Global 3000 Notes

Global 3000 Sales Order Processing
Transaction Desktop

(Updated September 2018)



Table of Contents

Global 3000 Sales Order Processing Transaction DesKtop ... 13
LLLTge e [V ot 1 Lo s R SRSU 13
Discrepancies between the SOftware GNd tRESE NOLES ...........c.coocueeeeeiriieeee ettt ettt 13

TranSaCtioN DESKIOP ...ccoiiiiiiiiiiiiiie ettt 14
LTL Ao [V ot 1 Lo s RS 14
Qe LA Lot f Lo B D=1 e 11 K 14
FE Qo T Ko Tox d [T (I O L= O K] N 14
LIN@ DETAIIS ..o 15
L2104 (o] ¢ RSP 15
LG T Ko ot Lo B D=2 e 11 KOO 15

[tems in the ‘TranSaction DEtAilsS’ SECLION ......uuuuverereiiiiiiiiiiiiiiiereiirererererererarerare—er————————.—————_—ararararerararssssssssssssssssssssssssnrens 15
Transaction LiNe LiSt / LiN@ DETAIIS SECEION . .........uueeeeeeeeeeeeeeeeeeeeeeeeeeee e e eeeeesetteteseresssastetesssesssssseetesssasssssssstessssssssssesesssessssnes 19
TrANSACHION LINE LISt ceevtuieiiiiiiiiiiiie ettt ettt e e e e et ee e e e et e eat e e eeeeeeaa b aeeeeseas st seeessessssansseesssssrsnnseessssesrannseeessenes 19
Items in each line of the TranSACtioN LINE LIS ......cooiiuriiiiiiiiiiiiiiiiiee ettt e e e e e e e eeaaba e e e e e eeesantbareeeeeeenns 19
[ L T=2 0 =3 e 11 KRS 22
[tems in LiN@ QUANTITIES COIUMN ...uuuiiiiiei ettt e e e et e e e e e e e tbr e e e e eeesetbabaeeeeeesesstssaeaeeeseeaassssaseeeeeensnssaneeesenaes 22
[EEIMIS 1N LINE VAlUS ...uvviviiiiiiiiiiiiitiiiittrittieteserebebarereberaberabarersressrsssssrassssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssnsnsssnsnrnnn 23
[£E@MS iN LINE COAES COIUMIN ooiiiiiiiteieee ettt ettt e e e e e st e e e e e e e e e ttbaeeeeeeesesbaaaeeeeeeseanssbaaaeeeseeasssssaseeeeeenssssareseeenans 23
L0 o o IR 24
WYt T Y o TN 2 0 o o 1N 24
BN LT Lot A oT o I 2 U o] o [ USRS 25
[T Y= = T o o RPNt 26

DESKIOP PrOfile .. e aaaaaaaaa 27
LLd Ao [V ot 1 Lo s BRSSP 27
Desktop Profile — TranSACtION DEFAUILS ..........ccc..uueeeeeeeee ettt e e e ettt e e e e e e ettt a e e e e e s e sattaaaaaeeesssassaaaaaeeasssssssaaasans 28

Takd e Yo [V ot To] o FUUU OO ETRRRUOOP PPN 28

R Lo Lot oY T D= = 10 TR 29

5 70 10 o 1R 29
Desktop Profile — CONfiGUIGLION SETEINGS. ........cc..uuueeeiieeeeeeeeeee e e ettt e e e ee ettt e e e e e e ettt aaaeeessstssseaaaaesassssssasaaaesassssssanaaasans 30
Takd e Yo [¥ ot To] o FUUUS OO UPPPUPPRN 30
(07070 7 ={1 ] =1 o SR 30
2T o] o U UPRRURRPRt 31
OAUES] (o] g L=l B I=] =11 KR 32

Page 2 of 139



LLd Ao [V ot Lo s R SRPUUPR 32

TeMPIALE ACCOUNT SEIECTION ...ttt e e e et e e ettt e ettt e e e et aeeaatte e e asaeaseasteaaeaasteaeaanseaeesssaeenasseaesassees 33
INEW ACCOUNT SECLION ...ceeeeeeeeeeeee et ettt e e e ettt e e e e e ettt eee e e e e e st st aaee e e s s e saaaaeeea s s s esaaaeees s s sasaaaaesesssssssaaaeessssssssnnes 33
Yo Lo =X XN Y =Tt 1 o] IO USRS 33
(00041 (o Tot Y=Lt 1[0 ] UUU U U SURUUURIPPRRRNY 33
[0 o [ Y =Lot 1 (o) ¢ BTSRRI 34
DELAIIS SECHION .....c.ccccooeveeiiiiiieiiieeeeeee e 34
L2104 (o) ¢ RSP UPURN 35
TraANSACTION SBIECTION «.euiit it e e e e e e e e e e e e e b e e e e e et e eberaneees 35
INEFOAUCTION ..o 36
STz 1L O 0 [T R 36
T d oo [V lor 1 (o) ¢ DOUT OO U UPPUPUPUUPPUPPRRINt 36
OFQOE LISt ..o 37
DELAIIS SECHION ..o 37
L0 o oI URU N 38
ENQUITY TYPE SEIECTION ... . e e e e e e e e e e e e e et e e e eeeeenanne 38
L v oo [V ot Lo s OO OSSPSR 38
L0 o o RN 38
StOCK FOIECAST ENQUITY «eeeiiiiiiiii e ee et e e e e e e e e e e e e e e e e et e e e e e e e e e eesaaaa s 39
L Ao [V ot 1 Lo s OO PRRRU PP 39
(@14 [ BN Y=Lt 1 o] ISR 40
Qo Ta R Lo [0 Y=o o o I 40
DELAIIS SECLION ..o 41
L) e 1R Y =Tot 1 [ £ OO TSSO PURUN 41
10 e o LI UUUURURRRY 41
(0] g STox=Eo] 1D T < 41
LLd Ao [V ot Lo s OO RSP UTRRPUUSRRPP 41
BACK 10 BACK DELAIIS ....uieiiiiiiii et e e e e e e eanas 42
INEFOAUCTION ..o 42
Details SECEION (OFAEI SUMIMGIY) ....ccc..vveeeeeee et e et e et tee e et e e e ettt e e st e e ettt s e eaasteaesanseaeaaasssaaassesensssssasssssnasasssesannnnes 42

Page 3 of 139



T e PR 43
(OF= 1 R ) il B =] = 11 F TR 43
LLL Ao [V ot 1 Lo s SRS 43
Details SECEiON (CAlI-Off DELQIIS) ......coeuveeeeeeeeeeeee ettt ettt e e et e e et e e ettt e e e et e e e sseaeesasasaaassesenssssaasaasssasasssesannnnes 44
(600 1o} LT =X O PSP PPUPPUOPUPPTRPPI 44
[0 o T Y =Lor Lo (O 1 e SR 46
LV a e sl (o] Eo} j BSOS UPRPPINt 46
L) e 1R Y =Tot 1 Lo ¢ OSSR 46
Y] Lo [T LR =] = TR 46
INEFOAUCTION ..o 47
Details SECtioN (SCREAUIE DELQIIS) ..........coeeueeeeeeeee ettt eete e e et e e et e e ettt e e e atse e eesseaeesasasasassesenssssaasastssasasssesananens 47
Yo 1 L= [ ] = 47
Details SECtion (SCREAUIE WINGOW).........cc..oeeueeeieeeeeee et ettt ettt et e et e et e et a et a s bt e e st s e st e e sea s saaesessassasasesenssasses 51
BULLON (SCREAUIE WINTUOW).......ooceeeeeeeeeeeeee ettt e et e et e e e et e e et e e e et saeaatseseesssaeaaasasaaaasseseasssssaeastssasasstesanansns 51
I 1 ] 51
RN G STz L0 ] IO 0 o = 51
INEFOQUCTION ..ottt aaaaaaas 51
I A T=B D=t e 11 KR Y=Lor (o] s BTSSP 51
Jat=T0 kYo B Y= ox 1 [ ¢ JP O UURUN 52
=T LU L =To I I T ) S PEPPPPRPRRIN 52
L ae e [V ot Lo s BTSSP 52
DELAIIS SECLION ..o 52
(OF g =To ) O T =Tod S = 11 =T 52
LLd Ao [V ot 1 Lo s OSSR 52
10 e o LU UUUUUURRNY 53
(70T 0} VA I &= 1T Tox o ] o ISP 53
LLd Ao [V ot 1 Lo s OSSR 54
COPY FIOM SECLION .o 54
COPY TO SECLION...ccccceeeeeeeeieeeeeeee ettt e e e e e e e e e e aaaaes 54

Page 4 of 139



[0 g o [ R Y=Lot 1 [ ¢ BTSSR 55

(00000 1] ] =3 1 o £ SR 55
(@ 1o 1= g o)V = 0 To 11 o3 56
LLL Ao [V ot 1 Lo s SRS 56
[TVl ol=le W oo Yo [V ot RN Y= ox 1 o ¢ DU SRR 56
o LY Y [ 1Yo ol AN Y =Tox 1 (o] ¢ B U UTRTPPRR 57
L o Lo D= e ] I =Tt o o SR 57
12104 (o) ¢ RS UPUURN 57
L= AT Tt (0] I =] = L 58
T d e e [V lor 1 (o) ¢ DOUT OO U UUPPPUUUUPPTRPRIINt 58
DELAIIS SECHION ..o 59
Rl (=X DA (o 1 Y= ex 1 (o) £ F TSRO 60
DESPALCH DELAIIS SECLION ...ttt ettt st e e st e et e st e e bt e st e s bt e s bt e st e sseaeseeeseenaneas 60
RY =201 [ Jo KRR Y={ot 1 o] o RSP PPUPPPPPN 61
L0 o oI URU N 62
(@1 =To 11 \\ o] (=T @ o ] £ o o 1= SRR 63
L v oo [V ot Lo s OO OSSPSR 63
DELAIIS SECLION ..c.cccooeeeeeeeeeeeeeeeeeee e 63
Repeating Order SEIHINGS ...oooiiiiiii e e e e et e e e e e e e e e e s s e e eeaeeeennn 63
L Ao [V ot Lo s OSSR PRSUPP 63
DELAIIS SECLION ...c.cccooeeeeeeeeeeeeeeeeeee s 64
Price/DiSCOUNT SELLINGS .. oo e e e e e e e e e e e e e e e e e et s e e e eeaeeeennn 64
L Ao [V ot Lo s OO SRR 64
DELAIIS SECLION .....ccccooeeeeeeieieeeiieeeeeee e 65
YT o 10T o] L= = T 66
LLd Ao [V ot Lo s OO SRRSO 66
ACCOUNT BAIONCE SECLION ..o, 66
T e PSSR 67
PriNTING/DESPATICH ...ttt 68
INEFOAUCTION ... 68

Page 5 of 139



OPTIONS oot e e e e e e e e e e e e e e e e e e aaaaaaaaees 68

PIINT O TION S ..ttt 69
INEFOAUCTION ..o 69
T e 1PN 69

INVOICE / Credit NOTE DETAIIS .. ccve i e e e e e e e e e eeas 70
INEFOAUCTION ..o 70
DEEAIIS SECHION ..o 70

DEIIVEIY DBELAIIS ... ittt 71
INEFOAUCTION ... 71
DELAIIS SECTION ..o 71
L0 o o RN 72

D F A=Y YA AN o L =TS PSSP 72
INEFOAUCTION ..o 72
Wi Yo o [ X I Y Lot 1 (o] ¢ IO OO U UUPUUOUUPUUURTPRRNt 73
(60041 1o Tot Y=Lt 1[0 T UU U URTTTRIORRRRNY 73
L= 4 g T=2 AN Y=Tox 1 o s ISR 73
T e SRR 73

LAV Zo o= B L= = 11 £ 74
INEFOAUCTION ..ottt 74
I e |1 Y =Lot 1 [ ¢ BTSRRI 74
10 o o B U 74

LAV Lo T3 AN [ =3 75
L Ao [V ot Lo s OSSP URRRPUUSRRPP 75
Yo [0 | =X XN Y =Tt 1 o] IO TSP PPTRS 75
(80041 (o Tot SN Y=ot 1[0 T UU U RUUUURRNY 75
T AN Y={oi 1 Lo B SURPPUSPUPRRPRRRN 76
10 e o LU UUUURPRNY 76

Address Details Changed ... e 76
L Ao [V ot 1 Lo s OO USROS 76
121014 (o] ¢ KU USRS 77

Page 6 of 139



D AT YA [0 (= R RURPPPRPRP 77

T oo [V ot Lo T F USROS 77
0= =T AV 0T (=X R Y=o o o] £ H USSR 78
L= A =T oV Yo o [ XTI Y=ot [ s A SRS 78
INSTFUCTIONS SECLION .ccooeeieeeeeeeeeeeeee ettt e e e 78
0= =T A D=4 (o [ IR Y = 1 (o] ¢ OSSPSR 78
BULBEONS oo aaaaeaas 79
(@01 110 1 1 79
L v oo [V ot Lo s BRSSPSR 79
BULBEONS .o 79
Delivery Details fOr Order/NOLE ......cooi e i i e e e e e e e e e eeanees 80
L Ao [V ot Lo s B UPPP 80
[0 A =T g A DA (o [ KR Y=Tox 1 o) ¢ OSSP 80
T o o U URPRRRN 81
TranNSACTION STATUS ...cooiiiiiiiiiie e e e e e e e e e e e e e e e et e e e e e aaa e e e e e aa e e e eesaan s 81
Lo [V ot o Lo s SRR 81
Select PAyment METNOA ........uuii e e 82
L oo [V ot o Lo T SRS 82
PAYMENT METNOA SECLION .........vevveeeeeeeeeeee ettt e ettt e e e e ettt e e e e e et ss e e e e eeesatassaeaaaeeaasssseaasassassssssssasassesssnssssasasans 82
BUTBEON ..o 82
Confirm PaymMeNnt RECEIVEM ........uuuiiiiiiiiiiiiii e 83
L ao e [V ot o Lo s USSP 83
Payment CONFIMMATION SECLION ........ccccueeeeeeieeeeeee e eeee e ettt e e et e e sttt e e e sttt e e st eaesssesaeaasaeaesnseaessasesaaasseaensnssaasanssnasesssesenannes 83
BULBEONS: oo e e e e e e e aaeaes 83
ProCESS TraNSACTIONS .. .iiiiiii e e et e e et e e e et e e e e et e e e eeaa e e e eeaaaeeeeeraneeeeees 84
T oo [V ot o Lo T SRS 84
BUTBEONS oo a e e e aaeaes 84
[RC=T oL Aol [ Yo I @] 0 14T o o L= RN 85
T oo [V ot o Lo T SR 86

Page 7 of 139



T e PSR 86

L@ T =1 11 2P 86
L g o [V ot o Lo T B SRUUPRRPN 86
F = o 1] Y =dor o (o T USSR 86
Price List BroWSe fOr PrOQUCT ......uuuiiiiiiiiiiiiiiiiii it 87
L a g o [V ot o Lo T BTSRRI 87
PLICE LISES S@CLION ...ttt ettt ettt e e ettt e e e e ettt e e e e e e tb et e e e e e e bb b bt e e e e e e aaassbteaeaeesaasssbteaaaeseasasssaneaeeens 87
F = o 11 Y=ot o Lo T OSSR 88
PrICES SECLION......cccce e 88
DUSCOUNTS SECLION.....cccieeeeeieieeee et e e e e e e e e e e e e aeaaaes 88
BUTEONS .ottt et ettt e e e ettt e e e e e ettt teae s e e e ettt a e e e e e e et t e ae e et ettt aeea e et ettt aaaa e e et tataaaeterttat—aaaaaerntaaaaaan 88
Dates for Order Line (Normal POOled LiNES).........uuuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiee 89
Lo [V ot o Lo s ISP 89
Detqils SECtiON (OFAEI SUMIMAIY) ......ccveeeieeteeeeee et e ete e tteeette ettt e ettt e e st e et e et e s sta et ta e st e s st e s asesessaeasea e saasseasssasaseseassanses 89
Dates Section (DALES fOr OFUEI LINE) .............ueeeeueeeeeeeeeeeeeeeeeeee e ette e e ettt e e e tae e ettt e e eatse s essstaeassasasastsesaessssaassstssasasssesaeannns 89
BULLON (DALES FOI OFUEI LINE) .......eeeeeeeeeeeeeeee ettt e ettt e e ettt e e e et e e et a e et e e e eatsaseeassaeeaasssaaassaseessssasesatssasasssenasanens 90
Dates for Order Line (Normal Queued and Back to Back Lin€s)..........ccccevvvvvvvciiiiieeeieennnnn, 91
Lo [V ot o Lo s SRR 91
Details SECEION (OFUEI SUMIMGIY) ......c...eeeeeeeeeeeee ettt e ettt e e et ee e e ettt e e e ta e e et s e e atsaseeassaeaaasssaaassaseessssaseatssaassssesasansns 91
Dates Section (DALES fOr OFUEI LINE) ...........oecuveecueeeiieeieeesieeetteeeteettte e ttaettte et taeeeteeessaaeaseasateasseastsassessassassessassasaseseassenases 92
QUEUEC ENLIICS oo 92
[0 o =2 IR Y =Tt (o] DO PP PUPPPPP 93
BULBEON ..o 93
Dates for Order Line (Schedule and Call-Off Pooled Lin€S).......cccceeviviiiiiiiiiiiiiiececiiieeeeees 94
T oo [V ot o Lo T SRR 94
Details SECEION (OFUEI SUMIMQIY) ..........ueeeeeeeeeeee ettt et tee e et ta e ettt e e et e e et e e e aats e s e etssasaaasssaaatsaaeasassaaeaatssasasssesanaaens 94
QUEUE ENLTIES (DALES fOI OFUEI LiNE)......ccceueeeeeeeeeeeeeeeet e eeee et ee e ettt e e sttt a e st e e e sttt e essseaeasssesaaasseaensnseaasanssnasasssenennnes 95
Dates Section (DALES fOr OFUEI LINE) .............eeeoeeeeeeeeeeeeeeteeeeee ettt e e ettt e e ettt e e st e e e sttt e esasseaesassesaaasseaenssssaassnssnasasssesannnes 95
BULEON ..o 96
Dates for Order Line (Schedule and Call-Off Queued LiNeS)......ccccooeevviiiiiiiiiiiiiieiiiiineeeees 96

Page 8 of 139



LLd Ao [V ot Lo s R SRPUUPR 96

Details SECEION (OFAEI SUMIMIGIY) ....ccc..vveeeeeeee e e ettt e e eee e et e e ettt e e st e e e ettt e e eaasaeaesanseaeaaasssaaasseaenssssaasassssasasssenennnes 97
(Ol I T L T (DL L =X (e O o[- g N L3 S 97
Dates Section (DALES fOr OFUEI LINE) .............uueeeueeeeeeieeeeeee e eee e etee e e ettt e e et e sttt e e e ataeaesasseaeasasssaaasseseesssssasaasssasasssesaannes 97
12104 (o) ¢ BRI 98
L T o] [ Yo TSN 98
LTL Ao [V ot 1 Lo s SRS 98
DEEAIIS SECLION ..o 98
BUTEONS .ceeeeeeee ettt e ettt e e e e e ettt e e e e et ettt e e e e e e e aaataaeae e e s e ss s aaaeae e e e s s s e ae e e e e s senaaae e et ee s aaae et et e e aaaeeeretarnaaaateratrnaaaas 99
DiISCOUNT BrEaKOOWN .. .cuuiiiiiii ittt e e e e et e et e e s e e e s e e e s aa e e eaa e e saa e e eba e eeraaes 99
INEFOAUCTION ..o 99
PEICENTAGES SECLION ..o 100
[T =T O Yo [T 100
INEFOAUCTION ..o 100
[0 e [T R Y=Let 1 (o) ¢ H OO S 100
10 e PPN 101
General Ledger POStiNgs fOr LIN@.......uuuiiiii e 101
INEFOAUCTION ..o aaaaas 101
INFOIMQEION SECLION ...ttt e et e e ettt e e et e e ettt e e e eatsa e e e assa e e sssaaaantseaenasssaeeaasssasaassasaesssasaassssasasssenanes 102
(01 =4 g o (2N Y =Tt 1 (o] DTSSR 102
(O g o || I TR 102
INEFOAUCTION ..o 102
[0 e [ R Y =Lot (o) ¢ F OO USRI 102
] (0 1o G B L= = 11 103
INEFOAUCTION ...ccccooeeeeeieeieeeeee e 103
[ 2o Yo [V ot 94 (e Yol 1 Lo ) g I Y=Tol 1o AU 103
Y (0o QW =2V =T K Y=Jox o 103
LiN@ AIIOCATION SECTION ..ottt ettt e e e e et e e e e eesesttas e aaaaeeeesisassaaaeeeeassssseasseesasssssseeasessessnsrerees 104
10 e ¢ IRt 104
SElECT BACNES 10 RESEBIVE. . .ceiiiie i e e e e e e raaas 105

Page 9 of 139



L Ao [V ot Lo s SRS 106

[0 o [ KR Y=tot (o) ¢ H OO TR P PRI 106
BAECRES SECHION ... 106
RESEIVEA QUONTILY SECTLION......eeiieeeieeieeeee ettt sttt s st s e st e st e s ate e s teesateesataesaseesabaesateesasaesatessasaesasessasaesateesnsaenass 106
121014 (o] o KOTSRS 106
Stock SUMMArY fOr ProUUCT ... 107
L L Ao [V ot Lo s USRS 107
[ Mool 10T BN Y=1oi 1[0 ¢ IRUUT TR UUUUTUURRRRRt 107
L) e 1R Y =Tot 1 (o ¢ TSR 108
DELAIIS SECHION ... 108
L0 Tol 9 oY g T e Tae RO e (=g =e I =Toi 1 o) IR 108
R (o Lol QM =1Y =] Y= ox 1 o ¢ DU U TR 108
Location Selection fOr ProQUCT ........iiii e e e e 109
INEFOAUCTION ..o 109
LT e 1R 109
StoCK QUEUE (VIEW 1 OF 3) i e e e e e e e et e e e e e e e eeanens 110
L Ao [V ot Lo s USSP 110
(O T L= L= L g =X = o [ ¢ OO U 110
[0 e |1 R Y=Lot 1 (o) F OO PRSPPI 111
10 e IR 111
StoCK QUEUE (VIEW 2 OF 3) wouiiiii ittt e e e e e e e 112
L Ao [V ot Lo s OO USRS 112
(O T L= L= L g =X = o [ ¢ OO 112
[0 e [ R Y=Lot 1 (o) ¢ F OO TP STPTRPR 113
10 e (U UURURRY 113
Stock QUEUE (VIBW 3 0T B) oo 114
L Ao [V ot Lo s USRI 114
QUEUE ENLIICS SECLION ...ccceseeeeeeee ettt e et et e e e e e e eeeeeeeeeeaea e 114
DELAIIS SECLION ..o 115
T e PN 115
Stock Queue Entries for Current Order LiNE.......oooouviii e 116

Page 10 of 139



L Ao [V ot Lo s SRS 116

Details SECEiON (OFAEI SUMIMGIY) .....cc...veeeeieie et e e ee e ettt e et e e ettt e e et te e e s st ea e ettt e e e aasetaeasseaeaassasasassesensnseaesanseeanaas 116
Y (oo O 10 L=V Tl ol 11 L=y 116
[ A T=R e e 1 IR Y =Lot 1 [ ¢ BTN RP 117
121014 (o] o KOTSRS 117
EXPECTEA ATTIVAIS ...t 118
L L Ao [V ot Lo s USRS 118
| oTtot Lo Vg g Yo ] Y=o (o] ¢ PSRRI 119
[ A L=R e e 1 IR Y=Let 1 [ ¢ BT RRRRP 119
1210 4 (o) o BTN 119
S ol o I VLU T a1 o X=T 120
[T d e e [V loi 1 (o) ¢ DOUO OO TP PUPUPPRRPTRNt 120
PrOGUCE SECLION.......cccooiiiiiiiiiiiieeee e 120
BAECH SECLION ..o 120
10 o o U 121
L =T A U= o1 )Y 121
L Ao [V ot Lo s USSP 121
DEEAIIS.....cccoeeeeeeeeeeeeeee s 121
ENter SErial NUMDBDEIS ... e e e et e et e e e e eeaas 122
L Ao [V ot Lo s USRS 122
Product SECLION (SEIIAI NUMBEIS) ..........veeeeeieeeeeee et eeetee et tee e ettt e e e et e e et e e e et s e e etseaeeeatsaseasssaeastsasaeasssseessssasessssnanans 122
QUANTIEIES SECEION (SEIIAI INUMBEIS) .......oeeeeeeeeeeeeee ettt ee e eeeaee e ee e e et e e e estsseeaseeeeasseseensssssesasesseeseeaeens 122
Details SECtion (ENTEr SEIIAI INUIMBEIS) ...........occeueeeeeeeeeeeeeieeeeee e ettta e e et e e ettt e e ettt e e eatsesesasssseeasssasasssasanssssasaesssaaasssesanes 123
T e PR 123
INndividual Serial NUMDBDEIS ..ot e e e e e e e e e e e e raa e 123
INEFOAUCTION ... 123
RY= 4 1o T 0 1] o] G Y=L 1 Lo DRSO RPUPRURR 124
T e PR 124
= U N U T 01 o= 125
L Ao [V ot Lo s USRI 125

Page 11 of 139



OPTIONS oot a e e e e e e e e e e e e e aaaaaaaaaaaes 125

Select Required Batch of Unnumbered ItemMS.........ooooiiiiii i, 126
INEFOGUCTION ...ttt ettt et e s e et s et et e s ot e s it e e s ose et e s st e sateesaseesateenmseesaseenaneenane 126
2o ol I Y =Tl o [ o BTSSP PSSO 126
DELQIIS SECLION ...ttt sttt ettt et h e b et e e te st e s atenat e s at et et e e e e s e s 126
210 1 o K3 OO 126

Appendix A — POStCOde ANYWHREIE .....oooiiiiiiiiiiiiiiieeeeeeeeeeee et 128

AdAress fOr POST COUR ..ottt ettt et et et e e e e e e e e e eeeeees 129
Lo g o [V ot o Lo T F P SPST 129

Page 12 of 139



Global 3000 Sales Order Processing Transaction Desktop

Introduction

These notes cover the use of the Transaction Desktop facility within Global 3000 Sales Order
Processing.

Where the same window is also used elsewhere in the software, its alternative uses are not
necessarily documented here.

The Transaction Desktop is fully compatible with the traditional version of Global 3000 Sales
Order Processing Transaction Entry. It can be activated on a per operator basis and is designed
to minimise retraining overheads and facilitate take-up by sites already using Global 3000 Sales
Order Processing.

In addition to the operating advantages inherent in open desktop operation, the new format
introduces the following new features not provided by the traditional transaction entry dialogue:

1. Individual desktop profiling for each operator.

Creation of new customer accounts directly from the desktop.

Customer find, incorporating latest address & post code look-up.

Entry of different transaction types without leaving the desktop.

Transaction find to help locate transactions for amendment.

Created by & last amended by operator information added to header details.
Advanced product find including aliases and long descriptions.

Price, pricing unit & line value displayed for each line in the scrolled section of the desktop.

© © N o g k&~ w0 D

Optional stock forecasting during entry of product lines.

Discrepancies between the Software and these notes

Although all reasonable care has been taken with the preparation of these notes, there may be
some discrepancies between them and the actual software. This may be caused by a bug in the
software, or an error in these notes. You should also check the appropriate Service Pack Notes
for any updates since these notes were released.

Any discrepancies found should be reported to your Global 3000 software supplier, so that
Global can adjudicate.

Please Note: - These notes assume that all service packs up to ZM60_000527 & ZS60_000307
have been applied. You should refer to Service Pack notes for details of changes that may be
introduced by later service packs.
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Transaction Desktop

(Generally referred to in this document as the ‘main Transaction Desktop window’)

A Transaction Desktop =]

Transaction Details

Account I:lj Customer | | Net | |

Type I v‘ Address [ | value [ |

Our ref - Postcode I:l Phone I:l VAT | |

Date Status —| Currency |:| Gross | |
Required Customer ref | Profit %
Payment Trading terms :l [ | Weight [ |

Product Descri ition Quantii Unit Price Per Met

L [« [« r»]n

Line Quantities Line Values Line Codes

Free stock Line price Required by

Allocated Discount % Weight

Delivered Line value VAT code

Back ordered Cost Stock location

Forward ordered Profit % Origin

On order

Functions Transaction Line

[ Search ] [ Set-up ] [ Amend ] Details Delivery Payment Quantity Dates Codes Comments
[ Find | [ Newa/c | | Template Account Invoice Process Prices Pricing Origin Stock
Copy Print Status Amend History Delete Confirm

Introduction

The transaction desktop provides an open friendly window in which to enter and amend sales
orders, quotations, invoices or credit notes for Global 3000 Sales Order Processing.

The desktop consists of the following sections:

Transaction Details

Located at the top of the window, the Transaction Details section becomes active when you
first open the desktop and when you close a transaction without leaving the desktop. It identifies
the customer’s account and the transaction being entered or amended. It also provides up to
date totals for the transaction.

Transaction Line List

Located directly below the Transaction Details section, the Transaction Line List is a scrolled
list of transaction lines. It lets you add new lines to the transaction and amend or delete existing
lines, subject to status. (E.g. invoiced order lines can’t be changed or removed.)
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Line Details

Located directly below the scrolled list, the Line Details section consists of three boxes providing
detailed information on quantities, values and code settings for the line you have currently
selected in the transaction line list.

Buttons

The bottom of the desktop contains three sets of buttons:
Function — A handy combination of features used across the desktop.

Transaction — Access to the different groups of information held for each transaction by Sales
Order Processing.

Line — Access to the comprehensive range of information held for each transaction line.

Transaction Details

7| Transaction Desktop @
Transaction Details
Account - Customer [ | Net [ |
Type | - | Address [ | Value [ |
Our ref |'| Postcode Phone VAT
Date Status Currency |: Gross
Required Customer ref | Profit %
Payment Trading terms | || | Weight [ |

This section occupies the upper portion of the Transaction Desktop and is active on first entry to
the desktop and whenever a transaction is completed. It is used to:

¢ Identify and confirm customer account and status.
e Identify the transaction and its basic details.

e Display the overall totals to date for the transaction.

Items in the ‘Transaction Details’ section

Account — From this point on the desktop you can:

e Enter the unique seven-character code that identifies your customer’s account in Debtors
Ledger.

e [Search] for accounts in your list of customers.
e [Eind] accounts by text search.

e [Amend] an entry from the sales order book. You can also amend an entry from the order
book by leaving the account code blank.

e [Set-up] your desktop profile.

e Perform an [Enquiry] on your customer list, sales order book or product catalogue.
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e Create a [New A/c] from a template account.

e [Exit] from Transaction Desktop.

When a customer account code is established, the following account details are presented:

7| Transaction Desktop @
Transaction Details
Account - Customer |A Neal & Sons | Net [ |
Type i Address |Kent | Value [ |
Our ref Postcode ME14 6UU Phone 01622 859653 VAT
Date Status Overdue |llot£5 | Currency GBP Gross
Required Customer ref | Profit %
Payment I:I Trading terms I:I [ | Weight [

Customer (Display only) — The customer’s name, for the selected account.
Address (Display only) — The last non-blank invoice address line (excluding the postcode) is
displayed with the customer name to help identify customers.
Please note: This can be configured within the desktop setup to display the delivery address
instead of the invoice address.
Postcode (Display only) — The postcode for this address.
Phone (Display only) — The telephone number for his address.
Status (Display only) One of:
e Active. — The customer is currently available for trading with.

e Inactive. — The customer has been marked in the Debtors Ledger as inactive. This does
not prevent new transactions being added and when their associated documents are
posted to Debtors Ledger the account status will automatically be changed to active.

e Suspended. — The customer has been suspended.
e Over-limit. — The customer’s account balance currently exceeds their credit limit.

e Overdue. — The customer has one or more outstanding transactions that have exceeded
their due date.

Notes indicator (Display only) — If a customer account has notes against it, an indicator (the
text ‘Notes’) is displayed (and hi-lighted) to the right of the status.

Currency (Display only) — The trading currency of the selected customer’s account.

Please note: If a customer’s account is suspended in Debtors Ledger, when creating a new
transaction (with the exception of quotations), you are offered the option of creating a held
transaction or cancelling its creation. Existing transactions (with the exception of quotations and
invoices) are automatically held.

At this point you can:

e Select the type of Order to create. Select from a drop down list one of the following:
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o Quotation.

o Sales Order.

o Back to Back.

o Call-off.

o Scheduled.

o Invoice.

o Credit Note.

o Repeating.

o Direct.

o Amend (An existing order).
e [Amend] (An existing order).
e Perform an [Enquiry] on your customer list, sales order book or product catalogue.
e Display [Account] details for the selected account.

e [Finish] processing this customer/transaction and return to the Account prompt.

e [Exit] from Transaction Desktop.

Our ref — If your system is configured to generate references automatically, this prompt is
bypassed during entry of new transactions. If references are not automatic, enter a manual order
reference, up to 8 characters long. (You cannot enter a reference that already exists.) Once
allocated, the reference number is always associated with the transaction and is used to identify
it in all reports and enquiries.

Depending on the order type and the settings in your system parameter credit checking, takes
place now (and after each detail line is entered). If the account is ‘on stop’ (set via the Debtors
Ledger) you cannot enter a new order but can amend an existing order.

If the Credit check fails, the Credit Check Failed window is displayed.

Date — The order date. This defaults to today’s date. A blank order date is not permitted.

Please note: Whilst at the date field in add mode, the [Copy] button is enabled, allowing you to
copy a previous transaction.

Required — The required date for the transaction. Leave this blank to process the transaction as
soon as possible.

If your system is configured to use one required date per order and this date is more than a pre-
set number of days in the future, the order is treated as a forward order and no stock is allocated
to the order lines. If you have already entered detail lines, any allocated stock is de-allocated.

If your system is configured to allow different required dates at the order line or order line
schedule level, the date you enter here is offered as a default during detail line entry. Stock
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allocation for each line is dependent on the line’s required date, the type of order line and the
product being ordered.

Please note:

e The ‘Required dates at line level allowed’ system parameter controls whether required
dates are specified at order or order line level.

e The ‘Lead time in days for forward orders’ system control how far in the future the required
date of an order must be to cause the order to be treated as a forward order.

Payment (Display only) - This is the payment method for the transaction. It can be one of the
following:

e Normal.

e Cash.

e Credit/Debit Card.
e Cheque.

e Online.

e Other.

Please note: When the payment method is normal SOP invoice print posts an invoice to Debtors
Ledger, the customers’ payment must then be recorded by entering a manual receipt in Debtors
Ledger. For all other payment methods the user must confirm that payment has been received
before goods can be despatched/invoiced. SOP invoice print then posts an invoice and receipt
to Debtors Ledger which are allocated to each other (for foreign currency transactions the receipt
is generated using the same exchange rate as the invoice).

Customer ref — The customer’s purchase order number/reference, up to 25 characters, which
will be printed on the invoice and all delivery documents.

For Repeating Orders, the Repeating Order Settings window is displayed.

Trading Terms (Display only) — The trading terms for the current transaction.

Net (Display only) — The Net Value of the transaction before discounts in the customer’s account
currency.

Value (Display only) — The total value of this transaction, excluding tax.

Tax (Display only) — The title is the Tax reference defined in the administration parameters). The
tax expected to arise from the transaction in its current state.

Gross (Display only) — The total value of this transaction, including tax.

Profit (Display only) — The percentage of the transaction value which represents profit relative
to either cost or total value. Your system can be configured to prevent this information being
displayed in transaction entry.

Page 18 of 139



Weight (Display only) — The total weight of the transaction in the unit of weight set in the system
parameters.

Please note: When the ‘transaction details’ section is complete, the system checks that all
essential information is displayed. If any further information is required the Transaction Details
window is displayed with the missing information indicated.

Transaction Line List / Line Details Section

Product Description Quantity Unit Price Per Net

AVPP1 Victor Design 1 Portable OHP 2 ITEM 918.00 ITEM 1336 I][I =

AVPP123 Overhead Pm}ector Rep Bulbs 2.0 PKT 15.00 PKT —

AveP2 [ af’Em | [ITEM | _ t
-
-
x

Line Quantities Line Values Line Codes

Free stock 7| Line price 894.00 Required by 24/08/2018

Allocated 1| Discount 0.00) % Weight [ 5.70

Delivered 0 Line value 894.00 VAT code E

Back ordered 0| Cost 265.00 Stock location STH

Forward ordered 0| Profit 237.35| % Origin g d

On order 1]

Transaction Line List

Located directly below the transaction details panel, this scrolled list of lines on the transaction
lets you add new lines to the transaction and amend or delete existing lines, subject to status.
(E.g. invoiced order lines can’t be changed or removed.)

Items in each line of the Transaction Line List
Product. — From this point on the desktop you can:

e Enter the unique product code that identifies the item the customer wishes to purchase.
e [Search] for products in your list of products.

e [Eind] products by text search.

e Perform an [Enquiry] on your customer list, sales order book or product catalogue.

e Select a product from a [Template] of previously invoiced products for the customer.
(Only available at the product prompt when adding a new line. Not available when adding
a scheduled, call-off or back-to-back order.)

e Leave blank to enter a directly keyed comment (only if enabled in system parameters).
e [EXxit] from Transaction Desktop.

Please note: If you enter an obsolete or superseded product, a warning window appears. This
displays details of the alternate product (if one has been set up) and offers you the option of
using it instead.
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When you enter a valid product code:

e For Back-to-Back orders, the Back to Back Details windows are displayed.

e For call-off orders, the Call-off Details windows are displayed.

e For scheduled orders, the Schedule Details windows are displayed.

Description — This defaults to the standard description for the product. It can be altered and
made specific to this order line in the Line Codes window accessed by using the [Codes] button.
This field is also used for directly keyed comments.

Quantity (Not for extras or comments) — Enter the required quantity of the product.
If the order is a repeating order, enter the quantity to be delivered on each occurrence.

Please note:

e The number of decimal places when converted to stock units must not exceed the number
allowed for this product. If necessary the quantity is rounded to ensure this.

e A quantity of zero can be used when goods have been delivered previously or by another
means and you do not want to reduce the current stock level. In this case, normal pricing
is bypassed and the net price is entered directly.

e Change location: If your system is configured for multiple locations and stock has not
been issued to the line, you can press the [Stock] button to access the stock details
window from where you can change the location.

e Special order line: Press the [Origin] button to display the Origin window. This enables
you to raise a back-to-back request, or to enter a schedule or call-off, for a line on a normal
order. The special order lines option cannot be used on repeating orders.

Unit (Not for extras or comments) — Enter a valid unit for the product. A [Search] is available.
This defaults to the selling unit.

Please note: If the unit selected is not the stock unit, the quantity ordered is converted into stock
units for internal handling by the software. If either the quantity or the conversion factor is not a
whole number, the quantity ordered may be rounded as a result of the conversion process. If
this happens you are warned and the stock unit equivalents of the quantity and unit are also
displayed.

Please also note: The quantity of each line is compared with any transaction quantity multiple
specified for the product. For example if the product has a transaction quantity multiple of 12
then the line quantity must be an exact multiple of 12.

The Required Date window may be displayed at this point, if the ‘Required dates at line level
allowed’ system parameter is set to ‘Prompt’. The required date, from the order header, is offered
as a default. The can be updated in the Line Codes window, accessed using the [Codes] button.

Price — The product’s price in the customer’s account currency. You are only prompted for this
item:
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e During entry and amendment of detail lines for products belonging to a product group
whose Manual Pricing indicator is setto Y.

e When adding a line for a product for which there is no price in the appropriate currency
on the selected price list(s), if the ‘Permit sale of unpriced goods’ system parameter is set
toY.

The price can also be amended in the Pricing window, accessed via the [Pricing] button.

Please note: The price on a percentage extra is always a percentage expressed to two decimal
places regardless of the pricing accuracy set on the product group.

Please also note: The price on part-invoiced lines cannot be amended. To alter the price for the
uninvoiced portion of such a line, you must reduce the quantity on the original line to the invoiced
guantity and create a new line for the remainder at the new price.

Per (Display only unless the Price was prompted for) — The ‘unit of measure’ that the price is in.

Net (Display only) — The Net Value of the transaction line before discounts in the customer’s
account currency.

On completion — If the ‘Confirmation required when adding new lines?’ is set (Default) in the
Desktop Profile — Configuration Settings window, you will need to press <CR> or click the
[Confirm] button to finish the line. If:

e Global 3000 Manufacturer is installed,

e The ‘Allow SOP to create works order?’ Manufacturer system parameter is set,

e The product being ordered has an assembly bill,

e and there is insufficient stock at the despatch location to match the entered quantity,

you are asked if stock is to be manufactured.

Create Works Order

f = \ There is insufficient stock of this product, do you
@ want to create a works order for the shortage?

e If you respond with [No] (Default) the sales order line is left on back order and no
additional stock will be manufactured.

¢ If you respond with [Yes] then the one of the following actions will occur dependent on
the type of product to be manufactured.

o For Pooled products.
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If this is a new sales order line, or there is no works order currently in progress for this
line, a works order is created. The Works Order Details window is then displayed.

o For Queued products.

The action taken here is dependent on the setting of the parameter: ‘When should
works orders, for queued products, be created’.

o If it is set to “Immediately”, a works order is now created and the Works
Order Details window is displayed.

o Ifitis setto “Upon request’, a request for stock to be manufactured is added
to the stock queue. These requests can be picked-up when creating works
orders from within Global 3000 Manufacturer.

o Ifitis setto “Prompt” the user is asked if they want to create the works order
immediately or upon request for each line that is back ordered.

e If a works order is already in progress for the current sales order line, the
process menu is displayed, allowing you to progress the works order
created for this line.

Line Details
Line Quantities Line Values Line Codes
Free stock 7| Line price 894.00 Required by 24/08/2018
Allocated 1/ Discount 0.00| % Weight [ 5.70
Delivered 0 Line value 894.00 VAT code E
Back ordered 0| Cost 265.00 Stock location STH
Forward ordered 0| Profit % Origin |Queued |
On order 0

Located directly below the scrolled list, this panel of three boxes provides detailed information
on quantities, values and code settings for the line you've currently selected in the transaction
line list.

Items in Line Quantities Column

Free stock (Display only) — The book stock, less allocated and restricted stock. For queued
products, the free stock is also reduced by the minimum stock level. This is shown in the order
line’s selling units.

Allocated (Display only) —The quantity of stock allocated to this order line that has not already
been delivered.

Delivered (Display only) —The quantity of stock allocated to this order line that has been
delivered.

Back ordered (Display only) —The quantity of stock allocated to this order line that has been
back ordered.
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Forward order (Display only) —The quantity of stock, on this order line, that has been forward
ordered.

On order (Display only) — The quantity of the product that has been purchase ordered.

Items in Line Values

Please note: The items in the column can be updated through the Pricing window, accessed by
selecting the [Pricing] button.

Line price (Display only) — The sales price of the line (before deducting any discount) in the
customer’s account currency.

Discount (Display only) — The total discount % applicable to this line.

Line value (Display only) — The sales value of the line (net of any discount) in the customer’s
account currency.

Cost (Only if the ‘Display costs’ system parameter is set. Display only) — The total cost for the
line. If the customer’s account currency differs from the base currency of the selected company,
the cost is shown in base currency. Sales Order Processing derives this from the cost in the
customer’s account currency using the house exchange rates for the system date.

Profit (Only If the ‘Display profits’ system parameter is set. Display only) — The percentage profit
is shown. This can be expressed as a % of either ‘Cost’ or “Turnover’ depending on the system
parameter.

Items in Line Codes Column

Required by (Display only) — The required date for this order line. This can be updated through
the Dates for Order Line window, accessed via the [Dates] button. For normal orders, it can
also be updated through the Line Codes window, accessed via the [Codes] button.

Weight (Display only) — The weight of the goods on the line. This can be updated through the
Line Codes window, accessed via the [Codes] button.

Tax code (Display only — The title is the Tax reference defined in the administration parameters)
— The tax code for this transaction line. Although you would not normally overwrite the default
for this item, it can be updated through the Line Codes window, accessed via the [Codes]
button.

Stock location (Multiple location systems only. Display only) — The location from which the
stock will be taken. This can be overwritten for normal orders in the Stock Details window,
accessed via the [Stock] button.

Origin (Display only) — The source of the stock. Although this would normally be ‘From Stock’ it
can reflect special order line types. It can be:

e From stock.

e Back to back.
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e Scheduled.

e Call-off.
e Queued.
Buttons

The bottom of the desktop contains three sets of control buttons used to access the various
desktop functions:

Function Buttons
A handy combination of features used across the desktop.

[Search] — This button is available at various prompts in this window when an appropriate search
is available.

[Eind] (Only available at the ‘Account’ and ‘Product’ prompts) — A more comprehensive, text
based, search.

e |If at the account prompt, the Find Account window is displayed.

e |If at the product prompt, the Find Product window is displayed.

[Enquiry] — This button calls the Enquiry Type Selection window giving access to the following
enquiries (where appropriate):

e Account Enquiry.

e Product Enquiry.

e Transaction Enquiry.
e Stock forecast.

e Previous Orders.

[Set-up] (Only if system is configured to ‘Allow operators to amend profile settings in SOP
transaction desktop): This button calls the Desktop Profile — Transaction Defaults window,
allowing the user to set up their own default Transaction Desktop settings for new transactions.
There is an option to allow them to copy other users. This is followed by the Desktop Profile —
Configuration Settings window, allowing the user to set up various general configuration
settings. (If this option is disabled, these settings can still be updated through system
parameters).

[New A/c] (Only at the Account Prompt) — This button calls the Customer Details window,
enabling you to create customer accounts quickly using a quotation account as a template. When
you use this option to create a customer account, all the customer details not shown on the
screen (including notes and actions) default to the values held for the quotation account you use
as a template. If necessary, you can amend these details in Customer Maintenance in Debtors
Ledger after you have created the new account here.
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[Copy] (Only for new order, immediately after establishing the order type and performing any
relevant credit checking) — This button calls the Copy Transaction window, allowing you to
select a previous transaction to use as a template when creating a new order. You can also enter
a new ‘Customer ref and ‘Required’ date. There are also options to ‘Copy initial comments’ and
‘Copy trailer comments’.

[Amend] (Only at ‘Account’ and ‘Type’ prompts) — This button calls the Transaction Selection
window, allowing you to select a transaction to amend.

[Template] (Only available at the Product’ prompt, when adding a new line. It is not available
when adding a scheduled, call-off or back-to-back order) — The button calls the Order by
Product window, listing previously invoiced products for the customer. Products can then be
selected and quantities specified for inclusion as new lines on the current transaction.

[Exit] Exit from Transaction Desktop.

Transaction Buttons

Access to the different groups of information held for each transaction by Sales Order
Processing.

[Details] — This button calls the Transaction Details window, enabling you to enter and update
information about the current transaction. This is similar to the order header information, when
transactions are accessed outside of the Transaction Desktop.

[Account] — This button calls the Account Details window, displaying various account balances
as well as providing access to ‘Notes’ and ‘Actions’.

[Print] (Not available when adding or amending a transaction line) — This button allows you to
print, reprint or e-mail documents associated with a selected order (if permitted by system
parameters and the type/status of the order). The window displayed depends on the order type:

e For Quotations the standard Print Options window is displayed.

e For Invoice, Credit Note and Direct Orders the reduced Print Options window is
displayed.

e For all other order types the Printing/Despatch window is displayed.

[Delivery] — This button calls the Delivery Details window, permitting you to setup or amend
the delivery instructions and delivery address.

[Invoice] — This button calls the Invoice Details window, permitting you to setup or amend the
invoice trading terms, customer’s Tax registration and status, along with the invoice address.

[Status] — This button calls the Transaction Status window, displaying information about the
number of order lines at various stages.

[Payment] (Not available when adding or amending a transaction line) — This button calls the
Select Payment Method window, allowing the user to select the payment method to be used
and if the payment method is not ‘Normal’ to confirm the payment.
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[Process] (Not available when adding or amending a transaction line) — This button calls the
Process Transaction window, which allows you to:

Allocate or deallocate stock.

Hold or unhold the order.

Reprice the order.

Confirm despatch.

Change the transaction type, e.g. convert a quotation into a sales order.

[Finish] (Not available when adding or amending a transaction line) — Finish processing the
current order.

Line Buttons
Access to the comprehensive range of information held for each order line.

[Quantity] — This button calls the Quantity window, allowing you to change the sales quantity
of the line.

[Prices] — This button calls the Price List Browse window for the order lines product. This lets
you select a different price list to use.

[Amend] — This button allows you to amend the currently selected order line.

[Dates] — This button calls the appropriate Dates for Order Line window, allowing you to view
and amend the dates relevant to the selected order line. Depending on the product and order
type, one of the following options is called.

e Dates for Order Line window (Normal pooled lines).

e Dates for Order Line window (Normal queued and back-to-back lines).

e Dates for Order Line window (Schedule and call-off pooled lines).

e Dates for Order Line window (Schedule and call-off queued lines).

[Pricing] — This button calls the Pricing window, allowing you to alter the Price, Unit, Discount
and Cost.

[History] — This button calls the standard Sales Order for Product window, which displays all
the transaction lines for the current customer account and product combination.

[Codes] — This button calls the Line Codes window, allowing you to alter the production
description, required by date, weight tax code and line comments. In addition, it also lets you
overwrite the default GL Profit Centre / Account for the sales value.

[Origin] (Only enabled at the Quantity prompt when adding a new transaction line) — This button
calls the Origin window, allowing you to raise a back-to-back request, or to enter a schedule or
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call-off, for a line on a normal order. The special order lines option cannot be used on repeating
orders.

[Delete] — This button allows you to delete the currently selected order line.

Please note: If the line being deleted has an associated works order, you are asked if you want
to cancel the works order.

[Comments] — This button calls the Transaction Line Comments window, allowing you to enter
or amend transaction line comments.

[Stock] — This button calls the Stock Details window, displaying the details of stock quantities
in the current selling unit. The left side shows stock levels at the despatch location. The right
side shows stock levels for the current order line. In addition, there are various stock processing
options and enquiries including:

e Amend stock allocations.

e Issue stock.

e Change the location the stock is to be taken from.
[Confirm] — Confirm completion of the order line.

Please note: The use of this button when adding a new order line is controlled by the
‘Confirmation required when adding new lines?’ option in the Desktop Profile — Configuration
Settings window.

Desktop Profile

Introduction

The transaction desktop was specifically designed to meet individual operating needs through
its ability to record data processing preferences onto each operators own desktop profile, which
it brings into effect automatically when, activated using their operator-id. Desktop profiles are
simple to set up and update. They offer operators a real opportunity to reduce their workload by
using pre-set defaults and responses to optimise keyboard operation. Desktop profiles allow the
transaction desktop to be configured to meet individual operating needs through its ability to
record data processing preferences for a specific company on an operator-by-operator basis.
Once an operator has established a desktop profile its settings are brought into effect
automatically when using the transaction desktop.

Desktop profiles are simple to set up and update. They offer operators a real opportunity to
reduce their workload by using pre-set defaults and responses to optimise keyboard operation.

Desktop profiles can be set up and updated by pressing the [Set-up] button, which is available
at the account prompt in the transaction details panel. Setting up or updating a desktop profile
is split into two parts, the first part is used to establish defaults to be used when creating new
transactions. It should be noted that defaults set up in this section are only used if the customer
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account has no specific default of its own. The second part is used to establish defaults and
configuration settings to be used when creating transaction lines.

Desktop Profile — Transaction Defaults

& | Desktop Profile - Transaction Defaults E3
Information
Desktop profile settings are used to establish default
values for fields when creating new transactions.
Flease note, desktop profile settings do not override
account specific defaults.
Transaction Defaults
Account 'NEALD15 |~|A Neal & Sons
Type |Sales Order v|
Trading terms Ej 'Due 30 Days |
Sales office MID v| 'Midlands and Wales |
Despatch from MID v| ‘Midlands and Wales |
Delivery VAN v| ‘Van |
Instructions | |
Sales rep. HSE v| 'house Account |
Territory MO1 |~| |Midlands - East |
Class R1 || |Large Retailer |
Main price list MAINGEP |~
Special price list SPECIAL |~
| Search | | Copy Settings | | Clear Settings | | Next = | Close

Introduction

This window is displayed when you select [Set-up] from the main Transaction Desktop
window. It is also used when you choose to create a system default profile (for the SOP
Transaction Desktop) or to amend a specific operators profile within the Profile Administrator
Options.

It allows each operator to set up a profile to be used whenever they create a new transaction. It
is also used to define a system default profile to be used for operators that do not have their own
specific profile. The profile contains settings, which allow defaults to be established for use
whenever a new transaction is created. The profile also contains configuration settings, which
govern how the Transaction Desktop operates.

Please note: Profile settings do not override customer account specific defaults.
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Transaction Defaults

The following transaction defaults can be established:

Account — The standard Customer [Search] is available.

Type — Select one of the following transaction types from a drop down menu:
e Quotation.

e Sales Order.

e Back to Back.

e Call-off.

e Scheduled.
e Invoice.

e Credit Note.
e Repeating.
e Direct.

e No default.

Trading terms — A [Search] is available.

Sales office — A Sales office (Location) [Search] is available.
Despatch from — A Despatch Location [Search] is available.
Delivery instructions — A [Search] is available.

Sales rep. — A [Search] is available.

Territory. — A [Search] is available.

Class. — A [Search] is available.

Main price list. — A [Search] is available.
Special price list. — A [Search] is available.

Buttons

[Copy Settings] — This button allows you to copy settings from another user’s profile overwriting
your existing profile settings. You are offered a list of existing users whose profile can be copied.

[Clear Settings] — This button lets you clear your existing profile settings.

[Next >] — This button calls the Desktop Profile — Configuration Settings window.

[Close] — This button saves the current profile settings and returns you to the main Transaction
Desktop window (or the Profile Administrators Options window).
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Desktop Profile — Configuration Settings

n Desktop Profile - Configuration Settings &3

Information

Desktop profile settings are used to establish default
values for fields when creating new transactions.

Flease note, desktop profile settings do not override
account specific defaults.

Configuration

Sequence for transaction search Transaction ~

¢ Allow customer reference to be left blank?
Give warning when duplicate customer reference entered?
Skip unit prompt when adding new lines?

¢ Confirmation required when adding new lines?
Prompt for overridden cost when line quantity amended?
Show delivery address rather than invoice address?
Warn user when stock level is below the product's minimum?
Hi-light gross amount?

| <Back | | Close |

Introduction

This window is displayed when you complete your responses in the Desktop Profile —
Transaction Defaults. These parameters control how the desktop operates when new
transactions and new transaction lines are added.

Configuration

Sequence for transaction search - This drop down menu controls the sequence in which
transactions appear in the transaction search. The options are:

e Transaction - list transactions in transaction reference (‘our ref’) sequence.
e Account - list transactions in customer account sequence.

Allow customer reference to be left blank? — Set this to allow the customer reference to be
left blank.

Give warning when duplicate customer references are entered? — If this is set, the desktop
displays a warning message if a customer reference is entered and the same reference has
already been used for another transaction.

Skip unit prompt when adding new lines? — If this is set, the unit prompt is set to the default-
selling unit for the selected product and not prompted for when a new line is added to a
transaction.

Confirmation required when adding new lines? — If this is set, the [Confirm] button must be
pressed to complete the entry of a new transaction line.

Page 30 of 139



Prompt for overridden cost price if line quantity amended? (Only available if the SOP
Display Costs parameter is set) — Set this, to be prompted for the cost price, if the quantity is
updated on a line for which the cost price has been overridden.

Show delivery address rather than invoice address? — Set this to show the delivery address
and contact telephone number in the main Transaction Desktop window. If this is not set the
address and contact telephone number shown are taken from the invoice address.

Warn user when stock level is below the product's minimum? - Set this to cause Transaction
Desktop to issue a warning (during line entry/maintenance) if the stock level for the product falls
below its specified minimum.

Hi-light gross amount? - Set this to Transaction Desktop hi-lights the gross amount.

Buttons
[<Back] —This button returns you to the Desktop Profile — Transaction Defaults window.

[Close] — This button saves the current profile settings and returns you to the main Transaction
Desktop window or the Profile Administrators Options window.
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Customer Details

Introduction

The Customer Details window is displayed when you click on the [New A/c] button of the main
Transaction _Desktop window. It enables you to create customer accounts quickly using a
guotation account as a template. When you use this option to create a customer account, all the
customer details not shown on the screen (including notes and actions) default to the values
held for the quotation account you use as a template. If necessary, you can amend these details
in Customer Maintenance in Debtors Ledger after you have created the new account here.
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Template Account Selection

Template — Enter the code of the quotation account you want to use as a template. A [Search]
of quotation accounts is available. The default is the last quotation account used in the current
session, if any. When you enter a valid account code, details from the account are displayed in
the window.

New Account Section

Account code — This can be entered manually or generated automatically. The following
message window is displayed first:

Account Code Generation

f ™~ . Do you wish te specify the account code to be used for the new
' custormer,

If you do not, the account code to be used for the new customer will be
automatically generated using the 'Telesales prefix’ and 'Mext telesales
account number' system parameters.

Select [Yes] if you want to specify the new account code.

Select [No] if you wish the system to generate the new account code using the telesales prefix
(if any) and the next account number.

Name (Skipped if copied from the selected Quotation account) — Enter the customer name in
up to 30 characters. This will be used both for name searches and for invoices and statements.

Address Section

Address (Skipped if copied from the selected Quotation account) — Enter four lines of the
address and the postcode. This forms address 1 for the customer and is marked as invoice,
statement and main delivery address.

Country (Skipped if copied from the selected Quotation account) — Enter the customer’s country
code. When you enter a valid code, the country name is displayed. A [Search] of valid country
codes is available.

Contact Section

Contact name (Skipped if copied from the selected Quotation account) — Enter the contact name
in up to 30 characters. This will be set up as the first contact on address 1 for the customer.

Phone (Skipped if copied from the selected Quotation account) — Enter the contact’s telephone
number.
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Fax (Skipped if copied from the selected Quotation account) — Enter the contact’s fax number.

Mobile (Skipped if copied from the selected Quotation account) — Enter the contact’s mobile
telephone number.

Email (Skipped if copied from the selected Quotation account) — Enter the contact’s email
address.

Web (Skipped if copied from the selected Quotation account) — Enter the contact’s web site.

Details Section

Company registration (CRN) - Enter the customer’'s company registration number.

(Tax) status (Skipped - Copied from the selected Quotation account) — The customer’s tax
status. Select from a drop down menu. The following options are available:

e Normal.
e Exempt.
e Zero Rated.

Tax registration (Skipped if copied from the selected Quotation account) — Enter the customer’s
tax registration code. This must match the mask for the selected country.

Payment method - This provides a default payment method for the customer. Select one of the
following:

e Normal.

e Cash.

e Credit/Debit Card.

e Cheque.

e Online.

e Other.

Please note: When the payment method is normal SOP invoice print posts an invoice to Debtors
Ledger, the customer’s payment must then be recorded by entering a manual receipt in Debtors
Ledger. For all other payment methods, the user must confirm that payment has been received,
before goods can be despatched/invoiced. SOP invoice print then posts an invoice and receipt
to Debtors Ledger, which are allocated to each other (for foreign currency transactions the
receipt is generated using the same exchange rate as the invoice).

Details Section

Copy notes to new account? — Select this option to copy the customer specific notes.

Copy actions to new account? — Select this option to copy the customer specific actions.
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Please note: The skipped fields can be overwritten by clicking on them until you confirm that you
wish to create the new customer account.

Buttons

[OK] — You are asked to confirm that you wish to create the account.

Confirm Account Creation

| Please confirm that you wish to proceed with creating the new
¢ customer account.

e [Yes] displays a window confirming that the new account has been created before
returning the new accounts account code to the Account prompt in the main field.

| Customer Account Created @

Details
The following customer account has been created.

TELEOD1 | - Quotation Account |

Close

e [No] returns you to the Customer Details window.

[Search] (Only at the Template and Country prompts) — This button displays the appropriate
search window.

[Enquiry] — This button displays the main Debtors Ledger Customer Enquiry window.

[Postcode] (Only if you have an account with Postcode Anywhere established on your system
— See Appendix A for more details).

Transaction Selection

r

B Transaction Selection 2

Select Transaction

Transacton | ||
Search
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Introduction

The Transaction Selection window is displayed, when you click on the [Amend] button of the
main Transaction Desktop window. It enables you to select an active Sales order for
amendment.

Enter the transaction number that you wish to amend or click [Search] for the Sales Orders
window if you do not know the transaction number.

Sales Orders

B Sales Orders [ 82

Order No Account Date Status Type Customer ref Rep. Locn
ORDOOD81 BROWOO1 03/03/2005 Open Hormal brow/439 AG MID =
ORDOO0D82 GILEDD1 03/03/2005 Open Normal gile/ 3987 PD MID N
ORDO0O0D83 MNEALO1S 03/03/2005 Open Normal neal2498u Jw STH —
ORDODD84 WATS010 30/04/2005 Open Normal ORDODOB4 Al MID -
ORDOOO85 HNEALO15 31/05/2005 Open Hormal ORDOOOBS JW STH -
ORDO0ODS6 MNEALO1S 31/05/2005 Open Normal ORDOOOB6 JW STH |
ORDDOD87 DESID10 31/05/2005 Open Normal ORDODOB7 GB MID il

NEALO15 [130/04/2015 fopen  [Normal | w__| =

Details

NMame |GEDGDSFG | Time [11.43 Outstanding | 10,170.00/

Interrupt [ Status | [ Motes | [ Find | [ Select | [ cancel |

Introduction

The Sales Orders window is displayed when you click on the [Search] button in the
Transaction Selection window. It enables you to select an active Sales order for amendment.

Please note: If the Transaction Selection window was entered from the Transaction Details
section, by selecting an order type of ‘Amend’ only transactions for the selected account are
shown.

The window initially chooses order number sequence. You can change the search sequence by
pressing <F6>. This makes the cursor move to another key. Continue pressing <F6> until the
cursor is on the key that represents the search sequence you require. You can then enter a full
or partial code followed by <Page Up> or <Page Down> to start the display from a particular
value.

Search sequences

The following search sequences are available:
e Order number.
e Account code.
e Status.

e Customer reference.
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e Sales rep code.
e Location.
e Transaction type.

e Date.

Order List

Order No (Display only) — The Sales Order number.

Account (Display only) — The customer’s account number.

Date (Display only) — The order date.

Status (Display only) — The status of the order. It can be one of the following:
e Open. The order is current, future or in-progress.

e Held. The order has been held for credit check reasons, or because it is unapproved, etc.

e Override. The order is fully invoiced, but has not yet appeared on the Override Audit
Report. When it does, it will be marked as 'archived'.

Type (Display only) — The type of order. It can be one of the following:
e Quote. The order is just a quotation, which can be converted later to an order.
e Repeat. The order repeats at either regular intervals or on demand.
e Direct. The sales order will be dispatched directly from your supplier to your customer.
e Invoice. This is a direct Invoice without going through the normal invoice process.
e Credit. This is a credit note.

e Forward. This is a forward order. The order is not required for more than a specified
number of days.

e Normal. This is a standard order, which goes through the specified order processing
cycle.

Customer ref (Display only) — The customer’s purchase order number/reference.
Rep. (Display only) — The Sales rep responsible for the order.

Location (Display only) — The location the order will be delivered from.

Details Section

Name (Display only) — The customer’s name.

Time (Display only) — The order time (relates to the order date).
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Outstanding (Display only) — The Net value outstanding on the order.

Buttons

[Interrupt] (Only available when transactions are being searched for) — Use this option to
interrupt the search process. A message confirming that you want to stop the search is
displayed.

[Status] — This button calls the Transaction Status window, displaying information about the
number of order lines at various stages.

[Notes] (Only available at sites configured to use the extension database, not available for
repeating orders) - This allows the notes for the current transaction to be viewed and updated.
If the current transaction already has notes an indicator (the hi-lighted text ‘Notes’) is displayed
in the final column, to show this.

[Eind] — Finds orders by text in the reference and, optionally, address fields, by date, by value
or by stock status.

Enquiry Type Selection

n Enguiry Type Selection 3

Information
Select the type of item you wish to enquire upon.

Transaction Enguiry | | Previous Orders | |_g|nse |

| Account Enguiry | |
| Product Enguiry | | Stock forecast |

Introduction

The Enquiry Type Selection window is displayed when you click on the [Enquiry] button of the
main Transaction Desktop window. It gives access to the following enquiries (where
appropriate):

e Account Enquiry.

e Product Enquiry.

e Transaction Enquiry.
e Stock Forecast.

e Previous Orders.

Buttons

[Account Enquiry] — This button displays the standard Debtors Ledger Customer Enquiry
window as accessed by using the Enquiry option from the Debtors Ledger Main menu.
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[Product Enquiry] — This button displays the standard default Product Enquiries window for
the user.

[Transaction Enquiry] — This button displays the standard Sales Orders Enquiries window.

[Stock Forecast] — This button displays a Stock Forecast enquiry which details future supplies
and demands of a single product. If you are currently viewing, adding or amending a transaction
line (for a stocked product) the Stock Forecast Enquiry window will be shown for the product
specified on that line, if not then you will be prompted for the product for which the Stock Forecast
is to be displayed.

[Previous Orders] (Only available if a customer has been selected) — This button displays the
Orders by Customer window, so that you can enquire upon S.O.P. transactions for the currently
selected customer.

Stock Forecast Enquiry

K] Stock Forecast Enquiry =3
Criteria
Product | wait ||
Location All All locations
Account Type Order Late Reference Locn Date In Out Balance
For stock wo Woo000002 Late MID 28/06/ 2006 2 21638 *
For stock wo Woo000003  Late MID 28/06/ 2006 1 21637 —
For stock wo Woo0o00001  Late MID 01/07/2006 5 21632
For stock wo WOoo0o00006  Late MID 12/07/2007 20 21612
NEALD15 SOP ORDOODD9D Late ORDOOO90 STH 30/04/2015 1000 20612 |
NEALO15 S0P ORDOOD91 Late ORD0O0091 STH 30/04/2015 100 20512 .
ANDROO1 SOP ORDOODD92 Late ORD0O0O092 MID 30/04/2015 500 20012 _ |
UNITOO1 S0P ORDOOD93 Late ORDO0O093 STH 30/04/2015 290 19722
STAED25 PO POS00031 Late STH 30/04/ 2015 5000 24722 ¥
Details Totals
Name |
Totals [ 5000 | 1918/ | 24722
Reserved quantity ]
[ Product [ Location | [ Allocations | | Unit o Date | Enquiry Close

Introduction

The Stock Forecast Enquiry window is displayed when you click on the [Stock forecast] button
in the Enquiry Type Selection window. It lists future supplies and demands for the product
specified in the preceding window.

e The first item in the list is always the current stock balance (book stock).
e All quantities are displayed in the unit selected in the criteria window.
e Allitems in the window are display only.

e Items in the list comprise of Sales Order Lines, Purchase Order Lines or Works Order
Lines.
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Criteria Section

This section displays details of the product and location for which the Stock Forecast is being
shown.

Product — The product code followed by its description for which the forecast is shown.
Unit — The stocking unit, which the forecast is shown in.

Location — The location (followed by its description) which the forecast relates to. In Multi-
location systems this can be “All” for all locations.

Transaction Section

Account —The customer or supplier account code for which the supply or demand line was
raised. It can also be “STOCK” for the opening balance or “For Stock” for non SOP or POP
transactions.

Type — This indicates the type of supply or demand, it can be one of the following
e BAL — The opening balance.
e SOP - Sales Order.
e REQ - Stock Requisition.
e PO - Purchase Order.
e WO - Works Order.

e Number — The document number on which the supply or demand line was raised. For
example the sales or purchase order number.

Order — The unique transaction number. This is the Sales Order, Purchase Order or Works
Order number as appropriate.

Late — The word ‘Late’ is displayed if the predicted movement was expected before the system
date.

Reference — For sales orders this is the customer reference, for purchase orders this is the sales
order against which it is reserved (if any) and for works orders this is the sales order number to
which it is attached (if any).

Locn (Multi-location systems only) — The location at which the supply or demand line was raised.
Date — The date on which supply or demand line is expected or due.
Please note:

e For sales orders, this is the order required date. If there is no required date then this
is the order date.

e For purchase orders, this is the expected date.
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e For works orders, this is the required date. If there is no required date then this is the
entry date.

In (Supplies only) — The incoming quantity for the supply line (in the selected unit).
Out (Demands only) — The outgoing quantity, for the supply line (in the selected unit).

Balance — This is the forecasted cumulative balance (in the selected unit).

Details Section

Name — The customer or supplier account name for which the supply or demand line was raised.

Reserved quantity — The quantity of a Purchase Order reserved by another transaction.

Totals Section

Totals — Totals for the ‘In’, ‘Out’ and ‘Balance’ columns (in the selected unit) are shown in the
lower part of the window.

Buttons

[Product] — This button displays the standard default Product Enquiries window for the user.

[Location] (Multi-location systems only) — This changes the display for supplies and demands
to the selected location.

[All locations] (Multi-location systems only) — This changes the display for supplies and
demands to all locations.

[Unit] — Display the Units for Group window, so you can select the units, which the forecast is
displayed in.

[Date] — Display the Forecast date window, from which you can enter the cut-off date for the
enquiry.

[Enquiry] — Display the appropriate enquiry window.

Forecast Date

Introduction

The Forecast Date window is displayed when the [Date] button is selected in the Stock
Forecast Enquiry window. It enables the date, up to which the Stock Forecast is to be shown,
to be specified.

Please note: Initially the Stock Forecast includes all supplies and demands on file.

Forecast cut-off date: Enter the date up to which the Stock Forecast is to be shown.
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Back to Back Details

8] Order Summary E3
Details
Account \GEDGDSFG | Reference
Product GALO1 | |Galaxy Highlighter - Yellow |
Location 'South of England |
7 | Back to Back Details @
Details
Supply system @j 'Manufacturer
Required date
Quantity | 100, TrEM |~
Search oKk | [ Close |

Introduction

The Back to Back Details windows are displayed when you enter the product code for a new
order line for a ‘Back to Back order’ or having selected Back to back as the Origin for the line in
the origin window (obtained by pressing [Origin] at the Quantity prompt in the main Transaction

Desktop window).

Details Section (Order Summary)
Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location, for the order.

Reference (Display only) — Your system reference for the order.

Details Section (Back to Back Details)

Supply system. (This is not normally prompted for. Click on it, if you wish to amend it.) — This
is set to the two-character id of the standard supply system for the product. If a supply system is
not specified in the product’s details, the standard supply system in SOP system parameters is
used. A [Search] is available.

Required date (Display only) — The date by which the goods are wanted by the customer. This
is taken from the order line. The picking lead time and supply lead time are subtracted from this
date to give the date by which the request for goods to satisfy this order line must be actioned
by the supply system. This is compared with today’s date to check that the supply system can
provide the goods by the required date.
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Please note: The supply system lead time is used if no specific supply lead time is defined for
the product.

(Status) (Display only) — The status (initially ‘REQUESTED’) of the entry placed in the stock
gueue for this back to back order line.

Quantity — The quantity of goods to be ordered back to back, and the unit.

Buttons

[OK] — A confirmation request is displayed, after which a request to supply is put into the stock
gueue specifically for this order line. You are then returned to the main Transaction Desktop
window.

Call-off Details
5] Call-off Details =]
Details
Account GEDGDSFG | Reference
Product |GALD4 | |Galaxy Highlighter - Pink |
Location @l |South of England |
Call-off total | 25|
Unit
Search 0K Close
5| Call-off =
Required Pick Needed Expected Reserve by Status Quantity Unit
31/08/2018 31/08/2018 31/08/2018 30/08/2018 Scheduled 15 ITEM +
I LRI TTEM
Details
Reference ORDO0094 Committed Originally committed |:|
Search Recalculate Amend [ Apply ] [ Close ]
] Totals | 2= |
Totals
From |MG | |Manufacturer Call-offs to date | 15/ ITEM |
Open quantity on order | 1I]| |II'EI||'I |

Introduction

The Call-off Details windows are displayed when you enter the product code for a new order
line for a ‘Call-off order’ or having selected Call-off as the Origin in the origin window (obtained
by pressing [Origin] at the Quantity prompt in the main Transaction Desktop window). This
window enables you to enter or amend the order line’s call-off table.
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Details Section (Call-off Details)

Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.
Reference (Display only) — Your system reference for the order.
Call-off total — Enter the total quantity of the call-off.

Unit — The call-off total’s unit. This is normally skipped. Click on it to change it. A [Search] is
available.

Please note: The quantities on individual lines in the table can be entered in any unit valid for
the product.

The sales order, the customer, the product and the ordering location are identified in the upper
section of the window.

Call-off lines

Required — The date by which the customer requires the goods.

Pick — (This is the ‘pick date; i.e. the date on or before which goods for this line in the table must
be available for picking in order to meet the required date. It is calculated by subtracting the
picking lead time from the required date when the line is entered.

You recalculate the pick date by setting the prompt to spaces. When you do this, SOP
recalculates the date and displays it in brackets. This indicates that it will be adjusted
automatically if you subsequently amend the required date.

If you change the picking date from the future to the past, you are warned if the standard supply
procedures cannot meet the new picking date.

If you change a picking date from the current date or earlier into the future, you are warned that
the entry may have already appeared on a picking list and will do so again when the new picking
date comes around.

Allocate (Pooled allocation only) — The date the line becomes eligible for automatic allocation.
It is calculated as the required date minus the forward order lead-time for pooled products.

Needed (Queued allocation only) — This is the ‘needed by’ date; i.e. the date by which the goods
on order must be available for picking. It is calculated as the required date minus the allocation
lead time for queued products.

The needed by date is checked by Automatic Allocation against the ‘Late Supplies’ date specified
for the allocation run. If the needed by date on a queue entry falls on or after the late supplies
date, Automatic Allocation tries to allocate stock to the item from the stock pool. If it is successful,
it releases any stock reserved for the entry back to the expected arrival from which it was
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reserved. By doing this, when the late arrival eventually arrives, it automatically replenishes the
stock pool.

Expected (Queued allocation only) — When stock on order is reserved, this is the date that the
stock is expected to be available for picking. The difference between this and the pick date is
the time the stock will spend on your warehouse floor.

Reserve by (Queued allocation only) — The latest date by which the stock request for the entry
must be actioned by the supply system.

Status (Display only) — The status of the entry. It can be one of:

e Scheduled.

e Allocated.

e Cancelled.

e Held.

e Back Order.

e Reserved.

e Done.

Quantity — The quantity of goods called off for delivery at the required date. This must not be
more than the quantity yet to be called-off for the line.

If you amend the quantity on an entry, the change in quantity can require one of the following
actions depending upon the entry’s current status and the method of allocation for which the
entry is marked:

e Increase/decrease request: if the entry is still scheduled, i.e. has yet to be actioned by
either Automatic Allocation or, for queued entries, a supply system, and the quantity on
forward request is simply increased or decreased as wanted.

e Increase reservation: if the entry is marked for queued allocation and has a reservation
against incoming stock set up for it, you can increase the reserved quantity to include any
stock that is not already reserved on the expected arrival. If you increase the reservation
beyond this limit, you will be presented with a list of expected arrivals from which to
choose an entry to cover any deficit. Each additional reservation against different
expected arrivals creates an additional entry in the schedule for the reserved quantity.

e Decrease reservation: when you decrease the quantity on a reserved entry, the change
in quantity is added to the available stock on the expected arrivals against which the
reservation was originally placed.

e Increase/decrease allocated entry: if you change the quantity on an allocated entry,
free stock is adjusted to meet the change. If your change would make free stock negative,
for entries marked for pooled allocation, the deficit is put on back order. For entries
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marked for queued allocation, the window of expected arrivals against the product is
presented to allow you to choose an entry covering any deficit.

Unit — The unit for the call-off line. It defaults to the unit entered at the top of the window for the
call-off as a whole.

Please note: You can enter individual lines in the table in quantities of any unit valid for the
product, however, the call-off total will continue to be shown in the original units.

Details Section (Call-off)

Reference — Descriptive text of up to 15 characters.

Committed — The date most recently given to the customer as the day by which they may expect
the goods.

Originally committed (Display only) — The first commit date given to the customer for these
goods. Set automatically when the ‘Committed’ date is first altered.

Button (Call-off)

[Recalculate] — Recalculate the currently selected date, based on the current required date.
This is for when the ‘Required date’ has been changed.

Totals Section
From (Display only) — The source of the supply.

Call-offs to date (Display only) — The quantity already registered in the call-off table.

Open quantity on order (Display only) — The quantity yet to be registered, i.e. the difference
between the call-offs to date and the call-off total.

Schedule Details

5] Schedule Details £3
Details
Account NEALOD15 \GEDGDSFG | Reference
Product |GALD1 | | Galaxy Highlighter - Yellow |
Location @ ‘South of England |
Unit of supply
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5| Schedule @

Required Pick Allocate Status Quantity Unit
02/09/2018 02/09/2018 29/08/2018 Allocated 20 ITEM +
30/09/2018 30/09/2018 25/09/2018 Scheduled 10 ITEM

Details

Reference Committed |:| Originally committed |:|
Search Recalculate Amend [ Apply ] | Close |
K] Totals 3
Totals
From |ST | |Stock Scheduled total 30| [TTEM |

Introduction

The Schedule Details windows are displayed when you enter the product code for a new order
line for a ‘Scheduled order’ or having selected Scheduled as the Origin in the origin window
(obtained by pressing [Origin] at the Quantity prompt in the main Transaction Desktop
window). This window enables you to enter or amend the order line’s schedule.

Details Section (Schedule Details)

Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.
Reference (Display only) — Your system reference for the order.

Unit of supply — The unit of supply for the whole schedule. A [Search] is available. The
schedule total is shown in the unit specified here, although quantities on individual lines can be
entered in any unit defined for the product.

Schedule

The impact on stock in terms of allocation/de-allocation etc. is as follows:

e If the entry is scheduled and marked for pooled allocation the forward order quantity on
the sales order line is reduced by the quantity that was on the deleted schedule entry.

e If the entry is scheduled and marked for queued allocation, the overall requested quantity
on the sales order line is reduced by the quantity that was on the deleted schedule entry.

e |f stock on order is reserved for the deleted entry, the quantity is added to the expected
arrival entry created when the stock was ordered.
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If stock for the entry is on hold (queued allocation), it will automatically be put into free
stock when released from quarantine.

If stock is allocated to the entry, the current stock quantity on the sales order line is
reduced by the quantity that was on the deleted schedule entry. In addition the free stock
at the despatch location for the sales order line is increased.

If an entry is marked as picked or done, it cannot be deleted unless the whole schedule
is being deleted.

Please note: Dates which are calculated appear in brackets. Dates set by hand are displayed
without brackets.

Required — The date the goods are required by the customer.

If you amend this date, you can recalculate the needed by/allocation and pick by dates (or amend
them manually). The effect of changing these dates depends on whether the entry is marked for
pooled or queued allocation and whether the new date(s) are earlier or later than the original.

Pooled allocation.
For entries marked for pooled allocation:

If the change in date moves the allocation date for the entry from today or earlier into the
future, the entry is put onto forward order and the stock returned to the free stock pool at
the despatch location. The entry is given the status SCHEDULED. On the sales order
line, the schedule entry quantity is moved from the current quantity to the forward order
quantity. At the entry’s despatch location, the entry quantity is moved from allocated to
free stock.

If the change in date moves the allocation date for the entry from the future to the past,
the allocation date is set to today’s date and you are warned that the delivery requirement
cannot be met by standard procedures and special action is needed (e.g. courier rather
than 1st class post). Stock is allocated for the entry from the free stock pool in the normal
way.

If the change in date moves the allocation date for the entry from the future to today, stock
is allocated for the entry in the normal way.
Queued allocation.

For entries marked for queued allocation:

If the change in date moves the needed by date from the past into the future, stock
allocated to queue entries is de-allocated into the free stock pool at the despatch location
and the allocated queue entries are turned back into requests. Stock reserved for queue
entries is put back into the expected arrival on the queue from which it was taken and the
reserved queue entries are turned back into requests.

If the change in date makes the needed-by date earlier than today, it is set to today’s date
and an attempt is made to allocate stock to the line. If there is insufficient stock in the
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despatch location stock pool to meet requirements, no allocation takes place and you are
warned that the delivery requirement can no longer be met by standard procedures.

If the change in date makes the expected arrival date of the stock on a reserved entry
later than the needed by date on the entry, a warning is issued.

If stock is allocated to the entry and the change in date puts the picking date into the past,
a warning is issued.

Pick — This is the ‘pick’ date; i.e. the date on or before which goods for this line in the schedule
must be available for picking in order to meet the required date. The pick date is calculated by
subtracting the picking lead time from the required date. The pick date is worked out and
automatically displayed when the schedule entry is first created. It can be altered manually or
through the option to recalculate dates which is offered if the required date is changed.

You recalculate the pick date by setting the prompt to spaces. When you do this, SOP
recalculates the date and displays it in brackets. This indicates that it will be adjusted
automatically if you subsequently amend the required date.

If you change the picking date from the future to the past, you are warned if the standard supply
procedures cannot meet the new picking date.

If you change a picking date from the current date or earlier into the future, you are warned that
the entry may have already appeared on a picking list and will do so again when the new picking
date comes around.

Allocate (Pooled allocation only) — The date on which the line becomes eligible for automatic
allocation. It is calculated as the required date minus the forward order lead time for pooled
products.

Please note: You can recalculate the ‘allocate’, ‘needed by’, and ‘reserve by’ dates by setting
their prompts to spaces. You can do this at any time. However, when you move onto one of
these prompts after changing the required date, a message is displayed offering you the option
of recalculating the date by setting the prompt to spaces.

Needed (Queued allocation only) — This is the needed by date; i.e. the date by which the goods
on order must be available for picking. It is calculated as the required date minus the allocation
lead time for queued products.

The ‘Needed by’ date is checked by Automatic Allocation against the ‘Late Supplies’ date
specified for the allocation run. If the needed by date on a queue entry falls on or before the late
supplies date, Automatic Allocation tries to allocate stock to the line from the stock pool. If
successful it releases any stock reserved for the entry back to the expected arrival from which it
was reserved. In this way, when the late arrival eventually arrives, it automatically replenishes
the stock pool.

Expected (Queued allocation only) — When stock on order is reserved, this is the date that the
stock is expected to be available for picking. The difference between this and the pick date is
the time the stock will spend on your warehouse floor.
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Reserve by (Queued allocation only) — The last date, by which the stock request for the entry
must be actioned by the supply system.

Status (Display only) — The status of the entry. It can be:

Scheduled.
Allocated.
Cancelled.
Held.

Back Order.
Reserved.

Done.

Quantity — The quantity of goods wanted at the required date.

If you amend the quantity on an entry, the change in quantity can require one of the following
actions depending upon the entry’s current status and the method of allocation for which the
entry is marked:

Increase/decrease request: if the entry is still scheduled, i.e. has yet to be actioned by
either Automatic Allocation or, for queued entries, a supply system, and the quantity on
forward request is simply increased or decreased as wanted.

Increase reservation: if the entry is marked for queued allocation and has a reservation
against incoming stock set up for it, you can increase the reserved quantity to include any
stock that is not already reserved on the expected arrival. If you increase the reservation
beyond this limit, you will be presented with a list of expected arrivals from which to
choose an entry to cover any deficit. Each additional reservation against different
expected arrivals creates an additional entry in the schedule for the reserved quantity.

Decrease reservation: when you decrease the quantity on a reserved entry, the change
in quantity is added to the available stock on the expected arrivals against which the
reservation was originally placed.

Increase/decrease allocated entry: if you change the quantity on an allocated entry, free
stock is adjusted to meet the change. If your change would make free stock negative, for
entries marked for pooled allocation, the deficit is put on back order. For entries marked
for queued allocation, the window of expected arrivals against the product is presented to
allow you to choose an entry covering any deficit.

Unit — The unit for the schedule line. It defaults to the unit entered at the top of the window for
the schedule as a whole.

You can enter individual lines on the schedule in quantities of any unit valid for the product,
however, the schedule total will continue to be shown in the original units.
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Details Section (Schedule window)

Reference — Descriptive text of up to 15 characters.

Committed — The date most recently given to the customer as the day by which they may expect
the goods. This is initially set to the required date for the line but can be amended here.

Originally committed (Display only) — The first ever commit date given to the customer for these
goods. Set automatically when the ‘Committed’ date is first altered.

Button (Schedule window)

[Recalculate] — Recalculate the currently selected date, based on the current required date.
This is for when the required date has been changed.

Totals
From (Display only) — The supply source.

Scheduled total (Display only) — This is shown in the unit entered at the top of the window.

Enter Reason Code

&1 Enter Reason Code 23
Line Details
Product | GALD3 | - |Galaxy Highlighter - Green |
Reason
Reason for return DIT | - |Damaged in transit |
Search | Ok

Introduction

The Enter Reason Code window is displayed when you:
e Complete a new order line, when entering a credit note.

e Confirm the copy when creating a credit note by copying an existing order. Transaction
Desktop displays this window for every order line being copied.

Please note: This window does not appear if no reason codes have been defined in the
administration parameters for Customer Returns.

Line Details Section
Product (Display only) — The product code is displayed, followed by its description.
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Reason Section

Reason for return — Enter the code identifying the reason for the return of goods for which this
credit note is being entered. A [Search] of valid codes is available.

Required Date

X Required Date 23

Details
Required by | |

| oK ||_§Iuse |

Introduction

The Required Date window is displayed after the Unit prompt, when entering a new sales order
line if the ‘Required dates at line level allowed’ system parameter is set to ‘Prompt’.

Details Section

Required by — The required date for the transaction. Leave this blank to process the transaction
as soon as possible.

If you entered a date at the ‘Required’ prompt in the Transaction Details then it is used as a
default here.

Credit Check Failed

A Credit Check Failed =

Details

This account has failed credit checking, either it has exceeded
its credit limit or has overdue transactions.

To proceed please select one of the available options, override
the credit check (in which case the transaction will appear on
the override audit report), hold the transaction or cancel.

If you wish to view the account's balance information before
proceeding, select the balance option.

| Balance | Enquiry |_Q1.ferride| | Hold | Cancel |

Introduction
The Credit Check Failed window is displayed (if appropriate) if credit checking failed.

Credit checking, if enabled via system parameters, takes place at the beginning of order entry,
and as each detail line is entered.
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The appearance of this window alerts you to the fact that the credit limit has been exceeded and
gives you a number of options for dealing with the situation.

Please note: The use of this window is dependent on the Credit Checking system parameters.

Buttons

[Balance] — This button displays various balances for the selected account.

[Enquiry] — This button displays the Customer Enquiry window (from Debtors Ledger) for the
selected customer.

[Override] — This button overrides the credit check and process the order as normal. The
override is noted on the audit report.

[Hold] — This button lets you continue to enter a new order but with a status of “Held”. It will not
be released for processing until the situation which caused the credit hold changes. When this
happens, the order is released by the next Automatic Allocation run.

[Cancel] This button cancels processing of the order.

e |If the order is empty, it is deleted and the order number (which is not re-used) appears on
the override report as a wasted order.

e |If the order is not empty, this option simply exits from order.

Copy Transaction

n Copy Transaction 3
Copy From
Transaction ORDODOB3 |~ Humber of lines El
Account NEALO15 | |A Neal & Sons |
Type 'Sales Order |
Customer ref 'neal2498u |
Copy To
Our ref
Account NEALD15 | |A Neal & Sons
Type 'Sales Order |
Customer ref |neal2498u
Required | |
Details
|:| Copy initial comments?
|:| Copy trailer comments?
|:| Copy transaction notes?
Search | oK | |_§ance| |
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Introduction

The Copy Transaction window is displayed when you press [Copy] at the ‘Date’ prompt when
entering new order. It enables you to specify the reference of an existing order to be used as a
template when creating a new order.

Copy From section

Transaction — Enter the reference of the order you want to copy. A [Search] is available.

Pease Note: The remaining information is only displayed, once a transaction has been selected
to copy.

Number of lines (Display only) — The number of transaction lines in the order to be copied.

Account (Display only) — The customer account code and name that the order to be copied was
entered for.

Type (Display only) — The transaction type of the order to be copied. This can be:
e Sales Order.
e Quotation.
e Invoice.
e Credit note.
e Repeating.
e Forward.

Customer ref (Display only) — The customer’s reference, of the order to be copied.

Copy To section

Our Ref (Display only) — The System reference for the order to be created, as already defined
in the main Transaction Desktop window.

Account (Display only) — The customer account code and name for the order to be created, as
already defined in the main Transaction Desktop window.

Type (Display only) — The transaction type of the order to be created. This can be:
e Sales Order.
e Quotation.
e Invoice.
e Credit note.
e Repeating.

e Forward.
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Customer ref— The customer’s purchase order number/reference, up to 25 characters, which
will be printed on the invoice and all delivery documents. This defaults to the customer ref for
the initial order.

Required — The required date for the transaction. Leave this blank to process the transaction as
soon as possible. For more details, see ‘Required’ field in the main Transaction Desktop
window.

Details Section

Copy initial comments? — Tick this box if the initial comments are to be copied from the original
order to the new order.

Copy trailer comments? — Tick this box if the trailer comments are to be copied from the original
order to the new order.

Copy transaction notes? - (Only available at sites configured to use the extension database,
not available when copying from or to a repeating order) Tick this box if the transaction notes
entered for the transaction being copied are copied to the new transaction.

On Completion

A confirmation request is displayed.

Confirm Transaction Copy

. - 1 Please confirm that you wish to proceed with copying the transaction
W details and lines from transaction ORDO00ES to transaction ORDO0051

.

Yes - The existing order is then copied and you are returned to the main Transaction Desktop
window, in amend mode for the new order. You can then make any necessary amendments to
the new transaction.

No — Return to the Copy Transaction window.
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Order by Product

&.] Order by Product £
Product Description Add to Transaction Quantity Unit Free Stock
ANTCT100 Antec Typecart 100 | 400
AVPP2 Victor Design 2 Portable OHP 1 ITEM 7=
BAN2850 Banner Lev.Arch File A4 - Grn 1 ITEM 850 —
BAN2855 Banner Lev.Arch File A4 - Y1iw 1 ITEM 850 .
GALOD1 Galaxy Highlighter - Yellow 1 ITEM 1370 |
GALO2 Galaxy Highlighter - Blue 1 ITEM 840
Last Invoice Pricing Details
Last invoice V00181 Price paid at last invoice [ 4.52| per |TTEM |
Date 30/04/ 2015 Pricelist used MAINGBP
Quantity last invoiced | 6| [TTEM |

Search Select Deselect All Remove Amend Apply | Generate | | Cancel |

Introduction

The Order by Product window (Template) is displayed when you press [Template] at the
Product prompt, when entering or amending an order. The window lists previously invoiced
products for the customer, products can then be selected and quantities specified for inclusion
as new lines on the current transaction.

Invoiced Products Section

Product (Display only) — The product code (or the product alias code) and its description.

Add to Transaction (Display only) — This indicates whether or not the product has been selected
for inclusion in the list of products for which transaction lines will be generated.

Please note: If a product is obsolete or superseded it cannot be added automatically. If it is
required, it must be added to the transaction manually.

Quantity (Not for extras or comments) — Enter the required quantity of the product.

Unit (Not for extras or comments) — Enter a valid unit for the product. A pop-up enquiry is
available.

Please note: If the unit selected is not the stock unit, the quantity ordered is converted into stock
units for internal handling by the software. If either the quantity or the conversion factor is not a
whole number, the quantity ordered may be rounded as a result of the conversion process. If
this happens, you are warned and the stock unit equivalents of the quantity and unit are also
displayed.

Free Stock (Display only) — The current quantity of free stock in the unit shown.
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Last Invoice Section

Last invoice (Display only) — The invoice number from which the preceding date and quantity
are taken.

Date (Display only) — The date the customer was last invoiced for the product.

Quantity last invoiced (Display only) — The last quantity invoiced.

Pricing Details Section

Price paid at last invoice (Display only) — The price paid when the customer was last invoiced
for this product.

Pricelist used (Display only) — The pricelist from which the preceding price was taken.

Buttons

[Select] (Only if the product is not currently ‘selected’) — This button adds the current product to
the list of products for which transaction lines are to be generated. When a product is selected,
you are prompted for the quantity and unit to be used for the resulting transaction line.

[Deselect] (Only for ‘selected’ products) — This button removes the current product from the list
of products for which transaction lines are to be generated.

[All] — (This adds all unselected products to the list of products for which transaction lines are to
be generated, you are not prompted for the quantities and units to be used for the resulting
transaction lines.

[Remove] (Only if the product is not currently ‘selected’) — This button removes the current
product from the list of previously invoiced products.

Please note: Removed products are re-added to the list when a transaction line for them is next
invoiced to the customer.

[Amend] (Only for ‘selected’ products) — This allows the quantity and unit to be amended.

[Generate] — This returns to the main Transaction Desktop window and generates transaction
lines for all currently ‘selected’ products using the quantities specified.

[Cancel] — This abandons the current selections and returns to the main Transaction Desktop
window. No transaction lines are generated.
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Transaction Details

] Transaction Details

Details
Customer reference ORDDDD84 Created by
Required Last amended by @
Transaction date 30/04/2005 | ||12.21 Generated from [ ]
Expiry date (quotations) |
Cross-border cash book |:|1|
Trading terms c |- 'Due 90 Days |
D Transaction is a supply of broadcasting, telecommunications or e-services (BTE)?
Sales Details
Sales office 'MID |+| |Midlands and Wales |
Sales rep. ‘A1 |+| |Alan Jones |
Territory ‘M03 |~| |Midlands - West & Wales |
Class ‘WS |v| 'Wholesaler |
Despatch Details
Despatch from 'MID |V| 'Midlands and Wales |
Delivery -
Instructions 'Van |
| |

Humber of labels E
Despatch/Return date 30/04/ 2015 |
Settings
D Acknowledgements required? D Combine orders for delivery?
Part invoicing allowed? D Combine invoices?
Part deliveries allowed? Back orders? Allowed v|

Search Credit Note Option Repeating Orde [ ok || Close |
| Price/Discount [ Initial Comments | Trailer Comments |
| Notes |

Introduction

The Transaction Details window is displayed when you press the Details button. It enables you
to enter and update information about the current transaction. It is also displayed when you
complete the Transaction Details section of the main Transaction Desktop window for a new
order, if not all the mandatory information is not available. The missing fields are indicated by a
B (A white star on a red background).

Please note: With the exception of the transaction date and time, the remaining items in this
window default to the corresponding values entered for the customer in the Company Details
window of Customer Maintenance in Debtors Ledger or defined in the user’s desktop profile (if
a setting exists in both places the setting defined in Customer Maintenance is used).
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Details Section

Customer reference — The customer’s purchase order number/reference, up to 25 characters,
which will be printed on the invoice and all delivery documents.

Required — The required date for the transaction. (See the main Transaction Desktop window
for more details)

Transaction date (& time) — The date defaults to the date was entered. A blank order date is
not allowed. The time is set automatically and cannot be changed as it is intended for audit
purposes.

Expiry date (quotations) - (Only available for quotations and if the option to automatically purge
expired quotations is enabled in system parameters) — Set this to the date on which the quotation
expires. The system will automatically purge any quotations that have not been converted to an
order but have passed their expiry date. Leave this blank if the quotation is not to be
automatically purged after a specified date. This defaults to the system date, plus the number of
day’s quotations are retained.

Cross-border cash book — Enter the cash book to be used as a default for cross-border
invoices generated for this customer. The BIC and IBAN of this cash book must be printed on
the invoice so that the customer can use them for payment. The default is the cash book Set up
for this customer in Customer SOP Details. A [Search] is available.

Trading terms (Mandatory) — This determines the payment terms and any settlement discount
to be applied to this transaction. A [Search] is available. New terms codes can be set up at this
point. Existing codes cannot be amended or deleted here.

Transaction is a supply of broadcasting, telecommunications or e-services (BTE)? (Only
available for quotations, orders, invoices or credit notes and if the customer type is consumer) -
Tick this if the transaction is for goods that are classed as a supply of broadcasting,
telecommunications or e-services (BTE). If this is the case, the place of taxation is determined
by the location of the customer (i.e. the country from the customer’s invoice address), rather than
the location of the business supplying the services. When ticked, lines are restricted to products
configured as BTE supplies or comments.

Please note: Supplies of BTE to consumers (private individuals) are excluded from the EC Sales
List and do not contribute to the ‘value of supplies to EC countries’ on the VAT Reconciliation
report. The tax class is set to ‘DS’ (digital supplies) for supplies of BTE. The VAT Reconciliation
report lists these in a separate section.

Created by (Display only) — The operator-id of the user that originally created the transaction.
Last amended by (Display only) — The operator-id of the user that last updated the transaction.

Generated from (Display only) — If the transaction was created using the copy transaction
function or from a repeating order then this is set to the ‘our ref of the originating transaction,
otherwise this is blank.
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Sales Details Section

Sales office (Mandatory) — The location to which this sale will be credited in ‘Sales Analysis’
and ‘General Ledger’. A [Search] is available. This can only be altered if multiple locations are
in use.

Sales rep. — A four-character code used for sales analysis. A [Search] is available. The default
is the sales rep code held for the customer in Debtors Ledger or if this is not set the default is
taken from the user’s desktop profile. If neither is available the default is the id of the operator
entering the transaction (provided this has been defined as a valid sales rep code).

Please note: You can change the title of this code through the Customer Classification Titles
window of Debtors Ledger system parameters; for example, you can change the title from 'sales
rep.' to 'agent'.

Please also note: If the ‘Default sales rep from operator-id’ SOP system parameter is set, the id
of the operator entering the transaction (provided this has been defined as a valid sales rep
code) is used regardless of any default held for the customer or entered in the user’s desktop
profile.

Please also note: Sales rep codes are defined via system codes in administration parameters.
Territory — A four-character code used for sales analysis. A [Search] is available.

Class — A customer category as set up in Debtors Ledger. A [Search] is available.

Despatch Details Section

Despatch from (Mandatory) — The location from which stock is actually taken. A [Search] is
available. This can only be altered if multiple locations are in use. It can be changed on each
transaction line if permitted by a system parameter.

Delivery — Enter a delivery code as entered in system codes in administration parameters. This
field can be left blank. A [Search] is available. If you enter a valid code its description (2 lines of
up to 30 characters each) is used to default the delivery instructions

Instructions — The delivery instructions for the transaction (2 lines of up to 30 characters can
be entered).

Number of labels (Only if the ‘Delivery labels required’ system parameter is set) — Enter one of
the following:

e Zero, if labels are not required for this transaction.

e A positive number, in the range 1-99, to indicate the exact number of labels required for
each delivery note.

e P, to print labels according to the settings of the products on the delivery notes.

Please note: You enter product label settings in the Sales Details window of Product
Maintenance. You can specify the number of labels to be printed for each delivery of the product,
or for a specified pack size.
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Despatch/Return date — The date to be used when stock is issued or returned (for the current
transaction) within the transaction desktop.

Please note: This date is reset each time an order is processed.

Settings Section

Acknowledgements required? (Not Credit Notes, Invoices or if the ‘Acknowledgements
required — SOP system parameter is disabled) — Tick if an acknowledgement is required for this
order? This defaults from the setting in Debtors Ledger — Customer Details — Companies — SOP
Details.

Part invoicing allowed? (Not Credit Notes, Invoices or if the ‘Allow part invoicing? — SOP
system parameter is disabled) — Tick if part invoicing is allowed for this order? This defaults from
the setting in Debtors Ledger — Customer Details — Companies — SOP Details.

Part deliveries allowed? (Not Credit Notes, Invoices or if the ‘Allow part deliveries?’ — SOP
system parameter is disabled) — Tick if part deliveries are allowed for this order? This defaults
from the setting in Debtors Ledger — Customer Details — Companies — SOP Details.

Please note: Part deliveries also apply to picking lists as well as delivery notes

Combine orders for delivery? (Not Credit Notes or Invoices) — The type of delivery processing
to be used for this order. Settings are:

e Tick to process the order as part of a combined delivery for the customer.
e Leave Blank :

o If the customer receives normal order deliveries, process the order using the
standard order delivery procedures.

o If the customer receives combined deliveries, process this order using the special
delivery option in the combined delivery-picking window.

This defaults from the setting in Debtors Ledger — Customer Details — Companies — SOP Details.

Please note: This setting on an order header cannot be altered while any line on the order is
undergoing delivery, i.e. has appeared on a picking list but has not been confirmed as
despatched.

Combine invoices? (Not Credit Notes, Invoices or if the ‘Combine orders onto a single invoice?’
— SOP system parameter is disabled) — Tick if this order can be combined with others onto a
single invoice. This defaults from the setting in Debtors Ledger — Customer Details — Companies
— SOP Details.

Back orders? (Not Credit Notes or Invoices) — Set how back orders are handled for this order.
Select from a drop down menu:

e Allowed — Select this if, during the addition of new order lines for pooled products, any
guantity in excess of remaining free stock is to be placed on back order.
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e Not Allowed — Select this if back ordering is not permitted for lines of pooled products on
the order.

e Always — Select this to automatically back order all quantities of pooled products on new
lines added to the sales order regardless of the availability of free stock.

Please note: Modifying this parameter on sales orders that already contain lines that are not fully
delivered is NOT recommended practice. While changing the parameter has no immediate effect
on such lines, it can lead to unexpected inclusion or exclusion of the lines from picking lists and
in despatch confirmation. If you are forced to change the back order option on the header of an
order containing undelivered lines, it is recommended that you then amend each of the lines and
clearly establish the allocated and back ordered stock quantities on them in accordance with the
new setting.

Buttons

[Credit Note Options] (Credit notes only) — This button displays the Credit Note Options
window, allowing you to enter the default status of goods for the credit note.

[Repeating Order] (Repeating orders only) — This button displays the Repeating Orders
Settings window, allowing you to enter the details controlling the repeating order.

[Price/Discount] — This button displays the (Transaction Details —) Price/Discount Settings
window, allowing you to enter the pricing and discount defaults for the transaction.

[Initial Comments] — This button displays the Initial Comments window allowing you to enter
or amend any number of lines of up to 40 characters each of free-format text, for printing (before
any detail lines) on acknowledgements, delivery notes and invoices. If a comment line starts with
an asterisk, then it and all subsequent lines are for internal use only and are not printed.

[Trailer Comments]— This button displays the Trailer Comments window allowing you to enter
or amend any number of lines of up to 40 characters each of free-format text, for printing (after
any detail lines) on acknowledgements, delivery notes and invoices. If a comment line starts with
an asterisk, then it and all subsequent lines are for internal use only and are not printed.

[Notes] (Only available at sites configured to use the extension database, not available when
entering repeating orders) - This allows the notes for the current transaction to be viewed and
updated. If the current transaction already has notes, an indicator (the hi-lighted text ‘Notes’) is
displayed, to show this.
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Credit Note Options

1| Credit Note Options X
Details

Status of goods | Return to stock v|

| oK || Close |

Introduction

The Credit Note Options window is displayed when you press the [Credit Note Options] button
in the Transaction Details window. It allows you to enter and update the default status of goods
for the credit notes.

Details Section

Status of goods — Select the default status of the goods on a credit note from a drop down
menu. The options are:

e Return to stock — Goods are returned to stock so that they can be issued to another
order.

e Write off — Goods are not returned to stock, but are instead written off. You can then use
the stock adjustments facility in Stock Control to set the correct status and value of the
returned goods.

Please note: This cannot be changed once lines have been entered.

Repeating Order Settings

& | Repeating Order Settings 23
Details
Repeat interval E |Weeks v|

Mumber of repeats |:|
| oKk | anse |

Introduction

The Repeating Order Settings window is displayed when you complete the transaction details
section of an order and before entering the order lines. It enables you to enter the repetition
details. It is also displayed when you press the [Repeating Order] button from the Transaction
Details window.
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Details Section

Repeat interval — The interval between repetitions of the order. The interval is given as a number
followed by the type of interval. This is selected from a drop down menu and can be:

e Days.
e \Weeks.
e Months.

e Upon request.

Please note: The ‘Required’ (already entered) gives the date for the first occurrence and
subsequent dates are calculated from this.

Please also note: A repeating order acts only as a template; it is not invoiced and does not have
stock allocated to it. Automatic Allocation generates normal orders from the template when they
are required.

Number of repeats — The number of orders required (e.g. if this is set to 2, there will be an
eventual total of two orders created from the template). This figure is decremented every time
one of the repeats is processed and the repeating order template becomes eligible for purging
when the figure becomes zero. For an indefinite number of repetitions enter -1. For ‘On Request’
orders, enter O here and amend this to 1 each time an order is required. On Request templates
must eventually be deleted manually.

Price/Discount Settings

# | Transaction Details - Price/Discount Settings @

Details

Main price list
Special price list 'SPECIAL |-
Trade discount scheme | ||

Trade discount level E

Megotiated discount
Search oK Close

Introduction

The Price/Discount Settings window is displayed when you press the [Price/Discount] button
from the Transaction Details window. It enables you to enter and update pricing and discount
defaults for the transaction.

Please note: All items in this window default to the corresponding values entered for the
customer in the Company Details window of Customer Maintenance in Debtors Ledger or
defined in the user’s desktop profile (if a setting exists in both places the setting defined in
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Customer Maintenance is used). With the exception of the Trade Discount Scheme, they can be
overridden.

Details Section

Main price list — The price list to be used. A [Search] is available. Your system can be
configured to allow each transaction line to be manually priced as it is added to the order. To
use this feature leave the main price list for the transaction blank.

Special price list - A [Search] is available. Any special prices, to be used in preference to
those on the main price list, or a list of special discounts to be applied to the main price list, or a
list of foreign language product descriptions.

Please note: Transaction lines already entered are not altered automatically if you change the
main or special price list; you must use the [Reprice] option on the Process Transaction menu.

Trade discount scheme (Display only) — If a trade discount scheme has been specified for the
customer, it is displayed here. It is used in preference to any trade discount scheme held at
product level which otherwise applies.

Trade discount level — Enter the level within a trade discount scheme which applies to this
transaction.

Negotiated discount — Enter the negotiated discount percentage, if any. This can be a negative
figure to calculate a surcharge applying to all transaction lines; for example a delivery charge.

Please note: System parameters control the way discounts are calculated when a combination
of trade, quantity, industry or negotiated discounts are used. System parameters also control
how multiple discounts are printed on quotations and invoices.
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Account Details

F

B Account Details X

Account Balance

Balance | 31260.20| Credit limit | 80000
Indemnity cover | 0|

Next | 1276.10 Past-2 | 0.00/

Curr | 0.00| Past-3 | 0.00/

Past-1 | 0.00| Past-4 | 29984.10/

Last sale | 1264.22| on 30/04/2015 |

Average days taken to pay invoices

is overdue from '19/03/2005 |

Outstanding orders | 2209.50|

Held transactions El Held amount | 0.00|

| Hotes | | Actions | Branch Details | Close

| Account Enguiry | | Previous Orders |

Introduction

The Account Details window is displayed when you press the [Account] button, in the main
Transaction Desktop window. It enables you to make enquiries about the currently selected
customer/company. It is also displayed when you press [Balance] from the Credit Check Failed
window.

Account Balance Section

Balance (Display only) — The current balance on the account.
Credit limit (Display only) — The Credit limit for the customer.

Indemnity cover (Display only) — The Indemnity cover limit for the customer (O if Indemnity
cover is not enabled for the currently selected company).

Next (Display only) — The balance on the account for the next period.
Current (Display only) — The balance on the account for the current period.
Past-1 (Display only) — The balance on the account for the previous period.
Past-2 (Display only) — The balance on the account for past period 2.
Past-3 (Display only) — The balance on the account for past period 3.
Past-4 (Display only) — The balance on the account for past period 4.

Last sale (Display only) — The amount and date of the last sale.
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Average days taken to pay invoices (Display only) — The average number of days the
customer takes to pay invoices.

... Is overdue from ... (Display only) — The value of the oldest overdue invoice and the date it
was due.

Outstanding orders (Display only) — The total value of outstanding orders.

Held Transactions (Display only) — The number of transaction held on the customer’s account
in debtors’ ledger.

Held amount (Display only) — The total value of those held transaction on the customer’'s
account in debtors’ ledger.

Buttons

[Notes] — This option displays the Customer Notes for... window, allowing you to view and
amend notes about this customer.

[Actions] — This option displays the Actions on Customer window, allowing you to view and
actions on this customer.

[Branch Details] (Only available if the customer is a branch or head office) — This option displays
the Branch Details for Head Office window. This lists the branches for the head office account
applicable to the current transaction. For each branch the delivery address, contact details, credit
limit, amount due and total of outstanding orders are displayed.

[Account Enquiry] —This option displays the Account Enquiry for Company window
displaying an enhanced enquiry, with further buttons available to supply comprehensive enquiry
for the selected customer.

[Previous Orders] — This option displays the Orders by Customer window displaying all
previous orders for the selected customer in reverse date order. Further buttons then enable you
to display even more information for the order.
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Printing/Despatch

# | Printing/Despatch @
Options

| Acknowledgement |
| Picking List |

15508 ST0CH

| Delivery Labels |

| Despatch Confirmation |

| Delivery Note |

O oraint
o

T R = R

| Invoice |

| Pro-forma Invoice |

Close

Introduction

The Printing/Despatch window is displayed when you press the [Print] button in the
Transactions section of the main Transaction Desktop window (Not for Quotations, Invoices,
Credit Notes or Direct orders). It enables the immediate printing (or reprinting) of documents
associated with this order (if permitted by system parameters and the type/status of the order).

Please note: If you issue stock to an order and print an immediate invoice, this document is
deemed to be both delivery note and invoice, and no separate delivery note will be printed.

Options
[Acknowledgement] —This option lets you print and/or export an acknowledgement for the

selected order. If the acknowledgement is to be printed the standard print options window is
displayed.

[Picking List] —This option lets you print the picking list (and, depending on how your system
parameters are set, the delivery note) for this order. The standard Picking/Delivery Note Print
window is displayed, unless a picking list has already been picked, but further items require
picking in which case you are given the option.

[Issue Stock] —This option lets you issue stock to the order. You are prompted for batch and
serial numbers if one or more of the products are batch traceable or serialised.

Please note: If any of the order lines have an outstanding picked quantity (i.e. they have
appeared on a picking list but the stock has not been issued) the stock must be issued using
Despatch Confirmation.

[Delivery Labels] —This option lets you print delivery labels for this order. The Label Print
window is displayed.
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[Despatch Confirmation] — This option lets you confirm despatch of the selected order. The
Despatch Confirmation Options window is displayed.

[Delivery Note] — This option lets you print the delivery note for the selected order. If stock has
not already been issued for this order, a window appears warning that stock is issued before the
delivery note is printed. It asks you to confirm that you want to proceed. (You are prompted for
batch and serial numbers if any of the products are batch traceable or serialised). The standard
Print Options window is displayed.

[Receipt Confirmation] (Only if ‘Customer Receipt Confirmation’ is enabled via SOP system
parameters and either the ‘Is this the case for all customers?’ or the ‘Receipt confirmation
required?’ parameter is set for the customer) — This option allows lets you confirm customer
receipts for delivery notes relating to the order. The Delivery Notes window is displayed
allowing you to select a delivery note for confirmation.

[Invoice] — This option allows lets you print, e-mail and/or export the invoice for the transaction.
The Invoice Details window is displayed.

[Pro-forma Invoice] — This option allows lets you print or e-mail a pro-forma for the selected
invoice. This does not change the data or affect any processing, for example you might want to
print an invoice for test purposes. The Invoice Details window is displayed.

Print Options
&' Print Options @

Details
Flease specify whether you wish to print the document
or a 'pro-forma’ version of it.

| Document | | Pro-forma | | cancel |

Introduction

The Print Options window is displayed when you press the [Print] button in the Transactions
section of the main Transaction Desktop window (Only for Invoices, Credit Notes or Direct
orders). It enables the immediate printing (or reprinting) of documents associated with this order
(if permitted by system parameters and the type/status of the order).

Buttons

[Document] — This option allows lets you print, e-mail and/or export the invoice/credit note for
the transaction. The Invoice / Credit Note Details window is displayed.

[Pro-forma Invoice] — This option allows lets you print or e-mail a pro-forma for the selected
invoice / Credit Note. This does not change the data or affect any processing, for example you
might want to print an invoice for test purposes. The Invoice / Credit Note Details window is
displayed.
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Invoice / Credit Note Details

[30/04/ 2015

Introduction

The Invoice Details window is displayed when you select either the [Document] or the [Pro-
forma Invoice] button in the Print Options window or the Printing/Despatch window. For
Credit Notes the Invoice Details window is replaced by the Credit Note Details window.

Details Section

Invoice / Credit date (Display only, when reprinting invoices) — Enter the invoice date. This is
also used to select the accounting period for postings. The default is either today or the last day
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of the current period in Debtors Ledger, whichever is earlier. You can change this to an earlier
date or to a date in the ‘next period’ in Debtors Ledger. If you enter a date in the ‘next period’, a
warning window appears. You cannot enter a date beyond the end of the ‘next period’ in Debtors
Ledger.

Exclude deliveries after (Not when reprinting invoices) — If part invoicing is not allowed and a
fully confirmed order has a despatch date after the date entered here, no invoice is printed for
the order.

Analysis location (Display only) — The analysis location the invoice relates to.
Invoices from...to (Display only) — The next available, and the last possible, invoice numbers.

If your order type is invoice or you selected Proforma from the Invoice Print menu, these are
blank.

Print rather than email invoices/credit notes? — Set this to physically print all invoices/credit
notes regardless of whether the customer is configured to receive them via email. If this is not
set, invoices/credit notes will be sent via email for those customers configured to receive them
via email.

Message line 1 & 2 — Enter two lines of up to 30 characters each for printing on the invoices or
exporting with the invoice details. Typical uses are for sales announcements or statements of
terms.

Delivery Details

(X Delivery Details =
Details
Delivery
Instructions |'d'an |
| |
Mumber of labels E
| Search | |_ge|i1.rer'.r Address | | 0K | | Close

Introduction

The Delivery Details window is displayed when you select [Delivery] from the main
Transaction Desktop window, enabling you to view and amend the delivery instruction and
access the Delivery Address window.

Details section

Delivery instructions — Enter a delivery code as entered in System Codes in administration
parameters. A [Search] is available. When you enter a valid code the description (up to 2 lines
of up to 30 characters each) is displayed. You can change the description specifically for this
order.
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Number of labels (Only if the ‘Delivery labels required’ system parameter is set) — Enter one
of the following:

e Zero, if labels are not required for this order.

e A positive number, in the range 1-99, to indicate the exact number of labels required for
each delivery note.

e P, to print labels according to the settings of the products on the delivery notes.

Please note: You enter product label settings in the Sales Details window of Product
Maintenance. You can specify the number of labels to be printed for each delivery of the product,
or for a specified pack size.

Button

[Delivery Address] — Display the Delivery Address window, allowing you to view and amend
the delivery address and contact details.

Delivery Address

n_| Delivery Address @
Address

Mame |Anderton Ltd

|
Address |18 Chapel Hill |
|St. Erth |
|
|

|Mear Hale

Postcode  |TR27 4RT |
Country |GB | ~|Great Britain |

Contact
Name | Daniel Carter |
Phone 01736 258965 |

Fax (01736 547145 |
Mobile | |
Internet
Email | |
Web | |
Search | Select Address | oK | gluse ]
[ Mew address ] Postcode Lookup

Introduction

The Delivery Address window is displayed when you select [Delivery Address] from the main
Delivery Details window. It enables you to view and amend the delivery address and contact
details.
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Please note: If the current delivery address details are edited or a new delivery address entered
the Address Details Changed window is displayed.

Address Section

Name, Address, Postcode — The name, address and postcode to which the delivery / delivery
note is to be sent.

Country — The country to which the delivery / delivery note is to be sent. A [Search] is available.
If the country code is changed the tax is recalculated as necessary. You cannot change the
country code after the invoice has been printed.

Contact Section

Name — The contacts name.
Phone— The main telephone number associated with the delivery address.
Fax — The fax number associated with the delivery address.

Mobile — The mobile number associated with the delivery address.

Internet Section

Email — The email address associated with the delivery address. A warning is displayed if the
Email address is not of a recognised format.

Please note: Depending on your system set up, you may be able to double click on the e-mail
address to send an e-mail to that address.

Web — The address of the web site associated with the delivery address. A warning is displayed
if the web address is not of a recognised format.

Please note: Depending on your system set up, you may be able to double click on the web site
address to display that web page.

Buttons

[Select Address] — This options display the Select Address window, allowing you to select a
new delivery address from the addresses associated with that customer.

[New Address] — This option clears the window down, allowing you to enter new delivery
address details.

[Postcode Lookup] (Only if ‘Postcode Anywhere’ is configured for use on that screen. See
Appendix A for more details.) — Add or amend a delivery address using the Postcode Anywhere
facility.
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Invoice Details

# /| Invoice Details @
Details
Trading terms [3:|:| 'Due 60 Days
Country GB | Great Britain
VAT registration 1239 2399 21 |
VAT status |I'-Iorma| v|
| Search | | Invoice Address | OK Close

Introduction

The Invoice Details window is displayed when you select [Invoice] from the main Transaction
Desktop window. It enables you to view and amend invoice details and access the Invoice
Address window.

Details Section

Trading terms — The trading terms code (set up in Debtors Ledger) determining the payment
terms and any settlement discount to be applied to this order. A [Search] is available which
allows new terms codes can be set up, but existing codes cannot be amended or deleted here.

Country (Display only) — The country associated with this order. It affects Tax handling.

Tax registration (The Tax reference (e.g. VAT, GST...) is substituted for the word Tax) — This
must correspond to the tax registration mask entered for the country in the Country Codes
window of administration parameters. You cannot change this prompt after the invoice has been
printed.

Tax status (The Tax reference (e.g. VAT, GST...) is substituted for the word Tax) — Select from
a drop down menu:

e Normal.

e Exempt.

e Zero Rated.

e OQutside Scope of VAT.

Please note: In some cases this option may be blank.

Button

[Invoice Address] — Display the Invoice Address window, allowing you to view and amend the
invoice address and contact details.
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Invoice Address

7 | Invoice Address @
Address

Mame |Anderton Ltd

|
Address |18 Chapel Hill |
|St. Erth |
|
|

|Near Hale

Postcode  |TR27 4RT |
Country |GB | ~|Great Britain |

Contact
Name | Daniel Carter |
Phone 01736 258965 |

Fax (01736 547145 |
Maobile | |
Internet
Email | |
Web | |
Search | Select Address | oK | QIDS& ]
[ Mew address ] Postcode Lookup

Introduction

The Invoice Address window is displayed when you select [Invoice Address] from the main
Invoice Details window, enabling you to view and amend the delivery address and contact
details.

Please note: If the current invoice address details are edited the Address Details Changed
window is displayed.

Address Section

Name, Address, Postcode — The name, address and postcode to which the invoice is to be
sent.

Country — The country to which the invoice is to be sent. A [Search] is available. . If the country
code is changed the tax is recalculated as necessary. You cannot change the country code after
the invoice has been printed.

Contact Section

Name — The name of the contact associated with this invoice address
Phone — The main telephone number associated with the invoice address.

Fax — The fax number associated with the invoice address.
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Mobile — The mobile number associated with the invoice address.

Internet Section

Email — The email address associated with the invoice address. A warning is displayed if the
Email address is not of a recognised format.

Please note: Depending on your system set up, you may be able to double click on the e-mail
address to send an e-mail to that address.

Web — The address of the web site associated with the invoice address. A warning is displayed
if the web address is not of a recognised format.

Please note: Depending on your system set up, you may be able to double click on the web site
address to display that web page.

Buttons

[Select Address] — This options display the Select Address window, allowing you to select a
new invoice address from the addresses associated with that customer.

[New Address] — This option clears the window down, allowing you to enter new invoice address
details.

[Postcode Lookup] (Only if ‘Postcode Anywhere’ is configured for use on that screen. See
Appendix A for more details.) — Add or amend an invoice address using the Postcode Anywhere
facility.

Address Details Changed

7 | Address Details Changed @

Details

The address/contact details have been changed. To proceed please select one of the
available options.

You can save the address as a new address for the customer which will allow it to
be used elsewhere without affecting any existing addresses held for the customer.

You can update the existing address with the changes you have made.
You can use the address for this transaction only.

Alternatively you can cancel the changes.

| Saveasanewaddress | |  Update Existing address | |  Use for this transaction | | cancel |

Introduction

The Address Details Changed window is displayed when you confirm a change to an invoice
or delivery address or added a new delivery address. It enables you to select what you want to
do with the changes.
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Buttons

[Save as a new address] — Select this option if the changes you have made are for a new
address. The address details will be added to the Debtors Ledger.

[Update existing address] (Not for new Delivery Addresses) — Select this option if the changes
you have made are permanent. The address details in Debtors Ledger will be changed
accordingly.

[Use for this transaction] (Delivery Addresses only) — Select this option if the changes you
have made only apply to this order. The address you copied from Debtors Ledger will not be
changed. The changed address will be considered a ‘one-off’ address which is held on the order
header, and is not written to Debtors Ledger.

[Cancel] — Select this option to cancel the changes you have made and revert to the original
address.

Delivery Notes

n Delivery Motes 2
Order Note Account Customer Reference Order Date Receipt Confirmed
ORDO0O091 1 ANDEOOL ORDO0O091 30/04/2015 =
ORDOOD91 2 ANDEDO1 ORDOOD91 30/04/2015 —

-
Delivery Address Delivery Details
Address |Anderton Ltd | Delivery method |24 Hour |
|18 Chapel Hill | courier
St. Erth Courier contact Joan Arthur
Near Hale Tracking reference SP015269545
| | Purchase order no. |:|
Route
Despatched by SHUT |
Instructions Expected arrival date
Delivery Received on
Instructions Van Received by SHUT |
Proof of delivery Signed for
| Despatch Notes | [ select | [ Close |

Introduction

(Only if ‘Customer Receipt Confirmation’ is enabled via SOP system parameters and either the
Is this the case for all customers?’ or the ‘Receipt confirmation required?’ parameter is set for
the customer). - The Delivery Notes window is displayed when you select [Receipt
Confirmation] from the Printing/Despatch menu. This window lists all uninvoiced delivery
notes for the order in delivery note number sequence. It .allows you to confirm customer receipts
for delivery notes relating to the order.
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Delivery Notes Section
e Order (Display only) — The Sales order number.
e Note (Display only) — The delivery note number within the order.
e Account (Display only) — The customer account code.
e Customer Reference (Display only) — The customer’s order reference.

e Order Date (Display only) — The order date.
e Receipt Confirmed (Display only) — A v' indicates the receipt has been confirmed. Blank

if has not been confirmed.
Delivery Address Section

Address (Display only) — The delivery address for the order.

Instructions Section

Delivery instructions (Display Only) — The delivery method code followed by 2 lines of delivery
instructions for the delivery note.
Delivery Details Section

Delivery method (Display Only) —This is a narrative that can be used to describe the method
used to deliver the goods.

Courier (Display only) — The courier who delivered the goods.
Courier contact (Display only) — Contact details for the courier.
Tracking reference (Display only) — Tracking reference supplied by the courier.

Purchase order no. (Display only) — A purchase order number, typically used to hold details of
the purchase order raised for any courier delivery.

Route (Display only) — The delivery route is typically used when the goods are not delivered by
an external carrier.

Despatched by (Display only) — This can be used to record the person despatching the goods,
this will default to the operator id of the current user.

Expected arrival date (Display only) — The date on which the customer is expected to receive
the goods.

Received on (Display only) — The date on which the delivery was received by the customer.
Received by (Display only) — The person who acknowledged receipt on behalf of the customer.

Proof of Delivery (Display only) — A proof of delivery reference.
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Buttons

[Despatch Notes] — (Only available at sites configured to use the extension database.) This
option allows notes relating to the despatch to be viewed and updated. If the current despatch
(delivery note) already has notes an indicator (the hi-lighted text ‘Despatch Notes’) is displayed
to show this. The ‘despatch notes’ relate to the current delivery note, if the delivery note has not
yet been printed (i.e. the deliveries are currently allocated to delivery note number zero) the
despatch notes are moved to the next delivery note when it is printed.

[Select] — Display the Options menu for processing the currently selected order.

Options

& | Options £

| Amend Delivery Details |
[ Confirm Receipt ]

Unconfirm Receipt

| Exit |

Introduction

This window is displayed when you select a delivery note from the Delivery Notes window. It
enables you to enter and amend details of customer confirmation when the system is set to
require it.

Buttons

[Amend Delivery Details] — This option allows you to amend the details of the selected delivery
note. Display the Delivery Details for Order/Note window.

[Confirm Receipt] (Unconfirmed Deliveries Only) — Confirm the currently selected delivery note.
You are returned to the Delivery Notes window.

[Unconfirm Receipt] (Confirmed Deliveries Only) — Unconfirm the currently selected delivery
note. You are returned to the Delivery Notes window.

[Exit] — Exits the delivery note without changing it.
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Delivery Details for Order/Note

| Delivery details for ORD00091/ 1 5]
Delivery Details
Received on | by |SHUT |
Proof of Delivery ‘Signed for |
Delivery method 24 Hour ‘Despatch Notes
Courier 'Royal Mail |
Courier contact |]oan Arthur |
Tracking reference 'SP015269545 |
Purchase order number | |
Route | |
Despatched by 'SHUT
Expected arrival date | |

| Despatch Notes | oK | |_g|use |

Introduction

This window appears when you select [Amend Delivery Details] from the confirm receipts

Options menu.

Delivery Details Section

Received on — Enter the date on which the customer received the goods. This field defaults to

today's date when confirming a delivery note.

By — A comment (usually a name) of up to 20 characters.

Proof of Delivery — A comment of up to 10 characters.

Delivery method — This is a narrative that can be used to describe the method used to deliver

the goods.

Please Note — Despatch Notes - This is displayed if free form despatch notes have been created

for this delivery.

Courier — A comment of up to 10 characters.

Courier contact — Contact details for the courier.

Tracking reference — Tracking reference supplied by the courier.

Purchase order number — A comment of up to 10 characters.

Route — The delivery route is typically used when the goods are not delivered by an external

carrier.
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Despatched by — This can be used to record the person despatching the goods, this will default
to the operator id of the current user.

Expected arrival date — The date on which the customer is expected to receive the goods.

Button

[Despatch Notes] — (Only available at sites configured to use the extension database.) This
allows notes relating to the despatch to be viewed and updated. If the current despatch (delivery
note) already has notes an indicator (the hi-lighted text ‘Despatch Notes’) is displayed to show
this. The ‘despatch notes’ relate to the current delivery note, if the delivery note has not yet been
printed (i.e. the deliveries are currently allocated to delivery note number zero) the despatch
notes are moved to the next delivery note when it is printed.

On completion you are returned to the confirm receipts Options menu.

Transaction Status

B Transaction Status &3

Details
6 lines have been entered.

Mo lines are comments.

1 line has an allocated quantity.

Mo lines have a back ordered quantity.
Mo lines have a forward ordered quantity.
Mo lines have a picked quantity.

5 lines have a delivered quantity.

3 lines have an invoiced guantity.

| Close |

Introduction

This window is displayed when you select [Status] from the main Transaction Desktop window.
It displays information about the number of lines in various states.
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Select Payment Method

B Select Payrment Method £X

@

Payment Method

MNormal
Credit/Debit Card
Cash

Chegue

Online

Other

—

Introduction

This

window is displayed when you select [Payment] from the main Transaction Desktop

window.

Payment Method section

Select the payment method for the transaction from one of the following:

Normal.

Cash.
Credit/Debit Card.
Cheque.

Online.

Other.

This defaults from the setting in Debtors Ledger — Customer Details — Companies — SOP Details.

Button

[OK]. Accept option. If the payment method is normal, return to the main Transaction Desktop
window, otherwise go to Confirm Payment Received window.
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Confirm Payment Received

F

& ] Confirm Payment Received X

Information

Before this transaction can be despatched or invoiced you must
confirm that payment has been received from the customer.

Payment Confirmation

Customer NEALO15 | |A Neal & Sons |
Transaction |ORDDD091 | ORDOD091 |
FPayment method \cash |

Payment reference | |

| Confirm Payment Received | Unconfirm Payment | Cancel

Introduction

The Confirm Payment Received window is displayed on exit from a transaction requiring
payment confirmation or after selecting a payment method in the Select Payment Method
menu, which is not ‘Normal’. It is used to confirm that a payment has been received for
transactions.

Please note: This window will appear unless the user does not have authorisation to confirm
payments; in which case a warning that the transaction cannot be despatched/invoiced is
displayed, in its place.

Payment Confirmation Section

Customer (Display only) - The account code and customer name.
Transaction (Display only) - The transaction (order or invoice) number and reference.
Payment method (Display only) - The payment method for the transaction.

Payment reference - This can be used to enter a reference for the payment made by the
customer, for example the authorisation code from the merchant for credit card payments or the
cheque number for cheque payments.

Buttons:

[Confirm Payment Received] - Confirm that the customer payment has been received.

Please note: You will not be able to despatch stock or invoice the transaction until you confirm
that the customer’s payment has been received.

[Unconfirm Payment] - Press this to unconfirm the payment.
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Please note: If the transaction has been part invoiced, unconfirming the payment has no effect
on the items already invoiced.

Process Transactions

B Process Transaction &3

Information
Select the function you require.

Flease note, these functions will affect all lines for this transaction.

| Hold || Allocate

nhold | Deallocate

Print/Despatch | | Reprice | |_glnse |
I

Convert to Quote Delete |

Introduction

This window is displayed when you select [Process] from the main Transaction Desktop
window.

Buttons

[Hold] (Not available if the order is already held) — Hold the order to prevent despatch. If the
‘Allocate stock to held orders’ system parameter is not set, any stock which has been allocated
to the order, but not picked, is deallocated.

Please note: Orders that are held through this option are not unheld by Automatic Allocation.
[Unhold] (Not available if the order is not held) — Release the order so that it can appear on a
picking list.

[Allocate] — Allocate stock to all lines on the order. After processing you are returned to this

menu.

[Deallocate] — Deallocate stock from all lines on the order. After processing you are returned to
this menu.

[Print/Despatch] (Not available when adding or amending a transaction line) — This button
mimics the [Print] button in the main Transaction Desktop window. It allows you to print, reprint
or e-mail documents associated with a selected order (if permitted by system parameters and
the type/status of the order). The window displayed depends on the order type:

e For Quotations the standard Print Options window is displayed.

e For Invoice, Credit Note and Direct Orders the reduced Print Options window is
displayed.

e For all other order types, the Printing/Despatch window is displayed.

[Convert to Order] (Quotations only) — Convert the quotation to a normal order.
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e For quotation accounts, you are asked if you wish to create a new account or use an
existing account.

- ——— i
Quotation Account X |

f = \ You have selected to convert a quote for a quotation account into a
' sales order,

You can either create a new customer account or select an existing
custormer to be used for the sales order.

Do you wish to create a new customer account to be used for the sales
order?

o If you select [Yes] the Customer Details window is displayed and the route is
followed as if you had selected [New A/C] from the Function buttons of the main
Transaction Desktop window.

o If you select [No] the Customer Search is displayed so that you can select a
current account is used. The system will then display the Delivery Details window,
followed by the Invoice Details window. Finally, (depending on the system
parameters) a credit check may be carried out.

e For non-quotation accounts, the button changes to [Convert to Quote].

[Convert to Quote] (Sales Orders only) — Convert the sales order to a quotation. When complete
the button changes to [Convert to Order].

[Reprice] — Reprice all the lines in a specified order to match the current price list for the
customer. You may need to do this if there have been changes in pricing for the customer since
the order was entered. The Repricing Options window is displayed.

[Delete] — Delete the transaction. You are prompted to confirm the deletion.

Repricing Options

&1 Repricing Options £

Details

Please specify whether you wish to reprice all transaction
lines (Full Reprice) or whether you wish to skip lines with

manual amendments to prices and discounts.

| Eull Reprice | | Skip overridden lines | Cancel
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Introduction

The Repricing Options window is displayed when you select [Reprice] from the Process
Transaction menu.

Prices on part invoiced lines are not recalculated. If necessary, reduce the quantity on the line
to the invoiced quantity and then create a new line for the remainder at the new price.

The [Pricing] option of the Line Section of buttons in the main Transaction Desktop window
should be used if you want to amend the price on a schedule/call-off order line, as the price is
not recalculated when later amendments to the line are made.

Buttons

[Eull Reprice] — Reprice all lines, regardless of any manual amendments to prices or discounts.
[Skip overridden lines] — Leave any manual amendments to prices or discounts.

[Cancel] — Return to the Process Transaction menu, without recalculating prices.

Quantity
B Quantity £3
Details
Quantity | 500  Unit

Search | oK ||_§I|:|se|

Introduction

This window is displayed when you select [Quantity] from the main Transaction Desktop
window.

Details Section
Quantity — Enter / amend the required quantity of the product.

Unit — Enter / amend a valid unit for the product. A [Search] is available. This defaults to the
selling unit.

Please note: If the unit selected is not the stock unit, the quantity ordered is converted into stock
units for internal handling by the software. If either the quantity or the conversion factor is not a
whole number, the quantity ordered may be rounded as a result of the conversion process. If
this happens you are warned and the stock unit equivalents of the quantity and unit are also
displayed.
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Price List Browse for product

7| Price List Browse for GALO2 Galaxy Highlighter - Blue (=23
List Par {pi Type Description
MAINGBP ITEM Price Main price list :
SPECIAL ITEM Price
Details
Price break Quantity scheme Pricing unit
Prices
Quantity Price Quantity Price
| 0.000| | 1.95| I
| 10.000| | 1.90| I I
| 50.000| | 1.85| | ]
| | | 1.80| ] ]
| | | | I I
| | | | | ]
Discounts
Industry Negotiated Trade
(Product Group) (Customer) (Product)
[ Select | [ Close |

Introduction

The Price List Browse for product window is displayed when you select [Prices] from the main
Transaction Desktop window or the Pricing window. It lists details of the price lists on which
the selected product appears and enables you to select a price list for the detail line.

Price Lists Section
List (Display only) — The price list name.
Per (Display only) — The unit the price is stated in.

Expiry (Display only) — The price list expiry date (Blank if there is no expiry date for the price
list).

Type (Display only) — The price list type. It can be:
e Price
e Cost+
e Reduction

Description (Display only) — The optional special description for the product, used when that
price list is selected

The price list type. It can be blank or one of:

e Main price list — This indicates that the price list is the main price list for the order as
entered in the Order Header window.
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e Special price list — This indicates that the price list is the special price list for the order
as entered in the Order Header window.

e Line price list — This indicates that you have selected the price list for the detail line.

Please note: When you select a price list through this window, it only affects the current order
line. It does not change the price list for other lines on the order, nor does it change the default
price list for any lines you subsequently add to the order.

Details Section

Price break (Display only) — If this is ticked, each quantity break is associated with the
corresponding price or percentage on the price list. Otherwise, the quantity scheme holds for
each quantity break a percentage discount to be applied to the first price on the price list.

Qty scheme (Display only) — The quantity scheme that is in force. A quantity discount scheme
can hold up to twelve quantity breaks.

Pricing unit (Display only) — The pricing unit.

Prices Section

Quantity 1...12 (Display only) — The quantity at which the associated price or discount takes
effect. The first quantity break is always zero.

Discount 1...12 (Display only. Only displayed if the Price Break indicator is blank) — The
discount to be applied at and above the associated quantity break.

Price 1...12 (Display only) — If the Price Break indicator is blank, only one price is shown. This
is the price to which the discounts are applied. If the Price Break indicator is ticked, up to twelve
prices are shown. Each price applies to the associated quantity break.

Please note: These prices have not had any industry, negotiated or trade discounts applied to
them.

Discounts Section

Industry (Product Group) (Display only) — Any relevant industry discount and its source.
Negotiated (Customer) (Display only) — Any relevant negotiated discount and its source.

Trade (Order) (Display only) — Any relevant trade discount and its source.

Buttons

[Select] - Select a price list for the selected product and return both to the current order.

Please note: If you select a price list, which is not designated for the customer, an entry is printed
on the Override Audit Report.
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Dates for Order Line (Normal Pooled Lines)

B] Order Summary E3
Details
Account | | Reference
Product 'GALO2 | |Galaxy Highlighter - Blue |
Location 'Midlands and Wales |

& Dates for Order Line £3
Dates
Sales order received Required by |:|
Committed . Pickon (131/08/2018 )
Originally committed |:| Allocate by [}
Last delivery to customer |:|
Customer last invoiced on |:|

Recalculate [ oK || Close |

Introduction

The Dates for Order Line windows (Normal Pooled Lines) are displayed when you select
[Dates] from the main Transaction Desktop window for a normal pooled line. It enables you to
view and amend the dates relevant to the selected order line.

Please note: The ‘pick’ date is initially calculated by subtracting the picking lead-time from the
required date. The ‘allocate by’ date is initially calculated by subtracting the forward order lead-
time for pooled products from the required date. These dates are displayed but not recorded
unless they are explicitly altered. This means that, except when they are set by hand, they
automatically reflect any change in the required date.

Dates which are calculated appear in brackets. Dates set by hand are displayed without
brackets.

Details Section (Order Summary)

Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.

Reference (Display only) — Your system reference for the order.

Dates Section (Dates for Order Line)

Sales order received (Display only) — The date on which the order was placed.
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Committed — The date most recently given to the customer as the day on which they may expect
the goods to be despatched. For those types of order lines for which a required date must be set
up, the committed date is set initially to the required date.

Originally committed (Display only) — The first committed date given to a customer. Set up
once if the committed date is altered, this does not change. Comparison with the committed date
highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer (Display only) — The date on which the last delivery of all or part of
the line took place.

Customer last invoiced on (Display only) — The last date on which all or part of the line was
invoiced.

Required by — The date the goods are needed by the customer.
Pick on — This is the earliest date on which the sales order line appears on a picking list.

Allocate by — This is the date on which the line becomes eligible for automatic allocation. It is
calculated as (required date - forward order lead time for pooled products).

Button (Dates for Order Line)

[Recalculate] — Recalculate the currently selected date, based on the current required date.
This is for when the required date has been changed.
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Dates for Order Line (Normal Queued and Back to Back Lines)

F

8] Order Summary | =
Details
Account ANDEDOD1 'Anderton Ltd | Reference | ORDO0OD93
Product 'REX120 | |lRexon R/Binder A4 - Green |
Location @ 'South of England |
# | Dates for Order Line @
Dates
Sales order received 30/04/ 2015 Required by 31/08/2018
Committed [31/08/2018 Pick on 31/08/2018
Originally committed |:| Needed in stock by 31/08/2018
Last delivery to customer |:|
Customer last invoiced on |:|
Recalculate oK | [ Close |
X Queue =
Status From Supply Source Demand Reference Quanti Unit

L1

44

Dates

Stock expected on Reserve by 31/08/2018
Recalculate Amend [ Apply ] | Close |

Introduction

The Dates for Order Line windows (Normal Queued and Back to Back Lines) are displayed
when you select [Dates] from the main Transaction Desktop window for a Normal Queued or
Back-to-Back Line. It enables you to view and amend the dates relevant to the selected order
line.

Please note: The ‘pick’ date is initially calculated by subtracting the picking lead time from the
required date. The ‘needed by’ date is initially calculated by subtracting the allocation lead time
for queued products from the required date. These dates are displayed but not recorded unless
they are explicitly altered. This means that, except when they are set by hand, they automatically
reflect any change in the required date.

Dates which are calculated appear in brackets. Dates set by hand are displayed without
brackets.

Details Section (Order Summary)

Account (Display only) — The ordering customer’s account code followed by their name.
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Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.

Reference (Display only) — Your system reference for the order.

Dates Section (Dates for Order Line)

Please note: The dates shown in this window apply to the order line as a whole.
Sales order received (Display only) — The date on which the order was placed.

Committed — The date most recently given to the customer as the day on which they may expect
the goods to be despatched. For those types of order lines for which a required date must be set
up, the committed date is set initially to the required date.

Originally committed (Display only) — The first committed date given to the customer. Set up
once if the committed date is altered, this does not change. Comparison with the committed date
highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer (Display only) — The date on which the last delivery of all or part of
the line took place.

Customer last invoiced on (Display only) — The last date on which all or part of the line was
invoiced.

Required by — The date indicated by the customer that the goods are needed.
Pick on — This is the earliest date on which the sales order line appears on a picking list.

Needed in stock by — This is the date beyond which supply from the queue is considered to
have failed and which causes Automatic Allocation to attempt to allocate stock for the order line
from the stock pool at the despatch location. It is calculated as (required date - allocation lead
time for queued products).

Queue Entries

The window lists queue entries raised for the order line.
Status (Display only) — This can be:

e SCHEDULED.

e Scheduled.

e Requested.

e Reserved.

e Back order.

e Quarantined.

e Allocated.
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e Done.
e CANCELLED.
From (Display only) — Supply document ID.
Supply Source (Display only) — Supply Source.
Demand Reference (Display only) — Demand Reference.
Quantity (Display only) — The quantity of stock for that queue item.

Unit (Display only) — The UOM (Unit of Measure) which the quantity is displayed.

Dates Section

Stock expected on (Display only) — When stock is reserved, this is set to the date that the stock
is expected to be available for picking. The difference between this and the pick date is the time
the stock will spend on your warehouse floor.

Reserve by (Display only) — This is the latest date by which the stock request for the line must
be actioned by the supply system, if the required by date is to be met.

Button

[Recalculate] — Recalculate the currently selected date, based on the current required date.
This is for when the required date has been changed.
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Dates for Order Line (Schedule and Call-Off Pooled Lines)

B] Order Summary E3
Details
Account ANDEDO1 'Anderton Ltd | Reference  |ORDOD094
Product \GALD1 | |Galaxy Highlighter - Yellow |
Location 'South of England |

7 | Dates for Order Line @
Status From Supply Source Demand Reference Quanti Unit
Scheduled ORDOOD94 25 ITEM [
Scheduled ORDOO0O94 25 ITEM |
Scheduled ORD00094 25 IMEM
Scheduled ORDOOO94 25 ITEM | *
Dates
Sales order received 30/04/2015 Required by 15/09/2018
Committed 15/09/2018 Pick on 15/09/2018
Criginally committed |:| Allocate by 10/09/2018
Last delivery to customer |:|
Customer last invoiced on |:|

Recalculate Amend Apply ] | Close |

Introduction

The Dates for Order Line windows (Schedule and Call-Off Pooled Lines) are displayed when
you select [Dates] from the main Transaction Desktop window for Schedule and Call-Off
Pooled Lines. It enables you to view and amend the dates relevant to the selected order line.

Please note: The ‘pick’ date is initially calculated by subtracting the picking lead time from the
required date. The ‘allocate by’ date is initially calculated by subtracting the forward order lead
time for pooled products from the required date. These dates are displayed but not recorded
unless they are explicitly altered. This means that, except when they are set by hand, they
automatically reflect any change in the required date.

Dates which are calculated appear in brackets. Dates set by hand are displayed without
brackets.

Details Section (Order Summary)
Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.

Page 94 of 139



Reference (Display only) — Your system reference for the order.

Queue Entries (Dates for Order Line)

The window lists queue entries raised for the order line.
Status (Display only) — This can be:
e SCHEDULED.
e Scheduled.
e Requested.
e Reserved.
e Back order.
e Quarantined.
e Allocated.
e Done.
e CANCELLED.
From (Display only) — Supply document ID.
Supply Source (Display only) — Supply Source.
Demand Reference (Display only) — Demand Reference.
Quantity (Display only) — The quantity of stock for that queue item.
Unit (Display only) — The UOM (Unit of Measure) which the quantity is displayed.

Dates Section (Dates for Order Line)

Sales order received (Display only) — The date on which the order was placed.

Committed — The date most recently given to the customer as the day on which they may expect
the goods for this schedule entry to be despatched. The committed date is set initially to the
required date.

Originally committed (Display only) — The first committed date given to a customer. Set up
once if the committed date is altered, this does not change. Comparison with the committed date
highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer (Display only) — The date on which the last delivery of all or part of
the order line took place.

Customer last invoiced on (Display only) — The last date on which all or part of the order line
was invoiced.

Required by — The date the goods in this schedule entry are needed by the customer.

Pick on — The earliest date on which the schedule entry appears on a picking list.
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Allocate by — The date on which the schedule entry becomes eligible for automatic allocation.
It is calculated as (required date - forward order lead time for pooled products).

Button

[Recalculate] — Recalculate the currently selected date, based on the current required date.
This is for when the required date has been changed.

Dates for Order Line (Schedule and Call-Off Queued Lines)

r

W] Order Summary |22 |
Details
Account ANDEDO1 'Anderton Ltd | Reference  |ORDDOD94
Product 'PENO1 | |Pack of 4 Ball point pens |
Location ‘South of England |

7 | Dates for Order Line @
Status From Supply Source Demand Reference Quantity  Unit
Scheduled ORDO0094 50 IMEM =
Scheduled B8 B L 100] N
Scheduled ORDOD094 50 ITEM |
Scheduled ORDOO0O94 200 IMEM |
Dates
Sales order received 30/04/2015 Required by 31/10/2018
Committed Pick on 31/10/2018
Originally committed |:| Meeded in stock by
Last delivery to customer |:| Stock expected on |:|
Customer last inveoiced on |:| Reserve by 30/10/2018

Recalculate Amend [ Apply ] [ Close ]

Introduction

The Dates for Order Line windows (Schedule and Call-Off Queued Lines) are displayed when
you select [Dates] from the main Transaction Desktop window for Schedule and Call-Off
Queued Lines. It enables you to view and amend the dates relevant to the selected order line.

Please note: The ‘pick’ date is initially calculated by subtracting the picking lead time from the
required date. The ‘needed by’ date is initially calculated by subtracting the allocation lead time
for queued products from the required date. These dates are displayed but not recorded unless
they are explicitly altered. This means that, except when they are set by hand, they automatically
reflect any change in the required date.
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Dates which are calculated appear in brackets. Dates set by hand are displayed without
brackets.

Details Section (Order Summary)

Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.

Reference (Display only) — Your system reference for the order.

Queue Entries (Dates for Order Line)

This window lists queue entries raised for the order line.
Status (Display only) —

From (Display only) —

Supply Source (Display only) —

Demand Reference (Display only) —

Quantity (Display only) —

Unit (Display only) —

Dates Section (Dates for Order Line)

Sales order received (Display only) — The date on which the order was placed.

Committed — The date most recently given to the customer as the day on which they may expect
the goods to be despatched. The committed date is set initially to the required date for the entry.

Originally committed (Display only) — The first committed date given to a customer. Set up
once if the committed date is altered, this does not change. Comparison with the committed date
highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer (Display only) — The date on which the last delivery of all or part of
the order line took place.

Customer last invoiced on (Display only) — The last date on which all or part of the order line
was invoiced.

Required by — The date indicated by the customer that this entry in the schedule is needed.
Pick on — The earliest date on which the schedule entry appears on a picking list.

Needed in stock by — The date beyond which supply from the queue is considered to have
failed and which causes Automatic Allocation to attempt to allocate stock for the schedule entry
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from the stock pool at the despatch location. It is calculated as (required date - allocation lead
time for queued products).

Stock expected on — When stock is reserved, this is set to the date that the stock is expected
to be available for picking. The difference between this and the pick date is the time the stock
will spend on your warehouse floor.

Reserve by — The latest date by which the stock request for the schedule entry must be actioned
by the supply system, if the required by date is to be met.

Button

[Recalculate] — Recalculate the currently selected date, based on the current required date.
This is for when the required date has been changed.

Pricing
EPricing @
Details
Price list A .h-': -
Price | 0.99| Per TIEM |~
Line price | 49.5[II|
Net | 49.50
Discount %
Line value | 49.50
Cost | 31.12|
Profit %
|_Eearch | [ Prices | Lgiscnunt | | oKk | |_§I|:use |

Introduction

The Pricing window is displayed when you select [Pricing] from the main Transaction Desktop
window. It enables you to amend basic pricing and discount information about the current order
line.

Details Section

Price list — The price list appropriate to the current order line. A [Search] is available in the form
of the Price List Browse for Product window.

Price — The product’s price in the customer’s account currency.
Per — The ‘unit of measure’ that the price is in. A [Search] is available.
Line price (Display only) — The sales price of the selected line.

Net (Display only) — The Net sales value of the selected line before discount.
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Discount— The % discount given on the line. A [Search] is available in the form of the Discount
Breakdown window, listing the component parts of the discount.

Line value (Display only) — The sales value of the line after subtracting any relevant discount.
Cost (Only if the ‘Display costs’ system parameter is set) — The total cost for the line.

Please note: If the customer’s account currency differs from the base currency of the selected
company, the cost is shown in base currency. Sales Order Processing derives this from the cost
in the customer’s account currency using the house exchange rates for the GSM system date.

Profit (Only if the ‘Display profits’ system parameter is set. (Display only)) — The percentage
profit is shown for checking against a range of values established for this product group.

Buttons

[Prices] — This button displays the Price List Browse window for the order lines product. This
lets you select a different price list to use.

Please note: This is the same as pressing the [Search] button when entering/amending the
Price field.

[Discount] — This button displays the Discount Breakdown window for the current order line.
This displays the discount breakdown and enables you to alter the values if necessary.

Please note: This is the same as pressing the [Search] button when entering/amending the
Discount field.

Discount Breakdown

A1 Discount Breakdown £3
Percentages
Industry discount o
Trade discount g
Quantity discount o
Megotiated discount o
Total discount o
| ok | Close |

Introduction

The Discount Breakdown window is displayed when you select [Discount] (or select [Search]
at discount field) in the Pricing window. It shows the discount breakdown for the current order
line, and enables you to alter the values if necessary.
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Percentages Section

Please note: If you change the default values of any of the items in this window, the changes are
recorded on the Override Audit Report.

Industry discount —The default industry discount is determined by that specified for the product
group in Product Maintenance.

Trade discount —The default trade discount is determined by the trade discount scheme that
applies. If one has been specified for the customer in Debtors Ledger, it is used. If not, that
specified for the product in Product Maintenance is used.

The level within the trade discount scheme is determined by the trade discount level specified in
the Header Details window.

Quantity discount —The default quantity discount is determined by the quantity the customer
orders and the quantity discount scheme specified for the product in Product Maintenance.

Negotiated discount —The default negotiated discount consists of any discounts specified on a
special price list, any negotiated discount specified on the order header, and any discount
manually entered on the order line.

Total discount —The total discount is calculated by adding or multiplying the constituent
elements depending on the setting of system parameters.

Line Codes

B Line Codes 3

Details

Description
Required by
Weight

VAT code
Supplier

‘Galaxy Highlighter - Yellow

| |
| 2.00/

-

'STAE025 | ~|stafford Office Services

OK

Comments ;L Codes |

|[¥5]
|[=}
r
[§
=

| [ Close |

Introduction

The Line Codes window is displayed when you select [Codes] in the main Transaction
Desktop window. It enables you to amend basic details of the product being ordered, as well as
providing access to the amend General Ledger Codes Facility.

Details Section

Description — This defaults to the standard description for the product. It can be altered and
made specific to this order line.
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Required by — The required date for this order line. This can also be updated through the Dates
for Order Line window, accessed via the [Dates] button in the main Transaction Desktop
window.

Weight — The weight of the goods on the line.

(Tax) code (Display only — The title is the Tax reference defined in the administration
parameters) — The tax code for this transaction line. A [Search] is available.

Please note: You would not normally overwrite the default for this item.

Supplier (Only available for direct order lines that are yet to be linked to a purchase order) —
This is the supplier to whom a direct purchase order is to be sent in order to satisfy the current
sales order line.

Please note: If the product is supplied by a single supplier then this is used as the default supplier
for the line, if the product is supplied by more than one supplier then the product’s ‘usual supplier’
at the despatch location is used as a default. If a default supplier cannot be established, then
you are prompted for the supplier.

Buttons

[Comments] — Amend the transaction line comments for this order line.

[GL Codes] (Not available for comments, only available when amending existing lines) — Select
this option to view or override the General Ledger profit centre and account to which the sales
value for the current line will be posted.

General Ledger Postings for Line

B General Ledger Postings for Line 124

Information

By default this line will post its sales value to
General Ledger profit centre STH and account A1001

The below prompts allow you to override the default
profit centre and account. I you leave either of them
blank then the default will be used.

Owverrides

Profit centre for sales value |:|:|

Account for sales value | |'|

=

Introduction

The General Ledger Postings for Line window is displayed when you select [GL Codes] in
the Line Codes window. It shows the default the General Ledger profit centre and account for
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the sales value postings for the current line (based on the product group and location). It
provides the ability to override them.

Information Section

This text includes details of the default account that will be used if the Overrides section is left
clear.

Overrides Section

Profit centre for sales value — Enter the profit centre to which the current lines sales value
should be posted. If left blank the default profit centre (taken from the location record) is used.
A [Search] is available.

Account for sales value — Enter the General Ledger account to which the current lines sales
value should be posted. If left blank the default GL sales account (taken from the product
group record) is used. A [Search] is available.

Origin

] Origin 2

Details

Origin |me stock - |

| ok || Close |

Introduction

The Origin window is displayed when you select [Origin] in the main Transaction Desktop
window. It is only available at the Quantity prompt when adding a new transaction line. It enables
you to you add scheduled, call-off and back-to-back order lines to a normal order.

Details Section

Origin — Select one of the following from a drop down menu:

e Backto back —Raise a back-to-back request for an order line. The Back-to-Back Details
windows are displayed when the window is accepted.

e Call-off (Only if the ‘Scheduled and call-off ordering allowed’ system parameter is set) —
Set up a call-off table for an order line. The Call-off Details windows are displayed when
the window is accepted.

e Scheduled (Only if the ‘Scheduled and call-off ordering allowed’ system parameter is
set) — Enter a schedule for an order-line. The Schedule Details windows are displayed
when the window is accepted.
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e From stock — Carry on entering a normal sales order line.

Stock Details

| Stock Details =
Product/location
Product 'GALD2 ' |Galaxy Highlighter - Blue |
Location 'STH | South of England |
Stock Levels Line Allocation
Free stock | 700/  Scheduled | 0|
Book stock | 800 Forward | 1]
Requested | 0  Requested | 0|
Reserved | 0  Reserved | 1]
Back order | 0 Back order | 0
Allocated | 100/ Allocated | 100/
Restricted | 0 Delivered | 0|
Minimum | 3000 Invoiced | 1]
On order | 0|
On works order | 1]
Reserve Batches | Amend Allocation | [_[_}ver Commit Stock |
[ Stock Levels | | Change Location | ( Issue Stock |
Supply and Demand Queue Entries [ Close ]

Introduction

The Stock Details window is displayed when you select [Stock] in the main Transaction
Desktop window. This window shows details of stock quantities in the current selling unit. The
left side shows stock levels at the despatch location. The right side shows stock levels for the
current order line.

Product/location Section
Product (Display only) — The product code followed by its description.

Location (Display only) — The location from where the stock will be issued.

Stock Levels Section

Free stock (Display only) — For pooled lines this is the book stock less allocated and restricted
stock. For queued lines it is the book stock less allocated, restricted and minimum stock.

Book stock (Display only) — The total quantity deemed to be physically at the location, i.e. total
guantity received less total quantity despatched.

Requested (Display only) — The total requests for supply not yet actioned.

Reserved (Display only) — The total reservations against future supplies.
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Back order (Display only) — For pooled lines this is the quantity currently on back order against
sales orders and stock requisitions. For queued lines it is the total of requested and reserved
stock.

Allocated (Display only) — The quantity of stock currently allocated to sales orders and stock
requisitions.
Restricted (Display only) — The stock in quarantine or requiring inspection.

Minimum (Display only) — The quantity at or below which this product at this location will appear
on the under-stocked items report.

On order (Display only) — The quantity currently on purchase order for stock.

On works order (Display only) — The quantity on works order for the location in the unit shown.

Line Allocation Section

Scheduled (Display only) — The quantity of stock currently scheduled for inclusion in the current
sales order line.

Forward (Display only) — The quantity of stock currently on forward order for the current sales
order line.

Requested (Display only) — The quantity of stock currently requested by the current sales order
line.

Reserved (Display only) — The quantity of stock currently reserved by the current sales order
line.

Back order (Display only (0) if back orders are disallowed in system parameters or the order
header) — Enter/amend the quantity to be back ordered on the current sales order line. If
amended, the allocated stock will be recalculated.

Allocated (Display only if back orders are disallowed in system parameters or the order header)
— Enter/amend the quantity to be allocated to the current sales order line. If amended, the back
order stock will be recalculated.

Delivered (Display only) — The quantity of stock currently already delivered for the current sales
order line.

Invoiced (Display only) — The quantity of stock currently already invoiced for the current sales
order line.

Buttons

[Reserve Batches] (Only if product is batch tracked and the ‘Print batch reference on pick lists?’
option is set.) — This option displays the Select Batches to Reserve window, enabling you to
specify the batch or batches from which stock for the line should be taken.

[Stock Levels] — Display the Stock Summary for product window, which displays a summary
of Stock levels by location.
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[Supply and Demand] (Only for Queued Products) — Display the Stock Queue for Product
window, which lists both supply and demand stock queue entries for the product at the selected
location. There are 3 alternate views.

[Amend Allocation] (Only for Normal orders/lines for Pooled products) — Amend either the
Back order (or Allocated) stock level within this window.

[Change Location] (Multiple location systems / orders only) — Display the Location selection
for product, which display a summary of Stock levels by location and potentially to allocate free
stock from one of the alternate locations.

[Queue Entries] (Only for Queued Products) — Display the Stock Queue Entries for the
Current Order Line window, which lists the stock queue.

[Over Commit Stock] (Only if the ‘Over-commit allowed’ system parameter is set) — Allocate
stock even though there is none available at present. Typically it is used if you expect a delivery
shortly. The items will appear on the next picking list.

[Issue Stock] — This option allows you to issue stock to the selected line.

e If the product is serialised, the Enter Serial Numbers window is displayed, enabling you
to select which serial numbers are to be issued to the order line.

e If the product is batch-tracked, the Batch Numbers window is displayed, enabling you to
select which batch/batches the stock is to be issued from.

e Otherwise, this window is redisplayed when processing is complete.

Select Batches to Reserve

B Select Batches to Reserve 24
Details
Product | AVPP1 | Quantity entered 1
\Victor Design 1 Portable OHP Quantity reserved 0
Quantity left [ 1

Batch ref Number Bin number Description pires Qty Remaining

31/12/2018 6
AVPP-2398 14 28/02/2019 5

[ ]a]r]n]m

Reserved Quantity

Quantity reserved against this batch |:|
Close
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Introduction

The Select Batches to Reserve window is displayed when you select [Reserve batches] in
the Stock Details window. It lists batches of the product currently in stock at the despatch
location. It enables you to specify the batch or batches from which stock for the line should be
taken.

Details Section

Product — The product code and description.
Quantity entered — The quantity entered for the item line in the Detail Lines window.
Quantity reserved — The quantity reserved through this window.

Quantity left — The quantity left. This is the difference between the quantities entered and
reserved.

Batches Section

Batch ref — A reference for this batch. Typically this will be the supplier's batch reference
number.

Number — The batch number.

Bin number — The bin location entered for the batch.

Description — The long description.
Expires (If expiry date checking enabled for the product) — The expiry date for the batch.

Qty Remaining— The number of items from the batch still remaining in stock.

Reserved Quantity Section

Quantity reserved against this batch— Enter the quantity to be reserved from this batch to the
selected order line. You cannot enter more than the quantity ordered or the free quantity.

Buttons

[Select] — Select the currently highlighted batch. You are taken to the ‘Quantity reserved against
this batch’ prompt.

[Close] — Accept the values and return to the stock details window. If you entered less than the
order quantity, an error message is displayed. You still exit from the window so that you can
reduce the ordered quantity to that reserved if required.
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Stock Summary for Product

B Stock Surmnmary for GALOL - Galaxy Highlighter - Vellow ( ITEM) [22]
Locn Free Stock Book Stock Allocated Restricted On Order pected
MID 14330 14600 270 0 0 -
NTH 4650 4650 0 0 1] —]
STH 1100 2200 1100 o ] i

x
Totals
| 20080 | 21450 1370 | 0| 0|
Details Back/Forward Ordered
Description |Midlands and Wales | Back order | 0|
Name 8 |Standext Office Supplies | Total back order | 0|
Address |99 Perry Road |
|Sherwood | Forward order | 0|
|Hottingham | Total forward order | 100/
pstcode StockLevel
Telephone 0602 564751 | Minimum stock level | 6000 |
Fax 0602 564999 | Maximum stock level | 36000

Introduction

The Stock Summary for Product window is displayed when you select [Stock Levels] in the
Stock Details window, displaying details of Stock levels by location, as well as some totals for
all locations.

Location Section

Locn — The location code.

Free Stock — For pooled lines this is the book stock less allocated and restricted stock. For
gueued lines this is the book stock less allocated, restricted and minimum stock.

Book Stock — The total quantity deemed to be physically at the location, i.e. total quantity
received less total quantity dispatched.

Allocated — The quantity of stock currently allocated to sales orders and stock requisitions.

Restricted — The stock in quarantine or requiring inspection.

On Order — The quantity currently on purchase order for stock.

Expected — Earliest due delivery date for stock on Purchase order.
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Totals Section

This section lists the totals for all locations. The totals align with the individual location values
above.

Details Section

Description — The full description of the Location.

Name & Address — The postal name and address used for this location.
Post code — The postcode for this location.

Telephone — The telephone number for this location.

Fax — The fax number for this location.

Back/Forward Ordered Section

Back order — The total quantity of the product on back order at the selected location.
Total back order — The total quantity of the product on back order across all locations.
Forward order — The total quantity of the product on forward order at the selected location.

Total forward order — The total quantity of the product on forward order across all locations.

Stock Levels Section

Minimum stock level — The quantity at or below which this product at this location will appear
on the under-stocked items report.

Maximum stock level — The quantity at or above which this product at this location will appear
on the overstocked items report.
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Location Selection for Product

7| Location Selection for GALOL - Galaxy Highlighter - Vellow { ITEM) (3w
Locn Free Stock Book Stock Allocated Restricted On Order Expected
MID 14330 14600 270 1] o =
o B 46s0ff  4esoM __off ___of ____off  [m
STH 1100 2200 1100 1] o =
Totals
| 20080/ | 21450/ | 1370/ | 0 | 0
Details Back/Forward Ordered
Description \North of England | Back order | 0|
Mame & |Standext Office Supplies | Total back order | 1]
Address | |
| | Forward order | 0|
| | Total forward order | 100/
| |
Post code :| Stock Levels
Telephone 051 987 4521 | Minimum stock level | 3000
Fax (051 987 2221 | Maximum stock level | 18000/

Introduction

The Location Selection for Product window is displayed when you select [Change Location]
in the Stock Details window. It is an identical window to the Stock Summary for Product
window (see above) but with an additional [Select] button. See the Stock Summary for Product
window for details of the individual fields.

For pooled order lines this window lets you check stock levels in alternative locations, and
potentially to allocate free stock from one of those locations to the line.

For queued order lines for which no stock has been allocated or expected stock reserved, this
window lets you transfer the stock queue entries for the line to a different location. Queue entries
for the original location are discarded and new entries put on the queue for the new location.

Buttons

[Select] — Change the location that the Sales Order line is to be dispatched from.

e For a pooled line, SOP Transaction Desktop de-allocates the allocated stock from the
original location and allocates free stock from the new location.

e For a queued line, SOP Transaction Desktop discards the queue entries for the original
location and places new entries on the stock queue at the new location.
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Stock Queue (View 1 of 3)

1] Stock Queue (View1 of 3) [==

Number Location Account Quanti Allocated Required Status Order

=
ORDDODB4 MID WATSD10 1 1 31/08/2018 A QA +
ORDOOOB4 MID WATS010 1 0 31/08/2018 Q QA N
Details
Name |Price & Partners Location MID Outstanding 849.30
Date 28/02/2005 | Area s01 Invoiced 0.00
Type Sales Order | Sales Rep |SD

Print Status
Unprinted |Picking List, Delivery Note, Invoice |

Quantity Status
Qty status | Issued, Invoiced, Allocated |

[ Find | [ stock Forecast | | <Priorview | [ Nextview > [ sSelect | [ close |

Introduction

The Stock Queue (View 1 of 3) window is displayed when you select [Supply and Demand] in
the Stock Details window, enabling you to view both supply and demand stock queue entries
for the product at the selected location. The queue entries are displayed in date sequence. The
required date is used for queue entries for demands, and the expected arrival date is used for
queue entries for supply.

Alternate views — A second view of this window is also available which shows the forward stock
position, whilst a third view of this window shows the stock queue entry dates.

Queue Entries section

Number (Display only) — The transaction number.

Location (Display only) — The despatch location for the detail line.

Account (Display only) — The customer’s account number when relevant.
Quantity (Display only) — The ordered quantity of the product.

Allocated (Display only) — The quantity of the product allocated to the order.
Required (Display only) — The required date on the detail line.

Status (Demand queue entries only, Display only) — The letters here indicate the status of the
product’s detail line in the transaction:

e F = Forward ordered.
e B = Back ordered.
e R =Reserved.

e Q = Requested.
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e A = Allocated.

e P = Picked.
e | =Issued.
e H = Held.

Example: BA indicates that the transaction has been partially back ordered and partially
allocated.

Order (Demand queue entries only - Display only) — The letters here correspond to the letters
in the Status column, but indicate the combined status of all detail lines in the transaction. This
is always a superset of the detalil line status.

An expanded form of this information appears in the lower part of the window for each entry as
you scroll through the list.

Details Section
Name (Display only):

e For demand queue entries, the customer’s name.

e For supply queue entries, the name of the supply system.
Date (Display only) — The Order date.
Type (Display only) — Transaction type.
Location (Display only) — The Order location.
Area (Display only) — The area code (when relevant).
Sales rep (Display only) — The sales rep code (when relevant).
Outstanding (Display only) — The outstanding (uninvoiced) amount for the detail line.
Invoiced (Display only) — The Invoiced amount for the detail line.

Unprinted (Display only) — The relevant documents that have not yet been printed for the
order.

Status (Display only) —Details of the status of the order. This is an expanded form of the
information in the Order column above (when relevant).

Buttons

[Eind] — Display the Find Order Line window enabling you to find and restrict the displayed
stock queue items.

[Stock Forecast] — This shows a Stock Forecast enquiry which details future supplies and
demands for the current product and despatch location.
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[<Prior view] — Display the Stock Queue (View 3 of 3) window, which shows the stock queue
entry dates.

[Next view>] — Display the Stock Queue (View 2 of 3) window, which shows the forward
stock position.

[Select] — This option is not used by this window when accessed through the SOP Transaction
Desktop.

Stock Queue (View 2 of 3)

7] Stock Queue (View 2 of 3) [=23e]
Number Account Book Stock Free Stock Demand Allocated
=
ORDDODB4 WATS010 3 (1] 0 1 .
ORDOO0DB4 WATS010 2 -1 1 o
Details
Mame |Price & Partners Location Required 30/06/ 2005
Date  |28/02/2005 Area original 849.30
Type [Sales Order | Sales Rep Invoiced
Print Status
Unprinted |Picking List, Delivery Note, Invoice |
Quantity Status
Qty status  |Issued, Invoiced, Allocated |
| StockForecast | [ < Priorview | [ Nextview = [ select | [ cClose |

Introduction

The Stock Queue (View 2 of 3) window is displayed when having selected [Supply and
Demand] in the Stock Details window when you select [Next view>] from Stock Queue (View
1 of 3) window or [<Prior view] from Stock Queue (View 3 of 3) window. This window lists the
stock queue entries for the product at the selected location in the same way as view 1, but it
displays different information for each entry, giving a picture of the forward stock position.

Queue Entries section

Number (Display only) — The transaction number.
Account (Display only) — The customer’s account number when relevant.

Book stock (Display only) — This is a cumulative figure which includes the quantity for the queue
entry. It decreases with each demand queue entry, and increases with each supply queue entry.

Free stock (Display only) — This is a cumulative figure which includes the quantity for the queue
entry. Generally this figure decreases with a demand queue entry, and increases with a supply
gueue entry. However, it is not affected by queue entries which are already allocated.
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Demand (Display only) — This is the quantity on the queue entry. It is positive for a demand
gueue entry, negative for a supply queue entry.

Allocated (Display only) — The amount already allocated to the demand queue entry. This figure
is always zero for supply queue entries.

Details Section

Name (Display only) — For demand queue entries, the customer’'s name. For supply queue
entries, the name of the supply system.

Date (Display only) — The Order date.

Type (Display only) — Transaction type.

Location (Display only) — The Order location.

Area (Display only) — The area code (when relevant).

Sales rep (Display only) — The sales rep code (when relevant).

Outstanding (Display only) — The outstanding (uninvoiced) amount for the detail line.

Invoiced (Display only) — The Invoiced amount for the detail line.

Unprinted (Display only) — The relevant documents that have not been printed yet for the order.

Status (Display only) — Details of the status of the order. This is an expanded form of the
information in the Order column above (when relevant).

Buttons

[Stock Forecast] — This shows a Stock Forecast enquiry which details future supplies and
demands for the current product and despatch location.

[<Prior view] — Display the Stock Queue (View 1 of 3).

[Next view>] — Display the Stock Queue (View 3 of 3) window, which shows the stock queue
entry dates.

[Select] — This option is not used by this window when accessed through the SOP Transaction
Desktop.
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Stock Queue (View 3 of 3)

W] Stock Queue (View 2 of 3) B
Number Account Ordered Required Allocate pected Committed Commit-1 Late
28/02/ 2005
ORDODDS4 WATS010 30/ 04/ 2005 31/08/2018 31/08/2018 31/08/2018
ORDOOOD34 WATS010 30/04/ 2005 31/08/2018 31/08/2018 31/08/2018
Details
Name |Price & Partners Location MID Required 30/06/ 2005
Date 2802/ 2005 | Area S01 Original 849.30
Type Sales Order | Sales Rep SD Invoiced 0.00

Print Status
Unprinted | Picking List, Defivery Note, Invoice |

Quantity Status
Qty status | Issued, Invoiced, Allocated |

[ StockForecast | | < Prior view I Next view > [ Select | [ Close |

Introduction

The Stock Queue (View 3 of 3) window is displayed when having selected [Supply and
Demand] in the Stock Details window to view the Stock Queue windows you select [Next
view>] from Stock Queue (View 2 of 3) window or [<Prior view] from Stock Queue (View 1
of 3) window. This window lists the stock queue entries for the product at the selected location
in the same way as view 1, but it displays different information for each entry, giving a picture of
the dates for the queue entries.

Queue Entries section

Number (Display only) — The transaction number.

Account (Display only) — The customer’s account number when relevant.
Ordered (Display only) — The Order date.

Required (Display only) — The required date on the detail line.

Allocate (Display only) — The ‘allocate by’ date for the detalil line.
Expected (Display only) — The expected by date for the detail line.

Committed (Display only) — The date most recently given to the customer as the day by which
they may expect the goods.

Commit-1 (Display only) — The first commit date given to the customer for these goods. Set
automatically when the ‘Committed’ date is first altered.

Late (Display only) —
e Y If a demand line has missed the stock allocation date.

o Y* If a demand line has missed the customer required date.
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o Y* On a supply line if the book or free stock is negative on the expected arrival date.

Details Section

Name (Display only) — For demand queue entries, the customer’'s name. For supply queue
entries, the name of the supply system.

Date (Display only) — The Order date.

Type (Display only) — Transaction type.

Location (Display only) — The Order location.

Area (Display only) — The area code (when relevant).

Sales rep (Display only) — The sales rep code (when relevant).

Outstanding (Display only) — The outstanding (uninvoiced) amount for the detail line.

Invoiced (Display only) — The Invoiced amount for the detail line.

Unprinted (Display only) — The relevant documents that have not been printed yet for the order.

Status (Display only) — Details of the status of the order. This is an expanded form of the
information in the Order column above (when relevant).

Buttons

[Stock Forecast] — This shows a Stock Forecast enquiry which details future supplies and
demands for the current product and despatch location.

[<Prior view] — Display the Stock Queue (View 2 of 3) window, which shows the forward stock
position.

[Next view>] — Display the Stock Queue (View 1 of 3).

[Select] — This option is not used by this window when accessed through the SOP Transaction
Desktop.
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Stock Queue Entries for Current Order Line

P

W] Order Surmmary e
Details
Account WATS010 \Watsons Plc | Reference ORDD00S4
Product |AVPP2 | | Victor Design 2 Portable OHP |
Location |M'||:|land5 and Wales |

] Stock Queue Entries for the Current Order Line =
Status Date From Original Q Open Qty Unit
Allocated 31/08/2018 ST HStock 1 1HITEM |E3
Requested 31/08/2018 LC Landed Costs 1 1 ITEM ]
Line Totals
Ordered | 2| Requested 1
Back Ordered | 0| Reserved |:|
Allocated | 1 Scheduled I:l

Allocate |  Deallocate | | Cancel N[ change Supply Convert
| Stock Forecast |

Introduction

The Stock Queue Entries for Current Order Line window is displayed when you select [Queue
Entries] in the Stock Details window. It displays all the stock queue entries for the current order
line. It enables you to select entries for further processing.

Details Section (Order Summary)

Account (Display only) — The ordering customer’s account code followed by their name.

Product (Display only) — The product code of the product being ordered followed by its
description.

Location (Display only) — The sales location for the order.

Reference (Display only) — Your system reference for the order.

Stock Queue Entries
Status (Display only) — The status of the Stock Queue Entry. It can be:

e Requested.
e Reserved.

e Quarantined.
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e Allocated.

e Done.
Date (Display only) — The stock queue entry date.
From (Display only) — The Supply system ID followed by its titled.
Original Qty (Display only) — The original quantity for the queue entry.

Open Qty (Display only) — The open quantity for a queue entry is the quantity of stock whose
despatch has not yet been confirmed.

Unit (Display only) — The Unit that the quantities are displayed in.

Line Totals Section
Ordered (Display only) — The quantity ordered for this order line.

Back Ordered (Display only) — The quantity backordered for this order line.
Allocated (Display only) — The quantity allocated to this order line.
Requested (Display only) — The quantity requested for this order line.
Reserved (Display only) — The quantity reserved for this order line.

Scheduled (Display only) — The quantity scheduled for this order line.

Buttons

[Allocate] (Requested and reserved entries only) — Allocate against available free stock, rather
than reserve or request. The entry’s status is now shown as Allocated rather than Requested or
Reserved.

[Deallocate] (Allocated entries only) — Deallocate the entry. The entry’s status is now shown as
Requested.

[Cancel] (Requested and reserved entries only) — Cancel the entry. Cancelling a request or
reservation has the same effect as deleting it except that the stock queue entry is marked as
cancelled and retained for future reference.

[Change Supply] (Requested entries only) — Change the source of supply. A window appears
listing the available supply systems. Select the required supply system.

[Convert] (Requested and reserved entries only)

¢ (Requested entries only) Convert from request to reservation. The Expected Arrivals
window is displayed to enable you to select which arrivals (and quantity) the request is to
be converted as a reservation against. If the full quantity is not converted, the system
creates the reservation as well as reducing the request.
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e (Reserved entries only) Convert from reservation to request. The queue entry type is
altered to Request, and the expected date and reference are cleared. If there is an existing
request for the line with the same dates, the two entries are combined.

The quantity is subtracted from the total reserved quantity and added to the total
requested quantity for both the detail line and the line location. The entry’s status is now
shown as Requested.

Please note: Reducing the reserved quantity on a detail line does not reduce the quantity
on order in the source of supply. Any quantity you release from reserve is added back
into the expected arrival from which it was drawn and is placed in free stock by the source
of supply when the goods become available.

[Stock Forecast] — This button displays the Stock Forecast Enquiry window, which details
future supplies and demands for the selected product.

Expected Arrivals

53:|

B Expected Arrivals

Doc Ref pected Quanti Available Source Supply Ref
POMOD0O32 10/04/2015 100 100 AVPGDOS

[ L[ <> [w]

Line Totals
Ordered | 2| Requested | 1|
Back ordered | 0 Reserved | 0
Allocated | 1 Scheduled | 2|

[ select | | Close |

Introduction

The Expected Arrivals window is displayed when you select [Convert] for a request entry in
the Stock Queue Entries for Current Order Line window, which enables you to convert a
request into a reservation, by identifying expected arrivals of stock against which it can be
reserved. The window lists the expected arrivals of stocks of the appropriate product in the
order/requisition’s location.

Details of each arrival are shown, including document reference, expected date, order quantity,
available quantity, source and supply reference.
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Expected Arrivals section

Doc Ref (Display only) — The 'Expected Arrivals' document reference.
Expected (Display only) — Date of the expected arrival.
Quantity (Display only) — The total quantity expected to arrive.

Available (Display only) — The quantity available for reserving (Total quantity less already
reserved).

Source (Display only) — The source of the supply (e.g. Suppliers account code for a purchase
order).

Supply Ref (Display only) — The manually entered supplier's reference.

Line Totals Section

This information relates to the stock queue item being converted.

Ordered (Display only) — The quantity ordered for this order line.

Back Ordered (Display only) — The quantity backordered for this order line.
Allocated (Display only) — The quantity allocated to this order line.
Requested (Display only) — The quantity requested for this order line.
Reserved (Display only) — The quantity reserved for this order line.

Scheduled (Display only) — The quantity scheduled for this order line.

Button

[Select] — Reserve the request against the currently selected arrival. The Convert to
Reservation window is displayed enabling you to enter the quantity to be reserved against the

7 | Convert to Reservation @
Details
Quantity to reserve H
[ oK || close |

arrival. You are then returned to the arrivals window in case you wish to make reservations
against other arrivals.
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Batch Numbers

B Batch Mumbers [&=]
Product
Product ANTLBPS | Quantity entered 12
Antec Toner Cartridge SX 511 | Quantity issued
Quantity left _
Batch Ref Humber  Bin Number Description Status Expires Oty Remalnlng
ANTL/ 2987 18 B-320 Active 31/12/2020 =
L HActive _[]31/12/2020 ‘E A
ANTLPf 2957 21 B-320 Active 31/12f2020 —
Close

Introduction
The Batch Numbers window is displayed for batch traceable products:

e When you enter or amend a detail line on an invoice or credit note.

e When you select [Issue Stock] from the Stock Details window or Printing/Despatch
menu.

It lists any batches currently in stock at the despatch location, enabling you to select the batch
or batches you want to issue the stock from, or return it to.

Please note: If the product is both batch traceable and serial numbered, this window does not
appear because SOP deduces the batch from the serial number.

Product Section

Product — The product code and description.
Quantity entered — The quantity entered for the order line.
Quantity issued — The quantity issued through this window.

Quantity left — The quantity left to be issued. This is the difference between the quantities
entered and issued.

Batch Section
Batch Ref (Display only) — The manually entered reference for the batch.

Number (Display only) — The automatically allocated batch number. This is unique for the
product code.

Bin Number (Display only & only if ‘Multiple Bin Handling’ is not enabled in the distribution
system parameters) — The bin number.

Description (Display only) —The manually entered description of the batch.
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Status (Display only) — The status of the batch. This can be:
e Active.
e +ve Recall.
¢ Quarantined.
e Inspection.
e Unconfirmed.
e Frozen.
e Complete.

Expires (Display only — Only if expiry date checking is selected for the product in Product
Maintenance) — The date on which this batch expires.

Qty Remaining (Display only) — The quantity of the batch, still remaining in stock.

Button

[Select] — Select the currently highlighted batch to issue stock from (receive stock back into for
a credit). The Enter Quantity window is displayed.

Please note: You can only return on a credit note, batch-tracked items, which were originally
issued from the system. If necessary, write off the credit note (set the status of goods on the
credit note to W) and later perform a stock adjustment.

Enter Quantity
7| Enter Quantity @
Details
Quantity | EI

oK | Close

Introduction

The Enter Quantity Window is displayed when you press [Select] in the Batch Number
window.

Details

Quantity - Enter the quantity to be allocated from this batch to the selected order line. It defaults
to the lesser of the quantity still to be issue or the quantity remaining in the batch.

e If you enter the quantity still to be issued you are returned to the Stock Details window.
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e If you enter less than quantity still to be issued, you are returned to the Batch Number
window to select further batches. You can then exit from the Batch Number window to
reduce the ordered quantity to that allocated if required.

Please Note: You cannot enter more than the quantity ordered or the free quantity.

Enter Serial Numbers

F

B Serial Mumbers A
Product Quantities

Entered Quantity
AVPP1 | | Victor Design 1 Portable OHP | Done 8

Quantity left [ 3

B | Enter Serial Numbers @

Details
Serial number |AVPP-284733-P1 ||

Mumber of consecutive serial numbers |:E]

Last serial AVPP-284733-P2 |

Description |

earch oK | ElUSE

|[¥5]

Introduction

The Enter Serial Numbers windows are displayed for serialised products when you:

e Enter or amend a detail line on an invoice or credit note.

e When you select [Issue Stock] from the Stock Details window or Printing/Despatch
window.

e When you select [Insert range] from the Serial Numbers menu.

It enables you to enter one or a range of serial numbers for stock being issued or returned.

Product Section (Serial Numbers)
(Display only) — The Product code and description.

Quantities Section (Serial Numbers)
Entered Quantity (Display only) — The quantity requiring serial numbers.

Done (Display only) — The number of serial numbers issued.
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Quantity left (Display only) — The quantity still requiring serial numbers.

Details Section (Enter Serial Numbers)

Serial Number — Enter a serial number the system already knows which is still in stock (stock
issues) or which is marked as issued (stock receipts). A [Search] is available which calls the
Serial Numbers window.

For stock issues, if you logged the stock as ‘unnumbered’ in the stock receipts you can enter the
serial numbers of that unnumbered stock. The Select Required Batch of Unnumbered Iltems
window is displayed, enabling you to select the appropriate batch.

Please note: If you inadvertently enter a serial number which is unknown to the system and the
batch search window appears, press <Esc> to return to the Serial Number Selection window.

Number of consecutive serial numbers — The default is the remaining quantity of serial
numbers.

Last serial (Display only) — The last serial number in the range of consecutive numbers.

Description (Display only) — A description entered for that serial number.

Buttons

[OK] — If the Serial number prompt is blank the Serial Numbers window is displayed. Otherwise
the Serial Numbers menu is displayed.

Individual Serial Numbers

# | Serial Mumbers @
Serial Mumber Description Batch Ref Locn Availabili
AVPP-284733-P1 =
AVPP-284733-P2 AVPP-2398 MID Available —
AVPP-284733-P3 AVPP-2398 MID Available i
AVPP-284733-P4 AVPP-2398 MID Available "
AVPP-284733-P5 AVPP-2398 MID Available —
AVPP-292-P1 AVP298-01 MID Not available v
AVPP-292-P2 AVP298-01 MID Not available ?
AVPP-292-P3 AVP298-01 MID Not available —
AVPP-292-P4 AVP298-01 MID Not available x

Close

Introduction

The Individual Serial Numbers window is displayed when you:

e Press [Search] at the Serial Number field of the Enter Serial Numbers window.

e Complete the Enter Serial Numbers window with the Serial Number field left blank.

e Select the Amend serial numbers option from the Serial Numbers menu.
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It lists known serial numbers of the product allowing you to select individual serial numbers for
receipts and issues.

Please note: Not all serial numbers displayed on the screen can be selected. This is because
unacceptable delays would occur if the system were to search through large numbers of
serialised products to find relevant items.

Serial Numbers Section

(Display only) — A * is displayed in this column when the serial number has been selected.
Serial Number (Display only) — The serial number.
Description (Display only) — The serial numbers description.

Batch Ref (Display only) — The batch reference associated with the serial number. This is
automatically generated for non-batch tracked products.

Locn (Display only) — The location of this product.
Availability (Display only) — This can be one of the following:
e Available — The serial number is available for issuing.

e Suggested on a picking list — Although the serial number is available, it has been
suggested on a picking list.

e Not available — The serial number’s batch and location are valid, but it has been issued.
e Wrong location — The serial number is for a different location.

e Invalid/Expired — The serial number is in a batch that has an invalid status (e.g.
Quarantined, etc.) or has expired.

Please note: You must select a serial number with availability of ‘Available’ or ‘Suggested on
a picking list’ for an issue and one with availability of ‘Not available’ for a credit note. Whenever
possible, serial numbers with availability of ‘Available’ should be issued in preference to those
with availability of Suggested on a picking list, unless it is known that picking list print
suggested the serial number for the current delivery.

Buttons

[Close] — The Serial Numbers menu is displayed.
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Serial Numbers

] Serial Numbers 3

Options

Increase Quantiby
| Decrease Quantiby |
| Insert Range |

|  Amend Serial Numbers |

e

A EE FR ndate

| Abandon Update (X) |

Introduction

The Serial Numbers menu is displayed when you complete the Serial Numbers window.

Options
[Increase Quantity] — Resets the outstanding quantity to zero. This causes the quantity on the
sales order line to be increased accordingly.

[Decrease Quantity] — Resets the outstanding quantity to zero. This causes the quantity on the
sales order line to be decreased accordingly.

[Insert Range] — Add another range of serial numbers. The Enter Serial Numbers window is
displayed.

[Amend Serial Numbers] — Add/remove individual serial numbers. The Individual Serial
Numbers window is displayed.

[Confirm Update] — Confirm your replies.
e |If the ‘Quantity left’ is zero the Stock Details window is displayed.

e Otherwise an error message is displayed. When you click [OK] to it, the menu is
redisplayed.

[Abandon Update (X) ] — Abandon the sales order line. The Stock Details window is displayed.
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Select Required Batch of Unnumbered Items

F

33:|

B Select Required Batch of Unnumbered Items

Batch Number Unnumbered Quanti Batch Ref Bin Mumber Receipt Date
13 1] AVPP[13294 AADDL 12/02/05

(W e« > [n]

Details
Description | Serial quantity | 1[I|
[ Close |

Introduction

The Select Required Batch of Unnumbered Items window is displayed when you enter a new
serial number at the Serial number prompt in the Enter Serial Numbers window, where there
was stock that was logged as ‘unnumbered’ in the Stock receipt. It enables you to select which
batch the serial number should be issued from.

Batch Section
Batch Number (Display only) — The unique batch number.

Unnumbered Quantity (Display only) — The quantity remaining in the batch which does not
have serial numbers.

Batch Ref (Display only) — The manually entered batch reference.
Bin Number (Display only) — The bin number for the batch.

Receipt Date (Display only) — The date the batch was received into stock.

Details Section

Description (Display only) — The manually entered long description for the batch.

Serial Quantity (Display only) — The quantity remaining in the batch which does have serial
numbers allocated to it.

Buttons

[Select] — Select the currently highlighted batch to issue the stock from. You are returned to the
Enter Serial Numbers window, so that you can confirm the issue.
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Please note: The ‘Number of consecutive serial numbers’ defaults to the lower of the quantity of
unnumbered items in the batch and the quantity to be issued. This can be manually overwritten
with a lower value.
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Appendix A — Postcode Anywhere

Global 3000 can make use of Postcode Anywhere to provide:
e Address lookup based on postcode
e Validation of bank sort codes and account numbers

(Postcode Anywhere provides access to UK and international addresses, bank data, maps,
lifestyle and geographic information. See http://www.postcodeanywhere.co.uk.)

Wherever addresses are entered, you may click a button and enter a postcode to display a list
of the addresses in that postcode. Select an address and the details are returned to the address
fields in the original window.

You may also click a button when entering bank details to enter the sort code and the account
number for validation. The sort code, account number, bank name and branch are returned to
the original window.

Note: In order to access this feature the following conditions must apply:-

e GSM Service pack 20 must be installed

e The GLOBAL.EXE version must be VV4.1d, or later

The user must have an account with Postcode Anywhere. Note that for address lookups users
with a pay-as-you-go account are not charged for the initial lookup that provides the list of free
format addresses presented for selection. If the user selects an address from that list, a credit is
charged for returning that address in a form that can be used by Global 3000. Bank sort code
and account validation is always done on a pay-as-you-go basis so one credit is consumed for
each lookup. This implementation in Global 3000 aims to minimise the number of credits
consumed by ensuring that lookups are only provided at the request of authorised users and a
warning is displayed if a credit is to be charged.

e The following keys must be set up in the registry “Customisations” key:-
o "PostcodeAnywhereAccountNumber"

o "PostcodeAnywhereLicenceKey"

o “PostcodeAnywhereAddressWarningMessage”
o “PostcodeAnywhereSortCodeWarningMessage”

The first two settings are mandatory. The last two settings are optional and allow you to specify
whether you require a warning (and possibly password control) at the points where a credit could
be consumed. The setting of these will depend to some extent on the type of account you have
with Postcode Anywhere (i.e. unlimited or pay-as-you-go).

e If SAUTH32 authorisation is configured, the authorisation point "PCANY" must be
established.
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Address for post code

I Addresses for post code AL4 OPX

2 Tollgate Road Colney Heath St Albans,
4 Tollgate Road Colney Heath St albans,
6 Tollgate Road Colney Heath St albans,
2 Tollgate Road Colney Heath 5t albans,
10 Tollgate Road Colhey Heath St albans,
12 Tollgate Road Colhey Heath St &lbans,
14 Tollgate Road Colney Heath 5t Albans.,
16 Tollgate Road Colney Heath St Albans,
158 Tollgate Road Colney Heath St Albans,
20 Tollgate Road Colney Heath St Albans,
22 Tollgate Road Colney Heath St Albans,
24 Tollgate Road Colney Heath St Albans.,
26 Tollgate Road Colney Heath St Albans.,

| Select | | Cancel |

Introduction

The Address for post code window is displayed when you click [Postcode] in a window that
accepts an address and enter a specific postcode. It lists the addresses in the postcode you
supply so that you can select one for recording in Global 3000.

When you select an address, four lines of the address and the postcode are returned to the
address input window.

Please note: If your account with Postcode Anywhere charges you based on the number of times
the service is used, your system may be set up to require authorisation to use this function.
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Index

A

account button 25
account details window 66
account enquiry 38
account enquiry for company window 67
account for sales value 102
acknowledgement 68
acknowledgements

acknowledgements required? 61
actions on customer window 67
add

new lines to the transaction 14,19
adding a new line

confirmation required? 21

origin window 26

skip unit prompt 30

stock forecast 39

template 56
adding a new template line 25
address

delivery 25,72

details changed 76

invoice 25,75

save as new 77

show delivery rather than invoice 31

telesales customer 33

transaction details 16

update existing 77

use for this transaction 77
address details changed window 76
address lookup window (postcode anywhere) 129
all button 57
all locations

stock forecast button 41
allocate date

call-off entry 44

normal pooled lines 89, 90

scheduled & call-off pooled lines 94, 96

scheduled order 49
allocate stock 84
allocated

stock 104
allocated entry

increase/decrease 45
allocated stock 104
allocated stock at location 107

allocation

amend
allocation lead time
allow SOP to create works order
alternate products
amend

allocation

existing lines

transaction
amend button
analysis location
appendix a

postcode anywhere
assembly bill

average days taken to pay invoices

B

back ordered stock
back orders
back to back details window
back to back order line
balance
batch expiry date
batch number
batch numbers window
batch ref
batch selection
batch number
batch reference
bin number
serial quantity
unnumbered quantity
BIC59
bin number
book stock
book stock at location
branch
branch details for head office window
branch details for head office window.
BTE
buttons
function
line
origin

transaction

call-off details window
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44, 49
21
19

105
14,19
25

26, 57
71

128
21
67

104

61

42

102

66

106

106, 126
120

106, 126

126
126
126
126
126

106, 126
103
107

67
67
59

15,24
15
20
15

43



call-off order line
call-off total
cancel
stock queue entry
cancel button
change location
classification
clear settings - buttons
codes button
combine invoices
order
comments
initial
trailer
comments button
committed date
normal pooled lines
normal queued & back to back lines
schedule entry
scheduled & call-off pooled lines
scheduled & call-off queued lines
company registration (CRN)
configuration settings window
confirm button
confirm customer receipt
confirm payment received
confirm payment received window
confirm transaction copy
contact
delivery
invoice
contact details
customers
convert to order
convert to quote
convert to reservation window
copy
initial comments
trailer comments
transaction notes
copy actions to new account?
copy from section
copy notes to new account?
copy settings - buttons
copy to section
copy transaction window
copy transactions window
cost
country

telesales customer

102
44

117
57
105
60

29

20, 26

61
27
62
62
27

90
92
51
95
97
34
24
27
79
83
83
55

73
75

33
84
85

119
25
55
55
55
34
54
34
29
54
53
25
99
33
33

courier
courier contact
create works order
created by
credit check failed window
credit date
credit limit
credit note details window
credit note options
credit note options window
credit notes
batch tracked items
status of goods
cross-border cash book
current balance
customer
actions on customer window
customer notes for... window
orders by customer window
customer account
status
customer details window
customer enquiry window
customer notes for... window
customer receipt
confirm
unconfirm
customers
classification
company registration (CRN)
contact details
country
defaults
name & address
payment method
reference
tax registration number

tax status

date
credit
exclude deliveries after
invoice
stock forecast button
dates
recalculate for schedule entry
dates button
dates for order line window

normal pooled lines
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80
80
21
59
52
70
66
70
62
63

121

58,
33,73,

18,55,

63
59
66

67
67
67

16
32
53
67

79
79

60
34
33
33
64
75
34
59
34
34

70
71
70
41

49
26
26
89



Index

normal queued and back to back lines
schedule and call-off pooled lines
deallocate stock
from queue entry
debtors ledger customer enquiry window
decrease allocated entry
decrease request
decrease reservation
delete
existing lines
delivered stock
deliveries
part allowed for order
delivery - internet details
delivery address
new telesales customer
delivery address window
delivery button
delivery charges
delivery contact
delivery date, last
normal pooled lines
normal queued & back to back lines
scheduled & call-off pooled lines
scheduled & call-off queued lines
delivery details
courier
courier contact
delivery method
despatched by
expected arrival date
expected arrival dates
proof of delivery
purchase order no
purchase order number
received by
received on
route
tracking reference
delivery details window
delivery instructions
delivery labels
delivery method
delivery note
delivery note print
picking/delivery note print window
delivery notes window
description
deselect button

desktop profile

91

94

84
117
38,53
45

45

45

14,19
104

61
73
25,72
33
72,73
25
65
73

90
92
95
97
79
78, 80
78, 80
78, 80
78, 81
78
81
78, 80
78
80
78, 80
78, 80
78, 80
78, 80
25,71
60, 71
68
80
69

68

77

20, 100
57

27, 28,30

configuration settings window
introduction
transaction default button
transaction defaults
transaction defaults window
despatch confirmation
despatch confirmation options window
despatch location
change for order line
despatch notes
despatch/return date
despatched by
details button
discount
industry
industry (product group)
negotiated
negotiated (customer)
quantity
total
trade
trade (order)
discount breakdown window
discount schemes
trade
discount/prce
discount/price Settings Window
discounts
negotiated
trade discount level
display costs system parameter

display profits system parameter

e-mail
print rather than email invoices/credit notes?
enquiry
account enquiry
account enquiry for company window
product enquiry
stock forecast
transaction enquiry
enquiry type selection menu
enter quantity window
enter reason code window
enter serial numbers windows
exclude deliveries after
existing lines
amend or delete

expected arrival date
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30
27,28, 30
29

29
24,28
69

69

60

20

81

61
78, 81
25

99
100
88
100
88
100
100
100
88

99

65
62
64
65
65
65
99
99

71

38
67
39
39
39
38
121
51
122
71

14
78



Index

expected arrival dates
expected arrivals window
expected date
call-off entry
normal queued & back to back lines
schedule entry
scheduled & call-off queued lines
expected delivery date for stock on purchase order
expires
batch expiry date
expiry date
price lists
exporting

invoices

finish button
forecast

stock forecast
forecast cut-off date
forecast date window
forward order lead times
forward ordered stock
free stock
free stock at location
full reprice
function

buttons

function buttons

general ledger
account for sales value
profit centre for sales value
general ledger postings for line window
generate button
generated from
gl codes

Global 3000 manufacturer

head office
branch details for head office window
held amount
held transactions
Hi-light gross amount?
history button

hold status, change

81
118

45
93
49
98
107

106, 121
59
87

69

26

118
41
41
44

104

103

107
86

24
15

101
102
102
101
57
59
101
21

67
67
67
31
26
84

IBAN
increase allocated entry
increase request
Increase reservation
increase/decrease allocated entry
indemnity cover
individual serial numbers window
industry (product group) discount
industry discount
initial comments
internet details
delivery
invoice
introduction
invoice
address
combine
contact
date
internet details
print from order entry
invoice address country
invoice address window
invoice button
invoice details window
invoiced date, last
normal pooled lines
normal queued & back to back lines
scheduled & call-off pooled lines
scheduled & call-off queued lines
invoiced products
invoiced stock
invoices
average days taken to pay
invvoices from to
issue stock

items

in each line of the transaction line list

items in line quantities column

Items in Line Values Column

label print window
labels

number per order
last amended by
last entry

price list used
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76
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25,75

61

75

70
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75

75

25
25,70,74

90
92
95
97
56
104

67
71
68, 105
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22
23

68
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59
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Index

last invoice options for receipt confirmation 79
price paid 57 payment method 82
last sale 66 printing/despatch 68
late supplies date 44, 49 select payment method 82
line serial numbers 125
buttons 15, 26 message line 1 & 2 71
cost 99 minimum stock 104
discount 99
price 98 N
price list 88
profit 99 needed by date
value 99 call-off entry 44
line buttons normal queued & back to back lines 91, 92
amend line 26 schedule & call-off queued lines 96
codes 26 schedule entry 49
comments 27 scheduled & call-off queued lines 97
confirm 27 negotiated (customer) discount 88
dates 26 negotiated discount 100
history 26 negotiated discounts 65
origin 26 new a/c 24
prices 26 next 66
pricing 26 notes
quantity 26 customer notes for... window 67
stock 27 despatch 81
line codes window 26, 100 transaction 62
line details panel 15, 19, 22 number of labels 60,72
location 107
allocated stock 107 o
analysis 71
book stock 107 obsolete products 19
ook stoc
h 105 on completion 21
change
h R derli 20 on order (purchase order) stock at location 107
change for order line
d gt h 60 options menu
espatc
detail 108 receipt confirmation 79
etails
order
free stock 107 tt X -
convert to quote
restricted stock 107 ¢ a 17
ourre
stock forecast button 41 .
tock h d 107 order by product window (template) 56
stock on purchase order
. i . . order by products buttons
location selection for product window 109
all 57
amen
M d 57
cancel 57
main price list 65, 87 deselect 57
manufacturer generate 57
works order details window 22 remove 57
manufacturer parameters select 57
allow SOP to create works order 21 order date 59
when should works orders for queued products be created normal pooled lines 89
22 normal queued & back to back lines 92
menu on order header 17
enquiry type selection 38 scheduled & call-off pooled lines 95
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Index

scheduled & call-off queued lines
order header
order date
required date
order line
set as back to back order line
set as call-off order line
set as scheduled order line
special
orders
outstanding
previous orders
orders by customer window
origin
origin button
origin window
originally committed date
normal pooled lines
normal queued & back to back lines
scheduled & call-off pooled lines
scheduled & call-off queued lines
our ref
outstanding orders
over commit stock

override audit report

part deliveries allowed
order

part invoicing
part invoicing allowed

past periods 1 - 4

payment
confirm payment received
unconfirm payment received

payment button

payment method

payment method menu

payment method window

pick date
call-off entry
normal pooled lines
normal queued & back to back lines
schedule & call-off queued lines
scheduled & call-off pooled lines
scheduled & call-off queued lines
scheduled order

picking list

picking/delivery note print window

postcode anywhere

97 previous orders
price
17 detail line
17 recalculate prices for order
price break
102 price list
102 browse for product window
102 browse window
20 used at last entry
price lists
67 details
39 enter on order header
39, 67 expiry date
20,23 type
26 price paid at last invoice
102 price/discount
price/discount settings window
90 prices button
92 pricing
95 pricing button
97 pricing unit
17 pricing window
67 print
105 acknowledgement
88, 100 delivery labels

delivery note
invoice

label window

picking list
61 print / despatch order
print buttons
61 print options window
66 invoice, credit note and direct orders
quotations
83 print rather than email invoices/credit notes?
83 print status of transaction
25 printing/despatch menu
34 printing/despatch window
82 process button
25,83 process transaction menu
process transactions menu window
44 product
89,90 stock forecast button
91,92 product enquiries window
96 product enquiry
94,95 product line
97 description
49 products
68 alternate
68 obsolete

35,73,76,128,129
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57

87

65

87

87

57

62

64

26
21, 23, 86, 98
26

88
26, 98

68

68

69

69

68

68

84

25
68, 69
25

25

71
111,113,115
68

25

26

26

84

41
39, 41
39

100

19
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superseded
profile administrators options window
profit
profit centre for sales value
proof of delivery
purchase order no
purchase order number

purchase ordered stock

quantity
discount
remaining
reserved against this batch
scheme
quantity button
quantity window
gueue entries
cancel
current order line
deallocate
manually allocate stock to
guotation
account
convert to order

expiry date

reason for return
receipt confirmation
received by
received on
remove button
repeating order
repeating order settings window
repeating orders
number of repeats
repetition interval
reprice order
skip overridden lines
repricing options window
request
increase/decrease
requested
stock levels
requested stock
requests
convert to reservations

required by

19

31
18,99
102
78, 80
78

80
104

20
100
106
106

88

26

26, 86
105, 110
117

116

117

117

33
84
59

52
69, 77
78, 80
78, 80

57

62

63

64
64

86
85

45

103
104

117
23

required by date
required date
back to back details
detail line
normal pooled lines
normal queued & back to back lines
on order header
scheduled & call-off queued lines
scheduled order
required date window
reservation
decrease
Increase
reservations
convert to requests
reserve batches
reserve by date
call-off entry
normal queued & back to back lines
schedule line
scheduled & call-off queued lines
reserved
stock levels
reserved stock
restricted stock
restricted stock at location
returns
batch tracked items

route

sale

last
sales office
sales order for product window
sales order window
sales orders enquiries window
sales orders window
sales representative

enter on order header
save as a new address
schedule details
schedule details window
schedule entries

status
scheduled order line
scheduled stock
select batches to reserve window
select button

select delivery address window
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20
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17, 52, 55, 59
97
48
52

45
45

118
104

45
93
50
98

103
104
104
107

121
78, 80

66
60
26
25
39
36

60
77
47
46

50
102
104
105

57
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Index

select payment method menu

select required batch of unnumbered items window

serial number
availability
batch ref
description
location
serial numbers
abandon update
allocation of
amend
confirm update
consecutive
decrease quantity
increase quantity
insert range
last serial
serial numbers menu
serial numbers window
individual
serial quantity
settlement discount
set-up
skip overridden lines
SOP transaction desktop window
special order line
special price list
special price lists
enter on order header
standard print options window
status
back to back line
change hold
change unhold
customer account
goods on credit notes
schedule entry
status button
stock
allocated
back ordered
delivered
forward ordered
invoiced
issue
over commit
requested
reserved
scheduled

stock button

82 stock details window
126 stock forecast
124 criteria
124 transaction
124 stock forecast buttons
124 all locations
124 date
location
125 product
123 unit
125 stock forecast enquiry window
125 stock levels
123 Stock location
125 stock queue (view 1 of 3) window
125 stock queue (view 2 of 3) window
125 stock queue (view 3 of 3) window
123 stock queue entries
125 stock queue entries for current order line window

stock summary for product window

123 superseded products
126 supply and demand
59, 74 supply source (system)
24 change
86 surcharges
14 system parameter
20 display costs
88 display profits
system parameters
65 default sales rep from operator-id
68, 69 lead time in days for forward orders
110 required dates at line level allowed
43
84
84
16 tax
63 registration number
50 status
25 tax code
tax registration
104 tax status
104 template
104 template account selection
104 territory codes
104 time order entered
105 total discount
105 tracking reference
104 trade (order) discount
104 trade discount
104 trade discount level
27 trade discount schemes

trading terms
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41
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41
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39
104
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112
114
110
116
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19
105
42, 46, 51
117
65

99
99

60
18
18, 20, 52

34
34
23,101
74

74

19, 25

33

60

59

100

78, 80
88

100

65

65

18, 59, 74



Index

trailer comments 62
transaction
buttons 15
transaction buttons 25
account 25
delivery 25
details 25
finish 26
invoice 25
payment 25
print 25
process 26
status 25
transaction defaults 29
transaction defaults - buttons 29
transaction defaults settings - buttons
clear settings 29
copy settings 29
transaction desktop 14
line details panel 22
sequence for transaction search? 30
transaction details panel 15
transaction line list / line details panel 19
transaction desktop configuration
warn user when stock level is below the product's
minimum? 31
transaction desktop configuration
allow customer reference to be left blank 30
confirmation required when adding new lines 30
give warning when duplicate customer references are
entered 30
prompt for overridden cost price if line quantity amended 31
show delivery address rather than invoice address 31
skip unit prompt when adding new lines 30
transaction desktop configuration Hi-light gross amount? 31
transaction details panel 14, 15
items in the: 15
transaction details window 58
transaction enquiry 39
transaction is a supply of broadcasting, telecommunications or
e-services (BTE)? 59
transaction line comments window 27
transaction line list 14,19
line details panel 19
transaction notes 62
transaction selection window 35
transaction status window 25,81
transactions
held 67
type

price lists 87
type of order 16
U
unconfirm customer receipt 79
unconfirm payment received 83

unit
stock forecast button 41
units 20, 86
units for group window 41
unnumbered quantity 126
unprinted status of transaction 111
update existing address 77
use address for this transaction 77
\'
value 99
w
warn user when stock level is below the product's minimum? 31
weight 19, 23,101
when should works orders for queued products be created 22
window
account details 66
address details changed 76
address lookup (postcode anywhere) 129
back to back details 42
batch numbers 120
call-off details 43
confirm payment received 83
convert to reservation 119
copy transaction 53
credit check failed 52
credit note details 70
credit note options 63
customer details 32
dates for order line - normal queued and back to back lines
91
dates for order line (normal pooled lines) 89
dates for order line (schedule and call-off pooled lines) 94
delivery address 72
delivery details 71
delivery notes 77
desktop profile — transaction defaults 28
desktop profile configuration settings 30
discount breakdown 99
enter quantity 121
enter reason code 51
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Index

enter serial numbers
expected arrivals

forecast date

general ledger postings for line

individual serial numbers
invoice address

invoice details

line codes

location selection for product
main desktop

order by product (template)
origin

payment method

price list browse for product
price/discount settings
pricing

print options

process transactions menu
quantity

repeating order settings

repricing options

122
118
41
101
123
75
70,74
100
109
14
56
102
83
87
64
98
69
84
86
63
85

required date
sales orders
schedule details
select batches to reserve
select required batch of unnumbered items
stock details
stock forecast enquiry
stock queue (view 1 of 3)
stock queue (view 2 of 3)
stock queue (view 3 of 3)
stock queue entries for current order line
stock summary for product
transaction details
transaction selection
transaction status
works order
create
works order details window
works order stock

written off stock
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