX Installed:
Terminal: 800 AcroExch.Document.7 - C:\Program Files (x86)44dobeM\dcrobat 8.04A¢ a
User: AMADOR Database Yersion: 4.43 AcroPDF.PDF.1 - C:\Program Files (x86)\Common Files\&dobe\Acrobé
1P: 17217.1.2  Client Yersion: 5.0.58u adbanner.adbanner.1 - C:AWINDOWS\SysWOWE4\msdrm.ocx
Host: ] AgControl.&gControl. 3.0 - C:\Program Files (=86)\Microsoft Silverlight':
Cli 't' betekmac] Li d By: Agent.Control. 2 - C:AWINDOWS \msagenthagentctl.dll
{105 2o BRINEC o ASContrals.InstallEngineCtl.1 - C:AWINDOWS\SyswWOwW64\asctils.oc
Amador Business Computers Inc. Atlcom.get_atlcom - C:\WINDOWS\Downloaded Program Files\gp.ocll
Server: porky 17509 - 107 Avenue F Available:
Edmonton, Alberta CUBLAET L
SP2EDT: T55 1E5 @DF?}Z??? il
SP2DBG: Sales: 888-826:2367 e
SP2DIR: 780-483-2727 @DFMincho-SU
fusi/opt/am/am_progs/aZpan  Fay: 780-489-2601 @DFMincho-LIE
Email: sales@amador.ca @DFPOP1-w3 =
Web: wiww. amador.ca Agency FB

Window Scale: INone 'I

[ Contain Windows

Ok I Windows Version | SP2 Client Version |

Click on the down arrow next to "Window Scale” to enable or disable it. To lock the windows and
font size to the standard 1024X768 resolution, leave the Window Scale at “None”. To allow
windows size and font scaling depending on your PC’s display resolution, change the Window
Scale to “Yes”. When you change the window scale, you will be prompted:

L
\l / You must close AutoPoint and Re-login to resize the windows.

Click on “OK", close out of Evolution and log in again. If you don't like the new scaling, repeat
the steps above to change the Window Scale field back to “None”.

You can maximize the Main Menu screen in Evolution, and check the box next to
“"Contain Windows” to keep all program windows and pop-ups within the screen.
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Menu and Program Shortcuts

There are numerous short cuts that work in both Evolution and text version of AutoPoint®. This
is not an exhaustive list but does contain the often used short cuts to menus and programs.
Type the shortcut into the field next to “Select:” and press <ENTER>.

Menu Item Menu Shortcut
Accounting/Financial
Accounts Receivable Menu AR
Cash Drawer Report CASH
End of Day EOD
End of Month EOM
General Ledger Menu GL
Accounts Payable Menu AP
Inquiries
Catalogue Inquiry CAT
Customer Backorder Menu BO
Inquiry Menu INQ
Stock Status Inquiry IQ
Maintenance
Customer Maintenance CM
File Maintenance FM or FILE
Item Branch Maintenance 1B
Item Master Maintenance IM
Multi-Branch Maintenance MINMAX
Purchase Order Maintenance PUR or POM
Reports
Reports Menu REP or RPT
Physical Inventory Menu INV
Listing Menu LIST
Purchasing/Inventory
Inventory Adjustments ADJ
PO Recommendations POR
Order Processing POS or OE
Purchasing Menu PO, BUY or PURCH
Merchandise Receiving REC
Miscellaneous
Labels Menu LAB or LABELS
Change Branch CB
Change Company CC
Price Updates PRICE
Queue Operations QUE
Special Processing SP
Quotes QUOTE
Work Orders WO
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel,
customers, and prospective customers. The information contained herein shall not be reproduced
in whole or in part without ABC’s prior written approval.

ABC reserves the right to make changes in information contained in this documentation without
prior notice, and the reader should in all cases consult ABC to determine whether any such
changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other
products and the licensing of said software consist solely of those set forth in the written contracts
between ABC and its customers. No representation or other affirmation of fact contained in this
documentation including but not limited to statements regarding suitability for use or performance
of the functions described herein shall be deemed to be a warranty by ABC for any purpose, or
give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages
whatsoever (including but not limited to lost profits) arising out of or related to this documentation
or the information contained in it, even if ABC has been advised, knew or should have known of
the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2009
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WORK ORDER DEFAULTS MAINTENANCE

Purpose: To allow you to maintain the Work Order Defaults Record. The Defaults Record
contains a variety of items that are used to define how the system functions, how
data is displayed, or provide a default value if none is provided. For multi-branch
systems, it is also possible to enter branch specific data.

Select menu options:

e Work Order Processing
e File Maintenance
e Work Order Defaults Maintenance

A sample of the Work Order Defaults Maintenance screen is shown below.
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BRANCH ID

Enter the 3 character Branch ID that you wish to establish in the Work Order
System. Your current branch status is shown at the bottom of the screen as
DEFAULT. If you wish to select this branch, press [NEWLINE] and the system
will enter this Branch ID for you.

WO BRANCH ID

Enter the 3 character Branch ID previously created in Branch Maintenance that
will be used to link the Work Order System to End of Day procedures in
AutoPoint®. If this Branch is a valid branch in Branch Maintenance, the Branch
Name will then be displayed beside the Branch ID, otherwise the statement ***
NOT ON FILE *** will be displayed. The WO Branch Id is used to obtain a
unique invoice prefix.

ACCOUNT TYPE

This is the default type to be assigned when creating a new customer account.
This indicates whether the account is Corporate or Personal. This distinction is
important when you are entering customer information and is discussed in more
detail in that section. If you are a retail shop, in most instances, you would enter
<P> for Personal Accounts. If you are a heavy truck or machine shop, in most
instances you would enter <C> for Corporate Accounts.

CITY

If all, or a vast majority, of your customers are from the same city, you may enter
the city here. Any time the city is required in the Work Order System, if you
press [NEWLINE], the system will automatically enter this default city.

PROVINCE

If all, or a vast majority, of your customers area from the same province or state,
you may enter the 2 character province or state code here. Any time the province
or state is required in the Work Order system, if you press [NEWLINE], the
system will automatically enter this default code.

POSTAL CODE

This section is not applicable at this time, but when available will supply the
default postal code or ZIP code.

AutoPoint® Evolution — Work Order Defaults 4
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PHONE NUMBER FORMAT

This is where you enter the formatting for display purposes (e.q.: (780)###-#i##).
Characters such as brackets and dashes are displayed/printed in that position.
Numbers are used to supply defaults if no value is provided. The # sign is used to
indicate that a number should be placed in that position. Using the sample above,
if you enter 4211111 as a phone number, you would have displayed (780)421-
1111.

COUNTRY CODE

If all, or a vast majority, of your customers are from the same country code in the
telephone system, you may enter the country code here. The country codes are
normally listed in the information section of your telephone book. The country
code for Canada and the US is “1”. This code will only be printed on invoices and
quotes if the “Print Country Code?” option is set to <Y>es. Maximum 3
characters.

AREA CODE

If all, or a vast majority, of your customers are from the same area code, you may
enter the area code here. Any time the telephone number is required in the Work
Order System, if you do not enter the area code it will be added from this default.

PRINT COUNTRY CODE?
<Y>es if you want the country code to print on the invoice.

<N>o if you do not. The telephone number including the area code but not the
country code will print.

LICENSE NUMBER FORMAT
Indicates the formatting style of basic license plates in your jurisdiction. For
example, if your license plates are usually 3 letters followed by a space followed
by 3 digits (e.g. ABC 123) you would enter <XXX 999> with ‘X’ representing
letters and ‘9’ representing digits. This is for formatting license number fields
only. If the license number entered is 3 letters followed by 3 digits (no spaces),
the formatting above will apply. However, if a vanity plate or a plate which does
not follow that pattern (ex. a commercial plate) is entered no default formatting
will be done to the field. Maximum of 10 characters.

AutoPoint® Evolution — Work Order Defaults 5
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VIN SIZE

This is a numeric field to identify the maximum number of characters in the VIN
(Vehicle Identifier Number). Value must be between 17 and 25.

COMPONENT SERIAL NUMBER SIZE

This is a numeric field to identify the maximum number of characters in the serial
number for components. Value must be between 12 and 20.

TIME RECORD

The Work Order System will use this to determine the rounding of labour entered.
Enter <1> for 10" of an hour or <2> for 1/4 of an hour rounding. All labour
entered in the Work Order System will then round based on this default. Note
that this is not the same as the time format in the Time Control record.

TIMEKEEPING

Indicates if you are using the timekeeping system in Work Orders. The default
for this is <N>o0.

LINK

Indicates how the time records are to be linked — to the request code or the request
number. Enter <C>ode or <N>umber. Enter [NEWLINE] to accept the default
value of “N”.

CUSTOMER NUMBER RANGE

The Customer Number is a unique 6 digit number to represent the retail
customers. A range of numbers is assigned here which can be used to distinguish
shop customers from regular AutoPoint® customers. Enter the first 3 digits of the
beginning and ending of the customer number range. For example, if you enter
800 to 899, the customer number range will be 800000 to 899999. If you enter
000 in each field, no separation of customers will occur.

CASH CUSTOMER NUMBER

This is the account number you use for retail customers who are not assigned
credit status. Each branch within the Work Order System must have its own Cash
Customer Number. This may be the same number that is assigned to the cash
customer in the AutoPoint® branch record.
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NEXT QUOTE NUMBER
This is the next available Work Order Quote number.
NEXT REPAIR ORDER NUMBER

This is the next available repair order number for the Work Order System. This
number is also used as the invoice number for the repair order.

QUOTE EXPIRY

The number of days to quote expiry. Set this field to the number of days before a
quote expires. Setting this to 999 will allow no expiry for the quote.

*PROCESSING STAGE

This information is never entered by the user unless directed by a support
representative. It is the stage end-of-day processing has reached.

<0> indicates the processing completed.

WARNING: Any other number indicates the stage at which it stopped. If there is
anything other than a zero here, call your product support center.

<1> indicates that the Next Business Day has been updated as the Current
Business Day in Branch Maintenance. If for some reason End-of-Day does not
finish and it must be restarted, the system does not ask for the Next Business Day
again. It continues from where it stopped and prints the reports again.

<2> indicates that for a remote site “Yes” was entered to “Create a Log File?” If
for some reason End-of-Day does not finish and it must be restarted, the system
continues from where it stopped and reprints the reports.

For on-line sites, “Yes” was entered to “Update Files?” The system begins
updating AR Open, AR Distribution, Sales History, Purchase Order
Recommendations, and Backorders. If End-of-Day is restarted, the date is not
asked for, the reports do not reprint but the system asks to Update Files again.

<3> indicates “Yes” was entered to “Update Files?” The information entered for
the current business day is added to the permanent files and the working files for

that day are being deleted. If End-of-Day does not finish and it must be restarted,
the system does not reprint reports, it continues processing from where it stopped.
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*EOD
This field automatically displays the terminal number of whoever is currently
running EOD processing. If the number is 99, it means that EOD is not currently
being run. If it is any other value, EOD is currently being run.

*CURRENT BUSINESS DAY (MMDDYY)

The only time a date is entered is the day you begin using your Work Order
System. After that time, the system automatically updates this date when end-of-
day is processed.

*DATE LAST PROCESSED (MMDDYY)

This is the last business day for which the End-of-Day process was run. This is
automatically updated by the system.

*DATE LAST COMPLETED (MMDDYY)

This is the last business day for which the End-of-Day process was completed
properly. This is automatically updated by the system.

WARNING: NEVER CHANGE THE DATA IN THE FIELDS WITH A “*”
ABOVE!! If the information in any of these fields is incorrect for any reason, please call
your product support center immediately.

LABOUR ABBREVIATION/PART NUMBER
This labour part will become the default labour part when entering labour in the

Work Order System. It can be overridden either by the labour part number

assigned to a request code or by selecting a different labour part upon entering the
information.

SUBLET PRODUCT LINE

This indicates the product line to be associated with all sublets in the Work Order
System. All sublet “parts” must use this product line.

AutoPoint® Evolution — Work Order Defaults 8
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INVOICE PREFIX

This prefix prints before the actual invoice number. It is especially useful to
distinguish invoices from one store with those of other stores in a multi-branch
environment. It is recommended that the invoice prefix for the Work Order
System be different from the invoice prefix assigned for the same Branch ID in
the Branch Maintenance file.

PRINT WARRANTY INVOICES
This indicates whether you want warranty invoices to be printed “On-line” at the

time its associated customer invoice is printed, or “Batch” during End-of-Day
procedures.

CORE DETAIL

When a part that has an associated core is entered on a work order, this indicates
whether you wish to have details of the core printed on the invoice.

SEPARATE PRICING

This indicates whether you will be making use of the customer’s retail pricing as
set up in AutoPoint®. If you enter “Yes” then the customer pricing AutoPoint® is
used (e.g. flyers). If you enter “No” then only the price field in the Work Order
Customer Extension record is used.

LICENSE DEFAULT

This indicates whether you want the VIN to default to the license number if no
license number is entered. This is currently set to <Y>es in all cases.

QUOTE AUTH TEXT
This indicates whether you want the authorization text to be printed on quotes.
USE QUOTES

This indicates whether quotes are allowed. This is currently set to <Y>es in all
cases -
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INDUSTRY FOCUS

This indicates what type of business you have. Options are <R>etail, Heavy
<T>ruck or <M>achine Shop. If <T>ruck is chosen, the ‘In Service’ field is
displayed and printed.

S/SBY PERCENT OR AMOUNT

This indicates whether you want shop supplies, by default, to be calculated as a
percent of the labour charge, or a fixed amount. In most cases percentage will be
chosen. You may change this as each labour item is entered.

DEFAULT PERCENT

If shop supplies are defaulting to being calculated by percent, this indicates the
default percentage to be used in the calculations. This will also be used in
automatically calculating the shop supplies amounts for any labour charges in
predefined requests. If shop supplies are defaulting to a fixed amount, this will be
zero.

DEFAULT PRODUCT LINE

This is the default product line to be used to distribute the shop supplies charges.

Should you have any questions, concerns or need clarification on any of the above please contact Customer Care at
780-483-2727 or 1-800-661-2727.
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A/R Statement Messages Based on Aging
Introduction

The message that prints at the bottom of statencantbe determined by the aging of the
invoices on the particular customer’s statemeritatTs, if a customer has invoices that are 30
days past due, the message that prints at thenbofttthe statement can be different from the
messages that print on the statement for a custthraeare current.

This document explains the following:
* How to set up messages by branch and by agingefaupast 30, past 60, past 90).
* How to create or select messages when printingrataits.
* How to modify messages when printing statements.

Selecting and Entering Statement Messages when Printing
Statements

When you are ready to print your statements, frioenA/R Statement Printing program (throug
the A/R menu item) or through the EPO A/R Statenfeiriting program (through the Imaging

menu item), select the ranges to print your statgésneOnce the range information is entered gnd
the run button is clicked, a new window will comg u

-

Il Statement Messages - AutoPoint Data Model {arstmntprt) x|

== ENTER THE STATEMENT MESSAGE FOR CUSTOMER'S THAT ARE CURRENT ==

Lookup | Default from Current | Default from Frevious Message | Default &l Meszages |

Previous | Center | Clear | Mo Meszages | Canfirm Mezzage |

A 3 line message can be entered that will prinstatements for customers who fall into the
aging bucket at the top of the window.

The “Default from Current” button will set the message you are on to thesags entered for
customers who are current so that you do not reeegtype the entire message if there are not
many changes that need to be made.
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The “Default from Previous Message’ button will let you modify the previous messageuse
for the message you are on.

The “Default All Messages’ button will set all messages to the message yewarrently
editing.

The “Previous’ button will allow you to return to the previousidket if you need to make a
change. Pressing the button when you are on theré@t” message will allow you to change
the range you are generating statements for.

—h

The “Center” button will position all 3 lines of the messagetbat there are an equal number ¢
spaces to either side of each line.

The “Clear” button will clear the message you are on if yeea to restart the message.

The “No Messages’ button will ask the question “Do NOT Print Statemt Messages?” and if
you answer “Yes” will leave all the messages bland print the statements.

The “Confirm Message” button will finish editing the message you areamd let you continue
on to edit the message for the next bucket. Wioenclick this button and you were editing the
message for customers who are 90 days overdustatements will print.

The “Lookup” button will allow you to choose a message that b@en previously saved. Wheh
it is clicked, a new window will be brought up souwcan find the message you want to use.

Il Statement Messages Lookup - AutoPoint Data Model (arstmntp:rt-}_'_? E[

Branch: I Hame: I Frequency:l "I Aging: I 'l

Scan Fead Mext Fead Previous |  Maintenance Clear Cancel Ok

If you know the branch, name, frequency and agypg for the message you want to use, you
can enter them to bring up that message. OtherthieéScan”, “ Read Next” and “Read
Previous’ buttons will allow you to look through the savetkssages to find the one you want.

[

The “Clear” button will let you enter a different branch, nenfrequency and aging type withoy
having to delete what has already been enteredgthur
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The “Cancel” button will close the lookup window and any mags that you entered before
clicking the “Lookup” button will be untouched.

The “Ok” button will close the lookup window and defauietmessage you are on to the
message you had selected in the lookup window.

The “Maintenance’ button will allow you to enter standard messafgeguture statement runs.

Il Statement Message Maintenance - AutoPoint Data Model (arstmntmsg) x|
Hotk Menu

Branch: I_

Mame: I_
Frequency: Im
Aging: m

Lackup Center Clear Meszage | Save |
| | s | oM [tjozizo09 [::E3:team | [ooo

Enter the branch this message is for and a namdensify this message. Select the statement
frequency you plan to use this message for. StHecging type you plan to use the message
for. You will now be able to enter the message want to use.

—h

The “Center” button will position all 3 lines of the messagethat there are an equal number @
spaces to either side of each line.

The “Clear Message” button will allow you to restart your current nsage without having to
reenter your key information.

Once you have entered the message the way thataiit to print on your statements, click
the “Save” button.
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1.0.0 Chapter 1 — Introduction

1.1.0 Overview of EPO

AutoPointd’s Electronic Post Office system (a.k.a. EPO) aigwu to fax or e-mail statements and invoices to
your customers. Paper statements and invoicebegninted for those customers who still prefereteive them
by ground mail, as a part of the same processer§lgr other documents can be included as attademéren
sending statements.

This document explains the following:

»  Setting up customers to receive their statemenitsvoices by fax and/or e-mail, or by ground mail.

» Doing a statement run frosutoPointd, and transmitting them from EPO.

» Exporting invoices after your End-of-Day, and tnaitting them from EPO.

* Including flyers or other documents with statements

e Checking the transmission logs after doing an ElOt@ confirm that the documents were transmitted
successfully.

Send PDF
documents
using EPO

Generate

statement or Process EPS

invoice EPS N file into PDF >

file from documents

AutoPoint0] for EPO R
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1.2.0 Conventions Used in this Manual

The following are explanations of the notationsdugethis manual to describe an action:

» A keystroke on the keyboard is described using4¢hand “>” characters. For example, the TAB kesy i
displayed as “<TAB>". The function keys along the of the keyboard are described as “<F5>" for
FUNCTION key 5. Combinations of keys using the CTRBHIFT or ALT keys are described using
prefixes to the key that must be pressed at the $ene. For example, pressing the SHIFT and
FUNCTION 5 keys is displayed as “SHIFT-<F5>".

» For instructions that describe following a menwsture, the “>” character separates the menu selectiong.
For example, to get to the Stock Status Inquirgeerfrom the top “AM” menu, go to “6. Inquiries> “1.
Stock Status Inquiry”. You can also jump to a jgatar program or menu from the “SELECT:” prompt by
entering the menu entry numbers. In the StoclkuStatquiry screen example, you can enter “AM0601".

« Program names are described in all upper caseexaonple, the Stock Status Inquiry Screen is dygula
as "AMSTOCKINQ”. To bypass the menus and go itiis program directly, enter the program name in
upper-case at the “SELECT:” prompt in any menu, s the <ENTER> key.

» Instructions that must be followed in a particidaguence have steps that are numbered, and allratest
be followed to complete the action described. Seteps may have a condition that will require you t
skip steps, and in these cases, the instructiortd page xX will be in bold characters.

» Extra information that further explains a step mygedure is in italic characters, preceded bN@TE”.

» Screen prints are included with the instructiondeémonstrate what you can expect to see on thersettea
particular step in a procedure. Please note that screen will not be exactly the same, and vall b
slightly different.

1.3.0 Legal Notice

Amador Business Computers (ABC) has prepared tigamentation for use by ABC personnel, customerd psospective customers. The
information contained herein shall not be reproducewhole or in part without ABC'’s prior writterpproval.

ABC reserves the right to make changes in inforomationtained in this documentation without prioticey and the reader should in all cases
consult ABC to determine whether any such changes been made.

The terms and conditions governing the sales oAtitePoint Software product and/or other producis the licensing of said software consist
solely of those set forth in the written contramé$ween ABC and its customers. No representatiather affirmation of fact contained in this
documentation including but not limited to statetseregarding suitability for use or performancehaf functions described herein shall be
deemed to be a warranty by ABC for any purposeiwa rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidentadiirect, special or consequential damages whegsdacluding but not limited to lost
profits) arising out of or related to this docunagitn or the information contained in it, even B®& has been advised, knew or should have
known of the possibility of such damages.

AutoPoint is a Registered Trademark of Amador BessnComputers.

(C) Copyright Amador Business Computers, 2009
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2.0.0 Chapter 2 — Set-up and Configuration for EPO

2.1.0 Surveying customers for delivery method preference

About a month before transmitting documents via E®Qhe first time, it is a good idea to send awurvey form
to all your customers asking for their delivery huwat preference. The survey should inform customwen you
intend to start sending statements/invoices elnittatly and provide space for them to send back thg number
and/or e-mail address. As the surveys come backwjil need to update their customer records aghme
instructions below.

NOTE: It is only necessary to change those custaetrds that will not use ground mail deliveryle®&se contact
Amador Support to run a utility that will automatlty change all records that are notarked for e-mail and/or
faxing to “ground” for regular mail delivery.

2.1.1 Sample letter to survey customers for delivgrmethod preference

Dear Val ued Cust omer,

In our ongoing efforts to increase efficiencies and ensure that we

are doing our part to be environmentally friendly, Amador will be
sendi ng out our invoices and statements el ectronically as of Cctober
1st, 2007.

Pl ease provide an enmil address or fax nunber where you would prefer
to have these documents sent. Your response can be emniled to

ar @mador.ca or faxed to 780-489-2601. Please reply back with your
preference by Septenber 17th, 2007.

Sel ect ONE of the follow ng options and provide a correspondi ng e-
mai | and/or fax:

Emai | address

Fax nunber

Bot h

Pl ease do not hesitate to contact us with any questions or concerns.

Regar ds,

Amador Accounts Recei vabl e

AutoPoint Evolution — EPO XX XXXX. XX 5
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2.2.0 Specifying preferred delivery me

2.2.1 Assigning the send option in Customer Maintemce

This preference is set up in Customer Maintenameder the

menus “5. File Maintenance® “3. Customer Maintenance’

& Customer Maintenance - {aZcustmnt)

Hok Menu

Gomador & & ! vkl B

Before being able to send statements or invoicagrelnically to your customers via EPO, you must pecify
which customers will receive their statements/icesivia fax, e-mail, both fax & e-mail, or regufaail (ground.)

To get to the Customer Maintenance screen, entigl’ ‘af the AutoPointd “SELECT:” prompt, or follow the
". Enter the customer imemand on the Accounts
Receivable tab, look at the Electronic Documenn$naission section for the Transmit Options:

thod by customer

Accounts Receivable tab.

Customer Humber: IUUI]IJ'IS j Account Type: |Coporate ™

Customer Hame: IATLAE EQUIPMENT & SUPPLY

Contact Name:  [JOHN AEID

I12WAGNEF| ROADE

Address:

Abbrev: |ATLAS EQUI

403-255-8330
Fax: 403-255-8330

THIS 15 NOTES ABOUT LIME 1 LINE 1.5 LINE 2
LIME 3THIS |5 NOTES ABOUT LINE 1 LINE 1.5 LINE

Phone:

Email: [addiess@domain.com

Notes: =

City: [caLGery 2LINE 3THIS |5 NOTES AB0UT LINE 1 LINE 1.5
LINE 2 LINE 3THIS 5 NOTES ABOUT LINE 1 LINE
Province: IAE Postal Code: ITEI 18l ﬂ
Accounts Receivable |Encmg| gpnnnsl CRM |
Credit Limit: | 20000 Balance: | 130060, 33- Core Balance: 1870200
Bill To: |000223 CRANE MOTOR TRANSPORT  Date Created: |7fw93

Clak

t Conbrol

Statement Freq: |Manthly 'I
M -MET 30 DAYS vl

Terms Code:

Balance Method: |Open ltem o
Finance Charge: IDSD =

Tax Options
Tax Number: I— I” GST Exempt?
Taxing Group: I j
Envi tal Charges E ion Code: m

ic D T

Fax Long Distance: |1 - Long Distance 'I

AEL LRI ERE - Email (Mo Cover)

Save | Quslumer\nquilyl [nvuiceHislUlyl

-

Order Ingquiry | Quate Inquiy |

[

»
[ [ms [ [wom [z3izone [sizmzspm [aMD B00

Enter the fax number for this customer or (555)-5555 if they have none, and press <ENTER>. If yaust dial
long distance, select “1” in the square brackdtsmvise select “0” if it is a local call. Remennlte always enter
the area code, even for local fax numbers, as gid-dialing for local calls is now required

NOTE: whether the number is local or long distadepends on where the fax modem connected tautooint/7
server is located.

For the Transmit Options, specify the method oflsgminvoices and statements for this customefolémws:

E — e-mail only.

Y — Fax only, with a cover page.

C — Fax only, without a cover page.

G — Ground only.

B — e-mail and fax, with a cover page.

D — e-mail and fax, without a cover page.
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delivery method.

2.2.2 Listing customer send options

the IMG menu and select “2. File Maintenance”:

NOTE: If the customer has a bill-to record, be stoenter the delivery method in the bill-to customecord only,
otherwise the delivery methods set up in the shigstomer records will override what is set uphia bill-to
record. That is, the ship-to’s must have an “N*fiaeld 12 to ensure that what is set up in the-aills the actual

If you select “E”, “B” or “D”, a pop-up will appeamsking for the e-mail address to be filled imtdt the e-mail
address using thecipient@domain.corformat, with no leading spaces or other speciatatters:

Press <ENTER> to save the e-mail address, and gFds%> to save the changes to the customer record.

You can run a report to list what send options vemsigned in Customer Maintenance. To get toréiiert, go to

Select “2. Document Imaging Customer List” to brimgthe report ranges:

Select the output option for Fax, E-mail, Both &x-mail, Ground, None or All, and the report sltbappear as

DATE- 1/03/08 [7:55:33 TSNED  PAGE ol

CUSTOMERS: ALL

STATMENT FREQ TERMS BILL-TO CUST-TYPE

follows:
File: Page of
"Your Company Name" DOCUMENT IMAGING CUSTOMER RERORT
BRAHCH I0: CBY AMADOR, CALGARY REGION: DISTRICT:
Invoice: Yi(fax), Elenail), Blenail & fax), Glground), Minone). Mo Coverpage Options: C(fax), Diemail & fax) EXCLUDE CASH TERMS
CUSTOMER CUSTOMER HRME OPTION EMAIL ADDRESS
FAX MUMBER
000015 ATLAS EQUIPMENT & SURPLY E 123456789087 azzznan
1(443) 255-3999 Seni-nonthly
999020 "Your Company Hams" ]
(555)555-5555 Mane
999031  finador Business Computers Inc. B

(555]555-5555 fone

EHP

AFER

CASH
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2.2.3 Exporting the customer list to a mail-merge rocontacts program

It is possible to export the customer contact imfation set up in Customer Maintenance into a “.{ew™tab
separated values”) file, and then import thisifiteds mail-merge or contacts software. For examyde, could
import the “.tsv” file into a word processing pragn to create mailing labels or import the file igtmur e-mail
program’s contacts folder. Please see your softwalocumentation for instructions on importing¥tfiles.

To generate the “.tsv” file frorAutoPointd, enter “IMG” at the “SELECT:” prompt and then setlé2. File
Maintenance”. From the File Maintenance menu,ct€® Export Customer Imaging Setups”. Enterridueges as
follows to generate a complete listing of all cuséss:

This program will generate the file “customersys¢’tin the /usrl/imgproc folder on thhutoPointO server, which
can be transferred to your PC using SmarTerm’s Bridg) ‘n Drop. It will also generate the followingport,
displaying the same information:

File: 84308 Page Tof 14 |

"four Company Hang" CUSTOMER LISTING DRTE- 1/16/08 11:27:06 TSHED  PAGE 0047

BRANCH ID: ALL CUSTOMERS: ALL

CUSTOMER  CUSTOMER HAHE CONTACT STATERENT FREQ DATE CREATED
ADDRESS | PHONE HUMBER  FA MUMBER
ADDRESS 2 EMALL ADDRESS
CITY / PROV / POSTAL

221850 DRUE ROSS TRUCKING ORVE ROSS Honthly 1/%{%
PO BOX 39 (797)792-9760 (780) 439-2601 ¥

SHERWOOD PRRK, RB TOH 1GO

255750 HORTHAESTERN CONTRACTING LTD. Honthly /2%/%
BOX 1408 (797)792-8760 (535) 555-5555 6

STRATHCONA, AR T1Y 7H3
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2.3.0 Setting EPO options

2.3.1 Specifying a default printer for printing doauments for ground mail

To print documents for those customers set upfournd mail delivery through the EPO process, ydunveied to
specify a printer to print the statements and ioesi Please contact Amador Support to confirm kdrehe
physical printer you wish to use will be able totie this. To specify the EPO printer, go to tha Menu from
the menu bar in the main menu. Select Te»IPrinter Operation.

'
| Hot Menu AutoPoint  Purchasing  File Maintenance  Reporks  Work Order Processing  Accounts Receivable
Amador Tools 3
Bulletin Board
Zuskomer Inguiry

Daily Scheduler

File Maintenance: 3 - ] Run
G : & Program Name ﬂ
Crder Entry
Pairt of Sale
Purchasing 3 Title:
Quokations

Screen Capture
Stock Status Inquiry

Reference:
Calculatar
‘Work Orders Calendar
Daily Scheduler
Fax Opetation Description:

Motepad
Phone Book.

Quick Fax
Spooled Reparts

Select the option “Electronic Post Office” frormetRrinter Menu, and then select “Modify EPS Optidrem the
EPS Menu.

Printer Operation tsned@vstorm - ... [H[=] B3

Flease selecta Menu Option

Selectan Action ‘

List Queued Print Jobs

List Printers

Test Printer(s)

Cancel Queued Print Job(s)

Move Print Jobs to another Printer

Enable a Printer

Reset Printer Electronic Print Stream ts... [Bj=] B3 Electronic Print Stream ts... [Ei[=]
PDF Fomms Menu Please selecta Menu Optian Selectan option o modify.

Show/Release Print Jobs | Selectan Action | Selectan Oprion.
Printer State Process EPS Files Modify EPS Printer
Remove EPS Files Modify Sort Order
Send EPO Documents Enable DocFocus Usage

Modify EPS Options Modify Flyer File Location

o [P ]| Ko

[ a QK l [ ¥ cancel

[ &

From the EPS Options Menu, select “Modify EPS [eriht

Electronic Print Strea... [Ejf=]

Enterthe printer name or number to use.
Forexample: lpt10 orjust 10.

Printer Name or Number.

[=h |
[xgance\ [ Fox ]
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Enter the printer number set upAatoPointd and press click on the “OK” button.

2.3.2 Creating “REMIT TO:” information on statement s

If you wish, it is possible to create a line at Hwtom of statements that shows “remit to” infotima. To do this,
go to the Hot Menu frorthe Main Menu. Select Toot® Printer Operation. Select the option “PDF FormenM’
from the Printer Menu, and then select “View/Setrirénfo” from the PDF Forms Menu:

PDF Form Maintenance . . - ePrint PLUS ... !EB

Please select a Menu Option

Select a Form Option
| View/Set Letter Head PDF
iViEwiSet Compressed Invoice PDF

iViawiSet Short Compressed Invoice POF

I
|
|
|
| View/Set Elite Invoice PDF |
?VlewiSethrmaanm:e POF |
i\)‘law!ﬁet Regular Invoice PDF |
%Vlawiﬁet Shart Regular Invoice POF |

EViaw!Set Maormal Statement PDF

Wiew/Set Remit Info

Turn Bold PDF Text OFF

Enter the remittance information, preceded with MRE TO:", and click on the “OK” button. The maximu
number of characters is 90.

NOTE: If the Ampersand character (“&") appears anlyare in the “REMIT TO:” information, please call Aator
Support to make edits to your “REMIT TO:”. Othesej this information will not appear correctly aiatements.

AutoPoint Evolution — EPO XX XXXX. XX 10



AMADOR SOLUTIONS

ramador  demiaetes

3.0.0 Chapter 3 — Transmitting Documents via EPO

3.1.0 Transmitting Statements via EPO
3.1.1 Creating the Monthly Statement EPS file fromAutoPoint[]

1. When you are ready to send out your statemgatt) the Imaging menu to generate the statemestfite. At
the “SELECT:” prompt, enter “IMG” to bring up theddument Imaging menu. Expand “1” to select the EfeBu:

g,p Main Menu - ({aZmenu)

Hot Menu  AutoPaint  Purchasing  File Maintenance Reports  Work Order Processing  Accounts Re
===

AutoPoint =

Low, - Evolution

Select: I— 260 R Program Mame: ﬂﬁun

[=- Diocument Imaging

E| 1 - Electronic Print Stream [EPS)
- 1-EPS for Point of Sale Title:
2 - EPS for Order Entry

| - 3-EPS for Accounts Receivable
i 1 - Print Statements

H Lo 2- Pt Statements (Inc. Faxed] Reference:
2 - File Mairtenance

Hoo

Description:

2. Onthe EPS menu, expand “3" to process statesnen

3. Expand “1” to select the “Print Statementsigram:

4. At the Output Selection screen, select the IntaBrinter, “777” from the drop-down menu and klan the
“Print” button:

Printer: 5ING PRIMTER
Spool File: ARSTMNTPRT
Additional Dpti
= None
") Display
" Queue Frequency: |nce  *| Start Date: |10/13/09

Print. | Spnnll Display Dhly | Eancell

AutoPoint Evolution — EPO XX XXXX. XX 11
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5. On the Print Statements screen, enter the sdogehe statements, paying special attentiongtePBranch and
Customer:

i} Print Statements - {arstmntprt) H=] E3
Gamador ggrn
Range Selection: Beginning Ending
Aging Date Range 07 I 08/3./07
Branch Id: | Al =l
Select Customers by: ' Mumber © Name

Customer Range: I j All I j

¥ Do you wish to print Al Frequencies?

I Print Customers with \Weskly Frequency?

I™ Print Customers with Semi-Monthly Frequency?

™ Print Customers with Monthly Frequency?

I Print Customers with Discretionan Frequency?
Tax Sales Month: |08

[Enter = Date (MDD 4

6. After entering the Print Statement ranges dicliog on “Run”, enter a comment (optional) to aap at the end
of the statements. Answer “N” to “Do you want tonPan Alignment?”;

i,p Statement Messages - {arstmntprt)

** ENTER THE STATEMENT MESSAGE FOR CUSTOMER'S THAT ARE CURRENT = =

Loalkup | Drefault fram Curent | Drefault fram Previous Message | Default &ll Messages |
Previous | Center | Clear | No Messages | Conlirm Message |
Question...

\‘:’/ Do you wank ko Prink an Alignment?

Yes

AutoPoint Evolution — EPO XX XXXX. XX 12
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3.1.2 Processing the statement EPS file generatedrh AutoPoint[

7. After sending the statements to the Imagingterj bring up the Hot Menu clicking on it from thlain Menu.

Select “Tools”, and from the sub-menu, select “frifOperation”:

i.p Main Menu - Amador Inc. {aZmenu)

| Hot Menu  AutoPoint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable

8. From the Printer Menu, use the arrow keys terethe 9 for “Electronic Post Office”. Click oha “OK” button:

Amadar Tools
Bulletin Board
Customer Inquiry
Daily Scheduler
File Maintenance
Inquiries

Crder Entry
Puaint of Sale
Purchasing
Quotations
Screen Capture
Stock Status Inguiry

‘Work Orders

»

o

Title:
Reference:
Calculztor
Calendar
Daily Scheduler
Fax Operation Description:

Motepad
Phone Book.

Guuick Fax
Spooled Reports

Printer Dperation tsned@vstorm - ... !E[ ﬂ

Please selecta Menu Option

Selectan Action |

List Queued Print Jobs

List Printers

Test Printeris)

Cancel Queued Print Jobis)

Move Print Jobs to another Printer
Enable a Printer

Reset Printer

PDF Forms Menu

Show/Release Print Jobs

Printer State

[ x Cance|

o]

Prograrn Name: (¥4 Fun

AutoPoint Evolution — EPO
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9. On the “EPS Processing” menu, select “Proc&sS [Eles” to prepare statements for sending via.ERi©k on
the “OK” button to continue:

Electronic Print Stream M=l E3
Please select a Menu Option
| Select an Action
L

Process EPS Files

| Remove EPS Files
| Send EPO Documents
| Modify EPS Options

e

10. Find your statement run(s) (created in stefps6t) The file name is made up with the follogviparts,
“sta01CCCnnn-YYMMDD.tx5", where “CCC” is the companode, “nnn” is the branch invoice prefix (“00&" i
used when all branches were selected during Piat¢®ents) and “YYMMDD" is the last date in the elatnge
entered during Print Statements. Check the boktoetke file you wish to process. You can setaote than one
statement EPS file if you wish. Click on the “OKttton to continue:

Electronic Print Stream amador@porky - Current EPS Files

Currently available Electronic Print Stream files.
Select EPS file(s) to process.

File Name File Size

: s5ta01dem000-070731 tx5 105307

NOTE: If you do more than one statement run ferdhme company, branch(es) and ending date ramgepa”
will appear at the end of the file name. The néwtgement run is always the file name withoutlaing after

“Ix5".

11. The “EPS File Processing Summary” screenapifiear once the EPS file is processed. Click e@K”
button to continue.
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3.1.3 Sending EPO statement files

12. After processing the EPS file, the “EPS Prsices menu will re-appear. Click on the item, “8eBPO
Documents” to select it and then click on “OK”:

Electronic Print Stream amador@pork... !E E

Please select a Menu Option

Select an Action

Process EPS Files

Remove EPS Files

Send EPO Documents

Modify EPS Options

13. Click to select “Send EPO Statements”. Cliek“OK” button to continue:

Electronic Post Dffice amador@porky - EP... [El[=]

Please select a Document Type

Select a Type

Send EPO Invoices
Invaoice Summary by Day
Statement Summary by Mth

Wiew/Maintain EPO Documents

14. In the EPO Processing screen, a list of EPQubeats will appear, by branch. Select the EPO hecs to
transmit by checking the box next to it. You cafest more than one statement file if you wishiclCon the “OK”
button to continue:

If you get any EPO Processing errors, please coAtaador support for help with troubleshooting aadolving
the error(s):
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15. The next step is selecting the EPO Transmiio®@g. Click to check the box next to select thsidkd options.
Usually only options 2, 4 and 7 are needed. Ttrieen will only appear once in the sending proces®e sure to
select all the options you wish to change. Clioklee “OK” button to continue:

Electronic Post Dffice amador@porky - Options [_[O]x]

Select all desired options.

Option Description
I:l Print Error Log
Mail the Error Log to Yourself
[J Mail the Summary Fax Log to Yourself
[] Mail the Detail Fax Log to Yourself
] Print Summary Fax Log
[ Print Detail Fax Log
Change the Fax Send Time (1900}
[] Change the Fax Device (any)
[ cChange Virtual Fax Server (porky)
[l change the Log Printer (nosystemdefaultdestination)
[] Change the Document Printer (Ipt99)

» Print Error Log — Select this option to send th®elog to the log printer.

» Mail the Error Log to Yourself — Select this optitmsend the error log to yoAutoPointd mailbox.

e Mail the Summary Fax Log to Yourself — Select thidion to send the summary fax log to your
AutoPointd mailbox.

* Mail the Detail Fax Log to Yourself — Select thstion to send the detailed fax log to y@urtoPoint[
mailbox.

* Print Summary Fax Log — Select this option to séredsummary fax log to the log printer.

» Print Detail Fax Log — Select this option to seinel detailed fax log to the log printer.

* Change the Fax Send Time — The time in parentie#ie default send time. Select this option tange
the send time (24 hour format.)

Electronic Post Office amador@po... [Ei[=]

Enterthe time to send the forms.
Enter the time as: [yy][mmdd]hhmm[am|pm]
The defaultis 1900 hours (7pm)

Option Description

[0 ]

e Change the Fax Device — Do not change this option.
» Change Virtual Fax Server — Do not change thisoopti
» Change the Log Printer — Do not change this option.
* Change the Document Printer — Do not change thisrop
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16. Once the options have been set, a resultsrsavil appear showing which customers have beahwkich
documents and by which methods (e-malil, fax, grint)

Be careful to not click the “OK” button before ttransactions are all sent and deleted, and theowiraloses,
otherwise the sending of the EPO Documents wilhberrupted, and you will have to re-send the reving ones.

AutoPoint Evolution — EPO XX XXXX. XX 17
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3.2.0 Transmitting Invoices via EPO
3.2.1 Creating invoices EPS file fronAutoPoint[

1. When you are ready to send out invoices, ghgdmaging menu to generate the invoice EPS fethe
“SELECT:” prompt, enter “IMG” to bring up the Docwant Imaging menu. Expand “1” to select the EPSumen

Hot Menu  AutoPoint  Purchasing  File Maintenance Reports  wWork Order Processing  Accounts
.

AutoPoint =

Low Evolution

Select: @G Y Progranm Name: (74 Fun

[=- Document Imaging

E| 1 - Electionic Print Stream [EPS)

. Bl 1-EPS for Point of Sale Title:

- 1 - Create POS Invoice EPS File

2 - Request POS Invoices from DFI
- 3 - Create CASH Invoices EPS file
2 - EPS for Order Entry Reference:
i Bl 3-EPS for Accounts Receivable
2 - File Maintenance

Homom

Description:

2. Onthe EPS menu, expand “1” to process POSdes(go to step 3) or expand “2” to process OE invoiogm
to step 5)

3. Expand “1” to select “Create POS Invoice ERS'fi

4. On the “Reprint Invoice Process” screen, ettiterbranch and date(s) (you can include any rahbasiness
days on which end-of-day has been completed -otryn this process frequently enough not to inclexeugh days
to cause an overly lengthy process), specify thegrnumber 777, and thgo to step 7

i} Reprint Invoice Process - PORKY TEST DATA {aminvhprt)

Gamador ggrn

Range Selection: Beginning Ending
Branch Id: [AMD - AMADOR. MAIN BRANCH =l
Invoice Selection: Im
Invoice Range: |000000 Al 000000
Customer Range: IUDUUUU j
Date: IW IW

Printer Number: 777

|Select a Branch 4
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i} Dutput Selection -

Printer:

Spool File: ARSTMNTPRT

Additional Dpti

* Mone

= Display

" Oueue Frequency: |Once  +| Start Date: |10/413/03
PFrint | Spuull Display Drly | Cancell

5. Expand “1” to select the “Create OE Invoice HIRS:

i,} Main Menu - PORKY TEST DATA (aZmenu})

Hot Meru  AutoPaint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Re
oy

AutoPoint =,

“—’ Evolution

seect: [ e 9 Program Mame: ¥4 Fun

[=- Document Imaging
£l 1 - Electronic Print Stream [EPS)
- 1 - EPS far Paint of Sale Title:
i - 2-EPS for Order Entry
H & 1 - Create OE Inwoice EPS file:
i 2 - Request OE Invaices from DFI
i 3 - EPS for Accounts Feceivable Reference:
[ 2 - File Maintenance

=002

Description:

6. On the “Reprint Invoice Process” screen, etiiterOrder Entry branch and date(s) (you can inchrderange of
business days on which end-of-day has been condpletiey to run this process frequently enough aan¢lude
enough days to cause an overly lengthy processgjfgprinter number 777, and thgo to step 7

;,p Reptint Invoice Process - PORKY TEST DATA (aminvhprt)

tyamador drn

Range Selection: Beginning Ending

Branch Id: 400R. Mall BRANCH
Invoice Selection: lm
Invoice Range: IM All IM
Customer Range: IDDDDDD j
Date: [ 127277 REZZ

Printer Number: 777

Select a Branch

AutoPoint Evolution — EPO XX XXXX. XX 19
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3.2.2 Processing the invoice EPS file generatedim AutoPointO

7. After sending the invoices to the Imaging Ryinbring up the Hot Menu by clicking on it fronetMain Menu
menu bar. Select “Tools”, and from the sub-meelect “Printer Operation”:

! ey
| i.p Main Menu - Amador Inc. {aZmenu)

Hot Menu  AutoPoint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable
Amadar Tools 3
Bulletin Board
Customer Inquiry
Daily Scheduler
File Maintenarice: B | G>G° ‘/_ﬂ Program Name: l'jRu”
Inquiries P
Crder Entry
Point: of Sale
Purchasing » Title:

Quotations
Screen Capture
Stock Status Inguiry

Reference:
Calculztor
‘Work Orders Calendar
Daily Scheduler
Fax Operation Description:

Motepad
Phone Book.

Guuick Fax
Spooled Reports

8. From the Printer Menu, click on “Electronic P@dfice”. Click on the “OK” button to continue:

Printer Dperation tsned@vstorm - ... !E[ ﬂ

Please selecta Menu Option

Selectan Action |

List Queued Print Jobs

List Printers

Test Printer(s)

Cancel Queued Print Jobis)

Move Print Jobs to another Printer
Enable a Printer

Reset Printer

PDF Forms Menu

Show/Release Print Jobs

Printer State

[ x Cance|

o]
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9. On the “EPS Processing” menu, select “Proc®s [Eles” to prepare the invoices for sending WWOE Click
on the “OK” menu to continue:

Electronic Print Stream M=l E3
Please select a Menu Option
| Select an Action

Process EPS Files

| Remove EPS Files
| Send EPO Documents
| Modify EPS Options

e

10. Find your invoice run(s) (created in stepe 8.) The file name is made up with the followayts,
“inv02CCCnnn-MMDDYY-mmddyy-MMDDYYHHMM.bbb”, where CCC” is the company code, “nnn” is the
branch invoice prefix, “MMDDYY” is the first datenithe date range selected during the Reprint IvBiocess,
“mmddyy” is the last date in the date range setedigring the Reprint Invoice Process, “MMDDYYHHMNE the
date and time (24-hour format) on which the Regrimbice Process was run and “bbb” is the branatecaCheck

the box next to the file you wish to process tooghie You can select more than one invoice ERSiffiyou wish.
Click on the “OK” button to continue:

Electronic Print Stream amador@porky - Current EPS Files

Currently available Electronic Print Stream files.
Select EPS file(s) to process.

File Name File Size
| ¥ inv02dem010-010107-123107-111109123852.amd 3639358
| stad1dem000-070731 x5 105307

11. The “EPS File Processing Summary” screenapiiear once the EPS file is processed. Click eri@K”
button to continue:

Electronic Print Stream amador@porky - Processing EPS File

Processing invoice file: inv02dem010-010107-123107-111109123852.amd
EPS File 1 of 1.

Please Wait...

[ ]
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3.2.3 Sending EPO invoice files

12. After processing the EPS file, the “EPS Prsices menu will re-appear. Click to highlight tiiem, “Send
EPO Documents”, and then click on the “OK” buttorcontinue:

Electronic Print Stream amador@pork... !E E

Please select a Menu Option

Select an Action

Process EPS Files

Remove EPS Files

Send EPO Documents

Modify EPS Options

13. Click to select “Send EPO Invoices”. Clickthe “OK” button to continue:

Electronic Post Dffice amador@porky - EP... [El[=]

Please select a Document Type

Select a Type

Send EPO Statements

Invaoice Summary by Day
Statement Summary by Mth

Wiew/Maintain EPO Documents

Electronic Post Office amador@porky - EPD Processing

Searching for, and sorting, EPO invoice files.

Please Wait...

(- -vosssss s
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it. Click on the “OK” button to continue:

Electronic Post Office amador@porky - EPO Processing

Select EPO Documents to Transmit.

Company Branch Date Ready Docs Not Ready Docs
|[[ *dem 0101111 24 141

[ *dem 010 1009 3 o

14. The next step is selecting the EPO Documeritsansmit. Click on the box next to your EPOcbhab select

=] B3

Electronic Post Office amador@porky - Dptions

Select all desired options.

Option Description
[ Print Error Log
Mail the Error Log to Yourself
[ Mail the Summary Fax Log to Yourself
[] Mail the Detail Fax Log to Yourself
[] Print Summary Fax Log
[1 Print Detail Fax Log
Change the Fax Send Time (1900}
[J Change the Fax Device (any)
[0 Change Virtual Fax Server (parky)
[ Change the Log Printer {nosystemdefaultdestination)
[ change the Document Printer (Ipt39)

15. A second screen with EPO Transmit Optionsagfpear. Check the box(es) next to the optiords)wish to
change. Usually only options 2, 4 and 7 are needéis screen will only appear once in the sengiragess, so be
sure to select all the options you wish to chang@kck on the “OK” button to continue:

AutoPointd mailbox.

mailbox.

the send time (24 hour format.)
» Change the Fax Device — Do not change this option.
» Change Virtual Fax Server — Do not change thisoopti

» Print Error Log — Select this option to send th®elog to the log printer.
» Mail the Error Log to Yourself — Select this optitmsend the error log to yoAutoPointd mailbox.
e Mail the Summary Fax Log to Yourself — Select thidion to send the summary fax log to your

* Mail the Detail Fax Log to Yourself — Select thstion to send the detailed fax log to ya@urtoPoint[
e Print Summary Fax Log — Select this option to séredsummary fax log to the log printer.

» Print Detail Fax Log — Select this option to seinel detailed fax log to the log printer.
» Change the Fax Send Time — The time in parentieti® default send time. Select this option tangje
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16. Once the options have been set, a resultsrsavil appear showing which customers have beahwkich

Change the Log Printer — Do not change this option.
Change the Document Printer — Do not change thisrop

documents and by which methods (e-malil, fax, grint)
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3.3.0 Confirming Transmission of Documents via EPO
3.3.1 Checking e-mail/faxed submissions using theP® menu.

You can check whether an invoice or statement wasessfully e-mailed or faxed from the EPO procgssienu.
To get to this menu frorAutoPoint0,
* Click on the Hot Menu from the menu bar in the Misianu.

» Select Tools> Printer Operation.
» Select “Electronic Post Office”, then “Send EPO Daents”.

Electronic Post Dffice amador@porky - EP... [El[=]

Please select a Document Type

Select a Type

EVSend EPO Invoices

Send EPO Statements |
Statement Summary by Mth |

| View/Maintain EPO Documents

To see what invoices were sent on a particular sielgct the option “Invoice Summary by Day”. Erttes date the
invoice EPS file was created (not necessarily #mesdate the invoices were sent) in the MMDD format

Electronic Post Office am... !E E

This process will display the results of
previous Invoice submissions.

Enter day to process (MMDD)

[1031] |

A second pop-up will ask whether you wish to shailufes only (Y) or all submissions (N). This wdlisplay the
invoices that were faxed or e-mailed, and whethersubmission was successful. Use the arrow kegsroll
through the list.
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To see what statements were sent for a particutaatim select the option “Statement Summary by MtBhter the

last date in the date range of the Print Statenrentswhich is the month-end date of the statem@nthe
YYMMDD format):

Electronic Post Office amador@porky - EP... !E E

Please select a Document Type

Select a Type

é“Send EPC Invoices i
| Send EPO Statements |
Elnvoice Summary by Day |

Statement Summary by Mth

| View/Maintain EPO Documents

Electronic Post Dffice amador@... [Ijm] [E3

This process will display the results of
previous Statement submissions.

Enter Statement date to process (YYMMDD)

[071031] |

A second pop-up will ask whether you wish to shailufes only (Y) or all submissions (N). This wdlisplay the

statements that were faxed or e-mailed, and whétleesubmission was successful. Use the arrowtkegsroll
through the list:

NOTE: The entries for e-mail submissions do notstvhether the document was received or not. ©hiyshow
that the e-mail was generated and sent, and a sdiom error will mean there was a problem with getiag the
document or there was something wrong with theagyot the e-mail address.
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users.

Tools—> Fax Operation:

Amadar Tools
Bulletin Board
Customer Inquiry
Daily Scheduler
File Maintenance
Inquiries

Crder Entry
Puaint of Sale
Purchasing
Quotations
Screen Capture
Stock Status Inguiry

‘Work Orders

»

3.3.2 Checking faxed submissions using the Fax Opdions menu

You can check whether an invoice or statement wasessfully faxed from the “Fax Operations” menuHglafax

To get to this menu frorAutoPointd, click on the Hot Menu drop-down menu in the Milanu window. Select

i.p Main Menu - Amador Inc. {aZmenu)

| Hot Menu  AutoPoint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable

Calculztor
Calendar

Daily Scheduler
Fax Operation
Motepad
Phone Book.

Spooled Reports

o

Prograrn Name: (¥4 Fun

Title:

Reference:

Description:

The menu “Hylafax Menu” will appear, giving the apts to view the server status, display queuedsiasancel
gueued faxes, resubmit failed faxes and displayhfatory. Select the option for the action youtwis perform, or
select “Cancel” to return taAutoPoint.

Fax Operation amador@porky - Hylafax Menu

This system is a client of fax server storm

O[]

Please Select an Action

| Display Server Status
Display Queued Faxes
| Cancel Queued Faxes

Re-Submit Failed Faxes

Display Fax History
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3.3.3 Re-sending invoices and statements

If an invoice or statement was missed, failed twdser is requested by the customer, it can bemeesdside of the
regular EPO batch run.

For re-faxing an invoice, look up the invoice fréwistory using Invoice History Inquiry. On findirige invoice,
click on the “Print” button. Select the fax’s pieén number, and from the QuickFax screen, entergtipient’s
name and fax number.

u Invoice History Inquiry Detail - PORKY TEST DATA {AMINYHINQ)

gramador & & L v ! )

Order Number: 4518 Terms: MNET 20 D&YS
Customer: 20 ALBERCO CONSTRUCTION LTD. Ship Via: LOOMIS

Type: Charge Counter: DEMOMNSTRATION
Source: COUNTER Date: B/30/07 Tax Group:

Status: Voided Time: 17:35 PO Number:

Order Ship B/D Code Unit Price

Description

ik it it 213,60
7 SRB527THC 1 1 XTH 40.000 40.00  CORE
3 BOS SRY516EX 1 1 18 T 322.600 322.60  STARTER
4 Bos SRB5Z7X ik al T 213.800 213.680  STARTER
5 BOS SRB5Z7MC pIk 1 TN 40,000 40,00  CORE
6 BOS SRY533X 1 1 T 26B.700 308.70  STARTER
7 BOS SR7533xC il il HTH 85.000 B85.00 CORE
=
Discount %
Sub-Total: 1.283.50

G5T/HST: 64.18

Zero Quantities: PST
* Suppress :
" Show Show Cost it | Total: 1!347_68

For e-mailing one or more invoices, go to the paogAMINVHPRT from the “Select:” prompt, and entbet
customer number and range of invoices to re-sé&d.the printer number, enter the PDF printer numlet
creates PDFs to your DOS folder:

u Reptint Invoice Process - PORKY TEST DATA (aminvhprt)

fyamador grn

Range Selection: Beginning Ending
Branch Id: [AMD - AMADOR. MAIN BRANCH =l
Invoice Selection: Im
Invoice Range: W W
Customer Range: IDDDDDD _'d
Date: [ 00/00/0 [ cormama

Printer Number: ITE‘

|Er|ter an Inyoice Printer number, 4

For re-faxing or re-emailing a statement, you nus# the statement print program from the A/R meM0A0407.
No EPS file is generated, so rather than usingearifi77, you would use the PDF printer number ¢aed attach
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the PDF to an e-mail message manually) or fax @rintmber. Also, instead of selecting all custaner
ARSTMNTPRT, you would only select the one custogear wish to re-send the statement to.
£} Print Statements - PORKY TEST DATA (arstnntprt) H=] E3
fyamador ggrn
Range Selection: Beginning Ending
Aging Date Range I 08/3./07
Branch Id: | Al =l
Select Customers by: ' Mumber © Name
Customer Range: I j All I j
¥ Do you wish to print Al Frequencies?
I Print Customers with \Weskly Frequency?
I™ Print Customers with Semi-Monthly Frequency?
™ Print Customers with Monthly Frequency?
I Print Customers with Discretionan Frequency?
Tax Sales Month: Iﬁ
Enter a Date (MMIDDIVY ) 4
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3.3.4 View/Maintain EPO Documents

At least once a month, you will want to clear olast BPO processing files. To do this, go to the Mehu from
AutoPointd by clicking on it from the menu bar on the MainiMie Select Tools> Printer Operation. Select the
option “Electronic Post Office” from the Printer M, and then select “Send EPO Documents”. On HRrO'
Processing” menu, select “Request Queue Cleanuptran click on the “OK” button:

Electronic Post Office amador@porky - EP... !E E

Please select a Document Type

Select a Type
Send EPO Invoices

| Send EPO Statements

Invoice Summary by Day

Statement Summary by Mth

Wiew/Maintain EPO Documents

& ox

Click on “OK” to continue (otherwise click on “Cagi¢ to cancel.) A list of documents will appeaBelect the
documents to delete by checking the boxes nexteimt

Electronic Post Office amador@porky - EPO Processing B[]

This process will list the names of all documents requests
@ that are waiting to be sent via EPO

Proceed to list Document names?

Electronic Post Office amador@porky - EPO Processing

Select Document Name(s) for removal
This list has been email to you.

=l E3

Document Filename

Cust #

Custormner Name

|F] inv02dem010-004083
inv02dem010-004092

inv02dermnD10-004103
inv02dem010-004115
| invo2dem010-004124
iD inv02dem010-004125
|0 inv02dem010-004127
|0 invo2dem010-004129

|0 invb2demo10.004131

000020
000020
000020
000015
000015
000015
000015
000015
000015

ALBERCO CONSTRUCTION LTD
ALBERCO CONSTRUCTION LTD
ALBERCO CONSTRUCTION LTD
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY

. [0 inv02dern010-004132 000015 ATLAS EQUIPMENT & SUPPLY
D inv02dem010-004135 000015 ATLAS EQUIPMENT & SUPPLY
i [J inv02dem010-004136 000015 ATLAS EQUIPMENT & SUPPLY
' [J inv02dem0D10-004137 000015 ATLAS EQUIPMENT & SUPPLY
! [J inv02demD10-004138 000015 ATLAS EQUIPMENT & SUPPLY
| [ inv02dem0l10-004139 000015 ATLAS EQUIPMENT & SUPPLY
[ invD2dem010-004140 000015 ATLAS EQUIPMENT & SUPPLY
[J inv02dem010-004144 000015 ATLAS EQUIPMENT & SUPPLY
. [J inv02dem010-004145 000015 ATLAS EQUIPMENT & SUPPLY
D inv02dem010-004146 000015 ATLAS EQUIPMENT & SUPPLY
. [0 inv02dem010-004147 000015 ATLAS EQUIPMENT & SUPPLY
| inv02dem010.004152 000015 ATLAS EQUIPMENT & SUPPLY

Cancel oK
-X c -_

o
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Electronic Post Dffice amador@porky - EPO ... [H[=] E3

5 Documents have been selected for removal
@ from the reguest queue

Proceed?

Click on “OK” to continue to the following summaand confirmation screen:

3.3.5 Removing EPS files

Electronic Print Stream amador@pork... !E E

Please select a Menu Option

Select an Action

| Process EPS Files

Remove EPS Files

| Send EPO Documents
| Madify EPS Options

continue or click on “Cancel” to cancel:

Electronic Print Stream amador@porky - Current EPS Files

Currently available Electronic Print Stream files.
Select EPS file(s) to remove.

File Name File Size
inv02dem010-010107-123107-111109123852 armd 3699358

| stadldem000-070731 tx5 105307

Click on “OK” to continue, otherwise click on “Caalt to exit without deleting any documents.

To prevent old or failed EPS files from being reg@ssed, use the following steps to remove themtoGire Hot
Menu fromAutoPointd by clicking on it in the menu bar on the Main Mertselect Tools> Printer Operation.
Select the option “Electronic Post Office” from tRenter Menu, and then select “Remove EPS Files”:

A list of EPS files for invoices and statementd afipear. Select the files you wish to delete kimgcthe boxes
next to them (invoice files begin with “inv” andag¢ment files begin with “sta”.) Click on the “OKutton to

=l E3
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3.4.0 Including Flyers with the EPO Send

Attaching flyers as an e-mail attachment or sentliegn via fax (or any other document in the PDRI&iF file
formats) along with the statements sent via EP&3% isimple as dropping the files in the defaultrfljle location.
Statements printed with the EPO send will not héveeflyers printed as well; the flyers for groundihtustomers
will have to be printed separately.

By default, statement flyers are sent via fax amdadl. Including flyers with statements will sidicantly increase
the time to send, and faxing flyers will use theipeent’s toner and paper. Faxing of flyers cardisabled by
contacting Amador.

NOTE: When creating the PDF or TIFF file, the flghould be in the 8 12" X 11 “ page format and higbntrast
B/W for faxing. For e-mailing, the page format asadour scheme are not restricted, but the file sizould be kept
as small as possible (i.e. <1 MB.)

3.4.1 Setting the default folder for flyers

To send flyers (or any PDF or TIFF document) aschitnents with statements sent via EPO, you wiltiree
specify the default folder where these attachmeausbe found. To do this, go to the Hot Menu frdatoPointO
by clicking on it in the menu bar from the Main MenSelect Tools> Printer Operation. Select the option
“Electronic Post Office” from the Printer Menu, atieén select “Modify EPS Options”. From the EPSiQrs
menu, select “Modify Flyer File Location”. The deift location should be “/am_data/dos/flyers”:

Electronic Print Stream a... =] E3

Statement Flyer files must be put into
this directory To change the location,
enter a new path here.

Enter new flyer location:

[Jam_datap'dusdﬂyerq ]
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3.4.2 Creating and saving flyers by customer type

The first step in setting flyers is to confirm fleeation on theAutoPoint server where the default flyer file is
location (see previous page.) This folder willdoeessible from a Windows PC by the mapped “DO#&edjif you
do not have the mapped drive set up on your P@spleontact Amador Support.) On the mapped dauewill
find a folder called “flyers”, and this is the ldimn to save the flyers in the PDF or TIFF filedmats for customers
that are not set up with a customer type.

u Customer Maintenance - PORKY TEST DATA (amcustmnt)
Hat Menu

famador & & - ow Id 2
Customer Number: |0000715 j Account Type: |Corporate 'l

®

Customer Name: IATLAS EGQUIPMEMT & SUPPLY Abbrev: |4TLAS EQUI
Contact Name: IJUHN REID Phone: | 403-255-2380
Address: |12WA5NEF\ ROAD E Email: Imwehh@amadm ca Fax: 403-255-8330

LIME 3THIS IS NOTES ABOUT LIME 1 LINE 1.5LINE

I Motes: | THIS IS NOTES ABOUT LINE 1 LINE 1.5 LINE 2 j

City: ICALGAHY 2 LINE 3THIS 1S NOTES ABOUT LINE 1 LINE 1.5
LINE 2 LIME 3THIS IS NOTES ABOUT LINE 1 LINE
Province: AR Postal Code: |75/ 181 LI
Acoounts F\acewable' Pricing  Dptiores I CRM I
Branch Assigned: |EDM - AMADOR, EDMONTON | Region: |
Salesman: WiES District: I
& hippi
Ship Via: IL -LOOMIS - Truck Run: I 1)
Password: |15 [~ Disable Spstem Timeouts?
Quantity Display: I Mo Quantity = [~ Ask for PO After Password?
Dther Opti
Language: IEng\ish o Message: IBAY SRVCE ONLY
End Use: " Dveride Demand?
Customer Type: Bank of Montreal Customer: IN 'I

Save | Customer Inguiry jnvuicEHisIUr}ll Oider Inguiry | Buote Inguiry |

| I ins 11/11/2009 [5:4%:24 pm [AMD [B0Z

NOTE: Customer Types are assigned in customerter@nce (AACUSTMNT) in the “Options” tab. The tyam
be any five or fewer characters, except for HOUBEST, XFER, EMP or PAID, and must first be setrup i
AMCUSTYMNT.

If you wish to send flyers to a particular groupcaktomers, it is possible to send different séflyers by customer
type. To do this, you must create subfolders utidefflyers” folder that are named exactly the saas the
customer types assigned in customer maintenanks. f8ature can be used to prevent certain custfran
receiving flyers by assigning them to a custompetgind leaving the corresponding folder empty.

NOTE: The name of the flyer folder and the customer tgpst match exactly, and this includes their céfsibe
customer type is in upper case (EG: “JOBBER?”), tbhkeler name must also be in upper case; if theaust type is
in upper-lower case (EG: “Jobber”), the folder namuust also be in upper-lower case.
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B T:\flyers\DEALR _ O] x:
J File Edit “iew Favortes Tools Help “ = == - | @ ”| 1',.'
| address [ 3 TopersDEALR =] @6

Folders X '@gruun pdf
= &2 dog on 'Samba Server [storm2] & [TE) Specials.pel
[ ] apinstall
@ autopoint_marual
@ avg
@ Customer_PDF_files
£ defs
= flyers
e | -
3 INDUsS
3 Jos
Ea logs

D hylafax_clients

B ica -
4| | B

|2 obiects (Disk free space: 59.3 GB) [5.82KE [&] Localintranet A

Once these subfolders are created, you can saveaRDFIFF files to them, and these will be serthtise
customers of that type, exclusively. For exampde) have a flyer that you want to send to all cors without a
type assigned to them, and a different flyer tacatitomers assigned to the JOB type. The no-cesttype flyer
will be saved in the “flyers” folder, and the JO@s¢ flyer will be saved in the “flyers/JOB” subfeid The
appropriate flyer will then be sent when you doryBRO statement run.

3.4.3 Sending flyers with the EPO statement send

Including flyers with the EPO statement run isiagde as saving the PDF or TIFF files in the appiatp folders
when you are ready to send out the statements.

NOTE: Avoid using spaces or special characterthenPDF or TIFF file name, as these will cause ghmail
generation to fail.

The EPO send process will check these foldersmeidde anything found there. Be sure to delet@ave these
files if you do not wish to include them with thext statement run.
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC
personnel, customers, and prospective customers. The information contained herein
shall not be reproduced in whole or in part without ABC's prior written approval.

ABC reserves the right to make changes in information contained in this documentation
without prior notice, and the reader should in all cases consult ABC to determine whether
any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product
and/or other products and the licensing of said software consist solely of those set forth
in the written contracts between ABC and its customers. No representation or other
affirmation of fact contained in this documentation including but not limited to
statements regarding suitability for use or performance of the functions described herein
shall be deemed to be a warranty by ABC for any purpose, or give rise to any liability of
ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential
damages whatsoever (including but not limited to lost profits) arising out of or related to
this documentation or the information contained in it, even if ABC has been advised,
knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2012
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Overview

In AutoPoint®s multi-branch accounting, it is already possible to record the Sales and Cost-of-Goods
Sold by profit centre, or the G/L account suffix as specified in the A/R Branch Control Record. It is how
possible to record the Sales and COGS for a POS invoice or Work Order with a Department Code in the
G/L, as defined the in POS and WO header. This document explains how to set up Department Code
Accounting, and how to use it to record sales and COGS by department.

Set Up and Configuration

The default department code used in POS and Work Orders is set up by branch. It can be changed by
the user in the POS or WO order header to use a different department code set up for that branch.

The two-digit department codes are set up in AADEPTMNT, where it is assigned to a branch ID and given
a description:

[— .- -
:’ﬂGL Department Code Maintenance - NWC TEST ON PORKY {aadeptmnt) E3
| £xamador @Prev @Nex’( @CIear @79 Start USave @Delete @g:ﬁ:h @Help ' ;‘,:‘m

Department: Iﬁ
Branch: JLED - NW/C - Leduc =l
Description:
Save I
[Enter Description of GL Department | INS NUM [1/08j2012  [9:57:46 pm [ﬁl 800

The department code default for each branch is set up in AADEPTCTRL:

EGL Department Code Maintenance - NWC TEST ON PORKY (aadeptctrl) | X|
| Lramador {yrrev  EJNext £iClear o%pStar HSave @Delete @gzr’;’“ @Hee )5,

Branch: ILE D - NWC - Leduc LI

Department: lﬁj Parts

Save I

[Enter the Default GL Department | NS NUM [1/08/2012  [10:02:23pm LED | 800

After the department codes have been set up, and we are ready for the switchover, the following steps
must be followed (Amador will do these steps for you, though it is advisable for you to do step 2 (posting
or deleting all un-posted transactions and transferring all distributions and posting to permanent ledger)
yourself beforehand):

1. If you are doing the switchover before anyone else logs in to the system, confirm that there was
a good backup the previous night and log in to AutoPoint® and then confirm no one else is
logged in using WATCH on a text AutoPoint® session (if anyone else has already logged in, you
must re-schedule the switchover, as the overnight backup is not necessarily current) and then
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lock the database so no one else can log on until you are finished. If you are doing the
switchover after the end of business for the day, use Watch to log everyone else off and then
lock the database and then back up all AutoPoint® data from the command prompt.

2. Post or delete all un-posted A/R Cash Receipts, A/R Sales Entry/Adjustments, A/R Finance
Charges, Cylinder Control Transactions, A/P Transaction Processing and A/P Payment Processing.
Then transfer all un-transferred A/R and A/P G/L distributions. Then post all un-posted Journal
Entries to the Permanent Ledger.

3. Change the G/L account breaks in the Company Record to include the two digit department code
(e.g.: 4-2-2.)

4. Run GLNUMCHG2/x, where “x" is the number 1 to 5, to represent the number of zeros to insert
after the account number (and before the profit centre suffix). Print a Chart of Accounts Listing
to confirm the accounts all ended up moved to the desired account numbers (including the
department slot in the middle of each account number). Check the A/R Branch Control, A/R
Control Record, A/P Control Record, Product Line Maintenance, A/P Vendor Record, G/L Account
Inquiry, G/L Chart of Accounts Maintenance, G/L Control Record, Taxing Authority, GST
Registration Maintenance screens to confirm the reformatting of G/L account numbers has been
successful and to get any missing G/L account numbers.

5. Add any missing G/L accounts by department, setting up both the zero-department accounts as
well as each branch/department account combination according to the setups in AADEPTMNT
and AADEPTCTRL. Note that the only G/L accounts you need to create with the actual
department codes (in addition to the zero-department accounts) are the Sales and COGS
accounts. If the user wishes, they may create additional accounts with actual department codes
in them for use in the G/L doing journal entries.

6. Change the System Option 16, “"POS End Use Code” to "G".

7. Unlock the database.

Using the Department Code

You may set up additional G/L accounts, over and above the Sales and COGS accounts, with actual
department numbers in them, for use in the G/L doing journal entries. This may be of interest, for
example, with some expense accounts. However, only the Sales and COGS accounts will use department
codes in POS and WO.

In POS, the department code will default in the order header to what was set up in AADEPTCTRL:
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‘. Point Of Sale - NWC TEST ON PORKY (A2POSENTRY)

Lamador Gyrrev  ENet  EiClear  ogpstat . N Tools @Help ol
Order Number: I J Branch: ILE[' -NWC - Leduc j DEMONSTRATION order:
Customer: |939999 j j ﬂ Salesman: [NS& Date:
Type: |1 - Cash 'I Ship To:
Source: Counter v | | CASH CUSTOMER
feor - . e | CASH SALES ONLY
T . - CAS ™ Thank youl
erms: X - CASH ONLY 5 -
Please come again! SellTo
Ship Via: IP - CUSTOMER PICK vl Leduc AB |
Phone: Fax: BillTio

Tax Group: AB - ALBERTA(GSTC »
P70 Number: I Department: I 1 j Available Credit:

Ref Part Number/Comment Order Ship B/0 Codes Unit Price Extended Description

Ref Part Number/Comment Order Ship B/0 Codes Selling Price

l_l 0 I 0.000 Popular | Discount %: [_
Description: Discount:
Sub Total:
Available: 0 Product Line: List Price: 0.000 GST/HST:
On Hand: 0 Item Type: Unit Price: 0.000 PST:
Unit Cost: 0.000
Total: 0.00
New Item Item Find AutoStock Catalogue Stock Status Inqg. LComment | Edit Kit I Invoice I Exit |
|Enter the GL Department Code [ NS NUM [1/08f2012  [10:28:36 pm |LED | 801

The department code can be changed by the user by entering the two digit code in the “Department”
field, or by clicking on the “?” lookup and selecting one of the departments set up in AADEPTMNT for that
branch.

Similarly, the department code in the Work Order header defaults to what was set up for the Work Order
branch, and can be changed by the user:
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% Work Order Header - NWC TEST ON PORKY (woheadr) ' X|
oo @Prev @Nm r r—— — — @Help =
Repair Order #: l 4636 Status: Open Source: Iln'emal 'l
Customer: [o50450 j ;| H Bill To: 50450 Priotity:  [1 - loma <]
TAG CORPORATION Change |  SAME
6407 - 37TH AVENUE —I
EDMONTON AB TEL 1H7
Crane Serial No.: 45306382011 -

License No.: |932011 :I Phone: I 780-270-1275 Alt Phone: I

Customer Contact: ITIM

Crane Make: [TEREX STINGER In: [ Out: [

Crane Model: ITC2853 Date In: W Time In: Iﬁ

Truck Make: [INTERNATIONAL Date Due: [ Time Due: [ ooo

Truck Model: [4700

Truck Serial No.: I1HTSCABNBXHBDSEISS Warranty Bill To: Change |

Truck Hours: I Order Type: Im Terms: |C -CASH LI
Unit No.: PO Number: I Service Writer:  [AMD

|
Crane Hours: I
|

Mileage: Tax Group: IAB Discount %: I 0.00
Department: IE j
& Warranty Customer Totals
Discount: 0.00 Discount: 0.00
Yehicle Maint I Requests I Notes | Recalculate | Sub Total: 0.00 | Sub Total: 0.00
GST/HST: 000 | GST/HST: 0.00
guote /R0 | | wiolnguiy || wed | it | PST: 000 | PST: 0.00
Barcode | Invaice | Totals: 0.00 0.00
[Enter GL Department code [ INS NUM [1/08/2012  [10:33:51 pm |LED | 801

When POS End-of-Day Processing and WO End-of-Day Processing are run, the Sales and Cost-of-Goods
Sold will post by the department code used in the POS or WO header.

For example, if the Sales account is 4000 and the COGS account is 5000 for the LED branch (profit centre
01) and a POS order was invoiced with the department code of 01, then End-of-Day Processing would
post the sales amount of the invoice to 4000-01-01, and the COGS to 5000-01-01. For a Work Order in
the same branch that defaults to the department code 02 where the department code is left at the
default, Work Order End-of-Day Processing would post the amounts to 4000-02-01 and 5000-02-01.

AutoPoint® Evolution — Department Code Accounting 6
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC
personnel, customers, and prospective customers. The information contained herein
shall not be reproduced in whole or in part without ABC's prior written approval.

ABC reserves the right to make changes in information contained in this documentation
without prior notice, and the reader should in all cases consult ABC to determine whether
any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product
and/or other products and the licensing of said software consist solely of those set forth
in the written contracts between ABC and its customers. No representation or other
affirmation of fact contained in this documentation including but not limited to
statements regarding suitability for use or performance of the functions described herein
shall be deemed to be a warranty by ABC for any purpose, or give rise to any liability of
ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential
damages whatsoever (including but not limited to lost profits) arising out of or related to
this documentation or the information contained in it, even if ABC has been advised,
knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2012
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What’s New

* The Customer Cost Centre field is expanded from 20 characters to 35 characters.

» Hitting <F5> in the existing customer cost centre popup will pop up a list of pre-
defined cost centres for a customer. If the user enters a customer cost centre
manually it is added to the list, if it does not exist.

e If a user has a security 9 in security option 39, the user can edit/delete pre-
defined customer cost centres by hitting <F4> in the popup.

* Invoice/invoice history summary by cost centre now includes the GST for the
cost centre.

Description

* The existing Customer Cost Centre popup input field has been expanded to 35
characters from 20 characters. A "?" lookup button is displayed to the right of
the input box for lookup.

# | Customer Cost Center - Reliance Industrial (a2pospopup) s .22

Customer Cost Center
12345678501234567850123456785012345

o |

» If the user manually enters a customer cost centre that is not in the pre-defined
list, it will be added to the list for that bill-to customer. The pre-defined list is
always sorted alphabetically.

AutoPoint® Evolution — Customer Cost Centre 3
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» If the user hits <F5> or clicks the "?" button, a list of pre-defined customer cost
centre is displayed. The user can highlight one of the existing cost centres and
click "OK" to select it. Or the user can hit "Cancel" to close the popup without
selecting a cost centre.

# | Customer Cost Centers - Reliance Industrial saacwa-gJ

Customer Cost Centers

3 -~
Edmonton

London

New York

Paris

Red Deer

Regina

Tokyo

Toronto

Vancouver :J

Customer Number: 001463 PROCON MINING & TUNNELLING LTD

Ok Cancel
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For a user with a security level 9 in security option 39, an "Edit" button will be
displayed in the selection popup. The user can highlight the customer cost
centre to be changed, and a popup will appear for user to edit the customer cost
centre. The user may blank out the field to delete that cost centre.

I: l Customer Cost Centers - Reliance Industrial saacwn_gl

Customer Cost Centers
12345678901234567890123456789012345 ii

Edmonton

London

New York

Paris

Red Deer

Reaina

Tokyo

Toronto L‘

Customer Number: 001463 PROCON MINING & TUNNELLING LTD

Edit | Ok Cancel

To delete a cost centre, replace it with spaces and then save.

# | Edit Customer Cost Center - Reliance Industrial (aacccpopup)

Edit Customer Cost Center

[Em

ok | Cancel |
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* The program to print out a list of customer cost centres is names AACCCLST. A
range selection screen is displayed to ask the user to select a customer range.

p
.| Customer Cost Center Listing - Reliance Industrial (aaccclst)

B S (ES@ ez )

f¥amador g run

Range Selection: Beginning

Customer Range: j Al

Enter a Customer

\=

* The report lists the customer cost centres by each customer:

5 Display Mode WO !

[o@] = |

Customer Cost Center Listin
Reliance Industrial
CUSTOMER: 000000 THRU 999999
Customer Number: 000300 AKITA DRILLING LTD.

g
DATE-12/16/11 13:24:57 PCHEU

Customer Number: 000300 AKITA DRILLING LTD.
Apple

Google

Microsoft

Monday

Test Cost Center 1

Test Cost Center 3

Test Cost Center 4

Test Cost Center 5

Test Cost Center 50
Test Cost Center 7

Tuesday

Customer Number: 001463 PROCON MINING & TUNNELLING LTD
calgary
Edmonton
London
New York
Paris

Toronto
Vancouver
Victoria

**[ gnd of Page ]

<-Previous Page | Next Page > | Home ﬂl Go To ﬂl_l Fne;lW Page:| 1 of [ 1  Hep ﬂl
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC
personnel, customers, and prospective customers. The information contained herein
shall not be reproduced in whole or in part without ABC’s prior written approval.

ABC reserves the right to make changes in information contained in this documentation
without prior notice, and the reader should in all cases consult ABC to determine whether
any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product
and/or other products and the licensing of said software consist solely of those set forth
in the written contracts between ABC and its customers. No representation or other
affirmation of fact contained in this documentation including but not limited to
statements regarding suitability for use or performance of the functions described herein
shall be deemed to be a warranty by ABC for any purpose, or give rise to any liability of
ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential
damages whatsoever (including but not limited to lost profits) arising out of or related to
this documentation or the information contained in it, even if ABC has been advised,
knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2012
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AVERAGE COSTING IMPLEMENTATION GUIDE

Definition of Average Costing:

Average Costing is a method of cost accounting that measures inventory value and
COGS in terms of the actual cost of the currently possessed instances of inventory
items. Rather than estimate a usual or probable Replacement Cost for each item
and use this cost to initially set COGS, GP amount and inventory value, with the
intent of adjusting these amounts in the Financial Statements to reflect what turned
out to be the actual costs, Average Costing tries to track the actual costs on an
item-by-item basis as it happens. This brings about some specific procedural
requirements of Average Costing and also highlights some limitations on its use
and/or accuracy.

Procedural Requirements and Limitations to Average Costing:

1. Once Average Costing is implemented in AutoPoint®, all goods must be received
in Merchandise Receiving on the computer before they can be put onto an
invoice (open or closed) in Point-of-Sale, unless the PO Unit Cost at which they
are received is always the same and the Quantity On Hand of the item never
gets as low as zero. This is because of item # 4 below as well as the fact that
the system gets the item’s cost from the Item Branch record at the moment the
item is put onto an invoice. Each time an item not yet received gets put onto an
invoice (after which its receiving will take place), the average cost and/or COGS
of that item is skewed, creating both COGS and inventory inaccuracies.

2. Any buyouts which are done must have the cost for this particular order of this
item entered at Point-of-Sale. If this is not possible, buyouts must be phased
out and all items received into stock before being sold as per item # 1 above.
Each time a buyout is sold with a make-up cost or no cost at all, COGS is
skewed.

3. PO Unit costs must be accurate at receiving time, whether they are keyed in at
receiving time or were set before the PO was released. If, for example, you are
ordering from a supplier other than the usual supplier or if a price change has
not yet been done on this product line, you will need to key in the current unit
costs on the PO or at receiving time. This is necessary because it is the PO Unit
Cost figures that are used at receiving time to calculate the new average costs of
the items received. Each time a discrepancy between PO Unit Cost (or the cost
entered at receiving time) and the actual cost of the item this time is left in
place, Average Cost is skewed on these items.

AutoPoint® Evolution — Average Costing Implementation Guide
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4. When there is no quantity on hand, Replacement Cost is used instead of Average
Cost, as the average cost of zero units is zero. Each time an item is sold in POS
with no quantity on hand, COGS is skewed by this order’s use of Replacement
Cost (unless the cost of this item does not vary and is equal to the Replacement
Cost currently on the item). This can occur when items are sold before being
received, as well as when an item’s inventory quantity is not accurate (item is
present but shows as zero on hand on the system).

Process:

a. Average Cost is stored for each item, separately for each branch in which
the item is set to Stocking. The Average Cost field is updated each time
the item is received, whether the costing field in Company Maintenance is
set to Average or not. This way, Average Costing in Point-of-Sale can be
enabled without loss of accuracy for the most part.

b. The following formula is used to update average cost of each item when it
is received: [(Current QOH times current AVG cost) + (PO quantity
Received times PO cost)] divided by [Current QOH + PO quantity
Received] equals New Average Cost. In other words, the total value at
Average Cost of items on hand and items being received (at PO cost) is
divided by the total quantity of both the items on hand and the items
being received.

c. The above calculation occurs when you key in your initials to confirm that
you want the items to be received, in Merchandise Receiving.

Results:

1. If the Procedural Requirements above are followed, the above calculation results
in the actual cost of the specific instances of an item currently on the shelf being
shown in the Average Cost field in the Item Branch record (visible on the
Inventory Adjustments and Stock Status Inquiry screens). Thus, when the items
are sold, costing reflects actual dollars paid to purchase these particular units of
this part and creates Gross Profit reporting figures which can be accurate to the
penny, provided all the procedural requirements and limitations to average
costing above have been satisfied and no other errors were made.

2. In cases where costing may vary, the AutoPoint® Purchase Order may be used
to generate accurate average costs. The Purchase Order Discount feature
(<Shift>-<F10> on a Pending PO) can be useful here if the source of supply
being used charges a uniform percentage different from the usual replacement
cost. Once the correct cost is on the PO, provided all the procedural

AutoPoint® Evolution — Average Costing Implementation Guide
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requirements and limitations to average costing above have been satisfied, the
accuracy can be perfect.

Implementation Steps:

1. Spool an inventory valuation report using Replacement cost (usually price 0) and
another using Average cost, across all product lines in Summary format.

2. Inspect the above reports for product lines with significant differences and
resolve these before switching to the use of Average cost in Point-of-Sale. If
there is enough discrepancy, you may need to replace average cost with
replacement cost in some product lines or system-wide. In this case, please call
Support for help running this process automatically.

3. When the differences between average and replacement costs have been
addressed, you are ready to do the cutover to average cost. Close or void any
open POS orders or Work Orders, as these will be using Replacement Cost. After
closing the open orders, you should also run end-of-day in all branches, so you
know on which business day average cost accounting started. Then spool the
same two reports as in step 1 above. You should also spool these in detail
format and print all four reports and keep them on hand, as serious accounting
issues can arise from discrepancies which have been overlooked. You will want
to run the detail versions of these reports showing only items with non-zero
guantity on hand (IE: negative quantity or one or more units on hand).

4. Immediately after completing step 3, call Support for help turning on the
Average Costing flag in the AutoPoint® Company Maintenance, as well as setting
System Option # 42 (Transfer Using Average Cost) to Yes. No selling or
receiving activity (other than closing/voiding open orders and work orders in step
3) can occur in your AutoPoint® system while steps 3 and 4 are in process.

5. Proceed with normal activity, following the procedural requirements and
limitations to average costing outlined above. Inventory valuation reports will
now be run using Average cost.

AutoPoint® Evolution — Average Costing Implementation Guide
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YEAR END CLOSE-OUT PROCEDURES FOR ACCOUNTSRECEIVABLE

1

2.

Enter AM0404 at the “Select” prompt to getRimance Charge & Statement Processing

YEAR END CLOSE-OUT PROCEDURESFOR ACCOUNTSPAYABLE

Perform a normal A/R month end close.

In thePurge Monthly Detaimenu, AM040408, you will be asked if you wish targe history at
this time. If you haveM ORE than one year of history you may want to run thegp history
program. We recommend that a minimum of one yé&FRohistory be kept on the system. Fg
example, if you have been on the system from Ma3520June 2009, you may want to purg
from May 2005 - June 2008. This would leave onarya history on the system (July 2008
June 2009).Call your Support Center for assistance if you are unsure about purging A/R
history.

NOTE: With the low cost of storage on modern hard driyesging history is not a necessit
unless the data is decades old.

The A/R calendar must be changed to reflect thefrseal year. You have until your next mont
end to perform this procedure AM05150Lhisis only manually changed at year end!

NOTE: An inventory valuation and an A/R Aging report slibbe run at every A/R month end.

TIP: Transferring to the GL is not permitted from ARtilithe GL is in the current year.

1

2.

Enter APOS at the “Select” prompt to getReriodic and Year-End Processing

Perform a normal A/P Month end close.

RunClear Year End Vendor TotasP0507. This will give you the option to purgeigpdems
and to clear the year-to-date vendor totals.

NOTE: Be careful to not rui€lear Year End Vendor Totatsvice! Running this utility twice
will overwrite the LYTD value with the $0 value froYTD, and the LYTD will have to
be re-entered manually for each vendoAlR Vendor Maintenance

TIP: Itis not recommended to transfer from AP to@&ieuntil the GL is in the current year.

AMADOR SOLUTIONS
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YEAR END CLOSE-OUT PROCEDURES FOR GENERAL LEDGER

1

2.

Enter GLO6 at the “Select” prompt to getftear End Processing

Process Any Year-End Adjustme@is0601.
Print Final Financial StatementSL0602.
Close Out Your Last Fiscal PerigalL0603.

Before the year-end program is run, check thakigacan successfully the day before. If not,
daily backup should be performed before continuing.

Run The Year-End Progra®@L0604. NOTE: Before running the Year-End Program, look
your Chart of Accounts or the G/L Control Recorddi&termine what your Retained Earning
G/L accounts are, and if you need to distribute Retained Earnings by profit centre. It
important to know this information when you run tGé. Year End program, as you will bg
prompted for these accounts and you cannot bac&fdhe prompt.

TIP: You may still process period two through twelvigh the GL in period one.

The GL may be left open until all adjustments asmpleted by the accountant, but most times this may
be several months after your year end. If thishes case, the GL may be closed and any year
adjustments can be entered in the first periodhefrtew year.If you choose to close the year, the GL
must remain in period one until year end adjustments are made to retained earnings.

end

AutoPoint — Year End Procedures XX XXXX. XX 2
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Legal Notice

Amador Business Computers (ABC) has prepared tisimientation for use by ABC personnel,
customers, and prospective customers. The infeemabntained herein shall not be reproduced
in whole or in part without ABC’s prior written apgval.

ABC reserves the right to make changes in inforomatontained in this documentation without
prior notice, and the reader should in all casessald ABC to determine whether any such
changes have been made.

The terms and conditions governing the sales ofAt®Point® Software product and/or other
products and the licensing of said software corssiktly of those set forth in the written contracts
between ABC and its customers. No representatiastteer affirmation of fact contained in this
documentation including but not limited to statetsenegarding suitability for use or performance
of the functions described herein shall be deernddeta warranty by ABC for any purpose, or
give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidentiadirect, special or consequential damages
whatsoever (including but not limited to lost ptsfiarising out of or related to this documentation
or the information contained in it, even if ABC Hasen advised, knew or should have known of
the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Coenpu

© Copyright Amador Business Computers, 2009
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1.

Overview

This procedure guide applies to both Renames andd®s, as Recodes are merely Renames executedrerthao
one item in a single run. Therefore, the stepsaéxgd below need to be done for all items in ad®lec just as they
need to be done for a single item before it is Reath

Housekeeping Steps before Performing a Rename/Recode

Note A: Steps 2 through 8 below are only necessary ifayeunot keeping the original part number on theeys
If you do keep the original items, steps 2 thro8ghill be altered to reflect this. For examplepuymight need to
zero out old-item open orders and re-enter themeutite new numbers if you intend to fill these osdender the
new numbers.

Note B: If you are Renaming items in a Serial Trackeddpuat line (field # 28, “TRACEABLE TRACKING” in
Product Line Maintenance, is set to “R” or “F"), yoshould always keep original items on the syst&therwise,
you will defeat the purpose of Serial Tracking thedduct line.

Check Branches and Companies Before you begin preparing items for renamiray) yeed to define the
scope of the rename so you do not leave out amches or companies in the checks that follow. &hmle
you share the Iltem Master among multiple compan@mmes will need to be done once for all branche
from the main branch of the company in which itamaed to be renamed. If you share the item master
among multiple companies, then you must first remémeach non-main company, selecting each active
branch one at a time. After the non-main compang®gmmes are all completed, the last rename ig don
the main company, selecting all branches at oifcgou do not proceed this way when sharing the It
Master among multiple companies, you will permaneny lose the Detail Sales data from the non-
main companies.

Check Open Orders - Confirm that there are no Open Orders for theitkat is to be renamed. Stock
Status screens tabs “Quantity” and “Current Brarstiduld show 0 under the “Reserved” column and
should not list any open orders under the “On ResBretails” window for this item for all brancheH.
this is not the case, you must zero the order gyaoftthis item on each open order on which it eqs
and be prepared to re-enter it under its new partler on an open order for the same customer.
Otherwise, the rename must wait until open ordergaining this item are closed or voided and End-of
Day has been run. If the item you wish to renahtens with TYPE = KIT in Stock Status, you should
close or void this open order and have End-of-Reyhefore doing the rename.

Check Outstanding Purchase Orders Confirm that there are no outstanding suppiige £.0. line
items, which have not been completely receiveditferitem that is to be renamed. Stock Status tab
“Quantity”, should show no P.O. details for “On @rtquantities. If it shows P.O. details, you musto
the order quantity of this item on each P.O. onchlii appears and be prepared to re-enter it utslaew
part number on a P.O. to the same supplier. Thitdaequire Unreceiving and/or Unreleasing the.B.O
on which the item appears. Otherwise, the renaom mait until P.O. line items for this item are
Completely Received or Voided.

Check Customer Backorders- Confirm that there are no outstanding CustonsakBrders for the item
that is to be renamed. Stock Status tab “Quastjt&hould have no customer backorders listedt lits
customer backorders, you must delete these andepaned to re-enter them for the same customenrund
the new part number. Otherwise, the rename mustmal all customer backorders for this item have
been converted to open orders and then invoicedided.

1°2)

A1
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5. Check PO Recommendations Confirm with Purchasing that no P.O. Recommeindator new P.O.’s
for the item to be renamed are currently being wdrén in any branch.

6. Check Physical Inventory File- Confirm that the item to be renamed, as wethasitem to which it will
be renamed, do not currently exist in any Physivantory File at any branch. If the product lisie(
involved in the rename are actually having Phydicegéntory done on them and the Physical Inventory
File cannot therefore be deleted, it is betteraiant the item under the part number it is alreadgrid
address the need to rename it after the Physigahtory is completed and the Physical Inventorg Rés
been deleted.

7. Check Non-Expired Quotes- The ability to check for an item on non-expicpgbtations is likely to arrive
in a future revision oAutoPoint®. In the meantime, proceed with the rest of thaneing procedure.
However, at the time a quote is converted into@endnvoice, it is important to check the stockatgtus
and on-hand availability of each line item on thyen invoice before printing the customer's packiiig
At that time, <F11> Iltem Find should be used tadeay description for items that come up as "nmot o
file", as they have most likely been renamed.

8. Check Special Cross-ReferencesGather any Interchange (AM051306), UPC (AM051)3®art Web
Cross Reference (AM05130802) and Secondary CatalPgge Maintenance (AM0532) information that
may exist for the item to be renamed. These tgpesoss-references do not follow the rename arid wi
need to be re-entered under the new part numbarthft rename.

9. Check Stock Status Inquiry- Confirm whether the destination item (to whiduyare renaming) already
exists, using Stock Status Inquiry. This will detene how you will answer the rename questionsnady
also cause you to re-think the rename.

10. Check Normal Cross-References If the destination item already exists, chedoitCores (AM051301),
Supersedes (AM051302), Substitutes (AM051303), teeltems (AM051305), Customer Part Numbers
(AMO0525), Extended Item Description (AM0526) anenit Information Maintenance (AM0527). Any of
these types of cross-references that already fexithe destination item will not be overwritten puld-
be replacements coming from the item being renanYax will need to edit them as required after the
rename.

11. Check Customer Pricing- Confirm that the Price Code you will have on tigav item is already set up in
Customer Price Maintenance anywhere that the Rxicke of the old item is set up. Doing this befine
rename helps ensure that customer pricing will irraecurate while the rename is being prepared and
executed.
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Performing the Rename/Recode

12. Using Item Maintenance, display the item to be need and click on the “Rename” icon in the menu bar
(for a recode, click on the “Product Recode” butbthe bottom of the window) to start the rename

process.

Q Item Maintenance -

Hot Menu

gomador G & 2 v id 2

{aZitemmnt}

Part Number:

D escription:

|3M |004?3

[ Only Show Items in Selected Branch?

Spread Part Number: IUD473

rAccess By
' Part Humber
" Product Line

™ Stock at Main Branch?

Product Line: ISMPS j Sub: I_ Item Type: IHegu\ar 'I
¥ Discountable?
Pick Sequence: I 361000 j Status: INormaI j' ™ Print Extended Description?
. I 1 its: [E& : = lgMps " Display Item Info in PDS?
Standard Package: Units: Price Code: [ Piint Receiving Label?
Max Bill Package: I 1 Source Price Ratio: I 1] ™ Print Picking Label?
Price 1: | 2110 | 677 Quantity Per Car: | M5DS Number:
Item Info Line:
Price2: | 1990 | Gas Weight: [ oo e
Price 3: I 1.630 I 53.7 Catalogue Page: I
Price 4: I 1.600 I 575 Secondary Page: I
Price 5: I 1.440 I 527 User Codes: I Natez _I
Price 6: I 1.350 I 436 Item Flag: I st
Unit Cost: G0 GST/HST Group: | = =l
ZonefLocation/Bin
Save Branch Envro Group: | j Primary:
ap [ o[ o] o e [or [ E Secondary: [
Gty On Min Max Purchase Bill’Purch Pop Enviie Bin Bulk
Branch Hand S5tock Stock Package Ratio Tax Code Supplier: Group Location Location

50 Yes

Save | Stock Statug | Histgry | LCore | Supersede | Substitute | Product Recode | Purge | Contral | Control Record: INone e

[Enter a Description [ s [cae 1/z6/2008  [12:04:04 pm [AMD [301

‘u Renaming Inventory Item - {aZitmrenam} !El E

ramador g run

Range Selection:

Beginning Ending

A =

3PS

Branch Id:

Product Line:

Condensed Part: 00473
Pop Code: ALL

User Codes: =~
b
™ Copy the old price cods?
[po4r=

New Product Line:

MNew Price Code:

Mew Spread Part:

!Select a Branch 4

AutoPoint® Evolution — Renaming Procedures XX.XXXX.XX 5
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the old part number, answer them as follows:

Question...

Select all branches and enter the product linepandnumber to which you are moving this item. eihe
Price Code you will use on this item under its ngast number (most often, this will be the destimati
product line code). To copy the old price codéh®new one, check the box next to “Copy the oldepr
code?”. Click on the “Run” button when you aredg#o run the rename.

13. A series of questions will follow. If you are mog an item to a new part number and do not ne&ddp

A. Do you wish to keep the original part number ongiqgtem?: Click onNo”.

:5/ Da you wish ko keep the Original Part Mumber on the System?

Question...

*?K) Do you wish to Copy Item Quantities over ta the New Part Number?

B. Do you wish to copy item quantities over to the neast number?: Click onYes”.

Question...

C. Do you wish to copy demand history over to the pant nu

:g/ Do you wish to Copy Demand History over bo the Mew Part Mumber?

Question...

D. Do you wish to create pointers in detail salesysialhistory?: Click onYes”.

\g) Do you wish ko Create Poinkers in 5/4 Detal From ©ld to Mew Part?

No |

f} Rename Inventory Item Totals -

Inventory Items: 1

Branch Records: az
Branch ltems: 1

Demand History Items:
Sale History Items: 1]
Misc Cross Refs: ]

Cross References:

Read Deleted

1

cooa—

*** Please see the “Detail Sales Analysis Historyditers Note” below. ***

14. If the destination item is not already on the systthe rename will proceed and display a summaryhait
it did. Click on “OK” to return to the Iltem Maint@nce screen.

{aZitmrenam)

Copied
1]

1]

]
]

Created

mber?: Click onY'es”.

AutoPoint® Evolution — Renaming Procedures XX.XXXX.XX
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15. If the destination item is already on the systemo, tmore questions will follow. Normally, you would
answer them as follows:
A. New part already exists!; Do you wish to overwritav part?: Click on “No”.

Question...

:g/ Mew Part Already Exists!; Do you wish ko Oververite Mews Part 7

B. Do you wish to add old part qty’s to existing nearfqty’s?: Click on “Yes”.

Question... B

‘?/ Do you wish to Add Old Part Gty's ta Existing Mew Part Qty's 7

16. This will merge quantity and demand history fronthbieems.

17. Whether the new part was already on the systerotowarify that the new or merged item is now cotlse
priced before using it. If the new item did nakaldy exist on the system, the pricing from theitgch
will be on it. If the new item did exist on thestgm before the rename, the prices of the new\itéhbe
on it and not those of the old item (if you answiefido” to the “New part already exists!; Do youshito
overwrite new part?” question).

Housekeeping Steps after Performing Rename/Recode

18. Whether the new part was already on the systerotpwarify any of the cross-references checked abov
which may be needed for the item and add/edit/ddhetse cross-references for this item as neeldésl.
best to do this right away to ensure valuable imfation about the item is not lost.

19. Resume normal use of the item.

20. If the Price Code of the old item will no longeribeuse, remove it from wherever it may appear in
Customer Price Maintenance.

AutoPoint® Evolution — Renaming Procedures XX.XXXX.XX 7
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Detail Sales Analysis History Pointers Note

When recoding/renaming items in and out of prodinets, do not answer “Y” to the “Do you wish to ate pointers
in detail sales analysis history?” question if yawa moving the item(s) to a product line whose igdrbreviation
it/they has/have already used. For example, iflyae recoded a product line ABCD (when it had itdrhrev
ABC) out to a product line XXX (using item abbrexX), you would answer “Y” to the “create pointergliestion,
because the item abbrev of the destination prdihects different from that of the origin produaté.

Suppose you then changed the item abbrev on theyedBLCD product line to ABB and then recoded the XX
product line back into it: then also you would aesWy” to the “create pointers” question, because item abbrev
on the destination line is differeabd mainly because the ABB item abbrev has never fiee been used by the
items being moved.

If you then decided to recode the ABCD product (inew using item abbrev ABB) to another produce loalled
AAAA, which used item abbrev ABC, you would want to answe'N” to the “create pointers” question, as the
ABC item abbrev was previously used by these itemdf you answered “Y”, it would make all the detail sales
history invisible on these items once they were meu, because these items have already existed undem
abbrev ABC.

You can use screen 10 in Stock Status Inquiry leefoe rename/recode to try and determine which ékbrevs
have previously been used by the item(s) to be tholfeéhe item abbrev of the product line to which youare
going to move it/them has already been used by i#m, answer “N” to the “create pointers” question. If it

has not, answer “Y”.

AutoPoint® Evolution — Renaming Procedures XX.XXXX.XX 8
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel,
customers, and prospective customers. The information contained herein shall not be reproduced
in whole or in part without ABC’s prior written approval.

ABC reserves the right to make changes in information contained in this documentation without
prior notice, and the reader should in all cases consult ABC to determine whether any such
changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other
products and the licensing of said software consist solely of those set forth in the written contracts
between ABC and its customers. No representation or other affirmation of fact contained in this
documentation including but not limited to statements regarding suitability for use or performance
of the functions described herein shall be deemed to be a warranty by ABC for any purpose, or
give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages
whatsoever (including but not limited to lost profits) arising out of or related to this documentation
or the information contained in it, even if ABC has been advised, knew or should have known of
the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2009
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When running the Physical Inventory Process there are a number of aspects to keep in mind, these are outlined
below along with the processes used.

The Physical Inventory File contains the following fields that are of interest:

a. ltem Abbreviation & Condensed Part Number.
b. Quantity on hand before inventory check (Quantity On Hand): the QOH last “frozen” or “re-frozen”.

¢. Item count as of inventory check (Item Count): physically counted quantity that will be keyed in under
“Enter & Edit Physical Quantities”.

d. Bulk count in another location of the same item (Bulk Count): physically counted quantity that can be
keyed in under “Enter & Edit Bulk/Adjustments”.

e.  Warranty on Hand before inventory check (Warranty On Hand): the Warranty QOH last “frozen” or “re-
frozen”.

f.  Warranty count as of inventory check (Warranty Count): physically counted Warranty quantity that can be
keyed in under “Enter & Edit Physical Quantities”.

g. Flag fields: several fields used to track the status of each item in the Physical Inventory File, with respect to
whether the item has been printed to a worksheet, whether its counts (inventory & warranty) have been
entered and whether it has been posted.

Bil}

i

4 Erles 3 Bt Physacal Quariies
« 5+ Erim L Elt Bulfudustients
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>

AutoPoint -
Freeze Inventory Status: bW Evolution
The “freeze” does not actually freeze or stop e :
anything. It merely creates the Physical Select: | (';)GD R
Inventory File if it does not already exist. The El- AutoPaint |
freeze then adds to the file copies of each item’s i 1 - Paint of Sale

information, Item Abbreviation, Condensed Part .. 2 - Order Pracessing [OPTIOM]
Number, current QOH and current Warranty OH, .. 3 - Purchasing
for the range of product lines selected when H- 4 - Accounts Beceivable
running the “freeze”. It thus amounts to a [ 5 Ele Maiteratics
snapshot of the present quantities. Any time the __ £ - Inquiries
I_:’hysical Inventory system uses the term “freeze”, __ 7.~ Repoits
it really means “copy”. B & - End of Day/wieek/Month
= 9- Special Processing
- 1 - |nitialize Invoice Printer
Print Inventory Worksheet: e Eickss BemaaManierancs
=~ 3 - Phyzical Inventory
Printing of the Inventory Worksheet provides a - 1 -Freeze Inventory Status
list of the items in the physical inventory file for - 2 - Print Inventory \worksheet
handwriting physical counts. - 3 - Refreeze Inventory Statuz
- 4 - Enter & Edit Physical Quantities
- B - Enter & Edit Bulk/Adjustments
- B - Print Phyzical [nventory Edit List
Print Bulk Location Worksheet: - ¥ - Post Physical Inv. ta ltem Recards
- 8 - Delete Physical [nventom Files
Printing of the Inventory Worksheet provides a - 9 - Central/Remoate Physical Inventary
list of the items in the physical inventory file for - 10 - Print Bulk. Location ‘Workshest =
handwriting physical counts. This second list - 4 - Price Updates
would be used to count separate bulk zones so the - B - lrventony Adiustments
manual task of adding different locations’ . B - Batch Paint of Sale
quantities together on one worksheet can be - 7 - Installation Procedures
reduced or eliminated. H- 8- Customer Core Control
[ - Guotations [OPTIOM)
1 - AutoStock [OPTION)
2 . Culinder Cretenl (OPT IOk =
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Refreeze Inventory Status:

The “re-freeze” does not actually freeze or stop
anything. Except for the fact that it acts only on an
existing Physical Inventory File and the items already
in it (as opposed to creating the file if it does not
exist and adding items to it), the “re-freeze” does the
same thing as the “freeze”, copying current On-Hand
and Warranty quantities from the items to the copies
of these items in the Physical Inventory File.

Enter & Edit Physical Quantities and
Enter & Edit Bulk/Adjustments:

The Enter & Edit Physical Quantities step is best
done as the first pass through entering counted
quantities, as it jumps to the next item in the
sequence of the worksheets. Enter & Edit
Bulk/Adjustments is then done to include physically
counted quantities in alternate locations as well as
any corrections being made to the physical counts.
Enter & Edit Physical Quantities changes the
quantities in the Physical Inventory File’s Item Count
and Warranty Count fields, while Enter & Edit
Bulk/Adjustments changes the quantities in the
Physical Inventory File’s Bulk Count field only.
When “Print Physical Inventory Edit List” or “Post
Physical Inv. to Item Records” are run, the Item
Count and Bulk Count quantities are added together
as there is only one QOH field that they relate to.

Print Physical Inventory Edit List:

The Edit List provides a comparison of the sum of
the Item Count and the Bulk Count to the “Quantity
on Hand before inventory check” in order to provide
variance information. A comparison of the Warranty
Count to the “Warranty on Hand before inventory
check” is used to provide variance information with
respect to Warranty information as well.

g

AutoPoint —u
bW Evolution
Select: | @G P
B- .-i'-.utDF'Dmt =

i 1 - Point of Sale
-- 2 - Order Proceszsing [OFTIOMN]
- 3 - Purchasing
- 4 - Accounts Receivable
Bl A - File Maintenance
- E- Inquities
- 7 - Reports
- 8- End of Dapwieek /Maonth
B 9- Special Processing

-1 - Initialize lnvoice Printer
- 2 - Processz Remote Maintenance
=l 3 - Phyzical Inventon
- 1 - Freeze [nventon Statuz
- Print [mwenton YWork sheet
- Refreeze Inventony Status
- Enter & Edit Phwzical Quantities
- Enter & Edit Bulk.Aadiustments
- Print Phwgical lnventary Edit List
- Pogt Phwsgizal Iy, to ltem Records
- Delete Physical Inventom Files
- Central/Remate Phyzical lnventany
- 10 - Print Bulk. Location “Woaorkzheet o
- Price Updates
- [rventom Adiustments
- Batch Point of Sale
- Ingtallation Procedures
- 8 - Cugtomer Core Contral
- 10 - Quotations [OFTIOMN]
[ 11 - AutoStock [OPTIOM]

L0 R B R R ) O R A

-

= 0 N =

[¥].. 12 - Culinder Coatral IDRPTICTR d
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Post Physical Inv. to Item Records:

Compares the sum of the Item Count and the Bulk
Count to the “Quantity on hand before inventory
check” and posts the difference between these two as
an Inventory Adjustment of type “P” to the item’s
Quantity On Hand, which can be seen as part of the
detail history of an item in Stock Status Inquiry.
Also compares the Warranty Count to the “Warranty
on Hand before inventory check” and posts the
difference between these two as an Inventory
Adjustment to the item’s Warranty Quantity On
Hand, but this Inventory Adjustment is not visible in
Stock Status Inquiry because it was not a change to
the item’s QOH field. Once an item in the Physical
Inventory File has been posted, it will not post again,
even if changes are made to its Item Count after it has
already been posted. If an item in the Physical
Inventory File has not yet had its Item Count entered,
it will not post. These two rules are controlled by the
flag fields mentioned earlier, as these fields track
which stage each item is at in the Physical Inventory
process. The key to understanding the Post is that it
does not replace any quantities but rather adjusts
them by the differences between the last “frozen” (or
copied) quantities and the physically counted
quantities.

& R
AutoPoint =g
bW Evolution

Select: | @2Gn P

= AutoPaint =
- 1-Poirt of Sale

- Order Processing [OFTIOM]

- Purchasing

- Aocounts Recelvable

- File Maintenance

- Inquines

- Reports

- End of Dayweek Month

- Special Proceszing

- 1 - Inihialize lnvoice Printer

L e R e g B -

- 2 - Procesz Remote Maintenance
=~ 3 - Phyzical Inventory
- 1 - Freeze [nventory Status
- Print Inwventony Woork sheet
- Refreeze Inventory Statuz
- Enter & Edit Phyzical Quantities
- Enter & Edit BulkAdjustments
- Print Phyzical nventory Edit List
- Post Phypsical [nv. to ltem Records
- B - Delete Physzical lnventory Files
Bl 9 - Central/Remate Phyzsical lnventory
- 10- Print Bulk. Location "Worksheet =
- Price Updates
- Inventomy Adustments
- Batch Point of Sale
- Inztallation Procedures
- & - Cugtomer Core Control
[- 10 - Quotations [OFPTION]

[ 17 - AutoStock [OFTION]
F:I 12 - Culinder Canteal ITIRTICIR j

W00 ] O N e L [ —

= 0 N =
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SUGGESTED CYCLE COUNTING PROCEDURE:

1. Run a “Negative Quantity On Hand Report” and use it in combination with staff feedback on which
product lines appear to have skewed quantities but whose receiving and order picking are basically caught
up. This will determine which product lines need to be counted the most urgently.

2. Keep a spreadsheet list of all your product lines, where you log the date when each of them gets included in
a cycle count. You can alternate sorting of this spreadsheet between product line (for ease of reading) and
last count date (to find product lines that have not been counted in a long time). This will permit you to
enforce any policy you may have as to the minimum frequency of Physical Inventory on any product line,
even those whose quantity problems do not show up on any “Negative Quantity On Hand Report” or in
discussions with staff about which product lines need to be counted.

3. Appoint staff to do the cycle counts during business hours or on odd-hours shifts as you prefer. This
procedure allows for the cycle counts to proceed during business hours if desired. The appointed staff
should be able to complete a cycle count within a single business day in order to keep this procedure
practical. The more preparation they are able to do before doing the “Freeze Inventory Status”, the better
(eg: pre-counting, tidying shelves/displays, moving misplaced product back to its correct location and
placing same-numbered items together) to speed up the counting process.

4. Finish any receiving and order picking related to the product lines to be included in the cycle count. If the
order picking and closing cannot be finished first, some of the steps later in this procedure will allow for
this. However, the more of the order picking and closing that is done, the easier this procedure will be on
the staff. For receiving, any received Purchase Orders’ goods must be put away on the shelves before
counting can begin and any non-received Purchase Orders’ goods must be kept in an area that is known to
be “not yet in stock”, such as being left on the Receiving dock, and these non-received purchase orders
must not be received until after the cycle count is finished.

5. Ensure that any existing Physical Inventory File has been finished with and run “Delete Physical Inventory
Files” to remove it if not already done.

6. Run “Freeze Inventory Status” on the selected product lines.

7. Run “Print Inventory Worksheet” on all product lines in the Physical Inventory File. It is recommended to
not print Quantity On Hand on the worksheets, as counters are more accurate when they work from the
shelf to the worksheet and not vice versa.

8. For any open orders that contain items from today’s counting product lines, where these items have already
been shipped to the customer, close the open order if possible. If this is not possible, then list these items
and quantities for later addition to the item counts and do not allow this open order to be closed until after
the “Refreeze Inventory Status” has been run.

9. For any open orders that contain items from today’s counting product lines, where these items have NOT
already been shipped to the customer, their status depends on whether or not they have been picked. If they
have been picked, close them if possible and put the goods in an area that will not be counted, such as the
Shipping dock or the pick-up shelf. If it is not possible to close them, list them with their quantities for
later addition to the item counts, put them in an area that will not be counted, such as the Shipping dock or
the pick-up shelf and do not allow this open order to be closed until after the “Refreeze Inventory Status”
has been run. If they have not been picked, you need only delay their picking until the “Refreeze Inventory
Status” has been run.

AutoPoint® Evolution — Physical Inventory Outline 7
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10. Mark off the areas to be counted and place a clipboard at each area. Staff will add to this clipboard any
items they sell before this area (and specifically this item) has been counted. Plan the method of marking
“areas to be counted” as well as the method of marking “areas already counted” so that sales and order
picking staff can tell when an item is part of the current cycle count and can also tell whether the item has
been counted. This can be simply hanging the clipboard in a place that makes it apparent that this shelf or
display is being counted today and then removing the clipboard when the area has been counted. This way,
the sales and order picking staff can add the picked quantities to the clipboard based only on whether the
clipboard is still there. This of course assumes that the counter(s) will stay at this area once started
counting it, until they are done counting the area and are ready to remove the clipboard. This is critical to
preventing items being added to the clipboard when they should not or being left off it when they should be
added. Keeping the areas small and the counters focused on their task is the heart and soul of successful
cycle counting, along with pickers keeping the discipline to add to the clipboards any items they pick which
have not yet been counted.

11. At the same time as the clipboards are placed at today’s counting areas, run “Refreeze Inventory Status”. It
is critical that these two events happen at the same time, as it is based on these newly copied quantities that
the picking staff are now adding items not yet counted to the clipboards.

12. Proceed to count each marked area and remove its clipboard when the area is finished being counted.
13. Order pickers add to the clipboard any items and quantities they pick.
14. Once you have begun counting, do not again Re-Freeze any of the product lines in the cycle count.

15. When all areas have been counted, add to the count sheets the quantities from the open-order lists you
created in steps 8 and 9 above. Then add to the count sheets the quantities from the clipboards. Counts
should be marked on the count sheets just below the line so there is room to add quantity from more than
one source. This way, the total quantity field on the count sheet ends up with only one number written in it
and this reduces time and errors on keying in the counts. For example, if an item had a clipboard entry of
2, a shelf count of 9 and open order counts of 4 and 2, then the line below it on the count sheet would look
like: 9 + 4 + 2 + 2. We assume the count sheets will be printed double spaced as prompted so there is room
for this.

16. Add up the quantities for each item on the count sheet and write them in the total count field. For the above
item, we would write 17 in the total count field.

17. Key in the counts using “Enter & Edit Physical Quantities”. Note that this program moves through the
items in the same order as they appear on the count sheets, so you do not have to key in any part numbers
and can get through this step very quickly and accurately.

18. If you have other quantities to add, use “Enter & Edit Bulk/Adjustments”. You could use “Enter & Edit
Bulk/Adjustments” for the clipboard and open order quantities instead of doing the adding process in steps
15 and 16, if you prefer entering part numbers to adding up counts on one sheet. “Enter & Edit
Bulk/Adjustments” is also used for entering count corrections after counts have been audited.

19. Run “Print Physical Inventory Edit List” and audit counts as required, using “Enter & Edit
Bulk/Adjustments” to make any corrections arising from the audits.

20. Run “Post Physical Inv. to Item Records” to post any differences between the last copied (“frozen”) counts
and the counted quantities to the items themselves.
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21. If you do not have a Physical Inventory Clearing Account set up in A/R Control, use the grand total
Variance Dollars from the Posting List to do a journal entry that implements the change in inventory value
that resulted from this cycle count. If you do have a Physical Inventory Clearing Account set up in A/R
Control, the system will do this for you when the next end-of-day is run, using this clearing account and the
inventory account.

22. When you have finished with this cycle count and before beginning the next cycle count, run “Delete
Physical Inventory Files”.

Should you have any questions, concerns or need clarification on any of the above please contact Customer Care at
780-483-2727 or 1-800-661-2727.

AutoPoint® Evolution — Physical Inventory Outline 9
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Legal Notice

Amador Business Computers (ABC) has prepared tisimientation for use by ABC personnel,
customers, and prospective customers. The infamabntained herein shall not be reproduced
in whole or in part without ABC’s prior written apgval.

ABC reserves the right to make changes in inforomatontained in this documentation without
prior notice, and the reader should in all casessald ABC to determine whether any such
changes have been made.

The terms and conditions governing the sales ofAt®Point® Software product and/or other
products and the licensing of said software corssiktly of those set forth in the written contracts
between ABC and its customers. No representatiastteer affirmation of fact contained in this
documentation including but not limited to statetsenegarding suitability for use or performance
of the functions described herein shall be deernddeta warranty by ABC for any purpose, or
give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidentiadirect, special or consequential damages

whatsoever (including but not limited to lost ptsfiarising out of or related to this documentation
or the information contained in it, even if ABC Hasen advised, knew or should have known of
the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Coenpu

© Copyright Amador Business Computers, 2009

Conventions Used in this Manual

The following are explanations of the notationsdugethis manual to describe an action:

* A keystroke on the keyboard is described usind'tti@nd “>" characters. For example, the
TAB key is displayed as “<TAB>". The function keydong the top of the keyboard are
described as “<F5>" for FUNCTION key 5. Combinatioof keys using the CTRL, SHIFT

or ALT keys are described using prefixes to the #&t must be pressed at the same time.

For example, pressing the SHIFT and FUNCTION 5 keyfisplayed as “SHIFT-<F5>".

e For instructions that describe following a menwdature, the “>” character separates the
menu selections. For example, to get to the S8iaekus Inquiry screen from the top “AM”
menu, go to “6. Inquiries™> “1. Stock Status Inquiry”. You can also jump tgarticular
program or menu from the “SELECT:” prompt by emgrthe menu entry numbers. In the
Stock Status Inquiry screen example, you can éAM0601".

» Program names are described in all upper caseexamnple, the Stock Status Inquiry Screen
is displayed as “AMSTOCKINQ". To bypass the meruml go into this program directly,
enter the program name in upper-case at the “SELE@®mpt in any menu, and press the
<ENTER> key.

« Extra information that further explains a step oogedure is in italic characters, preceded by
a“TIP:". A“NOTE:" will precede an exception or warning

e Screen prints are included with the instructionsémonstrate what you can expect to see on

the screen at a particular step in a procedureaselnote that your screen will not be exactly
the same, and will be slightly different.
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Set up an OPERATOR ID for eveAutoPoint® user who will be using your system.

For counter staff, you can set up a generic OPERRTD that can be used by multiple
users. This generic OPERATOR ID should have miniseglrity (see SECURITY LEVELS

below).

The following screenshot shows an example of arr&pelnformation record:

44 Dperator Information Maintenance - PORKY TEST DATA {sZoprmnt)

Hiak Meni

gamador & & - »@ b4 B

Dperator Id: DEMO
Password: i********

Operator Name: IDemDnstratnr _____

Company 1D: IDEM -PORKY TEST DATA
Operator Message:  [WELCOME TO AUTOPOINT!
Lockout Flag: IY_

Menu Tree Id: I_

Logon Default Bef #: IF'EIS

iN-:u Log *i

Log Activity Flag:

Auziliary Info: |DEM
Securnty Offset: E

SECURTITY
1 2

1234567898123 4567800123 456780@12345678001234567800

¥ Email Allowed ?
[ Mew Email ?
[T Customer Filter Exception ?

[~ Logon CRT Default ? t

SYSTEMNS
3 4 5 ,

Security Levels:

Save |

|1234 2675901254 5678901.234 5675901234 5675901234 567590

Sequence to Open the Cash Drawer
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An Operator Information record is comprised of tbiéowing fields:
OPERATOR ID — The user (or login) name the operator usesgantm AutoPoint®.

If the user's UNIX (or Linux) login name is the sams herAutoPoint® OPERATOR ID,
she will not have to log in tAutoPoint® after logging in to UNIX.

PASSWORD — The users' password. Asterisks are displaygtéad of the actual password
as you enter it. Whenever you create an operatohange a password, you must enter the
password twice to confirm it.

OPERATOR NAME - The user's full name.

COMPANY ID — The three-letter COMPANY ID of the default ccany in which the user
works.AutoPoint® displays the corresponding COMPANY NAME on the ee.

OPERATOR MESSAGE - A message that is displayed as the user ldgsthe system.
On newer computers, this flashes by so fast thsene ipoint in entering anything.

LOCKOUT FLAG - EnterY]es] to lock the user out ddutoPoint®. Leaving this field
blank allows the user to log into tA@itoPoint® system.

MENU TREE ID - (for future use)

LOGON DEFAULT REF # - If you want a user to log in directly to a sfiegrogram or
menu location (instead of the mafutoPoint® menu), enter the reference number of the
menu location or program.

If you want the user to log into main menu to appeaen the operator signs on, pré&sger
to leave this field blank.

LOG ACTIVITY FLAG - (for future use)

AUXILIARY OPER INFO - If the user will be using Order Entry, enter ithe
Salesman/Counterman ID. This determines under whBddesman/Counterman ID
AutoPoint® accumulates sales analysis data.

E-MAIL ALLOWED - EnterY[es] to enable the user to usatoPoint® email.

NEW E-MAIL - Pres€nter to bypass this field when creating a new user. Wthe user
receives emailAutoPoint® will automatically update this field.

SECURITY LEVELS - Setting security levels for a user determines whatoPoint®
programs users can access and what functions #megerform in each program.

The following chart shows what functions each positcontrols. If the position is not
included in the chariutoPoint® does not currently use it. Security levels focregosition
vary from 0 (no access) to 9 (full access).
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To restrict countermen to Point of Sale and StaekuS Inquiry only, entet in position 38
andl in position 39. If you want the counterman to sest in Stock Status Inquiry, enter
in position 39.

CUST FILTER EXCEPTION - Sets the global customer filter exceptions for tiser.
The lower this number, the fewer exceptions to Qustr Filtering rules this user has,
provided such rules have been set up. Custom@riRgy controls which users can access
customers in which branches and regions. If yoy mant to restrict some users’ access to
certain branches’ and regions’ customers, pleasgacb Amador Customer Care for
assistance.

SECURITY OFFSET - If this field is set to “00”, then this user has security offset.
Otherwise, this field accepts the numbers “01” 26™for the security offset assigned to it.
If you want to scramble an individual user's Salasf@ounterman Code (overrides any
company or branch security offset, for this usely)prassign a security offset in Operator
Maintenance. To see what the scrambled code ik, swifficient File Maintenance security
you can call up the Salesman/Counterman Code thigt dser intends to use, in
Salesman/Counterman Maintenance, and press Fretthee26 possible scrambled codes.
The Nth code is the one for this user, where Nhis security offset. For example, for
security offset 05, use thd'Scrambled code that displays with F7. If the wgeose code is
being scrambled does not have sufficient secuatyiew the scrambled codes, then an
administrator should display the scrambled codesxatained above, in order to inform the
other user of their own new code. Note that, wtigainging the security offset for a user in
Operator Information Maintenance, you need to fag tiser off and back on in order for the
security offset to take effect and determine theiw scrambled Salesman/Counterman code.

Logon CRT Default —If set to “Y” then the user’'s CRT record will udgetOperator CRT
defaults, otherwise, if set to “N”, the user’'s CREtord will use the CRT record assigned at
login.
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Position Function Run/Inquire | Change | Add | Delete
2 Accounts Receivable
Create Cash Receipts Worksheet (AM040101) 5
Enter & Edit Cash Receipts (AM040102) 2 5 4 7
Print Cash Receipts Edit List (AM040102) 5
Post Cash Receipts (AM040102) 5
Print Open Payment Report 3
Run Monthly Close Out Process (AM0402) 5
Enter & Edit Sales Transactions (AM040301) 2 5 4 1
Print Sales Transaction Edit List (AM040302) 2
Post Sales Transactions (AM040303) 5
Calculate Finance Charges (AM040401) 5
Adjust Calculated Finance Charges (AM040402) 2 5 4 7
Print Finance Charges Edit List (AM040403) 4
Post Finance Charges (AM040404) 5
Print GL Distribution Report (AM040405) 8
Print AR Aging Report (AM040406) 5
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Position Function Run/Inquire | Change | Add | Delete
Print Statements (AM040407) 5
Update AR Credit File (AM040408) 5
Purge Monthly Detail (AM040409) 5
Print AR Trial Balance and most other AR Reports 3
(AMO0405)
Customer Open Item Inquiry (AM0406) 1

10 System Maintenance

Operator Information Maintenance (SM0101) 3 9
Print Operator Information (SM0102) 3
Terminal System Maintenance (SM0103) 3 9 9
Current Terminal & Operator Status (SM0104) 3
Company Information Maintenance (SM0105) 5
Change Branch (CB at SELECT prompt) 3
Change Company ID (SM0106) 4
License Registration (SM0109) 9
File Analyze (SM02) 0 0 0 0

Queue Operation (SM03)

e 7 isrequired to execute, stop or delete itg

PMS
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Position

Function

Run/Inquire

Change

Add

Delete

from the queue.

CRT Records (SM04)

Printer Records (SMO05)

Print/Delete saved reports (AM070605)

Access Archived Spool Files [F11] from Print
Spooled Reports (AM0706)

22

Quotations

Quotation Entry (AM1001)

» For additional security see
Salesman/Counterman Maintenance

Open Quotation Report (AM1002)

Quotation Purge 9AM1003)

Quotation Terms Maintenance (AM1004)

Quotation Control Record (AM1005)

Terms & Conditions Set Maintenance (AM1006

Terms & Conditions Listing (AM1007)

29

Hot Menu

* Access the Hot Menu (press TAB in
AutoPoint®)
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Position

Function

Run/Inquire

Change

Add

Delete

e Access to programs withiiutoPoint®
through the Hot Menu is limited by the
security requirements for particular
programs.

Access Office Tools in the Hot Menu

30

Mail Groups (from within AutoPoint® email)

Look up mail groups

Create and edit mail groups

35

Price Updates

Enter and Edit Price Updates (AM090403)

Print Price Update Edit List (AM090404)

Post Updates to Item Records (AM090405)

36

Purchasing

Generate Recommendations from Sales
(AM030101)

Generate Recommendations from Inventory
(AM030102)

Maintain Recommended Purchase Orders
(AM030103)

Print Recommended Purchase Orders
(AM030104)

AutoPoinf® Evolution — System Security Guide  XX.XXXX.XX

10




£3amador

AUTOPOINT® VOLUTION
System Security Guide

Position Function Run/Inquire | Change | Add | Delete
Delete Recommended Purchase Orders 3
(AM030105)
Generate Pos from Recommendations (AM030R) 7
Purchase Order Maintenance (AM0303) 5 7 g
e 7isrequired to release a PO; 9 is required
to void a PO.
Print Purchase Orders (AM0304) 3
Merchandise Receiving (AM0305) 3 4 4 7
e 7 isrequired to unreceive a Purchase Order
Send Purchase Orders 7
Purchase Order Status Report (AM030801) 3
» Ifthe user has 5 or less in position 36
AutoPoint® will check the field 20 “PO
Receiving Flag” in Branch Maintenance. |If
this field contains a 0, PO totals will not
print on this report.
Purchase Order Backorder Report (AM030802 3
Purge Completed Pos (AM080202) 8
37 Physical Inventory
Freeze Inventory Status (AM090301) 2
Print Inventory Worksheet 2
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Position Function Run/Inquire | Change | Add | Delete
* 8isrequired to print quantity on hand.
Enter & Edit Physical Quantities (AM090304) 2 4 3 5
Print Physical Inventory Edit List (AM090306) 7
Post Physical Inventory to Item Records 6
(AM090307)
Delete Physical Inventory Files (AM090308) 7
Inventory Adjustments (AM0905) 8
Change Average Cost in Inventory Adjustmentg 9
(AMO0905)
38 Point of Sale
Point of Sale Entry (AMO1) 1
» For additional security see
Salesman/Counterman Maintenace
Batch Point of Sale (AM0906) 3
Run End of Day Process (AM080101) 8
Maintenance Audit Report (AM080107) 8
Run End of Month Process (AM080302) 8
Print GL Distribution Report (AM080304) 8
Sales Summary Report (AM080306) 8
AutoPoinf® Evolution — System Security Guide  XX.XXXX.XX 12
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Position

Function

Run/Inquire

Change

Add

Delete

Initialize Invoice Printer (AM0901)

1

39

ltem Maintenance

Item Maintenance including Item Branch
Maintenance and Item History Maintenance
(AM0501)

* 8isrequired to rename items or recode 3
product line

* 9isrequired to purge items.

Customer Maintenance (AM0503)

* 9isrequired to change a customer’s core
balance

Customer Price Maintenance (AM0504)

Company Maintenance (AM0505)

» Several fields can only be changed by
Amador staff.

Branch Maintenance (AM0506)

» Several fields can only be changed by
Amador staff.

Supplier Master Record (AM050701)

Supplier Branch Record (AM050702)

AP Vendor Record (AM050703)
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Position Function Run/Inquire | Change | Add | Delete
Product Line Maintenance (AM050802) 3 6 9
Salesman/Counterman Maintenance (AM0309) 3 6 7

» If you are encrypting salesman initials, 9 |s
required to see the encrypted initials

Terms Code Maintenance (AM0510) 3 6 9
Ship Via Maintenance (AM0511) 3 6 7 9
Tax Authority Maintenance (AM051201) 3 6 7 9
Tax Group Maintenance (AM051202) 3 6 7 9
Core/ltem Assignment (AM051301) 3 6 7 9
Superseded Items (AM051302) 3 6 1 9
Substitute Items (AM051303) 3 6 7 9
Kits & Assemblies (AM051304) 3 6 7 9
Related Items (AM051305) 3 6 7 9
Priority Code Maintenance (AM0521) 3 6 7 9
Accounting Period Maintenance (AM051501) 3 6 ] 9
Account Number Maintenance (AM051502) 3 6 1 9
AR Control Record Maintenance (AM051503) 3 7 1 9
Inventory Resequencing Process (AM0516) 9
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Position

Function

Run/Inquire

Change

Add

Delete

Item Branch Creation Process (AM051801)

8

Item Branch Change Process (AM051802)

iCatRack® Manufacturer Cross Reference
(AM052401)

Stock Status Inquiry (AM0601)

* 5isrequired to be able to see item costs;
control what other prices are visible to
users, set field 19 “Top Price” in Compan
Maintenance accordingly.

Customer Inquiry (AM0602)

* 1isrequired in position 2 as well.

REPORTS:

Sales Analysis reports by Salesman, Product L
Counterman, Tax Authority, Customer, Custom
Type (AM0701)

ne, 7
er

Listings, including Customer,
Salesman/Counterman, Supplier, Product Line,
Terms Code, etc. (AM0707)

Stock Status Report (AM070201)

Most inventory reports, including the Inventory
Valuation Report, Lost Sales/Buyouts Report, C
Order Report, Warranty on Hand Report, etc.
(AM0702)

N

Inventory Purchasing Report (AM070316)
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Position Function Run/Inquire | Change | Add | Delete
Full Price Report (AM070301) 5
Counter Price Report (AM070302) 3
Min/Max Calculation Report 5

* 8isrequired to update min/max levels.

Demand Ranking/Pop Code Reclassification 5
(AMO0705)

» 8isrequired to update pop codes.

43 Order Processing
Order Entry (AM0201) 3
Credit Entry (AM0202) 5
Shipping Entry (AM0203) 7
Print Invoices (AM0204) 8
50 Miscellaneous

Access command line by pressing F6 at SELECT 5
prompt

Run program by entering program name at 1
SELECT prompt
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Add on Packages:

Position Function Sepurity
Requirements
3 Accounts Payable

A/P Transaction Processing (AP01) 3
Enter & Edit A/P Transactions 4
Print a Transaction Edit List 3
Post Transactions to Open Item File 5
Payment Processing 6
Record Voided Cheques 7
Vendor Inquiry 6
Reports and Listings 6
Periodic and Year-End Processing 7
File Maintenance 7
Maintain A/P Transaction Dates 8
Vendor EDI X12 Maintenance 9
Installation and Set Up Procedures 9
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Position Function Security
Requirements
4 General Ledger

Account Inquiry 3
Journal Entry Processing 5
Posting to Permanent Ledger 7
Financial Statements 5
Standard Reports and Listings 5
End of Period Processing 5
Year-End Processing 5
File Maintenance 5
Maintain Transaction Types 7
Deletion 9

AutoPoinf® Evolution — System Security Guide  XX.XXXX.XX 18



AUTOPOINT® VOLUTION

£3amador o oo G

Salesman/Counterman Maintenance

You must set up everfutoPoint® user who use®oint of Sale(AMO01), Order Entry
(AMO2 - option), orQuotations(AM10 - option) in Salesman/Counterman Maintenance
(AM0509). AutoPoint® uses this information to track who creates orderd quotations,
which provides for accountability and for measunoggformance.

In Salesman/Counterman Maintenangeu also set up the security access each usenhas
Point of SaleandQuotations

If you assign a salesman to customer<irstomer Maintenand@®MO050), you can track
sales by salesman. (There are several sales anadpsirts that report sales by salesman.)

The following screenshot shows an example of Saesman/Counterman Maintenance
screen

_¥ Salesman / Counterman Maintenance - PORKY TEST DATA {aZsamanmnt)

Hot Menu

gamador G & S @ ld 80 011 @
Salesman Initials: DEM
Last Hame: IDEMDNSTHATIDN Password: |MEl
First Hame: !-"—".utDF'Dint [” Print Open Order Details ?
Salesman Type: m ™ Unreceive Purchase Drders & Change Unit Cost ?
Assigned Branch:  |AMD - AMADOR, MAIN BRANCH =
Temtory: I
POS Security: IS_ ™ Block Price Override?
Payment/Paidout: Im I Block Quantity Override?
Commisszion Percent: l_ " Block Transfer Sales?

Commission Type: INet Sales 'l
Phone Number: I T97-792-9760

Quote Security:

_I?I

Purchase Order Limit:

Save

i

[Emplayes Last Mame | NS [CAP MUM [Lf0S(z009  [2:43:55pm [AMD 300

A Salesman/Counterman Maintenameeord consists of the following fields:

SALESMAN INITIALS - Three initials or any other three letters used dentify an
AutoPoint® user. A user must enter his/her initials to efemt of Saleor Order Entry
transactions. You can also enter salesman initiads customer records iiCustomer
Maintenancef wish to assign customers to particular salesman
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This is commonly referred to as the "Salesman ID".

For security purpose®utoPoint® can scramble SALESMAN INITIALS once you have
entered them. Enter a value from 1 to 26 in field"8ECURITY OFFSET" in Company
Maintenance. To scramble the initials again, eatéifferent value in this field.

LAST NAME - The last name of the user.
FIRST NAME - The first name of the user.
TYPE OF SALESMAN - Identify the user as being one of the followiggds:

. Salesman]
. Clounterman]
. A[dministratve]

. [casH][ier]

This field is for your information only and the ual you enter does not affect how
AutoPoint® functions, except that when a cashier eRtsEnt of Sale her AutoPoint®
session ends.

ASSIGNED BRANCH ID — The default branch for the user. Unless the asanges to a
different branch after logging in, this is the brhrthis user works in undé&oint of Sale
Order Entry, or Quotation Entry

TERRITORY — A salesman's territory (for information only).

POS SECURITY — Determines the user's access to privileged fonstinPoint of Sale:

. 9 — Allows the user to void an invoice that has alsebeen printed and authorize a
charge invoice if the sale puts the customer dwerr tredit limit.

. 8 — Allows the user to void invoices and to overndaurns when you cannot find the
original purchase invoice.

. 7 — Allows the user to override returns only.

. 0 — Prevents the user from performing the above fanst

NOTE: If System Optior88 "DISPLAY COST IN POS" is set t¥[es], all users with a
security of6 or higher will be able to see the item costPaint of Sale

ALLOW PAYMENT/PAIDOUT - Determines whether the user is able to accepheais
from customer or make payments from the till:

. P[ayments] allows the user to accept payments frogtoeners.
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. [paid] O[uts] allows the user to issue payments from thsh chawer.
. B[oth] allows the user to perform both functions.
. Leaving the field blank prevents the user from qering either function.

COMMISSION PERCENT - The percentage to use when calculating commisdamrthis
salesman. (For information only.)

COMMISSION TYPE - Indicates whether to calculate the salesman'srission onNJet
sales] orG[ross profit]. (For information only.)

TELEPHONE NUMBER - A telephone number for the salesman that printany quotations
done under this salesman ID.

QUOTE SECURITY — Determines the user's access to privileged fonstinQuotations

+ 6— Allows the user to modify enter and change it@st€inQuotation Entryand to edit
Terms and Conditions.

- 1- Allows the user to enter and edit quotes.

OPEN ORDER PRINTING — Determines whether the user can print Open Ord&iBe If set to
“N” then the user will be prompted for a 3 lettexde to print the Open Order.

UNRCV PO/CHNG UNIT COST — Determines whether the user is required to inghtee-letter
code in order to unreceive a PO. If System Op@idn‘Enable PO Unit Cost Security”, is enabled
the user will also be required to enter a 3 lattete to change the unit cost of PO line items.

If you wish to allow the user to Unreceive and/bage Unit Cost on PO line items without being
prompted for initials then enter a “Y” in this ftel If you wish to limit which users are permittied
Unreceive and/or change Unit Cost then enter aitfiNhis field.

PURCHASE ORDER LIMIT — Allows you to limit the value of the PO a user igheorized to
Release. The limit identified in this field, on8gstem Option 82 is enabled, will require the user
enter a three letter code to Release a Purchase @atlied higher than this value.

BLOCK PRICE OVERRIDE — Determines whether this user is allowed to overpidees
specified for items for customers in Point-Of-Sale.

BLOCK QTY OVERRIDE — Determines whether this user is allowed to overgdantities in
Point-Of-Sale should insufficient quantity be aghlke at the time the order is created.

BLOCK XFER SALES - Determined whether this user is allowed to perfénansfer Type Sales.
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Legal Notice

Amador Business Computers (ABC) has prepared tisimientation for use by ABC personnel,
customers, and prospective customers. The infeemabntained herein shall not be reproduced
in whole or in part without ABC’s prior written apgval.

ABC reserves the right to make changes in inforomatontained in this documentation without
prior notice, and the reader should in all casessald ABC to determine whether any such
changes have been made.

The terms and conditions governing the sales ofAti®Point® Software product and/or other
products and the licensing of said software corssiktly of those set forth in the written contracts
between ABC and its customers. No representatiastteer affirmation of fact contained in this
documentation including but not limited to statetsenegarding suitability for use or performance
of the functions described herein shall be deernddeta warranty by ABC for any purpose, or
give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidentiadirect, special or consequential damages
whatsoever (including but not limited to lost ptsfiarising out of or related to this documentation
or the information contained in it, even if ABC Hasen advised, knew or should have known of
the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Coenpu

© Copyright Amador Business Computers, 2009

Conventions Used in this Manual

The following are explanations of the notationsdugethis manual to describe an action:

* A keystroke on the keyboard is described usind'tti@nd “>" characters. For example, the
TAB key is displayed as “<TAB>". The function keydong the top of the keyboard are
described as “<F5>" for FUNCTION key 5. Combinatioof keys using the CTRL, SHIFT
or ALT keys are described using prefixes to the #&t must be pressed at the same time.
For example, pressing the SHIFT and FUNCTION 5 keyfisplayed as “SHIFT-<F5>".

e For instructions that describe following a menwdatre, the “>” character separates the
menu selections. For example, to get to the S8iaekus Inquiry screen from the top “AM”
menu, go to “6. Inquiries™> “1. Stock Status Inquiry”. You can also jump tgarticular
program or menu from the “SELECT:” prompt by emgrthe menu entry numbers. In the
Stock Status Inquiry screen example, you can éAM0601".

» Program names are described in all upper caseexamnple, the Stock Status Inquiry Screen
is displayed as “AMSTOCKINQ". To bypass the meruml go into this program directly,
enter the program name in upper-case at the “SELE@®mpt in any menu, and press the
<ENTER> key.

« Extra information that further explains a step oogedure is in italic characters, preceded by
a“TIP:". A“NOTE:" will precede an exception or warning

e Screen prints are included with the instructionsémonstrate what you can expect to see on
the screen at a particular step in a procedureaselnote that your screen will not be exactly
the same, and will be slightly different.
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OVERVIEW

The General Ledger system allows you to efficiehdndle the collection, management, and
reporting of accounting information. The systermisnu-driven, with each processing menu
serving as a checklist of the proper procedurdettollowed. Information may be directly
passed from other systems into General Ledgeirtorglte repetitive data entry.

This easy-to-use package will help monitor accaativity, prepare balance and income
statements quickly and accurately, generate usegpalrts whose content and format you defing
yourself, and retrieve information that can helgkengour business run more efficiently. Gener
Ledger also provides the validity checks, auddlis;iand the adherence to generally accepted
accounting principles needed to verify and mainth@integrity of your accounting records.

GENERAL LEDGER MENU

You are now ready to begin work in the General lezdiystem. Its menu is pictured below. To
begin, simply double-click your selection or erdaereference number and press <ENTER>.

u Main Menu - raZ2menu) H= B
Hot Menu  AutoPoint  Purchasing  File Maintenance Reports  Work Order Processing  Accounts Receivable  Accounts Pavable  General Ledger
D oPeini mad
AutoPoint. a amadoor
Lo FEvolution amadar busingss computers inc
Select: [eelc) ’.} Program Name: ﬂ Run Recently Run Programs 'ﬁ
[ AutoPoint 2 Enter and Edit Joumal Tranzactions
[+ Accounts Payable [OPTIOM] : Changs Curent Company D
= General Ledger (OPTIOM) Title: e
E| 1. - doumal Ertry Processing : Enter and Edit Cash Receipts
® 1 - Cnier ono Edit Joumal | ransachions % PostCashReceipts
- 2 - Print Journal Edit List : Part Mumber Exception Maintenance
: 3 - Post to Permanent Ledger Reference: ;‘_, Fun Manthly Cloze-Out Process
R Gl 2 Print Statements
3 - Financial Statements : .
4 - Standard Reports and Listings % Faintof Sale
+|- 5 - End of Period Processing Description: 2 Price Schedule Maintenance
-Y'earEnd Processing : Quatation Ertry

+- 7 - File Maintenance
B 8 - Installation and Set Up Procedures

Favorite Programs

@ Frint/Delete Spooled Reparts
@ Frint/Delete Spooled Reparts
g Customer Maintenance

E Cuztamer [nguin

g Supplier Branch b aintenance
E Sales Analpsiz Graphs

E Purchass Order Maintenance
£ Invoice Histary Fepart

E Branch Maintenance

m Stock Status Inquiry

fovR [ oM [jzsfzona [tz em [amD soo s

L

al
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JOURNAL ENTRY PROCESSING

OVERVIEW

The options in this section are used to enter,distl post the journal entries you use to reflect
activity in your accounts. The journal entries yaill be working with come fronAutopoint

transactions that have been automatically trarexddei the General Ledger. When selecting this
option you will see the following menu:

As indicated on the menu, the normal steps to goIrnal entries are as follows:

1. Enter and Edit Journal Transactions
Enter journal transactions

2. Print Journal Edit List
Print a listing of the entries you just made ahdgicessary, go back to step 1 to make any
corrections.

3. Post to Permanent Ledger
Post the entries to your permanent ledger. Ontleeipermanent ledger the entries cannot be
changed, but their effect may be adjusted withlagrgournal entry.

AutoPoint Evolution — General Ledger XX XXXX. XX 7
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ENTER AND EDIT JOURNAL TRANSACTIONS

This program is used to enter new journal transastinto the system, change any non-posted
transactions, or delete any non-posted transactWhen selectingEnter and Edit Journal
Transactions', the following screen is displayed:

0 GL Journal Transaction Entry and Edit - {g2ljrlmnt) E

Hot Menu

framador G © £ vl R

Transaction #: B Transaction Type: IG - GEN JRML 'I
Description: DEPRECIATION EXPENSE Transaction Date: I 143107
1 I?EHD-UUU jﬁccuunl Mot On File DEPRECIATION EXPENSE I 10000 Save
Seq Account Humber  Account Description Reference Debit Credit
Account Mot On File DEPRECIATION EXPENSE
2 7932000 Account Mat On File DEPRECIATION EXPENSE 100.00
Mew Detail | | Delete Detai Proof: 0.00 Transaction Totals: 100.00 100.00
|Er|ter Transaction Description | INS MU (2252009 5:39:35 pm 500

You notice that the screen is split into a top armbttom section. The top portion of the screer
displays the identifying information for each traogon and is the working area where
information will be entered. The bottom portiontieé screen is a "window" of the lines you
have entered for the transaction.

This allows you to see your entire transactionyedévelop much as you would if you were
writing it on paper. This makes it easy to locatd aorrect a problem when your entry does ng
balance at the end.

—

To exit out of this program, you must first cleayalisplayed record off the screen by pressing
<ESC> (see below). You may then press8>to return to the menu.

We will briefly discuss the meanings of the fieldswn on the screen and then, in separate
sections, discuss how to add, how to change, amdddelete a transaction:

TRANSACTION #

This is the unique record "key" for each transac{gee File Maintenancé' for a discussion of
"keys"). The system assigns this four-digit numiken you add the transaction by using the
"Next Journal Transaction” number kept in the Control Record.
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TRANSACTION TYPE

This is the two character code used to defineype of journal entry as set in your
"Transaction Type' file. By assigning this type to each transactyon may account for each
journal type as a subsidiary journal if you desire.

TRANSACTION DATE
This is the date of the transaction. It should iered inMMDDYY format with no separators.

DESCRIPTION

This is the description you enter to explain theppse of the transaction. It may contain up to
characters. The top of the screen shows the coheaders for the detail information you will
enter for each account number and its amount.

TO ADD A TRANSACTION

To begin adding a new transaction preENTER> at the transaction number field and the

system will enter the next number from the ConRetord. You may then select from the dropt

down list one of the two-character type codes pehwour Transaction Type' file. Then enter
the date of this transaction ilViMDDYY format without slashes or dashes, or you may pres
<ENTER> to use the current date. If you enter a dateishadt within the current period, the
system will warn you that the date is outside tineent period:

.
, lr) WARNING - Date not in current period,
-

When you pressENTER> to enter the date the system will insert slashesake it easier to
read. Now you may enter the description of the psegfor this entry.

After you have entered the description, the cuvabrstop at the detail sequence number field.
you need to change any of the four fields enterkck on the field and the cursor will position &
that field and allow you to re-enter it.

When the four fields are correct predSNTER> at the cursor will stop at sequence number tg
enter the first detail line for the transactiontéfrthe account number (first four digits, therethr
digits, <ENTER>) for the first distribution of the transaction. & kystem will check and make
sure that the account number has been set up mGlrart of Accounts and will display its
description. The description will default to whaasventered earlier, but can be changed at thi
point. You may then enter the amount for this aotan the Debit column otENTER> to
move to the Credit column. If you want to back amtprevious field in this detail line you may
pressSHIFT-<TAB>. To move between the parts of the account numbethe left or right
arrow keys.

[92)

If

—

!

)
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After entering the amount for a detail line, clwk the “Save” button or pres&¥2>. If you
made a mistake in the line, predsSC> to cancel the line, or click on the field to cganbefore
clicking on the “Save” button. If the line is cocteclick on the “Save” buttorand the line will
be moved to the window at the bottom of the scréée.detail entry line in the middle will then
show the next line number to be added. Continuengdtktail lines until the journal entry is
complete. If you add more than ten distributiohgntthe scroll-bar in the window can be used
view them all.

The following is a screen showing a sample transact

Q GL Journal Transaction Entry and Edit - +{g2ljrnlmnt)
Hat Menu

gramador @ & 2w lH R

Transaction #: | 27 Transaction Type: IG - GEM JRNL 'I
Description:  |TEST Transaction Date: | 2726703
2 |U231 Rulii] jGDDDS & SERVICES Tax TEST I 3250

Seq Account Number  Account Description Reference Debit Credit
1 0100000 Ca4SH - CIBC TEST 100.00 -

=]
Mew Detail | Delete Detail Proof: 100.00 Transaction Totals: 100.00 0.00
[<F1z= | ove [ WM Rjzefzons [loissisam [ [B00

When you have added the last detail line for astaation the PROOF" total shown at the
bottom of the window should shaWD0" to indicate that your debits and credits areatabce.
Press<F8>when the cursor is positioned at the sequence nufigie to indicate that all
distributions have been entered.

If the transaction is not in balance you shoulchdt@ detail lines to find the error and then
correct it as explained in the section below. Ifi y@ave more than ten distributions and need tg
scan for an error, then scroll through the detajisising the scroll-bar to the right of the
window.

When the transaction is complete and in balancenyayi press theF8> key to finish the entry.
This will enter the transaction in the transacfiteand clear the screen in preparation for
another transaction. If the transaction is notatabce you will not be allowed to finish the
transaction. The messageRROR - Transaction out of balance - OVERRIDE? will display:

Question... E

g/ ERROR - Transaction out of Balance, Do you want to OYERRIDE it #

Normally you should answeNb" for No and edit the entry until it is in balance.

AMADOR SOLUTIONS
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If an abnormal situation causes the file corrupod an out-of-balance entry is necessary to
correct the ledger, the system manager with a ggdevel greater than 7 may override an out-
of-balance condition. If your security level foidlsystem is 7 or less then you will not be able
override and must change the transaction to patialance before you can exit.

TO CHANGE EXISTING TRANSACTIONS

To change a transaction you have already entereddbyposted, display it on the screen by

entering itsTransaction Number or use the function key options described in tloenpt on the
screen (these are discussed unéée'Maintenance'). You will then be able to view the detailg
of the transaction and make changes to it.

To change the identifying information in the fiflds you may click on the field to change
them. You may not change tfieansaction Number. When you are done editing a field, press
<ENTER> to apply the change. To edit a distribution, deiteftom the list in the bottom of the
window, and then made changes to the fields imtidelle of the window. Click on the “Save”
button to apply the changes. The edit detail ot discussed below:

“New Detail” — Click on this button to add a new detail liethe transaction. You will see the
same entry line as when you add a transactionsy$tem will assign the next line number.

“Delete Detail’ — Click on this button to delete the selectedhddine from the transaction.

Press<F8>when you are through making changes to this traisad his will clear the
transaction from the screen. If your changes caasealit of balance condition in the transactig
you will receive an error message. See the disoassider To Add A New Transaction’
concerning how to handle out of balance conditions.

When you have more than ten distributions in asaation, you may scroll through all the
distributions using the scroll bar to the rightloé window and clicking on the detail to select it

TO DELETE AN EXISTING TRANSACTION

To delete an entire transaction you have alreatBred but not posted, display it on the screer
by entering itsTransaction Number or use the function key options described in troargat
(these are discussed undeilé Maintenancé'’). Click on the delete record icon from the menu
bar at the top of the window, and the following gt will appear:

Question...

\?/ Do you want to DELETE this transac tion and ALL DISTRIBUTIONS?

Click on “Yes' to delete the transaction and its distributiastherwise click on No” to cancel
the deletion.

AutoPoint Evolution — General Ledger XX XXXX. XX 11
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PRINT JOURNAL EDIT LIST

This option will produce an edit list of all tram$i@n information you have
entered since you last posted to the Permanenteledbis listing should be used
to verify data before posting to the Permanent keedg

Purpose:

You may select to print all transaction types oe bsting, or you may print a listing for each
Journal Type Code This allows you to balance your journals sepdyatelesired. You may
also select a range of transaction numbers to pnirgach listing.

To print the list, select it from the menu and cd®an output (se&tandard Reports and
Listings” for a discussion of output options).

lp Journal Edit List - {g2ljrnllst) [_ O] =]
framador rgrun

Range Selection: Beginning Ending
Journal I Type Code:  |JEAIRRTE
Transacl tion Number: |0000 All 0ooa

| 4

You will then be asked to selecfaurnal Type Codeor <ENTER> to print all codes. If you
want to balance each type as a separate subsjdianal you may print this listing once for
each for each type. You must then enter the rahgaresaction numbers you want to print.
Normally you will<ENTER> for all transaction records, because you want tdyall of your
data entry work. Click on “Run” or pres&¥2> to run the report with the options you have
selected.

If you are interfacing other Accounting softwarekages into the General Ledger, this listing
will show any distributions that have been postedifthese systems since your last posting td
the permanent Ledger.

These distributions are assigned a transaction aumben posted into the Journal, and may b
edited if necessary before posting to the Permareaiger.

4
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If the system manager entered an out-of-balanaagbentry to correct a corrupt file, that entry
and the report would show BALANCE ERROR " message. Entries with dates outside the
current period will show anrOUTSIDE CURRENT PERIOD" message. Proofs for each entry
and for the report are shown, and a recap of theh@nge to each affected account is printed at

the end of the report.
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POST TO PERMANENT LEDGER

Purpose: This selection takes the journal entries you hantered and posts them to your
permanent accounting records.

Once a journal entry has been posted it cannoh&eged. This posting should only be

done after dournal Entry Edit List has been printed and checked. If any errors amdfon
the Edit List these should be corrected throughH'Hrder and Edit Journal Transactions"
option before posting. A list of the transactiom®e posted will be printed before posting to
ensure that you have checked your data entry.

To post to your Permanent Ledger, select this agtiam the Journal Entry Processing'
menu and choose an output option for the edintisisee Standard Reports and Listings).
The listing should be kept for a hard copy of yaark.

If there are transactions out of balance, the Yalg prompt will appear:

Click on “Yes'’ to override the warning, otherwise click oNd” to abort the posting and make
the necessary changes Hriter and Edit Journal Transactions’.

AutoPoint Evolution — General Ledger XX XXXX. XX 14
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ACCOUNT INQUIRY

Purpose:

i} General Ledger Account Inguiry -
Hat Menu

gamador & & 2 »w

The Account inquiry option allows you to quicklyllcap an account on the CRT,
calculate its current balance, and if desired shosted transactions for any

available range of dates.
This selection may be used for an on-line reviewhefhistory of an account.

To run the Account Inquiry select it from the meand the following screen will appear:

{g2laccting)

Trans.
Type MNumber Description
A/R DISTRIBUTION POST

Detail Starting D ate:

Detail Ending Date:

Valid Dates: 1/N/06 to

Account: |0120-000 j ACCOUNTS RECEIVABLE

CURRENT ASSETS

101 /0]

2 A4/R DISTRIEUTION POST
3431406 AR 3 A4/R DISTRIEUTION POST
4/30/06 AR 4 &/R DISTRIEUTION POST
53106 AR 5 &/R DISTRIEUTION POST
6+30/06 AR E A/R DISTRIBUTION POST
E/30/06 AR 7 A&4/R DISTRIEUTION POST
7431406 AR 8 A4/RDISTRIEUTION POST
5/31/06 AR 9 A&/R DISTRIEUTION POST
9/30/06 AR 10 &/RDISTRIBUTIOM POST

Transaction Totals: #

|Enter beginning of Detail Date range

I s [ [om Rjzefzone [1ziizerem [ BO0

Dpening Balance:

I 12/31/06  Closing Balance:

12/31/08 Select Year |

$640,283.59

$950,323.29

Dehit Credit
21.088.57
74,089.62

20.252.36
480295
B4.91532
1.267.37
12367222

71.719.05

33613 |
506, 264.41 $196.230.71

TO VIEW AN ACCOUNT

will appear:

Q Select an Account -

Display the account you want to review by entertagiccount number, or search for the accot
with the<F1>, <F2> and<F3>keys (described inFile Maintenance'’). You can also perform
a lookup by clicking on the?” button to the right of the account field, and tbbowing prompt

(azglpopup)
General Ledger Accounts

Search: I

Account Number
01 00-000
01 00-00d
01 00-002
01 01-000
0102-000
0110-000
0120-000
0121-000
0122-000

Hame

CASH -ESE

CASH -WwWSE

ROYAL BAMEK -VISA

BAMK OF MONTREAL - MASTERCARD
BAMK OF NOVA SCOTIA

ACCOUNTS RECEMABLE

GST RECEIVABLE

TRANSFER OUT - AMD

Mare Selections

Cancel |

nt
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Enter the search term to look through the accoantas and pres&&NTER> to bring up a list
of matches. Double-click on the account in thetbsselect it, or click on it once to highlight it
and click on the Ok” button.

Press ENTER> to accept the account number, and the cursor sntovihe Detail Starting
Date”.. The default values (the dates the system sug)gestthis range include all dates since
the last closed period, but you may use any datgeur current period. If you are keeping
Detail History (as specified in you€ontrol Record) you may also inquire for any range of
dates in your fiscal year. Use the scrollbar tortglet of the window to view all the transactions
for the date range selected.

To select a different fiscal year, click on tt&etect Year”button to get the following pop-up:

f} Select General Ledger Year

Select Fiscal Year

Ok | Cancel

Double-click on the fiscal year to select it, acklon it once to highlight it and then click oreth
“Ok” button. Enter an account number, as describegiegland then enter a date range within
the fiscal year selected.

The<F8>key ends the inquiry program and returns you tanhen menu.
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FINANCIAL STATEMENTS

Purpose: This section allows you to create standard findreta&tements and custom
supporting schedules, to edit both types of repartd to process and print these
reports.

When selecting this section you will see the follagvmenu:

i} Main Menu - {aZmenu) H= B
Hot Menu  AutoPoint  Purchasing  File Maintenance Reports  Work Order Processing  Accounts Receivable  Accounts Pavable  General Ledger
o

CdistoPoint ~ ggamador
Lo Evolution

omader buslness comaitens inc,

Select: @)Go :? Prograin Name: (j Run Recently Run Programs 'ﬁ

1 - Maintain Report Farmats
2 - List Repart Formats
H 3 - Maintain Sales Summary Report Description:
3 - Select Reparts to Print
‘o 4 - Run Selected Reports
#- 4 - Standard Reports and Listings
#- B - End of Period Processing
#- E-Year-End Processing
3
3

Part Mumber Exception Maintenance
Run Manthly Close-0ut Process

[ AutoPoint : Account Inguing
[ Accounts Payable [OPTIOM] : Post to Pemmanznt Ledger
= G:enelal Ledger[IEHON] Title: 2 Print Joumal Edit List
& 1 - Joumal Entry Processing -
2 - Account Inquing 2 Erter and Edit Jourmal Transactions
: Change Current Campany D
Reference: : Erter and Edit Cash Feceipts
GLO302 2 Post Cash Receipts
-
-
-
-
-+
-

Frint Statemerits

- 7 - File Maintenance

- & - Installation and Set Up Procedures Favorite Programs

@ Frint/Delete Spooled Reparts
E Frint/Delete Spooled Reparts
g Customer Maintenance

E Cuztamer [nguin

g Supplier Branch b aintenance
g Sales Analpsiz Graphs

m Purchass Order Maintenance
m Invoice History Report

27 Branch Maintenance

m Stock Status Inquiry

- - -

I I fovR [ oM [jzefzona [1z:3g:49 pm [a8D so0 s

To be able to actually print statements you must Gireate them andiaintain” or edit them.
Then you createSelections or combinations of reports to process. The It & to fun" the
reports or tell the system to process and printeéperts you have selected.
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CREATE A NEW REPORT

Purpose: This option is used to initially create standardhficial statements and special
supporting schedules. You must create your findustaiements through this
option before you can print them.

Standard formats for financial statements are piexvby the system, and may be used to easily
create standard statements that can then be ¢dliseat your needs. If you want to create a
completely custom report you may select and sogea of accounts and then "dress up" the
report as desired.

FINANCIAL STATEMENT FORMAT FILE BUILD (1

.
‘_1) This program is not done yet, Please use the text version or call support.

FINANCIAL STATEMENT FORMAT FILE BUILD (1) TIME 12:56 TERM 96

SCREEN #1 xx%xHERDER INFORMATION %x%x REPORT NUMBER
1. STRTEMENT TvPE 1

2. REPORT TITLE

<I>ncome Stmt, <Bralance Sheet, <S»uppt Sched, <F>=Source/Appl of Funds

DESCRIBING THE REPORT

The first screen you see after selecting this optimntains descriptivelfeéader’) information
about the report. Specify ti&tatement Typeyou want to create by enterinf'‘for an income
statement,B" for a balance sheetS™ for a supporting schedule, dF*for a source and
application of funds (modified cash flow) statemdriten enter a descriptive title of the report
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you are about to create. This title will not appeathe report, but is used to help identify the
report you want to select it to run. You may chatigse fields through thé&hter Change
Number"” function, or presENTER> to proceed to screen # 2. Make a note of Repbrt
Number" assigned by the system for future reference.t®eéollowing 'Hints and

Guidelines' section for a further discussion of report nunsber

SELECTING ACCOUNTS AND STANDARD STATEMENTS

FINANCIAL STATEMENT FORMAT FILE BUILD (1) TIME 12:56 TERM 96
SCREEN #2 %%%ACCOUNT SELECTION  %x% REPORT NUMBER 4
Please specify values of accounts to include:
BEGIN END
1. ACCOUNT |

2. PROFIT CENTER

<F1> FOR ALL  <FB8> END

Screen # 2 allows you to select ranges of accamdgrofit centres to include in the report. This
process is designed to gather all the needed atctuhelp speed statement building. First enter
the range of account codes you want selectedRar for "All " account codes). Then enter the
range of profit centres you want selected<{bi> for "All”). The system will then look through
the Chart of Accountsfile and select all the appropriate account numb&mmessage at the

bottom will tell you how many accounts fit in theenges you specified. You will then be asked|to
select another set of ranges - you may select alenagrges on one report if necessary. When yjou
have selected all the ranges needé®>to end the selection process.

If you selectedI™, "B", or "F" Statement Types you will be aske®d'you want to generate a
standard report?" After you have selected the accounts in Scre2nkhe system can use the
account ranges yapecified in youControl Record to create an acceptable standard report. |If
you answer Y" for Yes, astandard report of the type selected will be cekatdich may then
be edited (seeHints and Guidelines’). If you answer N" for No you will be allowed to sort
the accounts you selected in a third screen andeti# them to create a completely custom
report.
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If you choose to create a supporting sched#e Statement Typg you will not be asked about
standard reports. You may still select ranges obawts in Screen # 2 and sort them in Screen #
3, then you may edit the format as discussed bdfoyu want to create a special or small
report without selecting any ranges you &8> at Screen # 2 an<F8> at Screen # 3 without
making an entry and then use ®Be&olling Maintenancescreen to enter a report a line at a tine.
(A "Dummy Record for End of File" line will be displayed irScrolling Maintenance The
system uses this line to identify the end of theoreand will require you to enter any lines
above it.)

SORTING THE SELECTED ACCOUNTS

FINANCIAL STATEMENT FORMAT FILE BUILD (1) TIME 13:17 TERM 96
SCREEN #3 %%xREPORT SEQUENCING  %¥x REPORT NUMBER 4
Please enter the number of the appropriate field:
(Enter most important fields first)
SORT SEQ FIELD# FLD DESC
1.

2. -

ENTER <2> TO SORT REPORT BY PROFIT CENTER, OTHERWISE <F8:>
FIELD MEANINGS: 1 = ACCOUNT, 2 = PROFIT-CENTER

=

Screen # 3 allows you to sequence the accountbgweelselected. It asks you to select whethe
you want the accounts selected to be sorted byuatcmmber within profit centre, or strictly by
account number. Pres§&8>to sort by account number only, or ent2t &nd then<F8>to sort
by profit centre.
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EDITING THE CREATED REPORT

After you have selected and sorted your accoumtggperated a standard report), and editing
screen §crolling Maintenance) is displayed which allows you to "Dress up” yogport as
needed.

FINANCIAL STATEMENT FORMAT FILE BUILD (2) TIME 13:©9 TERM 96
REPORT NO: 4 TEST PRINT NORMAL
LINEH FRAMEWORK/ACCOUNT DESCRIPTION/HEADING DETAIL BAL

1. PAGE FEED

2. HEADING  POS:CENT INCOME STATEMENT

3. LINEFEED  NO:2

4. HEADING  POS:LEFT SALES

5. 0300-000 SALES - AMD Y C
b. ©300-001 SALES - ESB Y C
7. ©300-002 SALES - WSB Y C
8. 0301-000 SALES - LABOR-BRAKES & ROTOR Y C
g. 0301-002 SALES - LABOR-BRAKES & ROTORS Y C
10, ©302-000 SALES - LABOR-CYL BLOCK BORING Y C
11, 0302-002 SALES - LABOR-CYL BLOCK BORING Y C
12, ©303-000 SALES - TRANSFERS Y C
13. 0303-001 SALES - TRANSFERS ESB Y C
14. 0303-002 SALES - TRANSFERS WSB Y C
15. ©304-000 SALES - LABOR-ROD RESIZING Y C

<A>dd Account <C>hange line <D>elete line <P>age feed <L>ine feed

<H>eading <U>nderscore <T>otal <R>atio basis

<F1>=Restart <F2>=Scroll fwd <F3>=Scroll bkwd <F4>=Next page <FB8>=End

Enter maint function N What line ? __ (Enter # of next line to ADD)

174

The headers across the top and the line numbers thmaside are fixed displays. Displayed ar¢
the first fifteen accounts of the report you hakeated. APAGE FEED is automatically
inserted at the top of the report so it will begma new page. To scroll through the selected ahd
sorted accounts you may2>to scroll forward one linesF3> to scroll backward one line, and
<F1>to redisplay the beginning of the report. You ra#sp use<F4>to scroll through the
report that the line numbers remain as fixed refege while the lines themselves change.

To edit the report, enter the appropriate lettescfassed below) in the blankfter maint
function _". After you enter the letter for one of the mamance functions, you are asked to
specify a line number. If you ar€C>hanging oxD>eleting, enter the exact line number. For
the other functions you are adding lines to theesty so you should enter the line number of the
entry that will be immediately below the line yoie @dding. Space will automatically be made
for the new entry.

The available maintenance functions are:

<A>dd Account - to be used when you want to enter an accourdlneady in the report. First
enter the account number. You then must answBriat"Detail " question with a¥Y" if you
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want to print this account on the report or &li If you want this accounts balance summarized
in a Level 5 total (as discussed following iFotals”). In the last column enter ®" or "C" to
indicate whether this account balance is normatlglait or a credit.

<C>hange Line- to be used when you want to change an existiregdn the report. After
selecting the line number to be changed you wilhlii@ved to re-enter the line.

174

<D>elete Line- to be used when you want to delete an existmgdin the report. Select the ling¢
to be deleted and the system will aSkife you want to delete this record?Answer "Y" to
delete the line.

<P>age Feed to be used when you want the next line of therejo start a new page. A page
feed will be inserted after you specify the linemher.

<L>ine Feed- to be used when you want to leave a blank lin@ishe report. You may specify
1 to 9 lines with each line feed.

<H>eading- to be used when you want to put a centred ofusfified heading in your report.
After you select the line you must enter &ari If you want this heading to be positioned at the
left margin or a C" if you want it centred. You may enter a 30 ch&égadescription for each
heading used.

NOTE - any centred headings on a report that comeickctly after the page feed on the first
page and before any other lines will automaticallappear at the top of all the pages on the
report.

<U>nderscore- to be used to underline headings, columns of rusland totals. You may
specify either a single of double underscore, antay be placed in either columns 1, 2, or 3 of
the report.

<T>otal - to be used when a total is desired. You may $padiotal as being one of four levels
and a fifth level of totals serves as an Accoumh®ary. A Level 1 total is the most inclusive
total, a level 4 total is the least inclusive totadr example on an income statement, a level 4
total could total sales accounts and cost of satesunts, a Level 3 total could calculate gross
profit, and a Level 1 total could calculate netamz. Each total may be placed in column 1, 2,
or 3 of the report, a thirty character descriptiomppear on the report may be entered, and th
normal type of balance should be specified.

D

The following is a pictorial example of the way fhetal levels work:
Account 1 10
Account2 10

Level 4 Total 20

Account 3 10
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Account4 10
Level 4 Total 20
Level 3 Total 40

Account 5 10
Account6 10
Level 3 Total 20
Level 1 Total 60

As you can see, each level of total will total #ueounts above until a Total equally or more
inclusive is encountered.

A Level 5 Total orAccount Summaryis used when you do not want to print all accoamntshe
report, but rather want to summarize several sgowaus into one group lump sum. To prevent
an account from printing on the report, put &F for No in the column headdeRINT

DETAIL . Below any group of accounts to be summarizediraskevel 5 Total. Its description
will print on the report beside the total of thdsaccounts above it.

<R>atio Basis- used to define the beginning and end of a rahgeaunts whose total is to be
used as the denominator in calculating ratios erré¢iport. For example, if total sales are to be
used as the basis for ratios, you should ins8taé Ratio Basisjust before the first sales
account and aknd Ratio Basisjust after the last sales account.

When you have finished editing the report<&8> will rebuild the report with changes and thgn
return you to the menu.
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HINTS AND GUIDELINES

REPORT NUMBERING

When you create a report, the system assigns aemigmber to identify that report. It assigns
these numbers in sequence, with a different nunsexqcience for each tyfle B, S, F).
Therefore there will be a Report # 1 thaamsincome Statementa Report # 1 that isBalance
Sheet etc. Because of this feature it is easy to aaseaill related reports if you build them in
the following sequence:

Create all reports that are consolidated statementr all profit centres.

Create all reports for your first profit centre.

Create all reports for your second profit centre.

Continue to create all reports one profit centre at time for any remaining profit
centres.

PwpbdPE

The results of this sequence is that all the cadast@d reports will be Reports # 1's, all the
reports for the first profit centre will be Rep#r®'s, all the reports for the second profit centre
will be Report # 3's, and so on. This makes it égaggnsure that the reports you set up in a
Selection are the proper related reports.

USING THE SYSTEM-CREATED STANDARD REPORTS

The standard balance sheet and income statemeléhsystem can create from yd@iinart of
Accountsand from yourControl Record are complete reports that can be used without &an
by many businesses.

Q

To generate one of these standard statements poidsiio the following:

1. Enter the type and description in Screen # 1.

2. Select the accounts in Screen # 2 - <F1> for All @@unts and select a profit centre or
<F1> for “All” profit centres if this is a consolid ated report. <F8> out of Screen # 2.

3. Answer the standard report question with a "Y" for Yes.

4. When you see the Scrolling Maintenance screen youayrmake changes or <F8>.

5. You are done!

A common change you might make would be inRhi@t Detail column. The standard format
assumes you want to print every account on thertepgou want to summarize some of your
information (such as on a report to be given tobidek), you could change th¥™s to 'N™s for
some of the accounts and use a Level 5 total toribesthe summary amount.

You should consider the use of centred headingppear on all pages of the report (as
described in<H>eading" above). If you enter any centred heading(s) dfterinitial page feed
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and before any other type of line, the system awitomatically put the heading(s) on every pag
of the report.

If the page numbers on your report are not corraake sure that you have inserted page feed
where needed in the report. Even though the systaynautomatically skip to a new page whe
it prints the maximum number of lines on a pagenly increments the page number when a
page feed is used.

The standar&ource and Applications of Funds Statemergenerated by the system is both a
SAF report and a cash flow report. YMUST make one change to the report when you initia
create it or the results will not be accurate. $ytem cannot tell which of your accounts are
"contra-asset type accounts (such as Accumulated Depreciatishich should be left off the
statement. You must manually delete the lines erSik- statement that contain such contra-
asset accounts. If you do not delete these liresemort will treat such non-cash items as
description expense as sources of funds, whileeasame time also treating the change in
accumulated depreciation as a source of funds.

A manual adjustment must be made toSleirce and Application of Funds Statemenif you
sell an asset during the current period and claimeat period non-cash expense (depreciation
amortization) for that asset. The manual adjustroensists of the amount you debited from
accumulated non-cash expense because of the $abd, i a use of funds. For example, if you|
sold a piece of machinery that had $1000 in accataedldepreciation at the time of the sale,
your adjustment is the $1000 that you had to renfimra accumulated depreciation at the sam
time you removed the asset from your books. Aimenter this adjustment is provided on the
bottom of theSAF statement.
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MAINTAIN AND LIST REPORT FORMATS

This section allows you to make changes to repaishave already created and
to list the reports and the detailed formats thes. u

Purpose:

When choosing this section you receive the foll@g\soreen:

{gzlfsmnt) [E3

Hot Menu

gramador @ & 2w lH B

I 2
IEaIance Sheet X

=

Report Number:

Statement Type:

Report Title:

Profit Centre:

Creation Date:

I 3/03/06
IAMADDH

Save Edit Detail I
[ms [ oM zjzsjzoos [iEmszem | [poo

Dperator:

MAINTAIN REPORT FORMATS

Select this option to edit the report formats yawdncreated. You may make changes by using
the Scrolling Maintenancemethod described in the previous section, or usgpénnal method
for quick changes. Enténe report number and statement type of the stateyo& want to
change, okF1>until the one you want idisplayed.

To make changes to, click on the field in the wiwdbat you want to change. If you want to
change the detail items in the report itself, cickthe Edit Detail” button:

FINANCIAL STATEMENT FORMAT FILE BUILD (2

.
‘-1) This program is not done yet, Please use the text version or call support.

A question Maintain Detail Records For This report?* will be asked. You magENTER> to
answer Y" for Yes, or answerN" for No to select another report.

If you choose to maintain detail records you wéldiven a choice of the type of Maintenance
editing you want to do. Select either 1 or 2, mgder changes, and pres68>when you are
ready to record the changes and return to the menu.

The first option isScrolling Maintenance which is the same full screen editing procedwsre a
described in the preceding secti@réate a New Report. This option should be used for all
major changes, and may be used for all changeadWsntage is that you can actually view
several lines of the report at a time and bettetupe the changes to be made. A characteristic
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this method that you may prove inconvenient foranichanges so that the system must resort
and renumber the entire report when you are throogking changes.

The second option is a special editing methodldtatyou manually enter th&ey" of

individual lines on the report you want to editid bption does not use the full screen editor o
require a re-sequencing of the report. This metlwab require a greater understanding of how
the system handles reports, and you may choogméod or defer the use of this option. See the
following "Optional Discussion for a description of the use of this feature.

OPTIONAL DISCUSSION

The General Ledger system sequences or arrangiésdaben a report by assigning sequence
numbers to each line during the report creatiorcgss. These sequence numbers are used as
"keys' (as discussed irFile Maintenance') to the lines on the report. The sequence numbers
are invisible during the full scre@crolling Maintenanceprocess, but the system is assigning
them and keeping track of lines added and del&#gkn you exit out of th8crolling
Maintenanceprocess, the system must resort and reassign naridball lines of the report.

The second maintenance option we have includdukisystem is a method for accessing the
report lines to be changed through the use of Hegjuence numbekéys'. When accessed this
way there is no need for the system to reassigrbeusto the lines.

To use this method first obtain a listing of theéaileecord lines for the report through use of the
"List Report Formats" option discussed in the next section. This repalitshow you the
sequence numbassigned to each line of the report, as well asther information you see on
the Scrolling Maintenancescreen. Now select thdfanual Key Entry " option under
"Maintain Report Formats" and you will seghe following screen:
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MAINTAIN FINANCIAL STMT FORMATS TIME 13:47 TERM 96

REPORT NO: 1 BALANCE SHEET LAST SEG@# REFERENCED:
1. SEGUENCE NO

TYPE OF ENTRY -

CLARIFICATION -

COLUMN NUMBER -

ACCOUNT NUMBER
DESCRIPTION
OVERRIDE DESC ? -
TYPICAL BALANCE -

(ool N« R ) N N FL I g

% YOU SHOULD LEAVE GAPS BETWEEN SEQ#'S
ENTER FILE KEY, USE <F1> FOR APPROXIMATE SEARCH OR <F8> TO END PROGRAM

1. Sequence No:
This is the four-digit sequence key to each line.

2. Type of Entry:
This is the one character code that defines wipet o entry is on this line. The valid codes (as
prompted at the bottom) are:

A - for an account

H - for a header

U - for an underscore

P - for a pagefeed to skip a page
L - for a linefeed to skip a line

T - for a total

R - for a ratio

| - for a net income account

See the previouLreate a New Report discussion for further explanation of the types.

3. Clarification:
This is the one character code that further expltie type code. The valid codes for each typé
will be prompted at the bottom when you enter {ipet For example, if you specify an
underscore the valid clarification codes agefor a single line andD" for a double line.

\174
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4. Column Number:
This is the column number on the report whereéhisy will appear.

5. Account Number:
This is the account number foA™ type codes. Other types have zeroes here.

6. Description:
This is a description of the type code or, for accaint, the description of the account.

7. Override Desc?:

This is a Yes or No question that allows you to aseistom description for an account on this
report or to use the normal description in the €CaBAccounts. If this field containsy™ for

Yes, the report will use the description in fieldMhich may be changed for this report. If this
field contains N" for No, the report will use the description cantl in theChart of Accounts.
This feature allows you to change an account detsani for this report without changing it
elsewhere.

8. Typical Balance:
This should contain &D" for accounts that normally have a debit balanaka'C" for accounts
that normally have a credit balance.

Enter the sequence number of the line you wisthémge, okF1>through the records until you
find it. You may therxC>hange, <D>elete, or <R>enamhe line. If you wish to enter a new
line in the report, enter a new sequence numberfahs between the two records where the ngw
line should appear.

LIST REPORT FORMATS

This option allows you to print or display the refpmrmats that you have created. This should
be used only to print the report formats - thisas the option for printing reports with dollar
amounts (seeRun SelectedReports") You may list only the header information for eaepaort
to obtain a list of all reports you have createdyau may list the detail lines of your reports
much as you see them on the edit screen.

Select this option from the menu and answeérfor Yes or 'N" for No to the question whether
you want to print header information only:

Financial Statements Format File Listing

\?/ Do you want to only lisk Header records 7

If you answer Yes, the report will show the reparimber, statement type, profit centre, creatign
date, operator, and title for all the reports yauéhcreated. If you say No, you will be allowed {o
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n

enter a range of report numbers and a range @nséatt types to process. The report will contg
both the header and the detail line formats foheaport selected.

After specifying the report(s) to process you Wil asked to choose an output option. Select dn
option (as discussed ilstandard Reports and Listing$) and the report will run. When
finished, the menu will be redisplayed.

MAINTAIN SALES SUMMARY REPORT

All file searches usingF1>, <F2>and<F3> are standard in this maintenance program. Refef to
the training manual for instructions on how to tlsese keys.

STEP 1 Select Menu Options:
* General Ledger
» Financial Statements
* Maintain and List Report Formats
* Maintain Sales Summary Report

U GL Supplementary Sales Summary Maintenance - {gZlssmnt)

Hot Menu

gomador @ & 2l vw ld R W B @

Report Number: I_T

Description: DEMDO OFERATING SLIMMARY Delete Repart |
I 1 IINVENTDHY 0300-000 0300-000 0350-000 0350000 Savel
Seq Description Sales Accounts Cost Accounts
1 INVENTORY
2 MISCCHARGES [0301-000 0301-000 0351-000 [0351-000
3 LaBOUR 0302-000 0302-000 0352-000 0352-000
4 THANSFERS [0303-000 0303-000 0353-000 [0353-000
(=1
|Enter Report Description | NS MUM [2726/2009 1:58:35 pm B00

STEP 2 The top part of the screen you see after selettiisgoption contains the report
number and a description of the report. The deSoriloes not print on the report; if
is there to help you identify the report. Enteepart number and take note of this
number because you will need it to select this neipoyour financial statements run.

TIP: Use report number 1 for your first report, 2 for your second, etc.

STEP 3 Enter a description that will help you identifyshieport (e.g. “Peter’'s Operating
Statement”.)

STEP 4 The next screen that appears contains the salesoahdccounts to be included on
the report. Each detail line of the report musabsigned a unique sequence number.
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We suggest you assign sequence numbers in incremoihd in case you want to add
a detail line between two existing detail lines.

STEP 5 You may now enter a description that will appeattendetail line of your report. Eg
Industrial Sales.

STEP 6 Enter the beginning General Ledger sales accournhi® detail line.

STEP 7 Enter the ending General Ledger sales accounhi®detail line.
Each line on the report may contain a range ossadeounts or a single account. If
you want only one sales account on this line pr&dSTER> when entering the

ending account number and the system will autoralffienter the ending account.

STEP 8 Enter the beginning General Ledger cost accoubétanalysed in conjunction with
the sales account(s) on this detail line.

—F

STEP 9 Entering the ending cost accoun®NTER> if it is the same as the beginning cos
account. Click on the “Save” button to add the lia the report.

STEP 10 When you are done entering accounts for this repoess the ESC>. This will
return you to the first screen where you may satugther report of presd#=8> again
to return to the menu.

EXECUTING THE SALES SUMMARY REPORT

STEP 1 Select Menu Options
* General Ledger
* Financial Statements
» Select Reports to Print

STEP 2 Use the<F1>approximate search key to determine the next aaikelection
number (i.e. if the last selection in the file igmber 4, use 5 to create a new
selection.)

STEP 3 Enter a description of the report. This descriptoanly used to help you identify the
report and does not appear on the report.

STEP 4 Check the box next to “Run this Report?” dependingvhether or not you want to
include this report in your run of financial statemts.

STEP 5 Select from the drop-down lisA"- Sales Analysis Repoit

STEP 6 Select from the drop down list the report numbet §fou setup in thBlaintain
Sales Summary Reporprogram.
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Hot Menu

fromador & & 2wl R

£} Financial Statement Selection Maintenance -

(gzlfssel)

Selection Number:

Description:
Statement Type:

Report Humber:

Column Type:

Paramerter 1:

Paramerter 2:

Report Heading:

Column Type:

Paramerter 1:

Paramerter 2:

Report Heading:

=

IA - Sales Analysis 'I

" Run This Report ?
[T Use Rounding ?
[T Print Ratios / % Variance ?

Corporate Tax Percentage: | 0.00

| 1-DEMO OPERATING SUMMARY =l
Column 1 Column 2 Column 3
Ib - Current Period j Ic -7TD Balance j Ie - LastYear's Current Period ﬂ

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance j

Ia - Beginning Balance

I current

Column 4

j I a- Beginning Balance

Ivear Ta Date

Column 5

j Ia - Beginning Balance j

LasT Year

Column &

Il - Last Year's YTD Balance

=

& |

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance

Ia - Beginning Balance

| Last Year

j I a- Beginning Balance

—

[KHYEL R EY

j Ia - Beginning Balance

—

Cash Flow Report Number:

Balance Sheet Report Numhel:l - Mot Applicable

j Print Budgets on Balance Sheet: INo ¥

I - Mot Applicable

j [¥ Print Comparatives on Balance Sheet ?

Save |

[ms [ [um z7izone [Fizadem | [0z

Question...

Yes

\?/ Ready to run all reports selected 7

STEP 7 Exit the program by pressirg-8> at selection number. The system will then ask y
"Ready to run all reports selecte@” enter 'Y" or "N".
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SETTING UP YOUR SYSTEM TO INCLUDE ESTIMATED INCOME TAX
ON YOUR FINANCIAL STATEMENTS

STEP 1 Select Menu Options:

* General Ledger

* Financial Statements

e Maintain and List Report Formats
» List Report Formats

Print a listing of your income statement and bedasheet formats.
STEP 2 Select Menu Options:

* General Ledger

* Financial Statements

* Maintain and List Report Formats
* Maintain Report Formats

Use the<F1>approximate search key to locate your income statém

{gzlfsmnt) [E3

Hot Menu

gamador G & 2 v ld B

Report Humber: I 1
Statement Type: Ilncome Statement oY

Report Title: INCOME STATEMEMT

Profit Centre: I
Creation Date: I 2420003
Operator: IAMADDH

Save Edit Detail |
[ms [ oM zzzizoos Bammoem | oz

1)

STEP 3 Click on the ‘Edit Detail” button to change this report and when asked uf ywant to
"Maintain detail records for this report?" enter 'Y" and select maintenance type
"2" for "Manual Key Entry ".

FINANCIAL STATEMENT FORMAT FILE BUILD {2 [ ]

-
\_ll) This pragram is not done yet, Please use the text version or call support.

STEP 4 Use your<F1>search key or manually scan the listing createsiap 1 to locate the
sequence number of your total level 1 (should kentt income line near the end of
the report).
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STEP 5 Calculate and enter a sequence number that wilbédveen the total level 1
sequence number and the next entry in the file.

TIP: 2 records must be entered between the total¥el 1 and the next record, so we
suggest you increment the total level 1 sequencember by 2 for each new record.

STEP 6 Enter an X" for the type of entry.
STEP 7 Pres<ENTER> to take the default column number.
STEP 8 Enter a description which will appear on the refgerg. “Estimated Income Tax".)

STEP 9 Enter 'D" for typical balance because income tax is comsilan expense on the
income statement.

STEP 10 Calculate and enter the next sequence number bygédo the last sequence
number referenced as shown on the screen.

STEP 11 Enter a T" for the type of entry.
STEP 12 Enter a 6" for clarification of the total level.
STEP 13 Pres<ENTER> to take the default column number.

STEP 14 Enter a description that will appear in the regerg. Net Income After Estimated
Tax.)

STEP 15 Enter 'C" for typical balance because net income is noyraltredit balance.

STEP 16 Press<F8>to return to the first screen and use¢fd > search key to locate your
balance sheet report.

STEP 17 Enter a C" to change this report and when asked if you wariMaintain detail
records for this report?" enter 'Y" and select maintenance tyg# for "Manual
Key Entry".

STEP 18 Use your<F1> search key or manually scan the listing createxdap 1 to find your
current liabilities on the balance sheet. Entezqusence number to create a new
record after the last current liabilities account.

STEP 19 Enter an X" for the type of entry.

STEP 20 Press<New Line>to take the default column.
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STEP 21 Enter a description that will appear on the balastwet report (e.g. “Estimated Tax
Payable”.)

STEP 22 Enter 'C" for typical balance because income tax is alitgtmn the balance sheet.

STEP 23 Enter<F8> when positioned at sequence number to returnetdinst screen and
press<F8>again to return to the menu.

STEP 24 Select Menu Options:

* General Ledger
* Financial Statements
» Select Reports to Print

STEP 25 Using your<F1>search key to locate your income statement.

STEP 26 Change the “Corporate Tax Percentage” field andréht corporate tax rate you
expect to be paying, as a percentage (e.g. 17.00).

i} Financial Statement Selection Maintenance - [g2lfssel}
Hat Menu

gomador @ & 2 v ld 8
Selection Number: |_1

Description:

¥ Run This Report ?
[” Use Rounding ?
™ Print Ratios / % Yariance ?

CONSOLIDA 1IN
Statement Type: Ilncome Statement 'I

Corporate Tax Percentage: [17.00

Report Number: | 1-INCOME STATEMENT |
Column 1 Column 2 Column 3
Column Type: Ib - Current Period j Ic -YTD Balance j Ie - Last Vear's Current Period ﬂ

Paramerter 1:

Paramerter 2:

Report Heading:

Column Type:

Paramerter 1:

Paramerter 2:

Report Heading:

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance j

Ia - Beginning Balance

I THIS PERIOD

Column 4

j I a- Beginning Balance

IYEAR TO DATE

Column 5

j Ia - Beginning Balance j

THIS PERIOD

Column &

Ih - Current Period Budget

j Ig - nnual Budget

H |

Ia - Beginning Balance

j I a- Beginning Balance

j Ia - Beginning Balance

Ia - Beginning Balance

| BUDGET

j I a- Beginning Balance

—

Lelel Lo

j Ia - Beginning Balance

—

Cash Flow Report Number:

Balance Sheet Report Numbel:l 1-BALAMCE SHEET

j Print Budgets on Balance Sheel: INU =

I - Mot Applicable

j [” Print Comparatives on Balance Sheet ?

Save |

[ms [ [ jz7fzoe [zeesaem | [z

values.

TIP: If you are not calculating estimated income ta on your financial statements,
enter a zero for the corporate tax rate because thifield may contain unknown
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Hat Menu

gromador @ & 2w | @

i} Financial Statement Selection Maintenance -

SELECT REPORTS TO PRINT

[g2ifssel)

This option is the process of choosing which ofdreated reports you want to run and
specifying what information you want to see onriggort. When selected from the menu you
will see the following window:

Selection Humber:

Description:

Statement Type:

I_.I

CONSOLIDATED RUM

Ilncume Statement 'I

[¥ Run This Report ?

[~ Use Rounding ?

[~ Print Ratios / % Variance ?

Corporate Tax Percentage: [17.00

Report Number: | 1-INCOME STATEMENT =l

Column 1 Column 2 Column 3
Column Type: Ih - Current Period j Ic -%¥TD Balance j Ie - Last ¥ear's Current Period j
Paramerter 1: Ia - Beginning Balance j Ia - Beqinning Balance j Ia - Beginning Balance j
Paramerter 2: Ia - Beginning Balance j Ia - Beginning Balance j Ia - Beginning Balance j
Report Heading: I THIS PERIOD IYEAR TO DATE THIS PERIOD

Column 4 Column 5 Column &
Column Type: Ih - Current Period Budaget j Ig - Annual Budget j I j
Paramerter 1: Ia - Beginning Balance j Ia - Beginning Balance j Ia - Beginning Balance j
Paramerter 2: Ia - Beginning Balance j Ia - Beginning Balance j Ia - Beginning Balance j

Report Heading:

I BUDGET

Balance Sheet Report Numhel:l 1-BALAMCE SHEET

B

j Print Budgets on Balance Sheet: INn it

j [ Print Comparalives on Balance Sheet ?

Cash Flow Report Number: I - Mot &pplicable

Save |

[ms [ [uom jezreone [zeemaem | [z

The purpose of this screen is to set up one or figekections, each of which is a combination
of one or more reports. The fields “Selection Nurfig®escription” and “Run this Report?”
pertain to the Selections as a whole, while theaiaing fields define the reports associated wi
this Selection, you may access an existing Selettyoentering its number or by using the
normal file search function keyd=1>, <F2> and<F3>as described inFile Maintenance'.

SELECTION NUMBER
Enter a number of up to two digits for this selectiThis number will serve as the key for the
selection.

DESCRIPTION
Enter a description (up to 30 characters that iflesthe general purpose for this Selection. F¢
example, a Selection containing combined statenfentl profit centres could be nameall"
ConsolidatedStatements$ or "All Profit Centres™.
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RUN THIS REPORT?

Check this box if you want this Selection processbédn the Run Selected Reportsoption is
run. When you actually choose teuin Selected Reportsthe system looks at each Selection o
see if this field has been checked. If it does réports described in the Selection are processéd.
If you leave the box unchecked, no reports in 8akection will not be processed.

INCOME STATEMENT or SUPPORTING SCHEDULE

Select Tncome Statement if this Selection is to include an Income Statem&elect
"Supporting Schedulé if this Selection is to include a Supporting Sghke. You may not have
both types in the same selection.

REPORT NUMBER
Select the report number for the type you seleatexve. The system will confirm that such a
report number exists and will display its name.

PRINT RATIOS / % VARIANCE?

Check this box if you want to calculate ratios be income statement. You must have entereg
Start and End Ratio lines on the report for thegdee to work. If you define a variance (the
difference between two numbers) a percent willddewated instead of a ratio (i. e. A minus B|=
Variance, Variance divided by B = percent). Ledvs box is unchecked if you do not want
ratios or variance percents on the report.

COLUMNS OF INFORMATION

These fields are used to define what informatiaio ise shown for the accounts and totals
included on the report. If you checked the box nexPrint Ratios / % Variance”, you will be
able to specify up to four columns of informatianoe shown on the report, which allows for
room to print the ratios. If you left this box urdiked, you will be able to specify up to six
columns of information. The fields for each coludigplays the following column types:

a = BEGINNING BALANCE (beginning balance for the period)

b = CURRENT BALANCE (activity for the period)

c = YTD BALANCE (balance for the year-to-date)

d = LAST YEAR’'S BEGINNING BALANCE (beginning balance for the period for same
period last year)

e = LAST YEAR’'S CURRENT PERIOD (period balance for the same period last year)
f = LAST YEAR'S YTD BALANCE (year-to-date balance for the same period lasf)year
g = ANNUAL BUDGET (total annual budget)

h = CURRENT PERIOD BUDGET (budget for the current period)

i = YTD BUDGET (budget for the year-to-date)

] = VARIANCE (difference between two of the previous options)

k = PERCENTAGE (one option amount divided by another option ampunt

Select from the drop-down list the letter of theiap you want in each column. Two lines of
default header information will be displayed, adiynay presSENTER> at each line to
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accept the default header or you may enter yourloader (maximum of 13 characters per
line).

If you enter j" for aVARIANCE , you must specify which two amounts are to be cmexb
through the format "a - b" where A and B are ang bption letters. You may use option letters
not printed on the report so that you can showrenee without showing the columns being
compared.

If you enter K" for aPERCENTAGE, you must specify the divisor and the dividendtfa
calculation through the format "a / b" where A d@dre any two option letters. You may use
option letters not printed on the report so that gan show a percentage without showing the
amounts used in the calculation.

BALANCE SHEET REPORT NUMBER

If you specified an Income Statement report typevabyou may enter the number of a
corresponding balance sheet in this field. If yairtbt specify to run an income statement you
may not process a balance sheet since it mustthaappropriate net income figure. You may
select “Not Applicable’in this field if you do not want a balance sheet.

PRINT COMPARATIVES ON BALANCE SHEET?
If you specified a balance sheet report number alyou must check this box if you want
comparatives on the balance sheet or leave it wkeldf you do not want comparatives.

CASH FLOW REPORT NUMBER

Enter the number of the appropriate Cash Flow st if you want to print one. You must
have specified anirficome Statement type report above, since the Cash Flow repontireg a
net income figure. You may select “Not ApplicalbEjou do not want a Cash Flow statement,

PRINT BUDGETS ON BALANCE SHEET?

Select “Yes” if you wish to include this year’s lged numbers on the balance sheet. Select
“Last Year” if you wish to use last year’'s budgetmbers. Select “No” if you do not wish to
include budget numbers.

After the information in these fields is corredick on the ‘Sav€ buttonat the bottom. If you
have specified reports in this selection with digf& profit centres, the system will beep and gi
you an explanatory error message. You must enpartraumbers that correspond to the same
profit centres, the system will beep and give yowesgplanatory error message. You must ente
report numbers that correspond to the same pratitre before you will be allowed to exit from
the Selection.

-
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RUN SELECTED REPORTS

This selection simply takes the reports selectedaland processes them for a specified period.
After choosing Run Selected Reportsyou must specify one of three output optionsddssed
in "Standard Reports and Listings').

You will then be asked if you want accounts printieat have zero balances as of the period
processed.

Run Financial Statements {build)

zj Do you want ko print zero balance accounts?

e | [

This allows you to suppress meaningless accoudessifed by clicking on “No”. However,
clicking on “Yes” to this question allows you toira created report to see how it looks even
you don't have balances for all the accounts yout wa the report.

—h

After answering this question you will be askeetder the range of dates to process. These
dates would normally be a standard accounting gexsoset up in your Accounting Periods file
(such as 1/01/09 to 1/31/09), but you can use atrages of dates (such as 3/01/09 to 3/15/09).
You can pressENTER> without making an entry to default to the periotiedaor the last
closed out period. Enter the beginning date anetiieng date for the period to be shown on the
reports. The dates entered here must be withioufrent fiscal year, and if you are not keepin$
history the dates must be standard beginning angrgkriod dates for any closed out periods.

lp Run Financial Statements (build}) - (g2Ifsrun) [_ O] =]

framador rgrun

Range Selection: Beginning Ending

Period Dates: | 01/01/09 101409

|Enter & Date 5

The period of dates entered will be shown as theenuperiod of the report. If you entered a
range of dates that is not a standard accountingdyeany budgets or comparatives shown will
be estimated and prorated based on a 30-day month.
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After you confirm that the dates entered are coy@ick on the “Run” icon or press <F12>, and
the statements will process. After printing is céetg the display will return to the menu.
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STANDARD REPORTS AND LISTINGS

Purpose: The options in this section are the standard regortl file listings available from
General Ledger.

When selecting this option you will see the follagimenu:

Q Main Menu - (a2menu) =]
Hot Menu  AutoPeint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable  Accounts Payable  General Ledger
W oroint mad
AutoPoint - ﬁ amQaor
FEvolution amader busingss compueers inc
Select: @C)Gn } Program Name: ﬂ Fun Recently Run Programs 'ﬁ
AutoPaint : Run Selected Reports
- Accounts Payable [OPTION) 2 Select Reparts to Print
=) General Ledger [OPTIOMN) ] Title: :: Paint of Sale
- 1 - Joumnal Entry Processing
- 2 - Account Inguity :_’, I aintain Fieport Formats
B 3 - Financial Statements : List Fieport Formats
IS8 4 - Standard Reports and Listings Reference: 2 MASTERStock Line Setups
1 -Print & Trial B alance e E
2 - Piint An Account Workshest GLod : AulUSlUCE ey liemdddiions
i+ 3 - Print History (Posted) Transactions + Create Frice Updale from AutoStock
4« Piint The Chart of Accourts Description: 2 Enter Edit Price Updates
i B - Print Recuring Journal Entries 2 Delete Price Update File
-
E - Print Transaction Types
7 - Piirt Contral Record Information
i B - Print Posted Journal Entry History

I+ 5 - End of Period Processing
E - VearEnd Processing
7 - File Maintenance
8 - Inztallation and Set Up Procedures

Favorite Programs

-
-

g Print/Delete Spooled Reparts
m Frint/Delete Spooled Reparts
ia Custorner Maintenance

ia Customer |nguiry

ia Supplier Branch Maintenance
g Sales Analvsiz Graphs

@ Purchass Order Maintenance
@ Invoice History Report

@ Branch Maintenance

@ Stock Status Ingquing

fovR [ [wom [rzzreone [ai3mEsem a0 oz g

ABOUT REPORTS AND LISTINGS

The first three selections are reports that arggded to provide useful management informatign.
The remaining selections are listings of the res@mhtained in the core of permanent files of
the system. Some of these reports are also aclegwibugh other sections in the General
Ledger menu structure.

12

All report and listing programs are designed torafgeconsistently for all Software. This mean
that once you learn the process of running onertgpo can know that every other report you
might run will function in a similar manner. Thiaavs you to concentrate on the information

the system can give you rather than on the operafithe system itself.

When selecting a report or listing option by doutlieking on it's menu entry, the first screen
will ask you to select the output option you wartte Software allows you to specify whether
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you want to print to your main system printer, $pdol" or print to a file on your disk, to print tg
an alternate printer, to display the report on ygareen, or to choose some combination of
display and print.

Printer: [

Spool File: DEMO3R33
| Opti
@ Mone

" Display

¢ Queue Frequency: |Ornce 'I Start Date: |03/02/09

Print | Spuoll QisplayDnIyl Eamcell

If you want to exit out of a report selection witha@unning it, simply press the=8> or click on
the “Cancel” button to return to the menu.

For a few reports and registers where a printe¢ pssential, only the first three options will
be displayed.

PRINT

Select this option to have the report printed oarywinter. Unless you have more than one
printer attached to your computer this will be tleemal and most direct way for you to print a
report. Select the printer from the drop-downaistl then click on the “Print” button.

SPOOL
This option allows you to store an image of theorepn your disk so that it can be printed latef
on paper. You should use this option when you cauase your printer but want to save a repoit
or when you want to print multiple copies of a repdClick on the “Spool” button and a file will
be created with the displayed Spool File name.

DISPLAY ONLY

This option allows you to display the report ditp@n your screen rather than printing it. You
would normally use this option when you want toiegva report for a certain piece of
information, but do not need a printed copy. Wheu gelect this option you will see the
following screen:
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i} Display Mode [_[O] <]
TREIALDL BLLANCE DATE- 3/02/09 17:20:52 AMADOR PABE 0001 ﬂ
FOR PERIOD:  1/01/07 10 1/31/07
ACCOUNT NUMBER ACCOUNT DESCRIPTION BEGINNING BALANCE DEEITS CREDITS ENDING BATANCE
DLTE  TIYPE 0. DESCRIFTION
0100-000 CASH - CIBC 3,333,139.96 3,333,139.96
0100-001 CASH - ESE 250,975.95 250,975,95
0100-002 CASH - WIE 101,361.87 101,361.87
0101-000 ROTAL BANK - VIS& .00 oo
0102-000 BANK OF MONTREAT - MASTERCARD .00 .0
0110-000 BANE OF NOVA SCOTIA 34,045.00 34,045, 00
01z20-000 ACCOUNTS RECEIVAELE 450,323,129 Q50,323,129
0121-000 55T RECEIVABLE 7,755.14 7,755.14
01zz-oon TRANSFER OUT - AMD .00 oo
0122-001 TRANSFER OUT - E3SB .00 ]
0122-002 TRANSFER OUT - WSEB .00 ] =
<- Previous Page | Mest Page -» | Home |ﬂ| Go To |mﬂ| File: lw Page:lm of IT ﬂl ﬂl

Click on the “Previous Page” and “Next Page” bustém change the page of the report
displayed. Used the scroll bar on the right tawibe entire page. Click on “Home” to return to
the top of the first page and click on “End” totgathe bottom of the last page. Click on “Go
To” to jump to a particular page number.

Click on the “Find” button to enter a search temd &lick on “OK™;

Find: |F\LTEF|I

Dk Cancel

The display will jump to the page where the texthaf report matches the search term, otherw|se
the display will stay on the current page if thare no matches.

ADDITIONAL OPTIONS

To print the report to the selected printer angldig it on your screen, select “Display” under
“Additional Options”. To schedule the report torunattended after backup, select “Queued”
(NOTE: queuing reports is not available for allodp, and so may not be available to select.)

Once you have specified the output option you wauaist reports allow you to indicate more
specifically what information you want on the rejpéior example, when printing@hart of
Accounts Listing you will be asked to specify a range of accouras ylou want on the report.
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Whenever you are asked for a range of recordsctade you may pressENTER> when the
cursor is positioned at the starting or beginnietglfto select ALL " the records in question.
Otherwise you should enter the beginning and engingrds for the range you want included gn
the report.

When you have entered all the specifications fi@pert you can press <F12> or click on the
“Run” icon to run the report. When the report fimes processing it will automatically return yo
to the main menu screen.

—_
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PRINT A TRIAL BALANCE

Purpose: The trial balance is the report normally used toene and check the activity for
ranges of accounts during the current period.dinghthe beginning balance, debits,
credits, and ending balance for each account orefbat. The debits and credits ma
be shown in detail or totalled for the period.

When selecting this report from the menu, the steshdutput options will be displayed. After
selecting an option, you will see the followingesen:

[[=] E3

U Trial Balance -

framador rgrun

Range Selection: Beginning

{g2ltrialbal)

Ending

Format: & Deigfed

Profit Center to Print: IW All
GL Account: I

7 Summan 1

Al

|Select a Report Format

FORMAT
Select “Detailed” if you want to show each indivadaebit or credit posted to each account.
Select “Summary” if you want to show only the tatékhe debits and credits to each account.

PROFIT CENTER TO PRINT
Enter the number of the profit centre you waniidude on the report, or presENTER> to
include ALL profit centres in the report.

GL ACCOUNT

Enter the range of account numbers you want tadecbn the report, or presENTER> to
include all the accounts for the profit centre(@) pelected in 2 above. If you selected one prof
centre, you will enter the 4 digit account numirethe range fields and the profit centre will
automatically be inserted. If you selected ALL (wWet<ENTER>) profit centres are not
selecting ALL accounts, it is a good practice te a€000 profit centre for the beginning accour
in the range and a 999 profit centre for the endiogpunt in the range.

NOTE - As explained in the "End of Period Processig" section the trial balance for a
period must be run before you run the "Update Summay File" selection at the end of the
period.
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PRINT AN ACCOUNT WORKSHEET

Purpose: The Account Worksheet is designed for use as ashesdt to help you make closing
period adjusting entries.

It shows you th&nding Balancesfor a range of accounts for a specified period egdiate, and
provides blanks to enter adjustments may then texemhthroughJournal Entry Processingd'.

To print the Account Worksheet select it from therma, enter the period ending date, enter a
profit centre number (6rENTER> for ALL ) and enter the range of accounts{BNTER> for
all accounts).

ip Account Worksheet - {g2lwrksheet) [_ O] =]

fyamador g run

Oz/2a/07

oo Al
fl Al

Click on the “Run” icon or press <F12>, and setbetdesired output option.

A grand total of th&nding Balancesfor the accounts selected will be printed at the: @inthe
report.
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PRINT HISTORY OR POSTED TRANSACTIONS

Purpose: This report allows you to analyse detail informoatabout the transactions that have
been posted to yolrermanent Ledger If you are not maintaining detail history (as
specified in youControl Record) you will only be able to retrieve information alto
transactions entered since the last closed outgberi

If you are maintaining detail history, you will laéle to access any transactions entered since|the
beginning of your fiscal year. The report can ruradety of ways and includes beginning and
ending balances for the date ranges selected.

To run the report, select it from the menu. Yoel txen prompted to use the current or previous

fiscal year(s).

Transaction History List

\?/ Processing Dates: 1/01/07 to 12{31/07. Do you want & Previous Year 7

Yes | ) I Cancel |

Click on “No” to use the current year or click o¥i€'s’ to select a previous year on file. After
selecting the year, the following report rangesdein displays:

h Transaction History List - {g2lhistlist)

framador rgrun

Range Selection: Beginning Ending

[omm
Sort By & Range: I'I - Tranzaction Type j
Transaction Type: l_ All
GL Account: I Al I

=}
=
a

Profit Center: (000 Al

Enter & Date (MM/DD;) A

DATE
Enter a date range to list transactions dated mvitiat range. The dates default to the fiscal ygar

beginning and ending dates.
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SORT BY & RANGE
You will then be able to select one of three seqastior the report:

1. Report by Transaction Type
2. Report by Account Number
3. Report by Profit Centre

The Report by Transaction Typewill let you to specify a range of types The rdpor
will print all transactions during the date range éach type selected and will be
sequenced by type.

The Report by Account Numberwill let you to specify a range of account numbers.
The report will print all transactions during thatel range for each account selected angl
will be sequenced by account number.

The Report by Profit Centre will let you to specify will ask you to specify ange of
profit centres, and a range of account numbers.r@pert will print all transactions

during the date range for each account selecteavdhioe sequenced by account number
within each profit centre.

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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PRINT THE CHART OF ACCOUNTS

Purpose: This listing is actually four different reportsathallow you to print out various levels
of detail for the information maintained in the aagnt file. It may be used at set-up
time as an edit listing for building the chart ataunts and entering budgets and
comparatives (if used). It also may be printedmgttame for an up-to-date listing of
your Chart of Accounts.

To run the listing, select it from the menu:

b Chart OF Accounts List - {g2laccthist) [_ O] =]

framador rgrun

Range Selection: Beginning Ending

™ 1i No Options, do pou want to print Main Accounts only ?

Period Dptions: I'I - Print &mounts for the last period closed only j

GL Account: I Al

REPORT OPTIONS
You will then have the option of printing one oétfollowing four reports; choose the report
with the information you need.

1. No Options -Print Account Number, Description, and Type.

2. Print Account Balances -Print Account Number, Description, Type, and Batanc

3. Print Account Balances and Budgets Print Account Number, Description, Type,
Balance, and Budgets.

4. Print Account Balances, Budgets and Comparatives Print Account Number,
Description, Type, Balance, Budgets, and Compaestiv

Check the box next to “If No Options, do you wamptint Main Accounts only?” if you do not
wish to list sub-accounts on the first report.
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PERIOD OPTIONS
Select the period option to print account balarioeslosed/open periods:

1. Print Amounts for the last period closed only.

2. Print Amounts for all closed periods.
3. Print Amounts to all periods.

accounts to list, or you magENTER> through the beginning account number field todist
accounts in your file.

Click on the “Run” icon or press <F12>, and setbetdesired output option.

After selecting your report and period options akoxou will then be allowed to enter a range
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PRINT RECURRING JOURNAL ENTRIES

Purpose: The listing prints out the repetitive journal ee$ you have entered in your Recurring
Transaction File.

Select the listing from the menu, and you will #eefollowing window:

‘”l Recurring Trx Edit List -

framador g run

Range Selection: Beginning Ending

Transac tion Number: [[E] a1 0000

| v

TRANSACTION NUMBER
Enter the range dfransaction Numbersto print (or pressENTER> for ALL ).

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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PRINT TRANSACTION TYPES

Purpose: The listing is a simple report of the typesairnal transactions set up in your
Transaction Type File. The report will list a rargeypes or all types and their
descriptions.

To run the listing select it from the menu, andftlilowing window will display:

‘;:p Transaction Type File List - {gZltypelst)

framador g run

Range Selection: Beginning Ending

Transaction Type: | Al

| Y

TRANSACTION TYPE
Enter the range of types to print (EENTER> for ALL ).

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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PRINT CONTROL RECORD INFORMATION

Purpose: This report prints out the information containedheControl Record, including the
accounting periods.

For an explanation of this information see theisaciSet Up the Control Record under
"Installation and Set Up Procedures.

To print the listing, select it from the menu ahdr select an output option.
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PRINT POSTED JOURNAL ENTRY HISTORY

Purpose: This report allows you to analyse detail informoatabout the journal entries that
have been posted to yoBermanent Ledger If you are not maintaining detail
history (as specified in yo@ontrol Record) you will only be able to retrieve
information about transactions entered since toiedlased out period.

If you are maintaining detail history, you will laéle to access any transactions entered since|the
beginning of your fiscal year. The report can ruragety of ways and includes the distribution
details for the posted journal entries.

To run the report, select it from the menu. Yoe txen prompted to use the current or previous

fiscal year(s).

Transaction History List m

:.:/ Processing Dates: 1/01/07 to 12/31/07. Do vou want a Previous Year 7

Cancel |

Click on “No” to use the current year or click oYié€'s’ to select a previous year on file. After
selecting the year, the following report rangesdain displays:

b G/L Journal Entry History Repork - {gZljrnlrpt)

framador [rgrun

Range Selection: Beginning Ending

Date: Im IW
Sort By & Range: |1 - Tranzaction Type j
Transaction Type: l— All l—
Journal Number: |0000 All 0000

Enter a Date (MM{DD)YY) A

DATE
Enter a beginning and ending date to select jowentiles dated within that range.

SORT BY & RANGE
Select “1. Transaction Type” to sort the reporutessby the journal entries’ transaction type or
select “2. Journal Number” to sort the resultshmy journal entries’ transaction number.
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TRANSACTION TYPE
Enter a range of transaction types or press <ENT#©Recept all transaction types.

JOURNAL NUMBER
Enter a range of journal numbers or press <ENTERactept all journal numbers.

Click on the “Run” icon or press <F12>, and setbetdesired output option.
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END OF PERIOD PROCESSING

Purpose: The options in this section pertain to the stepssfwould go through in the normal
closing out of a period. An example sequence ottaps in a period close-out wouldl
be as follows:

Select Recurring Journal Entries that should be proessed this period.

Edit and post all journal entries into the Permanen Ledger.

Print a detailed Trial Balance and, if necessary, mAccount Worksheet. Check for

accuracy and enter, edit, and post any adjusting enes necessary. If additional

entries are made, reprint your detailed Trial Balarce.

4. Once you are sure all transactions for the month a posted, run the Update
Summary File process.

5. Run your Financial Statements.

6. Change your Current Period.

wN e

This is the process of reviewing the Recurring Estyou set up in theMaintain Recurring
Transactions' section, selecting them for entry in the Jouraal]l making any changes to thenj
for this particular occurrence. This process igfiicient solution to the problem of repetitive
journal entries.

i.t GL Recurring Transaction Selection - {glrecursel)

Hat Menu

gomador & & 2 v la R

Transaction #: I 1 Transaction Type: IG - GEM JRML

Description: I Day of Month: kil
1 |0100-000 CASH - CIBC | 1000.00  Save

Seq Account Number  Account Description Reference Dehit Credit
1 000000

2 0558-000 JANITORIAL & GARBAGE 1000.00

=l

Proof: 0.00 Transaction Totals: 1000.00 1000.00

[<Fa= I o [ [ piz4jzone [Eosisem [ B0z

After selecting this process from the menu you s a screen similar to tRecurring
Transactions Maintenancescreen. The quickest way to review these transai®to<F1>
through the file, or you magnter theTransaction Number you assigned to a particular entry.
When you see a transaction that you warngrocess this period, click on the button “Add
transaction to Journal File”.
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i.t GL Recurring Transaction Selection - {glrecursel)
Hot Menu

gomador & & 2 v la R

Transaction #: | 71 New Tranzaction Transaction Type: IG - GEM JRML Ldd tranzaction to Journal File
Description: I Transaction Date: | 2/28/07 . :
Editing Transaction
1 |0100-000 [CASH - CIBC , | | 1000.00  Save

Seq Account Number  Account Description Reference Dehit Credit
0100-000 CASH - CIBC

2 0558-000 JANITORIAL & GARBAGE 1000.00

=l

Proof: 0.00 Transaction Totals: 1000.00 1000.00

|Enter Transaction Description | 'ﬁ ’_ ’_ 9f24i2009  |S:11:44 pm l_ ’ﬁ

You will then be asked if you want to change anyghabout the entry for this occurrence. If yT

don’t have any changes, press <F8> or exit the avinédnd you will then be prompted, “Do yo
wish to save your changes?”, to which you click"6es” save the transaction, or “No” to return
to the previous window and make any other charifgeu need to enter amounts or make

another change, you may select each line of tmsaction you want to edit and click on the
“Save” button. After all lines have been editeceg <F8> or exit the window, and answer

“Yes” to save changes.

When you try to selectRecurring Journal Entry to go into the Journal, the system will chec
and make sure that the entry is in balance andhkadate of the transaction falls within the
current period. If you have specified thaecurring Journal Entry should be made as of a
date outside the current period range (such asfgipecthe 31st day and then selecting in a
month that has less than 31 days) the system selltle last day of the period.

After selecting all th&ecurring Journal Entries that you want to go to the Journal this periog
<F8>to return to the menu. You will be given the oppaity to print an edit listing of the
entries you selected. Remember that you will nequbst these entries from the Journal to the
Permanent Ledger before they will be reflectedaanfinancial reports.

LIST ALL UNPOSTED TRANSACTIONS

This option is simply the same journal edit lisuyget when selecPtint Journal Edit List "
under ‘Journal Entry Processingd'. It is placed on this menu so you will rememlzelist all
unposted transactions (including aRgcurring Journal Entries) so they may be posted before
closing out the period.

Run this listing as described iRrfint Journal Edit List " to print the unposted entries.
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POST ALL UNPOSTED TRANSACTIONS

This option is the same process describedPwst to Permanent Ledget under ‘Journal
Entry Processing'. You must post all entries for the period you eligsing out or they will not
be reflected in youfinancial statements.

PRINT A TRIAL BALANCE

Print a final copy of a trial balance (as describader ‘Standard Reports and Listings) for
the period you are closing out. Make sure thatngmuint the trial balance if any adjustments afe
made. Be sure you choose to priDetail” on the trial balance, since once you run tbpdate
Summary File" option you will not be able to print a trial batze for this period.

IF NEEDED, ENTER ANY ADJUSTMENTS

This is a reminder to check your trial balance arake sure all transactions for the period are
properly reflected before proceeding. If you nedhke any adjusting entries select this optign
and you will see the regulaidurnal Entry Processing' menu. Enter, list, and post the
adjusting entries, then return to tiend of Period Processinymenu and rerun your trial
balance.

RUN FINANCIAL STATEMENTS

174

This option takes you to the sant@riiancial Statement$ menu previously discussed under the
"Financial Statements$ section. Select and run the appropriate statesrfenthis period.

UPDATE SUMMARY FILE

This process summarizes all the entries made to @amunt during the period being closed and
calculates a period ending balance for each account

CAUTION! This process clears out all detail for the periethf closed unless you are
maintaining Detail History, and should only be after you have printed a detailed Trial
Balance and ensured that all entries for the parectorrect.

When you select this option you will see an explarnamessage of what the program is about|to
do. The dates of the period about to be closedalgt be displayed. Make sure the proper perjod
is being displayed.
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will not be run.

i} Update Summary Balances - "Your Company Name™ {gls...

Thiz program will read all the Year-to-Date transactions
for the date range displayed below, and add the amounts
to the 5 y Balk in the GL A File. so that
financial statements can be run.

The next period which is due to be closed is shown
below:

Period Date Range: 30107 o 3431407

Are you ready to close out this period ?

“res, Close Out This Period Eancel|

Then answerYes, Close Out This Periotito the questionAre you ready to close out this
period?" If you decide you are not ready to run this optyet, click on No” and the program
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YEAR-END PROCESSING

Purpose: The options in this selection are used to closdlmiturrent accounting year and
prepare the records for a new year. These optiomsld be processed in the order
they appear or serious problems could result.

When selecting this section the following menu apbear:

PROCESS ANY YEAR-END ADJUSTMENTS

This is a reminder to enter any year-end accruatdéher adjustments that should be made befpre
closing out the year. If you need to make suchienthis selection will take you to thédurnal
Entry Processing' day of the last period before closing. Entet, Bsd post the year-end entrie.

PRINT FINANCIAL STATEMENTS

Although you should already have printed statemastsf the end of your last accounting
period, this option is a reminder that @WST run these final statements before running you
year-end program. If you select this option you i taken to the menu discussed under
"Financial Statements.

CLOSE OUT YOUR LAST FISCAL PERIOD

This option is a reminder to close out your lastoamting period before closing out the year. If
you entered any year-end entries these must bedrudcessed in the last period. This selectior
takes you to theEnd of Period Processing menu discussed earlier.

RUN THE YEAR-END PROGRAM

This process should be run after you have closétheuast period of your fiscal year and run
your year-end Financial Statements. Thear-End program performs the following functions:

1. Zeroes out the balances in all income statement ammts.

2. Carries all Summary File records forward as comparaives, moves the ending
balance for all balance sheet accounts forward aslginning balances, and clears out
the Summary File.

3. Increments the periods in the Accounting Period Fiel by one year.

4. Zeroes out the budget fields.
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FILE MAINTENANCE

Purpose: You should use the options in this section to naamtheChart of Accounts,
Transaction Type, andRecurring Transaction information kept in your General
Ledger.

The files in this sectionontain the relatively stable information that ®sras the core of the
system. These files are initially set upder the Installation and Set Up Procedure$ section,
and should only be accessed here to chandelete existing records or set up new ones.

ABOUT FILE MAINTENANCE

The File Maintenance options in all Software Paekkagre designed to operate and function
consistently. Once you understand how to entemaaidtain records in one file you can operat
any File Maintenance option. This allows you to@amtrate on the information to be entered
rather than the operation of the program.

D

After selecting one of the File Maintenance optigas will see a display of the fields of
information kept for each record in that file. Tiredds will be blank, where data is entered or
displayed.

When you wish to exit any file maintenance progsam need to clear off any record displayed
and press theF8> or exit the window. This will return you to the &iMaintenance menu.

The records in any file ar&éyed" or identified by the entries made in the keyd&lThe key
field(s) for any record are marked by asteriskthoside (for example, the Account Number is
the key to each record in the Chart of Accounts)Firhe key is the unique reference for each
record that allows the system to tell records apart

TO ADD A RECORD

To enter a new record into the file you should eat&ey" for that record that has not been used
before. A prompt will tell you that there is not existing record with that key and that a new
record will be created. (If you enter a key thatatly exists, the corresponding record will

display and the prompt at the bottom will ask ydwatwou want to do with that record. To clear
the record off the screen, just pre&NTER>.)

You will then enter the information for the new oed. After entering the data in a field press
<ENTER>. The cursor will automatically position at the hé&gld. If you enter an invalid
response in one of the fields, you will hear a baeg an error message will display at the
bottom. If the error message is not self-explanateee Appendix - for an explanation of the
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error. After filling in all the fields you will regive a message asking if you wish to change any of
the fields you entered. To make changes, clickerfield to be changed. After making the
change, pressENTER>. When you have no further changes to make, clicthe “Save”
buttonto enter the record in the file and return to thginal blank display you saw when you
entered the option.

Two other keyboard keys may come in handy whenayeuadding a record. If you recognize
that you made a mistake in a previous field andtw@back up to it, click on it or press the
SHIFT-<TAB> keys to back up one field at a time.

Note - to change key fields you must enter the "Remme" function described below. If you
do not want to enter data see the next paragraph fa discussion of the <F8> key.

The second key that may come in handy isth&> key. As described elsewhere #ie8> key
is the 'End" key used to exit out of menus and programs. Witerecord is displayed on the
screen thecF8> key will end the program and return you to the metmwever, when a record
is displayed th&F8> key serves as a\bandon Modifications” key. What this means is that if
you cannot properly finish entering a record orali just want to start over you may pre$s8>
and the record will not be processed - it esséytnall be thrown away.

TO ACCESS EXISTING RECORDS

You may access existing records in several waygufenter theKey" (the identifying code)
for an existing record, the record will be displdye e. - enter the Account Number for an
existing account in the Chart of Accounts File, g3, ENTER>, and the record will be
displayed). If you do not know the key you may tlee<F1>, <F2>, and<F3>keyboard keys
to scan through the file of existing records.

<F1>This key allows you to make an approximate sedratugh the file. If you pressF1>
without making any entry the first record in thie fivill be displayed, and each time you press
<F1>you will see the next record, sequenced by thefikdy(s). If you enter a key field or part
of a key field and pressF1>, the record with a key that most nearly matchesk#y field entry
will be displayed. This approximate search allows Yo quickly "flip through" your file of
records to find the one you wart2> This key is the Next Record' key, which performs the
same Flip through" function as<F1> with one difference. If you have a record on theen,
pressing<F2> displays the next record just liké-1> does. However, if you have pressed
<ENTER> and cleared a record off the screeR2>remembers that record and will display th
next one while<F1>does not remember and will start at the beginningefile.

(42

<F3>This key is the Previous Record key which allows you toflip through " the file in
reverse. PressingF3> will display the previous record (bkéy" sequence) to the one currently
displayed or to the one just cleared by pressiBNTER>.
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TO CHANGE AN EXISTING RECORD

To make changes to a record already on file, us@atless methods described above to display
the desired record. To change any field in theng¢except for thekey" field, which must be
"Renamed), click on the field, and the cursor will posii@t the field. You may then enter the
new data and presENTER>. If you enter an invalid response in one of tleéds you will hear
a beep and an error message will display. If ther enessage is not self-explanatory, see
Appendix for an explanation of the error. When yawe made all the needed changes to the
record, click on the “Save” button and the systeithassume that you have no further changes
to make and will enter the changed record intditee

One nice feature of the change mode is that thesysemembers what the original record
contained until you tell it to save the record.dTisi very useful if you inadvertently start to
change the wrong record or if you really mess upmathanging a record and want to start ovar.
By pressing theF8> key when the record is displayed you cando” the modifications you
just made. A prompt will ask you to save changegoul click on “No”, you may then access th
record again and you will see it in its originatrfo

=

D

REMEMBER - you may only "undo” your changes if you have not already entered the
changed record in the file: once it is entered theriginal record is gone.

TO DELETE AN EXISTING RECORD

To delete or remove a record from a file, accessdbord as described above and click on the
“Delete Record” icon in the menu bar.

NOTE - the system will not allow you to delete reads that contain financial information
needed for reporting purposes.

As a safeguard the system requires confirmatioarbeafeleting by asking the questiddd'you
want to DELETE the record?' Recheck to make sure this is the correct recmd,then click
on “Yes”.

TO RENAME AN EXISTING RECORD

Renaming a record is the process of changing thients of its key field(s). Since the system
uses theKey" as a name for each record, it cannot allow change record's name without
losing track of the data for that record. The omby to change key fields is to delete the existing
record and re-enter the data with the n&ey". The 'Renamé function is essentially a shortcut
for the delete - add back process. It is also datktor duplicating the data in one record into &
new second record. When you rename a record thensyemembers the data associated with
the original record and allows you tadd backK' the data in the new record without actually
having to enter it.
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To rename a record, access the record as deseatioee and click on the “Rename” icon in the
menu bar. A question will appeabD6 you want to DELETE this record?' Since you are
about to create a new record, the system wantsdw kf you also want to keep the old one. In
most cases you will answeYés', delete the record. If you happen to want to tereanew
record with the same data and also want to keepxiséing record, answeNb".

MAINTAIN THE CHART OF ACCOUNTS

The Chart of Accounts file is the nucleus of then@al Ledger system. All of the information
entered into and reported from the system is degp@rmh and organized by the account
numbers. In this option you are maintaining theoaots you need for your business.

Each "account” you use in your company's set okbgsuch asCash’, "Accounts Payablé,

of "Sale$) is treated as a separate account record. Tlmuataumber is thekey" or identifier
of each account record used (see the introduabidRike Maintenance' for a further
explanation of recordkéys'). You must assign a seven-digit account numbeatth record in a
manner that is consistent both with the 4 - 3 dptinat used by the system and with ranges you
entered in the Control Record. Throughout the systee seven-digit account number is viewed
as being made up of two parts - a four-digit act@oade and a three - digit profit centre (or
department) code. Pictorially it looks like this:

Account Code Profit Centre
The four-digit account codes given to your "accslishould be assigned so that they fit into the
structure outlined in your Control Record and st thhen arranged in ascending order they
should appear on financial statements. This is wapprtant because the system performs many
functions based on the sequencing of account nusnber

For example, suppose you had set up these asgesramyour Control Record:

Current Assets 0000-000 999-999
Fixed Assets 1000-000 1999-999

Now suppose you had these accounts to assign to:

Cash Accounts Receivable Inventory
Equipment Buildings Land

One acceptable way to code these accounts would be:

Account Code Account
100 Cash
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200 Accounts Receivable
300 Inventory

1100 Equipment

1200 Buildings

1300 Land

Notice that the account codes sequenced the ascouifite order they should appear on
financial statements and that both Current Assetraxed Asset accounts have codes within the
proper ranges.

The three-digit profit centre code is used by ty&em to allow you to keep separate sets of
books for profit centres within one company. Foaraple, if your company has two stores for
which you want to keep separate books, you shalldtore #1 profit centre 100 and Store # 2
profit centre 200. Continuing with our example abgou would then set up asset account
numbers as follows:

Store #1 Store # 2
Cash 100-100 100-200
Accounts Receivable 200-100 200-200
Inventory 300-100 300-200
Equipment 1100-100 1100-200
Buildings 1200-100 1200-200
Land 1300-100 1300-200

You will then be able to use the same general letigeecord and report separately for each
store. The advantage is using profit centres wathsistent account codes is that you can
generate consolidated statements that will comihieeccount codes for all profit centres.

You do not need to use the profit centre code if go not want to keep track of multiple profit
centres. You may presENTER> to enter zeroes as the profit centre whenevercilisd for in
the system.

When selecting this option from the menu you wek she following screen:
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Hot Manu

omador & & 2 v I
Account Number: ITZDD—DD

Description:

Account Type: CURREMT ASSETS

Period D ates Budget Amounts Same Period Last Year

-

0.00
0.00
0.00

1. 11/01/07 te 11/30/07
12, 12/001/07 te 12/31/07
3. 0/00/00 to  0/00/00

840,390 95
960,323.29
950,323.29

1. 10107 o 1/31407 I 0.00 I 0E7.381.42
2. 20107 o 2028007 I 0.00 I 580,449.99
3. 007 e 307 I 0.on I BE2 509 61
4. 401/07 o 4/30/07 I 0.00 I 642,267.25
5 50107 o B/FA07 I 0.00 I 647 .060.20
6. B6/01/07 to  B/30/07 I 0.0o0 I 71824289
FoOA00F e FAAAO7 I 0.on I 841.91611
8 8/01/07 to  B/31/07 I 0.00 I 770,196.06
9. 90107 o 9/30/07 I 0.00 I 73084493
10. 10/01/07 te 10431407 I 0.0o0 I 74980214

| |

| |

| |

-

Save | Default Budgets From First | Zero Comparatives |

[Enter Description [ [ms [ [ [iznveooe [szzaeem | Ot

To add a new account, enter the information asridbestbelow. To change or delete an existing
account, display the record by entering its Accadmtnber or use the function keys described
previously in this section. Then you may use theess Mode Functions to make the desired
changes.

1. Account Number:
Enter the account number (as discussed aboveydbdiave assigned to each record.

2. Account Description:
Enter the description of the account being entesag up to 30 characters. This description is
used instead of the number on several reportsr Aftey the name of the account group for thi
account (as specified in the Control Record) wajthy.

[92)

3 - 15. Budgets:

(These fields will not be displayed on your scraatess you answeredy&s' to Budgets in the
Control Record.) Enter the dollar estimate of tbevay for each period. You will be able to
print financial statements comparing these budgetuats with the actual amounts. If you are
entering the same figure in each period you magrehe first period and click on the button
labelled, “Default Budgets From Firstg have the system fill in the remaining budgets.

These Budgets are reset to zero during year-erapsmng.

16 - 28. Same Period Last Year:

(These fields will not be displayed on your scraatess you answeredy&s' to Comparatives
in the Control Record.) Enter the dollar amountadiivity for each period of the previous year
These comparatives may be printed on financiaéstants. If you do not want to set these up
but would like to keep comparatives in the futy@,) may leave these blank now and the yeatr
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end processing will automatically create compaegtirom this year's activity. You can click onp
the button labelled, “Zero Comparatives” to zerenthout.

MAINTAIN RECURRING TRANSACTIONS

This option allows you to change or delete exisRegurring Transaction records or add new
ones. Recurring Transactions are journal entriasrétur periodically, such as the end of the
month depreciation entries. You may review andctelry of these entries to go into the journal
without having amounts if desired and amounts negiitered each time the transaction is
selected. This capability is particularly useful émd of the period adjusting entries because it
reminds you of the usual entries necessary andsitpuick processing of them, but still leaves
you in complete control of your transactions.

When selecting this option you will see the follagiscreen:

u GL Recurring Transaction Maintenance - "Your Company Name" {glrecurmnt)

Hot Menu

gromador & & . »3 i

Transaction u:l [ Transaction Type: [5G -GENJRNL =
Description: | NI Day Of Month:  [31)
1 [1100-00 BANK OF NOWA SCOTIA 100.00 Save |
Seq Account Number  Account Description Reference Debit Credit
1 110000 BAMK OF NOVA SCOTIA 100,00
2 1200-00 ACCOUNTS RECEIVABLE 100.00
3 2100-00 LABOUR PAYABLE 200.00
[iamlBrea] | Delete Detal | Proof: 0.0 Transaction Totals: 200.00 200.00
[Enter Transaction Deseription [ s 12/17/2009 5:42:08 pm [a01

This screen is nearly identical to the one desdrioeder Enter and Edit Journal
Transactions'. This is logical since all you are doing heresésting up a journal entry that you
want the system to remember and process when {joutte

1. Transaction No:

Enter a one to four digit number that you wantde to reference this Recurring Transaction.

The number you assign will be a permanent "nams&d@ated with this record. Every time you
select this record as part &rid of Period Processing the system takes the data associated
with the Recurring record, assigns it tideXt Transaction Number' from the Control Record,
and thus creates a real journal entry.

2. Trans Type:
Enter one of the valid codes set up in theahsaction Typé€' file or press<ENTER> to default
to the General Journal code.
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3. Day of Month:

Enter the day of the month that you want giverhts transaction when it is selected. You
normally would use an end of the month day for siiljig entries and a first of the month day fc
reversals.

4. Description:

Enter up to a 30-character description of the psepaf this entry (e.g. - Monthly Depreciation™).

For an explanation of how to enter the accountsaanounts of the record see the sectiéntér
and Edit Journal Transactions'. You may enter account numbers without amout®¢ filled
in later) in Recurring ransactions, while this is not allowed in actuairpal entries.

MAINTAIN TRANSACTION TYPES

This option is used to add, change, or deleteyipestof journal entries that you want the syste

m

to track separately. There are six reserved codesnust have set up for use by the system, and

you may specify any number of other types. Thesiesallow you to enter an assorted batch
journal entries and then print an edit list forle&gpe that may be used as a subsidiary journal
There is also a history listing that allows yowstwt by Transaction Type. For example, if you
wanted to balance your Cash Receipts as a sepawmatal you could set up £R" Transaction
Type and be able to identify all Cash Receiptssaations.

When selecting this option you will see the follagiscreen:

Q GL Transaction Type Maintenance - "Your Company Name™ {gltypemnt)
Hot Menu

gamador G & 2w id 2

Type Code:

Description:

Short Description: (40

Save

|Acmunt Type Descri pkion |

IS 12/17/2009  [5:43:23 pm [pot

The following six reserved codes were set up in'8et Up and Installation Procedure$ for
the system to use:

f

Type Code  Description Short Description

AP From Accounts Payable Accts Pay
AR From Accounts Receivable Accts Rec
BB Beginning Balance Entry Beg Bal

G General Journal Entry Gen Jmnl

OE From Order Entry Inventory OE Inv

PR From Payroll Payroll

You may set up any other codes you desire.
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1. Type Code:
Enter a two-character code assigned to this Tréiosatype as discussed above.

2. Description:
Enter up to a 30-character description of this type

3. Short Description:
Enter an abbreviated (ten characters or less)igéscr of the type. This will be used on reports
and display when there is not room for the fullatgxgion.
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INSTALLATION AND SET UP PROCEDURES

OVERVIEW

The options in this section are the steps you heéake to prepare the General Ledger for use
with your company's data. The items that appedhemenu are organized to function as a step-
by-step checklist for you to follow. It is importattat you perform these steps in the order thely
appear, since some steps depend on previous oti@s.is your first experience working with al
computer, you should be pleasantly surprised haektyuyou become comfortable working
with a keyboard instead of a pencil. If you areeaperienced user you will appreciate the menu
flexibility and consistency of operation in thisssgm. Before continuing you should review
Chapter 0 describing how to use the menus and b@edess the on-line documentation.

Here is a quick overview of what you are aboutdokrst you will define in your Control
Record whether you want to use budgets and conmpesaand how you will arrange the
numbers for your different types of accounts. Tien will build your Chart of Accounts File by
entering each of the accounts that you will begisinrecord your financial information. Two
other smaller files will then need to be set ume wvith all the transaction types that you would
like to use in the system and the other with amproon recurring journal entries. Then you magy
load the beginning balances for each of your adspumint a list to check your work, and then
"post” or permanently record these balance in yiseem. The last step in preparing your system
is to set up the financial statement formats ooldy you desire.

To help make the Set up process as efficient asillesve have included OAD " sheets for
the files where you will normally be entering mplé records. You may copy and use these to
manually format the required information, as it i entered in the system. The Chart of
Accounts file requires you to have a seven digibaat number assigned to each account you
will use (see Set Up The Chart of Account$) as well as a description and budgets and
comparatives (if used). The Transaction Type figuires you to set up six system reserved
codes and there descriptions as well as any ottascyou want. The Recurring Transactions
file allows you to outline common entries (partey period-ending) that you can specify for
processing when desired. The Beginning Balance ioanply one special journal entry you
make to set up your initial balances in the system.

We suggest that you read the entirestallation and Set UpProcedures section and fill out
your "LOAD " sheets before actually starting your entry w@kce you have completed these
steps the General Ledger will be set up and readydu to start processing your daily work.
Since you probably are converting your General eedgcord keeping from some other existing
system, it is important that the changeover betesefore dropping your existing system
simultaneously for at least one full accountinggquto determine that they are yielding
equivalent results.
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This double workload is cumbersome but necessagpsare that an accurate transition to the
General Ledger system is made. Once you are satréhih data has been accurately transferre
and that you are comfortable with the new proceslyocai may drop your old system.

[oX

SET UP THE CONTROL RECORD

The Control Record requires you to answer sometiqussabout the way you want the system
to operate. The answers you give here will be bsetthe system to determine what informatior,
you want to keep, and they help the system onlyaskguestions that are appropriate. For
example, if you specify that you do not want togkbedgets the system will not even display
blanks for you to put budgets in. Since this CdrfRecord does control some of the
functionality of your system, it is very importathiat you set it up carefully and properly. Undef
normal circumstances you will only set up this relconce and never need to change it.

If you do decide later on to change any of youpoeses you may access the record from the
same menu selection and make the desired charege$-(e Maintenance' for more
information).

A sample Control Record is displayed:

ﬁ General Ledger Control Record Maintenance - "“Your Company Name™ {glcntimnt)
ot Menu
£¥amador @
Mext Jounal Transaction Number: ¥ Keep Detail History?
AP Posting Method: Detail vl |Ig E::: g:i?;:lsa‘iives?
¥ Retain Previous Five Years?
I~ Dummy Company?
Beginning Account: Ending Account:

Curent Assets [1000-00 [T

Fixed Assets [1700-00 [199933

Current Liabilities IZUUU-UU |2439-93

Long-Term Liabilities IZEUU-DU IZEHH-HH

Capital [Dwners' Equity] |2SDD—DD |2999799

Revenue [Sales) |3000-00 |34as-sa

Cost of Sales [=00-00 44399

Operating Expenszes |45UU-DU IEHHH-HH

Dther Revenue [7o00-00 [7a33.9

Other Expenses |SUDD-UD |ssas-sa

Depreciation Expense |4?20-00 |4739-sa

Cash Accounts [1o00-00 [1093-99

Retained Earnings 2920-00

‘Next GL Journal Transaction Mumber ,W,_,_,W ’m,_,ﬁ

1. Next Jrnl Trans No:

This field is used by the system to keep trackefunique number it will assign to the next
journal entry made. This transaction number is'k&y" for each journal entry (see the
introduction to the File Maintenance' section for an explanation okéys'). When setting up
your system you should presENTER> at this field and the system will start numberyogir
journal entries with 1.
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2. Keep Detail History?
If you want the system to store the detail of @hsactions entered during your accounting year,
check the box next to it. If you leave the box wetkted, the system will keep only one summayy
amount for each account per accounting periodouf keep detail history you may inquire into
the history of an account and print a report reangaaccount balances as of any time during the
year.

NOTE - the detail history file becomes quite largas the year progresses, and if disk
storage space is a problem you probably should n&eep history.

3. Keep Budgets?:

If you want the system to allow you to keep budggirmation for each account, you must
check this box. You will then be able to enter ddrt amount for each period for each accourt.
If you leave it unchecked, the system will not ¢agpblanks when you add your Chart of
Accounts.

3. Keep Comparatives?:

If you want the system to allow you to keep compeealast year) information for each
account, you must check this box. You will therabée to enter a comparative amount for each
period for each account, and after you close out ficst year on the system the ending balanges
for each account will automatically be carried fardras comparatives. If you leave it
unchecked, the system will not allow you to entanparatives when set up accounts will not
automatically create comparatives at year end.

The remaining fields on the Control Record scresuire the entry of account numbers. For a
full explanation of account numbers see the disonsa "Maintain the Chart of Accounts”
under File Maintenance'. Briefly, each seven-digit account number is mapef two sections.
The first four digits are the account code thanhtdees the purpose for the account (i.e. - 100
might be the code for a Cash account). The lasetligits are designed to specify which profit
centre or department the account code appliesnalifiple profit centres or departments are
used. What you are asked to specify in the CoRealord is the range of account codes (first
four digits) that define each type of account (sasiCurrent Assets). When you enter the four
digit account code in a beginning field, the systeithautomatically insert000" in the profit
centre section. In an ending field the system mdkrt '999' in the profit centre section.

The purpose in defining these account types raisgas that the system will always know what
type of account you are working with when you eimean account number. The system can then
do very helpful functions for you like creating stiard financial statements with titles and
descriptions already filled in. The account numbermsach range througl®ther Expense
must be less than the account numbers in the folpwanges. For example, th€tirrent
Liabilities " number must be greater than ti@xéd Assets numbers and less than tHeohg-
Term Liabilities " numbers.
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5 - 6. Current Assets:
Enter the range of account codes you will assigyoto' Current Asset accounts. Current Asset
can include Cash, Accounts Receivable, and Invgmocounts.

7 - 8. Fixed Assets:
Enter the range of account codes you will assigyoto Fixed Asset accounts. Fixed Assets
include Land, Buildings, and Equipment.

9 - 10. Current Liabilities:
Enter the range of account codes you will assigyoto' Current Liability accounts. Current
Liabilities include Accounts Payable and Salariagd®le.

11-12. Long - Term Liabilities:
Enter the range of account codes you will assigyoto Long-Term Liability accounts. Long-
Term Liabilities include Notes and Mortgages Pagabl

13 - 14. Capital (Owner's Equity):
Enter the range of account codes you will assigyotor Capital accounts. These accounts wou
include Stock and Retained Earnings accounts.

15 - 16. Revenue:
Enter the range of account codes you will assigyoto Revenue or Sales accounts.

17 -18. Cost of Sales:
Enter the range of account codes you will assigyota Cost of Sales accounts.

NOTE - If you are in a service business and do naise Cost of Sales, press <ENTER> to
enter zeroes in these fields. This lets the systdmow that it should generate the standard
financial statements without a Cost of Goods Soldestion.

19 - 20. Operating Expenses:
Enter the range of account codes you will assigyoto Operating Expense accounts. These
accounts would include Salaries, Rent, and Utdlitie

21 - 22. Other Revenue:
Enter the range of account codes you will assigyotor Other Revenue accounts. These
accounts would include such non-operating accoastSain on Sale of Assets.

23 - 24. Other Expenses:
Enter the range of any non-operating expense atsolinese would include Casualty Losses
and Loss on Sale of Assets.
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25 - 26. Description:

Enter the range of non-cash operating expense atzothis would include all depreciation
expense and amortization expense accounts. Thensyseds to know these accounts in orde
to be able to generate a standard Cash Flow Stateme

27 - 28. Cash:
Enter the range of account codes that you willgms® Cash accounts. These are needed for the
Cash Flow Statement.

29. Retained Earnings:
Enter the account code assigned to your Retainedrigg account(s).

After filling in the fields, click on the “Save” Witon and you may then set up your Accounting
Periods. If you need to make a change seeRie Maintenance' section for an explanation of
how to change fields.

SET UP ACCOUNTING PERIODS

This option allows you to access your Accountingd®erecord and change the dates. When you
<F8> after initially setting up your Control Record yall automatically be asked to set up
these periods. After you have done that initialigetyou will use this option to access the recoid
and make corrections. By defining your Accountirggi®ds you make it possible for the systen
to keep up with current period you are working ma & summarize data by period for financia
statement purposes. When setting up or changinguktig Periods the following screen is
displayed:

—}

i} GL Accounting Period Maintenance - "Your Company Name" (glprdmnt)  [E3
Hok Menu

framador & & & o |

Current Period: Ii

Pesiod 1 Start: | 1701707 End: [ 173107 Defauk | 17 Closed 2
Period 2 Start: | 2/01/07  End: [ 2/28/07 [ cloved 7.
Period 3 Start: [ 2/01/07  End: [ 33107 I™ Closed 2
Period 4 Start: lw End: Im I=| Closed 2
Period 5 Start: [ 50107 End: [ 531707 " Closed 2
Period 6 Start: | /01707 End: | 6/0/07 I™ Closed ?
Period 7 Start: [ 7/01/07  End: [ 773107 I™ Closed 2
Period 8 Start: IW End: Im I=| Closed 2
Period 9 Start: | /01707 End: | 9/30/07 GekEloood 7
Period 10 Stark:[ 10/01/07  End: [ 10/31/07 etlosed 7
Pesiod 11 Start: | 11/07/07  End: [ 11/30/07 ol e
Period 12 Start: IW End: IW I=| Closed 2
Peiod 13Stat:| | End:| I Closed ?
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1. Current Period No:

Enter the number of the period (as defined beltysa) you will begin processing with. For
example, if period 3 below is March and you wilpbreyour processing as of March, ent8t ih
this field. This information is used throughout 8ystem when processing reports and posting.
This current period number may be changed by @i@hge the Current Period' selection
under End of Period Processiny

2 - 27. Start/End Period Dates:

Enter the beginning and ending dates of the pegodsuse in your record keeping. If you use
months for your accounting periods you will ente first and last day of each month by
appropriate period number.

For example, if you have a calendar fiscal yeatippeone would have January dates. If your
fiscal year starts in July, period one would havig dates. You need only make entries for the
fields you will use (unless you use four week actmg periods you mayENTER> through
period 13).

D

You can allow the system to fill in the dates auttinally by entering the first date and last dat
of period 1 and then clicking on the “Default” larit

When entering dates here and in any part of thgrpm, you should enter them ilVMDDY'Y
(month, day, year) format without any separatocs.éxample, December 1, 2007 should be
entered as120107. You do not need to enter a zero in front of tt@nth number for January
through September. After entering a date in thim&d the system will display it with slashes
(MM/DDI/YY ) to make it easier to read. If you need to chargeof the dates after initially
entering them, sed-lle Maintenance' for a discussion of how to change fields.

SET UP THE CHART OF ACCOUNTS

The Chart of Accounts file is the nucleus of then@al Ledger system. All of the information
entered into and reported from the system is degrgrmh and organized by the account
numbers. In this option you are maintaining theoaots you need for your business. Each
"account' you use in your company's set of books (suchCasH', "Accounts Payablé, of
"Sales) is treated as a separate account record. Thmuataumber is thekéy" or identifier of
each account record used (see the introductioRile Maintenance' for a further explanation
of record keys'). You must assign a seven-digit account numbesatth record in a manner that
is consistent both with the 4 - 3 split format ubgdhe system and with ranges you entered in
the Control Record.
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Throughout the system the seven-digit account numsbgewed as being made up of two parts
a four-digit account code and a three - digit grodéintre (or department) code. Pictorially it
looks like this:

Account Code Profit Centre

The four-digit account codes give to yoactounts should be assigned so that they fit into th
structure outlined in your Control Record and st thhen arranged in ascending order they
should appear on financial statements. This is apprtant because the system performs ma
functions based on the sequencing of account nisnB&rase refer to the discussion under
"Maintain The Chart of Accounts" in the 'File Maintenance' section for an explanation of
how to set up your accounts.

SET UP THE TRANSACTION TYPES CODES

This option is used to SET UP the types of jousrdties that you want the system to track
separately. There are six reserved codes you naustdet up for use by the system, and you
may specify any number of other types. These callew you to enter an assorted batch of
journal entries and then print an edit list forle&gpe that may be used as a subsidiary journal
There is also a history listing that allows yowstwt by Transaction Type. For example, if you
wanted to balance your Cash Receipts as a sepawmatal you could set up £R" Transaction
Type and be able to identify all Cash Receiptssaations.

The six codes yoMUST set up are:

Type Code Description Short Description
AP  From Accounts Payable Accts Pay

AR  From Accounts Receivable Accts Rec

BB  Beginning Balance Entry Beg Bal

G General Journal Entry Gen Jmnl

OE  From Order Entry Inventory OE Inv

PR From Payroll Payroll

After setting these up you may set up any otheesgwu desire. Please refer Mdintain
Transaction Types' under File Maintenancé' for an explanation of how to set up Transactio
Types.

SET UP ANY RECURRING TRANSACTIONS

This option allows you to set up journal entriegttfecur periodically, such as the end of the
month depreciation entries. You may then review sgldct any of these entries to go into the
journal without having amounts if desired and antsumay be entered each time the transacti

137,

>
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t

is selected. This capability is particularly usdtul end of the period adjusting entries because
reminds you of the usual entries necessary andsitpuick processing of them, but still leaves
you in complete control of your transactions.

Please refer toMaintain Recurring Transactions" under 'File Maintenance' for an
explanation of how to set up Recurring Transactittris not necessary to use any Recurring
Transactions, and if you do not want to set upatrfirst you may go ahead and complete the
other steps inlhstallation and Set Up Procedures You can always come back and enter
these later.

LOAD BEGINNING BALANCES

This option is used to set the initial balancegamir accounts. This is done by entering a specigal
type of journal entry, with the balance of eachoart in your Chart of Accounts as of the first
day of the period you begin using General Ledgéerek\selecting this option you get the
following menu:

Please perform the steps on this menu in the oheégrappear.

ENTER AND EDIT BEGINNING BALANCES

This option is used to enter the special Beginfatance type journal entry. The screen you sge
when choosing this option is identical to the ndrjoarnal entry screen irEnter and Edit
Journal Transactions'.

1. Transaction Number:
Press<ENTER> to obtain the next transaction number from the @bmecord. If you set up
your Control Record as recommended you should ohi@ number1".

2 & 3. Trans Type and Trans Date:

These fields will be automatically filled in by tegstem. The Transaction Type is necessarily
"BB". The Transaction Date is the Period Starting é@téhe Current Period you specified in
your Accounting Period record.

4. Description:

Press<ENTER> to fill in the description with Beginning Balancé, or enter your own
description (maximum 30 characters). At this pgmi may enter the account numbers and
beginning balances for all the accounts in yourrCbiagAccounts. If you have questions about
how to enter these please refer to thatér and Edit Journal Transactions' section. As
explained there, you may noE8>to complete the transaction until the debits ardlits are
equal.
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LIST BEGINNING BALANCE TRANSACTIONS

This option is simply an edit listing of tiBeginning Balanceentry you just made. Please refer
to the 'Standard Reports and Listings section for a discussion of how to print a ligtiwhen
you print out the listing look over it and makeestinat the entire entry is correct. If you spot afy
errors you may go back into thEriter and Edit Beginning Balance$ selection and change the
entry. After the next sted?bstBeginning Balance to Accountsyou cannot change the entry
and would have to correct an error with an adjgséntry.

Since this is the first edit listing you have exaed from this system, take special note of the
information on the report. It is important that yimum the habit of carefully examining your edit
listing before you post your data entry work intbl@ where it can not be changed. It is worth
the few extra minutes it takes to examine an &tihfy because it is always more difficult to
correct errors after posting.

POST BEGINNING BALANCE TO ACCOUNTS

This option takes the specBéginning Balancejournal entry and posts it to tiRermanent
Ledger as the starting balance for each account. Befasesshg this option make sure that you
have printed a list of the entry you made by chogéiist Beginning Balance Transactions.
Check the entry over carefully before posting.

This posting selection is different than the norpadting Post to Permanent Ledget. The
entry posted here is not posted into the currenbggebut is set up as the beginning balance fo
the current period. Make sure that this postingniy used during the initial loading of beginninL
balances. If you use this posting selection formadrjournal entries your records will be in errof
and you will need to restore your files from backup

CREATE FINANCIAL STATEMENT FORMATS

This option is merely a reminder that you needetoup the formats for your financial
statements. They do not have to be set up befarstgot processing on the system, but they
must be created before you can obtain financiésteants. You may let the system generate
standard formats for you, you may create completestom formats, or you may generate
standard formats and then customize them.

When you select this option the menu system wik&tut you directly to the options discussed
in the 'Financial Statement$ section. Again, you do not need to set up formigtst away, but
you should at least read through the discussidgheoprocess so that you understand what nedgds
to be done.
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel, customers, and
prospective customers. The information contained herein shall not be reproduced in whole or in part without ABC's
prior written approval.

ABC reserves the right to make changes in information contained in this documentation without prior notice, and the
reader should in all cases consult ABC to determine whether any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other products and the
licensing of said software consist solely of those set forth in the written contracts between ABC and its customers. No
representation or other affirmation of fact contained in this documentation including but not limited to statements
regarding suitability for use or performance of the functions described herein shall be deemed to be a warranty by ABC
for any purpose, or give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages whatsoever (including but
not limited to lost profits) arising out of or related to this documentation or the information contained in it, even if ABC
has been advised, knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2011

Conventions Used in this Manual

The following are explanations of the notations used in this manual to describe an action:

e A keystroke on the keyboard is described using the “<” and “>" characters. For example, the TAB key
is displayed as “<TAB>". The function keys along the top of the keyboard are described as “<F5>"
for FUNCTION key 5. Combinations of keys using the CTRL, SHIFT or ALT keys are described using
prefixes to the key that must be pressed at the same time. For example, pressing the SHIFT and
FUNCTION 5 keys is displayed as “SHIFT-<F5>".

e For instructions that describe following a menu structure, the “->” character separates the menu
selections. For example, to get to the Stock Status Inquiry screen from the top “AM” menu, go to “6.
Inquiries” > “1. Stock Status Inquiry”. You can also jump to a particular program or menu from the
“SELECT:"” prompt by entering the menu entry numbers. In the Stock Status Inquiry screen example,
you can enter “"AM0601".

e Program names are described in all upper case. For example, the Stock Status Inquiry Screen is
displayed as "AMSTOCKINQ"”. To bypass the menus and go into this program directly, enter the
program name in upper-case at the “"SELECT:"” prompt in any menu, and press the <ENTER> key.

e Screen prints are included with the instructions to demonstrate what you can expect to see on the
screen at a particular step in a procedure. Please note that your screen will not be exactly the same,
and will be slightly different.

Hil I'm Amadorian, and youll see me here and there
throughout this document giving you important additional
information.
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A Note to Users of the Text Version of AutoPoint®

In many respects, the graphical version of AutoPoint® is identical to the character-based
version. The text screens and the graphical windows display information the same way, but
more information and additional functions appear in the graphical version. Functions that were
only available via a keystroke combination in the text version are now a blue link or a button.
However, many keyboard shortcuts are still available in the graphical version as described below:

e There are a number of Windows-standard shortcut keys that function the same in
AutoPoint® Evolution as they do in other Windows applications:

CTRL-<X> - Cut selected text.

CTRL-<C> - Copy selected text.

CTRL-<V> - Paste selected text.

<TAB> — Move forward through input fields and buttons.
SHIFT-<TAB> — Move back words through input fields and buttons.

¢ Global keystrokes that will work from any window and are Windows standard shortcuts:

ALT-<F4> — Close current window.

ALT-<TAB> — Cycle forwards through open windows.

ALT-SHIFT-<TAB> — Cycle backwards through open windows.
ALT-<Underline Letter in Menu Name> - Display the corresponding menu.
<ESC> - Cancel the current task.

<ENTER> - Accept the default value and move the cursor to the next field.

* Function keys along the top of the keyboard can be used to perform actions similar to how
they worked in the character version:

<F1> - Bring up the first record in a program or close a note pop-up window.

<F2> - Bring up the next record.

<F3> - Bring up the previous record.

<F5> - When pressed in a field with a “?” button, will bring up the look-up.

<F8> - Cancel or back out of a program.

<F12> - Run a program selected in a menu, works the same as clicking on “Run”. In
File Maintenance windows, <F12> will save the current record.

The <TAB>, <ENTER> and <ARROW KEYS> are your best friends in
Evolution! Although the interface is point-and-click, the mouse does not
have to be used to move between fields and press buttons. Try using
the keyboard shortcuts listed in this Guide to navigate through
Evolution efficiently.
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Accounts Receivable Overview

The Accounts Receivable module in AutoPoint® is where you track the balances of your charge
customers, and view the invoices, credits, and payments posted to their accounts. The A/R
module also tracks the aging of these charge invoices, to identify those that are past due on an
account, and to calculate the finance charge on the outstanding amount. You can generate a
statement of the account to send to your customer, to show the activity on their account and
any past due amounts owing.

When you set up a charge customer in AutoPoint®, you'll need to specify the Balance Method
for the new account: Open Item or Balance Forward. Simply put, an Open Item account is one
where payments are applied to specific invoices. A Balance Forward account is one where
payments are posted to account’s balance only, and at month end, the outstanding balance for
the month is rolled into a Balance Forward amount.

Throughout the month, invoices, credits and payments are posted to the charge customer’s
account, updating the customer’s balance and generating Accounts Receivable. At the end of
the month, month-end processing is run to close the A/R period, so that new A/R can be posted
in the new period. Soon after month-end processing is run, you will need to go through the
steps for the Month-End Procedures to calculate finance charges and print statements.

This Quick Start Guide will outline the steps to perform the following activities in Evolution:

1. Enter and Post a Cash Receipt and save it as an Open Payment.

2. Enter and Post a Cash Receipt and apply it to outstanding invoices.

3. Apply an Open Payment to outstanding invoices.

4. Make a Credit-Only Application to outstanding invoices.

5. Enter and Post a Sales Entry type Invoice.

6. Enter and Post a Sales Entry type Credit Memo.

7. Check a customer’s balance and view A/R activity in Customer Inquiry.

8. Create a Customer Record and modify its A/R Options in Customer Maintenance.
9. Run an A/R Aging report to identify customers with past due balances.

10. Run Month-End Processing and Print Statements.

For more detailed information on the processes described in this Quick
Start Guide, please refer to the "AutoPoint® Evolution Users Manual.”
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Enter a Cash Receipt and Save it as an Open Payment

When you receive a payment (cheque, cash, direct deposit, etc.) from a charge customer, and
you wish to apply it to a customer’s balance only, then you would enter and post a Cash Receipt
and save it as an Open Payment. The steps to do this are as follows:

1. Go to Accounts Receivable > Cash Receipt Processing > Enter & Edit Cash Receipts

(AM040102):
Z‘?JAIR Cash Receipts Maintenance - TEST DEM (arcashmnt)
gomador GO L wld @9 B Y @ O
Customer Number: | i| Current Period: 1

Cheque Number: Customer Info:

[—
Receipt Date: [—
[—

Cheque Amount:

Ral Methad:

Reference: Terms:

Cash Account: _| Unapplied Amount: .00

[Enter the Customer Number [ NS NUM [9/30/2011 [9:56:56am |AMD | 800

2. Enter the customer number or the customer’s abbreviation to do a lookup and press the
<ENTER> key. If you don’t know the number or abbreviation for the customer, press
<F5> to do a search on the customer’s abbreviation. Once the customer is selected, enter
the cheque number of the customer’s payment and press the <ENTER> key.

If you are receiving a cash or credit card payment, or you are recording a

@ direct deposit, then for the cheque number you can enter something
meaningful to you to identify the payment type. For example, "111111" could
be used for a VISA payment.

3. By default, the “"Receipt Date” will fill in with the system date. If you wish to use a different
date, change the date in this field. Enter the amount of the payment and press the
<ENTER> key. The reference field will fill in with the cheque number, but you can change
it to something else; accept the default or change the reference and press the <ENTER>

key:

generated for the transaction will be posted to the accounting period that
the date falls within. This makes it possible to backdate cash receipts, if
necessary.

ﬁ When you change the receipt date, be aware that the G/L distributions
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EA/R(ash Receipts Maintenance - TEST DEM (arcashmnt) | X|
gomador GO L @9 @1 Y @ (%)
Customer Number: |000451 _I New Record Current Period: 1
Cheque Number: 123456 Customer Info: BIRD CONSTRUCTION RENTALS
201, 16815 - 117 AVENUE
Receipt Date: 11/15/06
EDMONTON AB T5M 3v6
Cheque Amount: 1000.00
Balance Method: Open ltem
Reference: PAYMENT. CHQ NO. 123456 Theirs NET 30 DAYS
3 T | Unapplied Amount: 1,000.00
CASH - CIBC
Apply Single / Allowance | Auto Apply | Manual Apply | ezt Open Payment | Save as Open Payment | Abort Cash Receipt |
‘EnEr Reference Info ‘ INS NUM |9/30/2011 10:54:04am |AMD | 800

4. To save the payment without applying it, click on the “Save as Open Payment” button. The
fields will clear, and you can enter another Cash Receipt. If you have finished entering
your cash receipts, press the <F8> key to exit. To the prompt, “"Do you wish to print an
Edit Listing?”, click on “Yes”. To the Output Selection prompt, click on “Print”, “*Spool” or
“Display Only” to review the cash receipts that have been entered but not posted yet.

Do not skip the step to review the Edit Listing! The Edit Listing is your

@ last opportunity before posting to identify errors or omissions. On the
Cash Receipts Edit Listing, check that the payment amounts and
applications are correct, and that there are no proof errors in the G/L
Distributions.

5. To post the Open Payment, go to Accounts Receivable - Cash Receipt Processing > Post
Cash Receipts (AM040104) and print or spool the posting report:

¥ A/R Cash Receipts Post Journal - TEST DEM | X]

Printer: [092 - INVOICE.SP |

Spool File: DEM04636
Additional Options
" None

¢ Display

¢ Queue  Frequency: o= v| Start Date: |'°

{"PBirt | Spool | Display Only | Cancell

6. Click on “Yes"” to the prompt to post the cash receipts to the customers accounts:
Question...

| Posting will update the Customer's Account and create entries in
the Distribution File. Are you ready to Post?
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7. Another Output Selection prompt appears for the Cash Receipts Cash Journal, which will list
out all the cheques that were entered in this cash receipt posting, and should be included
with the daily deposit to the bank. This report will only print once and cannot be
regenerated, so do not cancel this report! Be sure to select “Spool” and reprint the report
from the Spooled Reports Viewer.

When running any kind of report in AutoPoint®, it's a good idea to spool
the report instead of printing it, so that you can view it in the spooled
reports viewer to see if the report is giving the results you are looking
for, without using up a lot of printer paper.

Enter a Cash Receipt and Apply it to Outstanding Invoices

When you receive a payment (cheque, cash, direct deposit, etc.) from a charge customer, and
you wish to apply it to specific invoices outstanding on the customer’s account, then you would
enter and post a Cash Receipt with application to invoices that you select:

1. Go to Accounts Receivable > Cash Receipt Processing - Enter & Edit Cash Receipts
(AM040102), and follow steps 1, 2 and 3 (above) as if you were to post an Open Payment.
Instead of clicking on “Save as Open Payment”, click on the button, “Manual Apply”:

E?]AIR Cash Receipts Maintenance - TEST DEM (arcashmnt)
e N L i 3 [ 75 =
gomador GO v B9 @Y @ O
Customer Number: 000451 _| New Record Current Period: 1
Cheque Number: 654321 Customer Info: BIRD CONSTRUCTION RENTALS
201, 16815 - 117 AVENUE
Receipt Date: 11/06/06
EDMONTON AB T5M 3v6
Cheque Amount: 500.00
Bal Method: Open ltem
Reference: PAYMENT, CHQ NO. 654321 Terms: NET 30 DAYS
Cash Account: 0100-000 _| Unapplied Amount: 500.00
CASH -CIBC
Apply Single / Allowance I Auto Apply | Manual Apply I e 1) Payment | Save as Open Payment | Abort Cash Receipt
[Enter Reference Info [ NS NUM [9/30/2011 [12:29:53pm [aMD | 800

2. A window will appear listing all the outstanding invoices and credits on the account, and the
unapplied amount remaining. Select each invoice to apply the payment to (as per the
cheque’s remittance advice, if available,) and click on the “Apply / Unapply” button to apply
a portion of the payment to each invoice:
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EApplv Multiple Cash Receipts - TEST DEM (arcashmnt) E3
£ramador @ (W)
| Remaining: 500.00 | I Save
Document Due Date Original Current Applyi Di t Bal. C

10005031 c c

10005254 6/26/00 1060.85 1060. 85 .00 .00  1060.85 451

10005255 6/26/00 1768.08 1768.08 .00 .00 1768.08 451

10005361 6/26/00 27582.05 27582.05 .00 .00 27582.05 451

10005362 6/26/00 707.23 707.23 .00 .00 707.23 451

10004086 9/15/00 7532.36 7532.36 .00 .00 7532.36 451

10000007 1/31/06 780.09 780.09 .00 .00 780.09 451

10004089 12/28/06 1339.09 1339.09 .00 .00 1339.09 451

10004095 12/28/06  1230.50 1230.50 .00 .00 1230.50 451

" By Document (* By Date

Done

Customers I Apply / Unapply I Unapply All |

[Enter the Amount to Apply

3. Partial application of a payment can be done by selecting the invoice, entering the
“Applying” amount, and clicking on the “Save” button. Once the amount remaining is zero,
click on the “Done” button:

EApplv Multiple Cash Receipts - TEST DEM (arcashmnt) [ X
fyamador @ ©
Remaining: .00 [ s | save_||
Document Due Date Original Current Applying  Discount Balance Customer
10005031 5/25/00  354.14 354.14 354.14 -00 .00 451 ii
10005254 6/26/00 1060.85  1060.85 .00 .00 1060.85 451
10005255 6/26/00 1768.08  1768.08 .00 .00 1768.08 451
10005361 6/26/00 27582.05 27582.05 .00 .00 27582.05 451
10005362 6/26/00 . N A
10004086 9/15/00 7532.36  7532.36 .00 .00  7532.36 451
10000007 1/31/06  780.09 780.09 .00 .00 780.09 451
10004089 12/28/06 1339.09  1339.09 .00 .00 1339.09 451
10004095 12/28/06 1230.50  1230.50 .00 .00 1230.50 451
=
" By Document ¢ By Date Customers | Apply / Unapply | Unapply Al II Done I
[
4. To the prompt to confirm the payment applications, click on “Yes”:
‘e‘ Accept Amounts Applied to these Invoices?
Yes No | Cancel |
5.  You will then return to the A/R Cash Receipts Maintenance window. If you wish to cancel

the transaction and restart it from the beginning, click on “Abort Cash Receipt”. Otherwise,

to save this cash receipt, press

the <F8> key. This will clear the window and allow you to

enter more cash receipts. Once you have entered all the cash receipts, press <F8> again
to exit the window. To the prompt, “Do you wish to print an Edit Listing?”, click on “Yes”.
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To the Output Selection prompt, click on “Print”, “Spool” or “Display Only” to review the
cash receipts that have been entered but not posted yet.

6. Follow the same steps as posting an Open Payment (steps 5,6 and 7) to post the cash
receipt and application to invoices.

An invoice with a payment applied to it cannot be un-applied, once the
@ application has been posted! Be sure to review the Edit Listing to identify
any errors or omissions, and edit the cash receipt before posting.

Apply an Open Payment to Outstanding Invoices

If a payment on Account was received through Point of Sale, or an Open Payment was posted
to a customer’s account, you can apply the Open Payment to outstanding invoices as follows:

1. Go to Accounts Receivable > Cash Receipt Processing > Enter & Edit Cash Receipts

(AM040102):
E.]A/RCash Receipts Maintenance - TEST DEM (arcashmnt) | X|
gomador GO L wld @9 @Y @ (4]
Customer Number: | l' Current Period: 1
Cheque Number: Customer Info:

Receipt Date:
Cheque Amount Balance Method:
Reference: Terms:

Cash Account: _| Unapplied Amount: .00

Enter the Customer Number INS NUM |9/30/2011 |9:56:56am |AMD | 800

2. Enter the customer number or the customer’s abbreviation to do a lookup and press the
<ENTER> key. If you don’t know the number or abbreviation for the customer, press
<F5> to do a search on the customer’s abbreviation. For the cheque number, press the
<ENTER> key on the blank field. This will bring up the first available Open Payment on the
account; to select the one you want to apply, click on the “Next Open Payment” button
until the one you want displays:

Open payments posted from Point-of-Sale can only be applied after End
of Day has been run for the day the payment was invoiced.
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@A/RCash Receipts Maintenance - TEST DEM (arcashmnt) | X|
gomador GO L rld @9 @1 Y @ ()
Customer Number: |000451 _| Current Period: 1
Cheque Number: 12345 Customer Info: BIRD CONSTRUCTION RENTALS
201, 16815 - 117 AVENUE
Receipt Date: 11/05/06
EDMONTON AB T5M 3v6
Cheque Amount: 1000.00
Balance Method: Open ltem
Reference: [PAYMENT. CHQ NO. 12345 o — NET 30 DAYS
Cash Account: 0120-000 _| Unapplied Amount: 00
ACCOUNTS RECEIVABLE
Apply Single / Allowance | Auto Apply | Manual Apply
<F7> OVR NUM |9/30/2011 1:23:13pm |AMD | 800

3. With the open payment you wish to apply displayed, click on the button “Manual Apply”
and select the invoices to apply the payment to, as described above in steps 2 through 5 to
enter a Cash Receipt and Applying it to Outstanding Invoices.

4. Follow the steps 5, 6 and 7 of posting an Open Payment to post the cash receipt and
application to invoices, to post the application to the customer’s account.

Only one Open Payment can be applied per cash receipt application. That
is, to apply multiple open payments, you will have to apply one open
payment at a time. However, a partial payment to an invoice can be made
with the first open payment application, and the remainder applied by the
second payment.

Make a Credit-Only Application to Outstanding Invoices

When a return or refund is invoiced in Point-of-Sale, a credit invoice is posted to the customer’s
account. A credit memo may also be posted to the account through Sales Entry & Adjustments,
adjusting the customer’s balance accordingly. These credits are not applied automatically on
Open-Item charge accounts, so these need to be applied through Enter & Edit Cash Receipts:

1. Go to Accounts Receivable > Cash Receipt Processing > Enter & Edit Cash Receipts
(AM040102).

2. Enter the customer number or the customer’s abbreviation to do a lookup and press the
<ENTER> key. If you don’t know the number or abbreviation for the customer, press
<F5> to do a search on the customer’s abbreviation. For the cheque number, enter
something that is meaningful to you (e.g. use “111111" for credit-only applications or the
date, "103111".) Press the <ENTER> key after selecting a cheque number.

3. By default, the “Receipt Date” will fill in with the system date or the date of the previous
cash receipt. If you wish to use a different date, change the date in this field. Press the
<ENTER> key after selecting a date, and then for the payment amount, press the
<ENTER> key on the blank field. Click on “"OK” to the following prompt that appears:
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4. The reference field will fill in automatically with the cheque number entered previously;
accept or change the reference and press the <ENTER> key:

EA/R Cash Receipts Maintenance -

gamador GO LU BW @ > @

TEST DEM (arcashmnt)

[ x|
m

Customer Number: |000451 J New Record Current Period:

Cheque Number: I 1111

Customer Info:

1

BIRD CONSTRUCTION RENTALS
201, 16815 - 117 AVENUE

Receipt Date: 11/06/06
EDMONTON AB T5M 3v6
Cheque Amount:
Balance Method: Open ltem

Reference: APPLY CREDIT NO. 111111 Terms: NET 30 DAYS
Cash Account: ID‘IOO—ODO J Unapplied Amount: 00

CASH-CIBC

Apply Single / Allowance | Auto Apply | Manual Apply | ezt Open Payment | Save as Open Payment I Abort Cash Receipt I

[Enter Reference Info

ns [ Ium [o/30/2011  [1:57:03pm

5. Click on the “"Manual Apply” button to bring up the cash receipt application window. Select
the credit invoice and then click on the “Apply / Unapply” button. The amount remaining
for the cash application will increase by the amount of the credit selected. Additional
credits on the customer’s account can be selected this way, and added to the amount to

[ X]
7))

apply:
EApplv Multiple Cash Receipts - TEST DEM (arcashmnt)
{yamador @
|Remaining: 200.00 | 2000, pave
Document Due Date Original Current Applyi Di t Bal. Cust
10005254 6/26/00 1060.85 1060. 85 .00 .00 1060.85 451 &
10005255 6/26/00 1768.08 1768.08 .00 .00 1768.08 451
10005361 6/26/00 27582.05 27582.05 .00 .00 27582.05 451
10005362 6/26/00 707.23 561.37 .00 .00 561.37 451
10004086 9/15/00 7532.36 7532.36 .00 .00 7532.36 451
10000007 1/31/06 780.09 780.09 .00 .00 780.09 451
222222 11/01, - - -

10004089 12/28/06 1339.09 1339.09 .00 .00 1339.09 451
10004095 12/28/06 1230.50 1230.50 .00 .00 1230.50 451

" By Document (* By Date

Customers I Apply / Unapply I Unapply All | Done

6. Apply the amount remaining the same way as described in steps 2 to 5 of Enter a Cash
Receipt and Apply it to Outstanding Invoices.

AutoPoint® Evolution — Accounts Receivable Quick Start Guide
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7. To post the Credit-Only Application, go to Accounts Receivable - Cash Receipt Processing
- Post Cash Receipts (AM040104) and spool the posting report. Click on “Yes” to the
prompt to post the credit-only application to the customers accounts:

Question...

| Posting will update the Customer's Account and create entries in
the Distribution File. Are you ready to Post?

Credits can be applied along with a reqular Cash Receipt or an Open
Payment application. Simply select the credit invoice in the "Apply
Multiple Cash Receipts” window to add it to the amount remaining for
application. In Customer Inquiry, the application will appear as the
payment applied to the credit.

Enter and Post an Invoice-Type Sales Entry

If you need to post a debit to a charge customer’s account (to reverse a credit or payment, for
example,) then you can post an invoice-type Sales Entry. The steps to do this are as follows:

1. Go to Accounts Receivable - Sales Entry & Adjustments - Enter and Edit Sales
Transactions (AM040301):

ESales Entry and Adjustments - TEST DEM (arsalesmnt) B
pomador @O A B Y B Y @ ©
Document Number: 111506 New Record Current Period: 11 11/01/06 to 11/30/06
Document Type: Invoice % Customer:
Document Date: | 11/15/06 BIRD CONSTRUCTION RENTALS
Customer Number:  |000451 ? 201, 16815- 117 AVENUE
J EDMONTON AB T5M 3v6
Branch: AMD - AMADOR, MAIN BRANCH
AR Account: 0120-000 ACCOUNTS RECEIVABLE
Terms: N - NET 30 DAYS %
Due Date: 11/30/06 Sale Amount: |
Salesman: FRS FRED Taxable Amount:
Reference: IINVOICE NO. 000111506 Tax: 0.00
Tax Group 1: | j
Tax Group 2: | j Total: 0.00
Save | Enter Distributions
[ s [ oM [o/30/2011  [2:33:35pm 800

2. Enter a document number that is meaningful to you (eg. the date) and press the <ENTER>
key. Select the document type “Invoice” from the drop-down list, and enter or accept the
default document date. Like Cash Receipts, the document date does not have to be in the
current period, and the G/L distributions will be posted to the accounting period that the
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date falls within. Enter the customer number (or do an <F5> lookup if you do not know it)
and press the <ENTER> key.

When selecting the document number for a Sales Entry, any 9-digit
number can be used. However, the number you select needs to be unique
for that customer and that posting. If you post multiple Sales Entries to
the same customer and/or other customers, each of them needs to have a
different document number. Using the date & time for each Sales Entry
neatly takes care of this requirement.

3. Once the customer number has been selected, the Terms, Salesman and Tax Group fields
will fill in with the information set up in Customer Maintenance for this customer. The Due
Date is calculated from the Terms, although this can be overridden. The reference field
fills in with a default description, but this can be overridden, as well.

4. The cursor will stop at the “Sales Amount”; enter the amount of the sales entry to be
posted to the customer’s account, excluding the taxes. Press the <ENTER> key and enter
the taxable amount of the sales amount. The calculated tax using the “Tax Group” fields
will appear next the "Tax” amount and be added to the total:

&]Sales Entry and Adjustments - TEST DEM (arsalesmnt) [ %}
w @& L i SN @ »
pomador GO A B9 B Y @ ©
Document Number: 111506 New Record Current Period: 11 11/01/06 to 11/30/06
Document Type: Invoice i Customer:
LecuentiDate; 115706 BIRD CONSTRUCTION RENTALS
Customer Number:  |000451 ? 201, 16815 - 117 AVENUE
J EDMONTON AB T5M 3v6
Branch: AMD - AMADOR, MAIN BRANCH
AR Account: 0120-000 ACCOUNTS RECEIVABLE
Terms: N - NET 30 DAYS %
Due Date: 11/30/06 Sale Amount: I 100.00
Salesman: FRS FRED Taxable Amount: 100.00
Reference: IINVOICE NO. 000111506 Tax: 6.00
Tax Group 1: ST -GOODS & SERVICES TAX ~
Tax Group 2: I j Total: 106.00
Save | Enter Distibutions
[ s [ UM [9/30/2011  [3:05:45pm 800

5. Click on “Save” if this Sales Entry is to post to the default Sales and Tax G/L accounts. If
this is case, go to step 9 below to post the Sales Entry.

6. To use G/L accounts other than the default Sales and Tax G/L accounts, click on the
button, “Enter Distributions”:
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E Enter Sales Distributions - TEST DEM (arsalesmnt) | X}
Amount Remaining to Distribute: 100.00
j0340-000) j SALES - ENVIRO CHARGE TAX 10000 Save
Distribute Distribution
to Account Account Description Amount
=

7. Enter the G/L account(s) to post the sales amount, or do a <F5> lookup to search for the
G/L account number. Accept or enter the amount to distribute, and click on the “Save”
button.

8. Once the “Amount Remaining to Distribute” is zero, press the <F8> key to return to the
Sales Entry and Adjustments window. Click on the “Save” button to save the Sales Entry.

9. Enter any additional Sales Entries, or press <F8> when complete. To the prompt, “Do you
want to print an Edit List?”, click on the “Yes” button and the following window will appear:

E!]Listing Of Sales Transactions - TEST DEM (arsaleslst) _ O} X
fxamador g run

00000000 Al
Enter a Document Number 4

10. Click on the green “Run” icon, and click Print, Spool or Display Only on the
“Output Selection” window. Review the Sales Transaction Edit List to check for any errors
or omissions, and that there are not proof errors in the G/L distributions.

11. After reviewing the Edit List, post the Sales Entry by going to Accounts Receivable - Sales
Entry and Adjustments - Post Sales Transactions (AM040303.) Click on “Spool” to the
Output Selection window, and then click on “Yes” of the following prompt to post the Sales
Entry to the customer’s account:
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Question...

, Posting will update the Customer's Account and create entries in
the Distribution File. Are you ready to post?

Enter and Post an Credit Memo-Type Sales Entry

If you need to post a credit to a charge customer’s account (to write off a finance charge, for
example,) then you can post a Credit Memo-type Sales Entry. The steps to do this are pretty
well identical to those to post an Invoice-type Sales Entry, except that the document type
“Credit Memo” is selected instead of “Invoice”, and the amounts are credits rather than debits:

1. Go to Accounts Receivable - Sales Entry & Adjustments - Enter and Edit Sales
Transactions (AM040301):

E] Sales Entry and Adjustments - TEST DEM (arsalesmnt) [ X}
tamodor GO L mld @9 T Y @ ©

Document Number: 111606 New Record Current Period: 11 11/01/06 to 11/30/06

IDocumenl Type: Credit Memo j I Customer:
Document Date: | 11/16/06 BIRD CONSTRUCTION RENTALS
Customer Number:  |000451 ? 201, 16815 - 117 AVENUE
J EDMONTON AB T5M 3ve

Branch: AMD - AMADOR, MAIN BRANCH

AR Account: 0120-000 ACCOUNTS RECEIVABLE

Terms: v

Due Date: Sale Amount: |

Salesman: FRS FRED Taxable Amount:

Reference: ICREDIT MEMO Ters 0.00

Tax Group 1: I j

Tax Group 2: | =l Total: 0.00

Save | Enter Distrbutions

[ [ns INuM [s/30/2011  [3:41:19pm 800

2. Enter a document number that is meaningful to you (eg. the date) and press the <ENTER>
key. Select the document type “Credit Memo” from the drop-down list, and enter or accept
the default document date. Like Cash Receipts, the document date does not have to be in
the current period, and the G/L distributions will be posted to the accounting period that
the date falls within. Enter the customer number (or do an <F5> lookup if you do not
know it) and press the <ENTER> key.

3. Once the customer number has been selected, the Salesman and Tax Group fields will fill
in with the information set up in Customer Maintenance for this customer. The Due Date
and Terms are blanked out, as credits are not aged. The reference field fills in with a
default description "CREDIT MEMO”, but this can be changed to something else.

4. The cursor will stop at the “Sales Amount”; enter the amount of the sales entry to be
posted to the customer’s account; the negative sign does not have to be entered along
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with the amount. Press the <ENTER> key and enter the taxable portion of the sales
amount, and so the taxes are calculated using the Tax Groups specified:

ESales Entry and Adjustments - TEST DEM (arsalesmnt) [ x}
pomador GO A L BY B Y @ O
Document Number: 111606 New Record Current Period: 11 11/01/06 to 11/30/06
Document Type: Credit Memo ¥ Customer:
Document Date: 11/16/08 BIRD CONSTRUCTION RENTALS
Customer Number:  |000451 ? 201, 16815 - 117 AVENUE
J EDMONTON AB T5M 3v6
Branch: AMD - AMADOR, MAIN BRANCH
AR Account: 0120-000 ACCOUNTS RECEIVABLE
Terms: ¥
Due Date: Sale Amount: 100.00CR
Salesman: FRS FRED Taxable Amount: 100.00C
Reference: ICREDIT MEMO Tax: 6.00CR
Tax Group 1: |GST -GoODS & SERVICES TAX |
Tax Group 2: | | Total: 106.00CR
Save | Enter Distibutions
[ INS NUM |9/30/2011  |3:54:04pm 800

5. Click on “Save” if this Sales Entry is to post to the default Sales and Tax G/L accounts. If
this is case, go to step 14 below to post the Sales Entry.

6. To use G/L accounts other than the default Sales and Tax G/L accounts, click on the button
labelled, “Enter Distributions”:

E Enter Sales Distributions - TEST DEM (arsalesmnt) [ x}
Amount Remaining to Distribute: 100.00CR
ﬂ FINANCE CHARGE WRITE-OFFS 100.00CR  Save |
STERR———
to Account Account Description Amount
=l

12. Enter the G/L account(s) to post the sales amount, or do a <F5> lookup to search for the
G/L account number. Accept or enter the amount to distribute, and click on the “Save”

button.
Although the amount to be distributed is a credit (CR) amount, the G/L
@ distributions are actually debit amounts. The Edit Listing will show the
actual debit and credit amounts.
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13. Once the “"Amount Remaining to Distribute” is zero, press the <F8> key to return to the
Sales Entry and Adjustments window. Click on the “Save” button to save the Sales Entry.

14. Enter any additional Sales Entries, or press <F8> when complete. To the prompt, “Do you
want to print an Edit List?”, click on the “Yes” button and the following window will appear:

) Listing Of Sales Transactions - TEST DEM (arsaleslst) |- (O] x]
fxamador g run

00000000 Al
Enter a Document Number Z4

15. Click on the green “Run” icon, and then click Print, Spool or Display Only on the
“Output Selection” window. Review the Sales Transaction Edit List to check for any errors
or omissions, and check that there are no proof errors in the G/L distributions.

16. After reviewing the Edit List, post the Sales Entry by going to Accounts Receivable - Sales
Entry and Adjustments - Post Sales Transactions. Click on “Spool” to the Output Selection
window, and then click on “Yes” of the following prompt to post the Sales Entry to the
customer’s account:

Question...

, Posting will update the Customer's Account and create entries in
the Distribution File. Are you ready to post?
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Check a Customer’s Balance and A/R Activity

You can quickly check at a glance a charge customer’s balance and credit limit, any recent
invoices or payments posted to their account, and their Accounts Receivable history by using

Customer Inquiry:

1. Go to Accounts Receivable - Customer Inquiry (AM0406).

2. Enter the customer number, or do a lookup on the customer’s abbreviation (press the <F5>
key or click on the “?” button.) After selecting the customer record, the A/R information for

the customer will display:

ECustomer Inquiry - TEST DEM (a2opening)

gamador GO = B9 E > @

B3
©

Customer: [IIZE 2 [|CRISWEL TRANSMISSION

4563 BROAD ST.

LIKES TO TALK

CALGARY AB T2H 411

JOHN CRISWEL

403-253-0664 FAX  403-253-5845
Balance Method: OPEN ITEM Last Year MTD: 3.903
Terms Code: NET 10-2% Last Year To Date: 10,031
Ship Via: COUNTER Month To Date: 0
Salesman: RLB Year To Date: 0

Bill To:

Credit Limit: 999.999.00
Balance: 16.389.07
Available: 983.609.93
Core Balance: 2485450
Last Payment: 8/20/06
Amount: 17.042.57
Last Invoiced: 6/14/11
Date Created: 10/22/94

Accounts Receivable | Credt History | Detailed Sales | Popular |
Apply Doc. Due Sale Addon Total

| Outstanding Only

Days Ref

Document Type To Date Date
1061031 B 10/31/06 10/31/06 4.207.88 4207.88
1061130 B 11/30/06 11/30/06 5.821.51 86061  6.682.12
1070101 F 1/01/07  1/01/07 215.80 215.80

70101 P 1070101  6/15/11 6/15/11 215.00- 215.00-

3000183 | 2/14/00 3/16/00 41.95 252 4447
10000005 F 1/31/06  1/31/06 4633 46.33
10004076 | 12/18/06 12/31/06  2.529.37 37941 250878
10004102 C 12/28/06 12/28/06 87.09- 13.07- 100.16-
10004146 | 2/01/07 3/04/07 37.20 5.58 4278
10004147 | 2/20/07 3/23/07 7440 11.16 85.56

Bal. Forward: 10.880.00 Finance Chrgs: 262.13

Invoices: 5816.03 Payments: 0.00 Credit Memos:

999 BALANCE BROUGHT FORW!
999 SERVICE CHARGE

APPLY CREDIT NO. 70101
999 INVOICE NO. 003000183
999 SERVICE CHARGE
999 INVOICE NO. 010004076

999 BALANCE BROUGHT FORW,‘iI

CREDIT MEMO

999 INVOICE NO. 010004146

999 PO NO feststet |
Total: 16.389.07

Clear | Notes | Email I Change Credit Indicatorl Range Selection I Invoice History | Order Inquiry | Quote Inquiry |

View Details

[Enter a Customer Number [ [ns [NuM [10/04/2011 [2:58:12pm [amD | 801

3. By default, the current A/R activity will display on the “Accounts Receivable” tab. To view
the historical A/R activity, you will need to click on the “Range Selection” button. A pop-up
will display to select the History file, the A/R record types, and a cutoff date (leaving it blank
will display all history.) Click on “OK" to display the A/R history for this customer.

¥ Enter Range - TEST ... [H[=] B3

SearchIn: | Cumrent H

Document Type: Al %
Beginning Document Date:
Ok Cancel

4. To change back to displaying current A/R, click on “Range Selection” again and select the

“Current” radio button, and click on “OK".
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5. To view the details of the “Invoice” or “Credit Invoice” records, you can either select the
A/R record and click on “View Details”, or double-click on the A/R record’s Document
Number.

A/R Record Type Description
B Balance Forward Amount
C Credit Invoice or Credit Memo
F Finance Charge
I Invoice
P Payment

buttons in Customer Inquiry to see what type of information is displayed!
Like any inquiry screen, the data cannot be changed, only viewed.

ﬁ Feel free to select any of the tabs or options, or click on any of the

Create/Modify a Customer in Customer Maintenance

Customer Maintenance is used to create a new customer record, or to modify the options of an
existing customer. You can create Personal accounts for individuals or Corporate accounts for
companies, and specify whether they are cash accounts or charge accounts. As charge
accounts, the can be set to be Balance Forward or Open Item. The instructions below assume
that you are going to create a new customer with the minimal amount of information:

When do you set a customer to use the balance method Open Item or
Balance Forward? Use "Open Item” if the customer pays by invoice
number and "Balance Forward” if the customer applies payment to the

balance only. When the month-end Archive Monthly Detail is run, the paid
invoices for "Open Item” customers will move from Current to History,
and for "Balance Forward” customers, the invoices and payments for the
month will be totaled together into a balance forward amount, and the
invoice/payment records archived to history.

1. Go to File Maintenance - Customer Maintenance (AM0503). The default customer number
is the next available one, so if you are creating a new customer record, press the <ENTER>
key to accept the new customer number. To bring up an existing customer, enter the
customer number (if known) or do an <F5> lookup to search for the customer by
abbreviation.

2. Select the “Account Type” (Personal for individuals, Corporate for companies) and enter the
person’s first name and last name, or the company’s hame. The Abbreviation field will fill
automatically with the first 10 letters of the customer’s last hame or company name, but
this can be changed to control where the customer appears in the lookup. Enter a Contact
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Name (for a Company) and the customer’s address. Add the phone, fax and e-mail
address, if these are known:

E‘J Customer Maintenance - TEST DEM (amcustmnt) [ x}
gamodor GO L vl @0 T Y @ ©
—
Customer Number: I028090 J Account Type: ICorporate EI New Record
Customer Name: INEW CUSTOMER F-CIITZINEW CUSTOM
Contact Name: ICONTACT NAME Phone: 555-555-5555
Address: IADDRESS LINE1 Email: Iaddress@domain com Fax: I 555-555-5555
[ADRESS LINE 2 Notes: =
City: ICITY
Province: PRV Postal Code: |HOH 0HO LI
Accounts Receivable |E|-icing | Options | CRM |
A Inf. :
Credit Limit: 0 Balance: 00 Core Balance: .00
Bill To: 000000 Date Created: 10/04/11 Payment Currency:
; Statement Control
Statement Freq: |Monthly 2 Balance Method: |Open ftem <
Temms Code: |4 - DUE ON RECEIPT | Finance Charge: [030 ~|
 Tax Options
Tax Number: [~ GST Exempt?
Taxing Group: I j
Envil tal Charges E ion Code: N =
Ell ic D T issi
Fax Long Distance: 0-Loca ¥ Invoice Options: IN - No Document Transmission j
Statement Options: IN - No Document Transmission Zl

Save | gustornerlnquiryl Invoice Historyl Order Inquiry | Quote Inquiry |

[ INS NUM [10/04/2011 [4:20:52pm |AMD | 801

3. Under the “Accounts Receivable” tab, enter a Credit Limit if this is to be a charge account.
If this is a ship-to account, where the A/R is posted to a bill-to account, enter the bill-to’s
account number in the “Bill To” field.

4. For a charge account, set the Statement Frequency to “"Monthly” and the Terms Code to a
charge payment terms (i.e. Net 30 Days). Select a Balance Method (see above for the
difference between “Open Item” and “Balance Forward”) and the days past due to calculate
a Finance Charge (set it to "999” to make the account exempt from Finance Charges.) For
a cash account, you only have to set the Terms Code to "X — Cash Only”.

5. In the “Tax Options” section, select the provincial Taxing Group; this must be selected even
for provinces that have HST for the taxes to be calculated correctly. If the customer is PST
exempt, enter their Tax Number. If the customer is GST/HST exempt, check the box next
to "GST Exempt?”.

6. Select the “Pricing” tab to assign the customer’s pricing. Select the price level to use for the
List price that prints on the invoice (if any.) Enter in Price Field the price level to one of the
6 set up in Item Maintenance that the customer will receive. If there are any price
exceptions as set up in Customer Price Maintenance, assign these in the "“Pricing
Schedules”:
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:ﬂ(ustomer Maintenance - TEST DEM (amcustmnt) m
gamador GO A vl @0 T Y @ O
Customer Number: 028090 J Account Type: |Coporate ¥ New Record
Customer Name: |NEW CUSTOMER Abbrey: |[NEW CUSTOM
Contact Name: |CONTACT NAME Phone: 555-555-5555
Address: [ADDRESS LINE 1 Email: [address@domain.com Fax: | 555-555-5555
[ADRESS LINE 2 Notes: =
City: fcrry
Province: PRV Postal Code: |HOH 0HO =

Accounts Receivable Pricing Ithions | CRM ]

Customer List Price

List Price: v| Markup % from Unit: [_0

Customer Selling Price

Pricing Field: |1— Markup/Discount %: .00 |V Quantity Discount?

Pricing Schedul
Price: [T Product Line: [T
Flyer: [T
Part: [T

Point of Sale

Backorder:  |Y-Yes 2 [V Print Price? [~ PZ0 Required?

Save Customer Inquiry | Invoice History Order Inquiry | Quote Inquiry |

[ INS NUM 10/04/2011 |4:54:18pm |AMD | 801

7. Select the “Options” tab next. Change the Branch Assigned, if necessary, and fill in the
Salesman initials to track sales by salesman territory. Select a Ship Via, which will be the
default used whenever an order is created in POS for this customer. Finally, click on the
“Save” button or press <F12> to add the new customer to the customer master.

If you make changes to an existing customer record, be sure to click on
"Save” or press <F12> to save the changes! You can abort any changes by
pressing <F8> and answering "No” to the "Save Changes?” prompt.

©
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:'ﬂ(ustomer Maintenance - TEST DEM (amcustmnt)  X|
gomador GO L @9 T Y @ ©
Customer Number: 028030 J Account Type: |Coporate ¥ New Record
Customer Name: INEW CUSTOMER Abbrey: [NEW CUSTOM
Contact Name: ICONTACT NAME Phone: 555-555-5555
Address: IADDRESS LINE1 Email:  |address@domain.com Fax: 555-555-5555
JADRESS LINE 2 Notes: |
City: ferry
Province: PRV Postal Code: |HOH 0HO =l
Accounts Receivable | Pricing  Options ICBM |

Re:ponsibﬁe:

HTETTS RN Y SAMD - AMADOR, MAIN BRANCH ~ Region:

Salesman: District:

Chine:

Ship Via: l j Truck Run: 0

ller Info
Password: | Disable System Timeouts?
Quantity Display: l No Quantity Z| I~ Ask for PO After Password?
| Other Options

Language: English i Message:

End Use: [ﬁ I~ Override Demand?

Customer Type: I ﬂ Bank of Montreal Customer: N ¥

I Save I Customer Inquiry | Invoice History | Order Inquiry I Quote Inquiry |
s [ NuM [10/04/2011 [5:05:45pm  |aMD [ 801

Run an A/R Aging Report

To see the total of your Accounts Receivable and/or to identify the aging of past due amounts
on your charge customers’ accounts, you would run the A/R Aging Report:

1. Go to Accounts Receivable - Reports > A/R Aging Report (AM040501). Select from the
drop-down list one of the three Print Selections:
a. Detail — List by customer all the outstanding invoices/payments/credits by
customer, and show totals for the aged amounts for each (Current/Over 30
Days/Over 60 Days/Over 90 Days/Future Dated).
b. Summary — List only the aged amounts by customer, without the details.
c. Collections Report — List the aged amounts by customer and include contact
information, to aid the person assigned to contact the customer for payment.
2. Enter the Aging Date Range (usually the beginning of the month and the end of the month,
if most of your customers have payment terms of Net 30 proximate days.)
3. Check the box next to “Print Detail past Aging Cutoff Date?” to include Future Dated items
that are due after the ending date of the Aging Date Range.
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1S[=] B3

Range Selection: Beginning

Ending

Print Selection: B
Aging Date Range: | 06/01/00

I~ Print Detail past Aging Cutoff Date?

06/30/00

Select Customers by: (' Number " Name

Customer Range: j Al

I~ Prirt the report by Salesman?

Salesman: l— Al

IV Print address information?
[~ Print Report by Branch?

Branch ID: Al

I
—
—

\Select a Print Selection

Z

Change the additional options and ranges to control what customers are included in the

report (otherwise leave them at the default for “All") and click on the “Run” icon or press
<F12>. The output selection window will appear:

¥] output Selection - TEST DEM

(L ICT2I002 - SYSTEM PRINTER %

Spool File: DEM04728
Additional Options
* None
" Display

" Queue Frequency: [0 ~| Start Date: |10/0511

Prt | Spool | Display Ony | Cancel |

For a hardcopy of the report, select the printer from the drop down list and click on the

“Print” button. To print the report to the spooler and to view or print it from the Spooled
Reports Viewer, click on “Spool”. To display the report on your screen, click on “Display

Only”:
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) Display Mode =12 1]
TEST DEM SUMMARY A/R AGING REPORT DATE-10/05/11 12:15:47 AMADOR  PAGE 0001 :I

AGED AS OF 06/30/00 CUSTOMERS:  ALL (Number Sequence)
"**' Indicates a Customer Over his Credit Limit DATE RANGE: 06/01/00 TO 06/30/00
CUST  NAME CR SLSM CURRENT OVER 30 DAYS OVER 60 DAYS OVER 90 DAYS FUTURE DATING  ACCT BALANCE
000013 ALLPAC WORK ORDER ASSEMBLERS L .00
000015 ATLAS EQUIPMENT & SUPPLY 37,943.50 77,045.56 1,749.04 116,738.10
000017 ANDREW INDUSTRIAL SUPPLY LTD AC 821.43 821.43
000020 ALBERCO CONSTRUCTION LTD. LED  12,250.80 1,000. 00cr 2,239.40CR 9,011.40
000021 BARNES BRAKE SPECIALISTS TOK 22.96 557.75 580.71
000022 EASTSIDE TUNEUP TO GO GIW 427 48R 28.76 1,991.15 1,592.43
000023 CRANE CARRIER COMPANY HWB 17.84 17.84 **
000024 PARTS TO GO WGS 920. 96 23.59 22.93 967.48
000033 INTERCONTINENTAL AUTOMOTIVE LT TDK .00
000045 CRISWEL TRANSMISSION RLB 42.78 44.47 87.25
000066 MWEBB TEST .00
000069 TEST BALANCE FORWARD A/R AGING .00
000123 REBUILD HOU .00
000223 CRANE MOTOR TRANSPORT HWB 21.88 9,780.55CR 1,031.61 8,727.06CR**
000451 BIRD CONSTRUCTION RENTALS FRS  31,118.21 354.14 31,472.35 **
000715 CASMAN CONSTRUCTION LTD INR .00
000750 METROPOLITAN TRANSPORT AC .00
001010 JOHN JONES BVG 136.07 136.07
002020 JOHN DOE INDUSTRIES LTD. JRH .00
002026 PIECES D'AUTO "SANS PAREIL" LT JRH .00
002027 JOHN'S TIRE AND AUTO JRH .00
002810 HMW CONSTRUCTION LTD. INR .00
003603 G.D. JOHNSON CONSTRUCTION PROD HOU .00
006042 PCL - MAXAM A JOINT VENTURE LED .00
006519 RENTCO EQUIPMENT LTD. DGG .00
006971 STUART OLSON CONSTRUCTION INC. LED 947.27 947.27
008518 WEST EDMONTON MALL PH.3 LED .00
011065 ROBERT ARREL HWB .00
046000 CHRISTIAN VALLEY LOGGING WG] .00
064000 DUNCAN LOGGING CONTRACTORS GIW .00
067690 EXETER CONTRACTING LTD. TOK .00 ~

<- Previous Page | Next Page > | Home | End | GoTo | Find | Frirt | File: [N/A Page: |000001 of 1? Help | Bxit

The A/R Aging Report is a snapshot of your Accounts Receivable as of the
@ time you run the report. Any A/R transactions posted between when the
report is run a first and second time will cause the report to show

different results. When balancing the A/R subledger to the A/R G/L
account, it is ESSENTIAL that the A/R Aging Report is run immediately
after Month-End Processing is completed.
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Run Month-End Processing and Print Statements

When End of Day is run for a branch on the last day of the month, and the new Business Day is
set to a date in the new month, the prompt to run End-of-Month Processing will appear. This
will move the branch’s current demand period forward, and will move the current A/R period
forward into the new month if it is run for the main branch.

Month-End Processing should not be confused with Month-End Procedures!
Month-End Procedures are the calculation and posting of Finance Charges,
transferring the A/R G/L distributions to the General Ledger, and printing
customers’ Statements. These steps are done after End-of-Month
Processing has been completed.

A standard method for running End-of-Month Processing and Month-End Procedures are
outlined below:

1. On the last business day of the month, run End-of-Day Processing for the branch and move
the Current Business Day to the date of the first business day in the nhew month (see the
Quick Start Guide for Point-of-Sale on the steps to do this.) After the “Update Files?”
prompt, you will get the prompt to run End-of-Month Processing:

Ready to Run End Of Month

| This process must complete before you run the next End Of Day.
Do you wish to run the End of Month process now?

Yes No

2. Click on the “Yes” button, and then the following window confirming the period dates will
appear:

&%) End Of Month Processing - TEST DEM (ameomproc) [_100]

Lramador (rgrun

Range Selection: Beginning Ending
Branch ID: _AMD - AMADOR. MAIN BRANCH

Current Period Date: 1/01

New Period Date: 2/01

Are the Period Dates above correct ? 4
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If the New Period Date is correct (that is, you are checking to make sure EOM hasn’t been
run already) then check the box next to “Is the above Correct?” and click on the “Run” icon.
If month end is being run on the first month of the new fiscal year, then you will get the
following prompt, otherwise, go on to the next step. If you get the following prompt, you
MUST click on “Yes”, or the Sales Analysis LYTD totals will not be correct:

Question...

e Month into Fiscal Year and Sales LYTD must be deared, OK?

Yes No

If you have any Customer Price Exceptions set up that have expired that month, then you
will get the following prompt to print out the deleted exception records that had expired.
Click on “Yes"” to print them out, or “"No” to continue onto the next step:

Question...

‘9‘ Do you want to Print Out DELETED Exception Records?

Once month-end processing has been completed for the branch, the following summary will
display. Click on “Continue” to complete EOM for the branch:

E] End Of Month Process Totals - TEST DEM (ameomproc) | X|
Inventory Customer Price
4234 Records Read 98 Records Read
4234 Records Processed 0 Records Deleted
0 R ds Previously Ad d 98 Records Remaining
Productivity Part Exception
27 Records Read 23 Records Read
0 Records Deleted 0 Records Deleted
9 R ds Previously Ad d 23 Records Remaining
Sales Analysis History UPC Reference
1219 Records Read 0 Records Read
1 Records Deleted 0 Records Deleted
842 R ds Previously Ad d 0 Records Remaining
Invoice History
0 Header Records Processed
0 Detail Records Processed

The End of Month report will be included with the End of Day reports, and will show the
Inventory Valuation totals with other month-end statistics. This report cannot be re-
generated, so be sure to save it or print it out and file it for future reference.

If you are a multi-branch site, then run End-of-Day/End-of-Month for all the remaining non-
main branches using the above steps 1 through 6. Once all the non-main branches are in
the new month, run End-of-Day/End-of-Month in the main branch. On completing End-of-
Month in the main branch, the A/R period will move forward to the new month. You are
now ready to run the A/R Month-End Procedures!

AutoPoint® Evolution — Accounts Receivable Quick Start Guide 27



AUTOPOINT®

Q aQMmaoa d or EVOLUTION

A/R Quick Start Guide

End-of-Month Procedures should be run as soon as possible after Month-
@ End Processing has completed, so that any new A/R transactions
generated in the new month are not included in the reporting of the

month that was just closed, and there is a clear cut-off between months.

8. Go to Accounts Receivable - Finance Charge and Statement Processing -> Calculate
Finance Charges (AM040401). Select the period that was just closed for the Aging Invoices,
confirm that the Aging Year is correct, and enter a date for the Finance Charges A/R records
(usually the last day of the period):

) Calculate Finance Charges - TEST DEM (arfinchckc) | _ (O] x|
fxamador g run
Range Selection: Beginning Ending

Aging Invoices: | 1- 1/31 -
Aging Year: |2006

Finance Charges: | 01/31V06

Enter Document Date of Finance Charges 4

9. Click on the “Run” icon to calculate the finance charges for customers with outstanding
balances. Next, review the finance charges that were calculated by going to Adjust the
Calculated Finance Charges (AM040402). Press <F1> to bring up the first record review
the charge that was calculated:

E‘_"JAdjust Calculated Finance Charges - TEST DEM (arfinchmnt) | X]
£ramador @Prev @Next £\ Clear  o%pStart HSave ) et

Customer Number: IODOUI— J

ATLAS EQUIPMENT & SUPPLY

Document Date: [1/31/0€]

Level 1 Percent: 2.000°
Accounting Period: |_1 Level 1 Maximum: 00
Past Due Amount: 9.850.16 Level 2 Percent: ’ggo.";

Minimum Charge:

Finance Charge: 197.00
Save
Enter space for default Date INS NUM |10/06/2011 ‘12: 55:25 pm 800

10. Adjust the calculated finance charge (if necessary) and click on the “Save” button. Go on to
the next finance charge record by pressing <F2>, and make any additional changes. Once
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all the finance charges have been reviewed, press <F8> to exit and get the following
prompt to print the edit listing:

Question...

‘9‘ Do you want to Print an Edit List? (Y/N)

11. Click on “Yes” to print or display the edit listing, and then click on “Run” to generate the
report. Review all the finance charges to confirm that they are correct. If any still need to
be changed, go back to step 9 and make the adjustment.

%) Finance Charge Listing - TEST DEM (arfinchist) [_[O[X]

fxamador g run

Range Selection: Beginning Ending

Select Customers by: (+ " Name

Customer Range: _j Al _J

Select Customers by Name or Number? 4

12. Once all the finance charges have been reviewed, you can now post them to the customers’
accounts. Go to Post Finance Charges (AM040404) and click on the "Run” icon. Select your
printer or spool the posting report, and then click on “Yes” to the confirmation prompt:

Question...

‘0‘ Are you ready to Post Now?

In AutoPoint®, reviewing the Edit Listing is usually your last chance to
@ make changes before posting transactions. However, Finance Charges are
unique such that it is possible to re-post the charges and over-write what
was posted previously for that period.
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13. Since the Finance Charges are the last A/R transactions posted at month-end, the next step
is to run the A/R G/L Distribution Report (AM040405). Select the accounting period that
was just closed, and leave the defaults for the remaining fields:

) A/R GL Distribution Report - TEST DEM (ardistrpt) [_ O] x]

£xamador g run

Range Selection: Beginnin Ending

Period:

Print Selection:

Branch Id:
[V Do you wish to Break the Summary Report by Branch?
Date: [ 00/00/00 Al | 00/00/00
[V Do you wish to Break the Summary Report by Date?
When Transfering to General Ledger, Transactions will be

Summarized by Account into G/L Transactions by date.

Select a Period 4

14. Click on the "Run” icon and select the output option to spool or print the report. Depending
on how your install of AutoPoint has been configured, you will get different prompts:
a. If you are using the AutoPoint G/L module, you will be prompted to transfer the A/R
G/L distributions to the General Ledger for a specific date (in the screenshot below,
the G/L period was closed, but the transfer still can occur.)

9 G/L Period Already Closed; Transfer Distributions to G/L?

b. If you are NOT using the AutoPoint G/L module, then you will be prompted to purge
the G/L distributions for the month. You can keep these on file, if you like, but they
must be purged before Year End. Also, your End-of-Day reports will remind you
that they haven't been purged yet. Be sure to print or spool your A/R G/L
distribution report and file it for easy retrieval.

15. Run the A/R Aging Report (AM040406) for the period just closed and spool or print the
report for later reference. This A/R Aging Report will include all transactions up to Month-
End, including the Finance Charges, and will correlate with the statements you will be
printing in the next step.
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%) Print A/R Aging Report - TEST DEM (aragingrpt)

fxamador g run

AUTOPOINT®
EVOLUTION

Range Selection: Beginning

Print Selection: B
Aging Date Range: | 06/01/00

I~ Print Detail past Aging Cutoff Date?

Select Customers by: (' Number " Name

Customer Range: j Al

I~ Prirt the report by Salesman?

Salesman: Al

IV Print address information?
[~ Print Report by Branch?

Branch ID: Al

Select a Print Selection

A/R Quick Start Guide
A=
I
—
—

4

16. Before you print your statements, you should run the A/R Monthly Archive first, to move

paid items from Current to History, and so these details do not print on the statement.
Make sure all users are not in a Point-of-Sale screen, and then go to Accounts Receivable -
Finance Charge and Statement Processing - Archive Monthly Detail (AM040409):

EArchive Monthly Detail - TEST DEM (arpurgopen) |_ (O] ]

f¥ramador grun

Range Selection: Beginning Ending
Cutoff Date:
Customer Range: j j

[V Archive All Frequencies?

OR Only Archive Customers With:
[~ Weekly Frequencies?

[ Semi-Monthly Frequencies?

[~ Monthly Frequencies?

™ Discretionary Frequencies?

Enter Cut-Off Date to archive through

4

17. Enter the cutoff date to archive the A/R detail; put in the last day of the period just closed

to archive all payments received and applied in the previous period(s), or enter the last day
of two periods ago to include this information. For example, if you are running your June
statements, as per the screenshot above, you would enter June 30™ as the cutoff date so as
to only print outstanding invoices on the customers’ statements.
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The Archive Monthly Detail behaves differently depending on whether
@ the customer is Open Item or Balance Forward. For Open Item
customers, running this program will move paid invoices to the customer’s

history file. For Balance Forward customers, the archive program will roll
the charges and credits for the period into a balance forward amount,
and move the details into history.

18. Click on the “Run” icon, and then click on “Yes"” of the following confirmation prompt:

Question...
0 Are You Sure You Want to Archive?

19. You are then prompted for an output selection for the generated report; click on “Spool”.
The archive program will then run, and when completed, the number of archived records
will display. Click on the “OK” button to continue:

‘o‘ 00044 RECORDS WERE ARCHIVED.

20. You will then be prompted to purge (delete) A/R history. Click on “No” to exit the program:
Question...

‘0‘ DO YOU WISH TO PURGE HISTORY AT THIS TIME?

- Purging A/R history will irreversibly delete the A/R records in history!
Do not run the A/R History Purge without calling Amador Support for
further guidance.

21. You are now ready to print your customers’ statements. To begin the process, go to Print
Statements (AM040407) and select the printer to print the statements on, and click on
“Print”. Enter the Aging Date Range (the beginning and ending dates for the period just
closed):

AutoPoint® Evolution — Accounts Receivable Quick Start Guide 32



AUTOPOINT®

amador

A/R Quick Start Guide

] Print Statements - TEST DEM (arstmntprt)

£ramador 4 run

Range Selection: Beginning Ending

| Aging Date Range [ PE/01/06 [ oer306 |
Branch Id: | Al 4|

Select Customers by: & Number @

CustomerRange: | 7| 2

¥ Do you wish to print All Frequencies?

[Enter a Date (MM/DD{YY) Z

22. Click on the “Run” icon, and to the prompt that appears to select the Tax Sales Month,
confirm that the calendar month matches that of the Aging Date Range (e.g. for June aging
dates, the Tax Sales Month is "06".) Click on “"OK" to accept the correct Tax Sales Month:

L Print Statements - TEST DEM (arstmntprt) [¥]

Tax Sales Month:

ok Cancel
[

23. The next prompt is for the Statement Aging Messages. Enter a message appropriate for the
customers that are Current, Over 30, Over 60 and Over 90 Days past due and click on the
“Confirm Message”, or click on “"No Messages” to not include a statement message:

¥ Statement Messages - TEST DEM (arstmntprt) [X]

== ENTER THE STATEMENT MESSAGE FOR CUSTOMER'S THAT ARE CURRENT = =

Thank you for keeping your account current.|

o | Defauttfrom Curert | Defaulfrom Previous Message | Defauit AllMessages

Previous | Center | Ciear I NoMessages | ConfimMessage

24. Once you've entered or skipped your statement messages, you will be prompted to print an
alignment form. If you are printing on pre-printed forms on a dot-matrix printer, click on
“Yes” to confirm that the forms are lined up properly, otherwise click on “No” to begin
printing your statements:

e Do you want to Print an Alignment?
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You should print two sets of statements, with one copy that you send to
@ your customer and one that you keep on file. Filing a copy becomes
important if you need to re-send the statement at a later time; a re-
printed statement will not look exactly the same. If you are using

Electronic Post Office to send your statements from the Imaging menu,
you should still print a copy (ideally to a PDF printer) from the A/R menu
for your files.

25. Once you've printed all your customers’ statements, the final step is to update the A/R
Credit File. Go to Update A/R Credit File (AM040408), and confirm that the period is the
one just closed. Click on “"OK” to run the update:

Z5)A/R Credit Update - TEST DEM (arcrdtupd) [x]
This will update End of Month of the A/R Credit

File for the Period 1/01

11/01/08 To 11/30/08
It should only be run once at the end of month, after Month
end Statements have been run and before the End of Month
A/R History Purge is run.

Are You Sure you Want to do this?

26. Congratulations, you've completed your Month-End Procedures for another month!
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel, customers, and
prospective customers. The information contained herein shall not be reproduced in whole or in part without
ABC's prior written approval.

ABC reserves the right to make changes in information contained in this documentation without prior notice,
and the reader should in all cases consult ABC to determine whether any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other products and
the licensing of said software consist solely of those set forth in the written contracts between ABC and its
customers. No representation or other affirmation of fact contained in this documentation including but not
limited to statements regarding suitability for use or performance of the functions described herein shall be
deemed to be a warranty by ABC for any purpose, or give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages whatsoever
(including but not limited to lost profits) arising out of or related to this documentation or the information
contained in it, even if ABC has been advised, knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2011

Conventions Used in this Manual

The following are explanations of the notations used in this manual to describe an action:

* A keystroke on the keyboard is described using the “<” and “>" characters. For example, the
TAB key is displayed as “<TAB>". The function keys along the top of the keyboard are
described as “<F5>" for FUNCTION key 5. Combinations of keys using the CTRL, SHIFT or
ALT keys are described using prefixes to the key that must be pressed at the same time. For
example, pressing the SHIFT and FUNCTION 5 keys is displayed as “SHIFT-<F5>".

e For instructions that describe following a menu structure, the “->" character separates the
menu selections. For example, to get to the Stock Status Inquiry screen from the top “AM”
menu, go to “6. Inquiries” > “1. Stock Status Inquiry”. You can also jump to a particular
program or menu from the “SELECT:” prompt by entering the menu entry numbers. In the
Stock Status Inquiry screen example, you can enter “AM0601".

e Program names are described in all upper case. For example, the Stock Status Inquiry Screen
is displayed as "AMSTOCKINQ". To bypass the menus and go into this program directly, enter
the program name in upper-case at the “SELECT:” prompt in any menu, and press the
<ENTER> key.

e Screen prints are included with the instructions to demonstrate what you can expect to see on
the screen at a particular step in a procedure. Please note that your screen will not be exactly
the same, and will be slightly different.

Hil' I'm Amadorian, and youll see me here and there
throughout this document giving you important additional
information.
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Working with Exchange & Core Items.
Setting up Exchange & Core Items

This reference document takes portions of the AutoPoint Manual with specific reference to Cores
and Core Processing and combines them for easier customer reference. For complete
documentation please refer to the AutoPoint Manual.

ITEM MASTER MAINTENANCE

Purpose: To set up and maintain general information about an item. Remember, the Item Master
is shared by all branches in a multi-branch environment.

STEP 1 Select Menu Options:
1. File Maintenance
2. Item Maintenance

A Sample Item Master Display is shown below for an Exchange Type item:

i;! Item Maintenance - PRECIOUS DEM TESTING (amitemmnt) ' X]
Hot Menu

gamador & © 2 vwid 8 ® O @

[ Only Show Items in Selected Branch?

Part Number: IFEN ICA5472H j ~Access By:
Description: |PHES SURE PLATE | @ Part Number

' Product Line
Spread Part Number: |CA-5472~H

Product Line: IFENE j Sub: I_ Item Type: Exchange vI [V Stock at Main Branch?
y V' Discountable?
hickiSequence: I 10000 j Status: lNormaI j' " Print Extended Description?
- P . - " Display Item Info in POS?

Standard Package: I 1 Units: |EA Price Code: FENC I Print Receiving Label?
Max Bill Package: I 1 Source Price Ratio: 0 [~ Print Picking Label?

Price 1: I 93.780 55.5 Quantity Per Car: MSDS Number: I

Item Info Line:
Price 2: I 77.510 46.2 Weight: 00 em Info Line:
Price 3: I 56.990 269

d
Catalogue Page:
[—

Price 4: -000 0 Secondary Page:
Price 5: I .000 .0 User Codes: I_E Notes: _
Price 6: I 48.230 136 Item Flag:

I 41.650

|

Unit Cost: GST/HST Group:

Save Branch | Brom G I T Frmeer Z(I);LILI%atilm
mmmm |_1[T[_1 2 [_ l—il Secondary: [_[_[—

Qty On Min Max Purchase Bill/Purch Pop Enviro Bin Bulk

Branch Hand Stock Stock Package Ratio Tax Code Supplier: Group Location Location
5 = EA
1

NOB 7 2 7 1 EA 1 Yes AMD  AMADOR - MAIN BRANCH

SOB 7 2 7 1 E& 1 Yes AMD  AMADOR - MAIN BRANCH

WSB 0 0 0 1 EA 1 Yes

|
Save | Stock Status | History | Core | Supersede | Substitute | Product Recode I Purge | Control | Control Record: INone v
|[Enter a Description [ OVR NUM |6/22/2009  [8:59:08am |AMD |00
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A Sample Item Master Display is shown below for a Core Type item:

i} Item Maintenance - PRECIOUS DEM TESTING {amitemmnt)

Hot Menu

framador G & 2 @ id 8 ®W @

AMADOR SOLUTIONS
AutoPoint® Evolution
Core Reference

Part Number: IFEN IIJB‘I 963C
Description: IEDRE

[~ Only Show Items in Selected Branch?

Spread Part Number: |DS1 963C

Access By:
& Part Number
" Product Line

Product Line: FENC j Sub: l_ Item Type: Core = [V Stock at Main Branch?
) " Discountable?
Pick Sequence: 15 j Status: Normal = [~ Print Extended Description?
1 i - FENC " Display Item Info in POS?
Standard Package: Units: Price Code: I Print Receiving Label?
Max Bill Package: 1 Source Price Ratio: 1) " Print Picking Label?
Price 1: 25.000 .0 Quantity Per Car: MSDS Number: I
Item Info Line:
Price 2: 2500 0| weight: @ e
Price 3: 25.000 .0 Catalogue Page:
Price 4: 25.000 .0 Secondary Page:
Price 5: 25.000 .0 User Codes: Notes: .
Price 6: 25.000 .0 Item Flag: vI
Unit Cost: 25.000 GST/HST Group: 'I =
Zone/l ocation/Bin
Save Branch I Envro Group: I j Primary:
AMD v” 0 1 1 v _I Secondary:
On Min Max Purchase Bill/Purch Enviro Bin Bulk

Qty
Branch Hand Slol:k Stock Package

Ratio Tax Code Supplier:

Group Location Location

Save | Stock Status | History I Core | Supersede

|

Substitute |  Product Recode I Purge | Control | Control Record: INone 'I

[Enter a Description

[ [ns [cap [num J6/22j2009  [3:51:49pm  [AMD 800

STEP 2 Enter the information necessary to set up an item. The information below has been
summarized for this reference, for full details please refer to the complete AutoPoint manual.

ABBREV/PART NUMBER

The abbreviation and condensed part number of the item.
Example: FEN CA5472H where FEN is the abbreviation and CA5472H is the condensed part

number.

DESCRIPTION

The description should be an application of the item.

SPREAD PART NUMBER

The part number as it actually appears on invoices and on reports with all spaces, hyphens,

extensions, etc... included.

©

The system enters the spread part number for you according to how
you entered it at the Part Number field.

Example: For the condensed part number FEN CA5472H, the part number that appears
on the invoice reads FEN CA-5472-H.
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PRODUCT LINE/SUB
The product line and sub-division to which the part belongs. Items can be grouped into
subdivisions for reporting purposes, price updating, and easy access to like items.

PICK SEQUENCE

A number used for reporting purposes and for printing pick tickets if applicable. When you print
reports or labels, the part numbers print out according to their pick sequence number. Every item
must have a pick sequence number. You may manually enter the pick sequence number if you
know the correct one to assign or press [F2] and enter the part number that the item should fall
after in pick sequence. You may also press [F3] and enter the part number that this item
precedes in pick sequence order. You may also choose [F1] to place the item at the Beginning of
the Product Line or [F4] to add the item to the end of the current Product Line.

Be careful not to assign the same pick sequence number to more
than one item. No item should have a pick sequence of zero. If you
are unsure as to what pick sequence number should be assigned to
the item, you may, at the second prompt, use [F2] and [F3] to look
through the part numbers in the product line. If you want the item
to be the first item in pick sequence order: Press [F1]. If you
want the item to be the last item in the product line: Press [F4].

STD. PKG/UNITS/MAX

The standard package is the normal quantity of the item that you sell. Units are the way in which
the item is sold whether individually, in pairs or by box. Your options here are Each, Box, Roll,
Feet, etc...

PRICE 1-6
The six different selling prices for the item. You should always make sure that the prices entered
here are for the standard packaging unit.

If you do not enter prices for a Core type item, the system uses cost
during Point-of-Sale.

UNIT COST

The amount paid for each Std. Pkg/Unit. You must enter the cost of each item. If you purchase
the item in a unit different from the unit in which it is sold, you can calculate the cost by dividing
the cost of one purchase unit by the billing/purchase ratio.

You should always enter the cost when setting up an item because in
Point-of-Sale, if the cost of an item is not entered, the counterman is
forced to enter a cost through Point-of-Sale before invoicing may
continue.

AutoPoint® Evolution — Core Reference 5



AMADOR SOLUTIONS

O m Q d O r AutoPoint® Evolution

Core Reference

ITEM TYPE

Items have a type of <R>egular, <E>xchange, <C>ore, <S>pecial, <L>abor, or <K>it. For
Items that have a Core you will create 1 Part as an <E>xchange Type and 1 Part as a <C>ore
Type. You must set up the core like any other item. Assign an appropriate pick sequence
number. Once you have set up both Items you can then select the “Core” tab to create the
required cross reference which will then bill out both the Exchange and Core Item(s) when the
Exchange Item is entered on an invoice. (Cross References can also be set up through File
Maintenance, see the Core Cross Reference section below.)

STATUS

<N>ormal, a regular stocked item which you want recommended for purchasing.
<D>iscontinued, an item which is not carried by the supplier any longer. These items usually
have a superseded cross reference in order to avoid lost sales. They are not recommended for
purchasing.

<C>ancelled, an item which you no longer stock. These items usually have a superseded cross
reference to avoid lost sales. They are not recommended for purchasing.

PRICE CODE
In most cases, the product line is used as a price code and is automatically entered when you set
up items.

QUANTITY PER CAR
The quantity of Std. Pkg/Unit usually sold per vehicle.

WEIGHT
The weight of each Std. Pkg/Unit (usually expressed in pounds).

CATALOGUE PAGE
If you have a catalogue, you can use this field to enter the page number where the item is
located in the catalogue.

USER CODES

A code assigned to items to provide a means of grouping like items for reporting, price updating
and purchasing. You may create any number of user codes however you may only assign up to
three characters per item. Each consists of letters, numbers, hyphens, and/or spaces.

ITEM FLAG/DISCOUNT
A code used to label an item.

You must set up the Item Flag before assigning it fo an item. Refer to
the section Item Flag Maintenance in the complete AutoPoint Manual
for more information.

Example: An item containing Hazardous Material should be flagged with an H so that Hazardous
Material prints on the invoice.

The Discount field is used to set an item to <D>iscountable or <N>on-discountable.
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COMMISSION

It is used to keep certain non-inventory type items, promotional items, or specially priced items
from being included when calculating commissions. Enter <Y>es if the item is to be included or
enter <N>o if the item is exempt.

FED. EXCISE TAX
To be implemented at a future date. Press <ENTER>.

MAIN BRANCH STOCK

Enter <Y>es if the main branch stocks the item or enter <N>o0 if it does not. Single store
operations always set this to <Y>es. If the main branch or a branch that does not stock the item
tries to enter the item, the system prompts: Not on File It then allows information for the item
to be entered on the Point-of-Sale display.

ITEM BRANCH MAINTENANCE

Purpose: To set up information about the item that is specific to the individual branch.

QTY ON HAND
The quantity of the item currently in stock. You may only enter this information when initially
setting up the item

Enter the quantity on hand for the Exchange Item, however you
should not enter quantity on hand when setting up a core item. The
only tfime a quantity on hand should appear on a core type item is when
a core has been returned by the customer.

MIN / MAX TO STOCK
The minimum and maximum quantities to have on hand at any one time.

SUPPLIER ID
The ID of the supplier that you purchase this item from ONLY if the supplier for the item is
different from the supplier set up for this product line in Product Line Maintenance.

If for some reason you do not want to purchase an item for your
branch, you may enter NOPUR in this field and the system will skip
over this item when recommending items for purchase.

POP CODE
The popularity code for this item (usually suggested by the manufacturer).

ZONE/LOCATOR

Used in order entry to tell the system where to print the picking tickets. Enter the zone where the
item is located on the shelf.
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PURCH. PKG/UNITS
The number of purchase units you must order from your supplier and the units in which the item
is purchased.

BILL/PURCH RATIO
The number of Std. Pkg/Units for every ONE purchase unit.

TAXABLE

Indicates whether the item is taxable. Press <ENTER> if the item should have sales tax charged
to it or enter <N>o if the item is non-taxable.

ENV CHRGS GROUP

Here’'s where you assign environmental charges group to individual part numbers. These
environmental groups are set up in Environment Charges Group Maintenance file.

EXCHANGE + CORE (if an Exchange item) = TOTAL PRICE

AutoPoint® Evolution — Core Reference 8
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Core Cross Reference Setup through File Maintenance

CORE/ITEM ASSIGNMENT

Purpose: This maintenance screen is to cross reference a part number to its core. Then in Point-
of-Sale, when a part with a core is purchased, the core will automatically be added to the invoice.
(This cross reference can also be set up in Item Maintenance, see above.)

Select Menu Options:

o File Maintenance
o Cross Reference Maintenance
. Core/Item Assignment

A sample Core/Item Assignment display is shown below. (NOTE: The exchange item and the core
item must already exist in the Item Master in order to create this assignment.)

‘u Core Item Assignment - PRECIOUS DEM TESTING {amcorxref) %]

Hot Menu

famador G & v id 89 L E O

Exchange Part Numbe::IFEN |[181 963 J

ALTERNATOR
[ o [Fen  [ostseac 2| save |
CORE
Seq Core Part Number Description
]

|Core Part Humber [ [ms |cap uum lsjezfz00  [3is7ittpm | leoo

ABBREV/PART NUMBER -- Enter the product line abbreviation and the part number.
DESCRIPTION -- The description of the part is filled automatically by the system.
SEQUENCE NUMBER -- This field is not used in Core/Item Assignment. Press <ENTER>].

CORE ABBREV/PART NO -- Enter the product line abbreviation and the part number for the
core.

AutoPoint® Evolution — Core Reference 9
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ENTERING A SALE AND A RETURN ON THE SAME INVOICE

Purpose: To create an invoice for a customer who is purchasing an exchange item. You can enter

a credit and the sale on the same invoice.

Be sure to always enter a returned item through Point-of-Sale so that
quantity on hand is updated, sales analysis is adjusted, and the type of
return is noted such as Core, Defective, Merchandise, or Warranty.
Do not just physically exchange an item that is being returned
because of damage. Point-of-Sale tracks return types so you may
return items back to the warehouse/supplier if necessary.

STEP 1 Enter the correct Customer Number, or search and select the Customer you are invoicing.

STEP 2 Enter the Type of invoice. The Source, Terms, Ship Via and Tax Group have already been
set up for the customer therefore this information is displayed automatically.

STEP 3 If the invoice header information is correct, move to the detail section to begin entering

item information.

STEP 4 Enter item information for each item sold.

Item Abbreviation, Part Number, Quantity

Ordered, Confirm or correct the information. If this is an exchange item then you will notice that
the system automatically bills out the core for this item at the same time and asks if the customer
is returning a dirty core to you.

4} Point OF Sale - PORKY TEST DATA (AZPOSENTRY) ]

Hot Menu  Tools

gamador G © - @i 8 W O

Order Number: 4810 J Branch: [AMD - AMADOR, MAIN BRANCH | AMapoR Order: 4810
Customer: 081363 2| | 4|  Salesman: Date: 8/08/07
Type: 3 - Charge M Ship To: OPEN

Source:

[Counter |
EEETTaE
Ship Via: [ T-COMPANY TRUCK]
Tax Group: [—;|
P70 Number: l—

Terms:

MRS. CARLA J. BILYEA
5576 137 Avenue

Edmonton AB T541C9
Phone:  780-476-4621 Fax: 780-444-5424

Change

Selljo:

gilio

End Use Code: Available Credit: 45344 67

Ref Part Number/Comment

Order Ship B/0 Codes

Unit Price Extended  Description

1 FEN 081963 il 1 fal— == 220000 350.000 ALTERNATOR jl
uestion._______[3[) 10.000 CORE
\?‘) Returring Core?
Yes No
-]
Ref Part Number/Comment Owder  Ship _B/O  Codes  Selling Price
7 [FEN_ [oetseac 1 [ 7 [N W00 Save Discount % [ 000
Description: CORE Discount: 0.00
Sub Total: 35000
Available: 0 Ea Product Line: FENC List Price: 10,000 : !
On Hand: 0 Item Type:  Core Unit Price: 10,000
Unit Cost: 10,000
Total: 367.50
Newltem | emFind | AuoStock | Cocioie | StockStatusing | Comment | Edini | Invoice st

[ ms | UM [7/0sf2009  [9:34:17am |AMD 800
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You will answer “Yes” if the customer is returning their dirty core to you at this time, or *"No” if they

will be returning it to you at another time.
continue or close this invoice as any other.

If they are not returning a core then you would

If the customer is returning their dirty core to you at the same time as they are purchasing the new

item you will answer “Yes” and proceed as follows:

STEP 5 AutoPoint will generate a pop-up that will show the current invoice as the match for this

core return.

i;! Point Of Sale - PORKY TEST DATA {A2POSENTRY)

x|
Hot Menu  Tools
tramador G & 2 v id 8 W @
Order Number: 4811 j Branch: [AMD - AMADOR, MAIN BRANCH | Ame0or  Order: 4811
Customer:  [087363 | 7| | |  Salesman: Date: 8/08/07
Type: 3- Chaige - Ship To: OPEN
Source: [Counter K| MRS. CARLAJ. BILYEA Change
Tems: N-NET30DAYs o] | o(8137Avenue |
Ship Via: T - COMPANY TRUCK = Edmonton  ABTSA1C3 =
Phone:  780-476-4621 Fax: 7804445424 BUlTs
Tax Group: -
P/0 Number: End Use Code: Available Credit:  44,956.67
ret_port 0 PICISICOORTTREEOO] o0 Coder _umnpies s
1 FEN 08 0 TG 350. 000 350.000 ALTERNATOR
Invoice Number: [ 4811 7 10. 000
Date: 8/08/07
Available Quantity: 1
Unit Price: 10,000

Lkl Cancel

I

Ref Part Number/Comment

Order Ship B/0 Codes Selling Price
1 |FEN  [081363C 1 1 1} XTGN 10.000 Save
Description: CORE
Available: 0 EA Product Line: FENC List Price: 10.000
On Hand: 0 Item Type: Core Unit Price: 10.000
Unit Cost: 10.000
New ltem Item Find AutoStock Catalogue | - Stock Status Ing. Comment | Editit I

10.000 CORE

]
Discount %: 0.00
Discount: 0.00
Sub Total:

Total:

367.50

Invoice Exit

[ \

[vs |cap M [7j06/2009  [9:44:42am  [aMD [s00

Once you select OK to accept that this is the invoice you
AutoPoint will put the return on the invoice automatically.

AutoPoint® Evolution — Core Reference
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ENTERING A CORE RETURN SEPARATE FROM ORIGINAL
PURCHASE

Purpose: If the customer has returned at a later date and/or time with the dirty core and you are
then going to credit them for the dirty core this can be done on a separate invoice and would
appear as follows:

STEP 1 You would create an invoice as normal, the difference will come in when you are entering
the dirty core item.

STEP 2 Enter item information for each item core being returned using a negative in the quantity
field to indicate a return. Item Abbreviation, Part Number, Quantity Ordered, Confirm or correct
the information.

4.} Point OF Sale - PORKY TEST DATA (A2POSENTRY) [x]

Hot Menu  Tools

gamador O 2 vwid 8 W @O

Order Number: [— J Branch:  [AMD - AMADOR, MAIN BRANCH E| smsDOR Order:
Customer: IWLI ;I ﬂ SB|°=man!|— Date:
Type: [t ship To:

Source: [Counter = MRS. CARLA J. BILYEA Gizis

S [N-NET 00AYs =] 5576 137 Avenue 0

Ship Via: T - COMPANY TRUCK ~| Edmonton ABTHA1CS
Phone:  780-476-4621 Fax: 780-444.5424
Tax Group: <]
P70 Number: End Use Code: Available Credit:  44,966.67

Ref Part Number/C ) Return Type Options - PORKY TEST DATA (a2pospopup) Tx][rice Extended  Description

What type of Return is this?

Biile

Core Me:chandisel Warranty | Defective | Cancel I
|
Ref Part Number/Comment Order Ship B/0 Codes Selling Price
FEN  [081983C 1 1 0 [cien 10,000 Gt Discount %: .
Description: CORE Discount:
Sub Total:
Available: 0 EA Product Line: FENC List Price: 10.000 GST:
On Hand: 0 Item Type:  Core Unit Price: 10.000 PST:
Unit Cost: 10.000
Total: 0.00
New ltem ltemFind | AutoStock | Cotclooue | Stock Statusing | Comment | Edit Kit | Invoice Exit

[ [ovR [caP UM [7/06/2009  [10:15:02 am |aMD 800

STEP 3 For the return enter the Return Code, in this case because we are focusing on Cores you
would choose <C>ore for the Return Code. Core: Used to code all raw cores that are returned.
These are put into the "dirty" core bank.

STEP 4 Confirm or correct the return information.

End/Invoice your sales as you normally would.

The invoice total reflects the balance between the sale and credit

@ items.

AutoPoint® Evolution — Core Reference 12
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Core Reports

CORE RETURN ON HAND REPORT

Purpose: To identify dirty cores that have been accepted from customers but have not yet been
sent back to the manufacturer. Included in this report is a history which tracks the number of
core returns from the current period back to the same period for the last year. As well, the
system calculates the on hand, extended quantity, and the total value of the core returns for year
to date. It is important to remember that this report deals only with core returns and not sales,
therefore certain columns do not apply. You will also have the option to generate a return
purchase order based on the report totals.

STEP 1 Select Menu Options:
* Reports
* Inventory Reports
e Core Return On Hand Report

STEP 2 Enter Range Selection:

Id: |AMD - AMADOR, MAIN BRANCH

ts: [05
ovet: [0
& [ 00

LI

inv_CBILY_030708

m m

AutoPoint® Evolution — Core Reference 13
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STEP 3 Select Printing Option.
The following information appears on the report.

MONTHS/YEAR -- Shows the monthly core returns for each core from the current month of this
year back to the same month of the last year.

SPREAD PART NUMBER -- The part number for this core as it actually appears an the invoice
with all spaces, hyphens, etc. included.

ON HAND -- The quantity waiting to be returned to the manufacturer for credit.

WRNTY QTY -- The warranty quantity waiting to be returned to the manufacturer for credit.

ON BO -- The quantity on backorder.

MIN STK -- The minimum stocking level for this part number.

MAX STK -- The maximum stocking quantity for this part number.

UNIT COST -- The unit cost based on what price level was selected for the report.

BILL UNIT -- The unit in which this item is sold.

POP CODE -- The popularity code for this item.

USER CODE -- The user code for this item.

LS BO -- The number of lost sales and buyouts for the item since the last time the lost
sale/buyout

statistics were cleared from the system. At the bottom of the report, statistics by pop code are

given. The information under each of these headings is explained below.

POP CODE -- Each pop code that appears in the body of the report is listed here in order to
summarize information by pop code.

TOTAL ITEMS -- Reflects the items on the report that make up the different pop code
classifications. The last line is a total of the items included on the report.

% OF ITEMS -- Shows a percentage of the items in this report that make up each of the pop
code
classifications and then total to one hundred percent.

AMOUNT VALUE ON HAND -- The dollar value for the total quantity on hand for this popularity
code.

% VALUE ON HAND -- The percentage of value on hand compared to the total value on hand.
It is calculated as follows: (Value on Hand / Total Value on Hand) * 100

AMOUNT VALUE MIN STOCK -- The dollar amount for the total minimum stock for a particular
pop code.

AutoPoint® Evolution — Core Reference 14
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AMOUNT VALUE MAX STOCK -- The dollar amount for the total maximum stock for a
particular pop code.

CURRENT MONTH SALES AT COST -- The sales at cost for the current month for a particular
pop code.

YEAR TO DATE SALES AT COST -- The year to date sales at cost for a particular pop code.
REPORT TOTALS -- The totals for all pop codes.

An example of the report is shown below:

BRANCH ID: AMD AMADOR, MATN BRANCH = |
PRODUCT LINE: DIXL  DIXIE ALTERNATORS {DIX) SUPPLIER: ALL LAST PRICE UPDATE: 2/27/08

PRODUCT LINE: ALL - PART RANGE: = POP CODES: ALL - USER CODES: ***

REGION/DISTRICT: / CONSOLIDATION: P ITEM TYPE: E  ITEM STATUS: *  LAST SALE DATE: ALL

AUG JUL JUN MAY APR MAR FEB JAN DEC NOV OCT SEP AUG  SPREAD PART NUMEER ON WRNTY ON MIN MAX UNIT BILL POP USER IS —'

07 07 07 07 07 07 07 07 06 06 06 06 06 * SUFFIX = NOPUR ITM HAND QIY¥ BO STK STK COST UNIT CODE CODE BO

3 A-1292cC 3 28.000 Ea

POP TOTAL % OF  AMOUNT VALUE % VALUE AMOUNT VALUE AMOUNT VALUE CURRENT MONTH  ¥EAR IO DATE

CODE  ITEMS ITEMS ON HAND  ON HAND MIN STOCK MAX STOCK SALES AT COST  SALES AT COST
1 100.0 84.00 100.0 84.00
ATL 1 100.0 84.00 100.0 84.00
PRODUCT LINE: DIXS DIXIE STARTERS (DX} SUPPLIER: ALL LAST PRICE UPDATE: 2/27/08
2 4 2 2 $-13%6C 22- 35.000 Ex

POP TOTAL % OF  AMOUNT VALUE % VALUE AMOUNT VALUE AMOUNT VALUE  CURRENT MONTH  YEAR TO DATE

CODE  ITEMS ITEMS ON HAND  ON HAND MIN STOCK MAX STOCK SALES AT COST  SALES AT COST
1 100.0
ALL 1 100.0
PRODUCT LINE: FENC  FENCO CALIPERS {FEN) SUPPLIER: ALL LAST PRICE UPDATE: 0/00/00
CA5472HC 3z 2 7 25.000 EA E
1 CP3271C 1 2 7 8.500 Ea E
7 c1ioc 7 2 4 5.000 Ex © E

AutoPoint® Evolution — Core Reference 15
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PRINTING A CUSTOMER CORE REPORT BY PART NUMBER

Purpose: To print a summary list, by part number, of outstanding cores. Included on the report
are customer number and name, invoice number, invoice date, unit price, selling price, quantity
sold, quantity returned, quantity being inspected and quantity outstanding. The detailed report
also includes a detail line for each core returned showing the invoice it was returned on, date
returned, credit price, and quantity returned.

BRANCH -- Indicates the branch location where the core was sold or returned.

ABBREYV -- The range of abbreviations selected.

PART -- The range of part numbers selected.

CUSTOMERS -- The range of customers selected.

CUTOFF -- Include invoices up to this cutoff date.

PART NUMBER -- The abbreviation and part number of the core item.

DESCRIPTION -- A description of the core item.

CUSTOMER -- The number and name of the customer who paid the core deposit.

INVOICE NO -- The invoice number the core was purchased or returned on.

DATE -- The invoice date.

UNIT PRICE -- The customer's regular unit price.

SOLD/RETRN -- The selling or credit price.

QUANTITY SOLD -- The number of cores sold.

QUANTITY RETURN -- The number of cores returned for credit.

QUANTITY INSPECT -- The number of returned cores, on open Point-of-Sale orders, which are
being inspected.

QUANTITY O/S -- The number of cores sold on the invoice which have not been returned for
credit.

TY -- The status of the invoice.
<O>pen order.
<I>invoiced order.
<V>oid order.

AutoPoint® Evolution — Core Reference 16
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A sample of the report is shown below:

REB COREL ALTERNATOR CORE
15 ATLAS EQUIPMENT & SUPPLY 1386 4/07/97 6.000 6.000 0 I
15 ATLAS EQUIPMENT & SUPPLY 1397 4/19/97 £.000 6.000 4 4 *0
21 BARNES BRAKE SPECTALISTS 1380 3/14/97 6.000 6.000 2 2 I
21 BARNES BRAKE SPECTALISTS 1380  3/14/97 6.000 6.000 4 4 I
22 EASTSIDE TUNEUP TO GO 1381 3/14/97 6.000 6.000 1 1 I
22 EASTSIDE TUNEUP TO GO 1381 3/14/97 6.000 6.000 1 1 I
23 CRANE CARRTER COMPANY 1382 3/14/97 6.000 6.000 2 2 I
24 PARTS TO GO 1385 3/27/97 6.000 6.000 9 9 I
24 PARTS TO GO 1398 4/19/97 6.000 6.000 6 6 *0
1010 MR JOHN B. JONES 1350 1/20/97 6.000 6.000 1 1 0 I
999015 SOLUTIONS INC. 1389 4/19/97 6.000 6.000 1 1 *0
Part Totals 31 1 30
REE CORE11 STARTER CORE
2020 JOHN DOE INDUSTRIES LID. 1376 3/07/97 10.000 10.000 1 1T
Part Totals: 1 1
REB COREZ ALTERNATOR CORE
23 CRANE CARRTER COMPANY 4024 2/20/02 2.000 2.000 0 v
24 PARTS TO GO 4021 z2/20/02 2.000 2.000 0 v
24 PARTS TO GO 4027 2/20/02 2.000 2.000 0 v
Part Totals: 0
REB CORE3 ALTERNATOR CORE
24 PARTS TO GO 1363 2/13/97 12.000 12.000 2 2 I
24 PARTS TO GO 1363 2/13/97 12.000 12.000 1 1 I
Part Totals: 3 3

To print the Customer Core Report by Part Number.

STEP 1 Select Menu Options:

. Special Processing
. Customer Core Control
. Customer Core Report by Part Number

STEP 2 Enter the following range information.
BRANCH ID -- Press <ENTER> to accept the assigned Branch or enter another Branch Id.
LINE ABBREV -- Press <ENTER> for all abbreviations or enter a specific abbreviation.
CONDENSED PART -- Press <ENTER> for all part numbers or enter a specific part number.

CUSTOMER RANGE -- Press <ENTER> for all customers, enter a range of customers or enter
one customer.

CUTOFF DATE -- Press <ENTER> for all dates or enter a cutoff date.

REPORT SELECTION -- Select either a Summary of Detailed report. The detailed report
includes a detail line for each core returned for credit.

AutoPoint® Evolution — Core Reference 17
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1} Customer Core Report - PORKY TEST DATA (a2partagrp) =10] %]

{ramador grun

Range Selection: Beginning Ending
Branch Id: [AMD - AMADOR, MAIN BRANCH =l
Part Number: I—l j All lil
Customer Range: l—ll All I—J

Cutoff Date: I 00/00/00
Print Selection: ISummaw 'I

|select a Branch 4

STEP 3 Confirm or correct the information.
STEP 4 Enter the output selection.

STEP 5 Execute or queue the report.

Printing A Customer Core Report By Customer Number

Purpose: To print a summary list, by customer number, of outstanding cores. Included on the
report are part number and description, invoice number, invoice date, unit price, selling price,
quantity sold, quantity returned, quantity being inspected and quantity outstanding. The detailed
report also includes a detail line for each core returned showing the invoice it was returned on,
date returned, credit price, and quantity returned.

BRANCH ID -- Indicates the branch location where the core was sold or returned.

CUSTOMERS -- The range of customers selected.

ABBREYV -- The range of abbreviations selected.

PART -- The range of part numbers selected.

CUTOFF -- Include invoices up to this cutoff date.

CUSTOMER -- The number and name of the customer who paid the core deposit.

PART NUMBER -- The abbreviation and part number of the core item.

DESCRIPTION -- A description of the core item.

INVOICE NO -- The invoice number the core was purchased or returned on.

AutoPoint® Evolution — Core Reference 18
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DATE -- The invoice date.

UNIT PRICE -- The customer's regular unit price.
SOLD/RETRN -- The selling or credit price.

QUANTITY SOLD -- The number of cores sold.

QUANTITY RETURN -- The number of cores returned for credit.

QUANTITY INSPECT -- The number of returned cores, on open Point-of-Sale orders, which are
being inspected.

QUANTITY O/S -- The number of cores sold on the invoice which have not been returned for
credit.

TY -- The status of the invoice.
<O>pen order.

<I>invoiced order.

<V>oid order.

An example of the report is shown below:

AutoPoint® Evolution — Core Reference

=l
Amador Demo Company CUSTOMER CORE REPORT DATE- 7/08/09 10:16:36 CBILY PAGE 0043
BRANCH ID: AMD CUSTOMERS: ALL ABBREV: ALL PART: ALL CUTOFF: ALL
CUSTOMER QUANTITY
PART NUMEER DESCRIPTION INVOICE NO DATE  UNIT PRICE SOLD/RETRN  S0LD RETURN INSPECT 0/s IY
999011 CASH CUSTOMER (403)483-2727
DIX A4-8404C CORE 4104 1/04/07 85.000 85.000 1 1 *0
DIX A4-8404C CORE 4104 1/04/07 85.000 85.000 1 1 *0
Customer Totals: & 2
999015 SOLUTIONS INC. (403)483-2727
REB CORE1 ALTERNATOR CORE 1389 4/19/97 6.000 6.000 1 1 *0
Customer Totals: 1 1
999999 Cash Sale {797)792-9760
BOS SRE6ZOXC CORE 4760 8/07/07 50.000 50.000 88 88 I
FEN c110C CALIPER 4118 1/05/07 5.000 5.000 2 8 a
FEN C110C CALTPER 4218 1/06/07 5.000 5.000 il 1 I
FEN C110C CALTPER 4224 1/06/07 5.000 5.000 1 1 I
Customer Totals: 92 92
Grand Totals: 4,299 9 9 4,281
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Follow the instructions below to print the Customer Core Report by Customer Number.

STEP 1 Select Menu Options:

. Special Processing
. Customer Core Control
. Customer Core Report by Customer Number

STEP 2 Enter the following range information.

BRANCH ID -- Press <ENTER> to accept the assigned Branch or enter another Branch Id.

CUSTOMER RANGE -- Press <ENTER> for all customers, enter a range of customers or enter

one customer.

LINE ABBREV -- Press <ENTER> for all abbreviations or enter a specific abbreviation.

CONDENSED PART -- Press <ENTER> for all part numbers or enter a specific part number.

CUTOFF DATE -- Press <ENTER> for all dates or enter a cutoff date.

REPORT SELECTION -- Select Summary or Detailed report. The detailed report includes a

detail line for each core returned for credit.

i:} Customer Core Report - PORKY TEST DATA (a2custagrp)

£xamador g run

i [=] B

Range Selection: Beginning Ending
Branch Id: [AMD - AMADOR, MAIN BRANCH |
Customer Range: l—j All I—j
Part Number: [ | 2| A [

Cutoff Date: | 00/00/00
Print Selection: |Summary -I

|select a Branch

STEP 3 Confirm or correct the information.
STEP 4 Enter the output selection.

STEP 5 Execute or queue the report.

AutoPoint® Evolution — Core Reference
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel, customers, and
prospective customers. The information contained herein shall not be reproduced in whole or in part without
ABC's prior written approval.

ABC reserves the right to make changes in information contained in this documentation without prior notice,
and the reader should in all cases consult ABC to determine whether any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other products and
the licensing of said software consist solely of those set forth in the written contracts between ABC and its
customers. No representation or other affirmation of fact contained in this documentation including but not
limited to statements regarding suitability for use or performance of the functions described herein shall be
deemed to be a warranty by ABC for any purpose, or give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages whatsoever
(including but not limited to lost profits) arising out of or related to this documentation or the information
contained in it, even if ABC has been advised, knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2011

Conventions Used in this Manual

The following are explanations of the notations used in this manual to describe an action:

e A keystroke on the keyboard is described using the “<” and “>" characters. For example, the
TAB key is displayed as “<TAB>". The function keys along the top of the keyboard are
described as “<F5>" for FUNCTION key 5. Combinations of keys using the CTRL, SHIFT or
ALT keys are described using prefixes to the key that must be pressed at the same time. For
example, pressing the SHIFT and FUNCTION 5 keys is displayed as “SHIFT-<F5>".

*  For instructions that describe following a menu structure, the “->" character separates the
menu selections. For example, to get to the Stock Status Inquiry screen from the top “AM”
menu, go to “6. Inquiries” - “1. Stock Status Inquiry”. You can also jump to a particular
program or menu from the “SELECT:"” prompt by entering the menu entry numbers. In the
Stock Status Inquiry screen example, you can enter “AM0601".

e Program names are described in all upper case. For example, the Stock Status Inquiry Screen
is displayed as "AMSTOCKINQ". To bypass the menus and go into this program directly, enter
the program name in upper-case at the “SELECT:"” prompt in any menu, and press the
<ENTER> key.

e Screen prints are included with the instructions to demonstrate what you can expect to see on
the screen at a particular step in a procedure. Please note that your screen will not be exactly
the same, and will be slightly different.

Hil' I'm Amadorian, and you'll see me here and there
@ throughout this document giving you important additional
information.
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A Note to Users of the Text Version of AutoPoint®

In many respects, the graphical version of AutoPoint® is identical to the character-based
version. The text screens and the graphical windows display information the same way, but more
information and additional functions appear in the graphical version. Functions that were only
available via a keystroke combination in the text version are now a blue link or a button.
However, many keyboard shortcuts are still available in the graphical version as described below:

e There are a number of Windows-standard shortcut keys that function the same in
AutoPoint® Evolution as they do in other Windows applications:

CTRL-<X> - Cut selected text.

CTRL-<C> - Copy selected text.

CTRL-<V> - Paste selected text.

<TAB> - Move forward through input fields and buttons.
SHIFT-<TAB> — Move back words through input fields and buttons.

e Global keystrokes that will work from any window and are Windows standard shortcuts:

ALT-<F4> — Close current window.

ALT-<TAB> - Cycle forwards through open windows.

ALT-SHIFT-<TAB> — Cycle backwards through open windows.
ALT-<Underline Letter in Menu Name> - Display the corresponding menu.
<ESC> - Cancel the current task.

<ENTER> - Accept the default value and move the cursor to the next field.

* Function keys along the top of the keyboard can be used to perform actions similar to how
they worked in the character version:

<F1> - Bring up the first record in a program or close a note pop-up window.

<F2> - Bring up the next record.

<F3> - Bring up the previous record.

<F5> - When pressed in a field with a “?” button, will bring up the look-up.

<F8> - Cancel or back out of a program.

<F12> - Run a program selected in a menu, works the same as clicking on “Run”. In
File Maintenance windows, <F12> will save the current record.

The <TAB>, <ENTER> and <ARROW KEYS> are your best friends in

@ Evolution! Although the interface is point-and-click, the mouse does not
have to be used to move between fields and press buttons. Try using the
keyboard shortcuts listed in this Guide to navigate through Evolution
efficiently.
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Purchasing Overview

The purchasing module in AutoPoint® is found under the Purchasing menu (AM03), where you
can order inventory from your suppliers by cutting a PO and sending it to the supplier. Once the
supplier fills your order and ships it to you, you can then receive the inventory into stock,
updating the items’ quantities for sale. The supplier might send the material on the order in
multiple shipments, which you can track by running various purchasing reports to see what the
status of your purchase orders are with your suppliers, and to see what items are still on
backorder. If you set up minimum and maximum stocking levels on your part numbers, you can
have the system generate purchase orders automatically to replenish your stock by creating
purchase order recommendations.

Below is a diagram that describes the purchasing cycle in AutoPoint®:

Create
Purge F'/OSQmmendations

Receive the List or Review
Merchandise Recommendations
Send P/O via Maintain
Telecommunicatigns ecommendations
reate a P
From Recommen ns

This Quick Start Guide explains the steps to perform the following purchasing processes:

e Creating a purchase order to place an order with a supplier.

e Looking up an existing purchase order.

e Receiving inventory on a purchase order into stock.

* Running reports to track the status of purchase orders and supplier backorders.
e Generating a purchase order from system recommendations based on Min/Max.

For more detailed information on the processes described in this Quick
@ Start Guide, please refer to the "AutoPoint® Evolution Users Manual.”
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Creating a Purchase Order

To create a purchase order in AutoPoint®, in order to place a new order with a supplier, type
“POM” at the “Select:” prompt from the Evolution Main Menu or follow the AutoPoint® menu,
Purchasing - Purchase Order Maintenance (AM0303) to bring up the Purchase Order
Maintenance window:

&%) PO Maintenance - TEST DEM (ampomnt) [x]
gamador GO W @9 B> @ )
Branch: | = PO Number:
. e A Status: Pending
To Be Assigned
Ot —| Db Operator: Date Created:
PO Type: Manual - Total Weight: Date Released:
Supplier 1d: [AWI j HAUTO WAREHOUSE INC. [in==fecered DatelHschivec
L Totals
Ship Via: G - GREYHOUND & Ordered Already Received Receiving Selection
Terms Code:  |2-2%- 10TH PROX, ~ e
Exchange Value
Requested Ship: | ALY Core Value
Total Value

T T A T T T [ oscemeca]

Quantity Extended
Select Part Number Ordered  Units  Weight Unit Cost Core Cost Cost  Description
-
Description: Product Line: 7| Comparison Price: 5| Total: .00
Qty Already Received: Status: Date Received:
Quantity In Transit: Extended Weight: Date Recommended:
Purchase Package: In Purchase Qty: Return Type:
Cost: Core Cost:
Search:
Newtem | Commert | Fckese | Umelease | cceive P10 | Specil Orders
Enter the Requested Shipping Date INS NUM |7/14/2011  |10:53:00 am |AMD | 800

1. Press the <ENTER> key at the "PO Number” field to have the system assign the next
available purchase order number.
2. Press <ENTER> at the “PO Type” field to accept the “Manual” purchase order type.

Any time you create a PO to place an order with a supplier, you are creating
@ a "Manual” type PO. Other types of purchase orders are "Return” for

sending items back to a supplier, "Generated” for P.O.s created from PO
Recommendations, "Transfer” for branch transfers, and "Booking” for a
manual type PO that does not record on-order quantities.

3. Enter the 3 to 5 letter supplier ID to select the supplier you wish to place the order with.
You can also enter the first few letters of the supplier's name and press <F5> to do a
lookup if you don’t know what exactly the supplier ID is.

4. Press the <ENTER> key to accept the default Ship Via (as set up in Supplier Maintenance
for this supplier) or click on the down arrow to select from the drop-down list all the Ship
Vias set up in the system.
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5. Press <ENTER> to accept the supplier’s default Terms Code, otherwise select a Terms Code
from the drop-down list.

6. Press <ENTER> to accept the Requested Ship date, which defaults to the system date, or
change it to reflect the actual requested ship date. This will drop the cursor down to the
order details, where you can enter the part numbers you are going to order.

Z At this point, the PO number hasn't been assigned yet. The PO number is
@ not assigned by the system until the first part number is saved.

&%) PO Maintenance - TEST DEM (ampomnt) [x]
gamador GO W @9 01> @ )
Branch: | = PO Number:
. e A Status: Pending
To Be Assigned
Ot —| Db Operator: Date Created:
PO Type: Manual - Total Weight: Date Released:
Supplier 1d: [AWI j HAUTO WAREHOUSE INC. [in==fecered DatelHschivec
L Totals
Ship Via: G - GREYHOUND & Ordered Already Received Receiving Selection
Terms Code:  |2-2%- 10TH PROX, ~ o
Exchange Value
Requested Ship: | 7/14/11 Core Value
Total Value
I ACD [GFse0 2| 1[EA 50 9.430 Date Expected: | [/23/11 Savetem | I
EXtenaea
Select Part Number Ordered  Units  Weight  Unit Cost  Core Cost Cost Description
=
(=
Description: [FILTER Product Line: [ACOF 7| Comparison Price: s| Total: .00
Qty Already Received: EA Status: Date Received:
Quantity In Transit: EA Extended Weight: 0 Date Recommended:
Purchase Package: 1EA In Purchase Qty: 1EA Return Type:
Cost: 9.43 Core Cost: 0.00
Search:
Newtem | Commert | Fckese | Umelease | cceive PO | Special Orders
s NUM [7/14/2011  [11:10:07em [AMD | 800

7. Type in or scan the barcode for the item’s abbreviation and part nhumber and press the
<ENTER> key (or press <F5> to do an item lookup to select the part number.)

8. Enter the order quantity and press <ENTER>.

9. Enter the item’s weight, if it is not filled in by the default from the Item Branch record, and
press <ENTER>.

10. Enter the unit cost (the price your supplier charges you) if it is different than the default, as
set up in the Item Branch Record, and press <ENTER>.

11. If the part is an Exchange item, then the field for the Core Cost will open up. Enter the core
cost here, if it is different than what is set up for the core, and press <ENTER>.

12. Enter the Date Expected, if there is one, and press <ENTER>. If you enter an expected
receive date, then you will be prompted to use this date for all items on the PO.

13. Click on the “Save” button to add the part to the PO’s line items. You can then enter the
next part number from this point, or click on the “New Item” button.

14. To enter a comment line, enter a %,” (comma) for the part number or click on the
“Comment” button. A pop-up will appear to enter the comment, click on "OK" to save it to
the PO.

AutoPoint® Evolution — Purchasing Quick Start Guide 7
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To delete a line item on a Purchase Order, select the line in the list and
change the order quantity to "0” and save the line. The line will not be
deleted, but it will not appear on the printed PO.

&%) PO Maintenance - EST DEM (ampomnt) [x]
gamador GO @9 @1 @ )
Branch: | = PO Number: 4634
. Status: Pending
2634
PO Number: I Operator: AMADOR Date Created:  9/29/00
PO Type: Manual ] Total Weight: 50 Date Released:
Supplier Id: [W jg AUTO WAREHOUSE INC Times Received: 0 Date Received:
P Totals
Ship Via: G - GREYHOUND & Ordered Already Received Receiving Selection
. —— = Detail Count 2
Terms Code: 2-2%-10TH PROX Exchange Value 25943
Requested Ship: | 7/14/11 Core Value 32500
Total Value 118443
z [ ﬂ EA Date Expected: B
Quantity Extended
Select Part Number Ordered  Units  Weight Unit Cost Core Cost Cost Description
1 ACD GF580 1 EA .50 9.430 . 000 9.43 FILTER -
2 BOS AL212X 5 EA .00 170.000 65.000 1175.00 ALTERNATOR
3 4 THIS IS A COMMENT LINE THAT WILL PRINT ON THE PO.

(=

Description: Product Line: 7| Comparison Price: 5| Total: 1,184.43
Qty Already Received: 0 Status: Date Received:
Quantity In Transit: 0 Extended Weight: 0 Date Recommended:
Purchase Package: 0 In Purchase Qty: 0 Return Type:

Cost: 0.00 Core Cost: 0.00
Search:

Newtem | Commert | Release | Unckase | void Discount | Pint PO | Fleceive P11 | SpecielOders | /anerty | Save Header |I
Enter the Part Number s INuM [7/14/2011  [12:09:21pm [AMD | 800

15. To print the purchase order before releasing it to the supplier, click on the “Print PO” button

16.

17.

©

and select the output option.

If you wish to cancel the PO at this point, while the PO is still has the status of “Pending”,

click on the “Void” button.

If you are ready to send the purchase order to the supplier, click on the “Release” button. A
series of prompts will appear, prompting you to confirm you wish to release this PO, even
though it is below order weight and/or value (as set up in the Supplier Master record.) Click
on “Yes” to these prompts to release the purchase order. The last prompt will be to print
the PO and the output option. The status of the PO will change to “"Released” if you don't
choose to print, and to “Printed” if you do. The PO is now ready to be received.

"Pending.”

Once a purchase order has the status "Released” or "Printed”, the header
information and line item detail cannot be changed on the PO without un-
releasing the purchase order first and changing the status back to

AutoPoint® Evolution — Purchasing Quick Start Guide 8
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Looking up an Existing Purchase Order

There are a number of ways to look up a purchase order to modify it or view its details:

e From the Hot Menu, select Inquiries - Purchase Order.
e From the Main Menu, go to Inquiries > Purchase Order Inquiry (AM0607).
e From Purchase Order Maintenance, press the <F5> key in the PO Number field.

A number of different search criteria can be used to find the PO you are looking for:
¢ PO Number —to find a specific purchase order.
e Part Number — to find purchase orders that have a specific part number on it.
e Supplier — look up purchase orders for a specific supplier.

e Type — search for purchase orders by type (Generated, Manual, Return, Transfer,

Booking.)

e Status — to limit the search results to purchase orders of a specific status (Pending,

Released, Printed, Partially Received, Completely Received, Voided.)

E Purchase Order Inquiry - TEST DEM (ampoing) [ X}
gomador @ © & v ld @ 9 B Y @ o

Branch: =

PO Number: li

Part Number: l— l—j

Supplier: j

Type: lm

Status: Al ~

Sort By: W

Selecti PO Numb Supplier ID 7 Name Type Created Received Status

Search

|select a Branch

INS NUM |7/18/2011  |1:45:22pm |AMD | 801

1. To look up a purchase order, enter the search criteria and the sort method, and then click
on the “Search” button. In this example, all status “Pending” purchase orders for the

supplier "AWI"” were selected.

AutoPoint® Evolution — Purchasing Quick Start Guide
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EPnrchase Order Inquiry - TEST DEM (ampoing) [ x}
gamador GO LW @90 @Y @ (¥
Branch: I*"ir*"{i: MAIN BRANCH j

PO Number:
Part Number: J
Supplier: AV J AUTO WAREHOUSE INC.

Type:

Status:

Sort By:

Sels Type Created Received Status
1 AUTO WAREHOUSE INC.
4631 AWI AUTO WAREHOUSE INC. Retum 9/29/00 Pending
3 4625 AWI AUTO WAREHOUSE INC. Manual 9/27/00 Pending
4 4624 AWI AUTO WAREHOUSE INC. Manual 9/27/00 Pending
5 4622 AWI AUTO WAREHOUSE INC. Manual 9/27/00 Pending
6 4620 AWI AUTO WAREHOUSE INC. Manual 9/25/00 Pending
7 4610 AWI AUTO WAREHOUSE INC. Manual 9/25/00 Pending
8 4596 AWI AUTO WAREHOUSE INC. Manual 9/25/00 Pending
9 4558 AWI AUTO WAREHOUSE INC. Manual 9/15/00 Pending
10 4524 AWI AUTO WAREHOUSE INC. Manual 9/15/00 Pending Ll

View Details Search

[ [ owR NUM [7/18/2011 [1:56:17pm |AMD | 801

2. To view the details of one of the purchase orders in the search results, double click on the
line or select it and click on the “View Details” button. If the inquiry was invoked from
Purchase Order Maintenance, the PO will come up in that program. Otherwise, a window
will display with the line item details:

Eﬂ Purchase Order Inquiry Detail - TEST DEM (ampoing)

gomador S L B9 @ Y @

Branch: AMD - AMADOR, MAIN BRANCH Terms: 2%-10TH PROX
PO Number: 4632 Ship Via: GREYHOUND
Supplier: Awl AUTO WAREHOUSE INC. Operator: AMADOR
Type: Retum Requested:  7/05/11 Released:
Status: Pending Created: 9/29/00 Received:
Quantity  Order Unit
Ref Part Number Ordered Units ‘Weight Unit Price Core Cost Extended

1 FEN 614018 .00 10.440

]
Details: 1 Exchange: 104.40-
Weight: Core:
Total: 104.40-
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Receiving a Purchase Order

Once a purchase order has be released, printed and faxed/phoned-in to the supplier, the items
on the PO can be received into inventory as the material is shipped to you. Receiving the items
on the PO will update the quantities on hand for the part numbers, making them available for
sale. The supplier may send all the items on the PO in a single shipment, or just send some
items with partial quantities in multiple shipments. How the PO is shipped will determine the
“Receiving Selection” option and whether to cancel or backorder the short-shipments.

To begin the receiving process, you will need to go to Merchandise Receiving by either entering
“REC” at the “Select:” prompt or navigating the AutoPoint® menus to Purchasing >
Merchandise Receiving:

%) PO Receiving - TEST DEM (amporcv) [ %]
Tools
gramodor @O ¢ B @Y B Y @ o
Branch: [AMD - AMADOR. MAIN BRANCH ~| | Status: Printed PO Number: 4634
Date Created: 9/29/00
g 4634 7
RUNURbs:: J Operator: AMADOR Date Released: 9/29/00
PO Type: Manually entered Select By: Date Received:
Supplier Id: AWI AUTO WAREHOUSE INC. Fill Policy: Times Received: 0
Ship Via: GREYHOUND
Terms Code: 2% 10TH PROX e
- ‘ Ordered Already Received Receiving Sel
Requested Ship: 7114/11 Detail Count 2
Exchange Yalue 859.43
Core Value 325.00
JPE Entry Total Value 1184.43
1 [AcD |GF58 | TEA [Bac w;j| | 9.430 | G ave ke
Quantity Quantity Extended
Select Part Number Received = Pending Unit Cost Core Cost Cost Description

9.430 .00 FILTER

1 ACD GF580

2 BOS AL212X 0 EA 0 EA 170.000 65.000 .00 ALTERNATOR
- THIS IS A COMMENT LINE THAT WILL PRINT ON THE PO.
[~
Quantity In Transit: 0EA Status: Released Date Received: Exchange:
Quantity Ordered: 1EA Avg. Lead Time: .0 Date Expected: 7/23/11 Core VYalue:
Qty Already Received: 0EA Last Lead Time: 0 Times Received: Comparison: l— J
Search:

Pt PO || Receive PO | | Unieceive POl | Pt Al POs | Receive Al POs |

[<Fa> lowr UM [7/14/2011  [12:49:34pm [aMD | 800

1. Enter the PO Number to bring up the released/printed purchase order.
2. Click on “Edit Receive Quantities” to bring up the Purchase Order Receiving Options:

TEST DEM (..

¥ Purchase Order Receiving Options -

Select By: (" Received * Not Received

Fill Policy: (' Backorder ¢ Cancel or Supplier Default

AutoPoint® Evolution — Purchasing Quick Start Guide
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3. Select the receiving option based on the type of receiving you are going to do:
a. Receive all items on a PO with the quantities ordered (i.e. the PO was shipped
exactly as ordered) in a single receiving > USE “Not Received” AND “Cancel or
Supplier Default”:

%) PO Receiving - TEST DEM (amporcv) [x]
Tools
goamador GO bl @0 E Y @ O
Branch: [AMD - AMADOR. MAIN BRANCH ~| Status: Printed PO Number: 4634
Date Created: 9/29/00
g 4634 7
RUNube J Operator: AMADOR Date Released: 9/25/00
PO Type: Manually entered Select By: Selecting ltems Not Received Date Received:
Supplier Id: AWl AUTO WAREHOUSE INC. Fill Policy: Cancel Times Received: 0
Ship Via: GREYHOUND “Totals
Terms Code: . 2% -10TH PROX Ordered Already Received Receiving Selecti
Requested Ship: 7/14/11 Detail Count 2 2
ALL LINE ITEMS NOT ENTERED WILL BE COMPLETELY RECEIVED !! Exchangelvalue 259.43 259.43
Core Value 325.00 325.00
Edit Receive Quantitie | IPC Ertry | Total Value 1184.43 1184.43
1 [acD  [aFse0 [ IEA [Cancal ] 9.430 Save ftem
Quantity Quantity Extended
Select Part Number Received = Pending Unit Cost Core Cost Cost Description
ACD GF580 9.430 9.43 FILTER
2 BOS AL212X 5 EA C 0 EA 170.000 65.000 1175.00 ALTERNATOR
- THIS IS A COMMENT LINE THAT WILL PRINT ON THE PO.
=
Quantity In Transit: 0EA Status: Released Date Received: Exchange: 943
Quantity Ordered: 1EA Avg. Lead Time: .0 Date Expected: 7/23/11 Core Value:
Qty Already Received: 0EA Last Lead Time: 0 Times Received: Comparison: l— ﬂ
Search:
Pt PO | Receive PO | Liricceive PO | Rintaipas | [Reseie AIPG
Enter the Quantity Received [ NS NUM [7/14/2011 [1:07:46pm |AMD | 800

Click on “Receive PO” to update the purchase order and change the PO’s status to
“Completely Received.”

You can still change receive quantities and pricing on the PO's line items
@ when the receiving selection is "Not Received.” Simply select the lines
that need to be changed and make the changes before clicking on "Receive
PO’. The assumption is that by selecting by items not already received
that you are making only a few changes to the receiving on entire the PO.

AutoPoint® Evolution — Purchasing Quick Start Guide 12
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b. Receive a partial shipment of items and quantities in multiple receivings > USE
“Received” AND “Backorder”:

18] PO Receiving - TEST DEM (amporcv)
Tools
gamodor & C v ld @0 @Y @ ©
Branch: | ~] Status: Printed PO Number: 4634
; Date Created: 9/29/00
. [ wm :
FOMEzE J Operator:  AMADOR Date Released: 9/29/00
PO Type: Manualy entered Select By: Selecting ftems Received Date Received:
Supplier Id: AW AUTO WAREHOUSE INC Fill Policy: Backorder Times Received: 0
Ship Via: GREYHOUND Totals
Terms Code: 2% -10TH PROX Ordered Already Received Receiving Selection
Requested Ship:  7/14/11 et B B
Exchange Value 859.43
Core Value 325.00
Tl | UPC Entry | Total Value 118443
I 1[acD  [GF580 flea | = | 9.430 | FomoET
SRR TSR me-l
Select Part Number Received * Pending  Unit Cost _ Core Cost Cost _Description
1 ACD GF580 - .00 FILTER
2 BOS AL2L2X 0 EA 0 Ea  170.000  65.000 .00 ALTERNATOR
3, THIS IS A COMMENT LINE THAT WILL PRINT ON THE PO.
Quantity In Transit: 0EA  Status: Released Date Received: Exchange:
Quantity Ordered: 1EA  Avg. Lead Time: 0 Date Expected:  7/23/11 Core Value:
Qty Already Received: 0EA  LastLead Time: 0 Times Received: Comgaicon| | 8]
Search:
Pt PO | Receive PO | | 4
Enter the Quantity Received INS NUM |7/14/2011 1:14:36pm |AMD | 800

Select the line items of the parts that were actually shipped and enter the received
quantity. If the quantity is less than the ordered quantity, select “Backorder” if the
remainder is still expected to come in. Otherwise select “Cancel” if the remainder
will not be shipped. If the price had changed between when the PO was released
and shipped, you can still change the price at this point, as well. Click on “Save
Item” to save the changes.

As you update the quantities and pricing for each line item, the "Receiving
Selection” totals will change, as well. Before you receive the PO, be sure to
confirm these totals are what you expect.

After entering all the items that were on the shipment, click on the “Receive PO”
button to update the purchase order, and change its status to “Partially Received.”

A purchase is not marked as "Completely Received” until all the line items
on the PO are also marked as "Completely Received”. If a line item has a
backordered quantity, it is marked as ‘Partially Received” until the
backordered quantity is received or cancelled.

AutoPoint® Evolution — Purchasing Quick Start Guide 13
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4. After clicking on “Receive PO”, you will be prompted with a series of questions,

a. Your three letter Counterman Initials. These are the initials that will appear on the
Receiving Slip Extension report as the receiver.

b. Printing a Put-away Report (optional.)

¢. Scan for Special Backorders. Answering “Yes” to this option will notify you if any of
the items received are on a Special Backorder and release the quantities to these
special backorders.

d. Output selection for the Receiving Slip Extension report.

The Receiving Slip Extension report is very important, because it shows all

the details on the receiving that cannot be easily reproduced elsewhere in
@ AutoPoint®. It only prints once at the time the PO received, so I
recommend you print these to the spooled reports!

Tracking the Status of POs and Supplier Backorders

In an ideal world, purchase orders would be shipped complete and they would only have to be
received once, without any errors. In reality however, the items on a PO are sent in multiple
shipments, the wrong item or quantities are shipped or received, and suppliers’ prices change
after releasing the PO. In order to track the status of outstanding purchase orders and any line
items that you are awaiting shipment on (ie. supplier backorders,) there are a number of reports
that you can run in AutoPoint® to identify these un-received or partially received purchase
orders.

These purchasing reports are found, rather appropriately, under the AutoPoint® menu,
Purchasing - Purchase Order Reports (AM0308). The reports of most interest are the Purchase
Order Status Report, the Purchase Order Backorder reports and the PO Past Due Report.

When running any kind of report in AutoPoint®, it's a good idea to spool

the report instead of printing it, so that you can view it in the spooled

@ reports viewer to see if the report is giving the results you are looking
for, without using up a lot of printer paper.

AutoPoint® Evolution — Purchasing Quick Start Guide 14
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To identify the purchase orders that haven't been released or completely received yet, use the
Purchase Order Status Report (AM030801):

&) Purchase Order Status Report -

£ramador grun

Range Selection:
Branch Id:
Purchase Order:
P/ Selection:
Date:

Supplier:

TEST DEM (ampostrpt)

Beginning Ending
[AMD - AMADOR, MAIN BRANCH 2|
Jooo000000000 Al

id

[00r0/00  m

[ 2|~

PO Type: |Al =

Format:

[-[O[x]

" Detailed & Summary

Select a P/O Selection

[y

Change the "PO Selection” drop-down list to "4 — Partially Received”

2. Change the “Date” range and “Supplier” fields to limit the results printed in the report, to
show only partially received purchase orders created within a certain date range for a

certain supplier.

3. Select the “Format” radio button labeled “Detailed” to list the partially received line items on
the purchase order, or "Summary” to only list the PO numbers without the line item details.
4. Click on the “Run” button or press the <F12> key to run the report, and select your output

option.

The Purchase Order Backorder Report can be used to identify purchase orders with line

items that have been completely received, by supplier (AM030802):

) Purchase Order Backorder Report -

£ramador grun

TEST DEM (ampoborpt)

Range Selection: Beginning Ending
LIERYIN L AvD “AVADOR AN BRANCH 14
Supplier: | j Al
Limit P/0's To: [1-Backodersd |
Created Before: | 07/14/11
Expected Ship Date: | 00/00/00 Al

I

Select a Branch

[-[O[x]

4

1. To restrict the report to list backordered items on purchase orders to a certain supplier,

enter the supplier ID in the “Supplier” range.

AutoPoint® Evolution — Purchasing Quick Start Guide
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2. The report can be limited even further to only list backordered items on purchase orders
created before a specified date and/or before a specified “Expected Ship Date”.
3. After selecting the options and ranges, click on the “Run” button or press the <F12> key to

run the report, and select your output option.

The Purchase Order Backorders by PO No. report (AM030803) is very similar to the
previous backorder report, but allows you to limit the results to a certain PO or a range of
purchase orders, rather than by supplier. This report is useful to run if you have a PO with a
large number of line items, and you need to identify the backorder lines:

2] Purchase Order Backorder Report - TEST DEM (aapoborpt)

framador (74 run

Range Selection: Beginning Ending
LI LD - AMADGR. MAIN BRANCH "4
P/0 Number: [000000000000 Al 000000000000
Limit P/0's To: [1-Backodersd |
Created Before: | 07/14/11
Expected Ship Date: | 00/00/00 Al

Select a Branch

[-[O[x]

4

1. To restrict the report to list backordered items on purchase orders to a certain purchase
order or a range of purchase order numbers, enter the PO number(s) in the range.

2. The report can be limited even further to only list backordered items on purchase orders
created before a specified date and/or before a specified “Expected Ship Date”.

3. After selecting the options and ranges, click on the “Run” button or press the <F12> key to

run the report, and select your output option.

Run the PO Past Due Report (AM030808) to see what un-received or partially received
purchase orders have items that are past their expected receive date (as assigned in Purchase

Order Maintenance, before releasing the PO):

] Purchase Order Past Due Report -

framador (74 run

TEST DEM (ampoovrdue)

Range Selection: Beginning Ending
LR L A0 - AADOR. MAIN BRANCH g
Supplier: [ 2| Al |
P/0 Number: [000000000000 Al [Fo0000000000
Due Date: | 07/14/11

Select a Branch

[-[O[x]

AutoPoint® Evolution — Purchasing Quick Start Guide
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1. Limit the report to run for a specified supplier by entering the ID in the “Supplier” field,
press <ENTER> to accept all suppliers.

2. Enter a PO number or a range of PO numbers to list out only the lines that are past due
(this is useful to identify un-received items on a large PO.) Press <ENTER> to accept all PO
numbers.

3. The "Due Date” defaults to the current system date, but you can change this to another
date to see what was overdue in the past or what is coming due.

4. After selecting the options and ranges, click on the “Run” button or press the <F12> key to
run the report, and select your output option.

System Generated Purchase Orders Based on Inventory

You can have AutoPoint® generate the purchase orders to your suppliers based on the
minimum and maximum stocking levels you have set up in Item Branch Maintenance. If the
quantity on hand for a part nhumber drops down to or below the minimum stocking level, a PO
recommendation will be generated that can be used to generate a purchase order to the primary
supplier for the part number (as determined in Product Line Maintenance) or to the alternate
supplier (as determined in Item Branch Maintenance.)

It is possible for AutoPoint® to calculate the minimum and maximum
stocking levels automatically, using the "Min/Max Calculation Report.”
@ This report will use the sales demand history, among many other factors,
to determine what the appropriate stocking levels should be. Please see
the "AutoPoint® Evolution Users Manual” for more detailed information.

PO recommendations are generated by the system from a number of sources, using the
following calculation:

IF: (QTY Available + QTY On Order + QTY On Order Pending) <= Minimum Stock

THEN: Maximum Stock — (Available + On Order + On Order Pending) + QTY On Backorder
= QTY Recommended

That is, if the part’s available quantity plus the quantities on released and pending POs is the
same or less than its minimum stocking level, then the quantity recommended will be the
maximum quantity minus the sum of the available, on-order, on-order pending and backordered
quantities.

The quantity recommended is dependent on the part number's

Purchase/Package Unit, as set up in Item Branch Maintenance. For
@ example, if you purchase a part in boxes of 10 each, the minimum and
maximum quantities have to be in multiples of 10, and the recommended
quantity will be in multiples of 10 as well.

AutoPoint® Evolution — Purchasing Quick Start Guide 17
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you can run the PO

recommendations manually, by going to Purchasing - Purchase Order Recommendations ->

Generate Recommendations from Inventory (AM030102):

AutoPoint® Evolution — Purchasing Quick Start Guide

) Generate Recommendations From Inventory -

framador (74 run

TEST DEM (ambuyrview)

[-[O[x]

Range Selection: Beginning Ending

&L LR AMD - AMADOR. MAIN BRANCH -]

Supplier: | j Al
ProductLine: [ 2| &I [
Condensed Part: [ /| A &
PopCode: | Al |

User Code: [*x*x

Special N - Nomal |
Number of Weeks to Stock: [0

I™ Only include items with zero quantity on hand?

Select a Branch 7

You can create PO recommendations for particular supplier, and/or for a particular product
line or a range of product lines, by specifying the Supplier ID and Product Line code(s) in
each range.

Specify a replenishment method from the drop-down list next to “Special Recommend"”:

a. N — Normal Replenishment — If the quantity available drops below the minimum, the
recommended quantity is the amount that will bring the quantity back up to the
maximum. (Recommended)

b. Y — Maximum Stock Replenishment — Regardless of the quantity available, the
recommended quantity is the amount that will bring the quantity up to maximum.

¢. F — Forecast Replenishment — Selecting this option will ignore the minimum and
maximum values, and rather forecast the amount to order, based on demand
history (see the “AutoPoint® Evolution Users Manual” for more detailed information
on how to use this option.)

After selecting the options and ranges, click on the “"Run” button or press the <F12> key to
run the report. A summary window will appear, displaying the number of PO
recommendations generated. Click on the “"OK"” button to continue.

To list out the PO recommendations generated, run AM030104. This step is only optional,
but it's useful to review what items are recommended for purchase, and the report can be
run by supplier and/or product line.

At this point, the PO recommendations are only that: recommendations. They still need to
be reviewed, so that the purchase order can be generated from them. To review and
modify the recommendations, run AM030103, “Maintain Recommended Purchase Orders”:

18
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E Maintain Recommended Purchase Orders - TEST DEM (ambuyrview) [ %}
Bomador @O & @9 TN @ ©
Branch Id: MD - AMADOR, MAIN BRANCH
Supplier Id: j
Abbrev/Part Number: | ﬂ
Recommended Date: Status: Demand
Qty on Hand: 0 Min/Max to Stock: 07 0 Jan: 0
Qty Reserved: 0 Purch. Pkg/Units: 0 Feb: 0
Qty Available: 0 Bill/Purch Ratio: 0 Mar: 0
Qty on Order: 0 Pop Code: Apr: 0
On Order Pending: 0 User Code: May: 0
Qty Backordered: 0 Last Recieved: Jun: 0
Jul: 0
0 BuyOuts & 0 Lost Sales since Aug: 0
Sep: 0
Qty Recommended: 0 Origin: Oct: 0
: 5000 Nov: 0
In Purchase Units: 0 PO Cost:
n ulf: ase Units: os Dec: 0
Notess Current: 0
Last Mo: 0
Save/Review | Change Supplier | Stock Status Ing. |
[Choose Branch [ NS NUM [7/18/2011 [12:49:49pm [aMD | 801

6. Enter the Supplier ID and press <ENTER> (or enter the first few letters of the supplier name
press the <F5> button to do a lookup.)

7. Enter the part number or press <F1> to bring up the first part number with a
recommendation for this supplier. Press the <ENTER> key to bring up the PO
recommendation record for this part:

E Maintain Recommended Purchase Orders FEST DEM (ambuyrview) [ %}
gamador GO 2 @9 T Y @ ©
Branch Id: |—"Z AMADOR, MAIN BRANCH j
Supplier Id: AWI J AUTO WAREHOUSE INC.
Abbrev/Part Number: |80 |1OD1 J
INSPECTION MIRROR
Recommended D ate: 9/29/00 Status: Pending Review Demand
Qty on Hand: 8 Min/Max to Stock: 124 7 156 Jan: 0
Qty Reserved: 0 Purch. Pkg/Units: 1 EA Feb: 0
Qty Available: 8 Bill/Purch Ratio: 1 Mar: 0
Qty on Order: 156 Pop Code: Apr: 0
On Order Pending: 0 User Code: “E May: 0
Qty Backordered: 12 Last Recieved: Jun: 0
Jul: 0
0 BuyOuts & 0 Lost Sales since 11/01/00 Aug: 0
Sep: 0
Qty Recommended: I HEA Origin:  Manually Generated Oct: 0
: Nov: 0
In Purchase Units: 4 EA PO Cost: 5.000
n ulf: ase Units: os Dec: 0
Notess Current: 8-
Last Mo: 0
Save/Review ||| Change Supplier | Stock Status Ing. |
[Enter Quantity Recommended [ INS NUM |7/18/2011  |12:45:12pm |AMD | 801
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8. The quantity recommended is now highlighted. Accept this quantity or change it, and press
the <ENTER> key to move to PO cost. Accept the cost or change it, and press the
<ENTER> key to move the highlight to the “Save/Review” button.

9. Press the <ENTER> key or press <F12> to change the recommendation’s status from
“Pending Review” to “Reviewed”. The next part nhumber for this supplier will then appear,
and you can go to the previous step to change its recommendation status.

To delete a PO recommendation, press CTRL-<D> or click on the "Delete
@ Record” icon in the menu bar, and then answer, "Yes” to the confirmation
prompt.

10. When you are finished reviewing recommendations, press the <F8> key twice or exit the PO
Recommendation window to return to the Main Menu.

11. Once the PO recommendations have been reviewed, you are now ready to generate a
purchase order to the supplier. To do this, go to “Generate P/O’s from Recommendations”
(AM0302):

E}Generate P/0's From Recommendation - TEST DEM (ampogen) H[=]

£xamador g run

Range Selection: Beginning Ending
CIEUELNERN AVD - AVIADOR MAINBRANCH 4
Supplier: [—j Al
Product Line: [—j Al [—J
Condensed Part: l J Al I J
™ Include Special Backorders?
Pop Code: [— Al [—
User Code: [m
[V Generate Unreviewed Recommendations?
Recommend Origin: [WI

IV Release and Print P.0.s?
™ Print a Purchase Order Alignment?

Select a Branch 4

12. Enter the Supplier ID, to only generate a purchase order to the one supplier, and press
<ENTER>.

13. Enter a product line or range of product lines to add to the generated PO, or leave the field
blank for all product lines (ditto for part numbers within a product line.)

14. Uncheck the box next to “Generate Unreviewed Recommendations”, to only generated a PO
from the part nhumbers you had marked as “Reviewed”, or leave it checked to generate
purchase orders from all recommendations, including those with status “Pending Review”.

15. Uncheck the box next to “"Release and Print P.O.'s?” if you wish to generate a PO with status
“Pending”, otherwise leave this box checked to release and print the generated PO(s).

16. Click on “Run” or press the <F12> key to run the program, and then select an output
option. The report generated will list the purchase orders that were created from the
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recommendations selected in the ranges, along with any exceptions. If the option to release
and print the purchase orders was selected, then the generated purchase orders will print
along with the report.

Any existing purchase orders with the status of "Pending” for the
@ supplier selected when generating P.O.s from recommendations will have

the part numbers appended onto these existing purchase orders! If you
wish to generate a new PO, be sure to release or void any pending
purchase orders for the supplier.

Glossary of Terms used in Purchasing

Abbreviation/Part Number:
The three letter vendor code and number without dashes etc. assigned to the item.

Available Quantity:
The quantity On Hand less the quantity On Reserve equals the Available Quantity.

Core:
The basic component of exchange items. It can best be understood by comparing it to a bottled soft
drink-you drink the contents and return the bottle for credit. The Core is the part of the item that is
returned for credit. For example, alternators and brake shoes include a core which can be returned
for credit.

Core Deposit:
The deposit that the customer pays for the core portion of the exchange item. The system
automatically brings up the core deposit when an exchange item is entered.

Cost:
The amount paid to the supplier for each item. Countermen rarely see cost. In the case of a buyout,
you must enter the cost of the item.

Cross Reference:
A feature unique to the AutoPoint® system that links related items together. An exchange item will
have a core cross reference, a discontinued item will be cross referenced to show the item that
supersedes it, and an item with insufficient quantity can be substituted with a related item if a cross
reference is established.

Default Value:
A setting that is automatically used by the system when no other explicit information is entered into a
field.

Exchange Item:
Any item that includes a core.
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Exit/Cancel:
When you need to exit from an invoice, menu, or even the system, press <F8> until you reach your
desired destination.

Field:
The area on the display terminal where you enter specific information. For example, the header
portion of the purchase order contains seven fields, one of which is the SHIP VIA field.

Function Key:
The top row of keys on the keyboard that allow you to take shortcuts when using the system. For
more information, refer to the section on the keyboard.

List Price:
The highest price paid for an item, usually described under Pricing Field 1.

Maximum Stocking Quantity:
The most of a given item that you should have on hand at one time. The system uses this
information for generating Purchase Orders.

Menu:
The list of choices presented by the program. For example, Point-of-Sale is the first choice on the
AutoPoint® Menu.

Message:
The statement or question that the system presents in order to solicit valid information from the user.

Minimum Stocking Quantity:
The smallest quantity of any given item that you would have on hand at one time. The system uses
this information to generate Purchase Orders.

Pop Code:
The popularity code assigned to an item.

Pricing Field:
Items usually have six price fields. Each field reflects a different price for the item. Each customer is
assigned a specific price field.

Purchase Order Number:
In Purchasing, the Purchase Order Number is the humber assigned to each purchase order generated
by the system.

Reserve Items:
Those items entered on a hold invoice. The inventory decreases but history is not updated until the
invoice is closed. You can see the quantity On Reserve from the Stock Status display.

Ship Via:

This field, found in the header, determines how the items on the purchase order will be shipped. For
example, the items may be shipped by DHL or by company truck or by the supplier itself.

AutoPoint® Evolution — Purchasing Quick Start Guide 22



AUTOPOINT®

£3amador

Purchasing Quick Start Guide

Supplier ID:
An identification code assigned to the supplier. When creating a purchase order, you must enter the
Supplier Number to access the desired information.

System Security:
A means of restricting the availability of the systems features by certain personnel. Security is set up
by your manager to allow you to perform particular functions and to monitor those tasks you do
perform.

Terms:
The way in which charge customers will pay on their account. Your manager will extend a certain
type of payment terms to each supplier and this information will appear in the Terms field in the
header portion of the Purchase Order Maintenance display.

Transfer:
An option used for invoicing with Insuff. Qty. You may choose to transfer items from another company
store.

Unit Cost:
The cost of the standard selling unit whether it is by each or box. In most cases, you will not see the
cost displayed.

Unit Price:
This is the price of the item that the system automatically supplies based on information set up in
various records. Press <ENTER> if the price is right or you may change the price if necessary.

Void:

A message which appears on the display when you recall a purchase order that has been voided. It
also prints on the purchase order when the order is voided.
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Legal Notice

Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel, customers, and
prospective customers. The information contained herein shall not be reproduced in whole or in part without ABC's
prior written approval.

ABC reserves the right to make changes in information contained in this documentation without prior notice, and the
reader should in all cases consult ABC to determine whether any such changes have been made.

The terms and conditions governing the sales of the AutoPoint® Software product and/or other products and the
licensing of said software consist solely of those set forth in the written contracts between ABC and its customers. No
representation or other affirmation of fact contained in this documentation including but not limited to statements
regarding suitability for use or performance of the functions described herein shall be deemed to be a warranty by ABC
for any purpose, or give rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidental, indirect, special or consequential damages whatsoever (including but
not limited to lost profits) arising out of or related to this documentation or the information contained in it, even if ABC
has been advised, knew or should have known of the possibility of such damages.

AutoPoint® is a Registered Trademark of Amador Business Computers.

© Copyright Amador Business Computers, 2011

Conventions Used in this Manual

The following are explanations of the notations used in this manual to describe an action:

e A keystroke on the keyboard is described using the “<” and “>" characters. For example, the TAB key
is displayed as “"<TAB>". The function keys along the top of the keyboard are described as “<F5>"
for FUNCTION key 5. Combinations of keys using the CTRL, SHIFT or ALT keys are described using
prefixes to the key that must be pressed at the same time. For example, pressing the SHIFT and
FUNCTION 5 keys is displayed as “SHIFT-<F5>".

e For instructions that describe following a menu structure, the “->” character separates the menu
selections. For example, to get to the Stock Status Inquiry screen from the top “AM” menu, go to “6.
Inquiries” > “1. Stock Status Inquiry”. You can also jump to a particular program or menu from the
“SELECT:"” prompt by entering the menu entry numbers. In the Stock Status Inquiry screen example,
you can enter “"AM0601".

e Program names are described in all upper case. For example, the Stock Status Inquiry Screen is
displayed as "AMSTOCKINQ”. To bypass the menus and go into this program directly, enter the
program name in upper-case at the "SELECT:"” prompt in any menu, and press the <ENTER> key.

e Screen prints are included with the instructions to demonstrate what you can expect to see on the
screen at a particular step in a procedure. Please note that your screen will not be exactly the same,
and will be slightly different.

Hil' I'm Amadorian, and you'll see me here and there
@ throughout this document giving you important additional
information.
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A Note to Users of the Text Version of AutoPoint®

In many respects, the graphical version of AutoPoint® is identical to the character-based
version. The text screens and the graphical windows display information the same way, but
more information and additional functions appear in the graphical version. Functions that were
only available via a keystroke combination in the text version are now a blue link or a button.
However, many keyboard shortcuts are still available in the graphical version as described below:

e There are a number of Windows-standard shortcut keys that function the same in
AutoPoint® Evolution as they do in other Windows applications:

CTRL-<X> - Cut selected text.

CTRL-<C> - Copy selected text.

CTRL-<V> - Paste selected text.

<TAB> — Move forward through input fields and buttons.
SHIFT-<TAB> — Move back words through input fields and buttons.

¢ Global keystrokes that will work from any window and are Windows standard shortcuts:

ALT-<F4> — Close current window.

ALT-<TAB> — Cycle forwards through open windows.

ALT-SHIFT-<TAB> — Cycle backwards through open windows.
ALT-<Underline Letter in Menu Name> - Display the corresponding menu.
<ESC> - Cancel the current task.

<ENTER> - Accept the default value and move the cursor to the next field.

* Function keys along the top of the keyboard can be used to perform actions similar to how
they worked in the character version:

<F1> - Bring up the first record in a program or close a note pop-up window.

<F2> - Bring up the next record.

<F3> - Bring up the previous record.

<F5> - When pressed in a field with a “?” button, will bring up the look-up.

<F8> - Cancel or back out of a program.

<F12> - Run a program selected in a menu, works the same as clicking on “Run”. In
File Maintenance windows, <F12> will save the current record.

The <TAB>, <ENTER> and <ARROW KEYS> are your best friends in

@ Evolution! Although the interface is point-and-click, the mouse does not
have to be used to move between fields and press buttons. Try using
the keyboard shortcuts listed in this Guide to navigate through
Evolution efficiently.
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Point-of-Sale Overview

It goes without saying that Point-of-Sale (a.k.a. POS) is the core module of AutoPoint®. All
other modules revolve around what happens in POS, and it is indeed the engine of
AutoPoint®. POS is the hub of the software in the sense that it is where the transactions for
your customers at the counter are recorded: items are sold from inventory, items are returned
for credit, and payments on account are made.

The transactions recorded with the current business day in Point-of-Sale are posted at End-of-
Day (a.k.a. EOD.) Inventory and Accounts Receivable are posted to from POS through-out the
day as orders are closed, but once End-of-Day is run, no new orders can be opened or closed
for that business day. EOD also generates the Sales Analysis records used by the various Sales
Analysis reports, and writes to the Detailed Sales History file on the parts. The G/L Distributions
are generated for the day and posted to the A/R sub-ledger at End-of-Day, and various reports
print to help with the daily cash-out and bank deposit.

The following flowchart outlines what basically happens in Point-of-Sale:

Log into POS with your three-letter Counterman Initials
v

Create Niw Order Modify E)J(fsting Order
Add Line Items > Invoice Order

(Parts & gomments) or Void Czder

Print Open (Pick Ticket), Run End-of-Day to Post to
Exit and Leave Open or Invoice History

Save as a Quote
This Quick Start Guide explains the steps to perform the following Point-of-Sale processes:

e The Point-of-Sale Security window and logging into POS.
e Create and invoice a new POS Cash Sale Order.

* Create and invoice a new POS Charge Sale Order.

e Create and invoice a POS Cash/Charge Credit Order.

e Accept a Payment on Account.

¢ Leave an Order Open, Print Open, or Save as a Quote.

e Look up and modify an existing order.

e Void an Open or Invoiced Order.

¢ Run End-of-Day and perform a Cash-Out/Bank Deposit.

For more detailed information on the processes described in this Quick
@ Start Guide, please refer to the "AutoPoint® Evolution Users Manual.”
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Log into Point-of-Sale

14

To use Point-of-Sale in AutoPoint®, you require a 3-letter code called “counterman initials
that is separate from the user name you use to log into AutoPoint® . With your 3-letter
counterman initials, you can enter and invoice an order in POS from any terminal. You enter
your initials in the Point-of-Sale security screen, which is accessed by typing “"POS” at the
“Select:” prompt, or selecting the menu option AMO1:

28] POS Login - TEST DEM (a2sec3)

L¥amador @ O
7

AP gamador

Daily Sales | POS Inquiry | Invoice Hist | P/0O Maintenance | Stock Status

Enter your 3-letter counterman initials (all upper-case), without pressing the <ENTER> key after
the last letter. If your initials are incorrect, then the cursor will go back to the first character for

re-entry.

The POS Security window has a number of buttons that launch other programs without exiting.
Daily Sales <F6> displays a mini End-of-Day report, POS Inquiry <F7> will search open orders
and invoiced/voided orders that haven't gone through EOD vyet, Invoice History <F11> will
search orders posted by EOD, P/O Maintenance <F12> is used to look up and create purchase
orders, and Stock Status Inquiry ALT-<S> will display part number information and inventory
quantities.

If your counterman initials are set up to be type "Cashier”, then your
@ terminal will be locked into POS, and exiting the POS Security window will
exit your session and initiate a cash drawer cash-out report.
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Create and Invoice a New POS Cash Sale Order

Entering a cash sale order is as easy as selecting the branch’s cash customer, adding the parts,
invoicing the order and selecting the payment method. The individual steps are as follows:

1. After entering your counterman initials in the POS Security window, you will get the POS
entry window, with the cursor defaulting at the customer number. Press the <F6> key to
bring up the branch’s default cash customer, or click on the “$” button. If you know the
cash customer’s account number, you can also enter it an press the <ENTER> key:

%) Point Of Sale - PORKY TEST DEM (A2POSENTRY) [X]
Tools
gomador GO A2 @0 &N @ O
Order Number: J Branch: |40 As AIN BRA | DEMONSTRATION Qrder:
Customer: 999035 j j J Salesman: |TDK Date:
Type: 1-Cash % Ship TO:
Source: (Counter v [cash Sale
] | T e | IEdmonton (EDM)
U Please Come Again Sell Tio
Ship Via: C-COUNTER % i
Phone:  797-792-9760 Fax: il
Tax Group: < R —
P70 Number: End Use Code: Available Credit: 3,000.00
Ref Part Number/Comment Order Ship B/0 Codes Unit Price Extended Description
=
Ref Part Number/Comment Order Ship B/0 Codes Selling Price
[—I[ I 0 I 0.000 Save Discount %: l—
Description: Discount:
Sub Total:
Available: 0 Product Line: List Price: 0.000 GST/HST:
On Hand: 0 Item Type: Unit Price: 0.000 PST:
Unit Cost: 0.000 '
Total: 0.00
New ltem ltem Find AutoStock Catalogue Stock Status Ing. Comment Edit K | Invoice Exit
INS |NUM |7/19/2011 12:21:55pm |AMD | 801

Once the cash customer is selected in the order header, the cursor will stop at the part
number, allowing you to begin entering line items onto the order. At this point or any other
point before invoicing the order, you can enter a Customer P/O number or change the Ship
To address by clicking on the “Change” button.

Enter the stocking part number or press <F11> to do a part number lookup to add the part
number onto the line. Press the <ENTER> key to accept the part number. Underneath the
part entry line, some information for the part number will display.
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©

If you know the 2- or 3-letter abbreviation for an item, you can enter it along
with the condensed part number in the part number field. After you press
<ENTER>, the abbreviation portion will slide left to the abbreviation field. For
example, you can enter "ACDGF580” in the part number field, and "ACD” will
move to the abbreviation field and "6F580" will stay in the part number field.

:";]Pointofsale - PORKY TEST DEM (A2POSENTRY) [ %]
Tools
gamador 3O E vl B W E N O ©
Order Number: J Branch: | = DEMONSTRATION Qrder:
Customer: 999035 j J 5| salesman: [TOK Date:
Type: 1-Cash -l ship To:
Source: Counter ~]  [CashSale

e | e o= | Edmonton (EDM)
Terms: - Please Come Again Bl
Ship Via: C-COUNTER ~ —
Phone: 797-7929760 Fax: :
Tax Group: ~

P70 Number: End Use Code: Available Credit: 3,000.00

Ref Part Number/Comment Order Ship B/0 Codes  Unit Price Extended _Description
Ref Part Number/Comment Order Ship B/0  Codes Selling Price
[ACD ~ [GF580 il 0 0 TG 26.050 Save Discount %:
Description: FILTER Discount:
Sub Total:

Available: 5 EA Product Line: ACDF List Price: 26,050 GST/HST:
On Hand: 6 Item Type:  Regular Unit Price: 26.050 PST:

Unit Cost: 9.430

Total: 0.00
New ftem femFind | AutoStock log Stock Status Ing. | Comment Editk Invoice Ext
INS NUM |7/19/2011  |2:00:12pm |AMD | 801

4. In the “Order” quantity field, enter the number of the item to be sold, and press <ENTER>.
If the quantity ordered is less than the quantity available, the cursor will move to the
“Selling Price” field. If the quantity ordered is more that the quantity available, then a pop-
up will appear asking how to resolve the insufficient quantity (please refer to the
"AutoPoint® Evolution Users Manual” to learn more on the different ways to resolve
insufficient quantities.)

©

The order number is not assigned until the first line item is saved. If the
line item is aborted by pressing <ESC> or <F8> before saving it, then the line
is aborted, and so aborting the order as well.

5. In the “Selling Price” field, accept the price that appears by default for the cash customer,
or change the price to something else (if your security permits it.) Click on the “Save”
button to add the line to the order.
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Depending on the security set up on the initials you used to log into Point-of-
@ Sale, you might not be able to override the sell price, and will be prompted
for the initials of someone who does.

6. The cursor will return to the part number field, and additional line items can be added onto
the order. With each addition, the sub-total, cumulative taxes and the order total will
increment. To go back and make changes to a line item, click on it in the list of items,
which will bring up the data in the part entry fields, and can be modified and saved to the

order.

&%) Point Of Sale - TEST DEM (A2POSENTRY) [x]

Tools

famodor GO A @0 BN @ O
Order Number: 5664 J Branch:  [AiC DOR, MAIN B = DEMONSTRATION Qrder: 5664
Customer:  [355035 2| | 4|  Salesman: [TOK Date: 10/01/00
Type: m Shlp To: OPEN
ource: ounter = ale |
; - O == o= | Edmonton (EDM)

Terms: = E| Please Come Again 56l To

Ship Via: C-COUNTER ~ —
Phone: 797-7929760 Fax: &

Tax Group: ~

P/0 Number: End Use Code: Available Credit:  3,000.00

Ref Part Number/Comment Order Ship B/0 Codes Unit Price Extended i
1 ACD GF580 1 1 0oV TG 26.050 26.050 FILTER i‘

el 'art Number/Comment
. [THIS IS ACOMMENT LINE] s|vlefrm _sme | Discount %: om0
esenption: Discount: 0.00
Sub Total: 26.05
Available: 0 Product Line: List Price: 0.000 GST/HST: 1.56
0On Hand: 0 Item Type: Unit Price: 0.000 PST: 0.00
Unit Cost: 0.000

Total: 27.61

New kem | i AutaStor Jog Stock Status Ing. I Comment I Edit Invoice Ext

s | NUM [7/25/2011 [5:19:04pm [AMD | 800

7. To add a comment onto the order, enter a comma “,” for the part number, or click on the
“Comment” button. The part entry line will change to enter the single line comment as you
would like it to appear on the order. Click on the “Save” button to add the comment to the
line items and print it on the order.

It is not possible to delete line items on an order, although you can change

the order quantity to "0” or clear the comment text, and so prevent the line
@ from printing. You can move line items by selecting it and pressing ALT-
<F11> to reposition it to a different line on the order.
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8. When you are ready to close the order, invoice it and receive payment, then click on the
“Invoice” button on the bottom right of the POS window. A pop-up will appear, prompting
for payment:

Select 1 or 2 payment options
(Ctrl + Click to select 2nd option)

Currency: 30.00

Change: 239

9. Select the appropriate payment option (or hold down the CTRL key and select two payment
options) and click on the “OK” button. The payment amount pop-up will then appear,
where you can enter the cash tendered (if it is different than the order total) and so
calculate the change. If you selected a split payment in the previous screen, then you will
have to enter the amount of each payment type (ie. $10 currency and $17.61 bank card.)
Click on the “OK" button to finalize the payment and print the invoice on the default cash
receipts printer.
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Create and Invoice a New Charge Sale POS Order

Generating a charge sale invoice follows pretty much the same steps and creating a cash sale
one, the differences being that the invoice type is “Charge” and invoicing the order does not

result in a prompt for payment. The invoice will post to the customer’s account, and payment is
received at a later time.

1. After entering your counterman initials in the POS Security window, you will get the POS
entry window, with the cursor defaulting at the customer number. Enter the charge
customer’s number (if you know it) or enter the first few letters of the customer’s name and
press the <ENTER> key to do a lookup:

) Customer Find - TEST DEM (a2cusfind) [X]

Search: IAUTO Sort By: |* Name ¢ Number Branch: AMD

Name Number Address City Phone
LEN FRITZ TRUCKING 76000 BOX 274 STRATHCONA (797)792-9760

MR. IAN R. GENT 800001 14632 176AVE EDMONTON (780)499-1960
WIL IND. CRANE SERVICE DIV. 89020 RED DEER (797)792-9760

HMW CONSTRUCTION LTD EDMONTON (403)464-2663
EST HOUSE CUSTOMER 1

INTERCONTINENTAL AUTOMOTIVE LTD. 33 23 JONES ROAD SWIFT CURRENT (306)655-3497

Micheal Jackson 850008 1 Fantasyland Los Angeles (000)055-5555
OE'S TEST CUSTOMER 850009 12835 151 AVE NORTHWEST EDMONTON (000)540-0539
IOHN DOE INDUSTRIES LTD. 2020 177 ISABEL STREET WINIPEG (204)943-4531
OHN'S TIRE AND AUTO 2027 2365 KING ST. ST JOHN (506)235-6465
Restart | Previous Progress: 10 Records Found Cancel

\Enher search criteria. Press ESC to cancel / interrupt search.

2. Select the customer, press <ENTER>, and answer “No” to the prompt to view any open
orders, if there are any:

Question...

‘9‘ Open Orders Exist. Do you wish to view them?

3. The invoice Type, Terms, Ship Via and Tax Group will default to what is set up in Customer
maintenance. If a customer PO is required (as set up in Customer Maintenance) then
another prompt will come up; click on “OK"” and the cursor will stop in the Customer PO
field. Otherwise the cursor will drop down to the part entry field.

PO Number Required to complete order.
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:ﬂ Point Of Sale - TEST DEM (A2POSENTRY) [ %]
Tools
gamador GO Ll @9 BN @ ©
Order Number: 2l Branch:  [AMD - AMADOR, MAIN BRANCH =l DEMONSTRATION Order:
Customer: poze10 2| | 5|  Salesman: [INR Date:

Type: 3-Charge K| Ship To:
Source: Counter ~|  [HMW CONSTRUCTION LTD. @ POS MESSAGE

Tems: N-NET30DAYS 7] |00 oo avenue sl To
Ship Via: P -CUSTOMER PICK . EDMONTON AB T6P 1L5 -
Phone:  403-464-2663 Fax: 403-555-5555 Bl
Tax Group: -
P70 Number: [CUSTOMER PO NO| End Use Code: Available Credit:  35,000.00
Ref Part Number/Comment Order Ship B/0 Codes Unit Price Extended Description
Ref Part Number/Comment Order Ship B/0 Codes Selling Price
0 0.000 Save Discount %:
Description: Discount:
Sub Total:
Available: 0 Product Line: List Price: 0.000 GST/HST:
On Hand: 0 Item Type: Unit Price: 0.000 PST:
Unit Cost: 0.000

Total: 0.00

tem Finc SutoStack Catalogue: | | Stock Status In Cormmer I EditKit | nvoice Exit

Enter a PO Number [ NS NUM [7/27/2011  [3:10:46pm [AMD | 801

If a customer PO number is required, and you don’t have one, you must enter

@ something in this field to leave the POS header. You can enter "N/A” or
Just a comma ",” to get past this prompt and enter the actual PO number
later.

4. Enter the stocking part number or press <F11> to do a part number lookup to add the part
number onto the line. Press the <ENTER> key to accept the part number. Underneath the
part entry line, some information for the part number will display:
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E] Point Of Sale - TEST DEM (A2POSENTRY) [ %]
Tools

gomador GO @ RV E N O

Order Number: [ 7| Branch:  [AND - AWADOR. MAIN & = DEMONSTRATION Order:
Customer:  [002810 2| | ¢| Salesman: [NR Date:
Type: [-cese =~ ship To:

Source: WZI HMW CONSTRUCTION LTD @' pOS MESS AGE

Terms: N-NET30DAYS =] Loy o avenue B

Ship Via: P-CUSTOMER PICK¥| | EDMONTON ABTEP 1L5 —
Phone: 4034642663 Fax: 4035555555 gl

Tax Group: ~

P/0 Number:  [CUSTOMER PO NO End Use Code: Available Credit: 3500000

Ref Part Number/Comment Order Ship B/0 Codes _Unit Price Extended _Description
ef Part Number/Comment Order . Ship B70 Codes Selling Price
[ACD  [GF580 il 0 0 TG 21.430 Save | Discount %:
escription: Discount:
Sub Total:
Available: 4 EA Product Line: ACDF List Price: 26.050 GST/HST:
On Hand: 5 Item Type:  Regular Unit Price: 21490 PST:
Unit Cost: 9.430 -
Total: 0.00
New ftem femFind | AutoStock log Stock Status Ing. | Comment Editk Invoice Ext
s | NUM [7/27/2011 [3:13:12pm |amD | 801

5. In the “Order” quantity field, enter the number of the item to be sold, and press <ENTER>.
If the quantity ordered is less than the quantity available, the cursor will move to the
“Selling Price” field. If the quantity ordered is more that the quantity available, then a pop-
up will appear asking how to resolve the insufficient quantity (please refer to the
"AutoPoint® Evolution Users Manual” to learn more on the different ways to resolve
insufficient quantities.)

6. In the “Selling Price” field, accept the price that appears by default for the charge customer,
or change the price to something else (if your security permits it.) Click on the “Save”
button to add the line to the order.

7. The cursor will return to the part number field, and additional line items can be added onto
the order. With each addition, the sub-total, cumulative taxes and the order total will
increment. To go back and make changes to a line item, click on it in the list of items,
which will bring up the data in the part entry fields, and can be modified and saved to the
order.

8. To add a comment onto the order, enter a comma “,” for the part number, or click on the
“Comment” button. The part entry line will change to enter the single line comment as you
would like it to appear on the order. Click on the “Save” button to add the comment to the
line items and print it on the order.
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] Point Of Sale - TEST DEM (A2POSENTRY) [x]

Tools

gamador O i BV E N O (W)
Order Number: 5689 J Branch:  [AMD - AMADOR, MAIN BRANCH | Order: 5689
Customer: ozgio 2| | 5|  Salesman: [INR Date: 10/02/00
Type: 3 -Charge = Ship TO: OPEN
Source: [Courter =] [HMW CONSTRUCTION LTD.

o= | POS MESSAGE

Terms: N-NET30DAYS ¥ 2029- 87 AVENUE

Ship Via: P -CUSTOMER PICK . EDMONTON ABTEP 1L5 .
Phone:  403-464-2663 Fax: 403-555-5555 207

Tax Group: [~

P70 Number: [CUSTOMER PO NO End Use Code: Available Credit:  35,000.00

Ref Part Number/Comment Order Ship B/0 Codes  Unit Price ipti
1 ACD GF580 1 1 0 TG 21.490 21.490 FILTER ii
2 AcD 290390 3 3 0 TG 4.210 12.630 OIL SEAL
3 THIS IS A COMMENT LINE

Ref Part Number/Comment Order  Ship B/0  Codes Selling Price
[ [ [ [ [ om0 sae Discount %: [o00.
Description: Discount: 0.00
Sub Total: 3412
Available: 0 Product Line: List Price: 0.000 GST/HST: 205
On Hand: 0 Item Type: Unit Price: 0.000 PST: 0.00
Unit Cost: 0.000
Total: 36.17
New kem ftemFind | AutoStock | Cotclooue | Stock Statusing. | Comment | Editk |
[ [Ns [ |Num [7/28/2011 [10:54:01am [AMD | 800

9. When the order is ready to be invoiced, click on the “Invoice” button on the bottom-right
corner of the window. The invoice will print to the default invoice printer set up for the
user, and the POS security window will appear again. As this is a charge invoice, there is no
prompt for payment, and the amount due is posted to the customer’s account (as viewed in
Customer Inquiry):

) Customer Inquiry - TEST DEM (a2opening) [x]
gamador GO E @9 B @ ©
Customer: [IFEEIR j HMW CONSTRUCTION LTD. Bill To:
Credit Limit: 35,000.00
2029 - 87 AVENUE POS MESSAGE | Balance: 3617
EDMONTON AB  TEPILS Available: 2496383
Core Balance: 000
4034642663 FAX 4035555555 Last Payment: 0/00/00
Balance Method: OPEN ITEM Last Year MTD: 0 o iy
Terms Code: NET 30 DAYS Last Year To Date: 0 o
Ship Via: CUSTOMER PICKUP Month To Date: 0 Last Invoiced: 10/02/00
Salesman: INR Year To Date: 0 Date Created: 7/27/05

Accounts Receivable | Credit History | Detailed Sales | Popular |
Apply  Doc.  Due Sale  Addon  Total I~ Outstanding Only

Document Type To Date  Date  Amount _ Amount _ Amount Days Reference
I 10005689 | 10/02/00 10/31/00 3412 2.05 36.17 999 PO NO.CUSTOMER PO NO. I:

(=
Bal. Forward: 0.00 Finance Chrgs: Total: 36.17
00

0.00
Invoices: 36.17 Payments: 0.00 Credit Memos:

Clear | Notes | Email | Change Cred Indicator | Range Selection | Invoice History | Order Inqury | Quote Incuiy |

View Details

[Enter a Customer Number s [ [NuM [7/28/2011  [11:27:04am [AMD [ 800
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Create and Invoice a POS Cash/Charge Credit Order

In the event that you need to refund a customer for a returned item, you will need to create a
credit type order in Point-of-Sale. Depending on whether the return is for a cash or charge
customer, you can select the invoice type “Cash Credit” or “Charge Credit”. If the order type is
“Cash Credit”, the refund will be taken out of the cash drawer at the time the order is invoiced.
If the order type is “"Charge Credit”, the amount refunded is posted to the customer’s account,
reducing their outstanding balance.

It is possible to process a return on a regular cash or charge invoice, where
@ instead of entering a positive order quantity, you enter a negative quantity

for the part number that is being returned. This is useful if you are
processing an exchange, where the refund of the returned item and the sale
of the new item appear on the same invoice.

1. After entering your counterman initials in the POS Security window, you will get the POS
entry window, with the cursor defaulting at the customer number. Use the Cash customer
or enter the charge customer’s number (if you know it) or enter the first few letters of the
customer’s name and press the <ENTER> key to do a lookup.

2. Change the Invoice Type from the drop-down list to “2 — CashCR” for a cash refund, or 3 —
ChargeCR” to post a credit to the customer’s account:

zg]PointOfSale - TEST DEM (A2POSENTRY) m

Tools

Gamodor @& ¢ wH @Y BY @ o
Order Number: J Branch: | | DEMONSTRATION Order:

Customer: 999035 2 ;| salesman: [TDK Date:
~| ship To:
Source: Counter Cash Sal
o o] | e o= | Edmonton (EDM)
erms:
Please Come Again .
Ship Via: C-COUNTER =
Phone: 7977929760 Fax:
Tax Group: -
P70 Number: End Use Code: Available Credit: 3,000.00

¢

Ref Part Number/Comment Order Ship. B/0 Codes Unit Price Extended Description
]
Ref Part Number/Comment Order Ship B/0 Codes Selling Price
0 0.000 Discount %:
Description: Discount:
Sub Total:

Available: 0 Product Line: List Price: 0.000 GST/HST:
On Hand: 0 (= e Unit Price: 0.000 PST:

Unit Cost: 0.000

Total: 0.00
Newhem | temFind | AutoStock Stock Status Inq. | Comment K Invoice Bxt
INS NUM |7/28/2011  |11:53:31am |AMD | 800

3. Press the <ENTER> key through the fields in the order’s header until the cursor is in the
part number entry field.
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Enter the stocking part number or press <F11> to do a part number lookup to add the part
number onto the line. Press the <ENTER> key to accept the part number.

In the “Order” quantity field, enter the number of the item to be returned, and press
<ENTER>. A pop-up will appear to select the invoice that the part was originally sold on:

) Credit Return Detail Selection

Lramador @ (%)

Branch: =
Customer Number:  [335035 | Cash Sale

Part Number: [aco lersoiJ FILTER
Invoice Number: [

Item Number: Return Quantity: 1

Invoice  Item Date Sold Price Core  Available

=

Cancel | Search | Ovemide Restocking Percentage: 22.00

Select a Branch NS NUM |7/28/2011  |12:16:51pm |AMD | 0

6. Enter the Invoice Number, if you know it, otherwise click on the “Search” button to lookup

the invoices that this part was sold on. Select the invoice and click on “OK” to return to the
previous screen. If the invoice cannot be found and your initials” security level permits it,
you can still process the return by clicking on the “Override” button. Note that there is a
default re-stocking charge, which can be changed from this screen.

Once selecting or overriding the credit return invoice selection, you are then prompted for
the return type: “Merchandise” if the part is to be returned to inventory, “Warranty” if the
item is to be returned to the supplier, and “Defective” if the part is to be written-off. For
this example, click on “Merchandise”.

] Return Type Options - TEST DEM (a2pospopup)

What type of Retum is this?

| = Warerty | Defective | Concel |

The cursor now stops at the “Selling Price” field, where the price it was originally sold at
(minus the restocking charge) appears. You can accept this price or change it, and click on
the “Save” button. The line item will then display in the order detail section, and you can
enter more items for return or line comments. The order quantities will appear as
negatives, and the order total shows as a negative amount.

The return type selected will appear under the "Codes” of the line item. A

Merchandise return shows as an "M”, a Warranty return as a "W" and a
@ Defective return as a "D". A Merchandise return will update the part's
quantity on hand, a Warranty return will update the part’s warranty on hand
and a Defective return will not affect any quantities.

AutoPoint® Evolution — Point-of-Sale Quick Start Guide
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2] Point Of Sale - TEST DEM (A2POSENTRY) [x]
Tools
gamador O i BV E N O y
Order Number: 5690 J Branch:  [AMD - AMADOR, MAIN BRANCH | DEMONSTRATION Qrder: 5690
Customer: 999035 ﬂ J J Salesman: [TDK Date: 10/02/00
Type: 2-CashCR | ship To: OPEN
Source: [Counter =] [Cashsae
e e | o= | Edmonton (EDM)
erms: CASH ONL
Please Come Again SellTo
Ship Via: C-COUNTER =
Phone:  797-792.9760 Fax: 4
Tax Group: ~
P/0 Number: EndUse Code: | Available Credit:  3,000.00
Ref_Part Number/Comment Order Ship B/0 Codes __Unit Price Extended
T ACD GF580 - 1- 0 NTG 20.319 20.320- FILTER il
2 RETURN FROM INVOICE 5664, DO NOT REQUIRE

Ref Part Number/Comment Order Ship B/0 Codes Selling Price

| 0 0.000 Save Discount %: 0.00

Description: Discount: 0.00

Sub Total: 20.32-

Available: 0 Product Line: List Price: 0.000 GST/HST: 122-

On Hand: 0 Item Type: Unit Price: 0.000 PST: 000
Unit Cost: 0.000

Total: 21.54-

Newhem | MemFnd | AuoStock | Catsioue | Stock Statusing. | Comment | ik | Invoice Exit

[ s [ oM [7/28/2011  [12:46:15pm [AMD | 800

9. To complete the refund, click on the “Invoice” button. If the invoice type is “ChargeCR”,
the credit invoice will print and the credit will be posted to the customer’s account. If the
invoice type is a "CashCR”, then the payment type selection prompt will appear:

Select 1 or 2 payment options
(Ctrl + Click to select 2nd option)

10. Select the payment type (only one can be selected) and click on “"OK" to print the credit
invoice and refund the customer from the order total.
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You can accept a payment from a charge customer through Point-of-Sale by creating a
“Payment” type order and invoicing it. Upon invoicing a payment-type order, the amount of the
payment is posted to the charge customer’s account, adjusting the balance, accordingly.

1. Go to POS and log in using your Counterman Initials in the POS Security Screen. Enter the
customer number in the order header, and press <ENTER>. Select the Invoice Type, "5 —
Payments” from the drop-down list, and press the <ENTER> key.

%) Point Of Sale - TEST DEM (A2POSENTRY)

[x]
Tools.
gamodor GO & @9 BN @
Order Number: Branch:  [AMD - AMADOR. MAIN BRANCH = DEMONSTRATION Qrder:
Customer: Salesman: [WGS Date:
= Ship To:
Source: PARTS TO GO
_— B aee | BE GOOD TO HIM
erms: N-NET30DAYS ¥ PN
Ship Via: T-COMPANY TRUCI¥| | VICTORIA BC VBX 1R1 —
Phone: 2504752515 Fax: 2504751133 T
Tax Group: =
P/0 Number: End Use Code: Available Credit:
Ref Part Number/Comment Order Ship B/0 Codes Unit Price Extended _Description
Ref Part Number/Comment Order Ship B/0 Codes Selling Price
0 0.000 Save Discount %:
Description: Discount:
Sub Total:
Available: 0 Product Line: List Price: 0.000 GST/HST:
On Hand: 0 Item Type: Unit Price: 0.000 PST:
Unit Cost: 0.000
Total: 0.00
New ftem temFind | AutoStock | Cafelooue | Stock Statusing. |  Comment | Edit Kit | Invoice Ext
NS UM [8/02/2011  [1:59:49pm  [AMD | 801

2. A pop-up will appear asking for the payment type an amount, along with a summary of
what is outstanding on the account, and what discounts the customer is eligible for. The
types of payments that can be processed through POS are Currency (cash), Cheque, the
Credit Cards Visa/MasterCard/American Express, Bank Card (debit), Miscellaneous & Other
(gift cards, traveller's cheques, etc.). After selecting a Payment Type, press the <ENTER>

key.

AutoPoint® Evolution — Point-of-Sale Quick Start Guide
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F) Payment Processing - TEST DEM (ampossub)
f¥amador @ (%)
Payment Type:
Cheque Number: l 7
Reference:
Payment:
Discount:
OK Cancel
Cumulated Cumulated
Gross Balance Discountable  Eligable Discount Balance Due
As of Month Statement: 1.288.99 .00 .00 1.210.90
Over Due Charges: 1.210.90 00 00
Previous Period: .00 00 00 1.210.90
Current Period: 78.09 00 00 1.288.99
Future Charges: 28.676.94 00 00 29.965.93
Balance Due: 29.965.93 00 00 29.965.93
[ INS NUM [8/02/2011  [2:02:04pm [AMD | 801

3. For all types except “"Cheque”, the cursor will move down to the Reference Field, which will
fill in with the payment type selected. This can be modified, if needed, or accepted as the
default by pressing the <ENTER> key. Enter the payment amount, accept or change the
calculated eligible discount, and click on "OK”. A payment-type invoice will print out, and
the amount entered will be posted to the customer’s account.

F) Payment Processing - TEST DEM (ampossub)
L¥amador @ (%)
Payment Type: |1 -Curency =
Cheque Number: |
Reference: [PAYMENT CASH
Payment: 1288.99
Discount:
OK | Cancel
Cumulated Cumulated
Gross Balance Discountable  Eligable Discount Balance Due
As of Month Statement: 1.288.99 .00 .00 1.210.90
Over Due Charges: 1.210.90 00 00
Previous Period: .00 00 00 1.210.90
Current Period: 78.09 00 00 1.288.99
Future Charges: 28.676.94 00 00 29.965.93
Balance Due: 29.965.93 00 00 29.965.93
[ NS NUM [8/02/2011 [2:03:43pm [AMD | 801

4. For the payment type “Cheque”, the cursor will drop down to the Cheque Number field,
where you can enter the cheque number up to 6 digits. Press <ENTER> and the reference

field will fill in with the cheque number just entered.

Modify the reference and press

<ENTER> to accept the default reference. Enter the payment amount, accept or change
the calculated eligible discount, and click on “"OK”. A payment-type invoice will print out,
and the amount entered will be posted to the customer’s account.

AutoPoint® Evolution — Point-of-Sale Quick Start Guide
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2-Cheque -

Payment Type:
Il:heque Number:

| 12348 o
Reference: PAYMENT CHEQUE

e
—
o | omoa |

Payment:

Discount:

Gross Balance
1.288.99
1.210.90

.00

As of Month Statement:

Over Due Charges:
Previous Period:
Current Period:
Future Charges:

78.09
28.676.94

Balance Due: 29,965.93

Discountable

Cumulated Cumulated
Eligable Discount Balance Due
.00 1.210.90
.00
.00 1.210.90
.00 1.288.99
.00 29.965.93
.00 29.965.93
INS NUM |8/02/2011  |2:01:09pm |AMD | 801

Payments received through Point-of-Sale will appear on the End of Day report, and will be

included on the Cash Summary report.

Payments can be voided, using the same steps as

voiding an open or invoiced order, as long as the void is done before End of Day is completed.
Otherwise, a payment can only be reversed with an invoice-type sales entry, through Sales

Entry and Adjustments.

©

see the

Adjustment.

Although the payment will post as an open payment to the charge customer's
account and update their balance when the payment is invoiced, the payment
cannot be applied to outstanding invoices before you run End of Day. Please
"AutoPoint® Evolution Users Manual” for more information on
applying open payments, and on reversing payments using a Sales Entry and
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Leave an Order Open, Print Open or Save as a Quote

If an order in Point-of-Sale is not invoiced or voided, it will have the status of Open, Printed,
Picked or Quote:

* An Open order was exited without being printed.

e A Printed order was printed as an open order.

* A Picked order was printed as a pick-ticket or a packing slip.

* A Quoteis an order that is saved and can be later converted to an open order.

An Open Order saved as a Quote in Point-of-Sale should not be confused

with a Quote that was created in the Quotations module (see the
@ Quotations Quick Start Guide for more information.) A POS Quote can only
be accessed from within POS. However both types of Quotes will not
reserve quantities on the parts contained on the Quote.

To exit an order without invoicing it, or saving it as a Quote, do the following:

Create an order in Point-of-Sale, as described previously in this Guide, but instead of clicking on
the “Invoice” button to close the order, click on the “Exit” button or press <F8>. A pop-up will
appear with several options:

* If you enter an Alt-Printer, then the invoice will print on that

printer instead of the default Invoice Printer set up in the CRT
o record.
A["P—"'TE » Packing Slip will print a packing slip on the packing slip printer,
with items that have been added to an order.
Packing Slip * Pick Ticket (New) will print a pick ticket with items added to

Pick Ticket (New] the order.
L]

Pick Ticket (Complete) will print a pick ticket with all items on

Pick Ticket [Complete) | the order.

Quote | * Quote is only available on a new order. It's used to convert the
: open order into a quote.
_ PintOpen | + Print Open will allow you to print the invoice without closing

Leave Open (invoicing) it.

* Leave Open allows you exit the invoice without printing or
invoicing it.
Void * Missed Sale, if available, will record the order as a missed sale.

— I ¢ Void will void the invoice.
Invoice

Invoice closes the invoice and sells the items to the customer,
ek prompting for payment if required.
Cancel | * Exit will leave an open order un-invoiced or exit a closed/voided
invoice.
e Cancel will close this window and return you back to the order
in the POS entry screen.

Missed Sale
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Look Up and Modify an Existing Order

If an order was exited with a status other than “Invoiced” or “Void”, you can look it up the in
Point-of-Sale Inquiry and make modifications to the order. The types of changes that might be
made to an existing order would be changing the quantities on line items, adding line items
and/or comments, changing the Ship Via, or even changing the customer.

There a number of ways to bring up POS Inquiry to find the open order; you can find it under
the Inquiries menu at AM0607, from the Hot Menu under Inquiries - Point of Sale, or click on
the “POS Inquiry” button on the POS Security window, shown below:

:’QJPOS Login - TEST DEM (a2sec3)

ramador @ (W]
Zn
Al gamador

[
ok | Ba
Daily Sales I POS Inguity I Invoice Hist | P/0 Maintenance | Stock Staus

1. In the Point-of-Sale Inquiry screen, enter or select the data in the ranges to limit the results
display, or click on the “Search” button without any changes to list all orders, sorted by
date:

&%) Point Of Sale Inquiry - TEST DEM (amordering)
tramador GO & wld @9 @1 X @ ©
Order Number: | |
Customer Number: ﬂ Customer:
Counterman:
Type: 7-Al v
Source: Al hd
Status: Al =
Order Customer
Selection Number Date Time Counter Number Name PO Number Type Source  Status
Edit Orde; Search
Enter Order Number or Blank to Scan by Customer INS NUM [7/28/2011 5:31:31pm |AMD | 800
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2. After entering the search options and clicking on the “Search” button, the search results will
display in the detail window. You can view the order details by double-clicking on the
highlighted line, or selecting the line and clicking on the “View Details” button:

&%) Point Of Sale Inquiry - TEST DEM (amordering)
tramador GO & wld @9 @1 X @ ©
Order Number:
Customer Number: J Customer:
Counterman:
Type: A %
Source: A =
Status: A -/
Order Customer

Selection Number Date Time Counter Number Name PO Number Type Source  Status

1 14:05 DEM 23 CRANE CARRIER COMPANY

2 5692 10/02/00 17:01 DEM 999035 Cash Sale CashCR  Counter  Voided

3 5691 10/02/00 13:04 DEM 15 ATLAS EQUIPMENT & SUPPLY Charge Counter ~ Open

4 5690 10/02/00 13:00 DEM 999035 Cash Sale CashCR  Counter Invoiced

5 5689 10/02/00 11:14 AMD 2810 HMW CONSTRUCTION LTD. CUSTOMER PO NO Charge Counter  Invoiced

6 5688 10/02/00 19:41 AMD 850001 MS. NICOLE L. CARRIERE Cash Counter ~ Open

7 5687 10/02/00 19:18 AMD 850001 MS. NICOLE L. CARRIERE Cash Counter ~ Open

8 5686 10/02/00 14:55 AMD 999035 Cash Sale Cash Counter  Voided

9 5683 10/01/00 17:35 AMD 15 ATLAS EQUIPMENT & SUPPLY Charge Counter Picked

10 5676 10/01/00 16:35 AMD 850001 MS. NICOLE L. CARRIERE Cash Counter ~ Open ﬂ

Iv.ew Details | Edt Order I Gearch |

[owr NUM [7/28/2011  [5:35:41pm |AMD | 800

3. Click on the “Edit Order” button after selecting or viewing the order, to pass it to Point-of-
Sale Entry (after entering your counterman initials first):

&%) Point Of Sale Inquiry Detail - TEST DEM (amordering)
gomodor GO & v @9 B> @ ©
Order Number: 5687 Terms: CASH
Customer: 850001 MS. NICOLE L. CARRIERE Ship Via: COUNTER
Type: Cash Counter:
Source: Counter Date: 10/02/00 Tax Group:
Status: Open Time: 19:18 PO Number:

Ref Part Number Order Ship. B/0 Code Unit Price Extended
1

1 FEN 614018

Discount 2%:
Sub-Total: 1359
GST/HST: 82

PST:

Total: 14.41

4. In Point-of-Sale Entry, you can make modifications to the order header and the order details
(if your security permits it,) or add lines to the order and recalculate the order totals. Line
items cannot be deleted, only the order quantities zero'd out or the comment line blanked
out. It is possible to move line items by selecting the line and pressing ALT-<F11>. Once
you've made all the modifications to the order, you can then leave it open or invoice it, as
per the POS options described in the previous section.
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Void an Open or Invoiced Order

If an order was created or invoiced in error, you can void the order to reverse the sale or return
for credit transaction. Voiding an open order will take the items off reserve, and voiding an
invoice will return the on-hand item quantities. If the voided order was a cash sale, the
payment will be refunded, and if it was a charge sale, the amount posted to the balance on the
customer’s account will be reversed.

You can only void an invoiced order if it hasn't gone through End of Day, yet!
@ That is, the order has not been posted to Invoice History. If the invoice

has gone through End of Day, your only option to reverse the order is

generate a credit/charge invoice for the same items at the same prices.

1. To void an open or invoiced order, go to POS and log in using your counterman initials. If
you know the order number, enter it in the Order Number field. If you don’t know the order
number, click on the “?” button next to the Order Number field to go into POS Inquiry, and
search for the order you'd like void.

2. Once you've brought up the order in POS, click on the “Exit” button in the bottom-right
corner of the screen, or press the <F8> key to bring up the “POS Options” pop-up.

3. From the “POS Options” pop-up, click on the “Void"” button, which is followed by the pop-up
to enter the Counterman Initials of the user that has high enough security to void orders:

Alt Printer:
i
Packing Slip I

Pick Ticket (New) I

Pick Ticket (Complete)
Huote I
Print Open I
Leave Open I

Missed Sale

|
Password to Void
Cancel OkI Cancel

4. After entering the appropriate Counterman Initials, a copy of the voided order will print out
on the terminal’s default invoice printer. The status of the Open or Invoiced order will then
be changed to “Void”. A voided order cannot be un-voided, so the status cannot be
returned to “Open” or “Invoiced”.
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Run End-of-Day Processing

The current business date is not always the same as the system date in AutoPoint®, and the
two dates are independent of each other. The current business date, as stored in the Branch
Maintenance record, determines the date that is used for various transactions in AutoPoint®,
and you can only move it forward by running End of Day Processing. The End of Day Process
will go through all the Point-of-Sale transactions for the day, calculate the change in sales,
inventory and A/R for the day, and post the transaction details and totals to Invoice History,
Detail Sales, Sales Analysis and the A/R sub-ledger. The End of Day Process generates reports
that list out and summarize all the transactions for the business day, and from these reports you
can determine the bank deposit for the day.

Before running End of Day Processing in the branch, all users must be at a Main Menu screen so
as to not lock any essential files or records. To initiate the End of Day process, go to the menu
option End of Day/Week/Month - End of Day - Run End of Day Process (AM080101):

2] End of Day - Branch Selection - TEST DEM (ameodproc) O[]

Lframador 7grun

Range Selection: Beginning Ending

[:IET T N S AMD - AMADOR. MAIN BRANCH

select a Branch 7

1. Select the branch to run the End of Day Process on (it will default to your terminal record’s
default branch.) Click on the “Run” icon or press the <F12> key. The Output Selection
pop-up will then appear, prompting you for the printer to send the End of Day reports to.
Click on “Spool” to save the reports before printing them.

When running any kind of report in AutoPoint®, it's a good idea to spool

the report instead of printing it, so that you can view it in the spooled
@ reports viewer to see if the report is giving the results you are looking
for, without using up a lot of printer paper.
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2. The next screen in End of Day Processing will prompt you for the next business day, along
with other EOD options to print selected reports. The next business day will default to the
next calendar day that the branch will be open for business (the Company record
determines whether the next business day will fall on a Saturday or Sunday.) Accept the
default next business day, or change the date to the next day the store will be open, and
click on the "Run” button, or press the <F12> key:

28] End of Day - Branch Selection - PORKY TEST DEM (ameodproc) O[]

Lframador 7grun

Range Selection: Beginning Ending
Branch ID: AM

[V Print Any Optional EOD Reports ?
[~ Only Print Reports ?

Next Business Date: | 10/03/00

Current Business Date: 10/02/00 - Monday

Print The Detail Sales End of Day Report? A

The next business date can be up to five days after the current business

@ date. If the store is closed for an extended period of time, you may have
to run the End of Day Process more than once to move the current
business day past the five-day limit.

3. The End of Day reports will then be generated and saved to spooled reports, and once they
are complete you will get the prompt to update files. If there are no gross profit errors,
check the box next to “Update files?” and click on the “OK" button:

%) Update EOD Files 2 - TEST DEM (ameodproc)

********NOTE********

Before Updating Files, make sure that all GP Percentages and Report
Totals have been verified and are correct.

Also, verify that all Reports have been Printed before Updating |

If there are GP errors, then do not check the box to update files, and

click on "Continue”. End of Day will then abort, giving you the opportunity
@ to check the orders with GP errors and void them, if necessary. You can

then re-run End of Day Processing, and update files to complete EOD.

4. The remaining End of Day reports will be spooled, and the appropriate data files updated.
If the system option to print the A/R G/L Distribution report is enabled, the program window
for this report will then appear to complete the End of Day process.
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Glossary of Terms

Abbreviation/Part Number:
The three letter vendor code and number without dashes etc. assigned to the item.

Abort Order:
The message appearing on the display when the <F8> is pressed while invoicing. To abort or cancel
an the order, press <F8> and answer “Yes"” to the question.

Available Quantity:
The quantity On Hand less the quantity On Reserve equals the Available Quantity.

Backorder:
When an item has an insufficient quantity you may choose to backorder it for the customer which
means that when purchase orders are sent, the quantity on backorder will be added to the total
quantity ordered. The backorder quantity appears in the B.ORD field on the invoice and no amount
will display in the EXTENDED field. If the item is only partially backordered, then the customer will be
charged only for the amount he receives.

Buyout:
An option for Insufficient Quantity on hand when you buy the item from a competitor and then sell it
to your customer. Should you choose this option, you would see BYO both on the display and the
invoice indicating that you bought the item out.

Cash Credit:
Giving a customer cash for merchandise he returns. On the Point-of-Sale display, you select “2 -
CashCR” in the type field.

Cash Customer:
A customer that does not have a pre-established customer number or account, also known as a
walk-in customer. <F6> tells the system to bring up the generic cash customer number and charge
him accordingly.

Cash Sale:
Any transaction where the customer pays with <1> Currency, <2> Chq, <3> Visa, <4> MCard, or
<5> Amex <6> B-Card <7> Misc <8> Other (Money Order, Gift Certificate, Traveller's Cheque,
etc...) <9> Split

Cash Tendered:
The amount of cash given to you by the customer. You must enter the cash tendered amount so that
the system can calculate the change you owe the customer.

Charge Customer:

Any customer who has an account already established in the system with a terms code extending
credit. Charge Customers are NOT those customers using Visa or MasterCard.
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Charge Credit:
Giving a customer credit towards his account for merchandise he returns. On the Point-of-Sale
display, select "4 — ChargeCR” in the type field.

Closing Out the Invoice:
When you have finished entering information on the invoice, click on “Invoice” to end the order. For
charge customers, the invoice will print immediately unless the customer is over his credit limit at
which time a high security person must authorize the override. For cash customers, you must enter
the payment type when closing out the order, then for currency or check, you must enter the amount
tendered. The invoice will then print and the order is closed.

Code:
Indicates if an item is <T>axable, <G>o0ods and Service tax exempt or not depending on the invoice
designation, a <N>on-discountable item or if it is one of the following return types: <C>ore,
<M>erchandise, <W>arranty, or <D>efective. These codes automatically appear on the display as
you enter taxable or return items and they also print on the invoice.

Comments:
Messages entered anywhere on the invoice and of any number of lines. Enter a comma <,> in the
abbreviation field and press <ENTER> and a space will be provided for your message.

Core:
The basic component of exchange items. It can best be understood by comparing it to a bottled soft
drink-you drink the contents and return the bottle for credit. The Core is the part of the item that is
returned for credit. For example, alternators and brake shoes include a core which can be returned
for credit.

Core Balance:
The system automatically updates each customer's core balance each time an exchange item is sold.
In Point-of-Sale, when a customer returns cores, he is only entitled to his core balance.

Core Deposit:
The deposit that the customer pays for the core portion of the exchange item. The system
automatically brings up the core deposit when an exchange item is entered.

Core Return:
After the Core Deposit has been entered, the system asks if the customer is Returning Core? Click on
“Yes” if the customer is returning a dirty core for credit or click on *No” if he is not. Remember to
enter the negative sign after the number of cores being returned.

Core Sale:
Occurs when a customer purchases an exchange item, is charged a deposit and returns a raw core,
leaves, and then comes back to return the exchange item. When you accept the item as a
<M>erchandise return (because the item was unused), the system automatically brings up the Core
Deposit to be credited and then asks Returning Core?. The question refers to you returning the dirty
core back to the customer and if you answer <Y>es then you have made a Core Sale.
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Cost:
The amount paid to the supplier for each item. Countermen rarely see cost. In the case of a buyout,
you must enter the cost of the item.

Counterman Security:
A code assigned by your manager that allows you to access Point-of-Sale and also controls what
transactions you are able to complete.

Counter Invoice:
Any invoice that is completed over the counter as opposed to in the shop.

Credit:
(1) A credit line amount extended to the customer that allows him to charge to an account.
(2) Accepting return items for which the customer receives cash or a reduction of the amount he
owes on his account.

Credit Limit Override:
The process by which a customer can have additional credit extended to him should he exceed his
established credit limit. A high security person must authorize such a transaction.

Cross Reference:
A feature unique to the AutoPoint® system that links related items together. An exchange item will
have a core cross reference, a discontinued item will be cross referenced to show the item that
supersedes it, and an item with insufficient quantity can be substituted with a related item if a cross
reference is established.

Data:
Information entered into the computer for processing. For example, information entered on an
invoice is data.

Default Value:
A setting that is automatically used by the system when no other explicit information is entered into a
field.

Defective Return:
Returned item(s) that do not operate properly and are not warranty items. They cannot be put back
on the shelf.

Deleting Items from an Invoice:
Items can be deleted from the invoice in two ways. If you are entering the item and decide that you
do not want it on the invoice, press <F8> twice and the entire line item will be abort the line item. If
however, you have saved the line, you must change the quantity ORDERED to zero. As a result, the
customer will not be billed for the item and your inventory will not be affected.
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Demand Override:
Occurs when you do not want a sale included in your sales history. Click on the blue “Codes” field
title, and in the pop-up, check the box next to "Demand Override”. If you decide to include the sale,
check this box and history will be updated.

Detail:
The bottom portion of the invoice which contains the line items and the amount of the sale.

Discount:
The percent of the total invoice amount to be deducted from the invoice. To enter a discount, click
on the order discount field above the sub-totals and enter the percentage to apply to the discountable
items.

End of Day Process:
A process run every day, which produces daily sales reports, closes out the current business day.

Exchange Item:
Any item that includes a core.

Excluding Sales from Demand History:
See Demand Override.

Exit/Cancel:
When you need to exit from an invoice, menu, or even the system, press <F8> until you reach your
desired destination.

Extended Price:
The last column in the detail portion of the invoice. The figure is derived from multiplying the
quantity SHIPPED by the Unit Price.

Field:
The area on program window where you enter specific information. For example, the header portion
of the invoice contains eight fields, one of which is the SHIP VIA field.

Function Key:
The top row of keys on the keyboard that allow you to take short cuts when using the system. For
more information, refer to the section on the keyboard.

Header:
The top portion of the invoice containing pertinent information about the customer.

History:
A record of sales transactions that is usually used for sales analysis and tracking item demand.

Holding Invoices:

After entering items on the invoice, you may need to leave the order open so that the customer can
add more items later.
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House Account:
Your company account is charged for merchandise removed from the shelf to form another type of
inventory, for example mixing paint or making kits. A “HOUSE"-type account will NOT update any
accounting figures.

Invoice:
(1) The form on which the system prints data entered from Point-of-Sale.
(2) A receipt for your customer.

Invoicing Cores:
Enter the exchange item and the system automatically brings up the core. If there is no change to
the deposit for the core, press <ENTER> and the system asks if the customer is Returning Core? If
yes, press <ENTER> again and the core deposit is credited from the invoice. If the customer does
not return a core, select "No” and he is charged the deposit.

Invoicing Non-Inventory Items:
If you are selling an item that is not an inventory item, you must use a valid abbreviation. (If a
miscellaneous Product Line has been established, you may use that abbreviation.) At the bottom of
the display, you will see Not on File. Press <ENTER> to continue and a space is provided for you to
enter the item's Description and Cost. Enter the quantity being sold and select the option that
applies: <2> Lost Sale, <3> Buyout, <4> Backorder, or <5> Transfer. Option <1> Override is not a
valid option since the item does not exist within the system.

Invoicing with an Insufficient Quantity Available:
If you enter an item on the invoice and there is not enough stock on hand, the following message
appears:
Insuff. Qty. You must then enter the sale as one of the following: <1> Override, <2> Lost Sale,
<3> Buyout, <4> Backorder, or <5> Transfer. Notice the system calculates the quantity that must
be obtained in order to complete the invoice. If the item has a Substitute or Supersede cross
reference, a message to that effect appears on the display.

List Price:
The highest price paid for an item, usually described under Pricing Field 1.

Maximum Stocking Quantity:
The most of a given item that you should have on hand at one time. The system uses this
information for generating Purchase Orders.

Menu:
The list of choices presented by the program. For example, Point-of-Sale is the first choice on the
AutoPoint® Menu.

Merchandise Return:

When a customer brings an item(s) back that can be returned to your current inventory. At the point
when you enter Return Type, select “"Merchandise.”
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Minimum Stocking Quantity:
The smallest quantity of any given item that you would have on hand at one time. The system uses
this information to generate Purchase Orders.

Open Invoice:
An invoice is open if you have put it on hold. In other words, you did not click on “Invoice” to end the
order and you had clicked on “Leave Open” in the POS Options.

Order Number:
The top field in the header section of an invoice that records the invoice number assigned by the
system. Press <ENTER> to back up to the order number.

Override:
The procedure for disregarding normal system processes.

Payment:
The amount a customer chooses to apply towards his account. To accept a payment, select "5 —
Payments” in the Type field on the Point-of-Sale window. Enter the amount and the cheque number;
the system applies the payment when the End-of-Day Process is run.

Point-of-Sale:
The menu option you choose to perform normal invoicing.

Pricing Field:
Items usually have six price fields. Each field reflects a different price for the item. Each customer is
assigned a specific price field.

Program:
A set of instructions describing actions for the computer to perform.

Purchase Order Number:
In Point-of-Sale, the customer’s purchase order number is the bottom field of the header. If the
customer gives you a purchase order, you should record the number in this field. In Purchasing, the
Purchase Order Number is the number assigned to each purchase order generated by the system.

Recalling Open Invoices:
A process that allows you to call up open invoices to view on the display. Press <ENTER> at the
Customer Number field on the Point-of-Sale display to move to the Order Number field. <F1> will
bring up the first held invoice. Press the <F2>Next and <F3>Previous key to bring up each
additional held invoice.

Reference Number:

A number assigned by the system to mark each separate line item on an invoice. For example, if you
had five items on an invoice, the reference numbers would be 1-5 modifying each line item.
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Reserve Items:
Those items entered on a hold invoice. The inventory decreases but history is not updated until the
invoice is closed. You can see the quantity On Reserve from the Stock Status display.

Return:
A type of transaction that occurs when a customer brings an item back for exchange or credit. A
return is invoiced like a sale. You can enter a return in Point-of-Sale by choosing "2 — CashCR”, “4 -
ChargeCR” or you can enter it on an invoice with sale items as long as you enter it as a negative
quantity.

Returning Core:
A question asked by the system when you invoice an exchange item. The system automatically
charges the customer for the core deposit and asks if the customer is “Returning Core?”. If he is,
then the system automatically credits him for the core deposit. It can also refer to returning an
exchange item in which case, you should refer to Core Sale.

Ship:
The Ship column is located in the detail portion of the invoice display. It represents the number of
items the customer is actually receiving as opposed to what was actually ordered.

Ship Via:
This field, found in the header, determines how the items on the invoice will be shipped. For
example, the items may be shipped by Loomis or by company truck or by the customer himself. The
Ship Via determines whether the tax group assigned to the customer will be the one assigned to the
branch or to the customer.

Shop Invoice:
An invoice transacted in a shop as opposed to over the counter. Shop invoices are more likely to
have labour charges on them, and could be used as a basic type of Work Order.

Source:
This field, located within the header, determines the origin of the invoice, either “Shop” or “Counter”
invoice.

Stock Status Inquiry:
While entering an invoice, you can access the Stock Status Inquiry by clicking on the button at the
bottom of the POS window. This inquiry may also be accessed from the Point-of-Sale security
window. After completing the inquiry, you must close the Inquiry window to return to the invoice.

Substitute:
Any item can be cross-referenced to a compatible substitute item. That is an item that can be used in
place of the original item should it be out of stock. If set up correctly by your manager, a substitute
cross reference will appear on the Point-of-Sale display when there is not enough on hand to fill an
order.

Sub-Total:
The amount of the invoice before tax is added and before discount is subtracted.
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Supersede:
When an item is discontinued or cancelled, another item with a new part number may be assigned to
the old item by creating a superseded cross-reference. When the old item is entered, a superseded
part number will appear on the display if the old item does not have available stock.

System:
A system is composed of hardware and software. It includes devices operating off of the computer
and programs run on the computer.

System Security:
A means of restricting the availability of the systems features by certain personnel. Security is set up
by your manager to allow you to perform particular functions and to monitor those tasks you do
perform.

Tax:
The PST and GST/HST amount charged to the customer based on government specifications for that
customer's tax group.

Taxable and Non-Taxable Items on the Same Ticket:
If you need to change a taxed item to a non-taxed item and vice versa, click on the blue “Codes” link
and the system automatically alters the tax status of the item just entered.

Tax Group:
A field in the header that tells you what type of tax the customer is being charged based on all valid
taxing authorities.

Tax/No Tax:
A function key that allows you to change the tax status of an item. To perform this task, click on the
blue “Codes” link.

Terms:
The way in which charge customers will pay on their account. Your manager will extend a certain
type of payment terms to each customer and this information will appear in the Terms field in the
header portion of the Invoicing display.

Total:
The final invoice amount including tax, labour, discount, etc... It is the actual amount the customer
pays.

Transfer:
An option used for invoicing with Insuff. Qty. You may choose to transfer items from another
company store.

Transfer Account:

The account used to make transfer sales. A transfer sale is a sale of merchandise between stores.
Each store should have its own transfer account. Transfer sales do not update demand history.
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Type:
This field is found in the header portion of the invoice and refers to the type of payment the customer
will make for this order. You must enter a valid Type in order to invoice. They include <1> Cash,
<2> Cash CR, <3> Charge, <4> Charge CR, or <5> Payment.

Unit Cost:
The cost of the standard selling unit whether it is by each or box. In most cases, you will not see the
cost displayed.

Unit Price:
This is the price of the item that the system automatically supplies based on information set up in
various records. Press <ENTER> if the price is right or you may change the price if necessary. Note
however that the system logs this as a price override and prints out a report to that effect as part of
the End-of-Day Process.

Void:
A message which appears on the display when you recall an invoice that has been voided. It also
prints on the invoice when the order is voided.

Voiding an Invoice:
If you have already completed the order by clicking on “Invoice” and printing the invoice, then you
would need someone with high security to recall the invoice and void it.

Warranty:
A conditional guarantee that entitles customers to return an item for credit. A warranty item can be
flagged in Point-of-Sale by selecting “Warranty” when prompted for the return type. The system
records the item as a warranty item but it does not print on the invoice.

Warranty Return:

When an item under warranty is returned, you must enter that information into the system. Enter the
return item and when the system asks you for the return type, click on “Warranty.”
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