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About this manual XE "about this manual" 
Global 3000 Installation & Set-up Manual
This manual provides you with all the information you need to get started with Global 3000. It tells you how to install the software and set up the modules for the first time, and provides a Tutorial to enable new users to familiarise themselves with basic Global 3000 functions.


This manual also contains detailed information about the system parameters which are shared by the various Global 3000 modules; for example country and currency codes, exchange rates and the financial calendar. These parameters enable you to configure your system to your company’s specific requirements. Other areas covered include the Product Maintenance programs which are integral to the Distribution Suite, and operational details for various data export and import functions. 

Structure of this manual
The first section of this manual is an introduction to the Global 3000 range of software.

Section Two tells you how to install Global 3000 software.

Section Three explains basic Global 3000 function key and mouse usage. This is followed by a Tutorial which provides step by step instructions for performing some routine Global tasks for first time users.

Section Five explains the steps you need to take to set up the Global 3000 modules for the first time. Section Six documents the System Parameters that are shared by all the Global 3000 modules.

Section Seven provides full operational details for Product Maintenance. This is only relevant to users of the distribution modules; i.e. Sales Order Processing, Purchase Order Processing, Stock Control and Landed Costs.

Section Eight provides full operational details for various data export and import functions, including the Action Menu, the Global 3000 Review feature, Attribute Maintenance, and Scenario Maintenance. Section Nine provides printed samples of the standard Product Maintenance reports.


There is a full table of contents overleaf, and a summary one at the beginning of each section. A full index can be found at the back of the manual.


The final page of the manual contains a reader’s feedback form for you to photocopy and send in to us with your comments. Please tell us about any mistakes or omissions you find in this manual.

Conventions used in this manual
This manual provides detailed instructions for operating the software on a window-by-window and menu-by-menu basis. For each window and menu, details are given of when it appears. This is followed by details of the prompts, options and information displayed, and details of what happens when you complete the entries or exit. The window or menu that appears next is indicated by this ( sign.


The use of the word ‘enter’ means that you should press a key or keys specified and then press <Return>. Use of the word ‘press’ indicates that you should press the specified key or keys alone.


Key names are enclosed in angled brackets. When you need to press keys at the same time, they are enclosed in one pair of angle brackets, e.g. <CTRL A>. When you need to press a sequence of keys separately, the key names are enclosed in separate angle brackets, e.g. <F4><F2>.
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Introduction

 XE "Global 3000" 
Global 3000 is a state of the art business management system, comprising complete suites of highly functional and flexible accounting ledgers, distribution and manufacturing modules, plus over 200 industry-specific packages which link to them. Available on Windows NT, Unix and Novell, Global 3000 offers a scalable business management solution for a wide range of companies. 


This section outlines the Global 3000 range and other topics of a general nature.

Figure 1 on page 21 shows the inter-relationship of the Global 3000 software modules.

Global 3000 Accounting System

 XE "accounting system" 
The Global 3000 Accounting System consists of the ledgers described below.

General Ledger XE "General Ledger" 
General Ledger is the hub of the Global 3000 range of accounting and distribution software, accepting postings from all other modules and enabling company accountants and managers to monitor fully the financial performance of the business. It offers multiple profit centres, companies and currencies. It includes extensive on screen enquiries and its own flexible report generator system for specialised reports in addition to a range of standard reports. Full transaction history can be retained for as many years as required; template batches and posting profiles can be handled; units as well as amounts can be entered on transactions, facilitating cost-management and statistical accounting.


All Global 3000 modules that generate accounting transactions have the option to create batches of General Ledger postings.

Debtors Ledger XE "Debtors Ledger" 
Debtors Ledger handles the management and reconciliation of customer accounts. It handles balance-forward or open-item statements, customer specific trading terms, head office accounting, foreign currency billing and can interface with industry-specific order processing modules. 


Transactions can be entered into either the current period or the following period. They can be entered directly and they can be received automatically from other systems, in particular Global 3000 Sales Order Processing.


Debtors Ledger can optionally create automatic postings to Global 3000 General Ledger and Global 3000 Cash Manager, and Debtors Ledger data can be exported to standard spreadsheet, management information and word processing packages.

Creditors Ledger XE "Creditors Ledger" 
Creditors Ledger handles the management and reconciliation of supplier accounts. It maintains records of all accounting transactions between a company or group of companies and its suppliers. It monitors the age of the debts to each supplier and provides comprehensive payment mechanisms. It offers multi-currency handling, is fully parameterised and is designed to meet the requirements of a wide range of users.


Transactions can be entered directly in batches into either the current period or the following period. Transactions can also be received automatically from other systems, in particular Global 3000 Purchase Order Processing and Landed Costs. Invoices can be logged for later authorisation. Creditors Ledger can optionally create automatic postings to Global 3000 General Ledger and Global 3000 Cash Manager.

Cash Manager XE "Cash Manager" 
Cash Manager enables comprehensive management of a company’s or group of company’s bank accounts and other cash books. It provides multi-currency handling, facilities for recording receipts and payments, for printing cheques, and for the reconciliation of transactions against the bank statement.


Transactions can be entered directly, or received automatically from other systems such as Global 3000 Debtors Ledger and Global 3000 Creditors Ledger.


Cash Manager can optionally create automatic postings to Global 3000 General Ledger. When this option is used, the analysis of each transaction in Cash Manager can be posted to one or more General Ledger account.

Asset Register XE "Asset Register" 
Asset Register maintains a record of fixed assets held by a company either as individual items where they are of high value, or as collections of similar items of lower value. Depreciation is calculated automatically, using the historic cost accounting convention. Within this, the methods of depreciation catered for are straight line, reducing balance, depreciation table, or units of use.


Asset Register can be used stand-alone or in conjunction with Global 3000 General Ledger which receives postings of additions, transfers, revaluations, disposals, and the regular depreciation of assets. Double entry is maintained by posting the purchase and sale of assets to a suspense account in General Ledger. This account is cleared by postings from Asset Register.

Project Ledger XE "Project Ledger" 
Project Ledger is designed for organisations which need to record, monitor, analyse and report on expenditure of funds derived from loans and donations. Fully multi-currency, it provides a complete solution for defining sources and applications of funds, monitoring work in progress and completed projects against estimates, and financial reporting to local and international standards.

Global 3000 Distribution System

 XE "distribution system" 
The Global 3000 Distribution System can be used in conjunction with the ledgers and is designed to meet the needs of distribution operations in a wide variety of markets. It includes all facilities required for full BS5750 compliance with batch and serial number tracking and extensive order type, price and discount categories.


The Global 3000 Distribution Suite incorporates a powerful but easy to use stock management system. Users can define product-specific stock allocation strategies which ensure responsive service to customers, reduced purchasing costs and minimised stock on the warehouse floor. This provides flexible ‘just in time’ management which reflects commercial realities.

Sales Order Processing (SOP) XE "Sales Order Processing" 
Sales Order Processing handles all aspects of the sales ordering cycle from the entry of quotations and orders through picking and delivery to invoicing. It includes flexible pricing and discounting, batch and serial number tracking to meet the needs of organisations operating BS5750 quality systems, facilities for telesales operators, and for cash sales and trade counter operations.


Sales Order Processing integrates closely with Global 3000 Purchase Order Processing, Stock Control and Landed Costs. These modules can work together to provide a flexible ‘stock queue’ system. The user can define product-specific stock allocation strategies which ensure a responsive service to customers, reduced purchasing costs and the minimum stock on the warehouse floor.

Purchase Order Processing (POP) XE "Purchase Order Processing" 
Purchase Order Processing records purchase orders placed with suppliers and monitors delivery and invoicing of the orders. It provides flexible reporting options and extensive on-screen enquiries. It also provides full multi-currency handling, and batch and serial number tracking to meet the needs of organisations operating BS5750 quality systems. Global 3000 Purchase Order Processing integrates closely with Global 3000 Stock Control, Sales Order Processing and Landed Costs.

Landed Costs XE "Landed Costs" 
Landed Costs records details of shipments and overheads, offers a wide variety of methods for calculating and allocating overheads, and provides versatile receipt and invoicing mechanisms designed specifically to complement shipment handling. It can build shipments from outstanding purchase orders or record shipments and assign them to purchase orders. It monitors each shipment from notification, through despatch, arrival and customs clearance, to final delivery. It records and posts all invoices pertaining to the goods lines and overheads associated with a shipment.

Stock Control XE "Stock Control" 
Stock Control lies at the heart of the Global 3000 Distribution Suite, providing central stock handling facilities. It maintains records of stock at multiple locations, and can post costs of stock issued and received to Global 3000 General Ledger. Stock issues and receipts can be entered directly, but more typically Stock Control is used in conjunction with Global 3000 Sales Order Processing and Purchase Order Processing.


A comprehensive record of stock movements is kept for enquiries and reporting, with the option of batch and serial number tracking for conformance with BS5750. Detailed statistics of stock usage are maintained to provide reports. 

Electronic Data Interchange (EDI),xe "EDI" XE "Electronic Data Interchange" \t "See EDI" 

 XE "exports" \t "See also EDI Manual" 

 XE "imports" \t "See also EDI Manual" 
Electronic Data Interchange (EDI) enables commercial documents such as sales and purchase orders to be transmitted electronically between trading partners, with any required translation of product and account codes. The option to print these documents and send them by post remains available, and a combination of both methods can be used. 


EDI can also be used for internal purposes, such as the initial upload of sales and purchase orders, or the uploading of sales orders entered on a laptop to the main system. Updates to the product list, controlled say at the head office, can be sent and applied to remote systems; for example the head office can send details of new and obsolete products and the remote site can in turn send their stock balances back to head office.

Product Maintenance XE "Product Maintenance" 
Product Maintenance provides a central record of all the product details that are needed by the distribution modules. It is a part of each of the modules and is not available separately.

Sales Analysis XE "Sales Analysis" 
Sales Analysis integrates with Global 3000 Sales Order Processing. It provides sales and profit figures analysed by accounting period and by a wide range of analysis codes relating to customers and products. Both screen enquiries and reports are available.

Sales History XE "Sales History" 
Sales History holds sales transactions individually and in monthly summary form to provide a comprehensive sales history. Reports and on-screen enquiries are available by a variety of criteria, and actual sales can be compared with budget forecasts.

Global 3000 Manufacturing System

 XE "manufacturing system" 
The Global 3000 Manufacturing System is an integrated range of software modules designed to meet the needs of manufacturing operations in a wide variety of industries. It includes all facilities required for full BS5750 compliance with batch and serial number tracking with extensive costing and resource planning facilities.


The Global Manufacturing System integrates fully with the Global 3000 Distribution and Accounting Systems described above.

Bill of Materials XE "Bill of Materials" 
Bill of Materials allows any number of bills of materials to be created with many levels of assembly or formulation. There are comprehensive costing routines and kitting lists to assess the cost and availability of materials required for production.

Works Order Processing XE "Works Order Processing" 
Works Order Processing enables works orders to be created with detailed instructions as to how manufacture is to take place. There is also full batch and serial number traceability, quality assurance recording and in-depth cost variance analysis.

Other Global Modules

Global 3000 Intrastat XE "Intrastat" 
Global 3000 Intrastat gathers details of relevant invoiced deliveries from purchase ordering and sales ordering systems, and provides facilities for correcting imported data and adding journals. It produces an approved report of statistical data for the monthly Supplementary Statistical Declarations required by HM Customs and Excise from larger VAT registered businesses whose intra-EC trade in goods exceeds the annually set threshold. 

Global 3000 Data Conversion XE "Data Conversion" 
Global 3000 Data Conversion provides a convenient and easy way to transfer accounting and stock data from Global 2000 to Global 3000 applications.

Payroll XE "Payroll" 
Payroll can handle any number of employees and a wide variety of payment methods. Full cheque printing facilities are available and the software is regularly updated to take account of changes in legislation. 

BACS XE "BACS" 
BACS is an automated payment system which links with Payroll and/or Creditors Ledger. 

Reporter XE "Reporter" 
Reporter is a powerful report generator which can augment the already extensive built-in reporting facilities of the Global 3000 accounting and distribution modules. 

Organiser XE "Organiser" 
Organiser is an electronic mail, notepad and diary system for multiple users. Notepads can be specified for each distribution module.

Notepad XE "Notepad" 
Notepad  is the notepad feature of Organiser which extends the functionality of any Global module by allowing the user to define, enter and view extra information for any record in a keyed master file.

Finder XE "Finder" 
Finder is a database storage and retrieval system.

Data export XE "exports" 

 XE "data export" \t "See export" 
The data export feature is an integral part of a number of Global 3000 modules, and is not available separately. It enables data to be exported to standard spreadsheet, management information service and word processing packages. 
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Figure 1: Global 3000 Environment

Main Features of Global 3000 Software

Product integration
Global 3000 software has been integrated with a wide variety of vertical-market applications. These applications are produced by Vertical Software Manufacturers (VSMs) using the Global 3000 product as core modules and include applications for the manufacturing, import/wholesale and service industries.


Ease of integration and modification is a major product feature. Global 3000 ledgers are supplied with free space at record level for use by VSMs. Furthermore, data-entry and maintenance programs can be easily replaced with customised versions to perform specialised updates in related sub-systems, with systems documentation and the appropriate source code supplied to facilitate this task. Traditional posting interfaces are also supported.

On‑line facilities
Global 3000 software is differentiated from competitive software by extensive on-line enquiry and data-entry facilities.

Resilience
Global 3000 software is targeted at medium size business organisations who typically will not have an IT department. Consequently systems design has tended towards elegant, resilient solutions.

Ease of use
Screens in all Global 3000 modules use the same conventions, and are supported by two levels of on-line help. This describes operational details relevant to the current activity.

Sample data XE "sample data" 
Global 3000 includes a complete set of sample data to help users familiarise themselves with the system. 

Industry-Specific Software

 XE "industry-specific software" 
Over 150 systems houses world-wide develop industry-specific software which links to standard Global 3000 modules.


Sectors addressed include: airline revenue accounting, bar/restaurant management, box plant management, casino management, customer history, energy management, EPOS, event management, fashion distribution, fees ledger, fleet management, food manufacturing and distribution, fund management, investment management, laundry management, leisure management, linen rental, mailsort, medical, membership management, office supplies, packaging, plastics manufacturing, rental, retail, sales prospecting, schools management, service management, stock count data capture, telex/fax management, textile manufacturing, ticketing, trust management, and workwear rental.

Environment

Speedbase
Global 3000 software is developed in Speedbase Development Language. This is a proven tool in data processing applications. It gives all the advantages of any fourth generation language but produces extremely compact final programs. This minimises hardware costs and ensures performance is not diminished on even the smallest systems.


Speedbase Presentation Manager provides a standard consistent user interface for all data presentation and dialogue. It also enables the customisation of colour facilities and function keys.

Global System Manager (GSM) XE "Global System Manager (GSM)" 

 XE "Novell" 

 XE "Unix" 

 XE "MS-DOS" 

 XE "Windows" 
Global 3000 software runs in the Global System Manager PM (GSM) environment. Both programs and data are portable across (and will run in an identical way on) a wide variety of operating systems including Windows NT™, Windows 95™, Novell, Unix, Windows 3.1x( and MS-DOS. 


Global System Manager includes extensive utilities such as an on-screen calculator and calendar, a powerful print spooler, data transfer routines, communications options, data security and a ‘virtual screen’ facility enabling each operator to run several concurrent programs.

Graphical User Interface (GUI) XE "GUI (graphical user interface)" 

 XE "graphical user interface" \t "See GUI" 
The Global Windows Workstation enables users of PCs running Microsoft Windows NT™, Windows 95™ or Windows™ to run the Global 3000 accounting and distribution software via a graphical user interface (GUI). This provides mouse-based functionality such as point and click selection from menus and lists, searching via scroll bars, tool bars showing current options in icon form, cutting and pasting of data between Global and other Windows applications, and user-configurable display of information in graphical form.

C-ISAM XE "C-ISAM" 

 XE "Unix" 

 XE "Informix" 

 XE "Uniplex"  
Users of Unix systems can choose at the point of database creation whether to hold data in standard Speedbase databases or to use C-ISAM files for compatibility with industry standard report/enquiry generators. 

Btrieve XE "Btrieve" 

 XE "Novell"   XE "Access" 

 XE "Crystal Reports" 
Users of Novell or Windows NT systems have a similar option to hold the data in Btrieve format for compatibility with industry standard report/enquiry generators.

SQL
Users of Windows NT systems may also hold the data in SQL format for compatibility with industry standard report/enquiry generators.

Integrator XE "MS-DOS" 

 XE "Windows" 
The Global Integrator module allows the transfer of data from the ledgers (and from any standard Global product) to data files for use with software modules running under other operating systems such as MS-DOS and Windows( or Novell.

ODBC XE "Speedbase ODBC" 

 XE "ODBC" 

 XE "Windows"  
The Speedbase ODBC driver enables Speedbase databases to be accessed and read by Windows( products that support ODBC drivers. It enables users to set up standard reports and integrate data with standard Windows( applications, such as Microsoft Office.

Flexibility and Source Code Tailoring


There are many system parameters within individual modules to tailor the operation of the software. The meaning of each parameter is clearly described with on-screen help text to simplify the installation of the system. 


Menus can be customised by using the GSM Menu Maintenance facility and reports can be tailored using Global Reporter.


If more specific customisation is needed, the Source Code can be tailored by the vertical software manufacturer (or even by the end-users themselves). As the software has been developed using the Speedbase Development Language, user generated modifications have the same look and feel as the core product.

Bibliography

 XE "bibliography" 
This manual is one of a set of inter-related manuals which describe the Global 3000 software, Global System Manager and Speedbase Presentation Manager.

Global 3000 manuals
In addition to this manual which describes the installation and set-up of Global 3000 software, there is a separate manual for each Global 3000 module and ‘An Overview of Global 3000’ which provides a functional overview of all the Global 3000 modules.

Other manuals
The following printed manuals are also available:

· Global System Manager Manual


· GSM Operating Manual for Windows NT(


· GSM Operating Manual for Novell


· GSM Operating Manual for Unix


· GSM Operating Manual for MS-DOS and Windows(
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Installing Global 3000 Software

Introduction

Installation XE "installing Global 3000 software" \r "Installing" 
Installing Global 3000 software involves two processes:

1. Running the Installation Procedure which copies the programs and sample data to your computer or network.

2. Setting up the databases to hold your own data.


These two processes are covered in this section.

Sample data
The Installation Procedure enables you to install the standard Global 3000 Sample Data. This is a set of databases containing dummy data that you can use to familiarise yourself with the software. There is a Tutorial (see page 95) which you can use with the Sample Data to learn the basics of how to use Global 3000 software.

Set-up Procedure
When you have installed the software and set up the databases for live use, you need to go through the Set-up Procedure for all the modules that you are going to use. This is covered in Section Five, see page 115.







Installation Procedure

Introduction XE "installation procedure" \r "InstallationProcedure" 
Installing Global 3000 software involves two processes. First, the Installation Procedure which copies the programs and sample data to your computer or network. Second, setting up the databases to hold your own data.


This section covers the first step, how to use the installation procedure to copy the programs and sample data to disk. For further information on setting up the databases, see page 41.

Before running the installation  XE "Global System Manager (GSM)" 

 XE "Speedbase Presentation Manager" 
Before you can install Global 3000 software, you must first:

· Install Global System Manager and Speedbase Presentation Manager. The Global Operating Manual for your operating system tells you how to do this. 

 XE "customisation:screen & keyboard" 

 XE "TAP, (Speedbase Terminal Attribute Program)" 

 XE "T>nnn" 
· Set up a Speedbase screen and keyboard customisation file for the terminals and PC’s on your network. These files are also known as Speedbase TAPs (Speedbase Terminal Attribute Programs), and are named T>nnn where nnn is the terminal type. The Global System Manager manual tells you how to set these files up. 


After installing Speedbase Presentation Manager, you may want to customise your screens. For further information see ‘Customising the Screen and Keyboard’ in the Global System Manager manual.

 XE "$A" 
We recommend that you clear unnecessary and potentially misleading entries from the unit assignment table.

To do this run $A and press <Ctrl A>. 

Further Details
For further details of $A, see the Global System Manager Manual.

Note
The installation procedure can update the menu from which you run the installation with a line for each module (other than Product Maintenance) that you install. If you want to do this, you need to ensure that both BAW (Speedbase Presentation Manager work unit) and $WK (work unit) are correctly assigned before starting the installation. When the installation program updates the menu, it uses the current assignments for these units.

$V XE "$V" 

 XE "volumes" 

 XE "create volumes" 

 XE "operating system" 
Part of the installation of Global 3000 software involves using $V to create the necessary volumes. How this is done depends on the operating system you are using:

· If your operating system is BOS, the installation process will run $V for you.


· If your operating system is Unix, you must run $V prior to the installation process to create the necessary volumes.


· If your operating system is MS-DOS or Novell, the installation process may run $V for you, but the sizes of the volumes allocated may be inappropriate. You can then use $V to adjust the sizes.

Note XE "amend:volume size" 
You can also use $V to adjust the size of each volume to suit the data or programs to be held on it. 

Further Details
For further details of $V, see the Global Operating Manual for your operating system.

Installation History Preservation XE "installation history preservation" 

 XE "defaults:installation procedure" 
The Global 3000 installation programs provide defaults for the items you need to enter during the installation, such as volume names. When Global 3000 is installed for the first time on a computer the standard values are used; e.g. G3PROG for the program volume name.


Each time the installation is run, the values you enter are saved in a file called ‘INSTALL’ on unit $M so that they can be used as defaults for the next installation. Whenever you install a new version of GSM, you should therefore save and restore this file.

Note
If the installation program cannot find a file called INSTALL on unit $M, it will look for one on unit $P.

Starting the Installation Procedure

Introduction XE "installation procedure:starting" 
This procedure copies the programs and sample data to your computer or network. You must always install Product Maintenance first. You can either install the other modules at the same time. Or you can run this procedure separately for each module.


This section provides step by step instructions for operating the Installation Procedure, on a window by window and menu by menu basis. The  sign indicates the window or menu that appears next. 

 XE "$BACUS" 
In this section, as in the rest of the manual, we have used the standard Global 3000 key usage. If this does not match the key usage on your computer, you can use the $BACUS command to discover how your keys are set up. For further information see ‘Customising the Screen and Keyboard’ in the Global System Manager manual.

Note
Help and search facilities are available during the installation process just as they are when operating Global 3000 applications:

· Press <F8> twice to display a help text.


· You can press <F1> for a pop-up enquiry window at some of the prompts.

Abandon XE "installation procedure:abandon" 

 XE "abandon installation procedure" 
You can press <Esc> at any point up to the ‘OK to Continue’ menu (described on page 39) to abandon the installation. 

Figure 2: Global Main Menu with the Install Global Software option XE "Install Global Software option" 
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You can start the Installation Procedure by either of the following:

· Selecting Install Global Software from the Global main menu. ( Name of Diskette Screen.

 XE "Global System Manager (GSM):commands" 
· Using the Global System Manager $INSOFT command. To do this press <F1> at the Global main menu. The GSM Command Box appears. Type $INSOFT into the command box as shown in Figure 3 and press <Return>. ( Name of Diskette Screen.

Figure 3: GSM Command Box XE "GSM command box" 
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Name of Diskette 

Figure 4: Name of Diskette Screen XE "Name of Diskette Screen" 
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The prompt is:

Please key the name of the first distribution diskette
Enter the name of the first installation diskette. This is in the form of a three-character code that appears in the top right hand corner of each diskette.


If you are installing Product Maintenance enter the name of the first Product Maintenance diskette. Otherwise enter the name of the first diskette for the module you are installing.

Another prompt then appears:

Please key format code or Unit ID <02A>
Enter the format code for the diskette. This is shown in the bottom right hand corner of the diskette label. 


If you are installing from tape, enter the unit ID of the unit to which the tape has been copied.

Note XE "work unit" 
You may also be prompted for the unit id of the Speedbase work unit (called BAW) to be used during the installation process. Assign it to RAM if available, otherwise assign it to $WK (the work unit).


At this point you may get the message ‘New Terminal Type - Using Default Facilities’. This means you need to set up the Speedbase screen and keyboard customisation file (Speedbase TAP) appropriate to your terminal. Press <Esc> to abandon the installation so you can set up the Speedbase TAP. For further information, see page 28 and the Global System Manager manual.

On completion
If you have not already mounted the diskette whose name you just entered, you are now prompted to do so (press <Return> when you are ready to continue). ( Installation Options menu.

Installation Options Menu

Figure 5: Installation Options Menu XE "Installation Options Menu" 
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Note
Figure 5 shows the window for Product Maintenance. The window for the other Global 3000 modules parallels this window.

The options are:

New Installation
Install this version Global 3000 for the first time.


If you are installing over a local area network (LAN), ( Installing over LAN window, see page 33.


Otherwise, ( Modules to Install window, see page 34.

Repeat Installation
Repeat an installation of the same version of Global 3000 onto volumes you have already created.

Manual Installation XE "manual installation of Global 3000" 

 XE "installation procedure:manual" 
Detailed help text describing how to install Global 3000 software manually.

Exit Installation
Abandon the installation. ( Global main menu.

Installing over LAN

Figure 6: Installing over LAN Window XE "Installing over LAN Window" 
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 XE "local area network (LAN)" 
This window appears when you are installing Global 3000 on a local area network (LAN). It enables you to select the computer you want to install Global 3000 onto.


Enter the identification letter of the computer you want to install onto. A pop-up enquiry is available. The default is the computer you are using.

On completion
( Modules to Install window.

Modules to Install

Figure 7: Modules to Install Window XE "Modules to Install Window" 
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 XE "Global 3000:module selection for installation" 
This window lists the Global 3000 modules. Enter Y against the modules you want to install now. Enter N against the modules you do not want to install now.

On completion
When you have finished entering your replies, press <Esc> to continue to the next stage. ( Allocating Space.

Note
The installation procedure will prompt you to mount the distribution diskettes for the modules you select when the installation of Product Maintenance is complete.

Allocating Space

 XE "volumes" Introduction XE "disk space:allocating during installation" 

 XE "allocating space during installation" 
You need to allocate space on the hard disk for programs and data. The hard disk is divided into volumes, identified by a six-character name and a unit-number. 

 XE "program volume" 
For each module, the you need to allocate space for:

1. The program volume.

 XE "data volume" 
2. The data volume.

 XE "work volume" 
3. The work volume (temporary work space).


The process of allocating space for the program volume is described in detail below. This parallels the process of allocating space for the data and work volumes.

Note
The programs for all the Global 3000 modules must be installed on the same unit.

Allocating Volume Name Window

Figure 8: Allocating Volume Name Window XE "Allocating Volume Name Window" 

[image: image7.png]Global 3000 Product Maintenance Installation

The standard name for the program volume is GIPROG. Press
Enter to use this, ortype an altemative name or unit Gaproe 7|

oK. Cancel | Jnsert || Delete El 2 53]






Program volume name XE "program volume" 
Enter a new volume name, press <Return> to accept the default, or enter an existing unit. In some configurations you can press <F1> for a search of existing units. The standard default values are:

· G3PROG for the program volume.

 XE "data volume" 
· G3DATA for the data volume.

 XE "$$WORK" 

 XE "work volume" 
· $$WORK for the work volume.

Note
If you have already installed a Global 3000 module on your computer, the values in this and the next window default to those saved in a file named INSTALL on unit $M. For further information, see Installation History Preservation on page 29.

On completion
If a volume of the name chosen already exists, ( Install onto Existing Volume Window.


Otherwise ( Manually Allocate Sub-volumes Window, see page 37.

Install onto Existing Volume Window

Figure 9: Install onto Existing Volume Window XE "Install onto Existing Volume Window" 
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This window prompts you with an existing volume name and unit number.


Enter Y to if you want to use the displayed unit:

· If the module has already been installed ( Do you Want to Delete Existing Module Window.

· If you are allocating G3PROG ( Allocating Volume Name window for G3DATA.

· If you are allocating G3DATA ( Allocating Volume Name window for $$WORK.

· If you are allocating $$WORK you have finished allocating space (see note below).


Enter N if you do not want to use the displayed unit:

· If there is another unit available for the volume name, this window is displayed again for that unit number.


· Otherwise ( Manually Allocate Sub-volumes window.

Note
When you have successfully allocated space to the three volumes:

· If you are installing Product Maintenance ( Sample Data Installation Window, see page 38.


· Otherwise ( Menu Updating menu, see page 38.

Do you Want to Delete Existing Module Window

Figure 10: Do You Want to Delete Module Window XE "Do You Want to Delete Module Window"  
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This window appears if the module you are installing has already been installed on the selected unit.


Enter Y if you want to delete the existing module:

· If you are allocating G3PROG ( Allocating Volume Name window for G3DATA.

· If you are allocating G3DATA ( Allocating Volume Name window for $$WORK.

· If you are allocating $$WORK you have finished allocating space (see note on page 36).


Enter N if you do not want to delete the existing module:

· If there is another unit number for the volume name, the Install onto Existing Volume window is then displayed again.


· Otherwise ( Manually Allocate Sub-volumes window.

Manually Allocate Sub-volumes Window

Figure 11: Manually Allocate Sub-volumes Window XE "Manually Allocate Sub-volumes Window" 
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This window indicates that you need to run $V before you can proceed further. Press <Esc> to exit from the installation procedure. You are returned to the Global Main Menu from where you can run $V.

Further details
For further details of $V see the Global Operating Manual for your operating system..

Sample Data

Figure 12: Sample Data Installation Window XE "Sample Data Installation Window" 
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 XE "sample data:installing" 
If you are installing Product Maintenance, this window appears asking you if you want to install the Sample Data. The Sample Data enables you to familiarise yourself with the software.


Enter Y if you want to install the sample data, otherwise N.

Note
If you enter Y, the installation procedure will automatically prompt you for the Sample Data distribution diskettes when the installation of Product Maintenance is finished.

On completion
( OK to Continue menu, see page 39.

Menu Updating
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Figure 13: Menu Updating Menu XE "Menu Updating Menu" 

 XE "menus:update during installation" 
This menu appears when you are installing any module or modules except Product Maintenance alone. It enables you to update the menu from which you initiated the installation with an entry for each module you are installing.

The options are:

Add Line
Add a new line to the end of the menu. 

Insert Line
Insert a new line elsewhere in the menu.

Update Line
Update an existing line in the menu.

On selection
When you select one of the above three options, a table appears showing all the unit assignments for the installation. If they are correct, key <Return>, otherwise press  <Shift Tab> to change incorrect entries.

No Changes
Select this option if you do not want to change the menu.

On selection
( OK to Continue menu.

OK to Continue Menu
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Figure 14: OK to Continue Menu XE "OK to Continue Menu" 


This menu appears when you have successfully allocated space for the volumes. It enables you to initiate the copying of the files, or to abandon the installation process.

The options are:

Yes, Proceed
Initiate the copying of the files. The program prompts you to mount diskettes when required. When the process is complete you are returned to the menu from which you initiated the installation.

No, Abandon
Abandon the installation. ( Global main menu.

Unsuppressed XE "installation procedure:error messages" 

 XE "unsuppressed error messages during installation" 

 XE "errors:installation" 
Continue the installation with a full display of the messages which are normally suppressed. Generally you only need to use this option if errors have occurred during a previous installation attempt and you need to track what is happening. The program prompts you to mount diskettes when required. When the process is complete you are returned to the Global main menu

Note
When you have finished installing the required modules, you need to set up your databases for live operation. For further information see page 41. 

Installing the Sample Templates

 XE "sample templates" 

 XE "templates:installing sample" 

 XE "installation procedure:sample templates" 
Global Business Systems provides a number of sample templates for use when exporting data from Debtors Ledger and Creditors Ledger to Microsoft Word. You can use these templates to format letters, customer statements and address labels, and you can tailor them to your specific requirements. You can also use the sample templates as the basis for your own customised templates. 

Note
The sample templates are designed for use only with Word 97.


The sample templates can be found on the Global 3000 Sample Templates Diskette. You can copy them to your computer using the standard Windows drag and drop facilities. 

 XE "control template" 

 XE "Global 3000.dot" 

 XE "master template" 
The templates are in two folders on the diskette:

· Global 3000. This folder contains one template named ‘Global 3000.dot’. This is a master template containing macros which are called by the other sample templates. Copy this folder and its contents directly to your hard drive, so the template in the folder has the path ‘C:\Global 3000’, where the hard disk is ‘C’.


For the sample templates to work, the template named ‘Global 3000.dot’ must reside in the path ‘C:\Global 3000’, where the hard disk is ‘C’.


· Global 3000 Export. This folder contains eleven sample templates. There is no restriction on where you can place this folder and its contents. However we suggest that you create a new folder ‘Global 3000 Export’ in the Microsoft Office Templates folder and place them there. This folder is set up in the sample scenarios which form part of the sample data. 


You can specify the exact path of these templates at the time of export through the Template Folders and Template Paths options in Scenario Maintenance.

Further information
For further information about using templates, see pages 128 & 366. For information about Template Folders and Template Paths, see page 344.

Notes on Using the Sample Data

 XE "sample data:notes on using" 
Sample data is distributed with very little spare space in the databases. Therefore, once you have installed sample data, you should use the ‘Database Generation Utility’ to increase spare space in the sample data databases. Table 1 on page 41 lists the databases that are required for each module.

Further information
The database generation utility differs slightly depending on whether the data is stored in native, Btrieve, SQL or C-ISAM format. For further details see page 42 and:

· For native-format databases, see the Global System Manager Manual.


· For C-ISAM format databases, see the Global Operating Manual for Unix.


· For Btrieve and SQL format databases, see Global System Manager Version 8.1 Notes.

Setting up the Databases for Live Operation

Introduction XE "setting up databases" \r "SettingUpDatbases" 

 XE "databases:setting up" \r "SettingUpDatbases" 
Installing Global 3000 software involves two processes. First, the Installation Procedure which copies the programs and sample data to your computer. Second, setting up the databases to hold your own data.


This section covers the second step, how to set up the databases. For details of the Installation Procedure, see page 28.

Note
You must run the Installation Procedure before you can set up the databases for live operation.


The databases you need to set up depend on which Global 3000 modules you are installing. Table 1 lists the databases for each module.

Note XE "Data Conversion" 
If you are installing Global 3000 Data Conversion, use this section in conjunction with the Data Conversion manual. This explains the special considerations to be taken into account when setting up databases for the conversion of data from Global 2000.

Table 1: Global 3000 Databases XE "unit ids:for databases" 

 XE "databases:ids & unit ids" 

 XE "parameters (PARAS) database:id & unit id" 

Module
Database ID
Unit ID



All
PARAS
PAD

 XE "USER database" 
*
All modules with data 


export or import functions
USER
PAD



DATA
PAD

 XE "AR database" 

 XE "Asset Register:database & unit id" 

Asset Register
AR
ARD

 XE "CM database" 

 XE "Cash Manager:database & unit id" 

Cash Manager
CM
CMD

 XE "CL database" 

 XE "Creditors Ledger:database & unit id" 

Creditors Ledger
CL
CLD

 XE "DL database" 

 XE "Debtors Ledger:database & unit id" 

Debtors Ledger
DL
DLD

 XE "EDI:database" 

EDI
ED
PAD

 XE "GL database" 

 XE "General Ledger:database & unit id" 

General Ledger 
GL
GLD

 XE "TX database" 

 XE "Intrastat:database & unit id" 

Intrastat
TX
TXD

 XE "PO database" 

 XE "Landed Costs:database & unit id" 

Landed Costs 
PO
STD

 XE "CS database" 

 XE "Project Ledger:database & unit id" 

Project Ledger
CS
CSD

 XE "Purchase Order Processing:database & unit id" 

Purchase Order Processing
PO
STD

 XE "STOCK database" 

 XE "Stock Control:database & unit id" 

Stock Control 
STOCK
STD

 XE "Sales Order Processing:database & unit id" 

Sales Order Processing
STOCK
STD


* See ‘Data export & import’ on page 42.


When modules share databases you only need to set up the shared database once. 

Example
The PARAS database is required for all modules, but you only need to set it up once.

Database formats XE "databases:formats" 

 XE "C-ISAM" 
Global 3000 uses Speedbase databases which can be held in four different formats:

· C-ISAM format when running on a Unix system.

 XE "Btrieve" 
· Btrieve format when running on a Windows NT or Novell system.


· SQL format when running on a Windows NT system.

 XE "native database format" 
· ‘Native’ (i.e. Global) format when running on any system.


C-ISAM, Btrieve and SQL formats enable the data to be accessed by standard reporting and analysis tools.


The native format is simple to set up, but requires the number of records required to be calculated in advance. If the number of records is underestimated, all users have to temporarily exit any Global 3000 application using the affected database while the number of records is increased.


Should your requirements change at a later date, utilities are available for transferring data from one format to another.


The set-up procedure is the same for all the databases in your system. The procedure for setting up databases in native format is described below. Follow this procedure for each database that you require.

Note
Starting on page 49, we provide detailed information about how to calculate the record numbers for each database in native format systems. For each database, this information is given in the form of a table listing each record type with brief details of how to calculate its record allocations. This is followed by more detailed explanation of the more complicated allocations.


The procedure for setting up databases in C-ISAM format is described in the Global Operating Manual for Unix; for Btrieve and SQL, in the Global System Manager Version 8.1 Notes.

Data export & import XE "exports:databases" 

 XE "imports:databases" 

 XE "databases:for export & import" 

 XE "data import" \t "See imports" 
All the modules for which data export or import are available, such as Debtors Ledger, require the DATA and USER databases. The set up of these databases differs from the norm and is described below.

 XE "databases:record allocations:DATA" 

 XE "DATA database" 
· DATA holds information about startpoints and Global record structures. It has a fixed format so you do not need to set the record allocations. This database is created automatically when you first install Global 3000, or when you upgrade to version 4.5.

 XE "USER database" 
· USER holds scenario details and you need to set record allocations for it in the normal way.


The USER database in the Sample Data contains standard styles and contents lists, sample data and program folders and paths, and scenarios. You can optionally copy these to your live data. 


You do this by using the GSM $F utility to copy USER from the Sample Data unit to the live data unit. 

Warning
To avoid losing information, you must copy USER to your live data unit before you set up any details via Scenario Maintenance.

Further information
For information about $F, see the Global System Manager Manual.

Note
Global Business Systems supplies a number of sample templates which you can use when exporting data to Microsoft Word. The procedure for installing these templates is described on page 39.

Procedure for Setting up a New Database 

Note XE "C-ISAM:database set-up" 

 XE "Btrieve:database set-up" 
The procedure described here is for setting up Speedbase databases in native format. The procedure is different for databases in C-ISAM,  Btrieve or SQL format. For further information of setting up databases in C-ISAM format, see the Global Operating Manual for Unix; for Btrieve and SQL, see Global System Manager Version 8.1 Notes.

Step 1: Run $A XE "$A" 
Run the assignment utility, $A, and assign a unit address to the database’s unit ID. The unit ID for each database is shown in Table 1. 

Example
The unit ID of the PARAS database is PAD.

Further details
For further details of $A, see the Global System Manager manual.

Step 2: Run $BADGN XE "$BADGN" 
Run the Global 3000 Generation Utility, $BADGN. The Source for Generation Window appears.

Further details
For further details of $BADGN, see ‘Database Generation Utility’ in the Global System Manager Manual.

Source for Generation Window

Figure 15: Source for Generation Window XE "Source for Generation Window"  for PARAS database
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This window enables you to specify the details of the database you are creating.

The prompts are:

Source for generation
Enter the name of the source for the generation. This should be in the form DIXXXXX where XXXXX is the database code.

Example
DIPARAS for the PARAS database, DIGL for the GL database.

Unit
Enter the database’s unit ID (see Table 1 on page 41).

Example
PAD for the PARAS database, CLD for the Creditors Ledger database


The unit address to which you assigned the unit ID through $A in Step 1 is then displayed.

Database title
Enter a title for the database.

On completion
 Record Numbers and Datafiles Window.

Record Numbers and Datafiles Window

Figure 16: Record Numbers and Datafiles Window XE "Record Numbers and Datafiles Window"  for PARAS database
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This window displays the names of the record types in the database and enables you to enter the appropriate allocations for each record type. 

For each record type you are prompted for:

Record numbers XE "record allocations" 

 XE "databases:record allocations" 
The number of each record type is initially 50. You should enter the actual number of each record type you think you will require.


Generally you should first calculate the number of records required for records holding static data, such as customer details, and then calculate the number of records required for holding transaction details. In both cases you need to allow room for future expansion. The number of transaction records that you require depends on the number of transactions that you intend to process on a daily, monthly and yearly basis and how long you want to keep them before purging.


The record types are different for each database. Starting on page 49, we provide detailed information about how to calculate the record numbers for each database. For each database, this information is given in the form of a table listing each record type with brief details of how to calculate its record allocations. This is followed by more detailed explanation of the more complicated allocations.


When you do not need any records of a particular type, allocate one record. (You cannot allocate zero.)

Note XE "record levels in databases" 

 XE "databases:monitoring free record levels" 
It is important that you monitor the number of free records available on a regular basis (using the Database Status utility). If this falls below 15 ‑ 20% of the total number of records allocated, you should consider allocating additional records using the Database Generation Utility. For further information see page 131.

F# XE "F#" 

 XE "datafiles" 

 XE "databases:split" 

 XE "split databases" 
(1-3.) The file number of the database. The database can be held in one, two or three datafiles. In some circumstances splitting the database can improve disk access times. And it may be necessary for very large databases. The default is one (1). 

On completion
 Index File and Datafile Allocation Window.

Index File and Datafile Allocation Window

Figure 17: Index File And Datafile Allocation Window XE "Index File And Datafile Allocation Window" 

[image: image16.png]$BADGN DATABASE GENERATION UTILITY PUN _10/11/98

Source for generation : DIPARAS Record numbers and datafiles, by name
Gen# : 281 Unit : PAD JO3 F#  Name Number  F#
Conversion Dictionary : 1 ATTVAL 50 1
Gen# : Unit FRAME 50 1
Database Title LIST 50 1
: DATABASE PARAS OF 10/11/98

Index f)le & dalaf}le allocation
117

Size
: PHD J03 Status : Opened

: DBPARASL Size 156
: PAD JB3 Status : Opened

: DBPARAS2 Size - 63
: PAD Status :

Size
Status : ATTDET

ot OIS b b b e b b







This window enables you to specify details of the index file and the datafile(s). If you specified two or three datafiles at any of the F# prompts in the previous window, you will automatically be prompted for the unit id for the second and third datafiles.

The first prompts are for the index file:

Name XE "index files" 
Enter the name of the index file. It must be in the form DBXX where XX is the database ID. (The prefix DB appears automatically.)

Example
DBPARAS for the PARAS database, DBCL for the Creditors Ledger database.

Size
The default is calculated according to the record allocations you made in the previous window. In most cases you can accept the default.

Unit
Enter the unit ID. This defaults to the value entered in the Source of Generation window (see page 44).

The prompts for each datafile are:

Note
You are only prompted for details of the second and third datafile if you specified two or three at any F# prompt in the previous window.

Name
(Display only.) The name of the datafile cannot be changed. It is in the form DBXXXXXn where XXXXX is the database ID and n is the number of the datafile.

Example
DBPARAS1 for the first datafile for the PARAS database, DBCL   2 for the second datafile for the Creditors Ledger database.

Size
(Display only.) The size is calculated according to the record allocations you made in the previous window. It cannot be changed. 

Unit XE "disk space" 
Enter the database unit ID. This defaults to the unit id entered above but can be changed; for example, if you want to put the index and datafiles on different disks to improve access times or to meet disk space requirements.

On completion
The database is then generated and the Rebuild Utility is run automatically. When that process ends the database is ready for live use. 

Allocating Record Numbers for Databases


The following pages provide detailed information about how to calculate the record numbers for each database in native format systems.  For each database, this information is given in the form of a table listing each record type with brief details of how to calculate its record allocations. This is followed by more detailed explanation of the more complicated allocations.

Allocating Record Numbers for Asset Register (AR)

ID
Name
Record Title
Allocation, 1 per…

AM
AMAST
Asset Master
Asset

AG
AGROUP
Asset Group
Group of assets

AT 
ATRANS
Transaction Details
Transaction

AU
ABUDGS
Asset Creation Budgets
Budget

AO
ACOMM
Comments
Line of Comment

AE
ATABLE
Depreciation Tables
Table

AP
APARAM
Parameters
One record only

CI
ATLINK
For future use
One record only

Table 2 - Record Allocation Factors for the AR Database

AM (AMAST)  XE "Asset Register:database record allocations" 

 XE "databases:record allocations:AR" 

 XE "AR database" 
Estimate how many assets you will use and allocate one AM record for each, with a margin for expansion.

AG (AGROUP)
Estimate how many asset groups you will use and allocate one AG record for each, with a margin for expansion. 

AT (ATRANS)
The initial data take-on will not create any AT (transaction) records. Assets added later will generate one transaction each. Any transaction entry function (e.g. splitting, disposal) will generate one transaction per asset master actioned. The end-of-period depreciation run will generate one transaction per asset master actioned. Take all these factors into account to determine the number of AT records required.

AU (ABUDGS)
Estimate how many budgets you will use and allocate one AU record for each.

AO (ACOMM)
The average number of lines of comment required for each asset master multiplied by the number of AM records.

AE (ATABLE)
Estimate how many depreciation tables you will use and allocate one AE record for each.

AP (APARAM)
This holds the system parameters which consist of a single record. So allocate one record.

Allocating Record Numbers for Creditors Ledger (CL)

ID
Name
Record Title
Allocation, 1 per…

R1
CLCTRL
Parameters
One record only

RQ
CLINTF
Interface Control
Sub-system interface

CL
CLCOLD
Company Ledger Control
Company

RI
CLCOPD
Company Period Totals
Company/historical period

RR
CLPAYR
Company Payment Runs
Payment run in a period

RP
CLAPCU
Payments per currency
Currency paid in payment runs in a period

RS
CLPRIO
Supplier Priority Code
Supplier

RE
CLTYPE
Supplier Type Code
Supplier type code

RC
CLSUPP
Suppler Accounts
Supplier

RY
CLSUCO
Supplier Company
Supplier/company traded with

RG
CLBALS
Supplier/Company Currency
Supplier/company/currency traded in

R2
CLACTI
Action on Supplier
Action on supplier account

RN
CLNOTE
Supplier Notes
Line of supplier notes

RH
CLBTCH
Batch Header
Batch of transactions

RF
CLBTDT
Batch Details
Current period allocation

RT
CLTRAN
Transactions
Current/archived/logged transaction

AN
AUDNUM
For future use
One record only

LT
CLAPPR
Approver Logged Invoices
Approver

RJ
CLTXDT
Batch Tax Analysis
Transaction/tax code

RL
CLGLDT
Batch GL Analysis
Transaction/GL code

RW
CLALXR
Transaction Allocations
2 x number of RT records

XI
XINDEX
For future use
One record only

CI
ATLINK
For future use
One record only

Table 3 - Record Allocation Factors for the CL Database XE "Creditors Ledger:database record allocations" 

 XE "databases:record allocations:CL" 

 XE "CL database" 
R1 (CLCTRL)
This holds the system parameters which consist of a single record. So allocate one record.

RQ (CLINTF)
These hold the auto-entry interface definitions. Allocate one record for each sending interface that you intend to establish.

RI (CLCOPD)
These hold the company control totals for each period. Estimate the number of periods you intend to keep transactions for before purging and multiply by the number of companies you intend to establish and add one. The extra one is a control record.

Example
If you have two companies and you keep two year’s data with twelve periods a year, you should allocate 49 RI records.

RR (CLPAYR)
These hold details of auto-payment runs. Allocate sufficient records for the number of auto-payment runs in a period (plus one extra, needed for control purposes).

RP (CLAPCU)
These hold the total amounts paid in each currency in each auto-payment run. Multiply the number of auto-payment runs by the average number of currencies in which payments are made in each run.

RS (CLPRIO)
Allocate one record for each supplier priority code.

RE (CLTYPE)
Allocate one record for each supplier type code.

RC (CLSUPP)
Allocate one record for each supplier.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of supplier details (PSD) used in Global 2000 Purchase Ledger.

RY (CLSUCO)
These hold the supplier parameters and base currency balances for each company with which a supplier trades. Multiply the number of suppliers by the average number of companies with which they do business. 

Example
If you have two companies and 500 suppliers allocate 1000 RY records. If half the suppliers trade with only one of your companies reduce this to 750 RY records.

RG (CLBALS)
These hold the supplier balances for each company/currency combination in which the supplier trades. Multiply the number of supplier/company (RY) records by the average number of currencies in which the suppliers trade.

Example
Suppose, as above, you have two companies and 500 suppliers and have allocated 1000 RY records. If  one company trades only in sterling, but the average number of currencies in which suppliers trade with the second company is three, allocate 500 + 500*3 = 2000 RG records.

RH (CLBTCH)
Estimate the number of batches you will enter each period, and multiply by the number of periods of history you intend to retain.

Note
If you are upgrading from Global 2000 via Data Conversion, you need to note the following:

· Each Global 3000 batch can contain up to 9999 transactions. However, each batch must contain transactions of just one transaction type (invoice, credit, journal, and payment), and from a single accounting period. 


· Batches are created during conversion (when transactions exist) in the current, next, and all previous periods in the current year, and in the last period of the previous year. 


· In addition you need to allocate a suitable number for future use.

RF (CLBTDT)
These are used when entering an allocation batch. Multiply the average number of allocations in a batch by the average number of batches in a period.

RT (CLTRAN)
Allocate the number of current, historical and logged transactions that you are likely to hold at any time. This can amount to many thousands of records and you should take this into account when deciding how much historical data to archive.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of transactions (PLT) used in Global 2000 Purchase Ledger.

LT (CLAPPR)
Allocate one record for each individual with the authority to approve logged invoices.

RJ (CLTXDT)
If you use the tax analysis facility, allocate one record for each combination of transaction and tax code in the current period.

Example
If each transaction uses an average of two tax codes and you post 500 transactions per period, allocate 1000 RJ records.

RL (CLGLDT)
These records are required if you make use of the interface to Global 3000 General Ledger. Allocate one record for each combination of transaction and GL code.

Example
If each transaction uses an average of two GL codes and you post 500 transactions per period, allocate 1000 RL records.

RW (CLALXR)
These hold the details of allocation cross-references. Each allocation, of a payment to an invoice for example, generates two cross-references. Multiply the number of RT records by two.

Allocating Record Numbers for Cash Manager (CM)

ID
Name
Record Title XE "Cash Manager:database record allocations" 

 XE "databases:record allocations:CM" 

 XE "CM database" 
Allocation, 1 per…

C1
CMCTRL
Parameters
One record only

CQ
CMINTF
Interface Control
Sending interface

CW
CMCOCT
Company Wide Control
Company

CE
CMTTYP
Transaction Type Codes
Transaction code

CK
CMBOOK
Cash Books
Cash book

CD
CMDISS
Cash Book Dissection Codes
Cashbook/dissection

CA
CMSTND
Cash Book Standing Orders
Standing order

CB
CMSTDI
Standing Order Dissections
Standing order/dissection

CN
CMNOTE
Cash Book Notes
Each line of text

CP
CMPERD
Cash Book Periods
Company/financial year/period

CI
CMBKPD
Cash Book Period Totals
Cash book/financial year/period

CR
CMDIPD
Cash Book Period Dissection Totals
Cash book/year/period/dissection

CH
CMBTCH
Batches
Batch

CS
CMSTMT
Cash Book Statements
Statement

CT
CMTRAN
Transactions
Current/archived transaction

CY
CMPAYE
Transaction Payee Details
Cheque transaction 

CL
CMDIDT
Transaction Dissection Details
Transaction/dissection

CX
CMSTDT
Transaction Statement Details
Transaction

DP
ATLINK
For future use
One record only

ET
ETCURR
Transaction Currency Details
Transaction

Table 4 - Record Allocation Factors for the CM Database

C1 (CMCTRL)
This holds the system parameters which consist of a single record. So allocate one record. 

CQ (CMINTF)
These hold the auto-entry interface definitions. Allocate one record for each sending interface that you intend to establish.

CD (CMDISS)
The number of cash books multiplied by the average number of dissections (both payments & receipts) to be used for each cash book.

Note
If the fund transfer function is used, up to four additional dissection codes are created for each cash book. (These are transfer in, transfer out, exchange gain, and exchange loss.)

CB (CMSTDI)
These hold the dissection analysis records for the standing orders. Multiply the average number of dissections by the number of standing orders that you plan to set up.

CP (CMPERD)
These hold the period definitions. Multiply the number of periods (including historical periods) you plan to hold in Cash Manager by the number of companies.

CI (CMBKPD)
These hold the cash book control totals for each period. Estimate the number of periods you intend to keep transactions for before purging and multiply by the number of cash books you intend to run.

Example
If you have two cash books and you keep two year’s data with twelve periods a year, you should allocate 48 CI records.

CR (CMDIPD)
These hold the cash book dissection control totals for each period. Multiply the number of CI records by the average number of dissections per cash book.

CH (CMBTCH)
These hold the transaction batch header details. Estimate the number of periods you intend to keep transactions for before purging and multiply by the average number of batches that would be created in a single period.

CS (CMSTMT)
These hold the cash book statement header details. Allocate one record for each statement that is needed.

CT (CMTRAN)
These hold the cash book transactions. Allocate the number of transactions that you are likely to hold at any time.

CY (CMPAYE)
These hold the cash book transaction payee details. Allocate one record per cheque transaction if payee details are required.

CL (CMDIDT)
These hold the cash book transaction dissection analysis details. Multiply the number of CT records by the average number of dissections per transaction.

CX (CMSTDT)
These hold the details of each bank reconciliation. This should be the same as the number of CT records.

ET (ETCURR)
These hold the currency details of each transaction which involves more than one currency. This should be the total number of transactions less the number expected to involve only one currency (i.e. entry, book and base currency all the same).

Allocating Record Numbers for Project Ledger (CS)

ID
Name
Record Title XE "Project Ledger:database record allocations" 

 XE "databases:record allocations:CS" 

 XE "CS database" 
Allocation, 1 per…

C1
CTRL
Parameters
One record only

CJ
ATTR
Attribute
Attribute

CA
CHEAD
Costhead
Costhead

CP
PROJ
Operation/Project/Sub-project
Operation/project/sub-project

KP
SOURCE
Fund
Fund

KA
FD A/C
Fund Account
Fund account

AD
ADDR
Address
Address

CZ
CONT
Contact
Contact

CH
TRNBAH
Batch Header
Transaction batch

KD
TRANSD
Transaction Definition Header
Recommended total of 50

KE
TRANSE
Transaction Element
Recommended total of 50

CT
TRNHED
Transaction headers
Transaction header

CV
PJ VAL
Project Value
Project/sub-proj/costhead per period per year

KV
FD VAL
Fund Value
Fund/fund account per period per year

CW
COSTEL
Cost Transaction Line
Cost transaction line

KW
FUNDEL
Fund Transaction Line
Fund transaction line

CY
CT-FD
Cost/Fund Allocation
Cost to fund transaction line

CK
VALUES
Attribute Table Value
Attribute table value

CI
LINK
Attribute Link
Attribute link to costhead, project or sub-proj

CM
P-CLNK
Project to Costhead Link
Project or sub-proj to costhead combination

KM
P-FLNK
Project to Fund Link
Project or sub-project to fund combination

FM
C-FLNK
Costhead to Fund Line
Costhead to fund combination

CN
CONTRA
Contractor
Contractor

FX
PREFIX
Prefix
Prefix

WA
QUHEAD
Query Header
Query

WB
QEATTR
Query Attribute
Query/attribute

WC
QECOSH
Query costhead
Query/costhead

Table 5 - Record Allocation Factors for the CS Database

C1 (CTRL)
This holds the system parameters which consist of a single record. So allocate one record.

AD (ADDR)
Allocate one record for each address to be entered against a contractor, fund, project or sub-project. 

CZ (CONT)
Allocate one record for each contact entered against a contractor, fund, project or sub-project.

CH (TRNBAH)
Estimate the number of batches you will enter each period, and multiply by the number of periods of history you intend to retain.

CV (PJ VAL)
Estimate the number of possible combinations of project or sub-project and costhead which will be used in a financial period and multiply by the number of periods in a year.  

KV (FD VAL)
Estimate the number of possible combinations of fund and fund account which will be used in a financial period and multiply by the number of periods in a year.

CT (TRNHED)
These hold the Project Ledger transactions headers. Estimate the average number of transaction headers per batch and multiply by the number of batches you are likely to hold at any one time.

CW (COSTEL)
Estimate the average number of cost lines per transaction header and multiply by the number of CT records. 

KW (FUNDEL)
Estimate the average number of fund lines per transaction header and multiply by the number of CT records.

CY (CT-FD)
Estimate the average number of transaction lines per cost to fund transaction and multiply by the number of CT records.

CK (VALUES)
Allocate one record for each attribute value table entry.

CI (LINK)
Allocate one record for each attribute link with a project, sub-project, or costhead.

CM (P-CLNK)
Allocate one record for every possible combination of project or sub-project and costhead. The maximum possible figure can be calculated as: (CP - no. operations) * CA. Reduce this by the number of project and sub-project to costhead combinations that you will not use.

KM (P-FLNK)
Allocate one record for each possible combination of project or sub-project and fund/fund account. The maximum this can be is CP * KP * KA.

FM (C-FLNK)
Allocate one record for each combination of fund and operation/costhead you will use.

Allocating Record Numbers for Debtors Ledger (DL)

ID
Name
Record Title XE "Debtors Ledger:database record allocations" 

 XE "databases:record allocations:DL" 

 XE "DL database" 
Allocation, 1 per…

R1
DLCTRL
Parameters
One record only

RQ
DLINTF
Interface Control
Sub-system interface

CL
DLCOLD
Company Ledger Control
Company

RI
DLCOPD
Company Period Totals
Company/historical period

RR
DLCRRT
Credit Rating Code
Credit rating code

RC
DLCUST
Customer Accounts
Customer

RY
DLCUCO
Customer Company Total
Customer/company traded with

RG
DLBALS
Customer/Company Currency
Customer/company/currency traded in

R2
DLACTI
Action on Customer
Action on customer account

RN
DLNOTE
Customer Notes
Line of customer notes

RH
DLBTCH
Batch Header
Batch of transactions

RF
DLBTDT
Batch Details
Current period allocation

RT
DLTRAN
Transactions
Current/archived transaction

AN
AUDNUM
For future use
One record only

RJ
DLTXDT
Batch Tax Analysis
Transaction/tax code

RL
DLGLDT
Batch GL Analysis
Transaction/GL code

RW
DLALXR
Transaction Allocations
2 x number of RT records

RB
DLBKDT
Transaction Banking Detail
Current period payment

XI
XINDEX
For future use
One record only

CP
PREFIX
Credit card prefixes
Credit card prefix defined in Administration Parameters

CF
CARDFI
Credit card file
Credit card used in Sales Order Processing

CI
ATLINK
Attribute link to parent record
Attribute/customer link 

JH
JHJOBH
Job header
Job defined in Global 3000 Review

JS
JOBSTR
Job string
Job line

Table 6 - Record Allocation Factors for the DL Database

R1 (DLCTRL)
This holds the system parameters which consist of a single record. So allocate one record.

RQ (DLINTF)
These hold the auto-entry interface definitions. Allocate one record for each sending interface that you intend to establish.

RI (DLCOPD)
These hold the company control totals for each period. Estimate the number of periods you intend to keep transactions for before purging and multiply by the number of companies you intend to establish. 

Example
If you have two companies and you keep two year’s data with twelve periods a year, allocate 48 RI records.

RR (DLCRRT)
Allocate one record for each credit rating code.

RC (DLCUST)
Allocate one record for each customer.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of customer details (CAB) in Global 2000 Sales Ledger.

RY (DLCUCO)
These hold the customer balances for each company with which a customer trades. Multiply the number of customers by the average number of companies with which they trade.

Example
If you have two companies and 500 customers allocate 1000 RY records. If half the customers trade with only one of your companies reduce this to 750 RY records.

RG (CLBALS)
These hold the customer balances for each company/currency combination in which the customer trades. Multiply the number of customer/company (RY) records by the average number of currencies in which the customers trade.

Example
Suppose, as above, you have two companies and 500 customers and have allocated 1000 RY records. If  one company trades only in sterling, but the average number of currencies in which customers trade with the second company is three, allocate 500 + 500*3 = 2000 RG records.

RH (DLBTCH)
Estimate the number of batches you will enter each period and multiply by the number of periods of history retained. 

Note
If you are upgrading from Global 2000 via Data Conversion, you need to note the following:

· Each Global 3000 batch can contain up to 9999 transactions. However, each batch must contain transactions of just one transaction type (invoice, credit, journal, and payment), and from a single accounting period. 


· Batches are created during conversion (when transactions exist) in the current, next, and all previous periods in the current year, and in the last period of the previous year. 


· In addition you need to allocate a suitable number for future use.

RF (DLBTDT)
These are used when entering an allocation batch. Multiply the average number of allocations in a batch by the average number of batches in a period.

RT (DLTRAN)
Allocate one record for each transaction held in the current and all historical periods. This could amount to many thousands of records and you should take this into account when deciding how much historical data to archive. 

Note
If you are upgrading from Global 2000, allocate at least the number of transactions (SLT) used in Global 2000 Sales Ledger plus up to four records for each brought-forward account.

RJ (DLTXDT)
If you use the tax analysis facility, allocate one record for each combination of transaction and tax code in the current period. 

Example
If transactions use an average of two tax codes and you post 500 transactions per period, allocate 1000 RJ records.

RL (DLGLDT)
These records are required if you make use of the interface to Global 3000 General Ledger. Allocate one RL record for each combination of transaction and GL code. 

Example
If transactions use an average of two GL codes and you post 500 transactions per period, allocate 1000 RL records.

RW (DLALXR)
These records store the details of allocation cross-references. Each allocation (e.g. of a payment to an invoice) generates two cross-references. Multiply the number of RT records by two.

RB (DLBKDT)
Allocate sufficient records to hold the details of the payments posted in a single session.

Note
No AN or XI records are required with this version of Global 3000. You should therefore allocate one to each of these record types.

CP (PREFIX)
Allocate one record for each credit card prefix defined in Administration Parameters. 50 should be sufficient.

CF (CARDFI)
Allocate one record for each credit card to be used for payment in Sales Order Processing.

JH (JHJOBH)
Allocate one record for each job defined in Global 3000 Review. 50 should be sufficient.

JS (JOBSTR)
Allocate one record for each job line. Calculate by multiplying the number of jobs by the average number of lines in each job.

Allocating Record Numbers for EDI

ID
Name
Record Title XE "EDI:database" 

 XE "databases:record allocations:EDI" 
Allocation, 1 per…

EC
PARAS
EDI Parameters
One record only

EX
XMISSN
EDI Transmission History
Batch

EH
ORDERS
EDI Orders File
Sales order or purchase order

EI
LINES
EDI Order Lines File
Sales or purchase order line

EV
TAX
EDI Tax Details
Tax code on each invoice

EP
PRODS
EDI Product List
Product

EB
STKBAL
EDI Stock Balances
Stock movement/batch

ES
SERIAL
EDI Serial Numbers
Serial number details transmitted

PX
PRDXL
EDI Product Translations
Product translation

CX
CODEXL
EDI Code Translations
Code translation

Table 7 - Record Allocation Factors for the EDI Database

EX (XMISSN)
Estimate the number of EDI batches (of all types) you expect to transmit each period. Multiply by the number of periods you want to retain batches before purging.

Note
If you are upgrading from Global 2000, you to need to allocate one record for every 10,000 (ten thousand) sales orders to be converted, plus one record for every 10,000 (ten thousand) purchase orders to be converted, plus one record for each stock balance conversion.

EH (ORDERS)
Estimate the average number of purchase orders, in each purchase order batch. Multiply by the average number of purchase order batches you want to retain before purging. Do the same for sales orders, but include acknowledgements and invoices as well. Allocate the total of the two figures.

Note
If you are upgrading from Global 2000, you to need to allocate at least the number of sales orders and purchase orders which are to be converted.

EI (LINES)
Estimate the average number of purchase order lines in a purchase order and multiply by the number of purchase orders calculated above. Do the same for sales orders, including acknowledgements and invoices. Allocate the total of the two figures.

Note
If you are upgrading from Global 2000, you to need to allocate at least the number of sales and purchase order lines that are to be converted.

EV (TAX)
Estimate the average number of lines of tax analysis on a sales invoice, and multiply by the average number of invoices retained on line before purging.

Note
If the EDI database is only being used for Data Conversion, set this to one.

EP (PRODS)
Estimate the average number of product list batches you expect to transmit in each period. Multiply by the number of periods batches are to be retained before purging. Multiply by the average number of products in each product list batch.

Note
If the EDI database is only being used for Data Conversion, set this to one.

EB (STKBAL)
Estimate the average number of stock balance batches in each period. Multiply by the number of periods batches are to be retained before purging. 

Note
If you are upgrading from Global 2000, you to need to allocate one record for each product/warehouse combination; i.e. the maximum number of warehouses multiplied by the number of products.

Note
If the EDI database is only being used for Data Conversion, set the next three items to one.

ES (SERIAL)
Estimate the average number of serial number details in each sales order, sales invoice, purchase order and stock balance batch. Multiply by the number of these batches to be held on line before purging. 

PX (PRDXL)
Allocate one record for each product translation required.

CS (CODEXL)
Allocate one record for each code translation required.

Allocating Record Numbers for General Ledger (GL)

ID
Name
Record Title XE "General Ledger:database record allocations" 

 XE "databases:record allocations:GL" 

 XE "GL database" 
Allocation, 1 per…

GZ
GLGZ
Parameters
One record only

GG
GLGG
Account Group
Account group

GN
GLGN
Account
Account

GC
GLGC
Profit Centre
Company/profit centre

GY
GLGY
Financial Year
Year

GM
GLGM
Financial Period
Year/Financial period

GA
GLGA
Account Group Balance
Year/company/account group

GP
GLGP
PC/Account Group Balance
Year/company/profit centre/account group

GB
GLGB
Company/Account Balance
Year/company/account

GR
GLGR
PC/Account Balance
Year/company/profit centre/account

GH
GLGH
Transaction Batch Header
Transaction batch

GO
GLGO
Company Transaction Total
Year/period/batch/company

GT
GLGT
Transaction Details
Transaction journal

GX
GLGX
Interface Control
Sub-system interface

GD
GLGD
Imported Detail Record
GL analysis item

GE
GLGE
Column Format Header
Statement column format

GI
GLGI
Column Details
Statement column

GF
GLGF
Financial Statement Header
Financial statement

GJ
GLGJ
Financial Statement Page
Financial statement page

GU
GLGU
Company/Dept Array for page
Financial statement page

GL
GLGL
Financial Statement Line
Financial statement line

GS
GLGS
Line Group Schedule
Financial statement line

GV
GLGV
Profit Centre Profile
Profit centre profile

GW
GLGW
Profit Centre Profile Line
Profit centre profile line

GQ
GLGQ
Periodic Profile
Periodic profile

Table 8 - Record Allocation Factors for the GL Database

ID
Name
Record Title
Allocation, 1 per…

JK
GLJK
Account Group Statistics
Year/company/account group

JM
GLJM
Profit Centre/Group Statistics
Year/company/PC/account group

JL
GLJL
Company/Account Statistics
Year/company/account

JN
GLJN
Account within PC Statistics
Year/company/PC/account

JP
GLJP
PC/Acc budget & Forecast
Year/company/PC/account

JQ
GLJQ
PC/Acc Bud & Forecast Stats
Year/company/PC/account

JR
GLJR
PC Account Currency
Year/company/PC/account/PC/currency

CI
ATLINK
For future use
One record only

Table 9 - Record Allocation Factors for the GL Database (Continued)

GZ (GLGZ)
This holds the system parameters which consist of a single record. So allocate one record.

GG (GLGG)
Allocate one record for each account group.

Note
If you are upgrading from Global 2000, allocate the number of entries in the Global 2000 Nominal Ledger chart of accounts (NLD). However if you use the translation/restructure chart of accounts facilities this requirement may be reduced. For example, the number of records required is considerably reduced if you used the translation facility to base account groups on the statement line formats instead of creating one account group for every account.

GN (GLGN)
Allocate one record for each account.

Note
If you are upgrading from Global 2000, allocate the number of entries in the Global 2000 Nominal Ledger chart of accounts (NLD). However if you use the translation/restructure chart of accounts facilities this requirement may be reduced. 

GC (GLGC)
Allocate one record per profit centre per company.

Example
If you have three companies each with six profit centres, allocate at least eighteen GC records.

Note
If you are upgrading from Global 2000, allocate at least the number of departments used in Global 2000 Nominal Ledger.

GY (GLGY)
Allocate one record for each year of data to be stored on the system.

GM (GLGM)
Multiply the number of financial periods in a year (usually 12 or 13) by the number of GY records.

Example
If you decide to store five years of data with twelve periods per year, allocate sixty GM records.

GA (GLGA)
Allocate one record for each combination of year, company and account-group.

Example
If you store data for five years, and have three companies and fifty account groups, allocate 750 GA records.

GP (GLGP)
Allocate one record for each combination of year, company, profit centre and account group. Alternatively estimate the average number of profit centres for which each account is enabled and multiply by the number of GA records.

Example
If you have 750 GA records and the accounts in each account group are enabled for an average of ten profit centres, allocate 7500 GP records.

GB (GLGB)
Allocate one record for each combination of year, company and account. 

GR (GLGR)
Allocate one record for each combination of year, company, profit centre, and account.

GH (GLGH)
The number of batches of transactions you plan to store on-line at any one time. Estimate the number of batches you expect to enter per period and multiply by the number of periods in a year, and the number of years you want to retain them on the system.

Example
If you want to store the batches for the current and the last two years, and you estimate posting 250 batches per annum, allocate 750 GH records.

GO (GLGO)
The number of these records depends on the number of batches held on-line and the number of companies in each batch. Multiply the number of GH records by the average number of companies in each batch.

Example
If you plan to store 750 batches and you estimate that each batch will involve an average of two companies, allocate 1500 GO records.

GT (GLGT)
Allocate the estimated number of transaction records that will be held on-line at any one time. 

Example
If you plan to store 750 batches and you estimate that each batch will involve an average of 20 journals, allocate 15,000 GT records.

Note
If you are upgrading from Global 2000, allocate at least the number of journals (NLT) used in Global 2000 Nominal Ledger.

GX (GLGX)
Allocate one record for each sub-system you plan to interface with. 

Example
If you plan to interface General Ledger with Debtors Ledger and Creditors Ledger, allocate two GX records.

GD (GLGD)
Set this to the maximum number of journals expected in any individual interface file.

GE (GLGE)
Allocate one record for each statement column format you plan to use.

GI (GLGI)
Allocate one record for each statement column you plan to use. Multiply the previous figure by the average number of columns in each format.

Example
If you plan to use ten statement column formats, each with an average of five columns, allocate ten GE records and fifty GI records.

GF (GLGF)
Allocate one record for each statement layout you plan to use.

GJ (GLGJ)
Allocate one record for each statement line; i.e. multiply the previous figure by the average number of lines on each financial statement.

GU (GLGU)
Set this to the same as the previous figure.

GL (GLGL)
Set this to the same as the previous figure.

GS (GLGS)
Set this to the same as the previous figure.

Example
If you will be defining ten statement layouts, each with an average of twenty lines, allocate ten GF records and 200 GJ, GU GL, and GS records.

GV (GLGV)
Allocate one record for each profit centre profile you plan to use.

GW (GLGW)
Allocate one record for each profit centre profile line you plan to use; i.e. multiply the previous figure by the average number of profit centres used in each profit centre profile.

Example
If you plan to use five periodic profiles each involving an average of ten profit centres, allocate five GV records and fifty GW records.

GQ (GLGQ)
Allocate one GQ record for each periodic profile you want to define.

JK (GLJK)
This should be the same as the number of GA records.

JM (GLJM)
This should be the same as the number of GP records.

JL (GLJL)
This should be the same as the number of GB records.

JN (GLJN)
This should be the same as the number of GR records.

JP (GLJP)
If budgets are to be kept at account level, allocate one record for each GR record.

JQ (GLJQ)
If budgets are to be kept at account level, allocate one record for each GR record.

JR (GLJR)
Allocate one record for each GR record that has a foreign currency posting.

Allocating Record Numbers for Parameters (PARAS)

ID
Name
Record Title XE "parameters (PARAS) database:record allocations" 

 XE "databases:record allocations:PARAS" 
Allocation, 1 per…

SC
PARAS
Common parameters
One record only

CN
CNTRY
Country codes
Country

CU
CURRCY
Currency codes
Currency

CR
RATES 

Exchange rates
Exchange rate entered x 2

TX

TAX
Tax codes
Tax code

CO
CMPNY
Company codes
Company

VG
TAXREG
Tax registration codes
Tax registration code

XG
CTAXGL

Company tax GL accounts

Company/tax code combination

OG
GLACCS
Offline GL account code checking 
Co/PC/GL-account (if in use, otherwise one record only)

SI
DATES
Calendar

Period end date

TM
TERMS
Terms codes
Terms code

AD
ADDRS
Addresses
Addresses, of any kind

CZ
CNTCTS
Contacts

Contact name

BK
BANKS 

Banking details
Bank account

SD

SHORT 

Short description
Asset Register user defined code 1-5, customer classification code, sales rep, territory, price list, location, trade discount scheme, quantity discount scheme, product analysis code, exchange rate table, delivery instruction, variance reason, Stock Control reason, buying group, product group, General Ledger analysis category, credit card type

LD
LONG
Long descriptions
Line of long description, payment instructions

AV
ANIDS

GL Analysis codes
Category code

CJ
ATTDET
Attribute details
Attribute

CK
ATTVAL
Attribute values
Attribute table value

FR
FRAME
Frame dependent parameters
Leave as 50

OC
LIST
Named list description
Named list set up in Global 3000 Review.

Table 10 - Record Allocation Factors for the PARAS Database

SC (PARAS)
This is a control record. Only one is required.

CN (CNTRY)
Allocate one record per country.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of ‘State Codes’ defined on customer and supplier accounts in Global 2000.

CU (CURRCY)
Allocate one record per currency.

CR (RATES)
Allocate two records per exchange rate.

TX (TAX)
Allocate one record per tax code.

CO (CMPNY)
Allocate one record per company.

Note
If you are upgrading from Global 2000, a restructure of the chart of accounts may mean you no longer have to use companies as departments.

VG (TAXREG)
Allocate one record per tax registration code. You need one for each tax registered company, customer and supplier.

Note
If you are upgrading from Global 2000, add together the number of suppliers, customers, and companies defined in Global 2000.

XG (CTAXGL)
Allocate one record for each combination of company and tax code; i.e. multiply the number of companies by the number of tax codes.

Example
If you have two companies and are using five tax codes, allocate ten XG records.

OG (GLACCS)
One record is required for each offline GL account. Allocate one record for each combination of company/PC/GL account you intend to use. Allocate one record if you are validating account codes directly against Global 3000 General Ledger. 

SI (DATES)
Allocate one record per period end date. 

Example
If you operate a 12-period year and plan to hold 3 years worth of data you should allocate 36 records.

TM (TERMS)
Allocate one record per terms code.

Note
If you are upgrading from Global 2000, note that you can set different terms for every customer and supplier in Global 2000. Each potentially needs a terms code record in Global 3000, however it is likely that many have the same terms.

AD (ADDRS)
Allocate one record per company, location, supplier or customer address.

Note
If you are upgrading from Global 2000, allocate at least the number of customer addresses used in Sales Ledger, plus the number of supplier addresses used in Purchase Ledger, plus one for each company and location.

CZ (CNTCTS)
Allocate one record per contact. You need at least one contact for each address. Multiply this up if there is normally more than one contact at each address.

BK (BANKS)
Allocate one record per bank account. You need one record for each customer, supplier and company.

SD (SHORT)
Allocate one record per: customer classification code, sales rep code, territory code, price list, location, trade or quantity discount, product group, product analysis code, exchange rate table, delivery instruction code, variance reason, Stock Control reason, buying group, Asset Register user defined code 1-5, General Ledger analysis category, credit card type. Allow a suitable margin for future use.

Note
There are approximately 15 standard credit card types.

Note
If you are upgrading from Global 2000, Data Conversion temporarily uses these records to store translation data and the restructure of the chart of accounts. In general 1000 records (115K) is likely to be enough for the conversion to complete.

LD (LONG)
Allocate one record per: line of product long description, comment added to sales orders, purchase orders, shipments, and overheads and payment instruction for suppliers paid in foreign currency..

Note
If you are upgrading from Global 2000, you need to allocate one record for each Global 2000 Purchase Order Manager BS5750 specification record. In addition Data Conversion temporarily uses these records to store translation data and the restructure of the chart of accounts. In general 1000 records (115K) is likely to be enough for the conversion to complete. This record set is one of the most likely to be underestimated. 

AV (ANIDS)
Allocate one record per General Ledger transaction analysis category code.

CJ (ATTDET)
Allocate one record per attribute (excluding attributes used in Project Ledger).

CK (ATTVAL)
Allocate one record per attribute table value (excluding attributes used in Project Ledger).

FR (FRAME)
These records are for internal use by the system. Allocate 50 records.

Allocating Record Numbers for Purchase Order Processing (PO)

ID
Name
Record Title XE "Purchase Order Processing:database record allocations" 

 XE "databases:record allocations:PO" 

 XE "Landed Costs:database record allocations" 

 XE "PO database" 
Allocation, 1 per…

PA
SUPPLR
Supplier account
Supplier/product entry

PT
SPSTAT
Supplier statistics
Supplier/product/historical period

PH
PORDER
Purchase order header
Purchase order

PI
POLINE

Purchase order line
Purchase order line

PR
RECPTS
Goods received/invoiced
Purchase order line for which goods have been received

PS
SPPROD
Supplier product code
product/supplier

PV
PINVCE
Purchase invoice header
Purchase invoice

PZ
PITAX
POP invoice tax analysis
Purchase invoice/tax code

YS
YSMAST
Shipment master
Shipment

YL
YLLINE
Shipment line
Shipment line

YR
YRSASS
Shipment assignment
Purchase order line assigned to a shipment line

YE
YESTREL
Standard overhead
Standard Overhead

YO
YOHEAD
Shipment overhead
Overhead attached to a shipment

YQ
YQOVAL
Shipment overhead allocation
Overhead apportioned to a shipment line

Y1
LCPARA
Landed Cost parameters
One record only

FX
PREFIX
Shipment prefix
Prefix entered via Prefix Maintenance

CI
ATLINK
Attribute link to parent record
Attribute attached to a shipment, shipment line or overhead.

Table 11 - Record Allocation Factors for the PO Database

PA (SUPPLR)
Allocate one record for each supplier/product record.

Note
If you are upgrading from Global 2000, you to need to allocate at least the number of supplier product details (PSF) in Global 2000 Purchase Order Manager.

PT (SPSTAT)
Multiply the number of PA records by the number of periods for which data is to be kept.

PH (ORDER)
Allocate one record per purchase order.

Note
If you are upgrading from Global 2000, you to need to allocate at least the number of undelivered order headers (POH) in Global 2000 Purchase Order Manager.

PI (POLINE)
Multiply the number of PH records by the average number of lines per order.

Note
If you are upgrading from Global 2000, you to need to allocate at least the number of undelivered order details (POD) in Global 2000 Purchase Order Manager.

PR (RECPTS)
As for PI records, but it also depends on the number of partial receipts.

PS (SPPROD)
The same allocation as for PA records.

PV (PINVCE)
The number depends on the ratio of order lines included on each invoice. The figure will probably lie between the number of PI and PH records.

PZ (PITAX)
This allocation is similar to that for PI records, but depends on the number and use of the tax codes. Multiply the number PI records by the average number of tax codes each invoice is analysed to.

Note
You only need to allocate record numbers to the following items if you are using Landed Costs. If not, you can set the record allocations to one.

YS (YSMAST)
Allocate the number of shipments that will be in the system at any one time. This is the average number of shipments per month multiplied by the number of months shipment data is to be kept before it is purged. 

YL (YLLINE)
Allocate the average number of lines per shipment multiplied by the number of YS records allocated.

YR (YRSASS)
The average number of purchase order assignment lines per shipment line multiplied by the number of YL records.

YE (YESTEL)
Allocate one record for each Standard Overhead.

YO (YOHEAD)
The average number of overheads per shipment multiplied by the number of YS records.

YQ (YQOVAL)
The number of YL records multiplied by the number of YO records.

Y1 (LCPARA)
Allocate one record per database.

FX (PREFIX)
The number of prefix records.

CI (ATLINK)
The average number of attributes attached to each shipment multiplied by the number of YS records; plus the average number of attributes attached to each shipment line multiplied by the number of YL records; plus the average number of attributes attached to each shipment overhead multiplied by the number of YO records

Allocating Record Numbers for Stock Control (STOCK)

ID
Name
Record Title XE "Stock Control:database record allocations" 

 XE "databases:record allocations:STOCK" 

 XE "Sales Order Processing:database record allocations" 

 XE "STOCK database" 
Allocation, 1 per…

S0
SEQS
Stock sequence nos
One record only

IH
IHIST
Interface history
Interface file held on system

SG
GROUPS
Product groups
Product group

SN
UNITS
Unit names
Unit

SL
LOCN
Locations (warehouses)
Location

SP
PROD
Products
Product

SA
ALIAS
Product alias
Product alias

AS
ASMBLY
Not currently used

One record only

ST
STOCK
Stock master (stock balance)
Product/location

SK
STAKE
Stock-take
Stock-take

SB
BATCH
Batch of products
Product/location/batch

SS
SERIAL
Serial number
Product/serial numbers used

SU
SUSAGE
Stock usage
Product/location/historical periods/movement type

SM
MOVEMT
Stock movement
Stock movement

SR
SQUEUE
Stock queue
Queue entry

OA
ACCTS
Customer outstanding total
Debtors Ledger account

OH
SORDER
Sales order header
Sales order

OI
SOLINE
Sales order line
Sales order line

OD
DNOTES
Delivery note header
Sales order delivery note

OK
PKLIST
Picking list control
Picking list held

OY
SODELV
Sales deliveries
Sales order delivery line

ON
PNAMES
Price list name
Price list

OP
PRICES
Sales price list
Customer price list entry (*2 if it contains discounts)

OS
TQDISC
Trade & quantity scheme
Trade & quantity scheme

Table 12 - Record Allocation Factors for the STOCK Database

ID
Name
Record Title
Allocation, 1 per…

SX
SXSPLY
Stock queue source of supply
Stock queue source of supply

PO
CCPAYS
Credit card payment
Credit card payment made

UT
TARIFF
Tariff code table entry
Tariff rate entered (one record only if Landed Costs is not in use)

CI
ATLINK
For future use
One record only

Table 13 - Record Allocation Factors for the STOCK Database (Continued)

SG (GROUPS)
Allocate one record for each product group.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of product groups used in Global 2000 Stock Control.

SL (LOCN)
Allocate one record for each location.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of warehouses used in Global 2000 Stock Control. This is not the WAR size (that is STOCK, see below).

SP (PROD) 
Allocate one record for each product.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of products (PRD) used in Global 2000 Stock Control.

ST (STOCK)
Multiply the number of products by the average number of locations at which products are stocked.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of products (PRD) multiplied by the number of warehouses (WAR) used in Global 2000 Stock Control.

SK (STAKE)
Allocate one record for each stock take to be undertaken.

SB (BATCH)
Allocate at least the number of STOCK records. If FIFO costing is in use, allocate one record for each receipt of stocked products during the period for which you wish to retain stock movements.

SS (SERIAL)
Allocate one record for each item of serialised stock.

SU (SUSAGE)
Allocate at least three times the number of ST records. For each ST record, allocate at least one record for stock receipts, one for stock issues, and one for stock write-offs for each period for which you plan to retain stock usage history.

SM (MOVEMT)
A stock movement is generated for each receipt, issue and write-off of stock.

SR (SQUEUE)
Allocate one record for each reservation of expected stock arrivals against selected sales orders.

OA (ACCTS)
Allocate one record for each customer account.

OH (SORDER)
Allocate one record for each sales order.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of transactions (ORD) used in Global 2000 SOP.

OI (SOLINE)
Allocate one record for each sales order line.

Note
If you are upgrading from Global 2000, you need to allocate at least the number of transaction details (ODT) used in Global 2000 SOP.

OP (PRICES)
Allocate one record for each customer price list entry. Multiply this by two if entries contain discounts.

Note
If you are upgrading from Global 2000, you need to note that:

· In Global 2000 SOP, there are eight prices on each product record. These may be split into four prices for the small unit and four for the large, or all eight used for a single unit. They may further be used for different currencies. 


· In Global 3000 SOP, each price list record holds up to 12 prices for a single unit and a single currency. Multiply the number of products in use accordingly. 


· Allocate a suitable number for future use.

SX (SXSPLY)
Allocate one record for each supply system such as Purchase Order Processing.

Allocating Record Numbers for Intrastat (TX)

ID
Name
Record Title XE "Intrastat:database record allocations" 

 XE "databases:record allocations:TX" 

 XE "TX database" 
Allocation, 1 per…

T0
SYPARA
Parameters
One record only

TZ
COPARA
Company Parameter
Company

TY
MNTHLY
Monthly Stats by Company
Company/financial year/period

TN
ACCDET
Account Default Details
Account entry

TP
PRODET
Product Default Details
Product entry

TQ
SSDINT
Interface Control
Sub-system interface

TB
BATCH
Batch Header
Batch

TF
ENTRY
Transaction
Transaction

CI
ATLINK
For future use
One record only

Table 14 - Record Allocation Factors for the TX Database

T0 (SYPARA)
Allocate one record.

TZ (COPARA)
Allocate one record for each company.

TY (MNTHLY)
Allocate one record for each period/company for which data is held.

TN (ACCDET)
Allocate one record for each Account Details entry.

TP (PRODET)
Allocate one record for each Product Details entry.

TQ (SSDINT)
Allocate one record for each sending system interface definition.

TB (BATCH)
The number of batches to be entered and/or imported per month, multiplied by the number of months history is to be retained.

TF (ENTRY)
Allocate one record for each journal entry to be entered or imported into Global 3000 Intrastat. Alternatively estimate an average number of entries per batch and multiply by the estimated number of batches.

Allocating Record Numbers for Import/Export (USER)

ID
Name
Record Title  XE "USER database:record allocations" 

 XE "databases:record allocations:USER" 

 XE "imports:databases" 

 XE "exports:databases" 
Allocation, 1 per…

US
USSCEN
Primary details of scenario
Scenario

UF
USSTYL
Export style details
Style

UC
UCCHED
Contents header record
Contents list 

UI
USCONT
Contents of exported data
Column

UD
USFOLD
Data and program folders
Folder

UR
USEXTN
External record structure
Row

UP
USPATH
Data and program paths
Path

UX
USREST
Interrupted export restart ctrl
At least 50 records.

Table 15 - Record Allocation Factors for the USER Database

Note
If you choose to copy USER from the Sample Data so you can use the scenario information it contains, you should copy it before you enter the record allocations. The record allocations below should then be added to those that exist for the copied database.

Further information
For details of how to copy USER from the Sample Data, see page 43.

US (USSCEN)
Allocate one record for each scenario you intend to define.

UF (USSTYL)
Allocate one record for each style.

UC (UCCHED)
Allocate one record for each contents list.

UI (USCONT)
Allocate one record for each column you intend to define. You can calculate this by multiplying the number of rows (i.e. the number of UR records) by the average number of columns in each row. 

UD (USFOLD)
Allocate the total number of folders (data and program) that you intend to define. You can calculate this by adding the number of program folders and the number of data folders.

UR (USEXTN)
Allocate one record for each row you intend to define. You can calculate this by multiplying the number of contents lists (i.e. the number of UC records) by the average number of rows in each contents list.

UP (USPATH)
Allocate the total number of paths (data and program) that you intend to define. You can calculate this by adding the number of program paths and the number of data paths.

UX (USREST)
You need one record for each startpoint. The number is fixed in the software. You should allocate at least 50 records. If you copied the USER database from the Sample Data, you do not need to change this.
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Introduction XE "basic functions " \r "QReference" 

 XE "Speedbase Presentation Manager" \t "See also Speedbase Presentation Manager Manual" 

 XE "Global System Manager (GSM)" \t "See also Global System Manager Manual" 
 XE "GUI (graphical user interface)" 
This section provides a brief guide to the basic Global 3000 functions.  This is followed by a list of the standard function key usage in Global 3000 software. More detailed instructions for new users can be found in the Tutorial on page 95.

This Basic Functions section covers both character-based and Graphical User Interface (GUI) operation of Global 3000. The keyboard commands are identical in both modes of operation. The GUI functions can be ignored by users of the character-based version.

Further details of the GUI can be found in Global Windows Workstation Notes.

Note
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Help Button
The functions performed by different keys can vary between terminal types and you can customise your keyboard for your specific requirements with Speedbase Presentation Manager. In this manual we have used the terminology of a standard PC keyboard, and the standard Global 3000 function key usage. If you are unsure, the Help key or button can give you assistance. Pressing the help key (or clicking the help button) within a Global 3000 program displays a list of the available function keys and their usage. 

Figure 18: General Ledger running under the GUI

This figure shows the GUI toolbar at the top of the window and the status line at the bottom of the window. On the status line are the partition indicator, network ID, and on the right hand side the program ID and the window processing mode  
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Menus in Global 3000

 XE "menus" 
There are two types of menu in Global 3000 modules, ‘main’ and ‘pop’.


The first menu that appears when you go into a Global 3000 module is a main menu, as are the menus that appear when you select an option on this menu. Pop-menus are the menus that appear within Global 3000 programs.

Select 


To select an option from a menu: 
· Use the cursor keys to move to the required line and press <Return>. 

· Or key the letter or number which is highlighted or underlined. On main menus you then need to press <Return>.

· Or click with the mouse on the required line. 

Main menu commands


There are two formats of character-based Global main menu, ‘full screen’ and ‘SAA-style’. These are described in detail in the Global System Manager Manual.

xe "main menus:commands"
Additional commands are available from GUI and ‘SAA-style’ main menus:
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F1 button
· Press <F1> (or click the F1 button) for the Global System Manager (GSM) commandxe "Global System Manager (GSM):commands" box. This allows you to enter a GSM command. For further information on GSM commands, see the Global System Manager Manual.
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F2 button
· When you press <F2> (or click the F2 button) in Cash Manager, the Cash Book Selection window appears. In all other modules, the Company Selection window appears.
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F3 button
· When you press <F3> (or click the F3 button) in General Ledger, the Financial Year window appears. In all other modules, the Date Warning window appears.

Note
To initiate a GSM command at a full screen menu, you can just type the command name; e.g. $F. 

Exiting from a window or menu XE "exiting from a window or menu" 
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Exit Button


To return to the previous window or menu:
· Press <Esc>. You may need to press it twice on some keyboards.

· Or click the Exit button.

· Or select Exit from the menu when it is available. 

Help XE "help" 
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Help button
Press <F8> (or click the Help button) for Context sensitive Help. This is available throughout Global 3000 except on the Main Menus.


Select Help once for a list of the functions that are available in the current window. You can invoke a function from this list by double clicking it with the mouse.


Select Help again for detailed help text relating to the current window.

Window processing mode XE "modes in Global 3000 software" 

Global 3000 programs utilise a number of different window processing modes. A three character code representing the current mode appears on the screen.


In character-based operation, the mode is displayed to the left of the window’s title at the top of the screen. In GUI operation, it is displayed on the left hand side of the status bar at the bottom of the window (see Figure 18 on page 83).


Possible modes are:

· Display (DSP)

· Enquiry (ENQ)

· Add (ADD)

· Insert (INS)

· Maintenance (MNT)

· Edit (EDT)

· Delete (DEL)

These are described in more detail below.

Enquiries

 XE "enquiries" 
Enquiry windows initially appear in either ‘Display Mode’ or in ‘Enquiry Mode’.
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Enquire button
In display mode, records are displayed without further action. You can press <F6> or click the Enquire button to go into Enquiry mode when it is available. Select Help to check if it is available.
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Page up/Page down buttons


Enquiry mode allows you to enter a full or partial code followed by <Page Down> to display the entries starting with the characters you entered.

For example you are searching on customer names for a particular customer. You know their name begins with ‘Mc’ but you cannot remember if it is ‘McDonald’ or ‘McLeod’. You enter ‘Mc’ followed by <Page Down> . The program displays the entries in alphabetical order starting with the first ‘Mc…’ name on file. Press <Page Up> to display the page of entries up to and including those starting with ‘Mc…’.

Note
If you enter a full or partial code followed by <Return>, the program will only display entries whose code exactly matches the characters you entered.

Search
In many enquiry windows there are a number of ways you can search for entries; for example by name, by account code, by first line of the address, by currency. These different ways of searching for records are called index keys. In the example above, maybe you cannot remember the customer’s name but you know the account code. Press <F6> until the cursor is on the index key you require, and enter a full or partial code followed by <Page Down> or <Page Up> as described above.

Pop-up enquiries XE "enquiries:pop-up" 

 XE "pop-up enquiries" 
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F1 button


In most prompts, when you press <F1> (or click the F1 or search buttons) a pop-up enquiry appears. This lists the values which are appropriate for the prompt. For example, when you select the pop-up enquiry function on a product code prompt, you are presented with a list of valid product codes and their descriptions.
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Search button XE "search button" 
You can tell if a pop-up enquiry is available because:

· In character-based operation, > appears in the bottom right hand corner of the window.

· In GUI operation, the F1 and search buttons are enabled.

Moving through a list XE "moving through a list" 

· Use the cursor keys to move through a list one entry at a time.

· Or use the <Page Up> and <Page Down> keys to move backwards and forwards through a list a page at a time.

· Or click on the scroll bar to move backwards and forwards through a list a page at a time.

· Or use the <Home> key to toggle between the first and last entry.

· Or click with the mouse to move directly to an entry.

· Or click on the arrows on the scroll bar to move one entry up or down the list.

Selecting an entry from a list XE "selecting an entry from a list" 

· Move the cursor to the entry you want to select and then press <Return>.

· Or double click with the mouse on the required line.

· Or click the required line and then click the OK button.

Adding a new entry XE "add" 

You can add new entries in a standard maintenance or transaction input program by going into ‘Add Mode’. In some programs you can also add records by going into ‘Insert Mode’.

Add mode XE "add mode" 
· Move the cursor to the line beneath the last entry in the list. This automatically puts you into ‘Add Mode’ and you can start entering information.


· Or press <F4>. This clears the screen and puts you into ‘Add Mode’.

Insert mode XE "Insert mode" 
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Insert button
In some programs you can insert an entry into a list. Move the cursor to the line where you want to insert the entry and press <F5>, or click the insert button.  A blank line appears and you can now enter the new details.

Changing an entry XE "amend" 

 XE "change" \t "See also amend" 

To change details in an entry in a maintenance or transaction input program you need to go into ‘Maintenance Mode’ (MNT) or ‘Edit Mode’ (EDT). You can then step through the prompts changing information as necessary. Generally you cannot change the main index key of an entry, for example its unique reference code. Sometimes some of the other items cannot be changed after they have been set up. In this case this will be stated in the relevant part of the manual.


In some programs you are automatically put into ‘Maintenance Mode’ when you select a record. In other programs a menu appears when you select a record. You then need to select the appropriate option on the menu.

Changing information at a prompt


In many Global windows, prompts enable you to enter information. This can be numeric information such as an amount, a date, or text such as a name or description.


When you first enter a prompt which already contains information, the original information is deleted when you start to type in new information unless you first use the cursor keys. 


To alter the information in the prompt without deleting it you can use the cursor right and cursor left arrow keys to move to the letter or number that you want to change. Then type the new value. The existing value will be replaced by the value you typed.


To insert a character or number, press the <Insert> key. This makes a space open up in the existing information into which you can type the required value. 


If you accidentally delete the contents of a prompt, you can press <F11> to restore its contents.

Deleting an entry XE "delete" 

 XE "delete" \t "See also purge" 
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Delete button
Move the cursor to the unwanted entry and press <F7>, or click the delete button. This puts you into ‘Delete Mode’ (DEL). The program will ask you for confirmation before it deletes the entry. It will also tell you if an entry cannot be deleted; for example, if other records are dependent on it.

Error and warning messagesxe "messages, error"

xe "errors"

xe "warning messages"

When you try to do something unusual or impossible, a warning message is displayed on the status line at the bottom of the screen. Sometimes the warning ends in a comma. You then need to press <Return> to get rid of the message.

Print Options Windowxe "Print Options Window"

xe "print" \t "See also reporting"

 XE "print" 
Figure 19: Print Options Window

This window appears after entering selection options for many reports 
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Purpose
This window appears after you enter the selection options for many reports throughout the Global 3000 range. It enables you to specify the physical report name and print unit for the report and to choose whether to print, display or ‘inspect’ the report.

The prompts are:

Note
You do not often need to change the defaults for the first three options, so the cursor appears on the fourth option. Press <Shift Tab> to make the cursor retreat through the prompts.

Report name
This can be up to eight characters long.

Print unit
In practice you rarely need to change this from the default. On certain important reports, such as Invoice Print in SOP, this is the only item which can be changed.

All, sub-totals or total
(A/S/T.) A produces a full report. S produces a report omitting the detail records, showing only the subtotal lines, if any. T produces a report containing only the final total lines of the report, if any.

Note
Many reports (for example, the product details report) contain no totals or subtotals, so selecting S or T will produce a blank report. S or T might be useful however in the Orders by Salesperson report in SOP, which produces subtotals for each salesperson and totals for the entire report.

Displayxe "display:report", inspect or print reportxe "print:display, inspect or print"

 XE "inspect report" 
D displays the report but does not print it. I prints the entire report to the spool unit and then allows you to view it before deciding whether to print it. P prints it but does not display it.

On completion
The selected report is printed/displayed and then you are returned to the menu you came from.

Further information XE "inspect report" 

xe "stationery"

xe "spooler"

xe "print:special stationery"
For general information about printing from Global software, printing on special stationery, and using the Global Spooler, see the Global System Manager Manual. This manual also provides detailed information about using the ‘inspect’ option (under the V – View Files command in the Spooler chapter).

Key/Button XE "GUI (graphical user interface):buttons" 

Function/Description XE "function key use" 

Key/Button


Function/Description



<F1>
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Search (when available)

( pop-up enquiry 
 (up arrow)
Move up to previous entry

<F1>
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From any Global 3000 main menu

( GSM command box
 (down arrow)
Move down to next entry

<F2>
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From any main menu in all modules except Cash Manager

( Company Selection window
 (left arrow)
Cursor left one character

Display alternate view of window

<F2>
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From any main menu in Cash Manager

( Cash book Selection window
 (right arrow)
Cursor right one character

Display alternate view of window

<F2>  & <F3>
Supplementary keys Their functions differ in context, and are explained when available
<Page down>
Display next page of entries

<F3>

[image: image35.png]



From any main menu in all modules except General Ledger

( Standard Date Warning Window 
<Page up>
Display previous page of entries

<F3>
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From any main menu in General Ledger

( Select Financial Year window
<Home>

Go to first or last entry in list

<F4>

Clear record or window, and go into ‘Add’ mode
<Return>
Enter item or select entry in list

<F5>
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Insert new entry
<Tab>

Skip past prompts

<F6>
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Change to enquiry mode/change key of search
<Shift tab>
Step back to previous prompt

<F7>
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Delete the current record
<Insert>

Insert a space at this character

<F8>
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Help - press/click once ( list of available function keys

Press/click twice ( help text
<Delete>
Delete the character at cursor

<F9>
Abort this program (this function is not always available)
<Esc>
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Go back to previous window (press twice on some systems)

<F10>
Move entry
<Ctrl F>

Clear prompt from cursor onwards 

<F11>

Restore contents of prompt
<Ctrl C>
Change case of a character

<F12>
Undelete entry - insert last deleted entry here
<End>
Next - go to next window/process (this function is not always available)

Table 16: Function keys and GUI buttons in Global 3000
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Introduction 

 XE "tutorial" \r "Tutorial" 
This section gives step by step instructions for carrying out some simple Global 3000 procedures. Try them out on the sample data. This will give you an understanding of how to operate Global 3000 software.


Before you can work through this tutorial on the computer, the installation procedures must have been completed, including the installation of the sample data.


Global 3000 software can operate in either character-based mode or Graphical User Interface (GUI) mode. The keyboard usage is identical in both modes of operation. The GUI operation also enables you to use mouse-based techniques like those you use with standard Windows™ software.


This Tutorial covers both character-based and GUI operation of Global 3000. The GUI commands (which involve a mouse) can be ignored by users of the character-based version.


The functions performed by different keys can vary between terminal types and you can customise your keyboard for your specific requirements with Speedbase Presentation Manager. In this manual we have used the terminology of a standard PC keyboard, and the standard Global 3000 function key usage.


If you are unsure of how the function keys are set up on your computer, the Help key can give you assistance. Pressing the help key within a Global 3000 program displays a list of the available function keys and their usage. By comparing the displayed list with Table 16 on page 91, you should be able to discover how the keys on your computer match the standard Global functions.


If you are still unsure, you can use the Speedbase $BACUS function to list the exact function key configuration on your computer. For further information see ‘Customising the Screen and Keyboard’ in the Global System Manager manual.


The operation of all the Global 3000 modules follows the same conventions. Once you know how to operate one module it is easy to use any of the other modules. This Tutorial walks you through some basic functions in Global 3000 General Ledger. If General Ledger is not available on your system, you can apply the instructions to equivalent programs in another module that is available to you.


This Tutorial is designed to be used in conjunction with the Basic Functions section, see page 81.

Starting Global 3000 General Ledger

Figure 20: Global Main Menu XE "starting Global 3000" 
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To run Global 3000 you must first start up Global on your computer. The procedure for this depends upon the type of computer you are using. It is explained in the Global Operating Manual and the Global Configuration Notes for your computer.


When you start up Global, the Global main menu appears on the screen. This will look similar to Figure 20. The options which are available depend on which modules have been installed on your computer, and how the menu has been customised. This tutorial is designed to be used with the standard sample data.


To start General Ledger select the Global 3000 General Ledger option from the Global main menu.


To do this you can:
· Use the cursor keys to move to the required line and press <Return>.


· Or key the letter or number which is highlighted or underlined and press <Return>.


· Or click with the mouse on the required line.


The main General Ledger menu then appears.

Figure 21: General Ledger Main Menu
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Using Enquiries

 XE "enquiries:tutorial" 
Global 3000 has extensive on-screen enquiry facilities. This part of this Tutorial tells you how to use them. This tutorial is designed to be used with the standard sample data.

1. Start Enquiries
To start the General Ledger Enquiries program, select Enquiries from the General Ledger main menu. The General Ledger Enquiries menu then appears.

Note
If General Ledger is not available on your computer, select a module that is available. Then select the Enquiries option. All the modules apart from Landed Costs have an enquiry option. If you have Landed Costs you will also have Purchase Order Processing which has an extensive enquiry option.

Figure 22: General Ledger Enquiries Menu
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2. Select Profit Centre Enquiry
Select Profit Centres from the General Ledger Enquiries menu. The Financial Year Selection Window then appears.

Note
If you (or someone else) has already used General Ledger since it was invoked from the Global main menu, the financial year window may not appear. Instead you will be taken straight to the Profit Centre Enquiries window shown in Figure 24.

Figure 23: Financial Year Selection Window
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3. Select financial year
This window enables you to select the financial year whose data you want to enquire on.


Select 1998. To do this, use the cursor keys to move the cursor through the list until the cursor is positioned on the 1998 entry. Alternatively you can click on the 1998 entry with the mouse to move directly to it.


You can tell which entry the cursor is on because it is highlighted. When the cursor is on 1998 press <Return>.


The Profit Centre Enquiries window then appears.

Figure 24: Profit Centre Enquiries Window (initial display)
[image: image46.png][ Profit Centie/Acc Balances Company A1 (Standext Systems Ltd )STR

PC Account Account Title Units Period to Date

Juio Jatooo _WWlsales _ Projectors ] 2t oochEl
NTH A1008 Sales - Projectors 3102.13¢
STH a1008 Sales - Projectors 5276.75¢C
n 100 Sales - Highlighters 0.00
NTH a10m1 Sales - Highlighters 7787.75¢0
STH at0m Sales - Highlighters 7778.9u¢ [
np a1002 Sales - Filing Trays 9600.00C
NTH A1002 Sales - Filing Trays 17027.71C
STH a1002 Sales - Filing Trays 11214.96C
nD A1003 Sales - Accessories 11025. 000
NTH A1003 Sales - Accessories 11767.26¢ |
AccountGroup  [1888  Opening Balance 0.08
AccountClass [T ‘Yearta Date 86885 .88C
Enabled? 7 Closing Balance 86885 .88C

OK | Cancel | lnsert DElEE. Fil 7

53]






4. Invoke Enquiry Mode XE "enquiry mode" 
This window displays a summary of the General Ledger accounts for each profit centre. When you first enter the window the information is displayed in account code sequence starting from the lowest account code.


Global 3000 uses a powerful feature called Enquiry Mode which enables you to search and display items in a flexible way. We will now demonstrate this feature.


Press <F6> to invoke Enquiry Mode. The window is cleared as shown in Figure 25. The cursor remains in the Account ID column.

Figure 25: Profit Centre Enquiry Window after pressing <F6>
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5. Enter partial code
Suppose you want to display information about a particular account and you know that it begins with the letter R. Enquiry Mode enables you to search for it.


Type the letter R and the press the <Page Down> key. The accounts are displayed in ascending order, this time starting with the first account which begins with the letter R, as shown below.

Figure 26: Profit Centre Enquiry Window after pressing R followed by <Page Down>
[image: image48.png]Centre/Acc Balances Company A1 (Standext Systems Ltd )STR

PC Account Account Title Units Period to Date
o Jricoo __[llirade Creditors ] L_______o.09
NTH R1008 Trade Creditors .00
STH R1008 Trade Creditors 108224470
np R1001 Sundry Creditors 0.00
NTH R1001 Sundry Creditors 0.00
STH R1001 Sundry Creditors 0.00 [
np R1002 Goods received Not Invoic 0.00
NTH R1002 Goods received Not Invoic 0.00
STH R1002 Goods received Not Invoic 0.00
nID R1003 Goods Returned to Supplie 0.00
NTH R1003 Goods Returned to Supplie 0.00 .|
AccountGroup  [5880  Opening Balance 0.08
AccountClass L ‘Yearta Date 0.08
Enabled? 7 Closing Balance 8.88
OK | Cancel | lnsert DElEE. Fil 7 S







Alternatively you could have keyed R followed by <Page Up> to display the entries up to and including the last account beginning with R, as shown below.

Figure 27: Profit Centre Enquiry Window after pressing R followed by <Page Up>
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To find out what would have happened if there had not been any account codes beginning with R, try repeating the last two steps using the letter L instead of the letter R. (There are no account codes starting with L in the standard sample data.)

6. Invoke alternative sequence
In the previous examples the accounts were displayed in account code sequence. So account A1000 for profit centre MID was followed by account A1000 for profit centre NTH and so on. Suppose you need to examine the accounts for profit centre MID, and for the work you are doing the accounts for NTH and STH are not relevant. We will now use Enquiry Mode to display the accounts in profit centre sequence.


Press <F6>. The contents of the window clears as shown in Figure 25. If you press <F6> again the cursor moves from the Account ID column to the PC column. When you press <Page Down> the accounts are displayed in profit centre sequence, starting with the first profit centre which is MID, as shown in below.

Figure 28: Profit Centre Enquiry Window after pressing <F6> twice followed by <Page Down>
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Press <F6> again to clear the screen so that you can enter a full or partial code as you did before for the account code. Type the letter S followed by <Page Down>. The accounts for profit centre STH are displayed, starting with the first account code.


Press <Page Up> to display the accounts up to and including the last account for profit centre STH.

7. Combine sequences
In some enquiry-mode windows you can combine searches in more than one sequence. Suppose you want to display all the accounts beginning with R for the STH profit centre:

· Press <F6> to clear the screen.


· When the cursor is in the PC column, type ‘STH’. Then press <Return>.


· The cursor moves to the Account ID column.


· Now type R followed by <Page Down>.


· The display starts from the first R account for the STH profit centre.

Note
The option to use a combination of sequences for a search is not available in all enquiry mode windows.

8. Move through list
Now you know how to initiate the display of entries in an enquiry window. But you also need to know how to move around the list of displayed entries. To do this you can:

· Use the cursor keys to move through the list one entry at a time.


· Or use the <Page Up> and <Page Down> keys to move backwards and forwards through the list a page at a time.


· Or use the <Home> key to toggle between the first and last entry in the display.


· Or click with the mouse to move directly to an entry.


· Or click on the arrows on the scroll bar to move one entry up or down the list.

9. Select an entry from the list
The General Ledger Profit Centre Enquiry program enables you to display detailed information relating to the accounts as well as the summary information displayed in list form. To access the more detailed enquiries we first need to select an entry. To do this you can:

· Move the cursor to the entry you want to select and then press <Return>.


· Or double click with the mouse on the required line.


· Or click the required line and then click the OK button.


When you select an entry in this program the Enquiry Options menu appears.

Figure 29: Enquiry Options Menu
[image: image51.png]Foreign Currency Analysis

Transactions
Selective Transactions
Exit






10. Select item from pop-menu
This menu is known as a pop-menu. Pop-menus are menus that appear within a program, as opposed to the main menus that appear between programs and when you first enter a module.


You select an option from a pop-menu in the same way as from a main menu except that you do not need to press <Return> after keying a highlighted number or letter.


When you select an option from this menu a window appears displaying further information about the selected account and profit centre combination. 

Figure 30: Transactions window for account R1000
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Press <Esc> to exit from this window and return to the menu.


Select Exit from the menu to return to the Profit Centre Enquiry window.

11. Return to Main Menu
Press <Esc> in the Profit Centre Enquiry window to return to the Enquiries menu. Select Exit from the Enquiries menu to return to the General Ledger main menu.

12. Practise using enquiries
Now you know the way the enquiry programs work, practise using them by selecting other options in the Enquiries program. The General Ledger manual provides a full description of this program.

Using Help

 XE "help:tutorial" 
You can get context sensitive help in all Global 3000 windows by pressing <F8>. 


When you first press <F8>, a window appears which lists the function keys which are available. When running under the GUI, you can invoke a function by double clicking it.

Figure 31: First Help Window
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When you press <F8> again, a second help window appears. This displays a help text relating to the current window.


The help windows shown in Figure 31 and Figure 32 are those that appear when you invoke help in the Profit Centre Enquiry window. Go back into the Enquiry program as described above and practise using the help function.




Figure 32: Second Help Window
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Entering a Batch

 XE "entering a batch tutorial" 

 XE "transaction entry tutorial" 
This part of the Tutorial gives you step by step instructions for entering a transaction batch into Global 3000 General Ledger. This is designed to familiarise you with the basic data entry functions.


If you have not already worked through Using Enquiries on page 97, we suggest you do so before working through this part of the Tutorial. In Using Enquiries we covered the following basic functions:

· Selecting an option from a menu.


· Using Enquiry Mode.


· Moving through a list.


· Selecting entries from a list.


In this part of the tutorial we assume that you are already familiar with these techniques.

Note
If General Ledger is not available on your computer, select a module that is available. Then select the Transaction Entry option. (The exact name varies from module to module; for example in Sales Order Processing it is called Order Entry.)

1. Select Transaction Entry
From the General Ledger main menu (see Figure 21), select the Transaction Entry option. The Transaction Entry menu appears.

Figure 33: General Ledger Transaction Entry Menu
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2. Select General Journals
From the Transaction Entry menu, select the General Journals option. The Period Selection window appears.

Note
If you have not already selected a financial year since invoking General Ledger, this window is preceded by the Financial Year Selection Window (see Figure 23).

Figure 34: Period Selection Window
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3. Select Period
If you are using the standard sample data, select period 3, otherwise select an open period. If you have worked through Using Enquiries above you will know how to select an entry from a list.

The Batch Detail Entry window appears.

Figure 35: Batch Detail Entry Window
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4. Create new batch
This window lists the batches that have already been recorded for the selected period. We will create a new batch.


Using the <Page Down> and/or cursor down keys, move the cursor to the line below the last entry in the list.


The cursor appears in the Batch Title column. General Ledger has automatically given the first three columns a value. Type in a title for the batch; for example ‘Fred’s Tutorial Batch’. Then press <Return>.

Note
In Global 3000, you press <Return> at a prompt when you are satisfied with its contents. If the program accepts your input the cursor moves to the next item. If the program does not accept your input the cursor stays on the prompt and an error message is displayed or the computer beeps. For example this happens when you type text into a date prompt.


The cursor now moves to the Jnls in Batch - Control prompt. Type the number of journals in the batch; for example 2. Then press <Return>.

Note
The cursor skips the previous items because General Ledger fills in their contents automatically. Under different conditions you would be prompted for some of these items. For example you would be prompted for the company code if the system was multi-company.


The cursor now moves to the Control Total prompt. Enter the total amount of the journals in the batch; for example, 1050. Then press <Return>. The Journal Entry window appears.

Figure 36: Journal Entry Window
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5. Enter the journals
The prompts in this window are listed below. Type a reply at each prompt and then press <Return> to make the cursor move to the next prompt.


Trans. This prompt contains the text ‘Auto’ and is skipped. This is because General Ledger will automatically allocate a reference number to the journal when you finish entering it.


Account. The cursor initially appears in this column. You can either type in the account code directly, or you can press <F1> for a pop-up enquiry (also referred to as a search). This window is described in detail below. It displays a list of valid account codes. When you select an account code from the list, General Ledger automatically enters that code into the Account column. For example, select the account F1001.


Co. This prompt is skipped because the standard sample data has only one company. In a multi-company system you would be prompted for the company code.


PCID. This is prompting you for a profit centre code. You can either enter a code directly or press <F1> for pop-up enquiry. This functions in a similar way to the Account Code pop-up enquiry which is described below. For example, select the code MID.


Date. When the cursor moves to this prompt, the last day of the selected period appears here. This is known as a ‘default’. Accept the default by pressing <Return>.

Definition XE "defaults" 
A default is a value provided by the software at a prompt, when your reply to the prompt is predictable. You do not have to accept a default, you can overtype it with another value. But in the majority of cases it is indeed the value that you want and it saves you typing.


Units. This prompt is skipped unless you selected an account for which units must be entered.


Amount. Enter the amount of the journal. For example, 1050.


D/C. Depending on the account code this defaults to D or C for debit or credit. Accept the default.


Narrative. You can enter up to three lines of narrative, or you can leave these blank. 


When you press <Return> on the third narrative line, the entry of the journal is complete and the cursor moves to the Account prompt on the next line. You can then add more journal lines to the batch in the same way.

Figure 37: Account Code Pop-up Enquiry Window XE "pop-up enquiries:tutorial" 
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This pop-up enquiry window appears when you press <F1> on the Account prompt. When it first appears it displays the accounts in ascending account code sequence. As in the enquiry program described earlier, you can use the <F6> key to enter enquiry mode. You can then enter a full or partial key followed by <Page Down> or <Page Up> to start or end the display from that code.


You can also press <F6> again to change the search sequence from the account code to the account title. This enables you to display the accounts in alphabetical order of their titles, which is useful if you cannot remember the code, but you can remember the name of the account.


You can move through the list with the cursor and <Page Down> and <Page Up> keys in the standard way.


When you find the entry that you require, move the cursor to it and press <Return>. The pop-up window disappears and the selected entry automatically appears in the prompt.

6. Exit from the Journal Entry window
When you have entered two or three journals, press <Esc> to exit from the Journal Entry window. The Batch Options menu then appears.

Figure 38: Batch Options Menu
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7. Post the batch
Until you post the batch, the journals you enter do not affect the account balances. To post the batch, select the Post Batch option from the Batch Options menu.


If the batch balances the Please Confirm Posting Required window appears.


If the batch does not balance, a message appears; for example telling you the control totals do not match the actual totals. 


In this case you can either select the Amend Batch option to return to the Journal Entry window to amend the journals, or add further journals.


Alternatively you can select the Amend Header option to amend the control totals.

Note
The debits and credits in the batch must also balance, i.e. total to zero, before the batch can be posted.

Figure 39: Please Confirm Posting Required Window
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When the Please Confirm Posting Required window appears, you can press <Return> to post the batch. The account balances are then updated and the batch is marked as posted. This means it cannot be amended. When the posting is complete the Batch Options menu appears.

Return to Main Menu
Select the Exit option from the Batch Options menu. This returns you to the Batch Detail Entry window. 


Press <Esc> to return to the Transaction Entry window. 


Select the Exit option to return to the Main General Ledger menu.

Changing Partitions

Introduction XE "partitions" 

 XE "change:partition" 
One of the most useful features of Global System Manager is the ability to run several Global programs at the same time on the same terminal. Each program runs in a different ‘partition’. Partitions are rather like different channels on a television set.


Somewhere on your screen there is a partition indicator. The position and form of this indicator varies according to the type of computer you are using. It may be in the form ‘Partition 1’ or ‘P1’ and it might be in the bottom left hand corner, the top left hand corner or the middle of the top line. 

[image: image62.png]



Partition buttons (1 is selected)
In GUI screens partitions one to four are indicated by the partition buttons on the left hand side of the tool bar. If you are in partition one, the 1 button is grey. If you are in partition two, the 2 button is grey, and so on.

Figure 40: General Ledger running under the GUI, showing on the bottom line the partition indicator, network ID, and on the right hand side the program ID and the mode  
[image: image63.png]Window

V4.5 Accounts by PC
Dptons_ Help

Edt_Functons

1998/ 3

-0 x]

1[2]3|4| 4[p]

|5|m| @lw] & af w = 2 Ble] GlElE] 2wl 2o

Period to Date

2141000 2
3102.13¢
5276.75¢
0.00
7787.75¢
7778.98¢ |
9600. 00
17027.71C
IETITRTT
11025000
11767.266 o

PC Account Account Title

nID A1008 Sales - Projectors

NTH A1008 Sales - Projectors

STH a1008 Sales - Projectors

n 100 Sales - Highlighters

NTH a10m1 Sales - Highlighters

STH at0m Sales - Highlighters

np a1002 Sales - Filing Trays

NTH A1002 Sales - Filing Trays

s Jatooo __WllSales _ Filing Trays

nID A1003 Sales - Accessories

NTH A1003 Sales - Accessories

AccountGroup  [1888  Opening Balance

AccountClass [T ‘Yearta Date

Enabled? 7 Closing Balance
OK | Cancel | lnsert DElEE. Fil

2

0.00
78773.30C
78773.30C

53]

[Pariion 1 Computer 18

[6230  [DsP






Note

 XE "system request (SYSREQ) key" 
To change partitions on a character-based screen, you need to know which is your system request (or SYSREQ) key. If you do not already know, you can find out by running the Global System Manager (GSM) command $T which is described below.

To Change Partition
Depending on how your system is configured, you can have up to nine partitions running at any one time. 


To change to another partition you simply press the <SYSREQ> key followed the number of the partition you want to change to. The partition indicator will then reflect the new partition number.

Example
To change to partition 2, press <SYSREQ> then 2. To change to partition 3, press <SYSREQ> then 3.
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Partition buttons (1 is selected)
When you are running under the GUI:

· You can change between the first four partitions by clicking on the appropriate partition button.
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Next Partition button XE "next partition button" 
· Or you can press the next partition button to change to the next partition in sequence.
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Previous Partition button XE "previous partition button" 
· Or you can press the previous partition button to change to the previous partition in sequence.

Running $T

 XE "$T" 
From any Global main menu press <F1>. The GSM Command box appears.

Figure 41: GSM Command Box XE "Global System Manager (GSM):commands" 
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Type the characters ‘$T’ into the box as shown above. Then press <Return>, or click the OK button.


The screen will now look something like Figure 42. The exact appearance depends on the type of computer and terminal you are using.

Figure 42: Running $T
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Look for the text ‘For SYSREQ use …’. This tells you which key is the System Request key for your computer or terminal. In the previous figure it is the <F10> key.


Press <Esc> to return to the main menu from which you invoked $T.
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Setting up Global 3000 

Introduction

 XE "setting up Global 3000" \r "Setup" 
When you have finished installing the software and setting up the databases for live use, you need to set up the modules so that they are ready for you to use. The steps you need to take to do this are listed below.

System Parameters XE "system parameters" 
The System Parameters enable you to customise your system to your own particular needs. There are two phases:

1. First you need to set up the System Parameters that are common to all the modules. For further information, see page 135.


2. Then you need to set up the module-specific System Parameters for each module that you are going to use. For further information, see the section covering System Parameters in the manuals for the modules you are setting up.

Permanent data XE "permanent data, setting up" 
When you have set up all the System Parameters, you then need to enter the permanent data. The permanent data includes information such as account codes, customer and product details, and so on. 


When you are setting up more than one module, you need to bear in mind that many of the modules are interdependent. This effects the order in which you need to set the modules up. For example, if you are going to use General Ledger with Debtors Ledger and Creditors Ledger, you need to set up the General Ledger before you set up Debtors Ledger and Creditors Ledger.


You should set up the accounting modules before the distribution modules. The set-up sequence for the Global 3000 accounting modules is given in Table 17. The set-up sequence for the Global 3000 distribution modules is given in Table 18.

Scenario Maintenance
For modules that export or import data, you need to set up scenarios to control the import and export processes. For full details see Scenario Maintenance, starting on page 308. If you want to use the sample templates provided by Global Business System, you need to install them. For full details see page 39.

Regular procedures
You need to set up regular procedures, for taking backup copies of your data, doing database rebuilds, etc. For further information see page 131.

Customisation XE "customisation:menus & reports" 

 XE "menus:customisation" 

 XE "report customisation" 
You may want to amend the standard menus to meet your precise needs by using Menu Maintenance (MN); for example to restrict access to the System Maintenance functions to specific operators. For further information see the Global System Manager Manual.

Note
The menus may change in future releases of the software. When you install a new release of the software, any customisation you have made to the menus will be lost. You can however re-key the customisation.


You may want to amend report layouts using Reporter. For further information see the Reporter Manual.

Implementation plan XE "implementation plan" 
We strongly recommend that you draw up a phased implementation plan on paper, with some modules going live before others. 


We suggest that before you discontinue a previous system, you run both systems in parallel for at least one accounting period and check that the same results are produced by both systems.

Training XE "training" 
Global 3000 applications can be complex and proper training is essential to gain the maximum benefit from the software. Inadequately trained staff almost unavoidably become dissatisfied with unfamiliar software, which inevitably affects their overall performance.


We also recommend that Sample Data is installed well in advance of any new implementation to allow operators to familiarise themselves with the system.

Note XE "Data Conversion" 
If you are upgrading from Global 2000, use this section in conjunction with the Global 3000 Data Conversion manual.

Table 17: Set-up sequence for Global 3000 accounting modules XE "set-up sequences" 

 XE "accounting system:set-up sequence" 

 XE "General Ledger:data take on" 
Sequence
Module
See page


1
General Ledger 
122


2
Cash Manager XE "Cash Manager:data take on" 
119

 XE "Debtors Ledger:data take on" 
3
Debtors Ledger
120

 XE "Creditors Ledger:data take on" 
4
Creditors Ledger
119

 XE "Project Ledger:data take on" 
5
Project Ledger
125

 XE "Asset Register:data take on" 
6
Asset Register
118

Table 18: Set-up sequence for Global 3000 distribution modules XE "distribution system:set-up sequence" 

 XE "Product Maintenance:data take on" 
Sequence
Module
See page


1
Product Maintenance
124


2
Stock Control 
127

 XE "Stock Control:data take on" 

 XE "Sales Order Processing:data take on" 
3
Sales Order Processing
126


4
Sales Analysis
127

 XE "Purchase Order Processing:data take on" 
5
Purchase Order Processing
125

 XE "Landed Costs:data take on" 
6
Landed Costs
124

 XE "Intrastat:data take on" 
7
Intrastat
128

 XE "EDI:data take on" 
8
EDI
121

Note
Product Maintenance is required for all modules. For the accounting modules, no Product Maintenance set up is required. If you are using any of the distribution modules, you must set up Product Maintenance before the other distribution modules. The Product Maintenance programs are accessed from the main menu in Stock Control, Sales Order Processing and Purchase Order Processing.

Asset Register Data Take on

 XE "Asset Register:data take on" 
Before you can use your Asset Register, you need to:

· Set up the Asset Register System Parameters.


· Enter depreciation tables via Depreciation Table Maintenance.


· Use Asset Group Maintenance to group together assets of similar types.


· Use Budget Maintenance to set up capital expenditure budgets.


· Enter asset codes via Asset Maintenance Data Load Mode.

Depreciation tables XE "depreciation tables" 
Depreciation tables are used to determine the depreciation percentage to be applied to assets using the Table depreciation method. A depreciation table allows you to have up to five rates of depreciation to be used during the life of an asset. You can specify the number of months that each rate applies to an asset.

Asset groups XE "asset groups" 
Assets of a similar type can be grouped together using an asset group code (consisting of up to 10 characters). This enables you to set up default values (e.g. depreciation method and rates) for an asset group, and allocate these defaults to each new asset  as it is entered. Asset group codes also determine the accounts to which details of the asset are to be posted in General Ledger. If separate groups are required for reporting purposes, they can be combined for General Ledger purposes by quoting the same General Ledger account on each of the groups.

Budget maintenance XE "budget maintenance" 
Details of capital expenditure budgets can be recorded, and identified by a fifteen character code and with the accounting year that they apply to.  When an asset is added a budget code can be recorded against it, and the value of the asset and any subsequent additions will be added to an expenditure total on the budget record.

Data load mode XE "data load mode" 
When initially entering assets into the system, use the Asset Maintenance Data Load Mode program. It does not create any General Ledger postings, and also allows you to record budget and year to date expenditure details.

Further details
For further information on these functions, see the Global 3000 Asset Register Manual.

Cash Manager Data Take on

 XE "Cash Manager:data take on" 
Before you can enter transactions into Cash Manager you need to:

· Set up the Cash Manager System Parameters.


· Enter the cash book details for each company and currency, through Cash Book Maintenance. This should include setting up bank details and dissections for each cash book.


· After defining the cash books in Cash Book Maintenance, you need to go into the Cash Books Window in Company Parameters and define the cash books there.


· Define the interfaces for any modules from which you intend to import data into Cash Manager. You do this through Amend Interface Definitions.


· If you intend to make use of the data export feature, you need to set up scenarios to control the export of data. For full details see Scenario Maintenance, starting on page 308.


· Set the cash book opening balances.

Opening balances XE "opening balances:Cash Manager" 

 XE "initial balances" \t "See opening balances" 
The procedure for setting the cash book opening balances is:

1. Turn off the General Ledger interface in System Parameters so that no General Ledger journals are created for the opening balances. 


2. Enter the initial balances through Transaction Entry.


3. Post these batches.


4. Run a Cash Book Report to check your work.


5. When all opening balances are correct, close the session.


6. If required turn on the General Ledger interface so that future transactions generate General Ledger journals.

Further details
For further information on these functions see the Global 3000 Cash Manager Manual.

Creditors Ledger Data Take on

 XE "Creditors Ledger:data take on" 
Before you can enter transactions into Creditors Ledger you need to:

· Set up the Creditors Ledger System Parameters.


· Enter the supplier details through Amend Supplier Details.


· Define the interfaces for any modules from which you intend to import data into Creditors Ledger or to which you intend to export data. You do this through Amend Interface Definitions.


· If you intend to make use of the data export feature, you need to set up scenarios to control the export of data. For full details see Scenario Maintenance, starting on page 308.


· Set the opening balances.

Opening balances XE "opening balances:Creditors Ledger" 
The procedure for setting the opening balances is:

1. If you do not require historical data from Creditors Ledger on your General Ledger or would prefer to post those values directly into General Ledger, turn off the General Ledger interface in System Parameters. This will stop General Ledger journals being created for the opening balances.


2. Enter the balances from your creditors aged trial balance with one journal per ageing period. Enter the journal date in each instance as the end date of the ageing period to produce the correct ageing within Global 3000 Creditors Ledger. (The journal date can be backdated but cannot be dated after the end of the current period). 


3. Post these batches.


4. Run an aged transactions report to check your work.


5. When all opening balances are correct, close the session.


6. If required turn on the Global 3000 General Ledger interface so that future transactions generate General Ledger journals.

Further details
For further information on these functions, see the Global 3000 Creditors Ledger Manual.

Debtors Ledger Data Take on

 XE "Debtors Ledger:data take on" 
Before you can enter transactions into Debtors Ledger you need to:

· Set up the Debtors Ledger System Parameters.


· Set up any customer attributes in Maintain Attributes. For full details, see page 301.

 XE "customer details" 
· Enter the customer details through Customer Details. Customers can be set up to operate as open item, balance forward or open item with balance forward statements. 


· Define the interfaces for any modules from which you intend to import data into Debtors Ledger or to which you intend to export data. You do this through Amend Interface Definitions.


· If you intend to make use of the data export feature, you need to set up scenarios to control the export of data. For full details see Scenario Maintenance, starting on page 308.


· Set the initial balances.

Initial balances XE "opening balances:Debtors Ledger" 
The procedure for setting the initial balances is:

1. Turn off the General Ledger interface in System Parameters so that no General Ledger journals are created for the opening balances. 


2. Enter the balances from your debtors’ aged trial balance with one journal per ageing period. Enter the journal date in each instance as the end date of the ageing period to produce the correct ageing within Global 3000 Debtors Ledger. (The journal date can be backdated but cannot be dated after the end of the current period). 


3. Post these batches.


4. Run an aged transactions report to check your work.


5. When all opening balances are correct, close the session.


6. If required turn on the Global 3000 General Ledger interface so that future transactions generate General Ledger journals.

Further details
For further information, see the Global 3000 Debtors Ledger Manual.

EDI Data Take on

 XE "EDI:data take on" 
Installing Global 3000 EDI is a complex task as it involves:

· Selecting and obtaining networking software and hardware (which is not part of the Global 3000 product).


· Configuring the networking software and hardware and the Global 3000 EDI module to work together. Both need to be able to accept the order formats your EDI customers and suppliers use (which might be different for each customer and supplier).


· Testing the system.

Note
Contact your software supplier for details of network software which interfaces with Global 3000 EDI.


To set up Global 3000 EDI you need to:

· Install and set up a suitable third-party product to handle communications with a VAN (Value Added Network) on the host PC or Unix system. 


· Configure the networking software. The supplier of the networking software may be able to provide you with parameter files to simplify data mapping etc.


· Set up the EDI system parameters.


· Define translation tables and associate them with customers and suppliers.


· Set up scenarios to control the import and export of data. For full details see Scenario Maintenance, starting on page 308.


· Test the system.

Further details
For further information, see the Global 3000 EDI Manual.

General Ledger Data Take on

 XE "General Ledger:data take on" 
Global 3000 General Ledger is a high-performance system with the potential to store and present your financial information in detail with the minimum of effort on your part. However, to achieve this potential you will need to do some careful planning before entering any data into the General Ledger.


Before you enter transactions into General Ledger you need to define:

· The General Ledger System Parameters.


· Open first financial year in General Ledger via the Open New Financial Year option.


· Accounts groups and account through the Account Group Maintenance and Individual Accounts options.


· Profit centres through Profit Centre Maintenance.


· Profit centre profiles through Profit Centre Profiles Maintenance.


· Budget periodic profiles through Budget Periodic Profiles Maintenance.


· Statement definitions through the Statement Definitions program.


· Interface definitions through the Interface Definitions program.


Many details of the way in which data is organised can be changed; for example you can easily move an account from one account group to another. Other details are less easy to change and you should take care to ensure they are correct when you first set them up. The notes below provide some points to be taken into consideration when planning how to set up your General Ledger.

Accounting periods XE "accounting periods" 
You must decide how many accounting periods you are to use. Twelve monthly periods or thirteen four-week periods are the most common arrangement. You should decide on your financial year start/end dates. 

Companies XE "companies" 
The data for many companies can be stored in a single General Ledger database. When each company is set up, its base currency must be defined. Financial statements can be consolidated for multiple companies.

How much data XE "how much data" 
The database stores data for several financial years and provides comparisons between them. It would be possible simply to enter data for periods starting from the day you start to use the General Ledger. However this would mean that the data for the first year would not be complete. You should therefore enter data for at least the whole of the current year to date. You should also enter the closing balances of Balance Sheet accounts for the previous year, which then act as opening balances for the current year.

Example
If your year starts on 1 January and you start to use the General Ledger in May, you should enter the data for all the periods from January to April before you start entering data for your current period, May.


This approach would provide you with accurate information for the current year. However, many enquiries and reports make comparisons with previous years. There is a trade-off here between the effort you put in and the comparisons available to you from day one. In order to get comparisons between the current year and the previous year, all the data for the previous year must be entered. This can be a considerable task and you may decide it’s not worth it. In this case you will have to wait until the beginning of the next year of operations before you start to get prior-year comparisons.

Accounts, budgets & statements XE "accounts, budgets and statements" 
The other major area you should consider in advance is financial statements, budgets, account groups and accounts. You should set up your account-group/account structure taking account of the detailed information you want to report in your financial statements and the level of detail at which you wish to budget

 XE "budgets" Note
Budgets can be entered for each account and/or account group. However budgets at account and account group levels are completely independent of each other. Budgets at account group level are printed on financial statements, those at account level are only printed in the Comparative Report.

Statements XE "statements" 
The account-group/account structure also has significant impact on the design of your financial statements. The lowest level of detail printed in a financial statement is at the account-group level. In other words, a single printed line could report on the value of a single account-group, or the sum of several account-groups. Details in individual accounts cannot be printed on financial statements, except as schedules. So any account for which you want to print details on a financial statement must be made an account-group in its own right. 

Example
If you want to be able to print the sales of a particular product in your Profit and Loss report you must set up an account-group for these sales with a single account in it. If you added a second account to the group for sales of a different product you would be able to report only on the aggregate sales of the two products.


In order to minimise later changes to the accounts making up each account group you should therefore decide how you wish to do your budgeting and also decide on the level of detail in your financial statements

Further details
For further information see the Global 3000 General Ledger Manual.

Landed Costs Data Take on

 XE "Landed Costs:data take on" 
Before you can enter shipment information you need to set up the following static data within Landed Costs:

· Landed Costs System Parameters.


· Prefixes if they are to be used, via Shipment Prefix Maintenance.


· Attributes if they are to be used, via Attribute Maintenance.


· Standard Overheads, via Maintain Standard Overheads.


· Tariff Codes, via Maintain Tariff Codes.

Further details
For further information see the Landed Costs Manual.

Product Maintenance Data Take on

 XE "Product Maintenance:data take on" 
Before you can use any of the distribution modules, you need to set up the following in Product Maintenance:

· Product group codes via Product Group Maintenance.


· Analysis codes via Analysis Code Maintenance.


· Locations via Location Maintenance.


· Unit codes via Unit Code Maintenance.


· Product details via the Product Details option.

Further information
Product Maintenance is documented in detail in Section Seven of this manual, see page 207.

 Project Ledger Data Take on

 XE "Project Ledger:data take on" 
Before you can enter transactions into Project Ledger you need to set up the following static data:

· Project Ledger System Parameters.


· Prefixes, via Set Prefixes.


· Attributes if they are to be used, via Maintain Attributes.


· Funds, via Fund Maintenance.


· Fund accounts, via Fund Account Maintenance.


· Operations, via Operation Maintenance.


· Projects, via Project Maintenance.


· Sub-projects, via Sub-project Maintenance.


· Contractors, via Contractor Maintenance.


· Costheads, via Maintain Costheads.


· Queries, via Maintain Queries.


· If you intend to make use of the data export feature, you need to set up scenarios to control the export of data. For full details see Scenario Maintenance, starting on page 308.

Further details
For further information see the Project Ledger Manual.

Purchase Order Processing Data Take on

Note XE "Purchase Order Processing:data take on" 
Purchase Order Processing ‘Variance Reason’ codes are set up via the System Codes option of Administration Parameters. For further information see page 154.


Before you can enter transactions into Purchase Order Processing you need to set up:

· Purchase Order Processing System Parameters.


· Supplier/product details, which give information for each supplier/product combination. Details of any number of suppliers can be set up against each product. The information held includes economic order quantity, last quoted cost and expiry date, supplier lead time and discount offered. You use the Supplier/Product Maintenance option in System Maintenance to set up supplier/product details. Alternatively, depending on the setting of a System Parameter, you can create supplier/product records as you enter transactions.

Further details
For further information see the Purchase Order Processing Manual.

Sales Order Processing Data Take on

 XE "Sales Order Processing:data take on" 
Before you can enter transactions into Sales Order Processing you need to set up:

· Sales Order Processing System Parameters.


· Price lists for different customer types and currencies. These are set up using Price and Discount Maintenance.

 XE "discount schemes" 
· Discount schemes.  Both Trade and Quantity Discount schemes can be set up. These are also set up using Price and Discount Maintenance.


· ‘Schema’ files if you intend to use the online credit card authorisation and payments options.

Price lists XE "price lists" 
Depending on your business, you may have a single price list, or different price lists for each customer type/currency combination. The appropriate price list is selected automatically when the customer code is specified at the beginning of order entry.

Further information
For further information see the Sales Order Processing Manual. 

Note
The following is for guidance only and is merely our interpretation of the EC tax rules which came into force on 1 January 1993. We accept no responsibility for any errors or omissions in it.

xe "tax:what to set up"Notes on setting up for EC tax
You should set up, in Administration Parameters, country codes for all countries you are likely to deal with and their EC membership indicator and tax registration mask. The registration number mask is a simple validation aid which is used when registration numbers are entered. The default of question marks imposes no constraints and performs no formatting allowing any alphanumeric string to be entered.


Enter the home country and base currency of each trading company in Company Parameters. 


Enter country, tax status and registration codes for customers in Debtors Ledger and tax codes for products in Product Maintenance.



Sales Analysis Data Take on

 XE "Sales Analysis:data take on" 
Before you use Sales Analysis you need to:

· Ensure that Sales Analysis is marked as in use in the Configuration Window of Administration Parameters.


· Ensure you have set up, via Calendar Maintenance in Administration Parameters, the financial years you want to hold data for. But see warning below. 


· Set up the Sales Analysis System Parameters.

 XE "Sales Analysis:equivalent" 
· Most of the system analysis codes, such as sales rep and territory codes, in Sales Analysis are numeric, whereas they can be alphanumeric in Sales Order Processing. You therefore need to set up numeric equivalents for customer classification, delivery instruction, sales rep and territory codes via the System Codes option in Administration Parameters. 


· Likewise, product group codes are numeric in Sales Analysis but alphanumeric in Sales Order Processing. You need to set up numeric equivalents in Product Group Maintenance.

Warning XE "Sales Analysis:financial years" 
Global 3000 Sales Analysis can hold up to three years of sales history data. The Consolidate/End of Year function in Sales Analysis, automatically allocates space for the latest years defined in the calendar in Administration Parameters, purging previous years data if necessary. If, therefore, you run this function when there is more than one new year defined in the Administration Parameters calendar, you risk losing Sales Analysis data for more than one financial year.

Stock Control Data Take on

Note XE "Stock Control:data take on" 
Stock account codes determine the General Ledger account stock transactions are posted to. You set these up via Distribution Parameters.


Before you can enter transactions into Sales Order Processing you need to set up:

· Stock Control System Parameters.

 XE "stock records" 
· Stock records which hold location-specific information for individual products. This information includes the minimum, maximum and reorder stock levels and the stock check category. These records can be created automatically when you set up a new product in Product Maintenance, if the Create stock records automatically System Parameter is set to A or L, otherwise you will need to set them up manually for each product in each location in which it is held. You do this via Stock Details Maintenance which is an option on the System Maintenance menu.


· Stock levels using the Stock-take function.

Further details
For further information see the Stock Control Manual.

Global 3000 Intrastat Data Take on

 XE "Intrastat:data take on" 
Before you can use Global 3000 Intrastat you need to define:

· Intrastat System Parameters.


· Interface definitions for each system from which data is to be imported.


· Product Details, particularly their 8 digit commodity codes defined in the Intrastat Classification Nomenclature (ICN).


· Account defaults for customers involved in cross-border supplies.

Note
For further information see the Global 3000 Intrastat Manual.

Data Import/Export Data Take on


Before you can use the data import or export facilities you need to: 

· Set up styles for the exported data.


· Set up contents lists at the startpoints from which you wish to export data.


· Set up default and individual program, data and template folders.


· Set up default and individual program, data and template paths.


· Set up scenarios for the data you wish to export.


· Set up templates for exports where required.

Styles
The export or import style determines the format of the file in the host operating system. You can choose the field delimiters you require, whether fields are zero filled, whether titles are to be included and so on. 

Contents lists
Contents lists define the data items which are imported to or exported from a startpoint. The set of data records available at each startpoint is fixed, but you can choose to import or export a selection of the data items on these records. 

Folders
Folders group path information for the files involved in import or export. These are the data file, and for an export optionally a program to be invoked and a template which it will use.

Paths
Paths hold the path and file name of the data files, program files and template files involve in import and export. 

Scenarios
Scenarios control the style, contents list, folders, paths, templates and parameters used in an import or export. You may set up several different scenarios for each startpoint.

Templates
For exports, you can set up a template to be used when a program is invoked after export.

Further information
For information about setting up import/export details, see Scenario Maintenance on page 308.


The Scenarios distributed with the sample data are configured to default as far as possible to the standard installation of Microsoft Office on a PC. The folders used are:

· C:\Program Files\Microsoft office\Office (Word and Excel programs)


· C:\data\edi (EDI extract files)


· C:\data\export (Other extract files)


· C:\Program Files\Microsoft office\ Templates\Global 3000 Export (template files)


· C:\My documents (created documents)


This configuration is typical of that on a standalone PC, or if running the programs locally via a fat client. If your installation corresponds to this no changes will be required in Scenario Maintenance to use the export features. When  a default installation is not in use then you must use Scenario Maintenance to set up the correct paths and folders.

Example
Running a thin client under Windows NT. In this situation, the Global applications are running on the server, where the application data is held. To export data to your local PC, you need to set up an operator specific data path, specifying the full network address of the target folder. You must also set up the target folder as shared with full access rights.


For example, if your user id is ‘amf’ and you wish to use the c:\data\export folder on your PC, you should set up a data path with operator ‘amf’ and path ‘\\remotepc\data\export’ where ‘remotepc’ is the name of your PC as it appears in ‘network neighbourhood’. The C:\data\export folder on your PC should be shared with full network access.

Regular Procedures

 XE "procedures" 

 XE "consistency checks" 

 XE "$BARBL" 
Before you start using your Global 3000 system, you should: 

· Establish procedures for taking regular backups of your data, and for incorporating consistency checks (i.e. $BARBL) on the data.

 XE "databases:monitoring free record levels" 

 XE "record levels in databases" 
· Establish procedures for monitoring the number of free records available in the databases. If the number of free records falls below 15 - 20% of the total number of records allocated, you should consider allocating additional records using the Database Generation Utility.

 XE "audit reports" 

 XE "purge old transactions" 
· You should appoint someone to be responsible for housekeeping tasks which need to be performed periodically or as a matter of judgement, such as printing audit reports and purging old transactions. As well as laying down guidelines as to how often these functions need to be run, you need to establish audit procedures for storing the printed output.

Backing-up your data XE "backing-up your data" 
It is not possible to emphasise strongly enough how important it is for you to make backup copies of your Global 3000 data, or indeed any data you may have on any computer system. You may never need the backup copy of your data, but if you do and there is no backup, your data is lost. Even if your computer functions without any hardware problem you still have to guard against power failure or other unexpected interruptions. 


We suggest you create a schedule of regular backups and maintain a cycle of backups so that at any point in time you have at least a recent and several slightly older copies of the data. Replace backup media regularly, according to manufacturers recommendations.


Backups taken when the applications are being used are likely to be inconsistent. So you should ensure that you take backup the when the Global applications are not in use. 

Note
The host operating system backup may not warn you when files are in use.

 XE "tape utility" 

 XE "$TAPE" 
The recommended backup method is to use the Global Tape Utility $TAPE (as described in its own manual). 

Note XE "$BASAV" 
The Speedbase Presentation Manager backup utility ($BASAV) is not advised as it does not save interface files. If you do decide to use it you must ensure that you post all auto-posting files to all systems before starting the backup, and that you back up (and restore) all Global modules that interface with each other at the same time.

Database rebuild XE "databases:rebuild" 

 XE "$BARBL" 
We recommend that you run the Speedbase database rebuild utility ($BARBL) regularly. The size of your database and the level of activity determines how often you should run this procedure. We suggest that at the very least, a different database is rebuilt each time a backup is taken. Where large volumes of data are stored the database can be reorganised overnight. Not only does this improve performance but also performs integrity checking on the database to ensure it is not corrupt.

Further information
The database rebuild and generation utilities differs slightly depending on whether the data is stored in native, Btrieve, SQL, or C-ISAM format. For further details:

· For native-format databases, see the Global System Manager Manual.


· For C-ISAM format databases, see the Global Operating Manual for Unix.


· For Btrieve and SQL format databases, see Global System Manager Version 8.1 Notes.

Section Six:
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System Parameters

Introduction XE "system parameters:introduction" 

 XE "configuring your system" 

 XE "system parameters" \r "SystemParameters" 

 XE "system parameters" \t "See also administration parameters, company parameters & distribution parameters" 
Global 3000 software is highly configurable and uses many System Parameters which enable you to determine how your company uses the various facilities that are available. 


The System Parameters fall into the following groups:

· Administration Parameters which are common to the accounting and distribution modules.


· Company Parameters which deal mainly with company-specific information.


· Distribution Parameters which deal with information which is relevant only to the distribution modules.

 XE "module-specific parameters" 
· Module-specific parameters which are available in each module and deal with options specific to that module; for example SOP parameters, Debtors Ledger parameters etc. These are covered in the manual relating to the module in question.


The system cannot function without the basic information which the System Parameters provide. So the first time you use a Global 3000 module you are automatically taken through the Administration and Company Parameters and the module specific parameters. If it is a distribution module, you will also be taken through the Distribution Parameters.


Once the system is up and running, the System Parameters can be accessed at any time via the System Maintenance menu in each module.

Codes in Global 3000 XE "codes in Global 3000" 
Global 3000 is high-performance software with the potential to store and present your distribution and accounting information in detail with the minimum of effort on your part. However, to achieve this potential you need to do some careful planning before entering any data into the system. As well as setting up the System Parameters, you need to establish reference codes for accounts, products and so on. 


Before proceeding to establish these codes, read the manual and consider the implications of the coding schemes that you adopt.


You can choose whether some important codes, such as General Ledger account and profit centre codes and product codes are numeric or alphanumeric. 

Alphanumeric codes XE "alphanumeric:codes" 
If you use alphanumeric codes, try to avoid the use of variable length codes, particularly when one code is a subset of another or several others.

Example
Having products AAA-0001 and AAA-001 is likely to lead to confusion.


Selecting a range of codes, for example for a report, is also a potential source of confusion when you use codes of variable length.

Example
If you have products R, RA, RB and RC and gave an instruction to print the products in the range R to R, just product R would be printed. If you then deleted product R and again specified R to R, products RA to RC would then be printed.

Numeric codes XE "numeric:codes" 

 XE "right justification" 

 XE "justification" 
Where the codes you intend to use are purely numeric e.g. numbered companies in a group financial system, you indicate this by declaring the codes right justified. This prevents codes appearing in the sequence 1, 10..19, 2, 20..29, 3 etc.

Note
It is inadvisable to change code parameters, such as code length and justification, after the system is operational.

Single or multi company XE "companies:single or multi" 

 XE "single or multi company" 

 XE "multi-company operation" 
Global 3000 software can manage either a single company or multiple companies. Multi-company processing is of most benefit if your organisation has separate trading entities which deal with the same supplier or customer base. In this case combining the companies in a single database means that the suppliers and customers only have to be set up once and you can enquire on consolidated balances across all companies in your group.


However, if the companies in your group have distinct customer and supplier bases it may be more convenient to set up separate databases each running a single company. Discuss this with your software supplier if you are unsure. Both approaches have their own advantages.

Printing system parameters XE "system parameters:printing" 

 XE "print:system parameters" 
There is a Print System Parameters option on the main System Parameters menu that enables you to print your System Parameter settings.

Administration Parameters

Introduction XE "administration parameters" \t "See also system parameters" 

 XE "administration parameters" \r "AdministrationParameters" 
The Administration Parameters specify the core information needed by the accounting and distribution modules; they are not company-specific. This section describes all the administration parameters. Not all of them are relevant to every module. 


The administration parameters have to be set up before the module-specific parameters: if you try to set up other parameters first you will be presented with the first of the administration parameter screens. 

Warning
Some of the parameters cannot be changed after they have been set up, and some cannot be changed without causing serious problems. When this is so, it is specified in the text. You should therefore take great care when setting these parameters.

Administration Parameters Menu
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Figure 43: Administration Parameters Menu XE "Administration Parameters Menu" 
This menu appears when you select Administration from the main System Parameters menu which appears when you select System Parameters from the System Maintenance menu in any Global 3000 module

The options are:

Operating options
These parameters control the overall operation of your system. ( Operating Options - Part One window, see page 138.

Calendar details
View and enter financial calendar details. ( Calendar Maintenance window, see page 151.

System codes
This option enables you to define a number of different types of code that are used in the various Global 3000 modules. For example Asset Register codes, customer classifications, delivery instructions, exchange rate tables, buying groups, sales representatives, Stock Control reason codes, credit card types and prefixes, and territory codes. ( Right Justify System Codes window, see page 153.

Tax codes
This option enables you to define your tax environment and tax codes. ( Tax Code Maintenance window, see page 162.

Country codes
This option enables you to set up and maintain the country information needed for tax handling. ( Country Codes window, see page 166.

Trading terms
This option enables you to set up and maintain trading terms codes. ( Trading Terms Code Maintenance window, see page 168.

Currency parameters
View, enter, amend and delete currency and exchange rate details. ( Currency Parameters window, see page ?.

Company parameters
Enter the company-specific parameters. ( Company Parameters menu, see page 181.

Exit
( System Parameters menu.

Operating Options - Part One

Figure 44: Operating Options Window XE "Operating Options Window:part one"  - Part One 

This window appears when you select Operating Options from the Administration Parameters menu
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Purpose XE "periods:number in year" 

 XE "financial periods:number in year" 

 XE "accounting periods:number in year" 
This window enables you to specify the number of financial periods in a year, whether you intend to set up more than one company, and whether company codes are to be numeric. 

The prompts are:

Default financial periods XE “administration parameters:default financial periods" 
Enter the number of financial periods you have in a year. This should be either 12 or 13. This determines the number of periods that will be set up next time you create a calendar for a financial year.

Multi-company XE "multi-company operation" 

 XE “administration parameters:multi-company" 

 XE "companies:multiple" 
(Y/N.) Enter Y if you intend to set up more than one company. Then whenever you enter a Global 3000 module, a window appears enabling you to select the company whose data you want to work on. You can easily change to another company when necessary. 


Enter N if you intend to set up only one company. 


You can change this parameter from N to Y to make a single company system multi-company. You then need to set up the new company details in Company Parameters.

Warning
You should not change this parameter from Y to N after your system is operational.

Right justify company-id XE “administration parameters:right-justify company-ids" 

 XE "right justification:company ids" 

 XE "justification:company ids" 

 XE "numeric:company ids" 

 XE "alphanumeric:company ids" 

 XE "companies:format of ids" 

 XE "format:company ids" 
(Y/N.) Enter Y if you are using numeric company codes. Otherwise enter N.

Warning
You should not change this parameter after it is set up.

Further information
For further information on right justification, see page 136.

On completion
( Operating Options Window - Part Two.

Operating Options - Part Two

Figure 45: Operating Options Window XE "Operating Options Window:part two"  - Part Two

This window appears when you confirm your replies in the Operating Options Window - Part One window
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Purpose
This window enables you to specify currency and tax parameters.

The prompts are:

Multi-currency XE "multi-currency" 

 XE "currency:multi" 

 XE “administration parameters:multi-currency" 
(Y/N.) Enter Y if you need to record transactions in more than one currency.


If you enter N, the system will not prompt for a currency during transaction entry. However you must still define the base currency at the next prompt.


You can change from single to multi-currency, (i.e. from N to Y). 

Warning
You cannot change from multi-currency to single currency (i.e. from Y to N).

Default base currency XE “administration parameters:default base currency" 

 XE "base currency" 

 XE "currency:base" 
Each company has its own base currency. The base currency you enter here is used as a default when you set up a new company.

Warning
You should not change this parameter after it is set up.

Foreign currency postings in GL XE “administration parameters:foreign currency postings in GL" 

 XE "General Ledger:foreign currency postings" 

 XE "foreign currency postings in General Ledger" 

 XE "foreign currency postings in General Ledger" \t "See also currency" 
(Y/N.) Enter Y to allow foreign currency transactions to be entered in General Ledger, otherwise N. 


You can only set this prompt to Y if ‘Multi-currency’ above is also set to Y.

Tax reference XE “administration parameters:tax reference" 

 XE "tax:reference" 

 XE "VAT" \t "See tax" 

 XE "GST" 
Enter a three character tax abbreviation; for example VAT or GST. This will appear on windows and reports.

Note
In this manual the tax reference in use is ‘VAT’; for example the title in the ‘Tax Code Maintenance’ window is ‘VAT Code Maintenance’ (see page 162.

House exchange rate type XE “administration parameters:house exchange rate table" 

 XE "house exchange rate table" 

 XE "exchange rate tables" 
The code of the exchange rate table to be used for non-tax exchange rate calculations. Press <F1> for a list of valid codes.


You can change this parameter after your system is operational. All new transactions will then use the new exchange rate table.

Note
Exchange rate tables are defined through the System Codes option of Administration Parameters.


Exchange rates themselves are entered through the Currency Parameters option of Administration Parameters.


You can define different tables to be used for non-tax exchange rate calculations:

· In Creditors Ledger for use in Creditors Ledger, POP, and Landed Costs.


· In Debtors Ledger for use in Debtors Ledger and SOP.

Tax exchange rate type XE “administration parameters:tax exchange rate table" 

 XE "tax:exchange rate table" 

 XE "exchange rate tables" 
The code of the exchange rate table to be used for tax calculations. It can be the same as the house exchange rate table if this is acceptable to your local tax office. Press <F1> for a list of valid codes.

Tax analysis in DL XE “administration parameters:tax analysis in DL & CL" 

 XE "tax:analysis in DL & CL" 

 XE "Debtors Ledger:tax analysis" 
(Y/N.) Enter Y if you want Debtors Ledger to prompt for and calculate tax. Enter N if you want all Debtors Ledger transactions to be zero-rated.


You can change this parameter to affect new transactions entered into Debtors Ledger.

Tax analysis in CL XE "Creditors Ledger:tax analysis" 
(Y/N.) Enter Y if you want Creditors Ledger to prompt for and calculate tax. Enter N if you want all Creditors Ledger transactions to be zero-rated.


You can change this parameter to affect new transactions entered into Creditors Ledger.

On completion
( Configuration window.

Configuration

Figure 46: Configuration Window XE "Configuration Window" 
This window appears when you confirm your replies in the Operating Options - Part Two Window
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Purpose XE “administration parameters:Global 3000 module selection" 

 XE "Global 3000:module selection" 

 XE "module selection" 
This window contains indicators which are used by the software to establish which Global 3000 modules are in use. These indicators are automatically set when you install Global 3000 for the first time. When you install additional modules, the table is updated. Under normal circumstances you do not need to change these indicators.

The prompts are:

Creditors Ledger XE "Creditors Ledger:selection in system parameters" 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Debtors Ledger XE "Debtors Ledger: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

General Ledger XE "General Ledger: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Purchase Order Processing XE "Purchase Order Processing: selection in system parameters "  
(Y/N.) Enter Y if the module is to be used, otherwise N.

Note
Global 3000 Purchase Order Processing is referred to as POP in this manual.

Landed Costs XE "Landed Costs: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Global Sales Analysis XE "Sales Analysis: selection in system parameters " 
(H/Y/N.) Enter Y if Global 3000 Sales Analysis to be used. Enter H if Global 3000 Sales History to be used. Enter N if neither of these modules are to be used.

Note XE "Sales History" 
When you set this indicator to H for Sales History, Sales Order Processing automatically creates a text output file for processing by Sales History when invoices are printed.

Sales Order Processing XE "Sales Order Processing: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Note
Global 3000 Sales Order Processing is referred to as SOP in this manual.

Stock Control XE "Stock Control: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Electronic Data Interchange XE "EDI: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Note
Global 3000 Electronic Data Interchange is referred to as EDI in this manual.

Bill of Materials
(Y/N.) This option is not currently available, so enter N.

Intrastat XE "Intrastat: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Cash Manager XE "Cash Manager: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Asset Register XE "Asset Register: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

Project Ledger XE "Project Ledger: selection in system parameters " 
(Y/N.) Enter Y if the module is to be used, otherwise N.

On confirmation
The window that appears next depends on which modules are marked as in use in this window:

· If General Ledger is in use  General Ledger Integration Window.


· If Cash Manager is in use, but General Ledger is not  Cash Manager Integration Window, see page 146.

· If neither Cash Manager nor General Ledger is in use ( Accounting Parameters Window, see page 148.

General Ledger Integration

Figure 47: General Ledger Integration Window XE "General Ledger Integration Window" 
This window appears when you confirm your replies in the Configuration Window if General Ledger is in use
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Purpose XE "Cash Manager:postings to General Ledger" \r "OnLineToGL" 

 XE "Debtors Ledger:postings to General Ledger" \r "OnLineToGL" 

 XE "Creditors Ledger:postings to General Ledger" \r "OnLineToGL" 

 XE "General Ledger:postings from CL, CM & DL" \r "OnLineToGL" 

 XE "on-line posting:to General Ledger" \r "OnLineToGL" 

 XE "posting:to General Ledger" \r "OnLineToGL" 

 XE "administration parameters:on-line posting" 

 XE "auto-transfers:to General Ledger" \r "OnLineToGL" 
The parameters in this window control postings into General Ledger from:

· Debtors Ledger.


· Creditors Ledger.


· Cash Manager.


These are referred to below as ‘sub-modules’.


Postings from these modules to General Ledger are made via a transfer file. This can be generated and transferred into General Ledger:

· Via the ‘on-line posting’ option, in which the transfer file is automatically generated and transferred into General Ledger whenever a batch in one of the sub-modules is posted. On-line posting is only available for ‘BOS’ format interfaces.

 XE "auto-entry" 
· By manually invoking the Create GL Transfer File option in the sub-modules, and then the Auto-Entry function in General Ledger. This enables one transfer file to be created in each sub-module at specific intervals, for example, once a week or once a financial period. This method must be used if the modules are on different computers.

Note
In Cash Manager, the on-line option also generates General Ledger transfer files when currency exchange information is confirmed, when a fund transfer is closed, and when a bank reconciliation involving foreign currency transactions is closed.

 XE "auto-entry report" \r "OnLineToGL” 

 XE "reporting:transfers to General Ledger" \r "OnLineToGL" 
The first parameter in this window controls how these postings are made. When the on-line option is selected, the remaining parameters enable you to enter criteria for the posting report which can be printed when batches are transferred into General Ledger. In the General Ledger Manual, this report is called the Auto-Entry Report.

Note XE "BOS interface" 

 XE "interface, BOS" 

 XE "interface definitions" 
You need to define the details of the transfer file interfaces in System Parameters in the sub-modules, and in Interface Definitions in General Ledger. The option to print a report of the transfer is only available for interfaces with the ‘BOS’ format. This format is available when posting from Global 3000 modules version 4.2 or later.


The interface definition controls whether the General Ledger batches created by the transfer are automatically posted in General Ledger, thus preventing any further amendments. When this option is not selected you need to post the batches manually in General Ledger after the transfer is complete.

Further information
For further information, see Automatic Transfers and Interface Definitions in the General Ledger Manual. 

The prompts are:

On-line posting to General Ledger 
(Y/N.) Enter Y to select on-line posting to General Ledger from Debtors Ledger, Creditors Ledger and Cash Manager. 


Enter N if you want to initiate the transfer from these modules into General Ledger manually. This is necessary if the sub-modules are on different computers from General Ledger. 

Note
When this prompt is set to N the remaining prompts in the window are skipped. This is because you have the opportunity to enter selection criteria for the auto-entry report when you run the auto-entry program in General Ledger .

Print detailed/summary/ no posting report
(Only if on-line posting is selected.) When a file is transferred into General Ledger you can print the auto-entry report showing each transaction involved in the transfer, together with control totals. This prompt controls the generation of this report. Enter one of the following:

· D for a detailed report.


· S for a summary report.


· N for no report.

Standard or maximum width XE "standard width report" 

 XE "maximum width report" 

 XE "width of auto-entry report" 
(Only if on-line posting is selected.) This prompt controls the width of the Auto-Entry report. Enter one of the following:

· S for a standard width report. This format prints values with up to nine leading decimal places. Values which exceed this appear as asterisks. This format can be printed on most standard printers and can be displayed on the screen. We recommend you use this option except when you are dealing with very large values.


· M for a maximum width report. This format prints values with up to 15 leading decimal places and requires a printer capable of printing at least 202 characters per line. This format cannot be displayed on the screen.

Posting report sequence XE "sequence of auto-entry report" 
(Only if on-line posting is selected.) This prompt controls the sequence of the transactions on the Auto-Entry report. The report always sequences the transactions by company/profit centre/account codes. However you have a choice of the way the report sequences the items posted to each General Ledger account. This is designed to facilitate reconciliation with the originating modules. Enter one of the following:

· B for batch/item sequence. The transactions are shown in ascending sequence of the sending system daybook batch and item numbers. This option is useful for audit trailing between General Ledger and the other Global 3000 financial modules.

 XE "order numbers" 
· O for original order number sequence. The transactions are shown in ascending sequence of their sending system order numbers. This option is useful for reconciling postings at Purchase Order Goods Receipt with Purchase Invoice postings which come to General Ledger via Creditors Ledger.

 XE "document numbers" 
· R for document reference sequence. The transactions are shown in ascending document number sequence. This option is useful for sorting out postings that arise at different points in the business cycle but which are cross-related by document reference.

On confirmation
If Cash Manager is in use  Cash Manager Integration Window.

Otherwise ( Accounting Parameters Window, see page 148.

Cash Manager Integration

Figure 48: Cash Manager Integration Window XE "Cash Manager Integration Window" 
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If Cash Manager is in use, this window appears when you confirm your replies in:

· The General Ledger Integration Window, if General Ledger is in use.

· The Configuration Window, if General Ledger is not in use.

Purpose XE "Cash Manager:postings from DL & CL" \r "OnLineToCM" 

 XE "Creditors Ledger:postings to Cash Manager" \r "OnLineToCM" 

 XE "Debtors Ledger:postings to Cash Manager" \r "OnLineToCM" 

 XE "on-line posting:to Cash Manager" \r "OnLineToCM" 

 XE "posting:to Cash Manager" \r "OnLineToCM" 

 XE "administration parameters:on-line posting" 

 XE "auto-transfers:to Cash Manager" \r "OnLineToCM" 
The parameters in this window control postings into Cash Manager from Debtors Ledger and Creditors Ledger.


Postings from these modules to Cash Manager are made via a transfer file. This can be generated and transferred into Cash Manager in two distinct ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into Cash Manager at the time of posting; i.e. whenever a payment, refund, or dishonoured cheque batch is posted in Debtors Ledger, or a payment or voided cheque batch is posted in Creditors Ledger. On-line posting is only available for ‘BOS’ format interfaces.


· Manually via a two stage process. First the transfer file is generated when you run the Close Session function in Debtors Ledger and Creditors Ledger. Then you have to go into Cash Manager and invoke the Auto-Transfer function to transfer the files into Cash Manager. This method enables one transfer file to be created in each sub-module at specific intervals. This method must be used if the modules are on different computers.

 XE "auto-transfer report" 

 XE "reporting:transfers to Cash Manager" 
The option to transfer automatically at the time of posting in the sub-module is referred to in Global 3000 documentation as ‘on-line posting’. You select this option via the first parameter in this window. When it is selected, the other parameter in this window enables you to specify whether you want to print a report of the transactions. In the Cash Manager Manual, this report is called the Auto-Transfer Report.

Note XE "BOS interface" 

 XE "interface, BOS" 

 XE "interface definitions" 
You need to define the details of the transfer file interfaces in Interface Definitions in both the sub-modules, and in Cash Manager. The option to print a report of the transfer is only available for interfaces with the ‘BOS’ format. This format is available when posting from Global 3000 modules version 4.2 or later.


The interface definition controls whether the batches created when files are transferred into Cash Manager are automatically closed in Cash Manager, thus preventing any further amendments. When this option is not selected you need to close the batches manually in Cash Manager Ledger after the transfer is complete.


The interface definition also controls whether the transactions are consolidated as they are transferred into Cash Manager.

Note
You cannot enable on-line posting to Cash Manager if a session is open in either Debtors Ledger or Creditors Ledger. Close any open sessions and use the Automatic Transfer option in Cash Manager to ensure that all postings have been transferred into Cash Manager before enabling on-line posting

Further information
For further information, see Interface Definitions and Auto-Transfers in the Cash Manager Manual. 

The prompts are:

On-line posting to Cash Manager
(Y/N.) Enter Y to select on-line posting to Cash Manager from Debtors Ledger and Creditors Ledger.


Enter N if you want to initiate the transfer from these modules into Cash Manager manually through the Cash Manager Auto-Transfers option. This is necessary if the sub-modules are on different computers from Cash Manager. 

Note
When this prompt is set to N, the next prompt is skipped. This is because you have the opportunity of selecting whether to print the report when you run the Auto-Transfers option in Cash Manager. 

Print posting report XE "auto-transfer report" 

 XE "reporting:transfers to Cash Manager" 
(Only if on-line posting is selected.) When a file is transferred into Cash Manager you can print the Auto-Transfers report showing the Cash Manager postings and the constituent elements of consolidated postings. Enter Y if you want to print this report, enter N if you do not. 

On confirmation
 Accounting Parameters Window.

Accounting Parameters

Figure 49: Accounting Parameters Window XE "Accounting Parameters Window" 
This window appears when you confirm your replies in the Configuration window, the General Ledger Integration window or the Cash Manager Integration window
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Purpose
This window contains parameters which define the interpretation of General Ledger profit centre ids and account ids throughout the financial and distribution modules.

Warning
You should not change the parameters in this window after they have been set up.

The prompts are:

Right justify profit centre Ids XE “administration parameters:right justify profit centre ids" 

 XE "right justification:profit centre codes" 

 XE "justification:profit centre codes" 

 XE "numeric:profit centre codes" 

 XE "alphanumeric:profit centre codes" 

 XE "profit centre:format of codes" 

 XE "format:profit centre codes" 
(Y/N.) Enter Y if you intend to use numeric profit centre codes. Enter N if you intend to use alphanumeric profit centre codes.

Further information
For further information on right justification, see page 136.

Right justify account Ids XE “administration parameters:right justify account ids" 

 XE "right justification:account codes" 

 XE "justification:account codes" 

 XE "alphanumeric:account codes" 

 XE "numeric:account codes" 

 XE "account codes:format" 

 XE "format:account codes" 
(Y/N.) Enter Y if you intend to use numeric General Ledger account codes. Enter N if you intend to use alphanumeric General Ledger account codes.

Account code length (1-10) XE “administration parameters:account code length" 

 XE "length:account codes" 
Specify the maximum number of digits/characters to be allowed in a General Ledger account code. Ensure that the length you specify is large enough to cater for the existing account code length and future expansion.

Note
This parameter also determines the length of account group codes in General Ledger.

Check accounts against General Ledger XE “administration parameters:check accounts against General Ledger" 

 XE "General Ledger:check accounts against" 

 XE "check accounts against General Ledger" 

 XE "account codes:check against General Ledger" 
(Y/N.) This indicator relates to Global 3000 Cash Manager, Creditors Ledger and Debtors Ledger. Enter Y to check General Ledger profit centre and account codes against the actual General Ledger chart of accounts. Enter N to check them against the offline chart of accounts set up in Company Parameters.

Note
This indicator can also be set in the General Ledger Interface windows of Cash Manager, Creditors Ledger and Debtors Ledger System Parameters. There is only one indicator. If you set it in one module, you automatically set it for the other modules and in this window too.

Red-ink corrections XE "red-ink corrections"  in CL, DL, & CM XE "Cash Manager:red-ink corrections" 

 XE "Debtors Ledger:red-ink corrections" 

 XE "Creditors Ledger:red-ink corrections" 

 XE “administration parameters:red-ink corrections in CL, DL, & CM" 

 XE "corrections, red-ink" 
(Y/N.) This controls the postings that are generated in General Ledger from correction transactions in Debtors and Creditors Ledgers and Cash Manager. If red-ink corrections are in use in General Ledger and this is set to Y, reversal journals, and dishonoured/void cheque batches from Debtors and Creditors, and negative receipts and payments entered into Cash Manager, are posted to General Ledger as negative credits and debits as required. This ensures that the correct totals of debits and credits are maintained within the General Ledger.


This indicator should be set to N if there is no General Ledger interface, or if red-ink corrections are not in use in General Ledger.

Further information
For more information on red-ink corrections in General Ledger see Credit/Debit Notation in the General Ledger Manual.

On completion
If multi-currency operation is in use  Currency Format Window.

Otherwise ( Administration Parameters menu, see page 137.

Currency Format

Figure 50: Currency Format Window

 XE "Currency Format Window" 
This window appears when you complete your replies in the Accounting Parameters window when multi-currency operation is in use
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Note
This window only appears if multi-currency operation is in use.

Purpose XE "audit rates" \r "AuditRates" 

 XE "exchange rates" \r "AuditRates" 

 XE "multi-part exchange rates" \r "AuditRates" 

 XE "sub-currencies" \r "AuditRates" 

 XE "master currencies" \r "AuditRates" 

 XE "administration parameters:currency format" \r "AuditRates" 

 XE "currency:parameters" 
Global 3000 presents information about the exchange rates in enquiries and on printed reports, as the number of units of one currency that equate to a single unit of the other currency. This parameter provides a choice of how ‘multi-part exchange rates’ are expressed.

 XE "euro" 

 XE "euro" \t "See also master currencies" 
Multi-part exchange rates are currency conversions that involve more than one exchange rate; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the variable rate between the euro and the US dollar.


When the exchange rate in this example is displayed in Global 3000 reports and enquiries, it can be expressed in two ways:

· As the variable element of the multi-part exchange rate:

n.nn euro = 1US dollar.


· As the overall or ‘audit’ rate:

n.nn sub-currency = 1 US dollar. 

Note
This parameter does not affect the way exchange rates are entered and displayed in the exchange rate tables or when entering transactions. 

The prompt is:

Use audit exchange rates
(Y/N.) Enter Y if you want Global 3000 to express multi-part exchange rates in enquiries and reports as audit rates. Global 3000 always derives the audit rate from the two currency values involved in the currency conversion.


Enter N if you do not want to use audit rates in Global 3000 reports and enquiries. This means that when a multi-part exchange rate is displayed in enquiries and reports, only the variable element of the two or more exchange rates involved is displayed. 

On completion
 Administration Parameters Menu, see page 137.

Calendar Maintenance

Figure 51: Calendar Maintenance Window XE "Calendar Maintenance Window" 
This window appears when you select Calendar Details from the Administration Parameters menu
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Purpose
This window enables you to set up details of the financial calendar. 

Warning XE "Sales Analysis" 
If Global 3000 Sales Analysis is in use, do not create more than one financial year in advance, as this can result in Sales Analysis data for previous years being lost. For further information, see page 127

The prompt is:

Note
The year that is initially displayed is the last year that has been set up on the calendar.

Financial year XE "financial year, define" 

 XE “administration parameters:financial year" 

 XE "add:financial years" 

 XE "years" 
This is the identifier for the financial year. We recommend that you use the actual year in which the financial year begins as the identifier; for example 1997.


Global 3000 software uses financial year and period to control accounting but determines the year and period of, say, an invoice by comparing the invoice date with the table of period end dates set up in the Financial Period End Dates window which appears next.

 XE "date formats" 

 XE "format:dates" 

 XE "European date format" 

 XE "American date format" Note XE "$CUS" 
Dates in Global 3000 modules can appear in European (DD/MM/YY) or American (MM/DD/YY) format depending on the setting selected in the Global System Manager $CUS facility. See the Global System Manager Manual for further details.

On completion
( Financial Period End Dates Window.

On exit
( Administration Parameters menu, see page 137.

Financial Period End Dates

Figure 52: Financial Period End Dates Window XE "Financial Period End Dates Window" 
This window appears when you confirm your replies in the Calendar Maintenance window
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Purpose XE "financial periods:define" 

 XE "periods:define" 

 XE "accounting periods:define" 

 XE "add:financial periods" 
This window enables you to define the end date of each financial period in a new financial year. 

The prompt for each period are:

 XE “administration parameters:period" Period
The number of periods depends on the setting of the ‘Default financial periods’ parameter in the first Operating Options window and can be either 12 or 13.

Start date
If a previous year has been defined on the calendar, the start dates default to the equivalent dates in the previous year.

End date
If a previous year has been defined on the calendar, the end dates default to the equivalent dates in the previous year.

Warning
The financial period dates can only be amended when you are entering a new year. It is not possible to change them once they have been set up.

On exit
Press <Esc> to exit from the window. ( Calendar Maintenance window.

Right Justify System Codes

Figure 53: Right Justify System Codes Window XE "Right Justify System Codes Window" 
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This window appears when you select System Codes from the Administration Parameters menu

Purpose
The System Codes option enables you to define a number of different types of code that are used in the various Global 3000 modules. For example Asset Register codes, customer classifications, delivery instructions, exchange rate tables, buying groups, sales representatives, Stock Control reason codes, variance reasons, credit card types and prefixes, and territory codes.


This window enables you to define whether or not these codes are to be right justified.

The prompt is:

Right justify system codes XE “administration parameters:right justify system codes" 

 XE "right justification:system codes" 

 XE "numeric:system codes" 

 XE "alphanumeric:system codes" 

 XE "format:system codes" 

 XE "justification:system codes" 
(Y/N.) Enter Y if you want to use numeric codes, otherwise enter N.

Warning
You should not change this parameter after it is set up.

On completion
( System Codes menu.

System Codes
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Figure 54: System Codes Menu XE "System Codes Menu" 

 XE "system codes" 
This menu appears when you complete your replies in the Right Justify System Codes Window.

Note
Customer and Asset Register classifications, sales reps, and territories can be used in General Ledger as analysis categories. For information about how to set this up, see the General Ledger Manual.

The options are:

Asset Register XE "Asset Register:codes"  codes
These codes are used in Asset Register as analysis categories and, if Asset Register is not integrating directly with General Ledger, for validating profit centre codes.  Asset Register Codes Menu.

Customer classifications XE "customer classifications" 

 XE "classification of customers" 
These codes are used in Debtors Ledger to group similar customers together for reports, enquiries, etc. ( Customer Classifications menu. see page 156.

Delivery instructions XE "delivery instructions" 
Each customer in Debtors Ledger and location in Product Maintenance can have a delivery instruction code associated with it. These codes indicate the method of delivery for sales orders to the customer, and stock requisitions to the transfer location. ( System Code Maintenance window, see page 157.

Exchange rate tables XE "exchange rate tables" 
These codes are used to define exchange rate tables. If necessary, you can define more than one exchange rate table; for example to differentiate between the Customs and Excise approved exchange rates and your standard in-house exchange rates. Most businesses can use one set of (approved) rates for both purposes. ( System Code Maintenance window, see page 157.

Note
You define which exchange rate table is to be used for house exchange rates and which for tax in the Second Operating Options Window, see page 139. 


You can also define different tables to be used for house exchange rates:

· In Creditors Ledger for use in Creditors Ledger, POP, and Landed Costs.


· In Debtors Ledger for use in Debtors Ledger and SOP.


You enter the exchange rates for the tables via Currency Parameters, see page 169.

Buying groups XE "buying groups" 

 XE "Stock Control:buying groups" 
This is an optional code type used by Stock Control. If any buying groups are defined, the operator is prompted for a buying group code for each product in the Product Maintenance Stock Details window. This enables products to be grouped together; for example, because they require particular specialised knowledge during purchase, or because they are manufactured internally. The operator can then select products by buying group for printing on the Stock Reorder Report. ( System Code Maintenance window, see page 157.

Sales representatives XE "sales representative codes" 

 XE "rep codes" 
Each customer in Debtors Ledger can have one of these codes associated with it. These codes are used to group customers together (usually, but not necessarily, by the sales representative who services them) for reports, enquiries, etc. Rep codes are particularly useful for sales analysis purposes. ( System Code Maintenance window, see page 157.

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’.

Stock Control reasons XE "Stock Control:reason codes" 
These codes enable you to record reasons for, and print an audit trail of, stock adjustments, supplier and customer returns, and stock write-offs in Stock Control. ( Stock Control Reason Codes menu, see page 159.

Variance reasons XE "variance reasons" 

 XE "Purchase Order Processing:variance reasons" 
These codes are used in Purchase Order Processing to categorise any variations between purchase orders as placed and as received. ( System Code Maintenance window, see page 157.

Credit card types XE "credit card:types" 
Select this option to enter codes and descriptions for valid credit card types. ( System Code Maintenance window, see page 157.

Credit card prefixes XE "credit card:prefixes" 
The first one to eight digits of a credit card number, the ‘prefix’, are used to identify its type. Select this option to specify details of valid prefixes. ( Credit Card Prefixes window, see page 160.

Territory codes XE "territory codes" 
Each customer in Debtors Ledger can have a territory code associated with it. These codes are used to group customers together (usually, but not necessarily, by the sales territory) for reports, enquiries, etc. Territory codes are particularly useful for sales analysis purposes. ( System Code Maintenance window, see page 157.

Note
You can change the title of this code through the Customer Classification Titles window of Debtors Ledger System Parameters.

Exit
( Administration Parameters Menu, see page 137.

Asset Register Codes Menu

Figure 55: Asset Register Codes Menu
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This menu appears when you select Asset Register Codes from the System Codes Menu.

Purpose XE "Asset Register:codes" 
These codes are used in Asset Register. The short codes 1-5 are used to provide additional analysis for assets. You can define the title of these codes via an option in Asset Register System Parameters; for example, if you want to use the first set of codes to record the manager responsible for each asset, you can give that set the title ‘Manager’.

 XE "profit centre:Asset Register" 
The profit centre codes are used for validating profit centre codes when Asset Register is not integrated with Global 3000 General Ledger.

The options are:

Short codes 1-5
Select the group of Asset Register analysis codes you want to maintain.

Profit Centres
Select this option to maintain Asset Register profit centre codes.

On selection
( System Code Maintenance window, see page 157.

Exit
( System Codes menu, see page 154.

Customer Classifications Menu
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Figure 56: Customer Classifications Menu

 XE "Customer Classifications Menu" 
This menu appears when you select Customer Classifications from the System Codes menu

 XE "customer classifications" 

 XE "classification of customers" Purpose
Customer classifications are used in Debtors Ledger to group customers for reporting and enquiry purposes. Up to four sets of classification codes can be set up. This menu enables you to select the set of classification codes you want to define or amend.

Note
The use of the customer classification codes is optional. You can choose to use one, two, three, all four or none of them. If you want to be able to enter a classification code or codes for a customer in Debtors Ledger, you must define the classification headings in the Customer Classification Titles window of Debtors Ledger System Parameters.

The options are:

Customer class 1-4
Select the group of customer classifications you want to maintain.

On selection
( System Code Maintenance window, see page 157.

Exit
( System Codes menu, see page 154.

System Code Maintenance

Figure 57: System Code Maintenance Window

 XE "System Code Maintenance Window" 

 XE “administration parameters:system codes" 
This window appears when you select Territory Codes from the System Codes menu
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Note
This window parallels the window that appears when you select an option on the Asset Register Codes, Customer Classifications, or Stock Control Reason Codes menus, or when you select Delivery Instructions, Exchange Rate Tables, Buying Groups, Sales Reps, Variance Reasons, or Credit Card Types from the System Codes menu.

Purpose
This window lists existing system codes of the selected type and enables you to define new codes and to amend the descriptions of existing ones.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:system codes" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:system codes" 
To amend an entry, position the cursor on the required line and press <Return>. You cannot change the code, but you can amend the description.

Delete XE "delete:system codes" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts are:

Code XE "system codes" 
Enter a code of up to four characters.

Note
Note that up to two lines can be defined per delivery instruction, by entering the same 3-character code twice (only three characters of the four-character code can be entered; the fourth is used to automatically sequence - as first and second - any two lines with the same code).

Description
Enter a description of up to thirty characters.

Sales Analysis XE "Sales Analysis:equivalent"  equivalent
(Only for Delivery Instructions, Sales Representatives, Territories, and Customer Classifications 1 if Sales Analysis is in use.) Enter a numeric code which can be used by Sales Analysis to identify the associated code. It must be unique within the set of codes. 

Acquirer XE "acquirer" 

 XE "credit card:acquirer" 
(Credit card types only.) This is used to group credit card details to minimise connection time during payment submissions. Enter a code in the range A to Z, or leave blank if no grouping is required.

Note 
Known card acquirers are: Barclays Merchant Services, Natwest Streamline, Midland Card Services, Lloyds Card Net, Allied Irish Bank, Amex and Diners.

On exit
( System Codes menu, see page 154.

Stock Control Reason Codes

Figure 58: Stock Control XE "Stock Control:reason codes"  Reasons Codes Menu XE "Stock Control Reasons Codes Menu" 
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This menu appears when you select Stock Control Reasons from the System Codes menu

The options are:

Stock adjustment reasons XE "stock adjustment reasons" 
If you define any of these reason codes, Stock Control prompts you for one when you enter a stock adjustment and enables you to print a stock adjustments audit trail.

Otherwise Stock Control does not prompt you a stock adjustment reason code and you cannot print an audit trail of stock adjustments.

Supplier returns reasons XE "supplier returns:reasons" 
If you define any of these reason codes, Stock Control prompts you for one when you enter a supplier return and enables you to print a supplier returns audit trail.

Otherwise Stock Control does not prompt you a supplier returns reason code and you cannot print an audit trail of supplier returns.

Customer returns reasons XE "customer returns reasons" 
If you define any of these reason codes, Stock Control prompts you for one when you enter a customer return and enables you to print a customer returns audit trail.

Otherwise Stock Control does not prompt you a customer returns reason code and you cannot print an audit trail of customer returns.

Stock write-off reasons XE "write-offs:reasons" 

 XE "stock write-offs:reasons" 
If you define any of these reason codes, Stock Control prompts you for one when you enter a stock write-off and enables you to print a stock write-offs audit trail.

Otherwise Stock Control does not prompt you a stock write-off reason code and you cannot print an audit trail of stock write-offs.

On selection
When you select one of the above options, ( System Code Maintenance window, see page 157.

Exit
( System Codes menu, see page 154.

Credit Card Prefixes

Figure 59: Credit Card Prefixes Window XE "Credit Card Prefixes Window" 

 XE "credit card:prefixes" 

 XE “administration parameters:credit card prefixes" 
This window appears when you select Credit Card Prefixes from the System Codes menu
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Purpose XE "prefixes:for credit cards" 
The first one to eight digits of a credit card number, the ‘prefix’, are used to identify its type. This window enables you to set up details of the credit card prefixes which are in use. It lists the prefixes which have already been defined.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:credit card prefix" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:credit card prefix" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:credit card prefix" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Note XE "schema files" 

 XE "credit card:schema files" 
If you intend to use the on-line authorisation and payments options in Sales Order Processing, you need to set up some system files called ‘schema’ files. These are documented in Appendix A of the Sales Order Processing Manual.

Note
Two scripts are available which automatically define the standard set of credit card prefixes as at the release date. These scripts are named ‘Q.CCTYPE’ and ‘Q.CCPREF’ and contain instructions about how to run them. They can be found on the Sales Order Processing installation diskette.

The prompts are:

Card prefix XE "range of credit card numbers" 
Enter the first (up to eight) digits of the card number which identify the card type. 


If only a sub-set of cards beginning with the prefix are valid, you can enter the prefix as a range of card numbers, for example 490302-9. The program automatically translates this to a prefix of 49030 and a ‘Valid card numbers’ range of 490302 to 490309. The ‘Valid card numbers’ prompts are described below.

Card length XE "length:credit card numbers" 
Enter the number of digits in the full card number. This can be between 11 and 19.

Valid XE "validity of credit cards" 
(Y/N.) Enter N if cards with this prefix are to be automatically rejected; for example because you do not accept Diners cards. The default is Y.

Issue XE "issue number of credit card" 

 XE "credit card:issue number" 
(Y/N.) Enter Y if the operator should be prompted for an issue number when entering details for this type of card. This is normally only required for Switch cards. The default is N.

Card type
Enter a valid credit card type or press <F1> for a pop-up enquiry. When you enter a valid type its description is displayed in the lower part of the window.

Note
Credit card types are defined through the Credit Card Types option on the System Codes menu.

Acquirer code
(Display only.) The acquirer code defined for the credit card type is shown. Acquirer codes are used to control the batching of card details to minimise connection time during payment submissions.

Auth (days) XE "authorisation frequency for credit cards" 
These two numbers determine when credit card details are submitted for authorisation:

· The first number defines the number of days before the Required Date that authorisation is first applied for. This can be zero, which indicates authorisation is sought on the Required Date.


· The second number determines the interval in days before authorisation must be re-sought for outstanding orders. Most credit card acquirers specify ten days for this. This cannot be zero. 

Example
8/10 specifies that credit card details should be submitted for authorisation eight days before the order’s Required Date, and every ten days thereafter. This allows a two day slippage on the Required Date to occur before the card must be re-authorised. 8/8 would mean that every late shipment causes a re-submission of cards for authorisation.

Valid card numbers from…to XE "range of credit card numbers" 
If only a subset of cards beginning with the prefix are valid, enter the highest and lowest possible values of the first eight digits. If you entered a range of numbers at the ‘Prefix’ prompt, the program automatically displays them here.


If you leave these prompts blank, the From prompt defaults to all zeroes and the To prompt defaults to all nines.

Example
A prefix of 49030 uniquely identifies a Midland Card. However they only issue card numbers 490302000000000000 to 490309999999999999. To indicate this, enter 490302 at the From prompt and 490309 at the To prompt.


You must enter as many digits as possible in the prefix. In the example above, the program would not allow you to enter a prefix of 49 and a range of 490302 – 490309. You have to enter all the shared leading digits; i.e. 49030.

On exit
( System Codes menu, see page 154.

Tax Code Maintenance

Figure 60: Tax Code Maintenance Window XE "Tax Code Maintenance Window" 

 XE “administration parameters:tax code maintenance" 
This window appears when you select Tax Codes from the Administration Parameters menu
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Note
The three character tax abbreviation in this window (VAT in the figure above) is determined by the setting of the ‘Tax reference’ parameter in the Operating Options - Part 2 window, see page 139.

Purpose
This window enables you to define tax codes and their rates and descriptions. It lists any tax codes that you have already defined.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:tax codes" 

 XE "tax:codes, add, amend & delete" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:tax codes" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:tax codes" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Warning
We strongly recommend that you never delete tax codes, as there may be existing or historical transactions that use the code.

The prompts are:

Code
A code of up to two characters.

Description
A description of up to 20 characters. This can be changed at any time.

% XE "percentage for tax code" 
The percentage rate for the tax code. This can be changed at any time, to affect new transactions.

On completion
Press <End> to go to the Tax Options window.

On exit
Press <Esc> to return to the Administration Parameters menu, see page 137.

Tax Options

Figure 61: Tax Options Window XE "Tax Options Window" 

 XE “administration parameters:tax options" 
This window appears when you press <End> in the Tax Code Maintenance Window
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Note
The three character tax abbreviation in this window (VAT in the figure above) is determined by the setting of the ‘Tax reference’ parameter in the Operating Options - Part 2 window, see page 139.

Purpose
This window enables you to select various tax options and to define standard tax codes.

The prompts are:

EC processing XE "EC tax processing" 

 XE "tax:processing options" 
(Y/N.) Enter Y if you are going to record sales and purchases subject to EC taxation.

Code for EC supplies XE "EC supplies tax code" 
Enter the code identifying tax on sales to the EC as defined in the Tax Code Maintenance window. This is the default for the EC tax code when creating new products. A pop-up enquiry is available.

UK processing XE "UK tax processing" . XE "Irish Republic:tax code" 
(Y/N.) Set this to Y if tax is to be calculated on net reduced by settlement discount. Set to N to calculate tax on complete net. This should be set to N for use in the Republic of Ireland

Note
If UK Processing is selected, the Calculate by Line and Wholesale Processing options are automatically set to N, and the wholesale price list name is cleared. This is because these items do not apply to tax in the UK at this time.

Calculate by line XE "calculate tax by line" 
(Y/N.) Set to Y if tax is to be calculated line by line per invoice. This is automatically set to N if UK processing has been selected, and should be set to N for other EC countries.

Round XE "rounding:tax calculations"  to nearest
(Y/N.) If set to Y it causes the tax calculation to round to the nearest second decimal place (i.e. cents, pence etc) rather than truncating.

Wholesale processing XE "wholesale:tax processing" 

 XE "Australia" 
(Y/N.) Normally set to N. Y is only relevant to countries operating a wholesale tax system, e.g. Australia.

Wholesale XE "wholesale:price list" 

 XE "price lists:wholesale"  price list
(Only applicable if the previous option is set to Y.) Use this price list to contain the maximum taxable values.

VAT reconciliation report XE "VAT reconciliation report" 

 XE "tax:reconciliation report" 

 XE “administration parameters:VAT reconciliation report" 
(Y/N.) Enter Y if you want to use the VAT Reconciliation Report feature, otherwise enter N. The default is Y.

 XE "General Ledger:VAT reconciliation report" 
The VAT Reconciliation Report is an option in General Ledger which requires the recording of additional information relating to the ‘tax class’ of transactions. When you set this indicator to Y, the programs in General Ledger, Debtors Ledger and Creditors Ledger automatically record this extra information. If you want to use the feature, you should therefore set this indicator to Y and not change it. 

 XE "Creditors Ledger:VAT reconciliation report" 

 XE "Debtors Ledger:VAT reconciliation report" 
If you use this option tax analysis in Debtors Ledger and Creditors Ledger cannot be performed by batch. 


If you are not using the feature you can change the indicator from N to Y to start using it.

Note XE "BOS interface" 

 XE "interface, BOS" 
This feature is only available for postings from Debtors Ledger and Creditors Ledger to General Ledger made via the ‘BOS’ interface; i.e. it is not available for postings from standard Global 2000 applications nor from versions of standard Global 3000 applications earlier than 4.2.

Code for domestic supplies XE "domestic supplies tax code" 
Enter the code for domestic and non-registered EC sales as defined in the Tax Code Maintenance window. This is the default for the domestic standard rate tax code when creating new products. A pop-up enquiry is available.

Code for exempt supplies XE "exempt supplies tax code" 
Enter the code for tax-exempt supplies as defined in the Tax Code Maintenance window. A pop-up enquiry is available.

Code for overseas supplies XE "overseas supplies tax code" 
Enter the code for normal orders delivered overseas as defined in the Tax Code Maintenance window. A pop-up enquiry is available.

Code for zero-rated supplies XE "zero-rated supplies tax code" 
Enter the code for zero-rated sales orders as defined in the Tax Code Maintenance window. A pop-up enquiry is available.

On completion
( Administration Parameters menu, see page 137.



Country Codes

Figure 62: Country Codes Window XE "Country Codes Window" 
This window appears when you select Country Codes from the Administration Parameters Menu
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Purpose
This window lists countries that have already been defined and enables you to enter and amend country information needed for tax handling. 


You should set up country codes for every country you trade with.

Note XE "EC Sales List" 

 XE "statistics report" 

 XE "reporting:EC sales list" 

 XE "reporting:statistics report" 
Standard country codes are required for the EC Sales List (ESL) in Debtors Ledger and the statistics report in Global 3000 Intrastat. If you set up the country codes incorrectly these reports will be incorrect.


For four countries the country codes required for these two reports are different as shown in Table 19. However if you define these four codes according to the requirements for the ESL, Global 3000 Intrastat will automatically translate them to the correct Intrastat codes.

Table 19: Country codes that are different in the ESL and Intrastat reports XE "Belgium, country code" 

 XE "Greece, country code" 

 XE "Irish Republic:country code" 

 XE "Luxembourg, country code" 
Country 
ESL Code 
Intrastat Code


Belgium
BE
BL


Greece 
EL
GR


Irish Republic 
IR
IE


Luxembourg 
LU
BL

Warning
You should check with your local tax office for the correct country codes.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "country:define" 

 XE "add:country codes" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:country code" 
To amend an entry, position the cursor on the required line and press <Return>. You can amend the country description, but not the code.

Delete XE "delete:country code" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Warning
We strongly recommend that you never delete country codes.

The prompts are:

Code
A code of up to two characters.

Note
For recommended codes for EC and non-EC countries, see Appendix A, page 385.

Country
A description of up to 30 characters.

EC
(Y/N.) Enter Y if the country is in the EC, otherwise enter N.

Tax XE "tax:registration masks" 

 XE "masks:tax registration codes"  reg mask XE "registration masks" 
The tax registration mask determines the format of tax registration codes which differ between countries. The following symbols can be used in a mask:

· ?
will allow any character including blank spaces. So a mask of ?????????????? will enable any registration code or none to be entered.


· X
will allow any character except for blanks.


· 9
forces a number to be entered


Any other character (including blanks) forces that character to appear. 

Example
If you set the UK mask to be GB 999 9999 99 only registrations starting with GB and consisting of numbers with blank spaces in the correct places would be accepted. The registration GB 123 1234 56 would be accepted but GB123 45 6 would be rejected. 

Note
If the mask is left completely blank no registration codes will be accepted.

On exit
( Administration Parameters Menu, see page 137.

Trading Terms Code Maintenance

Figure 63: Trading Terms Code Maintenance Window XE "Trading Terms Code Maintenance Window" 
This window appears when you select Trading Terms from the Administration Parameters Menu
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Purpose
This window lists trading terms codes which have already been defined. It enables you to enter new trading terms and to amend existing trading terms.


Trading terms codes determine the due and discount dates of invoices and the settlement discount offered.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "terms codes" 

 XE "add:trading terms codes" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:trading terms codes" 
To amend an entry, position the cursor on the required line and press <Return>. 

Warning
You should not delete trading terms after the system is operational.

The prompts are:

Code
Enter a terms code of up to 2 characters.

Description
Enter a description of up to 20 characters.

Invoice message XE "invoice:message" 
Enter a message to appear on invoices using this terms code, in up to 40 characters.

Due date XE "due date" , type
This code determines when an invoice based on the terms code is due. It can be:

· D for a particular number of Days from the invoice date.


· M for a particular day of the Month.


· nM for a particular day in the nth month hence.

Days
If you entered D above, this is the number of days after the invoice date that the invoice is due.

If you entered M above, it is the day of the month that the invoice is due.

Example
If you enter 18 and the Type is D, this means the due date is 18 days after the invoice date. If the type is M, it means the 18th day of the month.

Discount date XE "discount date & percentage" , type…days
See Due Date, Type and Days above.

Discount percentage XE "percentage discount" 
Enter the discount percentage.

On exit
( Administration Parameters menu, see page 137.

Currency Parameters

Figure 64: Currency Parameters Window

 XE "Currency Parameters Window" 
This window appears when you select Currency Parameters from the Administration Parameters Window
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Purpose XE "currency:parameters" \r "CurrencyParameters" 

 XE “administration parameters:currency parameters" \r "CurrencyParameters" 
Currency Parameters provide the currency codes, descriptions, symbols, exchange rates and conversion protocols used to manage multi-currency operations throughout Global 3000.

 XE "currency:codes, add, amend & delete" 
This window lists currencies that have already been defined. It enables you to:

· Enter, amend and delete currency details. 


· Define a currency as a ‘master currency’.


· Select a currency to enter and amend its exchange rates.

Master currencies XE "master currencies" \r "MasterCurrenciesText" 

 XE "sub-currencies" 
The essential features of a master currency are:

· It has sub-currencies associated with it. 


· The exchange rates between the master and each sub-currency are fixed at any one time. These exchange rates can be given start and expiry dates. This feature enables new fixed rates to be defined.


· Global 3000 does not allow the exchange rate between a master currency and any of its sub-currencies to be overridden at any time by a spot rate†.


· While a currency is defined as a sub-currency, all conversions between it and any other currency are made via the master currency. Therefore the only exchange rate that can apply to a sub-currency at any one time, is the rate between itself and its master currency.


· As a result, to convert monetary values from a sub-currency to a currency other than its master, Global 3000 always converts the sub-currency value to its equivalent value in the master currency, and then converts the value in master currency to the required currency.

 XE "rounding:currency conversions" 
· All currency conversions in Global 3000 which involve a master currency hold the intermediate values to six decimal places*. Rounding only takes place when the value in the currency being converted to, is established. The rounding takes account of the decimal precision of that currency.


· The exchange rates between a master currency and its sub-currencies, are always held as the amount by which the master currency is multiplied to give the sub-currency. They are never held as the amount the sub-currency is multiplied by to give the master currency.


· A master currency cannot be a sub-currency of another master currency.

† XE "cross rates" 
Global 3000 does allow you to enter a one-off cross rate between a sub-currency and another independent currency for a specific transaction. When you do this, Global 3000 respects the fixed rate between the sub-currency and the master currency, and derives a spot rate for the variable rate between the independent currency and the master currency. 

*
When converting values of 1000 billion (US) and more in General Ledger and Project Ledger, Global 3000 can only maintain three places of precision.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:currency" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Select  XE "amend:currency" 
To select an entry to amend it, or to enter and amend exchange rates for it, move the cursor to the required line and press <Return>.  Exchange Options Menu, see page 172.

Delete XE "delete:currency" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted. You cannot delete a currency if there are outstanding transactions against it.

Note XE "single currency systems" 
If you are operating a single-currency system you must define the code and description of your operating currency.

The prompts for each currency are:

Code
Enter a code of up to three characters. 

Note
For recommended codes for EC currencies, see Appendix A, page 385.

Description
Enter a description of up to 20 characters.

Symbol XE "symbols for currencies" 
Enter the currency’s symbol (e.g. $) for use in reports etc. 

Master
(Y/N.) Enter Y to indicate that this currency is a master currency. Enter N to indicate that this is not a master currency.

Warning
Once this indicator is set to Y for a currency, it cannot be changed.

Further information
For further information about master currencies, see page 170.

Decimals XE "decimal precision of currencies" 

 XE "decimal places:currencies" 
This prompt controls the ‘decimal precision’ of the currency. Enter one of the following:

· 2 for currencies which are maintained with two decimal places; e.g. the UK pound.

 XE "escudo" 
· 1 for currencies which are maintained with one decimal place; e.g. the Portuguese escudo. Values in a currency with a decimal precision of one, appear on the screen and in reports with two decimal places, the second of which is set to zero. When you are prompted for a value in the currency, you can enter a value with one decimal place, or with two decimal places if the second is set to zero. You cannot enter a non-zero value in the second decimal place.

 XE "zero decimal precision" 

 XE "lire" 
· 0 for currencies which do not have sub-units; e.g. the Italian lire. Values in a currency with zero decimal precision appear on the screen and in reports with two decimal places set to zero. When you are prompted for a value in the currency, you can enter a value with no decimal places, or with the decimal places set to zero. You cannot enter non-zero decimal places.

Note
Reducing the decimal precision of a currency does not affect values in that currency already held on file. These values continue through the system, processed at their original precision.

On completion
If you are adding a new entry:

· If there are multiple exchange rate tables  Exchange Rates From Window, see page 176.

· Otherwise  Exchange Rates Maintenance Window, see page 177.

Otherwise  Next line in window.

On exit
( Administration Parameters menu, see page 137.

Exchange Options Menu
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Figure 65: Exchange Options Menu XE "Exchange Options Menu" 
This menu appears when you select a currency in the Currency Parameters Window.

The options are:

Add rates for date
This option enables you to quickly add and amend new exchange rate entries for the selected currency.  New Rates Window.

Currency details
Amend the details in the Currency Parameters Window for the selected entry.  Currency Parameters Window, see page 169.

Maintain rates
Enter and amend exchange rate entries for the selected currency. The response depends on how many exchange rate tables have been defined:

· If there is only one exchange rate table  Exchange Rates Maintenance Window, see page 177. 


· Otherwise  Exchange Rates From Window, see page 176.

Exit
 Currency Parameters Window, see page 169.

New Rates

Figure 66: New Rates Window XE "New Rates Window" 
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This window appears when you select Add Rates for Date from the Exchange Options Menu.

Purpose
This window enables you to select the exchange rate table whose rates you want to enter and amend, and to enter the start date for the new rates. 

The prompts are:

Table
Enter the code of the exchange rate table whose rates you want to enter or amend. Press <F1> for a pop-up enquiry.


If there is only one exchange rate table defined in your system, it is automatically selected and this prompt is skipped.

Note
Exchange rate table codes are defined via the System Codes option of Administration Parameters.

Valid from XE "start date for exchange rates" 
Enter the start date for the rates you are entering or amending. The default is today; i.e. the GSM system date.

On completion
 Rates for Currency on Date Window.

On exit
Exchange Options Menu, see page 172.

Rates for Currency on Date

Figure 67: Rates for Currency on Date Window XE "Rates for Currency on Date Window" 
This window appears when you complete your replies in the New Rates Window
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Purpose XE "exchange rates" \r "ExchangeRates" 

 XE "quick option for adding exchange rates" 

 XE "from currency" 
This window enables you to quickly add and amend new exchange rate entries for the selected exchange rate table and start date for converting from the currency selected in the Currency Parameters Window. This currency is displayed in the title bar of the window and is referred to below as the ‘from’ currency.


This window lists any exchange rate entries with the same start date which have already been defined in the exchange rate table for converting the ‘from’ currency.

 XE "to currency" 
You use this window to define new exchange rate entries for converting from the ‘from’ currency to the currency defined for each entry (the ‘to’ currency).


You can use this window to automatically replace previous exchange rate entries which are current on the selected start date if their expiry date is blank, but not if expiry dates have been set. 


This window has the following features to make it quick and easy to enter new exchange rates:

· You are not prompted for an expiry date. Exchange rate entries added through this window have their expiry date left blank. If necessary, you can set up expiry dates via the Exchange Rates Maintenance Window, see page 176. 


· When you enter an exchange rate in this window, Global 3000 checks the preceding entries in the table for the currency combination. If the expiry date on the last entry is blank, Global 3000 automatically re-sets it to the day before the start date of the new entry.


· When you add an entry in this window, a corresponding entry with the ‘from’ and ‘to’ currencies transposed is automatically added to the exchange rate table. Both entries have the same rate, and the operation (Op) is set to multiply on one and divide on the other.

Note
You cannot enter a new exchange rate in this window for currencies defined as sub-currencies on the start date. To enter a new rate for a sub-currency, use the Exchange Rates Maintenance Window, described on page 176.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:exchange rates" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:exchange rates" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete exchange rates" 
To delete an entry, position the cursor on it and press <F7>. If a previous entry exists for the same currencies in the selected exchange rate table, you are asked if you want to reinstate it. Otherwise you are asked for confirmation before the entry is deleted.

Note
Global 3000 re-instates the previous rate, by removing its expiry date.

The prompts are:

Converting XE "to currency" 
Enter the code of the currency you are converting to; i.e. the ‘to’ currency. Press <F1> for a list of valid currency codes. The name of the currency is displayed to confirm your choice.

Note
You cannot enter a currency here:

· Which is defined as a sub-currency on the selected start date. 


· For which the expiry date on its last entry is not blank, and is after the selected start date.


To create new entries for these currencies, use the Exchange Rates Maintenance Window, described on page 176.

Rate
Enter the exchange rate. This can be specified to six decimal places of precision.

Op XE "opearation of exchange rates" 
(Display only.) This indicates whether the ‘from’ currency is multiplied  or divided by the exchange rate to convert it to the ‘to’ currency. If the new rate is replacing a previous entry, this is set to the value on the superseded entry, otherwise it is set to /.

It can be one of the following:

· * if values in the ‘from’ currency are multiplied by the exchange rate to convert them to values in the ‘to’ currency.


· / if values in the ‘from’ currency are divided by the exchange rate to convert them to the ‘to’ currency.

Note
If you need to change this setting, use the Exchange Rate Maintenance Window, see page 176.

On completion
( Next line in the window.

On exit
( Exchange Options Menu, see page 172.

Exchange Rates From

Figure 68: Exchange Rates From Window XE "Exchange Rate Maintenance Window" 
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This window appears when you do one of the following:

· Complete your replies in Currency Parameters Window when entering a new currency, if there are multiple exchange rate tables.

· Select Maintain Rates from the Exchange Options Menu.

Purpose XE “administration parameters:exchange rate maintenance" 
Tables of exchange rates are used by the accounting functions of Global 3000 to convert transaction values from one currency to another. This window enables you to specify the exchange rate table whose exchange rates you want to maintain. 

The prompts are:

Table XE "exchange rate tables" 
Enter the code of the required exchange rate table or press <F1> for a pop up enquiry.

Note
Exchange rate table codes are defined via the System Codes option of Administration Parameters.

On completion
( Exchange Rates Maintenance Window.

Exchange Rates Maintenance

Figure 69: Exchange Rates Maintenance Window XE "Exchange Rates Maintenance Window" 
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This window appears when you:

· Complete your relies in the currency window if there is only one exchange rate table.

· Select Maintain Rates from the Exchange Options Menu if there is only one exchange rate table,
· Complete your replies in the New Rates window,

Purpose XE "from currency" 
This window enables you to add new exchange rates to, and amend and delete existing rates in, the selected exchange rate table. This window lists existing exchange rates in the table for converting from the currency selected in the Currency Parameters Window. This currency is displayed in the title bar of the window, and is referred to below as the ‘from’ currency.

 XE "to currency" 
The entries in this window define an exchange rate for converting from the ‘from’ currency to the currency defined for the entry (the ‘to’ currency). Each entry can optionally be restricted to a time period for which the rate is valid by entering start and expiry dates.

Move through list
You can move through the table using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:exchange rates" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Note
When you add an entry in this window, a corresponding entry with the ‘from’ and ‘to’ currencies transposed is automatically added to the exchange rate table. Both entries have the same rate, and the operation (Op) is set to multiply on one and divide on the other.

Amend XE "amend:exchange rates" 
To amend an entry, position the cursor on the required line and press <Return>. 

Note
We strongly recommend that you maintain a complete exchange rate history for as long as you retain your transaction history. So when an exchange rate changes, do not amend or delete the existing entry, rather create a new entry with the start date set appropriately.

Warning
Amending or deleting old rates when transactions still exist that require those rates can lead to errors. 

Delete XE "delete:exchange rates" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Note XE "variable exchange rates" 

 XE "spot rates" 

 XE "overriding exchange rates" 

 XE "floating exchange rates" 
In this documentation we use the term ‘floating exchange rate’ to mean an exchange rate between two currencies, neither of which is a sub-currency, which may vary from day to day and which can be overridden with a spot rate during transaction entry.

 XE "fixed exchange rates" 
We use the term ‘fixed exchange rate’ to mean an exchange rate that is fixed for a specified time period between a master and a sub-currency. Fixed exchange rates cannot be overridden with spot rates in Global 3000. When necessary, a fixed rate can be changed, either by amending an entry in this window, or, preferably, by creating a new entry with new start and expiry dates.

The prompts are:

Type XE "normal exchange rate entries" 
This defines the relationship between the ‘from’ and the ‘to’ currencies. Valid settings are:

· N
Normal. This defines the exchange rate as a normal variable rate between two currencies, neither of which is a sub-currency. 


· M
Master. This defines the exchange rate as a fixed rate between a master ‘from’ currency and a ‘to’ sub-currency. This setting is only valid when the ‘from’ currency is defined as a master currency in the Currency Parameters Window.


The rate must be defined as the figure the master currency is multiplied by to give a value in the sub-currency.


When you enter a new entry of this type, a corresponding type S entry is automatically added to the exchange rate table for the sub-currency.

 XE "sub-currencies" 
· S
Sub-currency. This defines the exchange rate as a fixed rate between a ‘from’ sub-currency and a ‘to’ master currency. 


The rate must be defined as the figure the sub-currency is divided by to give a value in the master currency.


When you enter a new entry of this type, a corresponding type M entry is automatically added to the exchange rate table for the master currency.

Note
It is the presence of a type S entry in the table that defines a currency as a sub-currency. The currency is only a sub-currency during the time defined for it on the type S entry or entries in the table. There can be no other exchange rates defined for the currency for the same time period; during this time all currency conversions involving the sub-currency are made via the master currency. 

 XE "withdrawal of sub-currency" 

 XE "master currencies:withdrawals from" 

 XE "sub-currencies" 
If a sub-currency withdraws from a master currency, you set the expiry date on the last type S entry for the currency in the table to the date of withdrawal. 

Op XE "operation of exchange rates" 
This indicates whether the ‘from’ currency is multiplied  or divided by the exchange rate to convert it to the ‘to’ currency. Enter one of the following:

· *
to multiply values in the ‘from’ currency by the exchange rate to convert them to values in the ‘to’ currency.


· /
to divide values in the ‘from’ currency by the exchange rate to convert them to the ‘to’ currency.

Note
For type M entries, this is automatically set to * and the prompt is skipped. For type S entries, this is automatically set to / and the prompt is skipped.

Rate
Enter the exchange rate. This can be specified to six decimal places of precision. 

Note
Global 3000:

· Always converts to and from a sub-currency via the master currency.


· Holds the intermediate master currency value to six decimal places. (When converting values of 1000 billion (US) and more in General Ledger and Project Ledger, Global 3000 can only maintain three places of precision.)


· Establishes the value in the currency being converted to, and then rounds this value to the currency’s decimal precision.

To XE "to currency" 
Enter the code of the currency you are converting to; i.e. the ‘to’ currency. If the entry type is S, you can only enter a currency which is defined as a master currency. Press <F1> for a list of valid currency codes.

Starts XE "start dates for exchange rates" 
Set this to the first day on which the rate is valid. If this is the earliest rate in the table for this combination of currencies, leaving this prompt blank means it is used to convert all values that are dated on or before the expiry date.


If you are adding a new entry, and there are other entries for this combination of currencies already in the table, you cannot enter a start date which falls within the date ranges covered by the existing rates. 

Expires XE "exchange rates:expiry date" 

 XE "expiry date:exchange rates" 
Set this to the last day on which the exchange rate is valid. If this is the last rate in the table for this combination of currencies, leaving this date blank means it is used to convert all values that are dated on or after the start date.


If you are adding a new entry, and there are other entries for this combination of currencies already in the table, you cannot enter an expiry date which falls within the date ranges covered by the existing rates.

On completion
( Next line in the window.

On exit
If only one exchange rate table has been defined  Exchange Options Menu, see page 172.

Otherwise  Exchange Rates From Window, see page 176.

Company Parameters

Introduction XE "company parameters" \r "CompanyParameters" 

 XE "company parameters" \t "See also system parameters" 
The Company Parameters deal with company-specific information.


Some basic company information has to be set up before the module-specific parameters: if you try to set up other parameters first you will be presented with the first of the company parameter screens.


The company parameters are an option on the Administration Parameters menu.

Company Parameters Menu
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Figure 70: Company Parameters Menu

 XE "Company Parameters Menu" 
This menu appears when you select Company Parameters from the Administration Parameters menu

The options are:

Companies
This option enables you to set up and maintain the details of each company. ( Company Details window.

Offline GL accounts
This option enables you to set up, and print, a table of General Ledger profit centre and account codes which can be used for validation in modules which post to General Ledger. ( Offline Accounts menu, see page 184.

GL control accounts
This option enables you to specify various control accounts for the currently selected company. ( GL Control Accounts window, see page 187.

Distribution options
This option enables you to set up the Distribution Parameters. These relate to Sales Order Processing, Purchase Order Processing, Stock Control, and Landed Costs. ( Distribution Options menu, see page 194.

Exit
( Main System Parameters menu.

Company Details

Figure 71: Company Details Window XE "Company Details Window" 
This window appears when you select Companies from the Company Parameters Menu
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Purpose XE "companies:details" 

 XE “company parameters:company details" 
This window lists existing companies and enables you to enter and amend company details.

Note
You must set up at least one company.


If you define more than one company (and the ‘Multi-company’ indicator in the Operating Options - Part One window is set to Y) whenever you enter a Global 3000 module a window appears enabling you to select the company whose data you want to work on. You can easily change to another company when necessary.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:company" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:company" 
To amend an entry, position the cursor on the required line and press <Return>.

Warning
You cannot delete a company after it is created.

The prompts are:

Company name
The name of the company.

Address XE "address:company" 
The company’s address in up to five lines. The first four lines can be up to 30 characters, the fifth can be up to 10 characters.

Country XE "country:company"  code
(Only when entering a new company.) The company’s country for tax purposes. Enter a valid country code. A pop-up enquiry is available. 

Warning
You cannot change this item after the company is created.

Base currency XE "base currency" 

 XE "currency:base" 
(Only when entering a new company.) The company’s base currency for all Global 3000 modules apart from Project Ledger. Enter a valid currency code A pop-up enquiry is available.

Warning
You cannot change this item after the company is created.

Telephone XE "telephone no:company"  
Enter the company’s telephone number in up to 15 characters.

Fax XE "fax no:company" 
Enter the company’s fax number in up to 15 characters.

On completion
When you complete this window for a new company, you are warned that you will not be able to delete the company details after you confirm your entries. You will not be able to change the company’s country and currency codes either. ( Tax Registration Codes by Country Window.

Tax Registration Codes by Country

Figure 72: Tax Registration Codes by Country Window XE "Tax Registration Codes by Country Window" 

 XE "companies:tax registration details" 
This window appears when you confirm your replies in the Company Details Window
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Purpose XE "tax:registration details for companies" 

 XE “company parameters:company tax registration details" 
This window enables you to set up tax registration details for the selected company.

Note
Companies can be registered for tax in more than one country. The system will select the appropriate tax registration number for the country of despatch for sales deliveries, or the country of acquisition for goods receipts. If an appropriate registration number has not been entered, the transactions will be treated as domestic.

The prompts are:

Country id XE "country:company" 
Enter a valid country code. A pop-up enquiry is available.

Note
Country codes are defined via the Country Codes option of Administration Parameters.

Country
(Display only.) The country’s name.

Registration no
Enter the company’s tax registration number in the selected country. The format of the number must conform to the tax registration mask entered for the country code.

On exit
( Company Details Window, see page 182.

Offline Accounts
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Figure 73: Offline Accounts Menu XE "Offline Accounts Menu" 
This menu appears when you select Offline GL Accounts from the Company Parameters menu

The options are:

Set-up accounts
This option enables you to set up a table of General Ledger profit centre and account codes which can be used for validation by modules which post to General Ledger.  Offline GL Accounts Window.

Note
This table is not required if you decide to validate account codes directly against the actual General Ledger.

Print XE "print:offline General Ledger accounts"  listing
This option enables you to print the offline account details. ( Report Range window, see page 186.

Exit
( Company Parameters Menu, see page 181.

Offline GL Accounts

Figure 74: Offline GL Accounts Window XE "Offline GL Accounts Window" 
This window appears when you select Set-up Accounts from the Offline Accounts menu
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Purpose XE "General Ledger:offline accounts" 

 XE “company parameters:offline General Ledger accounts" 
This window enables you to set up a table of General Ledger profit centre and account codes which can be used for validation during the General Ledger distribution of transactions in modules which post to General Ledger.


The table is only required if the General Ledger interface has been selected and you do not wish to validate directly against the General Ledger.

Note
The ‘Check accounts against General Ledger’ Administration Parameter determines whether accounts are checked against the actual General Ledger chart of accounts, or the offline table set up here.

Move through list
You can move through the table entries using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:offline profit centre & account codes" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Amend XE "amend:offline profit centre & account codes" 
To amend an entry, position the cursor on the required line and press <Return>. 

The prompts are:

PC XE "profit centre:offline" 
Enter a valid profit centre code. If the General Ledger database is on-line a pop-up enquiry is available.

Account XE "account codes:offline" 
Enter a valid account code. If the General Ledger database is on-line a pop-up enquiry is available.

Title
The name of the account in up to 30 characters. If you select the profit centre and account codes from the pop-up enquiries, this item defaults from the General Ledger database, but can be over-written.

Summary/detailed journals in DL XE “company parameters:summary/detailed journals in DL & CL" 

 XE "Debtors Ledger:summary or detailed journals" 
(D/S.) This item controls the creation of General Ledger journals in Debtors Ledgers. Enter D for Detailed or S for Summary journals for this profit centre/account combination, or leave blank to accept the default from the ‘Create detailed or summary journals’ Debtors Ledger System Parameter.

Summary/detailed journals in CL XE "Creditors Ledger:summary or detailed journals" 
(D/S.) This item controls the creation of General Ledger journals in Creditors Ledgers. Enter D for Detailed or S for Summary journals for this profit centre/account combination, or leave blank to accept the default from the ‘Create detailed or summary journals’ Creditors Ledger System Parameter.

On completion
( Next line in the table.

On exit
( Company Parameters Menu, see page 181.

Report Range
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Figure 75: Report Range Menu XE "Report Range Menu" 
This window appears when you select Print Listing from the Offline Accounts Menu

Purpose
This window enables you to specify a range of profit centre and account codes for printing.

The prompts are:

From PC
Enter the first profit centre in the range you want to print. The default is the first on file.

From account
Enter the first account code in the range you want to print. The default is the first on file.

To PC
Enter the last profit centre in the range you want to print. The default is the last on file.

To account
Enter the last account code in the range you want to print. The default is the last on file.

On completion
You are asked for confirmation and then the report is printed. Then ( Offline Accounts menu, see page 184.

GL Control Accounts

Figure 76: GL Control Accounts Window XE "GL Control Accounts Window" 
This window appears when you select GL Control Accounts from the Company Parameters menu
[image: image102.png]GL Control Accounts for Company A1

Enter the company contral accounts used when posting to General

Ledger and for inter-company postings et financial year end

If multiple contral accounts are in use the systerm wide control
account can aptionally be overtidden on each customer or supplier.
The outstanding customer or supplier balance is automatically
transferred to the new cortral accountwhen itis changed.

PC  Account

[TH “Jatoss

Creditors Cantral [sTh [R1oee

Inter-Company Postings ISCER G

Inter-Company Transfer Postings ISCERZEC
W

Detars Cantral

Multple Contral Accounts?

oK. Cancel






Purpose XE “company parameters:General Ledger control accounts" 

 XE "General Ledger:control accounts" 

 XE "control accounts" 
This window enables you to specify various control accounts for the currently selected company.

Enter a profit centre and account code for the following control accounts:

Note
You can specify codes which you have not set up yet via Profit Centre Maintenance and Account/Account Group Maintenance in General Ledger. This is because you might not have set them up by this stage. Searches on profit centres and accounts which you have set up are nevertheless available.

Debtors control XE "debtors control account" 

 XE "Debtors Ledger:debtors control account" 
(Not required if there is no Debtors Ledger/General Ledger interface.) This account takes the balancing entries for postings from Debtors Ledger to General Ledger, except where it is overridden at customer level. For further details see Multiple Control Accounts below, and Customer Company Details in the Debtors Ledger Manual. 

Creditors control XE "creditors control account" 

 XE "Creditors Ledger:creditors control account" 
(Not required if there is no Creditors Ledger/General Ledger interface.) This account takes the balancing entries for postings from Creditors Ledger to General Ledger, except where it is overridden at supplier level. For further details see Multiple Control Accounts below, and Company Dependent Supplier Details in the Creditors Ledger Manual. 

Inter-company postings XE "inter-company postings account" 
This account is used for balancing multi-company postings into the General Ledger and for the transfer of balances across the year end. We recommend that you define this account even if you have a single company system.

Inter-company transfer postings XE "inter-company transfer postings account" 

 XE "Cash Manager:inter-company transfer postings account" 
This account is used for balancing multi-company postings arising from fund transfers between companies in Cash Manager.

Multiple control accounts XE "multiple control accounts" 

 XE "Creditors Ledger:multiple control accounts" 

 XE "Debtors Ledger:multiple control accounts" 
(Y/N.) Enter Y to allow the Debtors Control and Creditors Control profit centres and accounts to be overridden for specific customers and suppliers.

Note
If you select multiple control accounts, the option in Creditors Ledger and Debtors Ledger to enter consolidated General Ledger and tax analysis for batches is not available. The analysis must be entered for each transaction.

On completion
( Cash Books Window.

Cash Books

Figure 77: Cash Book Control Accounts Window XE "Cash Book Window" 
This window appears when you confirm your replies in the GL Control Accounts window
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Purpose XE “company parameters:cash books" 

 XE "cash books" 
This window lists cash books which have already been defined for use in Debtors Ledger, Creditors Ledger and Cash Manager. 

 XE "Cash Manager" 
If Cash Manager is not in use, this window enables you to enter new cash book details for Debtors Ledger and Creditors Ledger, and to amend existing details.


If Cash Manager is in use, you should initially add new cash books via the Cash Book Maintenance option in Cash Manager. Then when you invoke this window; the cash books you added in Cash Manager automatically appear. Select the new cash books and then enter the additional information requested in this window for Debtors Ledger and Creditors Ledger. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:cash books" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. You are then prompted for the details described below.

Warning
If Cash Manager is in use, do not add new cash books in this window. Add them via the Cash Book Maintenance option in Cash Manager.

Amend XE "amend:cash books" 
To amend an entry, position the cursor on the required line and press <Return>. 

The prompts are:

Cash book XE "cash books" 

 XE "Cash Manager" 
Enter a two character code that uniquely identifies the cash book. 

Title
Enter a title for the cash book in up to 30 characters.

Currency XE "currency:cash books" 
(Multi-currency systems only.) The code of the currency to which the cash book relates. A pop-up enquiry is available. 

Note
Payments from, and into, the cash book are not restricted to this currency.

Description
(Display only.) The currency’s description.

GL payment control account XE "General Ledger:payment accounts" 
Enter the General Ledger profit centre and account code for the cash book.

Note
If Cash Manager is in use, this prompt corresponds to the ‘GL Control’ prompt in Cash Book Maintenance.

Settlement discount XE "settlement discount accounts"  given
Enter the General Ledger profit centre and account code for the control account for settlement discount given.

Settlement discount taken
Enter the General Ledger profit centre and account code for the control account for settlement discount taken.

Exchange gain XE "exchange gain & loss accounts" 
Enter the General Ledger profit centre and account code for the control account for exchange gain.

Exchange loss
Enter the General Ledger profit centre and account code for the control account for exchange loss.

Credit card payments XE "credit card:system parameter" 
(Y/N.) Enter Y if the cash book is to be used for postings for credit card payments, otherwise enter N.

Note
You can only select one cash book for credit card payments.

On completion
( Bank Details window.

On exit
( Tax Control Accounts window, see page 191.

Bank Details

Figure 78: Bank Details Window XE "Bank Details Window" 
This window appears when you complete your replies in the Cash Books Window
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Purpose XE "bank details" 

 XE "cash books:bank details" 
This window enables you to enter or amend the bank details for the selected cash book.

Note
These details must be completed if you want to pay suppliers via BACS in Creditors Ledger.

The prompts are:

Company
(Display only.) The company code.

Currency
(Display only.) The currency code.

Bank name
The name of the bank in up to 30 characters.

Branch name
The name of the branch in up to 30 characters.

Sort code XE "sort code" 
The sort code in up to eight characters.

Account number
The account number in up to 15 characters.

Account name
The account name in up to 30 characters.

BACS XE "BACS:user number"  user no
The BACS user number in up to six characters.

On completion
( Cash Books Window, see page 188.

Tax Control Accounts

Figure 79: Tax Control Accounts Window XE "Tax Control Accounts Window" 
This window appears when you exit from the Cash Books Window 
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Purpose XE "tax:control accounts" 

 XE “company parameters:tax control accounts" 

 XE "control accounts:tax" 

 XE "General Ledger:tax control accounts" 
This window enables you to define for each company control accounts for the various tax codes. When you first enter this window the tax codes that you defined through the Tax Code Maintenance window are listed.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend XE "amend:tax control accounts" 
To amend an entry, position the cursor on the required line and press <Return>. 

The prompts are:

Tax code
(Display only.) The tax code entered through the Tax Code Maintenance window.

Description
(Display only.) The tax code’s description.

Input tax XE "input tax accounts" 
Enter the profit centre and account for the Input Tax account. This control account accumulates tax charged on the tax code by your suppliers. Pop-up enquiries are available.

Output tax XE "output tax accounts" 
Enter the profit centre and account for the Output Tax account. This control account accumulates tax charged on the tax code to your customers. Pop-up enquiries are available.

Acquisitions XE "acquisitions tax control accounts" 
Enter the profit centre and account for the Acquisitions account. This control account accumulates tax on goods supplied from other EC states which would have been charged on the code had the goods been received from a domestic supplier. Pop-up enquiries are available.

On exit
( Company Parameters window, see page 181.

Select Company

Figure 80: Company Selection Window XE "Company Selection Window" 
This window appears when you select Reselect Company from the System Parameters menu or when you press <F2> from any main menu in any Global 3000 module other than Cash Manager
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Note
This window does not appear if only one company has been defined.

When you press <F2> on a main menu in Cash Manager, the Cash book Selection window appears. This enables you to select a cash book. When you do this, you automatically select the company to which the cash book is attached.

Purpose XE "companies:selection" 
This window enables you to select the company whose data you want to work on. This company will remain selected until you select another one or exit from the module.


All the companies which have been defined are listed. The address and telephone and fax numbers are displayed in the lower part of the window as you scroll through the list. All the information in the window is display-only and cannot be changed here.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a company simply move the cursor to the company whose data you wish to work on, and press <Return>. You are returned to the menu you invoked the window from.

Distribution Parameters

Introduction XE "Sales Order Processing:distribution parameters" \r "DistributionParameters" 

 XE "Purchase Order Processing:distribution parameters" \r "DistributionParameters" 

 XE "Stock Control:distribution parameters" \r "DistributionParameters" 

 XE "Landed Costs:distribution parameters" \r "DistributionParameters" 

 XE "distribution parameters" \r "DistributionParameters" 

 XE "distribution parameters" \t "See also system parameters" 
The Distribution Parameters are System Parameters that apply only to the Global 3000 distribution modules, i.e. Sales Order Processing, Purchase Order Processing, Stock Control, and Landed Costs.

Distribution Options Menu
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Figure 81: Distribution Options Menu XE "Distribution Options Menu" 
This menu appears when you select Distribution from the main System Parameters menu, or Distribution Options from the Company Parameters menu

The options are:

Accounting method
This option enables you to select the stock accounting method to be used in your Global 3000 distribution system. ( Method of Accounting window, see page 195.

Demo/special
This option enables you to select whether or not the system is to perform integrity checks, and to set a limit on the number of serialised items that can be processed in one operation. ( Demo/Special menu, see page 196.

GL account codes
This option enables you to set the parameter that determines whether costs are to be posted to General Ledger and to specify a number of stock-related General Ledger accounts. ( GL Account Codes window, see page 200.

Interface ids
This option enables you to define IDs for the interfaces between SOP and Debtors Ledger, POP and Creditors Ledger, Stock Control and General Ledger. ( Interface ID window, see page 202.

Product codes
This option enables you to specify the format of product codes and lookups. ( Product Codes window, see page 203.

SOP Parameters
( SOP Parameters menu. This is described in full in the Sales Order Processing Manual.

Stock Parameters
( Stock Parameters menu. This is described in full in the Stock Control Manual.

POP Parameters
( POP Parameters menu. This is described in full in the Purchase Order Processing Manual.

Pick/stocktake
This option enables you to prevent multi-location picking runs and stock-takes.  Multi-location Pick/Stock-take Parameter Window, see page 205.

Exit
Return to the menu from which you invoked the Distribution Options.

Method of Accounting 

Figure 82: Method of Accounting Window XE "Method of Accounting Window" 
This window appears when you select Accounting Method from the Distribution Options menu
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Purpose XE "stock accounting method" 

 XE "accounting method" 

 XE "costing method" 
This window enables you to select the stock accounting method to be used in your Global 3000 distribution system.

 XE "FIFO (first in, first out) accounting" 
The stock accounting method can be one of the following:

· FIFO (first in, first out). When this method is used, a record is kept of each receipt and its value. When items are issued they are assumed to come from the oldest stock receipt still remaining at that location, and the corresponding cost is used. When items are returned they should be added to a new batch, using the cost of that receipt as the default cost. Batch-traceable and serialised items are valued at their actual cost as recorded on the batch receipt.

 XE "weighted average stock accounting method" 
· Weighted Average. When this method is used, the total value and the quantity are maintained as items are received or issued for each product at each location (or for each batch if the items are batch-traceable). The average cost is calculated as needed by dividing the two. When items are issued this average cost is used. When items are returned the current average cost is offered as the default cost.

 XE "standard costing stock accounting method" 
· Standard Costing. When this method is used, a standard cost is maintained for each product at each location. This value is set initially (when the product is first received at a location) to the standard cost price set for the product at the time of that receipt. The value can subsequently be updated to a new product cost price by altering the standard cost price for the product and then revaluing existing stock. All receipts, issues and returns are at standard cost. Any difference between purchase price and standard cost is posted to the cost variance account when goods are received.

Warning
You cannot change the accounting method after the system is operational.

The prompt is:

Please select the method you require XE "distribution parameters:stock accounting method" 
Enter one of the following:

· F
FIFO costing.


· A
Weighted Average costing.


· S
Standard costing.

On completion
( Distribution Options menu, see page 194.

Demo/Special
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Figure 83: Demo/Special Menu XE "Demo/Special Menu" 
This menu appears when you select Demo/special from the Distribution Options menu

The options are:

Integrity switch
This option enables you to select whether or not the system is to perform integrity checks. ( Integrity window.

Serial limit
This option enables you to set a limit on the number of serialised items that can be processed in one operation. This is primarily intended for use when you are investigating or demonstrating the system. ( Serial Limit window, see page 198.

Configuration Error
This option enables you to suppress a message which appears at start-up if your screen display is not optimally configured. ( Configuration Error window, see page 199

Previous menu
( Distribution Options menu, see page 194. 

Integrity

Figure 84: Integrity Window XE "Integrity Window" 
This window appears when you select Integrity Switch from the Demo/Special menu
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Purpose
This window enables you to select whether or not the system is to perform integrity checks to ensure that various critical processes have not failed part way through because of hardware or software failure. 

The prompt is:

Integrity cover required XE "distribution parameters:integrity cover required" 

 XE "C-ISAM" 
This parameter is normally set to Y, but you may need to set it to N for performance reasons or if you are keeping your data in a non-native format, e.g. C-ISAM.

On completion
( Demo/Special menu, see page 196.

Serial Limit

Figure 85: Serial Limit Window XE "Serial Limit Window" 
This window appears when you select Serial Limit from the Demo/Special menu
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Purpose
This window enables you to set a limit on the number of serialised items which can be processed in one operation. If you were to accidentally enter 9999 this would involve creating some 20,000 records, occupying nearly 3 megabytes of disk space. This parameter is intended for use when you are investigating the system; for example during tutorials and demonstrations.

Note
This parameter dates from before the introduction of the ‘Show all serial numbers’ option in the Stock Details window of Product Maintenance (see page 239). This option  has significantly alleviated the problem this parameter was intended to solve. 

The prompt is:

Serial movement limit XE "distribution parameters:serial movement limit" 

 XE "serial numbers:movement limit" 
Enter the maximum number of serialised items that can be processed at once. Enter zero for no limit.

On completion
( Demo/Special menu, see page 196.

Configuration Error

Figure 86: Configuration Error Window XE "Configuration Error Window" 
This window appears when you select Configuration Error from the Demo/Special menu
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Purpose
This window enables you to select whether or not the system is to issue a warning at start-up if the screen configuration is not optimal. 

The prompt is:

Disable configuration error warning 
This parameter is normally set to Y. If you set it to N a warning is displayed at start-up if at least two stored attribute bytes are not available for colour screens.

Note
The system may be customised to remove this problem by using $CUS to change the screen buffers or $BACUS to remove the additional attributes. For further information see the Global System Manager manual.

On completion
( Demo/Special menu, see page 196.

GL Account Codes

Figure 87: GL Account Codes Window

This window appears when you select GL Account Codes from the Distribution Options Menu XE "GL Account Codes Window" 
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Purpose XE "General Ledger:stock related accounts" 
This window contains the parameter that determines whether costs are to be posted to General Ledger. It also enables you to specify a number of stock-related General Ledger accounts. 

The prompts are:

Post costs to General Ledger XE "posting:costs to General Ledger" 

 XE "General Ledger:post costs to" 

 XE "distribution parameters:post costs to General Ledger" 

 XE "costs:post to General Ledger" 
(Y/N.) The setting of this parameter controls whether costs are posted to General Ledger from Sales Order Processing, Stock Control, Purchase Order Processing, and Landed Costs.


Enter Y to post costs to General Ledger. You must then enter the General Ledger account codes for the following nine accounts.


Enter N if you do not want to post costs to General Ledger. You are then prompted for the Purchases Invoiced account for postings from POP Invoice Entry.

Further information
The Overviews in the Sales Order Processing, Purchase Order Processing, Stock Control, and Landed Costs manuals provide further details about the postings that are made with the different settings of this indicator.

Note
If you choose to post costs to General Ledger, you must define an ‘auto-transfer’ interface in General Ledger through which costs can be drawn from Stock Control. You also need to define the stock id in the Interface Ids Window, which is described below.

Interface file size XE "interface file size" 

 XE "distribution parameters:interface file size" 
The default is 64K, big enough for a medium-size system.

 XE "distribution parameters:stock accounts" 

 XE "control accounts:stock" 

 XE "stock accounts" Purchases invoiced XE "purchases invoiced account" 
(Only if you entered N to ‘Post costs to General Ledger’ parameter above.) This account is posted with the full purchase cost of goods at POP Invoice Entry unless a Cost of Purchase account has been set up for the product group. A pop-up enquiry is available.

Note
You are only prompted for the following accounts if you entered Y to the ‘Post costs to General Ledger’ parameter above. Pop-up enquiries are available.

Goods received not invoiced XE "goods received not invoiced account" 

 XE "GRNI (goods received not invoiced) account" 
This account is posted by receipt transactions in Stock Control. It is also posted by POP and Landed Costs Goods Receipt unless a Cost of Purchase account has been set up for the product group.

Returns to supplier XE "returns to supplier account" 

 XE "supplier returns:account" 
This account is posted by Stock Returns in Stock Control. 

Direct order suspense XE "direct order suspense account" 
This account is used to hold the balance of goods ordered for direct delivery in SOP less goods confirmed as directly delivered in POP.

Goods despatched not invoiced XE "goods despatched not invoiced account" 
This account is posted by Despatch Confirmation in Sales Order Processing.

Stock transfer XE "stock transfer account" 

 XE "transfer of stock account" 
This account is posted with the value of transfers between locations.

Write offs XE "write-offs:account" 

 XE "stock write-offs:account" 
This account is posted by stock write-offs and by credit notes in Sales Order Processing which are written off.

Exchange gain/loss XE "exchange gain & loss accounts:stock revaluation" 
This account is posted when multi-currency stock revaluations take place.

Stocktake write offs XE "stock-take write-offs account" 

 XE "write-offs:stocktake" 
This account is posted by adjustments occurring during stocktake.

Requisitions in transit XE "requisitions in transit account" 

 XE "stock requisitions in transit account" 

 XE "transit account for requisitions" 
This account is debited with the value of stock as it is issued to a stock requisition, and credited by the same amount when the requisition receipt at the destination location is confirmed.

On completion
( Distribution Options menu, see page 194.

Interface Ids

Figure 88: Interface ID Window XE "Interface ID Window" 
This window appears when you select Interface Ids from the Distribution Options menu
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Purpose XE "distribution parameters:interface ids" 
This window enables you to define ids for the interfaces between SOP and Debtors Ledger, POP and Creditors Ledger, and Stock Control and General Ledger. 

Note
Global 3000 uses the interface ids defined in this window and a sequence number to create a unique file name for each interface posting file as it is created. Global 3000 maintains a separate sequence number for each interface type, and increments the sequence number every time an interface file is created.

The prompts are:

Sales id XE "sales id" 

 XE "Debtors Ledger:interface with SOP" 
A two character id which identifies an SOP posting to Debtors Ledger. 


The SOP Invoice Print program creates a transfer file for postings to Debtors Ledger. The name of this file is a concatenation of ‘DLX’, the sales id and a sequence number; for example if the sales id is ‘SO’ and the next sequence number is ‘006’, the file name is ‘DLXSO006’. 

Purchase id XE "purchase id" 

 XE "Creditors Ledger:interface with POP" 
A two character id which identifies a POP posting to Creditors Ledger.


The POP Invoice Print program creates a transfer file for postings to Creditors Ledger. The name of this file is a concatenation of ‘CLX’, the purchase id and a sequence number; for example if the purchase id is ‘PO’ and the next sequence number is ‘006’, the file name is ‘CLXPO006’. 

Stock id XE "stock id" 

 XE "General Ledger:interface with Stock Control" 
A two character id which identifies a Stock Control posting to General Ledger.


The Process Costs option in Stock Control, SOP and POP creates a transfer file for postings to General Ledger. The name of this file is a concatenation of ‘GLX’, the stock id and a sequence number; for example if the stock id is ‘ST’ and the next sequence number is ‘006’, the file name is ‘GLXST006’. 

On completion
( Distribution Options menu, see page 194.

Product Codes

Figure 89: Product Codes Window XE "Product Codes Window" 
This window appears when you select Product Codes from the Distribution Options menu
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Purpose XE "distribution parameters:product code format" 
This window enables you to specify the format of product codes.

Warning
You should not change the settings in this window after entering them.

 The prompts are:

Product code length XE "products:code format" 

 XE "format:product codes" 

 XE "length:product codes" 
(1-15.) Specify the maximum number of digits/characters that can be allowed in a product code. This can be up to 15.

Right justify product codes XE "right justification:product codes" 

 XE "numeric:product codes" 

 XE "alphanumeric:product codes" 

 XE "justification:product codes" 
(Y/N.) You should only enter Y if you intend to use numeric product codes. Otherwise enter N.

Further information
For further information on right justification, see page 136.

Zero-fill product code XE "zero-fill product code" 
(Only if you entered N to the previous prompt.) Enter Y if you want your numeric product codes to be zero filled. Otherwise enter N.

On completion
( Lookup Code Defaulting window.

Lookup Code Defaulting

Figure 90: Lookup Code Defaulting Window XE "Lookup Code Defaulting Window" 
This window appears when you confirm your replies in the Product Codes window
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Purpose XE "distribution parameters:lookup code defaults" 

 XE "lookups for product" 
This window enables you to enter lookup code parameters for the selected company.

The prompts are:

Lookup code default XE "products:lookup code defaults"   XE "defaults:product lookups" 

 XE "format:product lookups" 
(P/D/F/L.) Each product can have a lookup code. This parameter controls the default value of product lookup codes. Enter one of the following:

· P
The lookup code defaults to part of the product code.


· D
The lookup code defaults to part of the product’s description.


· F
The lookup code defaults to the first word of the product’s description.


· L
The lookup code defaults to the last word of the description (any parenthesised words will be skipped).

Start character XE "start character of product lookups" 
(Only when the above parameter is set to P, D or F.) Enter the character position of the product’s code or description that the lookup is to start at.

Maximum copy length XE "length:product lookups" 
(1-13.) Enter the maximum length of the lookup code.

On completion
( Distribution Options menu, see page 194.

Multi-location Pick/Stock-take Parameter

Figure 91: Multi-location Pick/Stock-take Parameter Window

This window appears when you select Pick/Stock-take from the Distribution Options Menu
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Purpose
This parameter controls whether you can run the picking list program, or a stock-take, for all locations at once.

The prompts are:

Disable multi-location pick/stock-take XE "disable multi-location pick/stock-take" 

 XE "distribution parameters:disable multi-location pick/stock-take" 

 XE "picking lists:system parameter" 

 XE "stock-take system parameter" 
(Y/N.) Enter Y to restrict each picking list and stock-take to a single location. Enter N to enable picking lists and stock-takes to be run for all locations at once.

Note
This parameter is available because the results of an operator accidentally selecting a multi-location picking run could be disastrous.

On exit
 Distribution Options Menu, see page 194.
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Introduction

Introduction XE "Product Maintenance" \r "ProductMaintenance" 
Product Maintenance provides the distribution modules with a central record of product and related details. The Product Maintenance functions are accessed via the Product Maintenance option on the main menus in Sales Order Processing, Purchase Order Processing and Stock Control.


This section begins with an overview of unit handling in the Global 3000 Distribution Suite. This is followed by full operational details of the programs accessed from the Product Maintenance menu.

Unit groups XE "units:groups" 

 XE "groups:units" 
Global 3000 has particularly flexible unit handling. Units are organised into user-defined unit groups identified by a four-character code. 

Example
Widgets are stocked singly so the stock unit is the ITEM. They are normally sold in boxes of 100, so the sales unit is the BOX. They are usually costed and purchased in large boxes (each of which contain 20 of the sales boxes) so the cost unit is the LBOX. The shipping unit is a carton (CART) which contains 10 large boxes.


ITEM, BOX, LBOX and CART form the unit group WDGT.


The unit group names are internal to Product Maintenance and unit names are internal to their unit group.  Therefore unit names can be duplicated for different unit groups. 

Example
BOX in unit group WDGT contains 100 ITEMs, but BOX in unit group SPKT could contain 10 ITEMs.


In order to enable all units to be converted to the cost unit, units within a unit group have an associated quantity which acts as a conversion factor.

Example
Continuing with the widget example, ITEM has a quantity of 1, BOX has a quantity of 100, LBOX a quantity of 2,000, and CART a quantity of 20,000.


A unit group LABR containing units of HOUR, DAY and WEEK could have quantities of 1, 7.5 and 37.5 (if HOUR was the cost unit), or (if the cost unit was DAY) 0.133, 1 and 5.

Types of unit XE "units:overview" 

 XE "stock unit" 
For each product, a unit group is defined, and the following units can be specified:

· Stock unit. This is the unit in which quantities are held within the Stock Control System. It is specified in Product Details.

 XE "cost unit" 
· Cost unit. This is the unit normally used for costing purposes. It is specified in Product Details.

 XE "selling unit" 
· Selling unit. This is the unit in which products are usually sold. It is specified in Product Details.

 XE "packing carton unit"  XE "packing carton unit" 

 XE "carton handling"  XE "part full carton fraction" 

 XE "mixed packing cartons" 
· Packing carton unit. This is the unit goods are packed in. If carton handling is in use, this must be defined for all products. A ‘part full carton fraction’  is defined in system parameters which enables Sales Order Processing to determine the contents of mixed packing cartons; i.e. those containing more than one product.

 XE "pricing:unit" 
· Supplier’s pricing unit. This is the normal unit in which the supplier’s price is quoted. It is specified in the Supplier/Product Details option of Purchase Order Processing. 

 XE "suppliers:quantity & pricing units" 

 XE "quantity unit" 
· Supplier’s quantity unit. This is the normal unit in which the product is ordered from the supplier. It is specified in the Supplier/Product Details option of Purchase Order Processing. 

 XE "shipping unit" 
· Shipping unit. This is the unit in which the product is normally shipped. It can be specified for the product in Product Details and for the supplier/product combination in the Supplier/Product Details option of Purchase Order Processing.


Each of these units must be taken from the units defined for the product’s unit group.


In order to avoid unnecessary rounding problems with stock levels the product’s stock unit must be smaller than any other unit in the product’s unit group.

Example
If a product is normally sold in boxes of 12 but can occasionally be sold in single items, the stock unit should be the single item and the selling unit should be the box.

Units and decimal places XE "units:decimal places" 

 XE "decimal places:units" 
The number of decimal places is specified for the stock unit, up to a maximum of three. The number of decimal places specified defines how accurately stock levels are kept for the product. 


The number of decimal places in other units in a unit group depends on the number entered for the stock unit and the conversion factor (but cannot be greater than three). 

Example
In the widget example, if no decimal places are specified for ITEM the number of decimal places for units BOX, LBOX, and CART are two, three and three respectively. So you could have 1.75 BOXs and 1.755 LBOXs and CARTs.

Rounding XE "rounding:units" 
If you enter a transaction quantity with a larger number of decimal places than are allowed for the unit, Global 3000 rounds the quantity up during stock issues and down during stock receipts.

Example
You enter a sales order quantity of 1.5 ITEMs for a unit with no decimal places. Global 3000 rounds the quantity up to 2 ITEMs.


You enter a Goods Receipt quantity of 1.5 ITEMs for a unit with no decimal places. Global 3000 rounds the quantity down to 1 ITEM.

Product Maintenance Menu

Figure 92: Product Maintenance Menu XE "Product Maintenance Menu" 
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This menu appears when you select Product Maintenance from the Sales Order Processing, Purchase Order Processing or Stock Control main menus

The options are:

Product details
Enter, amend and delete product details.  General Product Details window, see page 214. 

Product enquiries
This option gives you access to the product enquiries program. This enables you to view a product’s stock levels, serial numbers, stock queue usage, batch details, FIFO details, movements and usage statistics. It also gives you access to the Sales Order Processing and Purchase Order Processing enquiries.  Product Enquiry Selection window, see page 234.

Product detail report
Print full details of one or a range of products.  Product Detail Report menu, see page 247.

Product register
Print summary details for one or a range of products.  Product Register Report menu. This parallels the Product Detail Report menu, described on page 247.

Housekeeping
This leads to options for maintaining product groups, analysis codes, standard costs, locations, unit codes, and EDI product list exports. Housekeeping Menu, see page 249.

Exit
Return to the menu from which you invoked Product Maintenance.

Product Details

 XE "product details" \r "ProductDetails" 

 XE "products:details" \r "ProductDetails" 
The information about each product falls into the following groups: 

· General details 


· Long description


· Linked Product


· Purchase Details


· Product Aliases


· Sales details 


· Stock details 


Each of these groups of details are entered in a different window. The General Product Details window appears first. 

Note
You need to define product groups, analysis codes and unit codes before you enter product details. For further information see Housekeeping, page 249.

EDI imports of product details XE "EDI:import product list" 

 XE "imports:product details" 

 XE "product list:imports" 

 XE "products:import details" 
Product details can be imported into Product Maintenance via the EDI Product List Imports option. This option is designed to import product details that were previously exported from another system. For example, you can export product details from a main system at the head office to update satellite systems at remote sites.


The product list import program uses the information in the product list batch to update the Global 3000 product details. The program creates new product details and amends the details of existing products as appropriate.

 XE "errors:product list imports" 
If the imported batch contains missing or inappropriate information, the import program stops in the relevant Product Maintenance window. For example, if the ‘Batch tracked’ indicator is set to Y on an existing non-batch tracked product, the program stops in the Product Maintenance Stock Details Window. 


When the import program stops in this way you can do one of the following:

· Enter the information you are prompted for in the Product Maintenance window. Then enter the rest of the information in the imported batch by hand.


· Escape out of the Product Maintenance window, making a note of the missing or erroneous details. Then return to EDI, and use the enquiries option to amend the imported batch as required. You can then re-import the batch.

Further information
For further information on the EDI Product List Import option, see the Global 3000 EDI Manual.

General Product Details

Figure 93: General Product Details Window XE "General Product Details Window" 
This window appears when you select Product Details from the Product Maintenance menu
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Purpose
This window displays existing products. It enables you to enter new product details and to select a product for amendment or deletion.


When you first enter this window, it is in ‘Display’ mode. Press <Page Down> to list existing products in ascending product code sequence, starting with the first on file.


Alternatively press <F6> to enter ‘Enquiry’ mode. You can then enter a full or partial code followed by <Page Down> or <Page Up> to start or end the display with the code you entered.

Search sequences
Press <F6> again to change the search sequence. The following search sequences are available:

· Product code.


· Product description.


· Product lookup.


· Product group.


· Product type.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Add XE "add:products" 
To create a new product, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:products" 
To amend an existing product, position the cursor on the required line and press <Return>. ( Product Details menu, see page 219. Select the General Details option and you will be returned to this window where you can amend the items described below.

Delete XE "delete:products" 

 XE "products:add, amend  & delete" 
To delete an existing product, position the cursor on the required line and press  <F7>. You can only delete a product if its stock levels are zero, and there are no related transactions.

The prompts are:

Product
If you are entering a new product, enter a unique code. Lower case letters are automatically converted to upper case.  Key Template Product window, see page 218.

Note
Options in Distribution Parameters determine the maximum length of product codes and whether they are numeric or alphanumeric. If product codes are numeric an option determines whether they are zero-filled. For further information see page 203.


If you are amending, deleting or enquiring on a product, enter the code of an existing product, or press <F1> for a pop-up enquiry, or press <F6> to enter ‘Enquiry’ mode.

Note
If you are creating a new product with a template, the remaining items in this window and the other Product Details windows, default to the value on the template product.


Otherwise the remaining items in this window and the other Product Details windows, default to blank, zero or N unless otherwise stated.

Description
A product description of up to 30 characters.

Lookup XE "lookups for product" 
A 13 character code available as an additional search key. Lower case letters are automatically converted to upper case.


It is very easy to search for matches on the first part of the code, so start the code with the most significant and easily remembered information.

Note
Options in Distribution Parameters determine how the lookup code defaults. It can be set to default to a 13 character segment of the product code or description, or to the first or last word of the product description (skipping parenthesised words). For further information see page 204.

Product group XE "groups:product" 
A four-character product group code. Press <F1> for a pop-up enquiry.


This must be blank for Comments (‘product type’ = C) and must not be blank for any other type of product.

Note
The product group determines the General Ledger account codes to be used for transaction postings relating to the product. It also determines a number of other items such as the Sales Analysis equivalent for the product. For further information on product groups, see page 251.

Product type XE "products:types" 

 XE "stocked products" 
Enter one of the following:

· P - Stocked product, which is the standard type of product that can be held in stock. This includes items that are not normally held in stock because they are only purchased to order, or because they are normally delivered directly from the manufacturer to the customer.

 XE "non-stocked products" 
· N - Non-stocked product, which cannot be held in stock but is a tangible item that needs to be shown on the delivery note; for example a set of installation notes that is photocopied as required. 

 XE "services" 
· S - Service, which is an intangible item that is not held in stock and does not normally appear on delivery notes. It has a quantity and unit price and is typically used to invoice man-hours.

 XE "extras" 
· E - Extra, which is like a service but has only a price and no quantity. It is typically used to invoice delivery charges. 

 XE "comments" 
· C - Comment, which allows the ‘product’ to be used as a comment line containing a standard message. 

Warning
The ‘product type’ cannot be amended after it has been set up.

% Extra
(Only if the ‘product type’ is E.) Enter Y if the product is a percentage extra type product. This means the price is calculated as a percentage of the previous lines in the order up to (not including) the line before the previous percentage extra. The price of any percentage extras is recalculated whenever the order is amended or the invoice is printed.


Enter N if the product is not a percentage extra type product.

Product status XE "products:status" 

 XE "normal product status" 
(N/O/S.) Enter one of the following:

· N
for a normal (i.e. current) product. 

 XE "superseded product status" 
· S
for a superseded product; i.e. it is not the latest model, but you may need to stock it for spares or special orders.

 XE "obsolete products" 
· O
for an obsolete product; i.e. the item has been replaced, and is only to be sold while existing stocks last.

Note
Obsolete products are available for enquiries and reporting purposes. However they only appear in the standard product pop-up enquiry window as follows:

· In Sales Order Processing when their stock levels are not zero.


· Throughout Stock Control.

Warning
The next four items cannot be amended after they have been set up.

Decimal places XE "decimal places:product quantities" 

 XE "products:decimal places" 

 XE "units:decimal places" 
(0-3.) Enter the number of decimal places for the stock unit. The default is zero. This must be zero for serialised products.

Note
The number of decimal places for other units in the unit group is adjusted according to the number of decimal places you enter here and the conversion factor, up to a maximum of three.

Examples
If the stock unit is an ITEM which has no decimal places. The unit BOX (which contains 10 ITEMs) has one decimal place. The unit LBOX (which contains 100 ITEMs) has two decimal places. The unit CART (which contains 1000 ITEMs) has three decimal places.


If the stock unit has three decimal places, all the units in the group have three decimal places.

Unit group XE "units:groups" 
The name of the group of units to be used for the product. Press <F1> for a pop-up enquiry.

Stock unit XE "stock unit" 
The unit for sales analysis and, for stocked products, the unit in which the stock is counted. To avoid unnecessary rounding problems with stock levels the stock unit must be the smallest unit in the product’s unit group. Press <F1> for a pop-up enquiry listing the units in the product’s unit group.

Cost unit XE "cost unit" 
The unit in which the cost price is expressed. Press <F1> for a pop-up enquiry listing the units in the product’s unit group.


This is usually the same as the stock unit, but may be different:

· If the unit value is very small in order to increase accuracy; e.g. £1.67 per 100.


· For items stocked in packs but priced by weight or area. 

Cost XE "costs" 

 XE "standard costs" 
If Standard Costing is in use, this is the standard cost per cost unit in company base currency. This is also used to produce the standard cost stock valuation report whichever costing method is in use.

Note
Unit costs are not subject to checking against the decimal precision of the currency in which they are entered. Whenever Global 3000 uses them to calculate line values, these values are rounded to the appropriate decimal precision.

Note
This item can be updated through the Standard Cost Maintenance option, see page 256.

Weight XE "weight" 
The weight of one stock unit. A running total of the weight is shown on the sales order entry screen, and is printed on the delivery note. 


If Landed Costs is in use, and the weight is used in volume-weight  air-freight calculations, it must be expressed in kilos.

Note
You enter the description for the unit of weight in the Picking List Parameters window of SOP System Parameters.

Analysis code 1 & 2 XE "analysis codes" 
Two optional four-character product analysis codes. Press <F1> for a pop-up enquiry.

Alt prod XE "products:alternate" 
The alternate product if the product is obsolete or superseded, or an alternative to use when out of stock. Press <F1> for a pop-up enquiry.

On completion
If you are creating a new product record without a template  Sales Details window, see page 220.


Otherwise  Product Details menu, see page 219.

Key Template Product

Figure 94: Key Template Product Window XE "Key Template Product Window" 
[image: image120.png]Key template product or leave blank for no default

0K Cancel




This window appears when you enter a new product code at the product code prompt in the General Product Details window.

Purpose XE "templates:new products" 

 XE "products:create new using template" 
This window enables you to specify the code of an existing product to use as a template for the new product. You can then tailor the details by stepping through the different windows amending items as necessary. This can save time when adding a series of similar products.

The prompt is:

Key template product
Enter the code of a similar product to use as a template, or press <F1> for a pop-up enquiry.


Leave blank if you do not want to use a template.

Note
You can use an obsolete product as a template. But obsolete products do not appear in the pop-up enquiry window.

On completion
 Product description prompt in the General Product Details window, see page 214.

Product Details Menu
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Figure 95: Product Details Menu XE "Product Details Menu" 
This menu appears when you select an existing product for amendment and when you exit from one of the product details windows

The options are:

Long description
Add, view or amend the long description for the selected product. Long Description window, see page 231.

General details
Amend the general details for the selected product.  General Product Details window, see page 214.

Linked product
Enter or amend details of linked products for the selected product. Link Details window, see page 231.

Purchase details
(Not available for Comments; i.e. ‘product type’ C.) Enter or amend purchase details for the selected product.  Purchase Details window, see page 223.

Product aliases
(Not available for Comments; i.e. ‘product type’ C.) Enter or amend product aliases for the selected product.  Product Aliases window, see page 232.

Sales details
(Not available for Comments; i.e. ‘product type’ C.) Enter or amend sales details for the selected product.  Sales Details window, see page 220.

Stock details
(Not available for Comments; i.e. ‘product type’ C.) Enter or amend stock details for the selected product.  Stock Details window, see page 225.

Exit
 Next line in General Product Details window, see page 214.

Sales Details

Figure 96: Sales Details Window XE "Sales Details Window" 
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This window appears:

· When you select Sales Details from the Product Details menu

· After the General Product Details Window when you are creating a new product record without a template

Purpose XE "products:sales details" 
This window enables you to enter and amend sales details for the selected product.

The prompts are:

Selling unit XE "selling unit" 
Enter the usual selling unit. Sales can be made in any unit in the product’s unit group. Press <F1> for a pop-up enquiry listing the units in the product’s unit group.

Quantity discount scheme XE "quantity discount scheme" 

 XE "discount schemes:quantity & trade" 
Enter the code of the product’s quantity discount scheme. This determines the quantity breaks that apply to the product for sales prices. Press <F1> for a pop-up enquiry.

Trade discount scheme XE "trade discount scheme" 
Enter the code of the product’s trade discount scheme. This is used in conjunction with the customer’s discount level (if any) to determine a trade discount. Press <F1> for a pop-up enquiry.

Price as XE "price as" 

 XE "alternative pricing" 
(Optional.) The code of another product used to determine price. Press <F1> for a pop-up enquiry. This only selects an alternate price list. It does not utilise the trade and quantity discounts of the specified product.

Settlement discount XE "settlement discount" 

 XE "discounts:settlement" 
(Y/N.) Enter N if the product is not subject to settlement discount, e.g. a delivery charge. The default is Y.

Tax code XE "tax:codes for products" 
The standard tax rate code for sales of the product. Press <F1> for a pop-up enquiry.

EC tax code XE "EC tax code" 
The code to which tax on EC sales of this product should be analysed. Press <F1> for a pop-up enquiry.

Note
Tax codes are defined in Administration Parameters.

Print on delivery notes XE "delivery notes" 

 XE "picking lists" 
(Y/N.) Normally stocked and non-stocked items are printed on delivery notes, and extras and services are not. However this can be overridden if required so that, for example packaging material, (a non-stocked item) can be printed on a picking list but not on the customer’s delivery note; or an installation service, which will not appear on the picking list, can be printed on the delivery note. 


Enter Y to print the product on delivery notes, otherwise N. 


For stocked and non-stocked products the default is Y; for extras and services the default is N.

Note
Plain paper picking lists (as opposed to picking lists printed on delivery note stationery) are not affected by the setting of this parameter.


Delivery notes containing only extras and services are never produced regardless of the setting of this flag. This is to prevent the delivery and/or invoicing of related extras and services before the associated product. If such delivery notes are required, the extras and services should be set up as non-stocked products.

Depend on prior XE "depend on prior" 
(Y/N.) Generally an extra or service is not delivered (or invoiced) before its corresponding stocked or non-stocked product. The corresponding product is taken to be the preceding item on the sales order. However you can override this to allow extras and services to be delivered and invoiced independently of their corresponding items on the sales order, provided one or more stocked or non-stocked product is included in the delivery or invoice. You can also choose to make selected stocked or non-stocked products dependent on the delivery of the preceding stocked or non-stocked item.


Enter Y if the product must not be printed on delivery notes or invoices before the preceding item on the sales order, otherwise N. 


For extras and services the default is Y, for stocked and non-stocked products the default is N.

Direct ordering XE "direct ordering allowed for product" 
(Y/N.) Enter Y if this item can be ordered for direct delivery to the customer, otherwise enter N.

Allow back orders XE "back orders:allow for product" 
(A/Y/N.) Enter one of the following:

· Y
if the product can be back ordered.


· N
if the product cannot be back ordered.


· A
if it is always back ordered (i.e. should never be kept in stock).

Note
The next four prompts concern the printing of delivery labels for this product. For each sales order you have the choice of either printing a specific number of labels for each delivery, or to print labels according to the settings of the next four prompts on the products being delivered.

Delivery labels XE "delivery labels" 

 XE "labels" 
(N/D/I.) Enter one of the following:

· N
if no labels are required for this product.


· D
if labels are to be printed per delivery; i.e. you require a fixed number of labels for each delivery of the product, irrespective of the order quantity.


· I
if labels are to be printed per item; i.e. the number of labels required depends on the quantity ordered. 

Number of labels XE "number of labels" 
(Only if you entered D or I at the prompt above.) Enter the number of labels required either per delivery or per unit, depending on the setting of the prompt above.

Per
(Only if Delivery Labels is set to I.) Enter the pack size for which labels are required. This must be a unit in the product’s unit group. Press <F1> for a pop-up enquiry of valid units.

Example
If the three prompts above are set to I, 2, & BOX respectively, this means ‘print two labels per box of this product’.

Carton size XE "carton handling" 

 XE "packing carton unit" 

 XE "size:carton" 

 XE "units:carton" 
(Only if Delivery Labels is set to I.) Enter the carton size for the product. This must be a unit in the product’s unit group. Press <F1> for a pop-up enquiry of valid units. The default is the unit specified at the Per prompt above.

Note XE "part full carton fraction" 
This prompt is only relevant if carton handling is in use. This is controlled by the setting of the ‘Part full carton fraction’ SOP system parameter. 

Further information
For a full explanation of delivery label printing in SOP, see Label Print in the Sales Order Processing Manual.

On completion
If you are creating a new product record without a template  Purchase Details window.


Otherwise  Product Details menu, see page 219.

Purchase Details

Figure 97: Purchase Details Window XE "Purchase Details Window" 
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This window appears:

· When you select Purchase Details from the Product Details menu

· After the Sales Details Window when you are creating a new product record without a template

Purpose
This window enables you to enter purchase details for the product.

The prompts are:

Inspect receipts XE "inspect receipts of product" 

 XE "receipts, inspect" 
(Y/N.) If you enter Y, when goods are received, they are marked as requiring inspection, and batch tracked products are unavailable for issue. 

Note
Setting this option to Y on products that are NOT batch tracked causes a warning to be issued when goods are received but does not prevent their issue.

Supply system XE "supply system for product" 

 XE "source of supply for product" 
Enter the two-character id of the system through which stocks of this product are normally obtained. Press <F1> for a pop-up enquiry. 


If this is left blank, any requests for supply put into the queue will have a blank supply system-id. This means they will be open to action by any supply system recognising a blank id.

Note
The supply system is also known as the source of supply.

Supply lead time XE "supply lead time"  (days) XE "lead time for product" 
This is the lead time in days for the supply system. You should set it to the number of days that the system is expected to take to turn around requests for the product. It is used by Sales Order Entry to check whether the customer’s required date can be met.

Buying group XE "buying groups" 
(Only if one or more ‘buying group’ has been defined in the System Codes option of Administration Parameters.) Enter a valid buying group code or leave blank if no specific buying group is relevant for the product. Press <F1> for a pop-up enquiry.

Note
You can optionally use buying groups to select products to appear on the Reorder Report; for example if certain products are normally purchased by specified employees. Or in the case of internally manufactured items that never need to appear, they can be excluded from the report.

Shipping unit XE "shipping unit" 

 XE "Landed Costs:product shipping details" 
(Only if Landed Costs is in use.) Enter the unit in which the product is normally shipped. The default is the cost unit for the product. Press <F1> for a pop-up enquiry listing the units in the product’s unit group.

Shipping volume XE "volumes:shipping" 
(Only if Landed Costs is in use.) Enter the normal packed volume of one shipping unit of the product. This must be expressed in the ‘shipping volume unit of measure’ as displayed at the bottom of the window.


This is used to calculate the default volume offered for shipments of the product when supplier/product information is unavailable.

Note
The shipping volume and weight units of measure are defined in Landed Costs system parameters.

Shipping weight XE "weight:shipping" 
(Only if Landed Costs is in use.) Enter the normal packed weight of one shipping unit of the product. This must be expressed in the ‘shipping weight unit of measure’ as displayed at the bottom of the window. The default is the stock unit weight multiplied by the number of stock units per shipping unit. 


This is used to calculate the default weight offered for shipments of the product when supplier/product information is unavailable.

Oncost type XE "oncosts" 
(Only if the Oncost handling POP System Parameter is set to G, P or S, and Landed Costs is not in use.) When FIFO or average costing is in use, the oncost percentage can be used to increase the cost of goods received to reflect additional charges such as freight, insurance, and duties incurred when importing goods or to cover internal costs, e.g. testing. 


This item indicates the level at which the oncost percentage is held for this product. Enter one of the following:

· G
if the oncost percentage is held at product group level. The ‘percentage’ is then automatically set to zero and the prompt is skipped.


· P
if the oncost percentage is held at product level.


· S
if the oncost percentage is held at supplier level. The ‘percentage’ is then automatically set to zero and the prompt is skipped.


The default is the value entered in System Parameters. Press <F1> for a pop-up enquiry.

Percentage
(Only if the Oncost Type is set to P, or Global 3000 Landed Costs is in use.) If the Oncost Type is set to P, enter the oncost percentage to be used for the product.


If Landed Costs is in use, enter the percentage to be used in product-based overhead calculations.

Tariff/commodity code XE "commodity code" 

 XE "tariff code"  XE "Landed Costs:product details"  XE "Intrastat:commodity codes" 
(Only if Global 3000 Intrastat or Landed Costs is in use.) If Landed Costs is in use, enter the tariff code for the product. The code is checked against the tariff code table in Landed Costs. Press <F1> to list valid tariff codes. If Global Intrastat is also in use, the first eight digits of the tariff code are used for the Intrastat commodity code.


If Global 3000 Intrastat is in use without Landed Costs, enter the commodity code for the product. This cannot exceed eight digits. 

Note XE "Intrastat Classification Nomenclature (ICN)" 
Intrastat commodity codes are published in the Intrastat Classification Nomenclature (ICN). 

On completion
If you are creating a new product record without a template  Stock Details window.


Otherwise  Product Details menu, see page 219.

Stock Details

Figure 98: Stock Details Window XE "Stock Details Window" 
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This window appears:

· When you select Stock Details from the Product Details menu.

· After the Purchase Details Window when you are creating a new product record without a template.

Purpose XE "products:stock details" 
This window enables you to enter stock details for the product.

The prompts are:

Stock check category XE "stock check category" 

 XE "stock-take category" 

 XE "category for stocktake" 
(A-Z.) A code used to group products to be stock-taken at the same time. 


The Stocktake program uses this code to select products, if the corresponding code on the stock record (entered through Stock Details Maintenance in Stock Control) is blank.

Serialised XE "serial numbers" 
(Y/N.) Enter Y if serial numbers are to be recorded for the product, otherwise enter N. The default is N.

Warning
You cannot change this item after transactions have been entered for the product.

Note
The ‘decimal places’ item in the General Product Details window must be zero for serial-numbered items.

Show all serial numbers XE "show all serial numbers" 

 XE "print:all serial numbers" 

 XE "serial numbers:show all" 
(Only if ‘Serialised’ above is set to Y.) This controls the use of Stock Movement and Sales Delivery records for the product.

 XE "bulk issues/receipts & serial numbers" 
If set to N (the default), bulk issues and receipts are recorded using a single record. This means Delivery Notes and Invoices show only the start and end serial number next to the quantity involved.


If set to Y, Order Reports, Delivery Notes, Invoices, Credit Notes, Stock Movement Proof List, and Selected Stock Movements report include every serial number involved on a separate line, which can create very long documents when hundreds of serial numbers are involved.


We recommend that this is set to N on all serialised products to avoid performance and database size problems.

Note
The serial numbers themselves are always held in individual records to facilitate easy searching and serial number tracking. It is just the records used to record the bulk movements of serialised items through the system which are affected. 


The serial number searches in Enquiries are not affected by this parameter.

Serial mask XE "masks:serial numbers" 
(Only if ‘Serialised’ above is set to Y.) This item enables you to enter a mask for serial numbers that have a fixed format.


The mask can contain a combination of the following characters:

· ?
denotes any character, including spaces.


· X
forces a non-blank character to be entered.


· 9
indicates an incrementing digit.


· Any other character (including spaces) forces that character to be input in that character position.

Example
A mask of ANX-999999/?? would allow the input of fifty serial numbers ANA-000001/95 to ANA-000050/95, which is useful if you require a year or other numeric suffix on serial numbers.


If the mask is left blank, serial number range input increments the rightmost digits (giving ANA-000001/95 to ANA-000002/44 in the above example).

Batch tracked XE "batch tracking" 
(Y/N.) Indicates whether batch details are to be input and recorded for receipts and issues to allow tracking of batches. 

Warning
You cannot change this item after transactions have been entered for the product.

Batch ref on pick list XE "print:batch ref on pick list" 

 XE "picking lists" 
(Only if ‘Batch tracked’ is set to Y.) If set to Y, the picking list includes suggested batch numbers selected by batch status (Active batches first, then those on Positive Recall). They are sequenced within status by batch receipt date, oldest first. These will be the default batches offered by Despatch Confirmation. 


If set to N, batch numbers are not printed on the picking list. The batch numbers which are physically picked must then be entered during Despatch Confirmation.

Check expiry date XE "check expiry date" 

 XE "expiry date:batches" 
(Only if ‘Batch tracked’ is set to Y and expiry date checking is in use.) Enter Y if expiry date checking is required for the product. This means:

· You are prompted for an expiry date when a batch is created during receipt of goods.


· The expiry date is checked before goods are issued.


If you enter N expiry dates are not recorded for batches of the product.

Note
This indicator defaults to the value entered in the Default Expiry Date Checking window of Stock Control System Parameters.

Shelf life days XE "shelf life days" 
(Only if ‘Check expiry date’ is set to Y.) This is used to calculate the expiry date when a batch is received. It can also be used as the length of time items can be in stock before they need to be inspected for deterioration.


When expired stock is detected by Sales Order Entry, it is marked as ‘Requires Inspection’.

Allocation method XE "allocation method" 

 XE "pooled allocation" 
(P/Q.) Enter the type of allocation normally used for the product. Enter one of the following:

· P
for pooled allocation. 

 XE "queued allocation" 
· Q
for queued allocation.


If this is blank, the default method (as specified in Sales Order Processing System Parameters) is used. An explanation of pooled and queued allocation is given below.


You can change the allocation method for the product at any time. This will effect orders and requisitions subsequently entered, but not existing orders and requisitions.

Note
Changing the product allocation strategy does not change the strategy of existing schedule and call-off order lines; i.e. ALL entries in a schedule are processed under the strategy in force for the product at the time the schedule line or call off line was created.


If you change the allocation method on a product and want some existing detail lines to be processed using the new method, you need to delete the lines and re-enter them. If a line has already been part processed, you must manually remove the unprocessed portion of the line and add it as a separate, new line on the order to change its allocation method.

Automatic queue action XE "automatic queue action" 
(A/R/Q.) This parameter identifies the action to be taken when sales order or requisition lines for the product are placed which require queued allocation. It is not skipped if the product uses pooled allocation since it is possible to enter queued order lines for any product through the ‘back to back’ option.


Valid automatic queue actions are:

· A
Allocate. Allocation attempts to allocate available stock, then attempts to reserve against stock already on order and finally raises a stock request for any remaining quantity.

 XE "reserve" 
· R
Reserve. Allocation attempts to reserve stock on order, then attempts to allocate available stock and finally raises a stock request for any remainder.

 XE "request" 
· Q
Request. Allocation raises a stock request for the line quantity.


If this is blank, the default queued stock allocation option from SOP System Parameters is used.

Primary location XE "primary location" 

 XE "locations:primary" 

 XE "sales orders:primary location" 
If this product is usually only held at a single location, you can enter its location code here. Then, when you enter a sales order line for the product, the line’s despatch location defaults to this location, but can be overridden. 


Leave this prompt blank if you want the despatch location on sales order lines for this product to default to the delivery location specified on the sales order header.

Note
Setting a primary location for a product is not the same as specifying that a product is only ever held at one location in the Stocked At window. 

On completion
If the Create Stock Records Automatically Stock Control System Parameter is set to L  Stocked At Menu, see page 230.


Otherwise  Product Details menu, see page 219.

Notes on Product Allocation Method

Pooled allocation XE "pooled allocation" 

 XE "allocation method" 
For pooled allocation, sales order and stock requisition lines are forward ordered if the required date on the line lies beyond the current date plus the sales order processing/stock requisition allocation lead time. Otherwise stock is allocated immediately or if there is insufficient stock, the shortfall is back-ordered.


Forward orders are monitored by Automatic Allocation until they become current at which point they are allocated or back ordered according to stock availability.


Back orders are monitored by Automatic Allocation until stock becomes available. Then they are allocated.

Queued allocation XE "queued allocation" 
For queued allocation, sales order and stock requisition lines can allocate available stock, reserve stock already on order or raise a request for supply against the normal source of supply for the product.


Requests for supply are converted into reservations against stock on order by Purchase Order Entry and the reserved stock is allocated to the sales order/requisition lines at the point of Goods Receipt.


The advantage of queued allocation is that it can reduce the time stock spends on the warehouse floor to the time it takes to pick, pack and despatch orders. The cost of this advantage is that supply operations must be very reliable because delivery and despatch are so closely tied.


As a result, usually only the most cost sensitive products are queue allocated and the rest use pooled allocation.

Further information
For further information, see the Sales Order Processing Manual.

Stocked at Menu
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Figure 99: Stocked at Menu XE "Stocked At Menu" 
This menu appears with the Stocked At window after the Stock Details window if the ‘Create stock records automatically’ Stock Control System Parameter is set to L

The options are:

Amend
Create or delete stock records at selected locations  Stocked At Window.

Exit
 Product Details menu, see page 219.

Stocked at Window

Figure 100: Stocked at Window XE "Stocked At Window" 
You move into this window when you select Amend from the Stocked At Menu
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Purpose XE "stock records:create in product maintenance" 

 XE "add:stock records" 

 XE "delete:stock records" 
A stock record is required for each product for each location at which it is stocked. Stock records can be entered, amended and deleted through the Maintain Stock Details option in Stock Control.


Depending on the setting of the ‘Create stock records automatically’ Stock Control System Parameter stock records can be created automatically, or on request, when you create a new product record. When the ‘on request’ option is selected, this window enables you to specify the locations at which you want stock records to be created.


The window lists the locations with a ‘Stocked?’ indicator.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
Move the cursor to the required location and press <Return> to toggle the ‘Stocked?’ indicator between Yes and No.

On exit
 Product Details menu, see page 219.

Long Description

Figure 101: Long Description Window XE "Long Description Window" 
This window appears when you select Long Description from the Product Details menu
[image: image127.png]Uictor 200 overhead projector
High magnification
Flat pack

oK. Cancel






Purpose XE "add:long description" 

 XE "amend:long description" 

 XE "delete:long description" 

 XE "long descriptions" 

 XE "products:long descriptions" 
This window enables you to enter a long description for the product. It can consist of any number of lines. Each line can be up to 40 characters in length. Long Descriptions are typically used for an extended specification of the product or a quality conformance statement. They can be included in reports and can also be shown on purchase and sales orders. When the long description is shown on a purchase or sales order, the standard text can optionally be amended.

Note XE "purchase orders:copy long description to" 

 XE "sales orders:copy long description to" 
The setting of the ‘Copy long description to order’ SOP and POP System Parameters determine whether or not the long description is copied onto sales orders and purchase orders respectively. 


If you start a line with an asterisk (*), that and all subsequent lines are assumed to be for internal use only and are not printed on any documents.

On exit
 Product Details menu, see page 219.

Link Details

Figure 102: Link Details Window

This window appears when you select Linked Product from the Product Details menu
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Purpose XE "link products" 

 XE "products:linked" 
Products can be linked together in chains. When the first product in the chain is added to an order the rest of the chain will either be added automatically or offered as options. This feature can be used for adding items which are always included with a particular product; for example, delivery.

The prompts are:

Next linked product
Enter the code of the next linked product. Press <F1> for a pop-up enquiry.

Automatic or default
(A/D.) Enter A if you want the product to be added to orders automatically. Enter D if you want the product to be offered as a default.

On completion
 Product Details menu, see page 219.

Product Aliases

Figure 103: Product Aliases Window XE "Product Aliases Window" 
This window appears when you select Product Aliases from the Product Details menu
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Purpose XE "aliases for products" 

 XE "parent products" 
This window enables you to specify alternative codes for a product. The main product code is referred to as the parent product, the alternative codes as aliases. The aliases take their stock from the parent product but can be described, priced and analysed differently.

Example
During a promotion, product X, which usually costs £10, is given free to customers who buy product Y. The free product (X-A) is set up as an alias of product X. (It is linked to product Y in the Link Details window so it is automatically added to the sales order.) The alias (X-A) shares the same physical stock as product X but is priced and analysed differently.


The window lists a dummy entry for the parent product and entries for any aliases that have already been defined.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:product alias" 
To create a new alias, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:product aliases" 
To amend an existing alias, position the cursor on the required line and press <Return>.

Delete XE "delete:product aliases" 
To delete an existing alias, position the cursor on the required line and press  <F7>. You cannot delete the dummy entry for the parent product.

The prompts are:

Alias
Enter a code for the alias. Typically it will be the parent product code with a suffix.

Alias description
Enter a description for the alias. The default is the parent product description.

Product group
Enter the code of the product group the alias is to be analysed to. The default is the parent product’s product group. Press <F1> for a pop-up enquiry.

Priced as XE "price as" 
Enter the code of another product which is used to determine the price of the alias. This only selects an alternate price list. It does not utilise the trade and quantity discounts of the specified product.

On exit
 Product Details menu, see page 219.

Product Enquiries

Introduction XE "enquiries" \r "ProductEnquiries" 

 XE "products:enquiries" \r "ProductEnquiries" 
The Enquiries program enables you to view a product’s stock levels, serial numbers, stock queue entries, batch details, FIFO details, movements and usage statistics.

Note
You can press <Esc> at any point in the enquiry program to return to the previous window or menu.


You can press <F9> at any point in the enquiry program to return directly to the menu through which you entered the program.

Product Enquiry Selection
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Figure 104: Product Enquiry Selection Menuxe "Product Enquiry Selection Menu"
This menu appears when you select Product Enquiries from the Product Maintenance Menu

Purpose
This menu gives you a number of options for selecting products. 

The options are:

Product
Select products by product code.

Stocked products
Restrict the enquiry to stocked products.

Non-stocked XE "non-stocked products:enquiry"  
Restrict the enquiry to non-stocked products.

Description
Select products by description.

Lookup XE "lookups for product:enquiry" 
Select products by lookup code.

Group XE "groups:product" 
Select products by group code.

On selection


When you select any of the above options ( Select Product For Enquiry window.

Main enquiry menu
This option enables you to enquire on customers, sales orders, suppliers and purchase orders. See enquiries in the SOP and POP manuals for details.

Select Product for Enquiry

Figure 105: Select Product for Enquiry Windowxe "Select Product for Enquiry Window"
This window appears when you select a product option from the Product Enquiry window
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Purpose
This window lists products and enables you to select one for enquiry. 


This is an enquiry-mode window with five search keys: product, description, lookup, group and product type.


If you selected one of the first three options from the Product Enquiry Selection menu, you are initially prompted for the product key.


If you selected the Description option, you are initially prompted for the description key, etc.


Enter a partial code followed by <Page Down> to list all products starting with that code.


Leave the key prompt blank and press <Page Down> to list all products in ascending sequence.


Press <F6> to change the search key.


Analysis codes one and two, the product type and status, and the alternative product are also displayed for the listed products.

Move through list
You can move through the list with the cursor and <Page Down> and <Page Up> keys in the standard way. 

Move the cursor to the required product and press:

<F1>
To view further details of the product. ( Product Details window.

<F2>
To view the product’s long description. ( Long Description window, see page 237.

<F3>
To view the product’s prices. ( Price Lists window, see page 237.

<Return>
To select the product for further enquiries. ( Select Menu, see page 238.

On exit
 Product Enquiry Selection menu, see page 234.

Product Details

Figure 106: Product Details Windowxe "Product Details Window"
This window appears when you press <F1> in the Select Product for Enquiry Window
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Purpose
This window displays the static information held for the product in Product Maintenance.

You can press:

<Page Down>
To display the window for the next product. 

<Page Up>
To display the window for the previous product.

<F6>
To change the search key.

On exit
 Select Product for Enquiry window, see page 235.

Long Description

Figure 107: Long Description Windowxe "Long Description Window"

 XE "long descriptions:enquiry" 
This window appears when you press <F2> in the Select Product for Enquiry Window
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Purpose
This window displays the long description entered for the product through Product Maintenance.

On exit
 Select Product for Enquiry window, see page 235.

Price Lists

Figure 108: Price Lists Windowxe "Price Lists Window"
This window appears when you press <F3> in the Select Product for Enquiry window
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Purpose
This window displays price list details for the product.

Upper part of window
The price lists that reference the selected product are listed in the upper part of the window, along with their currency, expiry date, type and pricing unit.

Lower part of window
As you scroll through the list, the prices held for the product on the price list are displayed in the lower part of the window.

Note
Price lists are entered via Sales Order Processing. For full details, see the SOP Manual.

On exit
 Select Product for Enquiry window, see page 235.

Select
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Figure 109: Select Menuxe "Select Menu"
This menu appears when you select a product in the Select Product for Enquiry window

Purpose
This menu provides you with a number of options for further enquiries relating to the selected product. 

The options are:

Purchase. XE "suppliers:enquiry" 

 XE "suppliers" \t "See also Creditors Ledger Manual" 

 XE "purchase orders:enquiry" 
This option enables you to enquire on purchase orders, shipments and suppliers for the product. ( Purchase menu. See the POP manual for details.

Stock
Enquire on stock details for the products. ( Stock Details window.

Serial numbers
(Only if the product is serial-numbered.) Enquire on serial numbers for the product. ( Serial Numbers For Product window, see page 245.

Orders XE "sales orders:enquiry" 
Enquire on sales orders for the product. You are first prompted for a location code, then ( Sales Orders for Product window. See the SOP manual for details. 

Back orders XE "back orders:enquiry" 
Enquire on back-orders for the product. You are first prompted for a location code, then ( Back Orders for Product window. See the SOP manual for details. 

Queue
Enquire on stock queue entries for the product. ( Queue Details menu, see page 243.

Exit
 Select Product for Enquiry window, see page 235.

Stock Details

Figure 110: Stock Details Windowxe "Stock Details Window"

 XE "stock records:enquiry"  

This window appears when you select Stock from the Select menu
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Purpose
This window lists the locations at which the selected product is stocked, and shows stock details for each location. You can select a location for further enquiry options.

Upper part of window
The following are displayed at the top of the window:

· Product code, description and stock unit.


· The locations and bin locations at which the product is stocked are listed.

Lower part of window
As you scroll through the list following stock details are displayed in the middle section of the window for each location: book stock, allocated, restricted, free stock, back order, forward order and on order quantities; expected (for on order), last sale, last receipt and last stock check dates; latest cost and value in base currency; stock check category; and minimum, reorder and maximum quantities.


The bottom section of the window displays total stock levels for all locations.

Note
When weighted average costing is in use, the weighted average cost price is also shown.

On selection
( Stock Enquiry Selection Menu.

On exit
 Select Product for Enquiry window, see page 235.

Stock Enquiry Selection
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Figure 111: Stock Enquiry Selection Menuxe "Stock Enquiry Selection Menu"
This menu appears when you select a location in the Stock Details window

Purpose
This menu provides you with a number of options for detailed enquiries on stock at the selected location. 

The options are:

Batch/bin
View batch and bin details for the product at the selected location ( Batch Details window, see page 241.

FIFOxe "FIFO (first in, first out) accounting"
(Only if FIFO costing is in use.) View FIFO details for the product at the selected location. ( Batch Details window, see page 241.

Movements
View details of the product’s movements at the selected location. ( Movement Type menu, see page 241.

Queue
View stock queue entries for the product at the selected location. ( Queue Details menu, see page 243.

Serial numbers 
(Only if product is serial numbered.) View serial numbers for the product at the selected location. ( Serial Numbers for Product window, see page 245.

Usage
View usage statistics for the product at the selected location. ( Usage Statistics window, see page 246.

Exit
 Stock Details window, see page 239.

Batch Details

Figure 112: Batch Details Windowxe "Batch Details Window"

xe "batch tracking:enquiry"
This window appears when you select the Batch/Bin or FIFO options from the Stock Enquiry Selection Menu
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Purpose
This window lists batch and bin details for the product at the selected location.

Upper part of window
The location is shown at the top of the window. Underneath the batches are listed. For each batch the following details are shown: batch number, status, receipt date, batch reference, bin number and document reference.

Lower part of window
As you scroll through the list, the following details are shown for each batch: the description, date of last movement, expiry date, received by, value remaining, quantity left, counted quantity and adjusted quantity.


For batches paid for in foreign currency, the currency code and exchange rate are also displayed.

You can press:

<F1>
To display movement details for the batch. ( Movement Type menu.

<F2>
To display the serial numbers of the batch. ( Serial Numbers For Product window, see page 245.

On exit
 Stock Enquiry Selection Menu, see page 240.

Movement Type Menu
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Figure 113: Movement Type Menuxe "Movement Type Menu"
This menu appears when you select Movements from the Stock Enquiry Selection menu or press <F1> in the Batch Details window.

Purpose
This menu enables you to select the type of movements you want to view.

The options are:

All
View movements of all types.

Issues
Restrict the enquiry to stock issues.

Receipts
Restrict the enquiry to stock receipts.

Write-offs
Restrict the enquiry to stock write-offs.

On selection
( Movement Details window.

On exit
 Stock Enquiry Selection menu, see page 240.

Movement Details

Figure 114: Movement Details Windowxe "Movement Details Window"
This window appears when you select an option from the Movement Type menu
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Purpose
When you enter the window via the Stock Enquiry Selection menu, this window lists all stock movements of the required type for the product at the selected location.


When you enter the window via the Batch Details window, this window lists all stock movements for the selected batch.

Upper part of window
The date, number, type, batch, start serial number, document reference and user reference are shown for each movement listed. 

Lower part of window
The lower part of the window shows the following for each entry as you scroll through the list: the from/to batch number, proof list number, source module, end serial number, quantity, value and account.

On exit
 Movement Type menu, see page 241.

Queue Details
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Figure 115: Queue Details Menuxe "Queue Details Menu"
This menu appears when you select Queue from either the Select menu or the Stock Enquiry Selection menu

Purpose
This window enables you to choose the type of queue entries you want to view.

The options are:

Arrivals
Restrict the enquiry to arrivals.

Requests
Restrict the enquiry to requests.

Reservations
Restrict the enquiry to reservations.

All entries
View all stock queue entries of all types.

On selection
( Stock Queue Entries window.

Exit
 Stock Enquiry Selection menu, see page 240.

Stock Queue Entries

Figure 116: Stock Queue Entries Windowxe "Stock Queue Entries Window"

xe "stock queue entry enquiry"

 XE "queue entry enquiry" 
This window appears when you choose an option from the Queue Details menu 
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Purpose
This window lists stock queue items. Entries of the type selected in the Queue Details menu (e.g. arrivals, requests, all types) are shown for the selected product.


If you enter this window via the Stock Enquiry Selection menu the entries are restricted to the selected location.

Upper part of window


The product code and description are shown at the top of the window. Beneath this, the stock queue entries are listed. The demand source, type, for date, supply source, open quantity, unit, location and status are displayed for each queue entry in the list.

Lower part of window


The following details appear in the lower part of the window for each queue entry as you scroll through the list: the reserve by date, expected by date, supplier, allocate by date, pick number and date, supply reference, first commit date, commit date, demand reference and original quantity.

On exit
 Queue Details menu, see page 243.

Serial Numbers for Product

Figure 117: Serial Numbers for Product Windowxe "Serial Numbers for Product Window"

xe "serial numbers:enquiry"
This window appears when you select Serial Numbers from either the Select or the Stock Enquiry Selection menu. It also appears when you press <F2> in the Batch Details window
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Purpose
This window lists the serial numbers for the selected product.


If you enter the window via the Stock Enquiry Selection menu, the serial numbers are restricted to those at the selected location.


If you enter the window by pressing <F2> in the Batch Details window, the serial numbers are restricted to those belonging to the selected batch.

Upper part of window
If you arrived via the Select menu, the product’s code and description are shown at the top of the window.


If you arrived via the Stock Enquiry Selection menu, the location is shown.


The serial numbers are listed. For each one the following details are shown: the serial number, batch reference, status, issue or return, date and receipt (and location, if from the Select menu).

Lower part of window
The lower part of the window shows the narrative, bin number, customer, batch number, expiry date and last issue or return for each number as you scroll through the list.

On exit
You are returned to the menu or window from which you invoked the window.

Usage Statistics

Figure 118: Usage Statistics Windowxe "Usage Statistics Window"

xe "stock usage statistics enquiry"
This window appears when you select Usage from the Stock Enquiry Selection menu
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Purpose
This window shows usage statistics for the selected product at the selected location. The type of movement (issue, return, etc.), quantity and value are shown for each year and period.

On exit
 Stock Enquiry Selection menu, see page 240.

Product Detail Report

 XE "product detail report" \r "ProductDetailsReport"  & Product Register XE "product register" \r "ProductDetailsReport" 

 XE "reporting:product detail report" 

 XE "reporting:product register" 

 XE "products:reports" \r "ProductDetailsReport" 
The Product Detail report prints full product details (one or two products per page).

The Product Register is a summary report. It prints a single line for each product. 

Printed examples
Examples of the printed output of these two reports can be found in the Sample Reports section, see pages 379 and 380.

Product Detail Report Window

Figure 119: Product Detail Report Window XE "Product Detail Report Window" 
This window appears when you select Product Detail Report from the Product Maintenance Menu
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Note
The Product Register window parallels this window. 

Purpose
This window enables you to select the information to appear in the report.

The prompts are:

Sequence on group or product code
(P/G.) Enter one of the following:

· P
to print the report in product code sequence. 


· G
to print the report in product within product group sequence.

Start group...end group
If you want to restrict the report to one or a range of product groups, enter the start and end codes here. Or leave blank for all. Press <F1> for pop-up enquiries.

Start product...end product
If you want to restrict the report to one or a range of products, enter the start and end codes here. Or leave blank for all. Press <F1> for pop-up enquiries.

Show long description
(Y/N.) Enter Y to print the product long descriptions. Enter N to exclude them. 

Include obsolete products XE "obsolete products:include in report" 
(Y/N.) Enter Y to include obsolete products in the report. Enter N to exclude them.

On completion
 Print Options window, see page 89.

Housekeeping

Figure 120: Housekeeping Menu XE "housekeeping" \r "Housekeeping" 

 XE "Product Maintenance:housekeeping" \r "Housekeeping" 
This menu appears when you select Housekeeping from the Product Maintenance Menu  XE "Housekeeping Menu" 
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The options are:

Product group maintenance
View, create, amend, delete and print product groups.  Group Maintenance/Print menu.

Analysis code maintenance
You can associate two analysis codes with each product. This option enables you to view, create, amend, delete and print analysis codes.  Analysis Code Maintenance menu, see page 254.

Standard cost maintenance
This option enables you to update the standard cost for a range of products.  Standard Cost Maintenance Window, see page 256.

Location maintenance
This option enables you to view, create, amend, delete and print location code details.  Location Maintenance/Print menu, see page 259.

Unit code maintenance
This option enables you to set up and amend unit codes, unit group codes, conversion quantities and unit descriptions.  Unit Code Maintenance Menu, see page 265.

EDI product list export
(Only if Global 3000 EDI is in use and Export Product List is enabled in EDI Parameters.) This option enables you to export product details via Global 3000 EDI.  EDI Product List Export Window, see page 267.

Exit
 Product Maintenance main menu.



Group Maintenance/Print

Figure 121: Group Maintenance/Print Menu
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This menu appears when you select Product Group Maintenance from the Housekeeping Menu

The options are:

Maintain product groups
Create, amend and delete product groups.  Product Group Maintenance Window.

Print product groups XE "product groups:print" 

 XE "print:product groups" 
Print information relating to product groups.  Print Options Window, see page 89.

Printed example
There is an example of the printed output of this program in the Sample Reports section, page 381.

Exit
 Housekeeping menu, see page 249.



Product Group Maintenance

Figure 122: Product Group Maintenance Window XE "Product Group Maintenance Window" 

 XE "groups:product" 
This window appears when you select Maintain Product Groups from the Group Maintenance/Print Menu
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Purpose XE "product groups" 
Each product must be assigned to a product group which:

· Determines the General Ledger accounts associated with stocks of the product.


· Determines the acceptable profit margin for sales of products in the group.


· Is used (along with two further analysis codes) to classify the product for sales analysis. 


· Can be used to select a group of products for functions such as reporting and valuation


This window enables you to view, add, amend and delete product groups.


Product groups which have already been defined are listed in the upper part of the window.


Additional information is displayed in the lower part of the window for each product group as you scroll through the list.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:product groups" 
To create a new product group, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:product groups" 
To amend an existing product group, position the cursor on the required line and press <Return>. You cannot amend a product group if it has products associated with it.

Delete XE "delete:product groups" 
To delete an existing product group, position the cursor on the required line and press <F7>. You cannot delete a product group if it has products associated with it.

The prompts are:

Group
A four character code identifying the product group.

Description
A description for the group in up to 30 characters.

Profit margin XE "profit margin"  % low & high
(Only if the ‘Profit margin check required’ SOP System Parameter is selected.) When you add a sales order line with a profit margin outside the percentages specified here, SOP will give a warning or prevent the line’s entry. (The response is determined by the setting of the System Parameter.) A high margin of zero means no high check, a low margin of zero will only warn you if you sell at a loss.

Note
The profit is calculated on cost or turnover according to the ‘Profit as % of cost or turnover’ SOP System Parameter.

Industry discount XE "industry discount" 

 XE "discounts:industry" 
Enter the percentage discount, if any, to be applied to products in this group for sales purposes. 

Pricing accuracy XE "pricing:accuracy" 
(2...6.) The figure entered here controls the number of decimal places to which prices are stored in price lists, allowing you to specify prices to industry standard precision, e.g. 0.0023. The default is 2. 

Warning
You cannot change this prompt after you have set it up.

Note
Unit prices are not subject to checking against the decimal precision of the currency in which they are entered. Global 3000 rounds calculated values to the required decimal precision. 

Oncost XE "oncosts"  percentage
If either FIFO or average costing is in use, the oncost percentage can be used to increase the cost of goods received to reflect additional charges such as freight, insurance, and duties incurred when importing goods.


Enter the percentage to be used for products in the group for which the ‘Oncost type’ is set to G.

Note
The ‘Oncost type’ is defined for products in the Purchase Details window of Product Maintenance.

Sales Analysis XE "Sales Analysis:equivalent"  equivalent
(1-99.) Enter the number under which Sales Analysis will store information for this product group.

Manual pricing XE "manual pricing & discounts" 

 XE "pricing:manual" 
(Y/N.) Enter Y if you want SOP to prompt the operator for manual pricing for products in the group. Otherwise enter N.

Manual discount XE "discounts:manual" 
(Y/N.) Enter Y if you want SOP to prompt the operator for manual discounts for products in the group. Otherwise enter N.

General Ledger XE "General Ledger:product group base accounts"  base accounts XE "stock value account" 
Enter General Ledger account codes for postings from the product group for:

· Stock value.

 XE "sales turnover account" 
· Sales turnover.

 XE "cost of sales account" 
· Cost of sales.

 XE "cost of purchases account" 
· Cost of purchases.

 XE "cost variance account" 
· Cost variance.

 XE "non-stock issues account" 
· Non-stock issues.

 XE "non-stock receipts account" 
· Non-stock receipts.


When a posting is made, the profit centre is taken from the sales or stock location as appropriate.

Note
The cost of purchases account can be left blank. POP Goods Receipt and Invoice Entry then post to the Goods Received not Invoiced or the Purchases Invoiced account depending on the setting of the ‘Post costs to General Ledger’ Distribution Parameter.

On completion
 Next line in the window.

On exit
 Group Maintenance/Print menu, see page 250.

Analysis Code Maintenance Menu

Figure 123: Analysis Code Maintenance Menu
[image: image149.png][ Analysis Code Maintenance

Analysis Codes 1
Analysis Codes 2
Print Analysis Codles 1 (3)

Print Analysis Codes 2 (4)





This menu appears when you select Analysis Code Maintenance from the Housekeeping Menu

The options are:

Analysis codes 1
Create, amend and delete type 1 analysis codes.  Analysis Codes Maintenance Window.

Analysis codes 2
Create, amend and delete type 2 analysis codes.  Analysis Codes Maintenance Window.

Print analysis codes 1 XE "print:analysis codes" 

 XE "analysis codes:print" 
Print type 1 analysis codes.  Print Options Window, see page 89.

Print analysis codes 2
Print type 2 analysis codes.  Print Options Window, see page 89.

Printed example
There is an example of the printed output of this program in the Sample Reports section, page 382.

Exit
 Housekeeping menu, see page 249.

Analysis Codes Maintenance Window

Figure 124: Analysis Codes Maintenance XE "Analysis Codes Maintenance" 
This window appears when you select Analysis Codes 1 from the Analysis Code Maintenance Menu
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Note
Figure 124 shows the Analysis Codes 1 Maintenance window. The Analysis Codes 2 Maintenance window parallels this window.

Purpose XE "analysis codes" 
There are two analysis codes associated with each product in addition to the product group. This window enables you to create, amend and delete type 1 analysis codes and their descriptions.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:analysis codes" 
To create a new analysis code, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:analysis codes" 
To amend an existing analysis code, position the cursor on the required line and press <Return>.

Delete XE "delete:analysis codes" 
To delete an existing analysis code, position the cursor on the required line and press <F7>. You cannot delete an analysis code if it has products attached to it.

The prompts are:

Code
A code of up to four characters. Lower case letters are automatically converted to upper case.

Description
A description of up to 30 characters.

On completion
 Next line in the window.

On exit
 Analysis Code Maintenance menu, see page 254.

Standard Cost Maintenance

Figure 125: Standard Cost Maintenance Window XE "Standard Cost Maintenance Window" 
This window appears when you select Standard Cost Maintenance from the Housekeeping Menu
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Purpose XE "standard costs:update" 

 XE "costs:update" 
Each product can have a standard cost defined for it. The standard cost is used for:

· Stock valuation if standard costing is in use.


· The Stock Valuation report (an option on the Stock Control Reporting menu) whatever costing method is used.


This window enables you to update the standard cost for a range of products.

Note
If you are using Stock Control and have standard costing in force, after you have entered changes to standard costs, you must then run Stock Revaluation to apply those changes.

The prompts are:

Start product ...end product
The range of products to be processed. Leave both prompts blank to select all products. Enter the same code at both prompts to process a single product. Pop-up enquiries are available.

Group
If you want to restrict processing to products belonging to a specific product group, enter its code. Or leave blank for all product groups. Press <F1> for a pop-up enquiry.

Conversion rate XE "conversion rate for standard costs" 
Enter a multiplier to be applied to the standard cost for the selected products. Or leave blank for no conversion rate.

Example
To increase the standard costs by 10%, set the conversion rate to 1.1.

Rounding XE "rounding:standard cost calculation" 
(N,C,U,D.) Enter one of the following:

· N
for none (the default).


· C
for closest.


· U
for up.


· D
for down.

To nearest
The value the standard cost is to be rounded to. 

Example
Enter 1.00 to round to one whole currency unit.

Adjustment XE "adjustment to standard costs" 
A value to be added after rounding. You can enter an adjustment as well as a conversion rate.

Example
To increase the standard costs by £10 throughout the specified range set the adjustment to 10.

On completion
If you specified neither a conversion rate nor an adjustment  New Standard Cost window. This prompts you product by product for a new standard cost.


Otherwise  the standard costs are updated and you are returned to the Standard Cost Maintenance window.

New Standard Cost Window

Figure 126: New Standard Cost Window XE "New Standard Cost Window" 
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This window appears on completing your replies in the Standard Cost Maintenance Window if you specified neither a conversion rate nor an adjustment

Purpose
This window enables you to manually enter a new standard cost for each product in the range specified in the Standard Cost Maintenance Window.


In the upper part of the window the code, description and existing standard cost for the product are displayed.

The prompt is:

New standard cost XE "standard costs" 
Enter the new standard cost for the product. The default is the existing standard cost.

Note
Unit costs are not subject to checking against the decimal precision of the currency in which they are entered (the company base currency). Whenever Global 3000 uses them to calculate line values, these values are rounded to the appropriate decimal precision.

On completion
The window is displayed again for the next product, until you have entered a new standard cost for all the products in the range. Then  Standard Cost Maintenance Window.

Location Maintenance/Print Menu
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Figure 127: Location Maintenance/Print Menu XE "Location Maintenance/Print Menu" 
This menu appears when you select Location Maintenance from the Housekeeping Menu

The options are:

Maintain locations
Create, amend and delete locations.  Location Maintenance Window.

Print locations XE "print:locations" 

 XE "locations:print" 
Print location details.  Print Options Window, see page 89.

Printed example
There is an example of the printed output of this program in the Sample Reports section, page 383.

Exit
 Housekeeping menu, see page 249.

Location Maintenance Window

Figure 128: Location Maintenance Window XE "Location Maintenance Window" 
This window appears when you select Maintain Locations from the Location Maintenance Menu
[image: image154.png]Cade Description Campany Profit Centre
- o
nip Hidlands and Vales a nip
NTH North of England a NTH
sTH South of England a sTH ]

Name & Telephone

Address Fax

EarliestMovernent 77
AllowSales? ¥

Past Cadle

oK Cancel | _Insert | _Delete & FZ £3






Purpose XE "locations:maintenance" \r "LocationMaintenance" 
This window lists any locations that have already been defined. It enables you to enter, amend and delete locations and their associated details.


A location is usually a physical warehouse, although it could be an area within your warehouse, an engineer’s van, or a sales office that normally issues stock from another location but holds little or no stock itself.

Single location systems XE "single location systems" 
In single-location systems, you only need one location record with a blank code. The record is generated automatically but you should set up the address details, reference information and profit centre. You should not alter the code or description.

Multi-location systems XE "multi-location systems" 
If you use non-stocked products, the first location record will be a fictional location with a blank code. This record is necessary for reasons internal to the system and you do not need to do anything with, except set the company and profit centre IDs.

Note
Stock locations can be used in General Ledger as an analysis category. For information about how to set this up, see the General Ledger Manual.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:locations" 
To create a new location, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:locations" 
To amend an existing location, position the cursor on the required line and press <Return>.  Location Maintenance menu, see page 262.

Delete XE "delete:locations" 
To delete an existing location, position the cursor on the required line and press <F7>. You cannot delete a location if it has any stock records defined for it.

The prompts are:

Code.
A four-character code for the location.

Description
A description for the location in up to 40 characters.

Company XE "companies:locations" 
The code for the company to which costs will be posted in General Ledger for transactions at this location. 


For single company systems, this item is automatically set to the single company code.

Warning
You should not change the company code if transactions exist for the location.

Profit centre XE "profit centre:location" 
Enter the General Ledger profit centre for transactions at this location.

Name, address XE "address:location"  & postcode
Enter the name and address to which deliveries for this location are to be sent.

Telephone XE "telephone no:location"  & fax XE "fax no:location" 
Enter the telephone and fax numbers of the location.

Sales Analysis XE "Sales Analysis:equivalent"  equivalent
(1-99.) Enter the number under which Sales Analysis will store information for this location.

Earliest movement XE "movement, earliest for location" 
This is the date from which full stock movement details for the location remain on file, i.e. have not been purged.

Allow sales XE "allow sales orders for location" 

 XE "prevent sales orders for location" 

 XE "sales orders:stopped at location" 

 XE "stop sales orders at location" 
(Y/N.) Enter Y to allow sales orders to be entered against this location. Enter N to prevent them; for example if the location is used to hold restricted or quarantined stock, or is used solely to change the analysis profit centre on a transaction.


Changing this indicator from Y to N does not affect any sales order which you have already entered against the location.

Note
Locations with this indicator set to N are suppressed from the sales order entry Location Search Window. (This window appears when you press <F1> at the Quantity prompt, or select Location Search from the Amend Allocation Menu.)

On completion
If you are creating a new location  EDI Stock Balance Details Window.


Otherwise Location Maintenance menu.

EDI Stock Balance Details

Figure 129: EDI Stock Balance Details Window XE "EDI Stock Balance Details Window" 

 XE "EDI:stock balances" 

 XE "stock balances, import & export" 

 XE "EDI:stock balances" 
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This window appears when you do one of the following:

· Select EDI Stock Balance Details from the Location Maintenance Menu.

· Complete your replies in the Location Maintenance Window for a new location.

Purpose XE "parameters" \t "See also system parameters" 
This window enables you to set parameters relating to the import and export of stock balances via Global 3000 EDI for the selected location.

The prompts are:

Allow EDI imports exports or neither XE "imports:stock balances" 

 XE "exports:stock balances" 
(I/E/N.) Enter one of the following:

· I
To allow stock balances to be imported for this location.


· E
To allow stock balances to be exported for this location.


· N
To allow neither imports nor exports for this location.

On completion
If you are creating a new location  Prefixes/Document Numbers Window, see page 263.


Otherwise  Location Maintenance Menu.

Location Maintenance Menu

Figure 130: Location Maintenance Menu XE "Location Maintenance Menu" 
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This menu appears when you select an existing location for amendment or when you exit from one of the product details windows

The options are:

EDI stock balance details
This option enables you to define whether EDI imports or exports are allowed for the selected location.  EDI Stock Balance Details Window, see page 261.

General details
Amend the General Details for the selected location.  Location Maintenance window, see page 259.

Prefixes & document numbers
Enter or amend the document prefixes and numbers for the selected location.  Prefixes/Document Numbers Window, see page 263.

Requisition parameters
Enter or amend the Requisition Parameters for the selected location.  Requisition Parameters Window, see page 264.

Exit
 Location Maintenance window, see page 259.

Prefixes/Document Numbers

Figure 131: Prefixes/Document Numbers Window XE "Prefixes/Document Numbers Window" 
This window appears when you select Prefixes/Document Numbers from the Location Maintenance menu and after the EDI Stock Balances Details Window when you are creating a new location
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Purpose XE "prefixes:for transactions by location" 

 XE "document numbers" 

 XE "transaction numbering" 
Automatic document numbers for sales orders, purchase orders, invoices, credit notes, stock requisitions, and quotations can either be generated centrally or for each location, depending on the setting of the relevant System Parameters. If automatic document numbers are generated for each location, you need to enter here the prefix and next document number for each type of document at each location. 

Further information
For further information see Document Numbers in SOP and POP System Parameters in the Sales Order Processing and Purchase Order Processing manuals.

The prompts are:

Stock prefix XE "stock transactions prefix" 
The prefix used when generating a document number for the selected location in Stock Transaction Entry. You need to enter this for all locations, regardless of the setting of System Parameters.

Sales order XE "sales orders:prefix & next no"  prefix... next no
The prefix and next order number used to generate a sales order reference for the selected location.

Purchase order prefix...next no XE "purchase orders:prefix & next no" 
The prefix and next order number used to generate a purchase order reference for the selected location.

Invoice prefix...next no XE "invoice:prefix & next no" 
The prefix and next number used to generate an invoice reference for the selected location in SOP.

Credit note prefix...next no XE "credit note prefix & next no" 
The prefix and next number used to generate a credit note reference for the selected location in SOP.

Requisition prefix...next no XE "requisitions:prefix & next no" 

 XE "stock requisitions:prefix & next no" 
The prefix and next number used to generate a requisition reference in Stock Control for the selected location.

Quotation prefix...next no XE "quotation prefix & next no" 
(Only if separate quotation numbers are selected in SOP System Parameters, and centralised quotation number are not in use.) The prefix and next number used to generate a quotation reference for the selected location in SOP.

On completion
If you are creating a new location  Requisition Parameters Window.


Otherwise Location Maintenance menu, see page 262.

Requisition Parameters
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Figure 132: Requisition Parameters Window XE "Requisition Parameters Window" 
This window appears:

· When you select Requisition Parameters from the Location Maintenance menu

· After the Prefixes/Document Numbers Window when you are creating a new location

Purpose XE "requisitions:location parameters" 

 XE "stock requisitions:location parameters" 
This window enables you to enter stock requisition parameters for the selected location.

The prompts are:

Part delivery XE "part delivery of requisitions" 
(Y/N.) Enter Y if part delivery of stock requisitions are allowed for this location, otherwise N. This parameter can be overridden on individual requisitions.

Delivery code XE "delivery instructions:requisitions" 
Enter the three character code for the delivery instructions, if any. Press <F1> for a pop-up enquiry.

Stop transfer XE "stop transfer of requisitions" 
(Y/N.) Enter Y to prevent the input of requisitions from this location, otherwise N.

On completion
 Locations Maintenance menu, see page 262.

Unit Code Maintenance Menu
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Figure 133: Unit Code Maintenance Menu XE "Unit Code Maintenance Menu" 
This menu appears when you select Unit Code Maintenance from the Housekeeping Menu

The options are:

Maintain unit codes
Create, amend and delete unit codes.  Unit Code Maintenance Window.

Print unit codes XE "print:units" 

 XE "units:print" 
Print all the information relating to unit codes.  Print Options Window, see page 89.

Printed example
There is an example of the printed output of this program in the Sample Reports section, page 384.

Exit
 Housekeeping menu, see page 249.

Unit Code Maintenance

Figure 134: Unit Code Maintenance Window XE "Unit Code Maintenance Window" 
This window appears when you select Maintain Unit Codes from the Unit Code Maintenance Menu
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Purpose XE "units:maintenance" 
Each type of unit is identified by a unit code. Units are grouped into unit groups identified by a unit group code. Each unit within a group has a conversion quantity associated with it which is used to convert any unit within the group to the standard unit. The same unit code (e.g. BOX) can be used in different unit groups, where it can have different quantities associated with it.


This window enables you to view, create, amend and delete unit codes, unit group codes, conversion quantities and unit descriptions.

Further information
For further information on unit handling in Global 3000 distribution software, see page 209.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:unit codes" 
To create a new unit code, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:unit codes" 
To amend an existing unit code, position the cursor on the required line and press <Return>.

Delete XE "delete:unit codes" 
To delete an existing unit code, position the cursor on the required line and press  <F7>. 

The prompts are:

Group XE "groups:units" 
The unit group code. It can be up to four characters long. 

Note
A unit group is specified for each product in the General Product Details window. Whenever you are prompted for a unit for a product, or product-related transaction, you must enter one of the units in the product’s unit group. Only the units in the product’s unit group are listed in the pop-up enquiry that appears when you press <F1> at a unit prompt.

Unit
The unit code. It can be up to four characters long.

Quantity XE "conversion quantity for unit" 
The conversion quantity for this unit - up to six decimal places can be specified.

Description
A description of the unit. It can be up to 12 characters long.

On completion
 Next line in the window.

On exit
 Unit Code Maintenance menu, see page 265.

Product List Export

Figure 135: Product List Export Window XE "Product List Export Window" 
This window appears when you select EDI Export Product List from the Housekeeping Menu 
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Purpose XE "exports:product details" 

 XE "EDI:export product list" 

 XE "product list:exports" 

 XE "products:export details" 
This window enables you to initiate the export of product details via Global 3000 EDI. This option is designed for updating satellite systems XE "satellite systems, updating from" ; for example laptops used by sales representatives. There is no product translation.


Exporting the product details involves two steps:

· Exporting the details to the EDI database through this option.


· Exporting the details from the EDI database via one of the export options within EDI. For full details of these options, see the Global 3000 EDI Manual.

The prompts are:

Products last exported on
(Display only.) The date product details were last exported through this program.

Amendments or full product list XE "product list" 
(A/F.) Enter A if you just want to export product details which have changed since the export was last run. Enter F to export full product details.

On completion
The details are exported to the EDI database.  Housekeeping Menu, see page 249.

On exit
 Housekeeping Menu, see page 249.

This page is deliberately left blank
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Figure 136: Action Menu XE "Action Menu" 
This menu appears when you finish entering the selection criteria for a report for which the data export option is available.

Purpose
This menu enables you to display, print, or export the selected details, or to use the ‘review’ option to extend, modify, or save the current selection.

Note
Some options on this menu are sometimes unavailable. Which options are available depends on where you invoke the menu from; for example the Review option is currently unavailable in Cash Manager.

The options are:

Review XE "Review" 
Select this option to use the selection criteria or named list established in the previous window to create a ‘current list’ to control selection of details for printing or export. You can edit, and optionally save, the current list for future use. 


This option is not available for all report sequences; for example in Debtors Ledger it is only available when you run reports in customer code or customer name sequence.

 XE "databases:temporary" 

 XE "temporary databases" 
When you select this option, there is a slight delay as a temporary database is created on the work unit. This process is completely automatic and does not require any user input unless an error occurs. When the temporary database has been created successfully  Current List Review Window, see page 282.

Note
The error you are most likely to encounter during the creation of the temporary database is ‘Insufficient space on work unit’. When this happens, increase the space on the work unit and then select the Review option again.

Display only XE "display:report" 
Display the selected details on the screen. The details appear on the screen as they would appear on the report if they were printed via the Print option. Press <Return> to display the next page of the report. Press <Esc> to exit from the displayed report.

Inspect XE "inspect report" 
Inspect the report before deciding whether to print it. This option displays the report on the screen and then lets you choose whether or not to print it. 

Further information
For further information, see the V – View Files command in the Spooler chapter in the Global System Manager Manual.

Print XE "print" 
Print the selected details. If a ‘current list’ has been established through the Review option, it is used to select the entries for printing in preference to any previously established selection criteria. Depending on the program, the report is printed, or the Print Window appears, see page 273.

Note XE "databases:temporary" 

 XE "temporary databases" 
When you select the Print or Review options for a named list, there is a delay before the details are printed or exported as a temporary database is created. This process is completely automatic and does not require any user input unless an error occurs. See the note on errors above.

Export XE "exports:from Action Menu" 
Export the selected details. If a ‘current list’ has been established through the Review option, it is used to select the entries for export in preference to any previously established selection criteria. 


If more than one scenario has been defined for the startpoint,  Scenario Export Details window, see page 274.


If only one scenario has been defined for the startpoint, and it is configured to prompt for information before exporting the data, or information that is required by the export driver is missing,  Scenario Export Details window, see page 274.


Otherwise the export is initiated. A window displays the progress of the export process. When the process finishes:

· If a program has been specified for the scenario, it is invoked in the host environment.


· You are returned to the Action Menu.

Export errors
If the file specified in the scenario already exists and the scenario’s data path is configured to prompt when this happens  Output File Exists Menu, see page 278.


If any of the following occur,  Export Error Options Menu (see page 279):

· The file specified in the scenario is in use.


· The specified data path is invalid.


· The file becomes full as the exported data is being written to it.


If you use the sample templates when exporting data to Word, an error can occur in Word if a certain option is selected in Windows. For further information, see page 369.

Further information
For further information about startpoints and setting up scenarios, see Scenario Maintenance, starting on page 308.

Exit
 Window or menu from which you invoked this menu.

Print Window

Figure 137: Print Options Window XE "Print Window" 
This window appears when you select Print from the Action Menu
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Purpose XE "print" 
This window enables you to enter a file name for the report, and to specify the print unit. However defaults are provided and these do not generally need to be changed.

Further informationxe "stationery"

xe "print:special stationery"

xe "spooler"
For further information about printing from Global software, printing on special stationery, and using the Global Spooler, see the Spooler chapter in the Global System Manager Manual. 

 The prompts are:

Report name
This can be up to eight characters long. 

Print unit
The GSM print unit in up to three characters. 

On completion
The selected report is printed and then you are returned to the menu you came from.

Scenario Export Details

Figure 138: Scenario Export Details Window XE "Scenario Export Details Window" 
This window appears when you select Export from the Action Menu if more than one scenario has been defined for the startpoint
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Note
If only one scenario has been defined for the startpoint, it is automatically used for the export and this window only appears if:

· The scenario is configured to prompt for information before exporting the data. 


· Information that is required by the export driver is missing from the scenario.

Purpose XE "scenarios:select during export" 

 XE "exports:scenario for" 
This window lists ‘scenarios’ that exist for the startpoint. It enables you to select a scenario for the export, and to enter or amend some of the scenario details. 

Further information
For information about startpoints, setting up scenarios, etc. see Scenario Maintenance, starting on page 308.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend
To amend an existing scenario, move the cursor to the required scenario and press <Return>.  Scenario Selection Options Menu, see page 277. When you select the Amend option you are returned to this window. The prompts are described below.

The prompts are:

Scenario
(Display only.) The code of the scenario.

Description
(Display only.) The scenario’s description.

Contents XE "contents lists:for scenario" 
(Display only.) The code and description of the contents list.

Style XE "styles:for scenario" 
The code and description of the style. Press <F1> for a pop-up enquiry.

Data folder XE "data folders:for scenarios" 
The code and description of the data folder. Press <F1> to list data folders which are valid for your operator id  Select Data Folder Window. This is described in the Scenario Maintenance section, see page 353.

Note
You can make changes to the data path, through the Select Data Folder Window. Any changes you make are used for the subsequent export. The data path itself is only updated with the changes if it contains your own operator id.

File name XE "file name:of export" 
For Global exports or imports enter a file name of up to eight characters to identify the GSM file to or from which information is to be transferred. 


For open exports or imports enter a filename of up to 20 characters identifying the file to or from which information is to be transferred. 

Template folder XE "template folders" 

 XE "templates:specify for scenario" 
(Exports to open system only.) If you want to use a template when you invoke a program in the host system, enter the code of the template folder here. Leave this blank if you do not want to use a template.


Press <F1> to > to list template folders which are valid for your operator id  Select Template Folder Window. This is described in the Scenario Maintenance section, see page 357.

Note
You can make changes to the template path, through the Select Template Folder Window. Any changes you make are used for the subsequent export. The template path itself is only updated with the changes if it contains your own operator id.

Note
If you want to use a template, you must also specify the template in the ‘Parameters’ prompt below.

Program folder XE "program folders" 
The code and description of the program folder which holds the details of a program to be invoked in the host system after the export has successfully completed. Leave this blank if you do not want to invoke a program in the host system.


Press <F1> to list program folders which are valid for your operator id  Select Program Folder Window. This is described in the Scenario Maintenance section, see page 355.

Note
You can make changes to the program path, through the Select Program Folder Window. Any changes you make are used for the subsequent export. The program path itself is only updated with the changes if it contains your own operator id.

Parameters XE "parameters:pass to host system" 

 XE "templates:specify for scenario" 
(Only if you entered a program folder above.) If you want to pass parameters to the host system when the specified program is invoked, enter them here; for example you could specify the name of the exported file to be loaded into a spreadsheet, the template to be used, a macro to be run, etc.

 XE "abbreviations for parameters" 

 XE "%DP" 
You can use the following abbreviations:

· %DP. To indicate the data path specified in the Data Path.

 XE "%FN" 
· %FN. To indicate the file name specified at the file name prompt above.

 XE "%EX" 
· %EX. To indicate the file extension defined for the style.

 XE "%TP" 
· %TP. To indicate the path specified in the Template Path.

Example XE "templates:specify for scenario" 
You would enter ‘%DP%FN%EX %TP\statement.doc’ to indicate the file created by the data export process, and a template called ‘statement.doc’ in the path specified in the Template Path.

Further information
For information about scenarios, contents lists, styles, and data, program and template folders and paths, see Scenario Maintenance, starting on page 308.

On completion
If the scenario is configured to prompt for details at the point of export  Scenario Selection Options Menu, see page 277.


Otherwise the export process is initiated using the selected scenario. A window displays the progress of the export process. When the process finishes:

· If a program has been specified for the scenario, it is invoked in the host environment.


· Otherwise  Scenario Export Details Window, see page 274.

Export errors XE "exports:errors" \r "ExportErrors" 

 XE "errors:product list exports" \r "ExportErrors" 
If the file specified in the scenario already exists and the scenario’s data path is configured to prompt when this happens  Output File Exists Menu, see page 278.


If any of the following occur  Export Error Options Menu (see page 279):

· The file specified in the scenario is in use.


· The specified data path is invalid.


· The file becomes full as the exported data is being written to it.


If you use the sample templates when exporting data to Word, an error can occur in Word if a certain option is selected in Windows. For further information, see page 369.

On exit
 Program from which you invoked the export.

Scenario Selection Options
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Figure 139: Scenario Selection Options Menu XE "Scenario Selection Options Menu" 
This menu appears when you do one of the following:

· Select a scenario in the Scenario Export Details Window.

· Complete your replies when amending an entry in the Scenario Export Details Window.

Purpose
This menu gives you options to make amendments to the selected scenario, or to initiate the export of the data.

The options are:

Amend XE "amend:scenarios during export" 
Return to the Scenario Export Details where you can change the details at the following prompts: Style, Data folder, File name, Program folder, Parameters. Scenario Export Details Window, see page 274.

Note
If you need to make more extensive changes to the scenario, or to set up a new scenario, use the Maintain Scenarios window, see page 350.

Export
Initiate the export process using the selected scenario. A window displays the progress of the export process. When the process finishes:

· If a program has been specified for the scenario, it is invoked in the host environment.


· Otherwise  Scenario Export Details Window, see page 274.

Export errors
If the file specified in the scenario already exists and the scenario’s data path is configured to prompt when this happens  Output File Exists Menu, see page 278.


If any of the following occur  Export Error Options Menu (see page 279):

· The file specified in the scenario is in use.


· The specified data path is invalid.


· The file becomes full as the exported data is being written to it.


If you use the sample templates when exporting data to Word, an error can occur in Word if a certain option is selected in Windows. For further information, see page 369.

Exit
 Scenario Export Details Window, see page 274.

Output File Exists Menu
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Figure 140: Output File Exists Menu XE "Output File Exists Menu" 
This menu appears during data export if the file specified in the scenario already exists and the scenario’s data path is configured to prompt when this happens

Purpose
This menu provides you with a choice of actions to take when the export file already exists.

The options are:

Append to existing file XE "append to existing file" 
Select this option if you want the program to add the exported details to the end of the existing file.

Overwrite existing file XE "overwrite existing file" 
Select this option if you want the program to delete the existing file and to create a new file for the exported data. 

Change export details
Select this option to return to the Scenario Export Details Window to change the file name or path details.  Scenario Export Details Window, see page 274.

Ignore this scenario XE "ignore scenario" 

 XE "scenarios:ignore during export" 
(Not available for exports initiated via the Action Menu.) This option is only available for export processes which automatically process all scenarios which exist for the startpoint; for example, Batch Close in Project Ledger. Select this option to skip the selected scenario. If there are any more scenarios for the startpoint, the program continues processing them, otherwise you are returned to the program from which you invoked the export.

Abandon export
Abandon the export.  Program from which you invoked the export.

Export Error Options
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Figure 141: Export Error Options Menu XE "Export Error Options Menu" 

 XE "file in use during exports" 
This menu appears during data export if:

· The file specified on the scenario is in use. 

 XE "invalid data path" 

 XE "data paths:invalid" 
· The data path specified for the scenario is invalid. 

 XE "file full error during exports" 
· A file full error happens as data is being exported. 

Note
When this menu appears, a window is displayed behind it giving details of the error encountered, and the scenario which is in use.

The options are:

Retry
Select this option to try the export again after you have corrected the problem which caused the error; for example by releasing the file which is in use, or creating the specified data path.


Use one of the options below if the problem cannot be corrected immediately; for example because the data path was specified incorrectly in the scenario.

Ignore XE "ignore scenario" 

 XE "scenarios:ignore during export"  
(Not available for exports initiated via the Action Menu.) This option is only available for export processes which automatically process all scenarios which exist for the startpoint; for example, Batch Close in Project Ledger. Select this option to skip the selected scenario. If there are any more scenarios for the startpoint, the program continues processing them, otherwise you are returned to the program from which you invoked the export.

Abandon 
Abandon the export.  Program from which you invoked the export.

Global 3000 Review

Introduction

 XE "Review" \r "G3000Review" 

 XE "Global 3000 Review" \t "See Review" 
The Global 3000 Review feature enables you to:

· Refine selections of entries for data export and printing. The selections are known as ‘lists’.


· Save these selections of entries as ‘named lists’ for use when exporting data and printing reports in the future.


· Work with attributes.


The Global 3000 Review feature uses the terminology detailed below.

Review session XE "Review:session" 
A review session is the duration of a single review operation. 


A review session starts when you invoke the Review option on the Action Menu for the first time after invoking the Action Menu from a program where it is available.


A review session ends when you do either of the following:

· Invoke the print or export function from the Action Menu.


· Exit from the Action Menu.

Current list XE "current lists" 

 XE "lists" 
The current list is the list of entries that you are currently working on. Specifically it is the list of entries displayed in the Current List Review Window. This list is preserved when you exit from the window and return to the Action Menu. If you then select the Print or Export option, the current list is used to select the entries for printing or export.


The current list is automatically deleted when you end the review session. If you want to preserve all or part of the current list for use in the future, you can save it as a ‘named list’ as described below.

Work lists XE "work lists" 
The work list feature enables you to have up to nine working copies of a list for use during a review session. This enables you to preserve the contents of the current list at crucial stages, so that you can return to them later; for example, because you subsequently make a mistake, or because you want to combine two lists into one.


Work lists are automatically deleted when you end the review session. If you want to preserve all or part of a work list for use in the future, you can switch to it and save it as a ‘named list’.

Named lists XE "named lists" 
The named list feature enables you to save a permanent copy of the current list to file.  This can be recalled in the future to:

· Select entries for printing or export in any program that uses the same type of list; for example customer lists can be used in all programs in Debtors Ledger for which the Review feature is available.


· Use as the basis of selections in future review sessions.

Favourite attributes XE "attributes:favourite" 

 XE "favourite attributes" 
For each review session you can define up to ten favourite attributes which are displayed when you examine details of list entries. You can quickly set them up using the job feature described below.


The favourite attributes apply to the current list and all the work lists. When you save the current list as a named list, the list of favourite attributes are saved too. When you recall a named list after the start of a review session, you have a choice of keeping your currently defined favourites, replacing them with the favourites defined for the named list, or combining the two lists of favourites.

Commands XE "commands in Review" 
Commands can be performed on some or all of the entries in the current list to:

· Select entries on the basis of attribute settings.


· Define favourite attributes.


· View, and optionally change, the attribute settings for individual list entries.


· Display totals of numeric attribute values.


· Switch between work lists.


· Save and recall named lists.


· Combine a named list or a work list into the current list.


· Browse the entries which are excluded from the current list, and optionally select individual entries for inclusion in the current list.


· Replace the entries in the current list with all the entries which are excluded from it.


· Define jobs.

Select entries XE "select:entries in Review" 
You can ‘select’ a range of entries in a list so that the next command you run only processes these entries. When the command finishes, the range is automatically deselected.

Jobs
The job feature is designed to save you time by enabling you to record commands for subsequent implementation. 

Examples
You can use this feature to set up lists of favourite attributes.

If you frequently need to select entries on the basis of standard attribute values, you could set up a job defining the commands, the attributes and the required values.

Current List Review Window

Figure 142: Current List Review Window XE "Current List Review Window" 
This window appears when you select Review from the Action Menu
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Note
There is a short delay before this window appears when you first select the Review option as the program creates a temporary database on the work unit ($WK). This process is completely automatic and does not require any user input unless an error occurs. 


The error you are most likely to encounter during the creation of the temporary database is ‘Insufficient space on work unit’. When this happens, increase the space on the work unit, return to the Action Menu and then select Review again.


The temporary database is automatically deleted when you end the review session.

Purpose XE "current lists" 

 XE "lists" 
This window is the core of the Global 3000 Review feature. This feature enables you to refine selections of entries for printing or exporting. The selections are defined through ‘lists’ of entries.


This window lists the entries in the ‘current list’, which is the list of entries you are currently working on. When you return to the Action Menu, and choose the print or export option, it is the entries in the current list that are printed or exported. 

 XE "work lists" 

 XE "named lists" 
You can save the current list as a ‘named list’ for use in future sessions, or as a ‘work list’ that you can recall later in the session.

 XE "current lists" 

 XE "lists" 
The current list is also a work list. When you first select the Review option, the current list is automatically the first work list (Work List 1). The title of the window always shows the number and description of the work list you are in. When you change to another work list through either the ‘WO – Save work lists’ command or the ‘SW – Switch work lists’ command, the work list details displayed in the title of the window change accordingly.

Further information
For an introduction to the Global 3000 Review feature, and definitions of the terminology used, see page 280.

Upper part of window
The upper part of the window lists the entries in the current list. The information shown varies depending on the module you are in. Figure 142 shows the customer details that are displayed when the Review option is selected in Debtors Ledger.


You can change the sequence in which the entries are displayed, by pressing <F6>. The search sequences that are available depend on the module you are in. In Debtors Ledger you can search by account code, customer name, or either of the two lookup codes (set to postcode and EDI account in Figure 142).


You can move through the list with the cursor and <Page Up> and <Page Down> keys in the standard way.


Press <Return> to move from the upper part of the window to the Command prompt in the lower part of the window.

Lower part of window
The lower part of the window enables you to perform commands and run jobs on the entries in the upper part of the window.

 XE "commands in Review:enter" 

 XE "enter command in Review" 
The Command prompt enables you to enter commands and jobs. Press <F1> for a list of the commands which are available. The commands are described below in alphabetical order. 

 XE "job:run" 

 XE "run job" 
To run a job, enter the job code into the Command prompt, or press <F2> for a pop-up enquiry of jobs which have been defined.

Note
Whenever a command finishes, any selection active when the command was invoked is automatically deselected. So if you select a range of entries before you run a job containing more than one command, the second and any subsequent commands process the entire list. 

If you want to run a job on a subset of your current list, you could do the following:

1. Save your current list as work list (1).


2. Reduce the current list to the required subset.


3. Run the job and save as work list (2).


4. Switch to work list (1).


5. Remove the subset from the current list.


6. Combine work list (2) with the current list.


When the cursor is in the Command prompt, the type of selection, and the number of entries in the current list are shown on the right.


Press <Esc> on the Command prompt to return to the upper part of the window. Press <Esc> again to return to the Action Menu.

Note
You initiate a command by typing the two letters specified, followed by <Return>. 

<Return> on its own initiates the ‘DI - Display details’ command.

The commands are: XE "commands in Review:Current List Review Window" 
AD – Add attribute XE "add attribute command" 

 XE "attributes:add in Review" 
Add a specified attribute to an entry or to selected entries. This command adds the attribute to a single entry, unless you have specifically set a range through the ‘RA - Set end of range’ command or the ‘AL - Select all’ command.


The cursor moves to the Attribute prompt below. Enter the required attribute (you can press <F1> for a pop-up enquiry). If it is a value-type attribute you are prompted for the value. The attribute is then linked to the selected entries.

Note
If the selected entries require different values for the attribute, perform the command for each item individually.

AL – Select all XE "select:select all " 
Select all the entries in the current list. This is useful if you want to add an attribute to, or remove an attribute from, all the entries in the current list using the  ‘AD - Add attribute’ or ‘RM - Remove attribute’ commands.

Note
The entries are automatically de-selected when the next command that you invoke finishes.

AT – Attribute table XE "attribute table command" 

 XE "attributes:display" 
Display the complete list of attributes for the current data type. The Attributes window appears in display-only mode. For details of this window see page 302.

CO – Combine lists XE "combine lists command" 

 XE "lists:combine" 

 XE "work lists:combine" 

 XE "named lists:combine" 
Combine another work list or a named list into the current list.  Combine List Window, see page 288.

DI – Display details XE "display details command" 

 XE "favourite attributes:display" 

 XE "attributes:favourite" 
Display the settings of the favourite attributes for the selected entry.  Current List Entry window, see page 289.

Note
You define the favourite attributes through the ‘DV - Define view’ command.

DR – Drop items XE "drop items command" 

 XE "remove:entries from current list" 
Remove entries (optionally selected by attribute) from the current list. This command applies to the entire current list, unless you first select a range through the ‘RA - Set end of range’ command first. The command is then restricted to the entries in the selected range.

Note
This command is the opposite of the ‘KE – Keep items’ command.


The cursor moves to the Attribute prompt below. Enter the required attribute (you can press <F1> for a pop-up enquiry). If it is a value-type attribute you are prompted for a range of values. 


All entries with values for the selected attribute within the entered attribute value range are then removed.

Note
For details of the conventions you can use when specifying ranges of attribute values, see Selecting a Range of Attribute Values on page 288.


Alternatively, leave the Attribute prompt blank, to remove entries previously selected through the ‘RA - Set end of range’ command.

Note
You cannot leave the Attribute prompt blank if you have not selected a range.

DV – Define view XE "define view command" 

 XE "favourite attributes:define" 

 XE "attributes:favourite" 
Define the ten favourite attributes you want displayed for individual entries when you perform the ‘DI - Display details’ command.  Define View window, see page 292.

IN – Insert into list XE "insert into list command" 
Browse entries which are not in the current list, and optionally select them for inclusion.  Insert Entries Window, see page 293.

Example
In Debtors Ledger, this option enables you to view all the customers who have been defined in Customer Details, but who are not in the current list.

JO – Define job XE "define job command" 

 XE "job:define" 
Define and amend jobs.  Job String Maintenance Window, see page 294.

Note
Jobs can be invoked at any time from the Command prompt.

KE – Keep items XE "keep items command" 

 XE "retain items in current list" 
Select entries (optionally by attribute) to retain in the current list. This command applies to the entire current list, unless you first select a range through the ‘RA - Set end of range’ command first. The command is then restricted to the selected entries.

Note
This command is the opposite of the ‘DR – Drop items’ command.


The cursor moves to the Attribute prompt below. Enter the required attribute (you can press <F1> for a pop-up enquiry). If it is a value-type attribute you are prompted for a range of values. 


All entries with values for the selected attribute outside the entered attribute value range are then removed.

Note
For details of the conventions you can use when specifying ranges of attribute values, see Selecting a Range of Attribute Values on page 288.


Alternatively, leave the Attribute prompt blank, to keep entries previously selected through the ‘RA - Set end of range’ command. All entries outside the selected range are then removed from the current list.

Note
You cannot leave the Attribute prompt blank if you have not selected a range.

NO – Not list XE "not list command" 

 XE "current lists:replace entries" 
Replace the current list entries with all entries which are currently excluded from it. This command enables you to toggle the entries in the current list between included and excluded entries. 

Example
In Debtors Ledger, this option enables you to replace the customers in the current list with all the customers who have been defined in Customer Details, but who are not in the current list.

RA – Set end of range XE "set end of range command" 

 XE "select:range of entries" 

 XE "range, select" 
Select a range of entries. This command assumes that the first entry in the range is the one the cursor is on. So you should move the cursor to the first entry in the range you want to select before invoking the command. Then invoke the command, and then move the cursor to the last entry in the range you want to select. The program marks the first and last entries in the range with angled brackets.


When you invoke any of the following commands they will then be applied to the entries in the selected range:

· AD - Add attribute.


· DR - Drop items.


· KE - Keep items.


· RM - Remove attribute.


· SA - Save named list.


· TO - Display totals.


· WO - Save work list.

Note
The entries are automatically de-selected when the next command you invoke finishes.

RE – Recall named list XE "recall named list command" 

 XE "named lists:recall" 
Replace the contents of the current list with the contents of a named list.  Recall Named List Window, see page 299.

RM – Remove attribute XE "remove attribute command" 

 XE "remove:attribute in Review" 

 XE "attributes:remove in Review"  
Remove a specified attribute from an entry or selected entries. This command removes the attribute from a single entry, unless you have specifically set a range through the ‘RA - Set end of range’ command or the ‘AL - Select all’ command. 


The cursor moves to the Attribute prompt below. Enter the required attribute (you can press <F1> for a pop-up enquiry). If it is a value-type attribute you are prompted for a range of values. The attribute is then removed from all selected entries. For value-type attributes it is only removed from entries for which it has a value in the specified range.

Note
For details of the conventions you can use when specifying ranges of attribute values, see Selecting a Range of Attribute Values on page 288.

SA – Save named list XE "save named list command" 

 XE "named lists:save" 
Save all or part of the current list as a named list that can be re-used for future print, export and review sessions.  Saved Named List Window, see page 298.

ST – Start again XE "start again command" 

 XE "current lists:restore" 

 XE "restore current lists" 
Restore the current list to its state when you first entered the current Review session, and discard any range selections and all work lists. 

Note
This option does not effect any named lists you have saved in the current session.

SW – Switch work lists XE "switch work lists command" 

 XE "work lists:switch" 

 XE "change:work lists" 
Switch back to a work list you saved earlier in the session.  Switch Work Lists Window, see page 298.

TO – Display totals XE "display totals command" 

 XE "totals, display in Review" 

 XE "attributes:display totals" 
Display the total of a numeric attribute’s values for all or selected entries in the current list. The cursor moves to the Attribute prompt below. Enter the required attribute (you can press <F1> for a pop-up enquiry). This must be defined as a numeric attribute.  Total for Attribute Window, see page 300.

Note
If a range is not selected, this command applies to the entire current list.

WO – Save work lists XE "save work lists command" 

 XE "work lists:save" 
Save all or part of the current list as a numbered ‘work list’ so that it can be recalled later in the session and move to the next work list.  Save Work List Window, see page 296.

Selecting a Range of Attribute Values

 XE "select:range of attribute values" 

 XE "range of attribute values" 

 XE "attributes:selecting range of values" 
The following conventions are used when selecting a range of attribute values for the ‘KE – Keep’, ‘DR – Drop’, and ‘RM – Remove attribute’ commands.

All values
To select all attribute values, leave both ‘From’ and ‘To’ prompts blank.

Range of values
To select all attribute values in a range, enter the first value in the range at the ‘From’ prompt, and the last value in the range at the ‘To’ prompt.


For text format values, you can enter A at the ‘From’ prompt and C at the ‘To’ prompt to select all entries with the attribute set to a value starting with A, B or C, etc.

Single value
If you want to select a single attribute value, enter it at the ‘From’ prompt and a full stop at the ‘To’ prompt.


Alternatively you can enter the equal sign at either prompt to select attribute values equal to that entered at the other prompt. This is particularly useful if you want to select a null attribute value.

Combine Lists

Figure 143: Combine Lists Window XE "Combine Lists Window" 
This window appears when you invoke CO -Combine Lists from the Current List Review Window
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Purpose XE "combine lists command" 

 XE "work lists:combine" 

 XE "named lists:combine" 

 XE "current lists:combine" 
This window enables you to specify a named list or work list to insert into the current list.

The prompts are:

Combine list
Enter the code of the named list, or the number of the work list, that you want to insert into the current list. Press <F1> for a pop-up enquiry of named lists; press <F2> for a pop-up enquiry of work lists.


When you enter a valid named list code or work list number, the list’s description is displayed in confirmation.

Into work list
The number of the current work list is displayed and cannot be changed. However you can change its description.

Combine, keep or replace favourites XE "favourite attributes:combining lists" 
(C/K/R.) Enter one of the following: 

· C
-
Combine the favourite attributes from the current list and the list you are inserting.


· K
-
Keep the favourite attributes in the current list.


· R
-
Replace the favourite attributes in the current list with those in the inserted list.

Note
This option is only relevant if you are combining a named list into the current list, as all work lists share the same favourite attributes.

On completion
The list selected at the Combine List prompt is inserted into the current list.  Current List Review Window, see page 282.

On exit
 Current List Review Window, see page 282.

Current List Entry

Figure 144: Current List Entry Window XE "Current List Entry Window" 
This window appears when you invoke DI - Display Details from the Current List Review Window
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Purpose XE "display details command" 

 XE "favourite attributes:display" 

 XE "attributes:favourite" 
This window displays the settings of the current favourite attributes for an entry in the current list. This window also enables you to perform commands and run jobs.


The title of the window shows the number and description of the work list you are in. 

Upper part of window
The upper part of the window displays the details of the list entry. The details displayed depend on which module you are in. Figure 144 shows the customer details displayed when you invoke ‘DI - Display details’ in Debtors Ledger.

Middle part of window
The middle part of the window lists the favourite attributes defined through the ‘DV - Define view’ command. It shows the settings of these attributes for the selected entry. Attributes which are not linked to the current list entry are marked ‘Not used’ in the Description column.

Lower part of window XE "commands in Review:Current List Entry Window" 
The Command prompt in the lower part of the window enables you to enter commands and jobs. Press <F1> for a list of the commands which are available. The commands are described below in alphabetical order.

 XE "job:run" 
To run a job, enter the job code into the Command prompt, or press <F2> for a pop-up enquiry of jobs which have been defined.


Press <Esc> to return to the Current List Review window.

The commands are:

Note
You initiate a command by typing the two specified letters, followed by <Return>. 

AF – Amend favourites XE "favourite attributes:amend" 

 XE "amend favourites command" 
Amend the settings of the favourite attributes for the current list entry. The cursor moves to the Value prompt in the middle section of the window. Press <Return> on the prompt to move down to the next line in the list. Press <Shift Tab> to move up the list.


If you want to change the setting of an attribute for the current list entry, move the cursor to the attribute’s line:

· To change the value of valued attributes, enter the new value in the ‘Value’ prompt. For table-type attributes, you can press <F1> for a pop-up enquiry.


· To detach an attribute, press <F2>.


· To link a valued attribute, simply enter the required value in the ‘Value’ prompt. For table-type attributes, you can press <F1> for a pop-up enquiry.


· To link a non-valued attribute, press <F2>.


Press <Return> on the last line in the list to return to the Command prompt in the lower part of the window.

AM – Amend attributes XE "amend attributes command" 

 XE "attributes:amend in Review" 
Amend attribute settings for the current list entry. This takes you into the Attributes window for the current list entry. For further information on this window see the manual for the module you are in.

Note
This command enables you to amend the settings of any relevant attributes. Whereas the ‘AF - Amend favourites’ command only lets you change the settings of the current favourite attributes.

BA – Back XE "back command" 

 XE "display:previous" 
Display the Current List Entry window for the previous entry in the list. The command letters remain in the prompt so you can continue paging backwards through the list by simply pressing <Return>.

Note
You can change the sequence entries are displayed in through the ‘SE – Search’ command.

DR – Drop item XE "drop items command" 

 XE "remove:entries from current list" 
Remove the current list entry from the current list. The next entry in the list is then displayed.

DV – Define view XE "define view command" 

 XE "favourite attributes:define" 
Define or change the ‘favourite’ attributes  Define View window, see page 292.

EN – Enquire XE "enquiries:invoke from Review" 
View detailed on-screen enquiries relating to the current list entry.  Display Menu, see page 293.

FI – First XE "first command" 

 XE "display:first" 
Display the Current List Entry window for the first entry in the list.

LA – Last XE "last command" 

 XE "display:last" 
Display the Current List Entry window for the last entry in the list.

MA – Maintain XE "maintain command" 

 XE "maintenance programs:invoke from Review" 
Amend the current list entry. This invokes the appropriate maintenance program; for example in Debtors Ledger it takes you to the Amendment Options menu in the Customer Details program.

NE – Next XE "next command" 

 XE "display:next" 
Display the Current List Entry window for the next entry in the list. The command letters remain in the prompt so you can continue paging forwards through the list by simply pressing <Return>.

Note
You can change the sequence entries are displayed in through the ‘SE – Search’ command.

SE - Search XE "search command" 
Change the search sequence for the items in the window. 

Note
The search sequence in the Current List Review window is independent of the search sequence in the Current List Entry window.


The cursor moves to the upper part of the window. You can then press <F6> to move the cursor between the index keys that are available. For example in Debtors Ledger you can search by account code, customer name, or either of the two lookup codes (set to postcode and EDI account in Figure 144).


You can press <Page Up> and <Page Down> to page backwards and forwards through the entries in the current list.


Press <Return> to return to the Command prompt in the lower part of the window.

Note
When you set a search sequence, it stays in force in this window until you change it or exit from the Review function. It also determines the sequence of the entries when you use the ‘NE – Next’, ‘BA – Back’, ‘FI – First’, and ‘LA – Last’ commands.

On exit
 Current List Review window, see page 282.

Define View

Figure 145: Define View Window XE "Define View Window" 
This window appears when you invoke DV - Define View from the Current List Review Window 
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Purpose XE "define view command" 

 XE "favourite attributes:define" 

 XE "attributes:favourite" 
This window enables you to define up to ten ‘favourite’ attributes. These are then displayed for individual entries when you perform the ‘DI - Display details’ command.

Move through list
Press <Return> on the Attribute prompt to move down to the next line in the list. Press <Shift Tab> on the Attribute prompt to move up the list.

The prompts on each line are:

Note
When the favourite attributes are displayed for individual entries, they appear in the same sequence as you enter them here.

Attribute
To add an attribute to the list of favourites, enter its code here. Press <F1> for a pop-up enquiry. 


To remove an attribute from the list of favourites, set this prompt to spaces.

Name
(Display only.) The attribute’s description.

On exit
You are asked for confirmation, then  the window from which you invoked the ‘DV - Define view’ command.

Display Menu

[image: image172.png]



Figure 146: Display Menu XE "Display Menu" 
This menu appears when you invoke EN - Enquire from the Current List Entry Window

The options are:

Options
Initiate detailed enquiries for the current list entry.  Relevant enquiry options menu. For details, see the manual for the Global 3000 module you are in.

Exit
Return to the Current List Entry Window, see page 289.

Insert Entries

Figure 147: Insert Entries Window XE "Insert Entries Window" 
This window appears when you invoke IN - Insert into List from the Current List Review Window
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Purpose XE "insert into list command" 

 XE "current lists:insert entries" 
This window enables you to browse all the entries which are not in the current list and to select an entry for inclusion in the current list.

Upper part of window
The upper part of the window lists the entries in the current list.

Lower part of window
The lower part of the window lists all the entries which are not in the current list; for example in Debtors Ledger it lists all customers who have been defined in Customer Details but who are not in the current list.


You can change the sequence for the lower part of the window by pressing <F6>. The search sequences that are available depend on the module you are in. In Debtors ledger you can search by account code, customer name or either of the two lookup codes (set to postcode and EDI account in Figure 147).


You can move through the list with the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an entry for inclusion in the current list, move the cursor to the required line and press <Return>.  Current List Review window, see page 282.

On exit
Press <Esc> to return to the Current List Review window without selecting an entry.

Job String Maintenance

Figure 148: Job String Maintenance Window XE "Job String Maintenance Window" 
This window appears when you invoke JO -Define Job from the Current List Review Window
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Purpose XE "job:display" 
This window lists jobs which have already been defined and enables you to add new jobs and to amend and delete existing jobs. Jobs can be run at any time by invoking the job from the Command prompt in either the Current Review List Window or the Current List Entry Window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Add XE "add:jobs" 
To create a new job, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:jobs" 
To amend an existing job, position the cursor on the required line and press <Return>.

Delete XE "delete:jobs" 
To delete an existing job, position the cursor on the required line and press  <F7>. You are asked for confirmation before it is deleted.

The prompts are:

Job name
Enter a code for the job. This must be between three and six characters. Lower case letters are automatically converted to upper case on entry.


If you are creating a new job, you are prompted for the code of a job to use as a template. On entry it is copied and you are returned to the Job Description prompt so that you can make any necessary amendments. Leave the prompt blank if you want to create the job from scratch.

Job description
Enter a description of the job in up to 30 characters.

On completion
 Enter Details for Job window.

On exit
 Current List Review Window, see page 282.

Enter Details for Job

Figure 149: Enter Details for Job Window XE "Enter Details for Job Window" 
This window appears when you complete your replies in the Job String Maintenance Window
[image: image175.png]oK. Cancel | _Insert | _Delete F2






Purpose
This window enables you to enter and amend job strings. These can be run at any time by invoking the job from the Command prompt in either the Current List Review Window or the Current List Entry Window.

Job strings XE "job:strings" 

 XE "strings for jobs" 
You can enter any number of lines of up to 70 characters each. Strings can contain any command except ‘RA – Set end of range’. Commands and associated values must be separated by colons. (Each colon represents <Return>). 


There is no wrapping of text between lines, so if necessary start a new command on a new line.


Blank space at the end of lines, and complete blank lines, are ignored when the job is run. However you should not leave blank spaces between commands and values on the same line.


You can include explanatory comment in the job string by preceding it with an asterisk (*). If the comment extends over more than one line, you must enter an asterisk on each line.

Note
You cannot enter cursor key movements, or function keys into the string.


To delete a line, move the cursor to it and press <F7>. You are asked for confirmation before the line is deleted.


To amend a line, move the cursor to it and press <Return>.

Example one
For a job to define ten favourite attributes, you would enter:


DV:ATT1:ATT2:ATT3:ATT4:ATT5:ATT6:ATT7:ATT8:ATT9:ATT10:

Where ATT1, ATT2, etc. are the codes of the attributes you want to include in the list.




Example two
For a job to keep all entries with the value ‘Purple’ for the attribute ‘COLOUR’, you would enter:


KE:COLOUR:Purple:.:

On exit
 Job String Maintenance Window, see page 294.

Save Work List

Figure 150: Save Work List Window XE "Save Work List Window" 
This window appears when you invoke WO - Save Work List from the Current List Review Window
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Purpose XE "work lists:save" 

 XE "save work lists command" 
This window enables you to save a copy of all or part of the current list and to move on to the next work list. The work list you save can then be recalled later in the current Review session.

Note XE "named lists:distinctions from work lists" 

 XE "work lists:distinctions from named lists" 
There is an important distinction between the functionality of named lists and work lists:
· When you recall a named list into the current list, any changes you make do not affect the saved copy of the named list unless you save it again. 


· However when you switch back to a saved work list and make changes to it, the changes are reflected in the saved work list.

Note
Work lists are discarded when you end the Review session.

Tip
If you want to save the current list so that it can be recalled in future sessions, use the ‘SA - Save named list’ command.

The prompts are:

List number
Leave this blank if you want to save the work list with a new number. It then defaults to the next available number, unless the maximum (nine) has already been reached.


Alternatively, if you want to over-write a work list you have already saved, press <F1> for a pop-up enquiry of previously saved work lists. You can then select one for over-writing.

Note
If you are in work list nine, you have to overwrite a previously saved list, as the maximum number has already been reached.

Description
Enter a description for the work list in up to 30 characters.

On completion
The work list is saved and you are automatically transferred to the next available work list.  Current List Review window, see page 282.

Note
If a range is selected in the Current List Review window, only the selected entries are saved in the work list. Otherwise the whole of the current list is saved.

Switch Work Lists

Figure 151: Switch Work Lists Window XE "Switch Work Lists Window" 
This window appears when you invoke SW - Switch Work Lists from the Current List Review Window
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Purpose XE "work lists:switch" 

 XE "switch work lists command" 

 XE "change:work lists" 
This window enables you to specify the work list you want to switch to.

Note
There is an important distinction between the functionality of named lists and work lists:

· When you recall a named list into the current list, any changes you make do not affect the saved copy of the named list unless you save it again. 


· However when you switch back to a saved work list and make changes to it, the changes are reflected in the saved work list.

The prompt is:

Switch to
Enter the number of the work list you want to switch to. Press <F1> for a pop-up enquiry.

On completion
You are switched to the specified work list.  Current List Review Window, see page 282.

Note
The work list you are switching from is retained in its current state, and you can switch back to it at any time in the current Review session.

Save Named List

Figure 152: Save Named List Window XE "Save Named List Window" 
This window appears when you invoke SA - Save Named List from the Current List Review Window
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Purpose XE "named lists:save" 

 XE "save named list command" 
This window enables you to save all or part of the current list as a ‘named list’. This can then be:

· Recalled later in this session or in future Review sessions.


· Used to select entries for printing or export in any program that uses the same type of list; for example customer lists can be used in all report programs in Debtors Ledger for which the export feature is available.

Note
If a range is selected in the Current List Review window, only the selected entries are saved in the named list. Otherwise the whole of the current list is saved.

The prompts are:

List name
Enter a code for the named list in up to eight characters. Lower case letters are automatically converted to upper case on entry.


Alternatively you can overwrite an existing named list by specifying its code here. Press <F1> for a pop-up enquiry.

Description
Enter a description to aid future identification. Up to 30 characters.

On completion
If you are overwriting an existing named list, you are asked for confirmation.  Current List Review Window, see page 282.

Recall Named List

Figure 153: Recall Named List Window XE "Recall Named List Window" 
This window appears when you invoke RE -Recall Named List from the Current List Review Window
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Purpose XE "named lists:recall" 

 XE "recall named list command" 
This window enables you to specify the named list you want to recall, and the work list you want recall it into. It also enables you to specify whether you want to replace the current favourite attributes with those in the named list you are recalling.

The prompts are:

Recall named list
Enter the code of the named list you want to recall. Press <F1> for a pop-up enquiry. When you enter a valid code, its description is displayed for confirmation.

Note
Any changes you make after recalling the named list do not affect the named list on file unless you save it again under the same name through the ‘SA - Save named list’ command.

Overwrite list
Enter the number of the work list you want to recall the named list into. The default is the current work list. Press <F1> for a pop-up enquiry.

Note
The contents of the work list you specify here will be over-written with the contents of the named list.

Take favourites from XE "favourite attributes:recalling named lists" 
(Y/N.) Enter Y if you want to take the favourite attributes from the named list you are recalling. Enter N if you want to retain the current favourite attributes.

On completion
The contents of the specified work list are replaced by the contents of the specified named list.  Current List Review Window, see page 282.

Total for Attribute

Figure 154: Total for Attribute Window XE "Total for Attribute Window" 
This window appears when you invoke TO -Display Totals from the Review Current List Window
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Purpose XE "display totals command" 

 XE "totals, display in Review" 

 XE "attributes:display totals" 
This window displays the total of a numeric attribute’s values for all or selected entries in the current list. If you have not selected a range, the command applies to all the entries in the current list.

Display
The following details are displayed:

· Codes of the first and last entries in the range.


· The number of entries included.


· The total of the values of the selected attribute for the all the entries in the range.

 XE "average value for attritute" 
· The average value for the attribute in the selected range.


This window is for display only, and does not require any user input. Press <Esc> to return to the Current List Review Window, see page 282.

Maintain Attributes

Introductionxe "maintain attributes" \r "AttMaintenance"

xe "attributes" \r "AttMaintenance"
Different characteristics of data records can be defined in some Global 3000 modules by using the ‘attribute’ feature. Maintain Attributes enables you to define, amend and delete attributes, and associated tables of values. It also lets you link attributes to data records.


Maintain Attributes is an option on the System Maintenance menu of modules for which the feature is available.

Attribute Selection
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Figure 155: Attribute Selection Menuxe "Attribute Selection Menu"
This menu appears when you select the Maintain Attributes option from the System Maintenance menu in modules for which attributes can be defined for more than one type of record, e.g. Landed Costs

Note
Figure 155 shows the Global 3000 Landed Costs Attribute Selection menu.

Purpose
The options on the Attribute Selection menu show the data types for which the attribute function is available. In Global 3000 Landed Costs the following data types can have attributes linked to them:

· Shipments.


· Shipment Lines.


· Shipment Overheads.

On selection
( Attributes window for the selected data type. 

Attributes

Figure 156: Attributes Windowxe "Attributes Window"
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This window appears when you do one of the following:

· Select a data type from the Attribute Selection menu in modules for which attributes can be defined for more than one data type, e.g. Landed Costs.


· Select Maintain Attributes from the System Maintenance menu in modules for which attributes can be defined for only one data type, e.g. Debtors Ledger.


· Invoke the AT - Attribute Table command in the Current List Review Window.

Note
Figure 156 shows the Global 3000 Debtors Ledger Attributes for Customers window.

Purpose
This window lists existing attributes for the selected data type. It shows the attribute codes, their descriptions and their associated properties. Through this window you can add new attributes, change the properties of existing attributes and remove unwanted attributes.

Note
When you invoke this window via the AT - Attribute Table command in the Current List Review Window, this window appears in display-only mode, and cannot be used to add, amend or delete attributes.

Addxe "add:attribute"
To add a new attribute, move the cursor to the line below the last entry in the list, or press <F5> to insert a new attribute within the list. Alternatively you can press <F4> to go into ‘Add’ mode.

Amend & delete
To amend or delete an attribute, position the cursor on the required attribute and press <Return>. ( Attribute Options menu,  see page 304.

The prompts are:

Line XE "line number" 
Enter a unique line number in the range 0 to 9999. This controls the sequence in which the operator is prompted for attributes when creating or amending records of the type to which it applies.


When you append an attribute to the list, the line number defaults to a value 10 greater than that of the previous item (unless this exceeds the maximum number).

Attribute
Enter a unique id of up to 10 characters. Lower case letters are automatically converted to upper case on entry.

Description
Enter the attribute’s description in up to 30 characters. 

Value XE "values for attributes" 
(Y/N/T.) This controls whether the operator can enter a value for the attribute when linking it to a particular record:

· Y indicates that the operator is prompted for a value. Any value can be entered provided it conforms to the format specified in the next prompt.


· N indicates that the operator is not prompted for a value. In this case the attribute itself is considered to be the value.


· T indicates that the operator must enter a value drawn from a table of valid values.


This item cannot be changed if the attribute is linked to any records.

Example
If the ‘value’ is set to N for a shipment attribute ‘INSPECT’, it could be used to indicate that a shipment simply requires inspection before acceptance.


If it is set to Y, it could be used to record the name of the person conducting the inspection.


If it is set to T, it could be used to record the inspector’s name when this must be drawn from a list of approved inspectors.

These prompts are for ‘value’ and ‘table’ type attributes only:

Format XE "format:attributes" 
This controls the format of values that can be associated with the current attribute. Enter one of the following:

· D
Date (short or long format).


· N
Number.


· F
Free format.


· C
Code (lower case letters are automatically converted to upper case).


· 0 - 7
Number with this many decimal places.


This item cannot be changed if the attribute is linked to any records.

Promptxe "“automatic attributes "

xe "attributes:automatic"
(Y/N.) Enter Y if the operator is to be automatically prompted for a value for the attribute when setting up a new record of the selected type. These attributes are referred to as ‘automatic attributes’ in Global 3000 documentation.


Enter N to indicate that the attribute is only to be linked to a record at your explicit request. The following prompt is then automatically set to N and is skipped.

Mandat xe "attributes:mandatory"

xe "mandatory attributes"
(Only if you entered Y at the ‘Prompt’ item above.) Enter Y if the attribute value is mandatory and cannot be left blank. This means a value must be entered for the attribute for every new record of the type to which the attribute belongs.


Enter N to specify an attribute which can be omitted.


This item cannot be changed if the attribute is linked to any records.

On completion
If  you are entering a new ‘value-table type’ attribute ( Enter Value Table window, see page 306.


Otherwise  ( Attribute Options menu.

Attribute Options
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Figure 157: Attribute Options Menuxe "Attribute Options Menu"
This menu appears when you select an attribute in the Attributes window, and when you exit from any of the Attribute Maintenance windows

The options are:

Amend detailsxe "amend:attribute"
Select this option to amend an attribute. You can change the attribute’s description. If the attribute is not linked to any records, you can also alter its properties. ( Attributes window, see page 302.

Delete attributexe "delete:attribute"
Select this option to delete an unwanted attribute. You are asked for confirmation before the attribute is deleted. If the attribute is linked to any records, proceeding with the deletion will automatically remove these links. If it has an associated table of values, proceeding with the deletion will automatically remove the table. 

Link attribute
Select this option to link the chosen attribute to relevant records. ( Link List window.

Amend value table
(This option is only available for ‘value table-type’ attributes.) Select this option to enter or amend the value table for an attribute. ( Enter Value Table window, see page 306.

Exit
Select this option when you have finished with the selected attribute. ( Next line in the Attributes window.

Link List

Figure 158: Link List Windowxe "link attributes "

xe "Link List Window"

xe "attributes:link"

xe "remove:attributes"

xe "remove" \t "See also delete"
This window appears when you select Link Attribute from the Attribute Options menu
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Purpose
This window lists the records the selected attribute can be attached to. It shows which records the attribute is already attached to, and the value (if any) the attribute has for these items. Through this window you can attach and detach the attribute to one record or a range of records.

Details
The information displayed on the left side of the window varies according to the data type the attribute can be attached to. The figure above shows the information presented when linking a customer attribute in Global 3000 Debtors Ledger.


The details on the right side of the window show whether the selected attribute is attached to the items shown on the left. It also shows the values a linked attribute has been given for individual items.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Attach XE "attach attributes"  
To attach the attribute to a range of records, move the cursor to the first record and press <Return>. The line is marked with an ‘s’ to indicate the start of the range. Then move the cursor to the last record in the range and press <Return>. The line is marked with an ‘e’ to indicate the end of the range.


To link the attribute to a single record, move the cursor to the required record and press <Return> twice; i.e. select a range of one.

Value
If the attribute requires a value, you are prompted for the value it is to take for each selected record. Enter the value in the required format. For value table-type attributes,  a pop-up enquiry is available. 


If  the attribute is a ‘mandatory’ one, you must enter a value. Otherwise you can leave the value blank and the attribute is attached with a null value.


When a valid value is assigned, the linked status is set to ‘Yes’ indicating that the item is attached.

Detach XE "detach attributes" 
To detach the attribute from a range of items, move the cursor to the first attached item in the range and press <Return>. Then move the cursor to the last item in the range and press <Return> again. All records linked to the attribute in the range you specify are detached. 


To detach the attribute from a single entry, move the cursor to the required record and press <Return> twice; i.e. select a range of one item.

On exit
( Attribute Options menu, see page 304.

Enter Value Table

Figure 159: Enter Value Table Windowxe "Enter Value Table for Attribute Window"

xe "attributes:value tables"

xe "value tables for attributes"

xe "tables of attribute values"
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This window appears when you do one of the following:

· Select Amend Value Table from the Attribute Options menu.

· Complete your replies in the Attributes window when you are adding a new ‘value table-type’ attribute.

Purpose
This window displays existing values for the selected attribute and lets you add new values and remove unwanted ones.

Move
You can move through the list of values using the cursor keys in the standard way.

Addxe "add:attribute value"
To add a new entry, move the cursor to the end of the list, press <F5> to insert a value into the list, or press <F4> to go into ‘add’ mode. You are prompted for a value of up to 10 characters. This must conform to the format specified for the attribute. It must be unique within the table of values for the attribute. You are also prompted for a description of up to 30 characters.

Deletexe "delete:attribute value"
To delete an unwanted value, move the cursor to the unwanted value and press <F7>. You are asked for confirmation before the value is deleted.

Note
Deleting a value from the table will not affect existing attribute links with the value.

Exit
( Attribute Options Menu, see page 304.

Scenario Maintenance

Introduction

Export & import XE "scenario maintenance" \r "ScenarioMaintenance" 

 XE "scenario maintenance:introduction" 

 XE "format:exported data" \t "See styles, contents lists" 
A data export function is available in various Global 3000 modules to enable you to transfer data simply from Global to other systems, such as standard spreadsheet and word processing packages. An equivalent data import function is also available in the EDI module. It is planned that these functions will be extended to other Global 3000 modules.

Scenarios XE "scenarios" 

 XE "styles" 
The export and import processes are controlled by ‘scenarios’. You can define these yourself and they determine:

· The ‘style’ or format of the exported data. You can select a standard style or set up new styles using your own delimiters, escape sequences, and headings. Standard styles include both comma and tab separated variable formats with optional quotes and headings. 


· The ‘contents’ of the exported or imported data. You can select Global data items for inclusion from those available in the data stream at the point where the data is exported or imported. You can define the sequence and format of the data items, and can optionally include constants.


· The ‘data folder’ and ‘data path’. For exports, these control the destination of the data in the host system. For imports, these provide the path of the file to be imported.


· The ‘program folder’ and ‘program path’. These can optionally provide export programs with details of a program to kick off in the host system on successful completion of the export. This provides a seamless link between Global and other applications; for example, when exporting data to a spreadsheet, the export program can automatically invoke the spreadsheet, so that it automatically loads the exported file and runs a macro on it.

 XE "file name:for import or export" 
· The name of the file which is to be imported or exported.

 XE "parameters:pass to host system" 
· Parameters to pass to the host system if a program is to be invoked; for example these can be used to specify the name of the exported file to be loaded into a spreadsheet, and a macro to be run on it.


· The ‘template folder’ and ‘template path’. These can optionally specify a template to be passed to the program you invoke in the host system during exports. We provide a number of sample templates for Microsoft Word 97; for example to automatically insert exported statement details into a standard form in Microsoft Word.

Note
The option to invoke a program in the host system is only available when running Global under the Global Windows Workstation option or on a Unix platform.


Standard styles and contents lists, and sample scenarios, and program, data, and template folders and paths, are provided in the standard Global 3000 Sample Data. For information about how to copy them to your live data see page 43. 


For information about installing the sample templates, see page39.

Scenario Maintenance
Scenario Maintenance enables you to:

· Tailor the standard styles and contents list for your particular needs.

· Set up your own customised styles and contents lists.


· Set up and tailor data folders and paths.


· Set up and tailor program folders and paths.


· Set up and tailor template folders and paths.


· Set up and tailor scenarios.


Each scenario specifies the style, contents list, data folder and path and file name the program is to use when exporting or importing data via the scenario. 


For exports, the scenario can also specify a program to be invoked in the host system on successful completion of the export, and optionally parameters and template details to pass to it.

 XE "styles" 
When you set up a scenario, you can choose the style to be used from a list of styles which have been defined. In the same way you can choose the contents list, data, program and template folders from lists of defined entries. So if you are not using the standard styles and contents lists, you need to define your own customised ones before you set up scenarios. The Scenario Maintenance Menu provides you with options to define each of these items.

Further information
For further information on:

· Styles, see page 312.


· Contents lists, see page 316.


· Program folders and paths, see page 334.


· Data folders and paths, see page 339.


· Template folders and paths, see page 344.


· Scenarios, see page 349.

Scenario Maintenance Menu

Figure 160: Scenario Maintenance Menu XE "Scenario Maintenance Menu" 
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This menu appears when you select Scenario Maintenance from the System Maintenance menu in Global 3000 modules in which Data Export or Import is available.

The options are:

Maintain styles
Create, amend and delete styles. These define the structure of files to be imported or exported in terms of file headers, separators and control strings.  Maintain Styles Window, see page 312.

Maintain contents
Create, amend and delete contents lists. These define the data items to be imported or exported, in terms of the point in the Global software that the export is to be initiated from or the data is to be imported into, the data items to be exported or imported, their sequence and format.  Select Startpoint Window, see page 320.

Maintain program folders
When you export data from Global when running under the GUI you can optionally specify a Windows program to be automatically invoked when the export finishes. Similarly, when running GSM on a Unix platform, you can optionally specify a Unix program to be automatically invoked when the export finishes. Program folders group information about the path of programs to be invoked after export. This option enables you to add, amend and delete program folders.  Maintain Program Folders Window, see page 335.

Maintain program paths
Program paths hold the program path and file name information for the program folders. Program paths also specify whether the program is to be run on the desktop or the server. This option enables you to add, amend and delete program paths.  Maintain Program Paths Window, see page 337.

Maintain data folders
Data folders group path information for files to be imported, or to be created or updated during export. This option enables you to add, amend and delete data folders.  Maintain Data Folders Window, see page 340.

Maintain data paths
Data paths hold the path information for the data folders. This option enables you to add, amend and delete data paths.  Maintain Data Paths Window, see page 341.

Maintain template folders
Template folders group path information for templates to be used by programs invoked in the host system after data is exported. This option enables you to add, amend and delete template folders.  Maintain Template Folders Window, see page 345.

Maintain template paths
Template paths hold the path information for the template folders. This option enables you to add, amend and delete template paths.  Maintain Template Paths Window, see page 347.

Maintain scenarios
This option enables you to define, amend and delete ‘scenarios’. These define a combination of style, content data and program folders and paths, file names and parameters to be used when invoking import or export in Global 3000.  Maintain Scenarios Window, see page 350.

Exit
Return to the menu from which you invoked this menu.

Maintain Styles

Figure 161: Maintain Styles Window XE "Maintain Styles Window" 

 XE "maintain styles" \r "MaintainStyles" 
This window appears when you select Maintain Styles from the Scenario Maintenance Menu
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Purpose XE "styles" \r "MaintainStyles" 
This window lists existing styles and enables you to create new ones, and amend and delete existing styles. Styles define the structure of files to be imported or exported in terms of column titles, separators and control strings.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:styles" 
To add a new style, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:styles" 
To amend an existing style, move the cursor to the required style and press <Return>.

Delete XE "delete:styles" 
To delete an unwanted style, move the cursor to the required style and press <F7>. You are asked to confirm the deletion.

The prompts are:

Style
Up to eight characters to uniquely identify the style.

Description
Up to 25 characters to describe the style.

File XE "extensions for files" 

 XE "file extensions" 
Up to three characters to be used as a default file extension. This is used when importing or exporting files based on this style when an extension is not specified during the import or export procedure. Leave blank for no default extension.

Titles XE "columns:titles" 

 XE "titles of columns" 
(Y/N.) Enter Y if each export in this style to a new file is to start with a header containing column titles. Enter N for no header. This item is ignored during imports.

Note
You can suppress titles for individual columns. For further information, see page 330.

Title source XE "source of titles" 
(Only if you entered Y at the Titles prompt.) This item controls the source of the column headings. It can be one of the following:

· F – Global field names. These are six character technical field codes which are fixed within the software. 


· S – Global short names. These are more friendly names for the Global fields. They can be up to 16 characters and are fixed within the software.


· C – Column names. These are the user-defined column names, which can be up to 16 characters.

Further information
For further information on field names, short names and column names, see the Columns for Row Window, see page 329.

Unique XE "unique column titles" 
(Only if you entered C at the Title Source prompt.) Set this to Y to force each column title to be unique by appending a number when a duplicate is encountered.

Note
You are not prompted for this item if you set the title source to F or S, because Global field and short names are always unique.

Export row ids XE "exports:row ids" 
(Y/N.) If you want the row id exported at the front of each row, enter Y, otherwise enter N. Row id’s are defined in the Rows for Contents List window (see page 327).

Delimiter XE "delimiters"   XE "csv files" 
For fixed length ASCII files, set the delimiter to NONE.


For all other formats, specify the character to be used to separate items of information imported or exported in this style.  Press <F1> to select from the standard delimiters (COMMA, SPACE, TAB, OTHER, NONE). If you require a non-standard delimiter, enter OTHER. The program then prompts you for the delimiter string to be used.

Delimiter string
If you entered OTHER at the prompt above, enter the  ASCII or hexadecimal value of the delimiter. Hexadecimal values must start with a hash (#) character, must contain an even number of hexadecimal digits, and must not be ‘#00’. ASCII values must not start with a hash character. 


Otherwise, the character (if visible) is displayed and this item is not prompted for.

Escape sequence XE "escape sequences" 
Enter the ASCII or hexadecimal string to be used to indicate that the next character is part of the data and not a delimiter or encapsulation character. Leave blank if this feature is not used in the style.


Hexadecimal values must start with a hash (#) character, must contain an even number of hexadecimal digits, and must not be ‘#00’. ASCII values must not start with a hash character.

Note
The escape sequence must not be the same as the delimiter string.

Text quotes XE "text quotes" 

 XE "quotes" 
Set this to the character you want text items are to be encapsulated in. Press <F1> to select from the list of standard values (DOUBLE, SINGLE, NONE). When quotes are in use, any quotes encountered in text items are output twice.

Dates XE "date formats:data export/import" 
Enter the output format for dates; e.g. mm/dd/yy or dd-mm-yyyy. Dates can be composed from any combination of day number (dd), month number (mm) or year number (yy or yyyy).


The character used to separate the day, month and year segments must not be the same as the delimiter specified above.

Note
Use of four digit year numbers is recommended wherever possible to avoid problems with the millennium.


When importing two digit years, the century is determined from the setting of the GSM century start parameter.

Note XE "EDI:style settings for imports" 
For styles used for EDI imports, this must be set to “DD/MM/YY”.

Note
The settings of the next two prompts have no effect on constants that are imported or exported.

Leading spaces XE "leading spaces" 

 XE "spaces:leading & trailing" 
This item controls how leading spaces are dealt with when data is imported to, or exported from, Global text fields. Leading spaces are spaces that occur at the beginning of text fields.


Enter D if you want to drop leading spaces. Enter K if you want to keep them.

Note XE "EDI:style settings for imports" 
For styles used for EDI imports, this must be set to K.

Trailing spaces XE "trailing spaces" 
This item controls how trailing spaces are dealt with when data is exported from Global text fields. Trailing spaces are spaces that occur at the end of text fields.


Enter D if you want to drop trailing spaces. Enter K if you want to keep them.

Note
The settings of the next two prompts have no effect on constants that are imported or exported.

Leading zeroes XE "leading zeroes" 

 XE "zeroes:leading & trailing" 
This item controls how leading zeroes are dealt with when data is exported from numeric fields in Global. 


Enter D if you want to drop leading zeroes. Enter K if you want to keep them.

Trailing zeroes XE "trailing zeroes" 
This item controls how zeroes which occur after the decimal point are dealt with when data is exported from numeric Global fields. 


Enter D if you want to drop trailing zeroes. Enter K if you want to keep them. 

Note
When you export numeric items for which decimal places are defined, the first decimal place is always exported even if it is zero, regardless of the setting of this item.

Example
If you have defined in your contents list that you want to export 9,2 of a 12,2 Global field, and you have chosen to drop leading and trailing zeroes:

· 000000005119.00 is exported as 5119.0.


· 000000005119.30 is exported as 5119.3.


· 000000005119.34 is exported as 5119.34.


· 000000005119.01 is exported as 5119.01.

On completion
 Style prompt on the next line.

On exit
 Return to the Scenario Maintenance menu.

Maintain Contents

Introduction

 XE "maintain contents" \r "MaintainContents" 

 XE "contents lists" \r "MaintainContents" 
The Maintain Contents option enables you to define ‘contents lists’. These define the contents of data to be exported and imported in terms of:

· The point in the Global software that the export is to be initiated from or the data is to be imported into.


· The data items to be exported or imported, their sequence and their format.


The Maintain Contents option uses the terminology defined below.

Startpoint XE "startpoints" 
Startpoints are processes in Global 3000 which can export or import data. Each startpoint relates to either data import or export. At each startpoint the stream of information which can be exported or imported is fixed in terms of sequence and structure.

Contents list
A contents list identifies a startpoint and the part or parts of the potential stream of information that are to be exported or imported. You need at least one contents list for each startpoint at which you want to import or export data.

Records XE "records" 
A record is a group of data items. The record structure defines the items, their format and sequence.


The Global items of data which can be exported (or imported) are fixed for each startpoint and are defined through Global records.

Note
 XE "Global records" Global records are fixed and cannot be changed.

Rows XE "rows" 
You control the data you want to export or import through records you define yourself which are called ‘rows’ to distinguish them from the Global records. 


If you are exporting the data to a spreadsheet, generally each row you define corresponds to a row (line) in the spreadsheet. If you are exporting the data to a word processing mail merge letter, a row generally corresponds to a set of merge fields defined for a single main document.


However you can split one of the rows you define into more than one row (line) in the spread sheet by using the ‘New Row’ option (see page 333). You can also ‘join’ two rows together so that they form one row (line) in a spread sheet through the ‘End of Row’ option (see page 328).

Fields XE "fields" 
A field is an item of data; for example a name, an account code, a price, etc. The definition of a field in a record defines its size and format; for example whether it is a numeric or text field, how many characters or digits it is, and so on.

Note
The fields in Global records are fixed and cannot be changed.

Columns XE "columns" 
After defining a row for import or export, you define the fields that it is to contain. We have called these ‘columns’ to distinguish them from the fixed fields in the Global records.


If you are exporting the data to a spreadsheet, each column you define corresponds to a column in the spreadsheet. If you are exporting the data to a word processing mail merge letter, each column you define corresponds to a single merge field defined for the letter in the main document.

Example
You want to export a list of customer names and addresses for merging into a standard word processing letter using the Customer Address List program in Debtors Ledger as the startpoint.


You define a row specifying the columns you want to export, based on the fields in the Global AD (Address) record. The row will not contain a column for each field in the AD record because some are internal programming fields, and others are not relevant to your needs; for example you do not want to export the country, because the mailshot is only going out to local customers, and you will select the customers on this basis prior to exporting the data.


The definitions of the fields in the AD (Address) record are shown in Table 20. The definitions of the columns in the row you create are shown Table 21.

Table 20: Field Structure of Global AD (Address) Record
Field
Description
Type
Size


ADSYMN
“D”ebtors, “C”reditors, blank if company
Text
1


ADCSCD
Customer, supplier or company id
Text
7


ADADDR
Numerics RJF not 0-filled
Text
4


ADNAME
Name
Text
30


ADADD1
Street
Text
30


ADADD2
Suburb
Text
30


ADADD3
State
Text
30


ADADD4
Country
Text
30


ADPOST
Post Code
Text
10


ADCTRY
Country Code
Text
2


ADEXTC
External customer/supplier acc. code
Text
20

Note
The AD (Address) record is used for supplier and company addresses as well as for customer addresses. The value of the ADSYMN field indicates whether the address belongs to a customer, a supplier or a company. You do not need to be concerned about this however, because only customer addresses are available at the Customer Address List startpoint.

Table 21: Example Column Structure of Row for Export of Customer Names and Addresses XE "columns:example" 
Column
Description
Type
Size


Name
Name
Text
30


Address1
Street
Text
30


Address2
Suburb
Text
30


Address3
State
Text
30


Postcode
Post Code
Text
10

Constants XE "constants" 
You can give fixed values to column, rather than Global data items. These are called ‘constants’. The fixed values can be text, a hexadecimal string, spaces or zero.

Example XE "spreadsheets:subheadings" 
You can use text constants to insert sub-headings into a spreadsheet. An example of this can be seen in the Sample Data in the DL340-A Aged Debt contents list.

Setting up a contents list
To set up a new contents list you need to:

3. Select the startpoint in the Select Startpoint Window.


4. Define a code and title for the contents list in the Maintain Contents Window.


5. Define the rows and the Global records you want them to be based on in the Rows for Contents List Window.


6. Define the columns for each row in the Columns for Row Window. Each column can either be based on all or part of any of the Global fields in the linked record or can be a constant.


These steps are described in detail in the following pages.

Note
When you create a new contents list you have the option of:

· Automatically creating a row from each Global record available at the selected startpoint. Each row is created with a column structure matching the field structure of the Global record. You can then make any necessary amendments, e.g. deleting unwanted columns.


· Automatically copying rows (and their column structure) from another contents list. You can then make any necessary amendments.


· Creating the rows and their column structures from scratch.

EDI imports XE "EDI:contents lists" 

 XE "contents lists:EDI imports" 
Contents lists for EDI stock balance and product list imports must contain all the fields in all the Global records available at their startpoints.


Contents lists for EDI sales order and purchase order imports must contain a minimum of the following:

· The account number and order reference fields from the order header record. 


· The product, quantity, and unit fields from the order lines record.


Other fields from the order header and order line records can optionally be included.

Select Startpoint

Figure 162: Select Startpoint Window XE "Select Startpoint Window" 
This window appears when you select Maintain Contents from the Scenario Maintenance Menu 
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Purpose XE "startpoints:select for contents list" 
This window lists all the Global 3000 startpoints and enables you to select the startpoint for the contents list  you want to set up or amend.


A startpoint is a process in Global 3000 which can export or import data. A startpoint relates to either data import or export. At each startpoint the stream of information which can be exported or imported is fixed in terms of sequence and structure.


A contents list identifies a startpoint and the part or parts of the potential stream of information to be exported or imported.

Note
For an introduction to contents lists, see page 316.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Search sequences
You can press <F6> to change the search sequence. The following search sequences are available:

· Startpoint.


· Description.


· Module.


· Program.

Select
To select a startpoint, move the cursor to the required entry and press <Return>.  Maintain Contents window.

Note
Startpoints are defined in the software and are fixed, so all the details in this window are display-only.

The details displayed are:

Startpoint
A code of up to eight characters which identifies the startpoint.

Description
A description of up to 30 characters to further identify the startpoint.

Module
A two character code identifying the module the startpoint is in. 

Program
The code of the program the startpoint is in.

Type
This can be either import or export and shows whether the startpoint is used for data import or data export.

On selection
 Maintain Contents window.

On exit
( Scenario Maintenance menu, see page 310.

Maintain Contents Window

Figure 163: Maintain Contents Window XE "Maintain Contents Window" 
This window appears when you select a startpoint in the Select Startpoint Window
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Purpose
This window lists any existing ‘contents lists’ for the selected startpoint and enables you to create, amend and delete contents lists for the selected startpoint.


Contents lists define the data to be exported or imported. You can set up as many contents lists as you want for each startpoint; for example for an export startpoint, you might want to set up one containing customer name and address details for a mail merge letter, and one containing figures for a spreadsheet. 


However, you can use a single contents lists for different purposes. Maintain Scenarios enables you to use the same contents list with different styles, and program and data paths etc. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:contents lists" 
To add a new contents list, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:contents lists" 
To amend an existing contents list, move the cursor to the required entry and press <Return>.  Contents Options menu, see page 323.

Delete XE "delete:contents lists" 
To delete an unwanted contents list, move the cursor to the required entry and press <Return>.  Contents Options menu, see page 323.

The prompts are:

Contents
Enter a code for the contents list in up to eight characters.

Title
Enter up to 30 characters to enable you to identify the contents list.

On completion
If you are creating a new contents list  Basis of New Contents List Menu.


Otherwise ( Contents Options menu, see page 323.

On exit
( Scenario Maintenance menu, see page 310.

Basis of New Contents List

Figure 164: Basis of New Contents List Menu XE "Basis of New Contents List Menu" 
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This menu appears when you complete your replies for a new contents list in the Maintain Contents Window

Purpose
This menu gives you a choice of ways of creating the rows in your new contents list. The program can:

· Automatically create a row from each Global record available at the selected startpoint. Each row is created with a column structure matching the field structure of the Global record.


· Automatically copy rows (and their column structure) from another contents list at the same or another startpoint.


· Enable you to create the rows and their column structures from scratch.


You can make any necessary amendments to the automatically generated rows. 

The options are:

All records at this startpoint XE "all records at startpoint" 

 XE "records:base new contents list on all" 
Base the new contents list on all the fields in all the Global records that are available at the selected startpoint. The program creates a new row for each Global record which is available at the selected startpoint. The row ids and descriptions are set to those of the Global record.  Contents Options Menu, see page 323.

Contents list at this startpoint XE "copy contents lists" 
Base the new contents list on another contents list that already exists for the selected startpoint. A pop-up enquiry appears listing any other contents lists for the selected startpoint. When you select a contents list   Copy Contents Window, see page 324.

Contents list at another startpoint
Base the new contents list on a contents list that already exists for another startpoint. A pop-up enquiry appears listing contents lists for other startpoints. When you select a contents list  Copy Contents from Startpoint Window, see page 325.

Empty list XE "empty list" 
Create an empty contents list. You can then specify the items you want to include in it manually.  Contents Options Menu.

Contents Options
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Figure 165: Contents Options Menu XE "Contents Options Menu" 
This menu appears when you:

· Select All Records at This Startpoint or Empty List from the Basis of New Contents List Menu

· Select an existing contents list in the Maintain Contents window

The prompts are:

Details
Change the title of the contents list.  Title prompt in the Maintain Contents window, see page 321.

Rows
This option enables you to define, amend and delete rows for the contents list. ( Rows for Contents List window, see page 327.

Delete XE "delete:contents lists" 
Delete the contents list. You are asked for confirmation before the contents list is deleted.  Next line in Maintain Contents window, see page 321.

Exit
 Next line in the Maintain Contents window, see page 321.

Copy Contents 

Figure 166: Copy Contents Window XE "Copy Contents Window" 
This window appears when you select Contents List at This Startpoint from the Basis of New Contents List Menu
[image: image192.png][ Copy from SINGLE to ALL

CopyRow Record NewRow  Description Seq Constants  Copied
m m @O ST E o =
cz €2tz Contacts 5 v
RC RC  RC  Customer Account Details 1 v
RY RY  RY  Customer Company-totals 2 v

oK. Cancel | Delete






Note
This window is preceded by a pop-up enquiry window which enables you to select the contents list you want to copy.

Purpose XE "copy contents lists:same startpoint" 
This window lists the rows in the contents list you have chosen to copy. It enables you to specify the rows you want to copy, to change the description of copied rows, to specify whether or not you want to copy the constants, and to delete unwanted rows.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Copy row
To copy a row to the new contents list, move the cursor to the required entry and press <Return>. The cursor moves through the prompts described below. When you press <Return> at the ‘Constants’ prompt, the row is copied and an asterisk appears in the ‘Copied’ column.

Delete
To delete a row from the new contents list, move the cursor to the required entry and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts on each line are:

Copy row
(Display only.) The id of the row being copied.

Record
(Display only.) The id of the Global record the copied row is based on.

New row
(Display only.) The id for the row in the new contents list. This is the same as the Global record id.

Description
A description of up to 30 characters to enable you to identify the row.

Seq
(Display only.) The number displayed here indicates the sequence in which the startpoint processes the Global records. The sequence is fixed for each startpoint and cannot be changed.

Example
If you create a row for each of four records available at a startpoint, the sequence in which the startpoint processes each row is indicated by a number between 1 and 4. Sequence number 1 is processed before 2, 2 before 3, and so on.

Constants
(Y/N.) Enter Y if you want to copy the constants in the selected row as well as the Global data items. Enter N if you do not want to copy them.

Copied
(Display only.) An asterisk here indicates that the row has been copied to the new contents list.

On completion
The first time you complete your entries for a row, an asterisk appears in the ‘Copied’ column to indicate the row has been copied to the new contents list. If you press <Return> again  Columns for Row Window, see page 329.

On exit
 Contents Options Menu, see page 323.

Copy Contents from Startpoint

Figure 167: Copy Contents from Startpoint Window XE "Copy Contents from Startpoint Window" 
This window appears when you select Contents List at Another Startpoint from the Basis of New Contents List Menu
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Note
This window is preceded by a pop-up enquiry window that enables you to select the contents list whose details you want to copy.

Purpose XE "copy contents lists:another startpoint" 
This window enables you to select the rows you want to copy to your new contents list.


The Global records which you can export or import vary from startpoint to startpoint. So the records which can be exported or imported at the startpoint whose contents list you are copying may not match those at the startpoint for the new contents list. 

The prompts on each line are:

Copy row
The id of the row to be copied. Press <F1> for a pop-up enquiry of the rows in the selected contents list.

Record
The id of the Global record the new row is to be based on. Press <F1> for a pop-up enquiry of the Global records available at the new startpoint.

Note
This does not automatically default to the record for the row you are copying because it may not be available at the startpoint of the new contents list. Sometimes when the record is not available, some of the same information is available from a different record.

New row
The id for the row in the new contents list. This defaults to the id of the copied row. 

Description
A description of up to 30 characters to enable you to identify the row.

Seq
(Display only.) The number displayed here indicates the sequence in which the startpoint processes the Global records. The sequence is fixed for each startpoint and cannot be changed.

Example
If you create a row for each of four records which are available at a startpoint, the sequence in which the startpoint processes each row is indicated by a number between 1 and 4. Sequence number 1 is processed before 2, 2 before 3, and so on.

Constants
(Y/N.) Enter Y if you want to copy the constants in the selected row as well as the Global data items. Enter N if you do not want to copy them.

On completion
 Next line in the window. 

Note
The fields within the Global records which can be exported or imported vary from startpoint to startpoint. So the program only copies columns based on Global fields which can be exported or imported at the startpoint for the contents list you are creating. It does not copy any columns based on Global fields that are not available.

On exit
 Contents Options Menu, see page 323.

Rows for Contents List

Figure 168: Rows for Contents List Window XE "Rows for Contents List Window" 
This window appears when you select Rows from the Contents Options menu
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Purpose XE "rows" \r "Rows" 
This window enables you to define, amend and delete rows for the current contents list.

Further information
For definitions of the terms used here, and an example of their use, see the Introduction to Maintain Contents, starting on page 316.

Move through list
This window lists rows that have already been defined. You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:rows" 
To add a new row, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:rows" 
To amend an existing row, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Delete XE "delete:rows" 
To delete an existing row, move the cursor to the required entry and press <F7>. You are asked for confirmation before the row is deleted. 

Note
When you first enter this window for a new contents list, the details displayed depend on the option you selected from the Basis of New Contents List menu:

· If you selected ‘All rows at this startpoint’, there is a row for each Global record which is available at the startpoint. The row id and description are set to the record id and description.


· If you chose to copy rows from another contents list, the rows displayed reflect those selected in the Copy Contents from Startpoint Window or the Copy Contents Window.


· If you selected ‘Empty list’, no rows are displayed. You need to set them up manually.

Note XE "EDI:contents lists" 

 XE "contents lists:EDI imports" 
Contents lists for EDI stock balance and product list imports must contain all the fields in all the Global records available at their startpoints.


Contents lists for EDI purchase order and sales order imports must contain a minimum of the following:

· The account number and order reference fields from the order header record. 


· The product, quantity, and unit fields from the order lines record.


Other fields from the order header and order line records can optionally be included.

The prompts are:

Record XE "records" 

 XE "Global records" 
Enter the two character id of the Global record you want to link the row to. Press <F1> for a pop-up enquiry of records that are available at the selected startpoint.

Notes
· The record defines the Global items that you can import or export.


· You cannot define more than one row based on the same Global record.

Description
(Display only.) The description of the Global record.

Row
Enter a two-character id for the row. The default is the Global record id.

Description
A description of up to 30 characters for the row. The default is the Global record description.

Seq XE "sequence" 
(Display only.) The number displayed here indicates the sequence in which the startpoint processes the Global records. The sequence is fixed for each startpoint and cannot be changed.

Example
If you create a row for each of four records which are available at a startpoint, the sequence in which the startpoint processes each row is indicated by a number between 1 and 4. Sequence number 1 is processed before 2, 2 before 3, and so on.

End of row XE "end of row indicator" 

 XE "spreadsheets:combine rows into one line" 

 XE "combine:rows" 
(Y/N.) (Exports only.) Enter N if you want this row to be combined with the next row, so that they are exported as one row; for example if you want them to appear on one line in a spreadsheet. Otherwise enter Y.

Note XE "sequence" 
The next row in this respect is the row with the next sequence number, as displayed in the ‘Seq’ column, irrespective of the sequence in which you enter the rows into this window.

Example
You want to combine into one word processing merge letter, details from both the RC (Customer Accounts) record and the AD (Addresses) record. The AD record has sequence number 1, the RC record sequence number 2. You therefore set ‘End of row’ to N on row 1 which is based on the AD record, and to Y on row 2 which is based on the RC record.

On completion
 Columns for Row window.

On exit
 Contents Options menu, see page 323

Columns for Row

Figure 169: Columns for Row Window XE "Columns for Row Window" 
This window appears when you complete your replies for a row in the Rows for Contents List window
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Purpose XE "columns" \r "Columns" 
This window enables you to define, amend and delete the row’s columns. The window lists columns that have already been defined. The items are listed in the order in which they appear when the data is exported or imported. To change the order, see ‘Move item’ below.

Note
The maximum total column width is 1500 characters.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:columns" 
To add a new column, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.


Press <F3> to automatically create columns for all the fields in the selected record into the row.

Amend XE "amend:columns" 
To amend an existing column, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Delete XE "delete:columns" 
To delete a column, position the cursor on it and press <F7>. 

Warning
You are not asked for confirmation before the column is deleted.

Move item
To move an entry in the list:

· Position the cursor on the column you want to move and press <F10>. See note below.


· Move the cursor to the line above which you want the column to appear.


· Press <F5>. The list is redisplayed with the column in its new position.

Note
On some terminals another key or combination of keys is used; e.g. <CTRL-A>. Press the Help key, <F8>, to discover which key is used on your terminal.

The prompts are:

Column
This is the column name and can be up to 16 characters. For constants this defaults to the constant name, otherwise this defaults to the Global short name. 


When adding a new entry you can press:

· <F1> for a pop-up enquiry of fields which are available from the current record at the selected startpoint.

 XE "constants" 
· <F2> to insert a constant in a contents list for export. This is a fixed item. It can be text, a hexadecimal string, a ‘skipped field’, a new line indicator, spaces, or zeroes.  Type of Constant menu, see page 332.

 XE "skipped field:imports" 
· <F2> to insert a skipped field in a contents list for import. This indicates that the item in this position is not to be imported into Global.


· <F3> to automatically create a column for every field in the selected record.

Note XE "LOW-VALUES" 

 XE "HIGH-VALUES" 
When a text field containing LOW-VALUES or HIGH-VALUES is exported, it is exported as a blank field.

Title  XE "titles of columns:override" 

 XE "columns:titles" 
(Y/N.) Enter N if you do not want this column to have a title when exporting data via a style which exports titles. Otherwise enter Y.

Field name XE "fields:technical names" 
(Display only.) For Global data items, this is the technical Global field name. This can be up to six characters and is fixed in the software.


For constants, this item is set to a number unique within the row.

Type XE "type of data item" 
(Display only.) This is the type of the data item as defined in the Global record, or the type of constant. Global items can be text, numbers, or dates. Constants can be fixed text, hexadecimal strings, skip fields, new row, blank, or zero values.

End XE "end" 

 XE "columns:combine items" 

 XE "compose items for export/import" 

 XE "combine:items for export" 
(Y/N.) Enter Y if a delimiter is to be included in the output stream following this entry. Setting this to N can be used to compose items in the output stream from more than one Global data item or constant. The default is Y.

Note XE "delimiters" 
A delimiter is automatically output following the last item in the row regardless of the setting of this option.

 XE "text quotes" 

 XE "quotes" 
For text fields, a quote is output prior to the delimiter if quotes are selected in the scenario’s style.

Size XE "size:item for export/import" 
(Display only.) The size of the field. For Global fields, it is the size defined in the record:

· For text fields, the size is the maximum number of characters in the field.


· For numeric fields, the size is shown as the maximum number of leading digits and, when relevant, the maximum number of trailing digits.


· For dates the size is shown as D. 


For constants, the size is in bytes.

Note
The size and format of exported dates is determined by the ‘style’. For further information, see page 314.

Import/Export
(Not available for dates, or hex string, skip or new row constants.) This enables you to define the exact part of the data item to export or import; for example if you want to export the first 20 characters of a 30 character name.


For text items, specify the first and last character you want to export. Using the example above, you would enter 1 as the first character and 20 as the last.


For numeric items, specify the number of leading digits and, when relevant, the number of trailing digits. 

Note
For Global items, the defaults are the full size of the Global field. 


For a constant of zeroes, specify the number of zeroes required.


If you specify a size for export which is bigger than the Global field size:

· Text is left justified and padded with spaces to the right.


· Numbers are right justified to the required decimal precision and padded with leading spaces and/or trailing zeroes.

Note
The way leading and trailing spaces and zeroes are dealt with, is determined by the style. For further information, see page 314.


If you specify a size for export which is smaller than the Global field size:

· Only the specified characters are exported from text fields.


· Numbers are decimal point aligned and any excess of precision rounded to the nearest value before export. 

Occurs XE "occurs prompt" 

 XE "number of times for export" 
The number of times the column is to appear in the row. This is useful when exporting data to spreadsheets.

Example XE "spreadsheets:aligning columns" 
When exporting spreadsheet data, You can specify a ‘skipped field’ constant to appear four times to force the next column to appear in the fifth spreadsheet column.

Description
(Not for New row or skip field constants.) A description of up to 30 characters for the column. 


For Global items, this defaults to the Global field name’s description.


For Fixed text or Hex string constants, enter the actual value which is to be exported.

Short name XE "short name" 

 XE "Global short names" 
(Display only.) The short name for the Global field. This can be up to 16 characters and is fixed within the software.

On completion
 Next line in the Columns for Row window.

On exit
 Rows for Contents window, see page 327.

Type of Constant 
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Figure 170: Type of Constant Menu XE "Type of Constant Menu" 
This menu appears when you press <F2> in the Column prompt when adding a new column in the Columns for Row Window

Purpose
This menu lets you select the type of constant you want to include in a contents list for export. 

The options are:

Fixed text XE "fixed text for export" 
Add up to 30 standard (ASCII) characters to the row. The characters appear as text when data based on the current contents list is exported.  Title prompt in the Columns for Row Window, see page 329. (You enter the actual text at the Description prompt in the Columns for Row Window.)

Hex string XE "hexadecimal string" 
Add a string of hexadecimal characters to the row.  Title prompt in the Columns for Row window, see page 329. (You enter the actual hexadecimal string at the Description prompt in the Columns for Row Window. Enter a hash (#) at the start of the string.)

Example
This can be used to insert ‘tabs’ when exporting into a spreadsheet or a word processing package, to control the way the next column is lined up.

Skipped XE "skipped field:exports" 
Use this to indicate that a column is to be skipped. This is useful when exporting to a spreadsheet, to indicate that cells are to be skipped.  Occurs prompt in the Columns for Row window, see page 329.

New row XE "new row indicator" 

 XE "split rows" 

 XE "spreadsheets:new lines" 
Use this to indicate the end of a row. This is useful when exporting to a spreadsheet, to indicate that you want the next column to start a new line in the spreadsheet.  Occurs prompt in the Columns for Row window, see page 329.

Spaces XE "spaces:add to row" 
Use this to add blank spaces to the row. This is useful when the package to which the information is being exported requires the data to have a very specific structure.  Title prompt in the Columns for Row window, see page 329. The Description prompt is automatically set to ‘Spaces’. You specify how many spaces you want to insert via the start and end Export options.

Zeroes XE "zeroes:add to row" 
Use this to add a zero text item to the data stream. This is similar to a blank entry but contains an ASCII zero rather than a space.  Title prompt in the Columns for Row window, see page 329. You specify the number of zeroes to be exported at the Export prompt. The Description prompt is automatically set to ‘Zeroes’. 

Note
The settings of the leading and trailing zeroes prompts for the style controlling the export have no effect on constants of zeroes.

On exit
 Columns for Row window, see page 329.

Program Folders and Program Paths

Introduction

 XE "program folders" \r "ProgramFolders" 

 XE "program paths" \r "ProgramFolders" 
When you export data from Global when running under the Global Windows Workstation GUI, you can optionally specify a Windows program to be automatically invoked when the export finishes. Similarly, when running GSM on a Unix platform, you can optionally specify a Unix program to be automatically invoked when the export finishes.

Example
You can automatically invoke a Windows spreadsheet program after exporting data to it. 

Program folders
You control the program to be invoked after the export by specifying a program folder for the scenario on which the export is based.


Program folders group path information for the programs you invoke. You create them through the Maintain Program Folders option. You enter the actual program paths and file names through the Maintain Program Paths option.


You should set up at least one program folder for each program you want to invoke in the host system after an export. 

 XE "fixed path:program folders" 
There are two types of program folders:

· Fixed path. For this type of program folder, only one program path can be specified. This path is used when any operator invokes a program via the program folder. Use this type when the program resides on a central server; for example a third party EDI application.

 XE "personalised:program folders" 
· Personalised. For this type of program folder, you can set up a separate program path for each operator who might invoke the program. Use this type when the program to be invoked resides on operators’ PCs; for example word processing or spreadsheet packages. 


If several operators use the same file organisation, you can set up a program path with a blank operator id; for example when most operators on a network have Microsoft Word installed on their PCs in the default folders created by the Microsoft Office installation procedure.

Program paths
Program paths hold the program path and file name information for the program folders. Program paths also specify whether the program is to be run on the desktop or the server.


You need to set up one program path for each fixed path program folder. These program paths can be used by all operators.


For each personalised program folder, you can set up a program path for each operator who wants to invoke the program. Alternatively, operators who have the folders on their PC organised in a standard way can share a program path with a blank operator id.

Export
When an operator uses one of the export data options, the export program searches the program folder specified on the scenario controlling the export for the appropriate program path.


If the program folder is personalised, the export program first searches for a program path containing the operator’s id. If this does not exist, the program then searches for a program path with a blank operator id. If neither exist, the program displays an error message.


If a fixed path program folder has been specified on the scenario, the single multi-purpose program path is used. If there is no program path for the program folder, an error message is displayed.

Parameters
You can specify parameters and template details to pass to the program in the Maintain Scenario Window.

Example
When invoking a spreadsheet program, you can enter the name of the exported file and a macro as parameters. The spreadsheet program then automatically loads the exported file and runs the macro on it.

Maintain Program Folders 

Figure 171: Maintain Program Folders Window XE "Maintain Program Folders Window" 
This window appears when you select Maintain Program Folders from the Scenario Maintenance menu
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Purpose
This window displays program folders that have already been defined and it enables you to add, amend and delete program folders. 

Further information
For an introduction to program folders and paths, see page 334.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:program folders" 
To add a new program folder, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:program folders" 
To amend an existing program folder, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Delete XE "delete:program folders" 
To delete a program folder, position the cursor on it and press <F7>. You are asked for confirmation before it is deleted. 

The prompts are:

Folder
Up to eight characters identifying the program folder.

Description
Up to 30 characters of description.

Fixed path XE "fixed path:program folders" 

 XE "personalised:program folders" 
(Y/N.) Enter Y if the path of the program is the same for all operators; e.g. if the program resides on a central server.


Enter N if some operators who might invoke the program use different paths; for example, if the program resides on operators’ PCs. 

Note
When this is set to N, the program folder is known as a personalised program folder.

On completion
 Next line in window.

On exit
Scenario Maintenance menu, see page 310.

Maintain Program Paths

Figure 172: Maintain Program Paths Window XE "Maintain Program Paths Window" 
This window appears when you select Maintain Program Paths from the Scenario Maintenance menu
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Purpose
This window displays program paths that have already been defined and enables you to add, amend and delete program paths. 

Further information
For an introduction to program folders and paths, see page 334.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:program paths" 
To add a new program path, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:program paths" 
To amend an existing program path, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Delete XE "delete:program paths" 
To delete a program path, position the cursor on it and press <F7>. You are asked for confirmation before it is deleted. 

The prompts are:

Folder
The id of the program folder the program path belongs to. Press <F1> for a pop-up enquiry.

Operator XE "operator id:program paths" 
(Only if the specified folder is personalised.) Enter the id of the operator the path is for. Up to three characters. 


You can leave this blank to create a default program path to be used by all operators who share a standard program path; for example when several operators have Microsoft Word installed on their PC’s in the default folders created by the Microsoft Office installation procedure.

Note
This item is case sensitive. ‘AMF’, ‘Amf’, and ‘amf’ are treated as completely different ids.

Description
Up to 30 characters of description.

Run process on desktop or server XE "desktop, run process on" 

 XE "server, run process on" 

 XE "run on desktop or server" 
(S/D.) Enter S to run the process on the server, D to run it on the desktop.

Path
Enter the full path and file name of the program you want to run. Up to 70 characters.

Note XE "long file names" 
If you are running Windows 95 and you use long file or folder names (i.e. in excess of eight characters), you need to use the alternative short names recognised by MS-DOS. You can find out what these are through the MS-DOS ‘DIR’ command, or by right-clicking on the folder in Windows Explorer and selecting ‘Properties’.

[image: image199.bmp]
Browse button XE "browse button" 
When running under the GUI, you can click the browse button to display a standard Windows file browse. When you click on a file in this window, and then on the OK button, you are returned to the Maintain Program Paths Window and the file is automatically entered into the Path prompt. Click the Cancel button in the file browse window to return to the Maintain Program Paths Window without selecting a file.

On completion
 Next line in the window.

On exit
Scenario Maintenance Menu, see page 310.

Data Folders and Data Paths

Introduction

 XE "data folders" \r "DataFolders" 

 XE "data paths" \r "DataFolders" 
The Data Folders and Data Paths options enable you to specify path details for files you export from or import to Global 3000.

Data folders
Data folders group path information for files of the same type. You control the data path for a file to be imported or exported by specifying a data folder on the scenario controlling the import or export.


You enter the data path information through the Maintain Data Paths option.


There is no limit to the number of data folders you can set up. You must set up at least one if you are going to import or export data. You may want to set up a separate data folder for each type of export and import; for example a separate data folder for exports to the spreadsheet package, the word processing package, to EDI etc.

 XE "fixed path:data folders" 
There are two types of data folders:

· Fixed path. For this type of data folder, only one data path can be specified. This is used by all operators; for example when the file you want to import resides on a central server, or when you want to export a file to a central server.

 XE "personalised:data folders" 
· Personalised. For this type of data folder, you can set up a separate data path for each operator; for example, when operators want to export files to their own PCs for use in word processing or spreadsheet packages.


If operators use a standard data path, you can set up a program path with a blank operator id.

Data paths
Data paths hold the path information for the data folders. Data paths also specify:

· Whether the exported file is to be created or updated in the Global file system, or the host operating system.


· The action to be taken if the exported file already exists.


You need to set up one data path for each fixed path data folder. These data paths can be used by all operators.


For each personalised data folder, you need to set up a data path for each operator who wants to use it. Alternatively, operators who have the folders on their PC organised in a standard way, can share a data path with a blank operator id.

Import & export
When an operator uses one of the export or import options, the program searches the data folder specified on the controlling scenario for the appropriate data path.


If the data folder is personalised, the program first searches for a data path containing the operator’s id. If this does not exist, the program then searches for a data path with a blank operator id. If neither exist, the program displays an error message.


If a fixed path data folder has been specified on the scenario, the single multi-purpose data path is used. If there is no data path for the data folder, an error message is displayed.

Maintain Data Folders 

Figure 173: Maintain Data Folders Window XE "Maintain Data Folders Window" 
This window appears when you select Maintain Data Folders from the Scenario Maintenance menu
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Purpose
This window displays data folders that have already been defined and enables you to add, amend and delete data folders. 

Further information
For an introduction to data folders and paths, see page 339.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:data folders" 
To add a new data folder, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:data folders" 
To amend an existing data folder, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Delete XE "delete:data folders" 
To delete a data folder, position the cursor on it and press <F7>. You are asked for confirmation before it is deleted. 

The prompts are:

Folder
Up to eight characters identifying the data folder.

Description
Up to 30 characters of description.

Fixed path XE "fixed path:data folders" 
(Y/N.) Enter Y if the path of the data to be exported or imported is the same for all operators; e.g. if the data resides on a central server.


Enter N if some operators use different paths; for example, if the data resides on operators’ PCs. 

 XE "personalised:data folders" Note
When this is set to N, the data folder is known as a personalised data folder.

On completion
 Next line in window.

On exit
Scenario Maintenance menu, see page 310.

Maintain Data Paths

Figure 174: Maintain Data Paths Window XE "Maintain Data Paths Window" 
This window appears when you select Maintain Data Paths from the Scenario Maintenance menu
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Purpose
This window displays data paths that have already been defined and enables you to add, amend and delete program paths. 

Further information
For an introduction to data folders and paths, see page 339.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:data paths" 
To add a new data path, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:data paths" 
To amend an existing data path, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

 XE "delete:data paths" Delete
To delete a data path, position the cursor on it and press <F7>. You are asked for confirmation before it is deleted. 

The prompts are:

Folder
The id of the data folder. Press <F1> for a pop-up enquiry.

Operator XE "operator id:data paths" 
(Only if the specified folder is personalised.) Enter the operator’s id (up to three characters). 


You can leave this blank to create a default data path to be used by all operators who want to export data to the same path; for example when several operators have set up the folders on their PCs in a standard way.

Note
This item is case sensitive. ‘AMF’, ‘Amf’, and ‘amf’ are treated as completely different ids.

Description
Up to 30 characters of description.

Global or open file XE "Global file exports/imports" 

 XE "open file exports/imports" 

 XE "host system, export/import to/from" 
(G/O.) Enter one of the following:

· G to create or update a GSM text file in the Global file-system.


· O to create or update a file in the open (host) file-system.

If it exists XE "if it exists" 
The action to be taken if the file being exported to already exists. Enter one of  the following:

· A to append exported information to the existing file.


· O to overwrite the existing file.


· P to prompt during export for the action to be taken. 

Note XE "EDI:spooler exports" 
To avoid the need for operator input, set this prompt to A or O for scenarios used for EDI spooler exports.

Unit XE "unit ids:for Global exports/imports" 
(Only if you entered G at the ‘Global or open file’ prompt above.) The three character GSM unit-id the file is to be exported to or imported from. 

Path
(Only if you entered O at the ‘Global or open file’ prompt above.) Up to 140 characters defining the server, volume and directory (folder) on which an exported file is to be updated or created or an imported file resides. 

Note XE "folder names, long" 

 XE "directory names, long" 
If you are running Windows 95 and you use long folder names (i.e. in excess of eight characters), you need to use the alternative short names recognised by MS-DOS. You can find out what these are through the MS-DOS ‘DIR’ command, or by right-clicking on the folder in Windows Explorer and selecting ‘Properties’.

[image: image202.bmp]
Browse button XE "browse button" 
When running under the GUI, you can click the browse button to display a standard Windows file browse. When you click on a file in this window, and then on the OK button, you are returned to the Maintain Data Paths Window and the file is automatically entered into the Path prompt. Click the Cancel button in the file browse window to return to the Maintain Data Paths Window without selecting a file.

On completion
 Next line in the window.

On exit
Scenario Maintenance Menu, see page 310.

Template Folders and Template Paths

Introduction

 XE "templates" \r "TemplateFolders" 
The Template Folders and Paths options have been designed in particular for use when exporting data to Microsoft Word and Excel. These packages have a number of features which facilitate the creation of documents with a standard format. Global provides a number of sample templates which you can use when exporting data from Global 3000 to Word 97. You can tailor these templates to your own requirements, or you can set up your own customised templates.

Further information
For information about installing the sample templates, see page 39. For more information on the sample templates and general tips on working with templates, see page 366.

 XE "template folders" \r "TemplateFolders" 

 XE "template paths" \r "TemplateFolders" 
The Template Folders and Paths options enable you to specify details of templates to be used by a program you invoke when exporting data from Global 3000.

Template folders
You use template folders to group template path information; for example you might create a template folder called ‘Word templates’ to group all your word template paths, and a template folder called ‘Excel templates’ to group your Excel template paths.


There is no limit to the number of template folders you can set up. However we recommend you define at least one if you are going to use templates when exporting data. 

 XE "fixed path:template folders" 
There are two types of template folders:

· Fixed path. For this type of template folder, only one template path can be specified. This is used by all operators; for example when the templates reside on a central server.

 XE "personalised:template folders" 
· Personalised. For this type of template folder, you can set up a separate template path for each operator; for example, when the templates are on the operators’ PC’s.


If several operators use a standard template path, you can set up a template path with a blank operator id; for example when several operators on a network have their templates in the standard Microsoft Office templates folder.

Template paths
Template paths hold path information for the templates. 


You need to set up one template path for each fixed path template folder. These template paths can be used by all operators.


For each personalised template folder, you need to set up a template path for each operator who wants to use it. Alternatively, operators who keep their templates in a standard folder can share a program path with a blank operator id.

Export
To use a template when invoking a program in the host system, you need to specify the following details on the controlling scenario:

· The template name in the ‘Parameters’ prompt.


· The template folder in the ‘Template Folder’ prompt.


Then when the export program invokes the program, it searches the template folder for the appropriate template path.


If the template folder is personalised, the program first searches for a template path containing the operator’s id. If this does not exist, the program searches for a template path with a blank operator id. If neither exist, the program displays an error message. 


If a fixed template folder has been specified on the scenario, the single multi-purpose template path is used. If there is no template path for the template folder, an error message is displayed.

Maintain Template Folders 

Figure 175: Maintain Template Folders Window XE "Maintain Template Folders Window" 
This window appears when you select Maintain Template Folders from the Scenario Maintenance menu
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Purpose
This window displays template folders that have already been defined and enables you to add, amend and delete template folders. 

Further information
For an introduction to template folders and paths, see page 344.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:template folders" 
To add a new template folder, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:template folders" 
To amend an existing template folder, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Delete XE "delete:template folders" 
To delete a template folder, position the cursor on it and press <F7>. You are asked for confirmation before it is deleted. 

The prompts are:

Folder
Up to eight characters identifying the template folder.

Description
Up to 30 characters of description.

Fixed path XE "fixed path:template folders" 
(Y/N.) Enter Y if the path for the template is the same for all operators; e.g. if the templates reside on a central server.


Enter N if some operators use different paths; for example, if the templates reside on operators’ PCs. 

 XE "personalised:template folders" Note
When this is set to N, the data folder is known as a personalised data folder.

On completion
 Next line in window.

On exit
Scenario Maintenance menu, see page 310.

Maintain Template Paths

Figure 176: Maintain Template Paths Window XE "Maintain Template Paths Window" 
This window appears when you select Maintain Template Paths from the Scenario Maintenance menu
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Purpose
This window displays template paths that have already been defined and enables you to add, amend and delete template paths. 

Further information
For an introduction to template folders and paths, see page 344.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:template paths" 
To add a new template path, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:template paths" 
To amend an existing template path, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

 XE "delete:template paths" Delete
To delete a template path, position the cursor on it and press <F7>. You are asked for confirmation before it is deleted. 

The prompts are:

Folder
The id of the template folder. Press <F1> for a pop-up enquiry.

Operator XE "operator id:template paths" 
(Only if the specified folder is personalised.) Enter the operator’s id (up to three characters). 


You can leave this blank to create a default data path to be used by all operators whose templates reside in a standard path; for example when several operators have their templates in the standard Microsoft Office templates folder.

Note
This item is case sensitive. ‘AMF’, ‘Amf’, and ‘amf’ are treated as completely different ids.

Description
Up to 30 characters of description.

Path
Up to 140 characters defining the server, volume and directory (folder) on which the template resides. 

Note XE "folders" \t "See data, program & template folders" 
If you are running Windows 95 and you use long folder names (i.e. in excess of eight characters), you need to use the alternative short names recognised by MS-DOS. You can find out what these are through the MS-DOS ‘DIR’ command, or by right-clicking on the folder in Windows Explorer and selecting ‘Properties’.

[image: image205.bmp]
Browse button XE "browse button" 
When running under the GUI, you can click the browse button to display a standard Windows file browse. When you click on a file in this window, and then on the OK button, you are returned to the Maintain Template Paths Window and the file is automatically entered into the Path prompt. Click the Cancel button in the file browse window to return to the Maintain Template Paths Window without selecting a file.

On completion
 Next line in the window.

On exit
Scenario Maintenance Menu, see page 310.

Maintain Scenarios

Introduction

 XE "maintain scenarios" \r "MaintainScenarios" 

 XE "scenarios" \r "MaintainScenarios" 
The export and import of data in Global 3000 is controlled through ‘scenarios’. These control the style, contents list, data path, and file name of the file to be exported or imported. For exports they can also specify a program to be invoked after the export finishes, and optionally a template and parameters to pass to this program as well. You set up scenarios through the Maintain Scenarios option.

Further information
See the Introduction to Scenario Maintenance, on page 308, for an introduction to scenarios. See the Introduction to Maintain Contents, on page 316, for information on startpoints and contents lists.

Exports XE "exports:multiple scenarios" 

 XE "multiple scenarios" 
When an export program detects more than one scenario for the startpoint:

· For exports initiated through the Action Menu (such as Debtors Ledger exports), the Scenario Export Details Window appears, enabling the operator to choose the scenario to be used. For further information about this window, see page 274.


· For exports initiated through other processes, such as Batch Close in Project Ledger, and the export options in EDI, the export program processes all the scenarios. So you could, for example, automatically export name and address data to a word processor and balance data to a spreadsheet package in one process.

Imports XE "imports:multiple scenarios" 
When an import program detects more than one scenario for the import startpoint, it displays a window which enables the operator to choose the scenario to be used.

Note
Standard styles and contents lists, and sample scenarios, program, data, and template folders and paths, are provided in the standard Global 3000 Sample Data. For information about how to copy them to your live data see page 43.

Setting up scenarios
You need at least one scenario for every startpoint you want to use for importing or exporting data.


When you set up a scenario, you can choose the style to be used from a list of styles which have been defined. In the same way you can choose the contents list, data folder, program and template folders from lists of defined entries. So if you are not using the standard styles and contents lists, you need to define your own customised ones before you set up scenarios. The Scenario Maintenance Menu provides you with options to set up each of these items.

Maintain Scenarios Window

Figure 177: Maintain Scenarios Window XE "Maintain Scenarios Window" 
This window appears when you select Maintain Scenarios from the Scenario Maintenance menu
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Purpose
This window lists ‘scenarios’ that already exist. It enables you to define, amend and delete scenarios. These define a combination of style, content, data folder and file name to be used when invoking import or export in Global 3000. For exports, scenarios can also define a program and template folder, and when relevant program parameters.

Search sequences
You can press <F6> to change the search sequence. The following search sequences are available:

· Startpoint.


· Scenario code.


· Scenario description.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:scenarios" 
To add a new scenario, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Note XE "EDI:spooler imports"  
To avoid the need for operator input, do not set up more than one scenario for startpoints used for EDI spooler imports. 

Amend XE "amend:scenarios" 
To amend an existing scenario, move the cursor to the required scenario and press <Return>. The prompts are described in detail below.

Delete XE "delete:scenarios" 
To delete an unwanted scenario, move the cursor to the required scenario and press <F7>. You are asked to confirm the deletion.

The prompts are:

Startpoint XE "startpoints:for scenario" 
The process in Global 3000 for which the scenario is to be used. Press <F1> to list the available startpoints. When you enter a valid code, its description is displayed.

Note
Generally, the first five characters of the startpoint code are taken from the program code the startpoint is in. When multiple startpoints are available in a single program, a suffix is added to the program code; for example when two startpoints are available, one for imports and the other for exports, the program codes are suffixed with I or E respectively. 

The first two characters of the program code indicate the module the program is in; for example, DL indicates a Debtors Ledger program, CS indicates a Project Ledger program, ED indicates an EDI program, etc.

Further information
For further information on startpoints, see page 316 and page 320.

Scenario
Up to eight characters uniquely identifying the export scenario.

Description
Up to 30 characters describing the scenario.

Contents XE "contents lists:for scenario" 
Enter the code of the contents lists for the scenario. Press <F1> to browse contents lists set up for the selected startpoint. When you enter a valid code, its description is displayed.

Further information
For further information on contents lists, see page 316.

Type
(Display only.) This can either be import or export and shows whether the startpoint is used for data import or data export.

Style XE "styles:for scenario" 
Enter the code of the style for the scenario. Press <F1> for a pop-up enquiry. When you enter a valid code, its description is displayed.

Further information
For further information on styles, see page 312.

Data folder XE "data folders:for scenarios" 
Enter the code of the data folder for the scenario. Press <F1> to list data folders which are valid for your operator id  Select Data Folder Window, see page 353. 


When you enter a valid code, its description is displayed.

Further information
For further information on data folders, see page 339.

File name XE "file name:for import or export" 
For exports to (or imports from) the host system, enter a filename of up to 20 characters identifying the file to (or from) which information is to be transferred.


For Global exports (or imports), enter a file name of up to eight characters identifying the GSM file to (or from) which information is to be transferred.

Note
If a file extension is defined in the style, it is automatically displayed and you do not need to enter it.

Template folder XE "template folders" 

 XE "templates:specify for scenario" 
(Exports to open system only.) If you want to use a template when you invoke a program in the host system after the export has successfully completed, enter the code of the template folder here. Leave this blank if you do not want to use a template.


Press <F1> to > to list template folders which are valid for your operator id  Select Template Folder Window, see page 357.

Note
If you want to use a template, you must also specify the template in the ‘Parameters’ prompt below.

Program folder XE "program folders" 
(Exports to open system only.) If you want to invoke a program in the host system after the export has successfully completed, enter the code of the program folder here. Leave this blank if you do not want to invoke a program.


Press <F1> to > to list program folders which are valid for your operator id  Select Program Folder Window, see page 355.

Further information
For further information on program folders, see page 334.

Parameters XE "parameters:pass to host system” 

 XE "templates:specify for scenario" 
(Only if you entered a program folder above.) If you want to pass parameters to the host system when the specified program is invoked, enter them here; for example you could specify the name of the exported file to be loaded into a spreadsheet, the template to be used, a macro to be run, etc.

 XE "abbreviations for parameters" 

 XE "%DP" 
You can use the following abbreviations:

· %DP. To indicate the data path specified in the Data Path.

 XE "%FN" 
· %FN. To indicate the file name specified at the file name prompt above.

 XE "%EX" 
· %EX. To indicate the file extension defined for the style.

 XE "%TP" 
· %TP. To indicate the path specified in the Template Path.

Example XE "templates:specify for scenario" 
You would enter ‘%DP%FN%EX %TP\statement.doc’ to indicate the file created by the data export process, and a template called ‘statement.doc’ in the path specified in the Template Path.

Prompt XE "prompt for scenario details" 
(Y/N.) If you enter Y, you can enter or amend scenario details at the point of import or export. If you enter N, at the point of export you are only prompted for scenario details which are missing or invalid.

Note XE "EDI:spooler imports" 

 XE "EDI:spooler exports" 
To avoid the need for operator input, set this prompt to N on scenarios used for EDI spooler exports and imports. 

On completion
 Next line in the window.

On exit
( Scenario Maintenance menu, see page 310.

Select Data Folder

Figure 178: Select Data Folder Window XE "Select Data Folder Window" 
This window appears when you press <F1> at the Data Folder prompt in the either the Maintain Scenarios Window or the Scenario Export Details Window
[image: image207.png][ Select Data Folder

Folder Description Fixed Path
EpI Third Party EDI Data Folder v

Juoro — [liticrosoft Word Data Folder T

[iicrosoFt word, Anna Fisher

Pathway for Operator fant
o Ifit exists?

Global or Openfile (G/0)
Peth

R\tisanfpcidataiuord

oK. Cancel






Purpose XE "data folders" 

 XE "data paths" 

 XE "operator id:data paths" 
This window lists data folders which contain data paths valid for your operator id. It enables you to select one for the scenario and to amend data path details.

Note
The data paths which are valid for your operator id are:

· All those for fixed path data folders.

· All personalised ones containing your operator id.

Further information
For an introduction to data folders and paths, see page 339.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a data folder, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

The prompts are:

Folder
(Display only.) The id of the data folder.

Description
(Display only.) Up to 30 characters of description.

Fixed path
(Display only.) Y for fixed path data folders, N for personalised data folders.

Pathway for operator XE "pathway for operator" 
(Display only.) For personalised data folders, the operator id is shown. For fixed path data folders, this is blank. 

Note
If you entered this window when exporting data, any changes you make to the following details are used for the subsequent export. However the data path itself is only updated with the changes if it contains your own operator id. 

(Description)
The description of the data path.

Global or open file
(G/O.) Enter one of the following:

· G to create or update a GSM text file in the Global file-system.


· O to create or update a file in the open (host) file-system.

If it exists XE "if it exists" 
The action to be taken if the file being exported to already exists. This must be one of  the following:

· A to append exported information to the existing file.


· O to overwrite the existing file.


· P to prompt during export for the action to be taken.

Note XE "EDI:spooler exports" 
To avoid the need for operator input, set this prompt to A or O, for scenarios used for EDI spooler exports

Unit XE "unit ids:for Global exports/imports" 
(Only if you entered G at the ‘Global or open file’ prompt above.) The three character GSM unit-id the file is to be exported to or imported from.

Path
(Only if you entered O at the ‘Global or open file’ prompt above.) Up to 140 characters defining the server, volume and directory (folder) on which an exported file is to be updated or created, or an imported file resides.

Note
If you are running Windows 95 and you use long folder names (i.e. in excess of eight characters), you need to use the alternative short names recognised by MS-DOS. You can find out what these are through the MS-DOS ‘DIR’ command, or by right-clicking on the folder in Windows Explorer and selecting ‘Properties’.

[image: image208.bmp]
Browse button XE "browse button" 
When running under the GUI, you can click the browse button to display a standard Windows file browse. When you click on a file in this window, and then on the OK button, you are returned to the Select Data Folder Window and the file is automatically entered into the Path prompt. Click the Cancel button in the file browse window to return to the Select Data Folder Window without selecting a file.

On completion
 File Name prompt in the Maintain Scenarios Window.

On exit
Maintain Scenarios Window, see page 350.

Select Program Folder

Figure 179: Select Program Folder Window XE "Select Program Folder Window" 
This window appears when you press <F1> at the Program Folder prompt in either the Maintain Scenarios Window or the Scenario Export Details Window
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Purpose XE "program folders" 

 XE "program paths" 
This window lists program folders which contain data paths valid for your operator id. It enables you to select one for the scenario and to amend program path details.

Note
The data paths which are valid for your operator id are:

· All those for fixed path data folders.


· All personalised ones containing your operator id.

Further information
For an introduction to program folders and paths, see page 334.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a program folder, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

The prompts are:

Folder
(Display only.) The id of the program folder.

Description
(Display only.) Up to 30 characters of description.

Fixed path
(Display only.) Y for fixed path program folders, N for personalised program folders.

Pathway for XE "operator id:program paths"  operator
(Display only.) For personalised program folders, the operator id is shown. For fixed path program folders, this is blank. 

Note
If you entered this window when exporting data, any changes you make to the following details are used for the subsequent export. However the program path itself is only updated with the changes if it contains your own operator id.

(Description)
The description of the program path.

Run process on desktop or server XE "desktop, run process on" 
(S/D.) Enter S to run the process on the server, D to run it on the desktop.

Path XE "paths" \t "See data, program, & template paths" 
Enter the full path and file name of the program you want to run. Up to 70 characters.

Note
If you are running Windows 95 and you use long file or folder names (i.e. in excess of eight characters), you need to use the alternative short names recognised by MS-DOS. You can find out what these are through the MS-DOS ‘DIR’ command, or by right-clicking on the folder in Windows Explorer and selecting ‘Properties’.

[image: image210.bmp]
Browse button XE "browse button" 
When running under the GUI, you can click the browse button to display a standard Windows file browse. When you click on a file in this window, and then on the OK button, you are returned to the Select Program Folder Window and the file is automatically entered into the Path prompt. Click the Cancel button in the file browse window to return to the Select Program Folder Window without selecting a file.

On completion
 Parameters prompt in the Maintain Scenarios Window. 

On exit
Maintain Scenarios Window, see page 350.

Select Template Folder

Figure 180: Select Template Folder Window XE "Select Template Folder Window" 
This window appears when you press <F1> at the Template Folder prompt in either the Maintain Scenarios Window or the Scenario Export Details Window
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Purpose XE "template folders" 

 XE "template paths" 
This window lists template folders which contain template paths valid for your operator id. It enables you to select one for the scenario and to amend template path details.

Note
The template paths which are valid for your operator id are:

· All those for fixed path template folders.


· All personalised ones containing your operator id.

Further information
For an introduction to template folders and paths, see page 344.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a template folder, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

The prompts are:

Folder
(Display only.) The id of the template folder.

Description
(Display only.) Up to 30 characters of description.

Fixed path
(Display only.) Y for fixed path template folders, N for personalised template folders.

Pathway for XE "operator id:program paths"  operator
(Display only.) For personalised template folders, the operator id is shown. For fixed path template folders, this is blank. 

Note
If you entered this window when exporting data, any changes you make to the path are used for the subsequent export. However the template path itself is only updated with the changes if it contains your own operator id.

Path
Enter the full path and file name of the template you want to use. Up to 70 characters.

Note
If you are running Windows 95 and you use long file or folder names (i.e. in excess of eight characters), you need to use the alternative short names recognised by MS-DOS. You can find out what these are through the MS-DOS ‘DIR’ command, or by right-clicking on the folder in Windows Explorer and selecting ‘Properties’.

[image: image212.bmp]
Browse button XE "browse button" 
When running under the GUI, you can click the browse button to display a standard Windows file browse. When you click on a file in this window, and then on the OK button, you are returned to the Select Template Folder Window and the file is automatically entered into the Path prompt. Click the Cancel button in the file browse window to return to the Select Template Folder Window without selecting a file.

On completion
 Program Folder prompt in the Maintain Scenarios Window. 

On exit
Maintain Scenarios Window, see page 350.

Sample Mailings 

Figure 181: Microsoft Word invoked by Data Export XE "sample customer mailing" \r "SampleCustomerMailing" 

 XE "Debtors Ledger:customer mailing" \r "SampleCustomerMailing" 

 XE "customer mailing" \r "SampleCustomerMailing" 

[image: image213.png]V4.4 Export Driver (o]

Window Edit_Functions OptionsHelp

12[3]4] 4|b] &

[]5] #lw] B Q

DR EE =

Scenario
DLu20L

DLU20L-A
DLU20L-B
pLu26L02]

Conterts
Style

Data Folder
File Narme

Paramsters

Template Folder
Prograrm Folder

PeoPFIREX %TPAT

Description
Raw  Data to Excel
Report Data to Excel

[ Scenario Export Details ]

|

[RI221 v Microsoft Word - Form Letters1 [_[oIx]

D ) el £t v Dnsrt Fomat Toos Table Wivdow telp ERE|

UD-u\é@vm%a«\nvm-\ge\masm K

| e = caoness

Daniel Carter
Anderton Lid
18 Chapel Hill
St Erth

Near Hale
TR27 4RT

Fanc 0736 457145
Tel: 0736 258965

Dear SifMadarn,

-l

G

mE T

| wite with regard to your account "Andetton Lid" (our reference

leftei02.dot
17 February, 1998

PICIEIY

3

[f 5em

n1

i1

=) i = 2






Introduction
In this section we provide a detailed example of how you might use the attribute, Global 3000 Review, and data export features in Debtors Ledger to monitor and chase overdue invoices. This is followed by details of the sample templates, and some tips about working with templates. Finally we provide some printed examples of documents created by exporting data from Debtors Ledger and Creditors Ledger to Word 97 using some of the sample templates provided.

Using Attributes and Review to Chase Overdue Invoices

Introduction XE "aged debt selection" 
This example shows you how you can use the attribute, Global 3000 Review, and Data Export facilities in Debtors Ledger to control customer mailing and undertake a debt chasing procedure.

 XE "Review:customer mailing" \r "AttributesandReview" 

 XE "attributes:customer mailing" \r "AttributesandReview" 

 XE "overdue accounts" \r "AttributesandReview" 

 XE "accounts" \r "AttributesandReview" 
Procedures in this area of business vary greatly from company to company. The mailing features of Global 3000 are designed to provide the flexibility and interaction needed to integrate them into operating procedures that meet your specific business requirements. 


The example provides detailed instructions that you can try out yourself on the standard Sample Data. It covers five steps:

· Step one. Building a named list of overdue accounts.


· Step two. Updating accounts that have been paid.


· Step three. Creating a critical debts list of persistent late payers for account managers to review regarding collection of the debt.


· Step four. Identifying accounts that have failed to respond to a reminder and mailing them a demand for immediate payment (actually allowing seven days).


· Step five. Identifying accounts which have been overdue for up to 14 days and mailing them a reminder to pay. 


In general:

· You use the report selection options in Debtors Ledger to identify the range of customers for whom data is to be exported.


· You use the Review function to save your selection as a named list, to review and revise it, and to make changes to the current details of accounts.


· You use the Data Export function to output information for selected accounts; for example to a word processing merge letter, or a spreadsheet.

Attributes
The example procedure makes use of the following customer attributes:

· REMIND. This indicates that an account is overdue and is set to the date on which a reminder is sent to the customer.


· DEMAND. This indicates that an account has been overdue for more than 14 days. It is set to the date that a demand for immediate payment is sent to the customer and optionally indicates that the account has been put on hold.


· NOTICE. This indicates that a demand for immediate payment of the account has been outstanding for more than seven days and the account is now on the critical debts list. It is set to the date that the account was added to the list.


· SPECIAL. This indicates an account has special payment terms and is excluded from the standard debt chasing procedure.


REMIND, DEMAND and NOTICE are cumulative and provide a record of the progression of the current debt chasing status of an account. For example, each account marked for NOTICE on the critical debt list retains its REMIND and DEMAND attributes to show when the customer was sent their reminder and their demand. The account attributes can be viewed at any time in Debtors Ledger Enquiries.

Categories of overdue accounts
In Step 1 of this example we create a named list of overdue accounts. The accounts on the list can fall into six categories:

· Accounts that have been overdue for a long time which are already on the critical debt list. (Already marked with attribute NOTICE - no change needed.)


· Accounts that were sent a final demand more than seven days ago but which have not yet been marked for critical action. (In Step 3 we add a NOTICE attribute to these accounts and add them to the critical debt list.)


· Accounts that have been sent a final demand within the last seven days. (No change needed.)


· Accounts which were sent a reminder more than 14 days ago but which have not yet been sent a final demand. (In Step 4 we add a DEMAND attribute to these accounts, send them a demand letter and put them on hold.)


· Accounts that have been sent a reminder within the last fourteen days. (No change needed.)


· Accounts that have gone overdue since the last time this procedure was run. (In Step 5 we add a REMIND attribute to these accounts and send them a reminder to pay.)

Scenarios
The example procedure uses two of the Statement Print sample scenarios:

· Bad Debt Reminder (DL230REM). This is a reminder letter indicating that an account is overdue for payment.


· Bad Debt Demand (DL230DEM). This is a demand for immediate payment.

Note
The instructions for the example are written assuming that today is 31/3/98. It is not necessary to adjust your system date to run the example.

Step 1: Overdue accounts list


To build a named list of overdue accounts:

· Select the Aged Debt option from the Customer Export menu. Select all customer codes, trading terms, credit ratings, sales reps and currencies. Select ageing by due date (D), enter N to the Summary Report and Include Customer Notes prompts. Leave the Customer Action Date blank and enter N to the Over Credit Limit prompt. Set the Effective Date to 31/03/98. Leave the Ageing Period selection as YYYYY and the Minimum Balance as 0.00.


· Select the Customer Code option in the Report Sequence menu. 


· Then select the Review option from the Action menu. The list of accounts with an overdue balance is then displayed in the Current List Review window. The list contains 19 of the 21 Sample Data accounts.


· Remove accounts from this list that are exempt from the standard debt chasing procedure. To do this, use the DR - Drop Items command, and the attribute SPECIAL to identify the items to drop. This reduces the list to 11 accounts.


· Save the remaining items as a named list via the SA – Save Named List command. Set its name to OVERDUE and its title to ‘Overdue at 31/3/98’.This named list can be used to drive printing and export through many of the Debtors Ledger's reports.

Note
If someone has already worked through this example, you are asked if you want to overwrite the named list they created. Key Y to overwrite their named list with your own. 

Step 2: Updating paid accounts 
To avoid chasing customers involved in the last round of debt chasing who have paid up (and not gone back into debt beyond their due) we must clear any overdue markers on accounts that do not appear in the latest overdue list.


To do this, use the NO – Not List command. This lists the customers who are not in the Overdue named list. 


You can then remove any overdue markers from accounts on this list using the RM - Remove Attribute command:

· With attribute REMIND leaving From and To blank.


· With attribute DEMAND leaving From and To blank.


· With attribute NOTICE leaving From and To blank.


Finally, use the NO – Not List command to return to the overdue list.

Step 3: Critical debt list XE "critical debt list" 
In this step we identify accounts that had a demand sent more than seven days ago and mark them for inclusion in the critical action list. To do this:

· Drop items that are already marked for critical action from our list. Use the DR - Drop command to drop attribute NOTICE, leaving the From and To prompts blank; i.e. regardless of date. In the standard Sample Data, one account is already marked and disappears.


· Use the KE – Keep command to keep those entries with the attribute DEMAND. Leave the From date blank and set the To date to 24/3/98; i.e. seven days ago.


If no accounts have gone critical, this results in an empty list and you can skip to Step 4. In the standard Sample Data, one account qualifies for critical action.


· Use the AL – Select All command (so the next command applies to the entire list), then use the AD – Add Attribute command to add the attribute NOTICE and set it to 31/3/98.


· Use the RE – Recall Named List command to recall our Overdue list (now updated with the NOTICE attribute on any accounts that have become critical).


· Use the KE – Keep Items command to keep all items with attribute NOTICE for all dates by leaving the From and To prompts blank.


· Save the result using the SA – Save Named List command as a named list called CRITICAL titled ‘Critical Accounts 31/3/98’. If this example has been worked through before, overwrite the existing named list.


· This named list can then be used to drive any of the standard debtors reports or to export data to a spreadsheet for review by the account managers.


We can now exit from the Current List Review window and then from the Action menu and Aged Debt Selection windows, to the Customer Export Menu.

Step 4: Demands for immediate payment XE "demands" 
We export data for customer demand letters, via the Statements option on the Customer Export menu, so select the Statements option now:

· You may be warned that unposted transactions exist for the current accounting period. In the Sample Data, you can press Y to continue. 


· Select a New Statement Run from the Options menu. Accept the default statement sequence. At the first customer account code prompt, press <F3> and select the Overdue named list. 


· Select the Review option from the Action menu to go into the Current List Review Window.


In this step we identify the accounts in our list that were sent a reminder more than fourteen days ago who have not yet paid:

· Use the RE – Recall Named List command to recall our Overdue named list. Use the KE – Keep Items command with attribute REMIND (and both From and To dates blank) to restrict the list to accounts that have been sent a reminder. 


· To remove all accounts that have already been sent a demand for payment, use the DR – Drop Items command with attribute DEMAND and both From and To dates blank.


If this results in an empty list, there are no demands to be printed and you can proceed to Step 5. In the standard Sample Data, there are four accounts that were sent reminders, two on the 16/3/98 and two on 19/3/97.


To trim the list to exclude accounts sent a reminder in the last fourteen days, use the DR – Drop Items command with attribute REMIND and dates 17/3/98 to 31/12/98. 


If this results in an empty list, there are no demands to be printed so you can skip to Step 5. If you are using the standard Sample Data, the two accounts that were sent a reminder on the 16/3/98 are left. Add the attribute DEMAND to these accounts set to today’s date. To do this:

· Use the AL – Select All command (so the next command applies to all items remaining in the list).


· Use the AD – Add Attribute command to add attribute DEMAND set to 31/3/98.

Note
You can optionally select each account in turn and use the MA - Maintain Customer option to hold each account for which a demand is being sent. However if you do this, you must remember to release them when removing the DEMAND attributes at the end of Step 2.


To send the demands for payment:

· Exit from the Current List Review window to the Action menu and select the Export option.


· Select the Bad Debt Demand Letter (DL230DEM) in the Scenario Export Details window. The account details are passed to Word and the demand letters are constructed. You can then check and print the letters.


When you exit from Word, you return to the Scenario Export Details window. Press <Esc> to return to the Action menu.

Step 5: Reminders to pay XE "reminders" 
In this step we identify the accounts that require reminder letters: 

· Select the Review option from the Action menu and recall the Overdue named list by the RE – Recall Named List command.


· Drop all accounts from the list that have already been sent reminders (this implicitly drops all accounts marked for critical action and all accounts that have been sent demands for payment). You do this through the DR – Drop Items command using attribute REMIND and leaving the From and To dates blank.


If this leaves an empty list, there are no accounts that have gone overdue since this procedure was last run. In the standard Sample Data, five accounts are overdue.


We need to mark these accounts and generate the reminders. To do this:

· Use the AL – Select All command (so the next command applies to all items remaining in the list). 


· Now use the AD – Add Attribute command to add attribute REMIND set to 31/3/98.


To send the reminders to pay:

· Exit from the Current List Review window to the Action menu and select the Export option.


· Select the Bad Debt Reminder Letter (DL23REM) in the Scenario Export Details window. The account details are passed to Word and the reminder letters are constructed. You can then check and print the letters.


When you exit from Word, you return to the Scenario Export Details window. Press <Esc> to return to the Action menu.

Working with Templates

Introduction XE "templates" \r "Templates" 
There are a number of features in Microsoft Word and Excel which facilitate the creation of documents with a standard format. These include the ‘template’ (.dot) feature, macros, copying existing documents, etc. The Template Folders and Paths option in Scenario Maintenance has been designed to make it easy for you to use these features in Word and Excel when exporting data to these packages. 

Sample templates XE "sample templates" \r "Templates" 

 XE "normal templates" 

 XE "types of templates" 
Global Business Systems provides a number of sample templates which make use of these features in Word to facilitate the creation and organisation of documents when exporting data from Global 3000. One template (Global 3000.dot) is a master template containing macros that are called by the other templates. The other templates are ‘.doc’ files and they fall into two groups:

· Normal. This type of template merges exported data into a standard document, such as a letter, fax, labels, etc. It does not automatically save the final document, but leaves it on the screen, so that you can print it or save it as required.


· Numbered.  This type of template merges exported data into a standard document such as a letter or fax. It then generates a file name with a unique number whihch is the next in a sequence and saves the document. In addition to the sequence number, the file name contains a prefix, which includes a ‘key’ such as the account code. For example, the ‘dldmgenl.doc’ template creates a customer letter from Customer Maintenance and saves the file with a name of the form ‘Let-ANDE001-1998-012.doc’ where ‘Let-‘ is the prefix, ‘ANDE001’ is the account number and 012 is the next number in sequence.


Table 22 and Table 23 provide a list of the sample templates that are available for use in Debtors Ledger and Creditors Ledger at the time of publication.


You can use these templates as they are, or you can tailor them for your particular requirements. Alternatively you can set up customised templates of your own.


We suggest that you try exporting data to Word 97 using the various sample templates. You can then examine the results and edit the templates as necessary. 

Note
Each sample template provided is designed to be used a at specified startpoint. There is in principal no reason why the same template should no be used at a different startpoint, but all the data fields used by the template must be available at the new startpoint.

Warning XE "control template" 

 XE "Global 3000.dot" 

 XE "master template" 
Global 3000.dot is a control template which is called by the other templates. It contains a number of macros and should not be deleted. This template must have the path ‘C:\Global 3000’ where ‘C’ is the hard disk. For further details, see Installing the Sample Templates on page 39.

Table 22: Debtors Ledger Sample Templates XE "Debtors Ledger:sample templates" 
Template
Description
Scenario

 XE "letter templates" 
dlremind.doc
Template that creates customer bad debt reminder letters. For a printed example of a letter created using this template, see page 373. Invoked from Statement Print.
DL230REM


dldemand.doc
Template that creates customer bad debt demand letters. Invoked from Statement Print.
DL230DEM


dlcmgenl.doc
Template that creates a general purpose letter for an individual customer. Invoked from Customer Details.
DL410LET

 XE "list templates" 
dlcegenl.doc
Template that creates a general purpose letter for an individual customer. Invoked from Customer Enquiry.
DL420LET


dlclmshot.doc
Template that creates a mailshot letter for selected customers. Invoked from Customer List.
DL430MSH


dlclalab.doc
Template that creates customer address labels for AVERY Laser L7163 (99.1 x 38.1 mm x 14) label stationery. Invoked from Customer List.
DL430ALB

 XE "memo templates" 
dlclslab.doc
Template that creates large address labels for shipping cartons. The labels are A4 landscape format with a 24 point font. Invoked from Customer List.
DL430SLB

 XE "statements" 
dlstland.doc*
Landscape format statement which includes a remittance advice. It parallels the standard printed statement format. For a printed example of a statement created using this template, see page 372. Invoked from Statement Print.
DL230STL

 XE "site visit reports" 

 XE "report templates" 
dlstport.doc*
Portrait format statement without a remittance advice. Invoked from Statement Print.
DL230STP

Note
*
These templates have been designed for systems which age transactions by days rather than by periods.

Table 23: Creditors Ledger Sample Templates XE "Creditors Ledger:sample templates" 
Template
Description



ccmgenl.doc
Template that creates a general purpose letter for an individual supplier. Invoked from Supplier Details.
CL410LET


clcegenl.doc
Template that creates a general purpose letter for an individual supplier. Invoked from Supplier Enquiry.
CL420LET

Using the sample templates
To use the sample scenarios, you need to:

· Ensure there is a template path which is valid for your operator id and which has the path set to the folder you copied the sample templates to. In the sample data the default template path is set up as C:\Program Files\Microsoft Office\Templates\Global 3000 Export. For further information on Template Folders and Paths, see page 344.


· Ensure there is a data path that is valid for your operator id. In the sample data the default data path is set up as C:\data\export.


· Ensure there is a program path for Word 97 that is valid for your operator id. In the sample data the default program path is set up as C:\Program Files\Microsoft Office\Templates\Global 3000 Export.


· Enter the template details in the ‘Parameters’ prompt of the scenario you want to use. If you are using the sample scenarios, they come with the template details already entered; for example the file name of the labels templates are already entered on the labels scenarios.


· Amend the template in Word 97 so that the path specified via the ‘G3000 Directory’ custom property is a valid path on you computer. This is where any documents created are stored, and in the sample templates it is set to C:\My Documents’. See Template Properties below.


· Run the export using the required scenario.


When the export of the data is complete, the export driver invokes Word 97 and the specified template. The template then automatically invokes macros to merge and format the data. When the template creates a document, the document remains open on the screen; you can then make any necessary changes to the document before printing or saving it.

Note XE "exports:errors" 

 XE "errors:using sample templates" 
The macros in the sample templates do not work if the ‘Hide MS-DOS file extensions for file types that are registered’ option is selected in Windows. To check or change this setting on your computer:

· Select Options from the View Menu in ‘My Computer’ or ‘Windows Explorer’. 


· Select the View tab.


· You should now be able to see the ‘Hide MS-DOS file extensions for file types that are registered’ option. To use the sample templates, this option must not be ticked.

Editing the templates
The template remains open as well as the merged document. To view the template, click on the Window menu, and then on the template.


You can edit the templates in the standard way. For example, if you want to use the sample statement templates for your company’s statements, you can simply type your company’s name and details over the Global Business Systems’ details in the sample. You can change the font, add borders and shading, insert a graphic image etc.

 XE "columns:view in Word" 
For a list of all the merge fields that are available, click on the ‘Insert Merge Field’ button on the Mail Merge toolbar. Word displays a list of all the columns in the scenario’s contents list.


You can copy templates, or save them with a different name.

Warning
The Global 3000.dot template is a master template and it should not be changed or deleted.

Template Properties
You can examine a template in Word to find out its type via the ‘Properties’ option on the Word File menu. This option leads to the Properties dialogue box. If you select the ‘Custom’ tab, the custom properties of the template are listed at the bottom of the box.


‘G3000 Type’ corresponds to the type of template described above (Normal or Numbered). When you click on this line, the value of the custom property appears in the ‘Value’ box, as shown in 


The other customised properties used in the sample templates are:

· G3000 Version. This is an internal version number used to ensure that the master template (Global 3000.dot) is the same version as the sample template. You should not change this.


· G3000 Directory. This defines the path used to store documents created by numbered templates. In the sample templates this is set to C:\My documents. You will need to change this if it is not valid for your computer.


· G3000 Digits. This dtermones the numbr of digits in the file name created by numbered templates. The default is three, but you can change it.

Figure 182:Custom Tab in Word Properties Dialogue Box XE "template properties" 

 XE "Custom Tab in Word Properties Dialogue Box" 
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· G3000 Prefix. This determines the first part of the file name. For example ‘Let-key%-1998-’. ‘%key% is a ’plug’ which is replaced with the key field of the exported data, usually the account code. You can change this property, for instance replacing ‘Let’ with ‘Fax’.

Sample Merged Documents

Introduction XE "sample merged documents" \r "SampleDocuments" 
This section provides examples of some documents created by exporting data to Word 97 from Debtors Ledger and Creditors Ledger using the sample templates. These examples have been adjusted to fit the printed page and are not to scale.

Figure 183 shows an example of a customer statement created using the dlstland.doc template. 

Figure 184 shows an example of a customer bad debt letter created with the dlremind.doc template.

Figure 185 shows an example of an individual supplier letter created via the clsmgenl.doc template.

Figure 186 shows an example of customer address labels created with the dlclalab.doc template.

Figure 187 shows a customer shipping label created with the dlclslab.doc template. 










STATEMENT OF ACCOUNT 
Account Reference ANDE001

REMITTANCE ADVICE
ANDE001 



Anderton Ltd
10 February 1998

Anderton Ltd
10/02/98





















For the attention of:



From:

Please detach & return with your remittance to:



Daniel Carter

Anderton Ltd

18 Chapel Hill

St. Erth

Near Hale

TR27 4RT

Facsimile: 0736 258965
jkkjkj 0736 457145

Telephone: 0736 258965

Global Business Systems Ltd

Regatta Place

Marlow Road

Bourne End

Buckinghamshire

SL8 5TD

Facsimile: 0628 532514

Telephone: 0628 532565

Global Business Systems Ltd

Regatta Place

Marlow Road

Bourne End

Buckinghamshire

SL8 5TD

Facsimile: 0628 532514

Telephone: 0628 532565
















Transaction details:







Please tick items paid:



Date
Reference
Details
Type
Debit
Credit
Outstanding

Date
Reference
Outstanding
(



13/01/98
INV00076
ORD00003
INV
18295.38
 0.00
18295.38

13/01/98
INV00076
18295.38




26/01/98
INV00092
ORD00023
INV
38681.89
 0.00
38681.89

26/01/98
INV00092
38681.89




12/02/98
INV00095
ORD00025
INV
23183.05
 0.00
23183.05

12/02/98
INV00095
23183.05




15/02/98
INV00100
ORD00031
INV
22142.36
 0.00
22142.36

15/02/98
INV00100
22142.36




15/03/98
INV00112
ORD00047
INV
14271.76
 0.00
14271.76

15/03/98
INV00112
14271.76




15/03/98
AN32

PAY
 0.00
38681.89
-38681.89

15/03/98
AN32
-38681.89




31/03/98
38
Cash Receipt
PAY
 0.00
3500.00
-3500.00

31/03/98
38
-3500.00








116574.44
42181.89
74392.55



74392.55













Strictly 60 Days Net











30 Days
60 Days
90 Days
120 Days +
Total










56097.17
18295.38
56977.27
 0.00
74392.55















Figure 183: Debtors Ledger Statement


Figure 184: Bad Debt Reminder Letter


Figure 185: Individual Supplier Letter


Figure 186: Avery Laser L7163 Labels XE "labels" 

 XE "address:labels" 

Figure 187: A4 Customer Shipping Labels

This page is deliberately left blank

Section Nine:

Sample Reports

Contents

This section provides printed examples of the following reports:

379
Product Details Report

380
Product Register

381
Product Group Print

382
Analysis Code Print

383
Location Print

384
Unit Code Print

Product Details Report

 XE "product detail report:printed example" 

 XE "products:reports" 

 XE "sample reports" \r "SampleReports" The Product Details Report prints full details of selected products.

You can choose to print the report in product group or product code order, and whether or not to include product long descriptions. You can print all products and product groups or restrict the report to one or a range of product groups and/or products.

For further information see page 247.


Figure 188: Product Details Report

Product Register

 XE "product register:printed example" 

 XE "products:reports" The Product Register is a summary report, printing the following details for each selected product: the product code, description and lookup code, the product group to which it belongs, its type, and optionally its long description.

You can choose to print the report in product group or product code order, and whether or not to include product long descriptions. You can print all products and product groups or restrict the report to one or a range of product groups and/or products.

For further information see page 247.


Figure 189: Product Register

Product Group Print

 XE "product groups:print" 

 XE "groups:product" 

 XE "print:product groups" The Product Group Print gives the following details for each product group: the product group code and description, industry discount, oncost percentage, the number of decimal places for pricing accuracy, the Sales Analysis equivalent, the manual pricing and discount flags, and the General Ledger base accounts for stock value, sales, cost of sales, cost of purchases, non-stock issues and receipts, and cost variance.

There are no selection options for this program, other than those in the standard Print Options window. For details of about running this report, see page 250.


Figure 190: Product Group Print

Analysis Codes Print

 XE "analysis codes:print" 

 XE "print:analysis codes" The Analysis Codes Print program provides options to print analysis codes of either type (1 or 2). In each case it prints each analysis code belonging to the type and its descriptions. The sample below shows the Analysis Code 1 Print.

There are no selection options for this program, other than those in the standard Print Options window. For further details see page 254.


Figure 191: Analysis Codes Print

Location Print

 XE "locations:print" 

 XE "print:locations" This program prints the following details for each location: the location code, description, address, telephone and fax numbers, the General Ledger profit centre and Sales Analysis equivalents, the earliest movement date, allow sales and EDI imports or exports indicators, requisition parameters, and document prefix and next sequential numbers (only relevant if automatic document numbering by location is in use).

There are no selection options for this program, other than those in the standard Print Options window. For further details see page 259.


Figure 192: Locations Print

Unit Code Print

 XE "print:units" 

 XE "units:print" 

 XE "groups:units" This program prints details of each unit code, including the group, unit, quantity and description.

There are no selection options for this program, other than those in the standard Print Options window. For further details see page 265.


Figure 193: Unit Code Print

Appendix A

Recommended Country and Currency Codes

With the exception of currency codes, t XE "Appendix A" \r "AppendixA" 

 XE "country:recommended codes" \r "AppendixA" 

 XE "currency:recommended codes" \r "AppendixA" he following details are taken from the Intrastat Classification Nomenclature (ICN) document dated November 1992, and Intrastat Notice 60 dated September 1995. Currency codes are taken from Customs and Excise Standard Rates of Exchange for December 1st 1998 to December 31st 1998. These details are subject to change. For details of how to obtain the latest version of the ICN, see the Intrastat General Guide (Notice 60).

EC Countries

Country
Code
Currency

Austria
AT
ATS

Belgium
BE
BEF

Denmark
DK
DKK

Finland
FI
FIM

France
FR
FRF

Germany
DE
DEM

Greece
EL
GRD

Irish Republic
IR
IEP

Italy
IT
ITL

Luxembourg
LU
LUF

Netherlands
NL
NLG

Portugal
PT
PTE

Spain
ES
ESP

Sweden
SE
SEK

United Kingdom
GB
GBP

For four countries, the VAT country code differs from that required on the Intrastat report. If Global 3000 Intrastat encounters one of these VAT country codes when printing the SSD Report, it automatically replaces it on the report with the Intrastat equivalent as listed below:

VAT-ID 
Intrastat-ID
Country

BE
BL
Belgium

EL
GR
Greece

IR
IE
Irish Republic

LU
BL
Luxembourg

You should therefore define the country codes using the national codes for excise and Global Intrastat automatically translates them to the national codes for trade statistics.

Country of Origin Codes (Non EC Countries Only)

Country
Code

Abu Dhabi
DH

Afghanistan
AF

Ajman
HA

Aland Islands
FI

Alaska
US

Albania
AL

Algeria
DZ

American Samoa
PU

Andorra
AD

Angola (including Cabinda)
AO

Anguilla
AI

Antigua and Barbuda
AG

Argentina
AR

Armenia
AM

Aruba
AA

Ascension
SH

Australia
AU

Australian Antarctic Territory
XA

Azerbaijan
AZ

Australian Oceania (Cocos (Keeling) Islands; Christmas Island (Indian Ocean); Heard and McDonald Islands; Norfolk Island)
CZ

Bahamas
BS

Bahrain
BH

Baker Island
PU

Bangladesh (formerly East Pakistan)
BD

Barbados
BB

Belize (formerly British Honduras)
BZ

Benin (formerly Dahomey)
BJ

Bermuda
BM

Bhutan
BT

Bolivia
BO

Bonaire
QQ

Bosnia-Herzegovinia
RY

Botswana
BW

Brazil
BR

British Antarctic Territory
BQ

British Indian Ocean Territory
IO

British Virgin Islands
VG

Brunei
BN

Bulgaria
BG

Burkina (formerly Upper Volta)
BK

Burma
BU

Burundi
BI

Byelorussia
BY

Cameroon
CM

Canada
CA

Canary Islands
IC

Cape Verde
CV

Caroline Islands
PU

Cayman Islands
KY

Central African Republic
CF

Ceuta and Melilla (including Penon de Velez de la Gomera, Penon de Alhucemas and the Chafarinas Islands)
XI

Chad
TD

Chile
CL

China
CN

Christmas Island (Indian Ocean)
CZ

Cocos Islands
CZ

Colombia
CO

Comoros (Great Comoro Anjouan and Moheli)
KM

Congo
CG

Cook Islands
CK

Corn Islands
XT

Country
Code

Costa Rica
CR

Croatia
RY

Cuba
CU

Curacao
QQ

Cyprus
CY

Czechoslovakia
CS

Desirade
GP

Djibouti
DJ

Dominica
DM

Dominican Republic
DO

Dubai
DU

Ecuador (including Galapagos Islands)
EC

Egypt
EG

El Salvador
SV

Equatorial Guinea (comprising Fernando Po and adjacent islets, Annobon, Corisco and the Elobey Islands (with adjacent islets) and Rio Muni)
GQ

Estonia
EE

Ethiopia
ET

Falkland Islands
FK

Faroe Islands 
FO

Fiji
FJ

French Antarctic Territory
XF

French Guiana
GF

French Polynesia
PF

French Southern Territory
FQ

Fujairah
HA

Gabon
GA

Gambia
GM

Georgia
GE

Ghana
GH

Gibraltar
GI

Gough
SH

Country
Code

Greenland
GL

Grenada
GD

Guadeloupé
GP

Guam
PU

Guatemala
GT

Guinea
GN

Guinea-Bissau (formerly Portuguese Guinea)
GW

Guyana
GY

Haiti
HT

Hawaii
US

Heard and McDonald Islands
CZ

Honduras
HN

Hong Kong
HK

Howland Islands
PU

Hungary
HU

Iceland
IS

Iles des Saintes
GP

India
IN

Indonesia
ID

Iran
IR

Iraq
IQ

Israel
IL

Ivory Coast
CI

Jamaica
JM

Jarvis Islands
PU

Japan
JP

Johnston Islands
PU

Jordon
JO

Kampuchea (Cambodia)
KH

Kazakhstan
KZ

Keeling Islands (Cocos)
CZ

Kenya
KE

Kingman Reef
PU

Kirghizia
KG

Korea, North
KP

Korea, South
KR

Kuwait
KW

Laos
LA

Latvia
LV

Lebanon
LB

Lesotho
LS

Liberia
LR

Libya
LY

Liechtenstein
CH

Lithuania
LT

Macao
MO

Macedonia
RY

Madagascar (Malgasy Republic)
MG

Madeira
PT

Malawi
MW

Malaysia
MY

Maldives
MV

Mali
ML

Malta (including Gozo and Comino)
MT

Mariana Islands
PU

Maria-Galante
GP

Marshall Islands
PU

Martinique
MQ

Mauritania
MR

Mauritius
MU

Mayotte (Grande Terre and Pamanzi)
ME

Mexico
MX

Midway Island
PU

Moldavia
MD

Mongolia
MN

Montenegro
SX

Montserrat
MS

Morocco
MA

Mozambique
MZ

Nauru
NR

Nepal
NP

New Caledonia and Dependencies
NC

New Zealand
NZ

Niue
NU

Nicaragua
NI

Niger
NE

Nigeria
NG

Norfolk Island
CZ

Norway (Svalbard, including Spitsbergen, and Jan Mayen)
NO

Occupied Territories (West Bank of the Jordan and Gaza Strip)
OT

Oman (formerly Muscat and Oman)
OM

Pakistan
PK

Paira Island
PU

Panama (including the former Canal Zone)
PA

Papua New Guinea
PG

Paraguay
PY

Peru
PE

Philippines
PH

Pitcairn Island
PN

Poland
PL

Polar Regions (not elsewhere specified)
AC

Puerto Rico
PR

Qatar
QA

Ras al khaimah
HA

Reunion
HA

Romania
RO

Ross Dependency
XR

Russia
RU

Rwanda
RW

Saba
QQ

Sabah
MY

St Berthelemy
GP

St Christopher and Nevis (Federation of St Christopher may be referred to as St Kitts)
KN

St Eustatius
QQ

St Helena
SH

St Lucia
LC

St Maarten (South)
QQ

St Martin (North)
GP

St Pierre and Miquelon
PM

St Vincent
VC

Sao Tome and Principe
ST

Sarawak
MY

Saudi Arabia
SA

Senegal
SN

Serbia
SX

Slovenia
RY

Seychelles
SC

Sharjah
HA

Sierra Leone
SL

Singapore
SG

Solomon Islands
SB

Somalia
SO

South Africa
ZA

South Georgia and South Sandwich Islands
FK

South West Africa (Namibia)
NA

Sri Lanka (Formerly Ceylon)
LK

Sudan
SD

Surinam
SR

Swan Islands
XK

Swaziland (Ngwame)
SZ

Switzerland (including Liechtenstein, Busingen and Campione)
CH

Syria
SY

Country
Code

Tadjikistan
TJ

Taiwan
TW

Tanzania (Tanganyika, Zanzibar, Pemba)
TZ

Thailand
TH

Togo
TG

Tokelau Islands
NU

Tonga
TO

Trinidad and Tobago
TT

Tristan da Cunha
SH

Tunisia
TN

Turkey
TR

Turkmenistan
TM

Turks and Caicos Islands
TC

Tuvalu
TV

Uganda
UG

Ukraine
UA

Umm al Qaiwain
HA

United States Oceania
PU

United States of America
US

Uruguay
UY

Uzbekistan
UZ

Vanuatu
VU

Vatican City
VA

Venezuela
VE

Viet-Nam
VN

Virgin Islands of USA
VI

Wake Island
PU

Wallis and Futuna Islands
WF

Western Samoa
WS

Yemen
YE

Zaire (formerly Congo Kinshasa)
ZR

Zambia
ZM

Zimbabwe
ZW

Glossary XE "glossary" 
Alphanumeric XE "alphanumeric" 
A code is alphanumeric if it can consist of either letters or numbers or a combination of letters and numbers.

Audit rate XE "audit rates" 
The overall exchange rate between two currencies which are linked by a multi-part exchange rate. Global 3000 derives the audit rate from the two currency values involved, and presents them as the number of units of one currency that correspond to a single unit of the other currency.

Cross rate XE "cross rates" 
A ‘one-off’ exchange rate entered to over-ride a multi-part exchange rate for a specific transaction. Global 3000 automatically derives a spot rate for the variable element of the multi-part exchange rate using the fixed rate or rates and the ‘cross rate’ you enter.

Cursor XE "cursor" 
The cursor indicates your current position in the software. In a window which prompts you for information, the cursor is where text appears if you start typing. The cursor is usually indicated by a small flashing dash, although your system might be configured for it to appear differently.

Default XE "defaults" 
A default is a value provided by the software at a prompt, when your reply to the prompt is predictable. You do not have to accept a default, you can overtype it with another value. But in the majority of cases it is indeed the value that you want and it saves you typing.

Display-only XE "display-only" 
A display-only item is one that you cannot change. It is displayed on the screen for information only.

Fixed exchange rate XE "fixed exchange rates" 
The exchange rate between a master currency and one of its sub-currencies which is fixed at any one time. Fixed exchange rates are recorded in the exchange rate tables in Currency Parameters. 

Floating exchange rate XE "floating exchange rates" 
A variable exchange rate between two currencies, neither of which is a sub-currency. Floating exchange rates are recorded in the exchange rate tables in Currency Parameters, and can be overridden for specific transactions by a spot rate.

Foreign currency XE "foreign currencies" 
Generally in Global 3000, the term ‘foreign currency’ is used for any currency which differs from base currency. However, in Global 3000 Cash Manager, the term is used for any currency that is different from both base and cash book currency.

Main menu XE "main menus" 
Main menus are the menus that appear when you first enter a Global 3000 module and that appear between the programs in a module.

Maintenance program XE "maintenance programs" 
A maintenance program is a program that enables you to add, amend and delete information; for example the Product Details program in Product Maintenance is a maintenance program.

Multi-part exchange rate XE "multi-part exchange rates" 
Currency conversions that involve more than one exchange rate; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.

Numeric XE "numeric" 
A numeric code is one that can only contain numbers.

Pop menu XE "pop menus" 
Pop menus are menus that appear within programs.

Pop-up enquiry XE "pop-up enquiries" 
A pop-up enquiry appears when you press <F1> on a prompt. It provides you with a list of valid responses to the prompt. For example, on an account code prompt, the pop-up enquiry lists valid account codes. Usually the pop-up enquiry provides other information to help you make your choice. For example the account code pop-up enquiry might also list account names.

Search XE "search" 
A search is another name for a pop-up enquiry.

Search sequence XE "search sequences" 
Many enquiry and search windows enable you to search for information in more than one way; for example, by account code or account name. You can change between search sequences by pressing the <F6> key.

Spot exchange rate XE "spot rates" 
A ‘one-off’ exchange rate entered to over-ride a floating exchange rate for a specific transaction.
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$$WORK, 35

$A, 28, 43

$BACUS, 29

$BADGN, 43

$BARBL, 131, 132

$BASAV, 131

$CUS, 152

$T, 111

$TAPE, 131

$V, 28

%
%DP, 276, 352

%EX, 276, 353

%FN, 276, 353

%TP, 276, 353

A
abandon installation procedure, 30

abbreviations for parameters, 276, 352

about this manual, 3

Access, 23

account codes

check against General Ledger, 149

format, 149

offline, 186

accounting method, 195

Accounting Parameters Window, 148

accounting periods, 122

define, 152

number in year, 138

accounting system, 15

set-up sequence, 116

accounts, 360–65

accounts, budgets and statements, 123

acquirer, 158

acquisitions tax control accounts, 192

Action Menu, 271

add, 87

analysis codes, 255

attribute, 302

attribute value, 307

cash books, 189

columns, 329

company, 182

contents lists, 322

country codes, 167

credit card prefix, 160

currency, 171

data folders, 340

data paths, 342

exchange rates, 175, 177

financial periods, 152

financial years, 152

jobs, 295

locations, 260

long description, 231

offline profit centre & account codes, 185

product alias, 233

product groups, 252

products, 215

program folders, 336

program paths, 337

rows, 327

scenarios, 351

stock records, 230

styles, 312

system codes, 158

tax codes, 163

template folders, 346

template paths, 347

trading terms codes, 168

unit codes, 266

add attribute command, 284

add mode, 87

address

company, 183

labels, 375

location, 260

adjustment to standard costs, 257

administration parameters, 137–69. See also system parameters

account code length, 149

check accounts against General Ledger, 149

credit card prefixes, 160

currency format, 150–51

currency parameters, 169–80

default base currency, 140

default financial periods, 138

exchange rate maintenance, 176

financial year, 152

foreign currency postings in GL, 140

Global 3000 module selection, 142

house exchange rate table, 140

multi-company, 139

multi-currency, 140

on-line posting, 143, 146

period, 153

red-ink corrections in CL, DL, & CM, 149

right justify account ids, 149

right justify profit centre ids, 149

right justify system codes, 153

right-justify company-ids, 139

system codes, 157

tax analysis in DL & CL, 141

tax code maintenance, 162

tax exchange rate table, 141

tax options, 163

tax reference, 140

VAT reconciliation report, 164

Administration Parameters Menu, 137

aged debt selection, 360

aliases for products, 232

all records at startpoint, 323

allocating space during installation, 34

Allocating Volume Name Window, 35

allocation method, 227, 229

allow sales orders for location, 261

alphanumeric, 395

account codes, 149

codes, 135

company ids, 139

product codes, 203

profit centre codes, 149

system codes, 153

alternative pricing, 220

alternative search sequences, 100

amend, 88

analysis codes, 255

attribute, 304

cash books, 189

columns, 330

company, 182

contents lists, 322

country code, 167

credit card prefix, 160

currency, 171

data folders, 341

data paths, 342

exchange rates, 175, 178

jobs, 295

locations, 260

long description, 231

offline profit centre & account codes, 185

product aliases, 233

product groups, 252

products, 215

program folders, 336

program paths, 337

rows, 327

scenarios, 351

scenarios during export, 277

styles, 312

system codes, 158

tax codes, 163

tax control accounts, 191

template folders, 346

template paths, 347

trading terms codes, 168

unit codes, 266

volume size, 29

amend attributes command, 290

amend favourites command, 290

American date format, 152

analysis codes, 218, 255

print, 254, 382

Analysis Codes Maintenance, 254

append to existing file, 278

Appendix A, 385–94

AR database, 41, 49

asset groups, 118

Asset Register, 16

codes, 154, 156

data take on, 116, 118

database & unit id, 41

database record allocations, 49

selection in system parameters, 142

attach attributes, 305

Attribute Options Menu, 304

Attribute Selection Menu, 301

attribute table command, 285

attributes, 301–7

add in Review, 284

amend in Review, 290

automatic, 304

customer mailing, 360–65

display, 285

display totals, 287, 300

favourite, 281, 285, 289, 292

link, 305

mandatory, 304

remove in Review, 287

selecting range of values, 288

value tables, 306

Attributes Window, 302

audit rates, 150–51, 395

audit reports, 131

Australia, 164

authorisation frequency for credit cards, 161

auto-entry, 144

auto-entry report, 143–46

automatic queue action, 228

auto-transfer report, 147, 148

auto-transfers

to Cash Manager, 146–48

to General Ledger, 143–46

average value for attritute, 300

B
back command, 291

back orders

allow for product, 221

enquiry, 238

backing-up your data, 131

BACS, 19

user number, 191

bank details, 190

Bank Details Window, 190

base currency, 140, 183

basic functions, 83–91

Basis of New Contents List Menu, 322

Batch Details Window, 241

batch tracking, 227

enquiry, 241

Belgium, country code, 166

bibliography, 24

Bill of Materials, 19

BOS interface, 144, 147, 165

browse button, 338, 343, 348, 355, 357, 358

Btrieve, 23, 42

database set-up, 43

budget maintenance, 118

budgets, 123

bulk issues/receipts & serial numbers, 226

buying groups, 155, 223

C
calculate tax by line, 164

Calendar Maintenance Window, 151

carton handling, 210, 222

Cash Book Window, 188

cash books, 189

bank details, 190

Cash Manager, 16, 189

data take on, 116, 119

database & unit id, 41

database record allocations, 53

inter-company transfer postings account, 188

postings from DL & CL, 146–48

postings to General Ledger, 143–46

red-ink corrections, 149

selection in system parameters, 142

Cash Manager Integration Window, 146

category for stocktake, 226

change. See also amend

partition, 110

work lists, 287, 298

check accounts against General Ledger, 149

check expiry date, 227

C-ISAM, 23, 42, 197

database set-up, 43

CL database, 41, 50

classification of customers, 154, 156

CM database, 41, 53

codes in Global 3000, 135

columns, 317, 329–32

combine items, 331

example, 318

titles, 313, 330

view in Word, 370

Columns for Row Window, 329

combine

items for export, 331

rows, 328

combine lists command, 285, 288

Combine Lists Window, 288

commands in Review, 281

Current List Entry Window, 290

Current List Review Window, 284

enter, 283

comments, 216

commodity code, 225

companies, 123

details, 182

format of ids, 139

locations, 260

multiple, 139

selection, 193

single or multi, 136

tax registration details, 183

Company Details Window, 182

company parameters, 181–93. See also system parameters

cash books, 189

company details, 182

company tax registration details, 183

General Ledger control accounts, 187

offline General Ledger accounts, 185

summary/detailed journals in DL & CL, 186

tax control accounts, 191

Company Parameters Menu, 181

Company Selection Window, 192

compose items for export/import, 331

Configuration Error Window, 199

Configuration Window, 141

configuring your system, 135

consistency checks, 131

constants, 318, 330

contents, 5

contents lists, 316–33

EDI imports, 319, 328

for scenario, 275, 351

standard, 43

Contents Options Menu, 323

control accounts, 187

stock, 201

tax, 191

control template, 40, 367

conversion quantity for unit, 266

conversion rate for standard costs, 256

Copy Contents from Startpoint Window, 325

copy contents lists, 323

another startpoint, 325

same startpoint, 324

Copy Contents Window, 324

copy standard styles & contents lists, 43

corrections, red-ink, 149

cost of purchases account, 253

cost of sales account, 253

cost unit, 209, 217

cost variance account, 253

costing method, 195

costs, 217

post to General Ledger, 200

update, 256

country

company, 183, 184

define, 167

recommended codes, 385–94

Country Codes Window, 166

create volumes, 28

credit card

acquirer, 158

issue number, 161

prefixes, 155, 160

schema files, 160

system parameter, 190

types, 155

Credit Card Prefixes Window, 160

credit note prefix & next no, 263

creditors control account, 188

Creditors Ledger, 16

creditors control account, 188

data take on, 116, 119

database & unit id, 41

database record allocations, 50

interface with POP, 202

multiple control accounts, 188

postings to Cash Manager, 146–48

postings to General Ledger, 143–46

red-ink corrections, 149

sample templates, 369

selection in system parameters, 142

summary or detailed journals, 186

tax analysis, 141

VAT reconciliation report, 165

critical debt list, 363

cross rates, 171, 395

Crystal Reports, 23

CS database, 41, 55

csv files, 313

currency

base, 140, 183

cash books, 189

codes, add, amend & delete, 170

multi, 140

parameters, 150, 169–80

recommended codes, 385–94

Currency Format Window, 150

Currency Parameters Window, 169

Current List Entry Window, 289

Current List Review Window, 282

current lists, 280, 282, 283

combine, 288

insert entries, 293

replace entries, 286

restore, 287

cursor, 395

Custom Tab in Word Properties Dialogue Box, 371

customer classifications, 154, 156

Customer Classifications Menu, 156

customer details, 120

customer mailing, 359–75

customer returns reasons, 159

customisation

menus & reports, 116

screen & keyboard, 28

D
Data Conversion, 19, 41, 116

DATA database, 43

data export. See export

data folders, 339–43, 353

for scenarios, 275, 352

sample, 43

data import. See imports

data load mode, 118

data paths, 339–43, 353

invalid, 279

sample, 43

data volume, 34, 35

databases

for export & import, 42

formats, 42

ids & unit ids, 41

monitoring free record levels, 46, 131

rebuild, 132

record allocations, 45

AR, 49

CL, 50

CM, 53

CS, 55

DATA, 43

DL, 57

EDI, 61

GL, 63

PARAS, 68

PO, 71

STOCK, 74

TX, 77

USER, 78

setting up, 79

split, 46

temporary, 271, 272

datafiles, 46

date formats, 152

data export/import, 314

debtors control account, 187

Debtors Ledger, 15

customer mailing, 359–75

data take on, 116, 120

database & unit id, 41

database record allocations, 57

debtors control account, 187

interface with SOP, 202

multiple control accounts, 188

postings to Cash Manager, 146–48

postings to General Ledger, 143–46

red-ink corrections, 149

sample templates, 368

selection in system parameters, 142

summary or detailed journals, 186

tax analysis, 141

VAT reconciliation report, 165

decimal places

currencies, 172

product quantities, 217

units, 210

decimal precision of currencies, 172

defaults, 107, 395

installation procedure, 29

product lookups, 204

define job command, 285

define view command, 285, 291, 292

Define View Window, 292

delete, 88. See also purge

analysis codes, 255

attribute, 304

attribute value, 307

columns, 330

contents lists, 322, 324

country code, 167

credit card prefix, 160

currency, 171

data folders, 341

data paths, 342

exchange rates, 178

jobs, 295

locations, 260

long description, 231

product aliases, 233

product groups, 252

products, 215

program folders, 336

program paths, 337

rows, 327

scenarios, 351

stock records, 230

styles, 312

system codes, 158

tax codes, 163

template folders, 346

template paths, 347

unit codes, 266

delete exchange rates, 175

delimiters, 313, 331

delivery instructions, 154

requisitions, 264

delivery labels, 222

delivery notes, 221

demands, 363

Demo/Special Menu, 196

depend on prior, 221

depreciation tables, 118

desktop, run process on, 338, 356

detach attributes, 306

direct order suspense account, 201

direct ordering allowed for product, 221

directory names, long, 343

disable multi-location pick/stock-take, 205

discount date & percentage, 169

discount schemes, 126

quantity & trade, 220

discounts

industry, 252

manual, 253

settlement, 220

disk space, 47

allocating during installation, 34

display

first, 291

last, 291

next, 291

previous, 291

report, 89, 271

display details command, 285, 289

Display Menu, 293

display totals command, 287, 300

display-only, 395

Distribution Options Menu, 194

distribution parameters, 194–205. See also system parameters

disable multi-location pick/stock-take, 205

integrity cover required, 197

interface file size, 201

interface ids, 202

lookup code defaults, 204

post costs to General Ledger, 200

product code format, 203

serial movement limit, 198

stock accounting method, 196

stock accounts, 201

distribution system, 17

set-up sequence, 117

DL database, 41, 57

Do You Want to Delete Module Window, 36

document numbers, 145, 263

domestic supplies tax code, 165

drop items command, 285, 291

due date, 169

E
EC Sales List, 166

EC supplies tax code, 164

EC tax code, 221

EC tax processing, 164

EDI, 18

contents lists, 319, 328

data take on, 117, 121

database, 41, 61

export product list, 267

import product list, 213

selection in system parameters, 142

spooler exports, 342, 353, 354

spooler imports, 351, 353

stock balances, 261

style settings for imports, 314

EDI Stock Balance Details Window, 261

Electronic Data Interchange. See EDI

empty list, 323

end, 331

end of row indicator, 328

enquiries, 86, 234–46

invoke from Review, 291

pop-up, 86

tutorial, 97

enquiry mode, 98

enter command in Review, 283

Enter Details for Job Window, 295

Enter Value Table for Attribute Window, 306

entering a batch tutorial, 104

errors, 89

installation, 39

product list exports, 277–79

product list imports, 213

using sample templates, 369

escape sequences, 314

escudo, 172

euro, 150. See also master currencies

European date format, 152

exchange gain & loss accounts, 190

stock revaluation, 201

Exchange Options Menu, 172

Exchange Rate Maintenance Window, 176

exchange rate tables, 140, 141, 154, 176

exchange rates, 150–51, 177–80

expiry date, 180

Exchange Rates Maintenance Window, 177

exempt supplies tax code, 165

exiting from a window or menu, 85

expiry date

batches, 227

exchange rates, 180

Export Error Options Menu, 279

exports, 20. See also EDI Manual

databases, 42, 78

errors, 277–79, 369

from Action Menu, 272

multiple scenarios, 349

product details, 267

row ids, 313

scenario for, 274

stock balances, 262

extensions for files, 313

extras, 216

F
F#, 46

favourite attributes, 281

amend, 290

combining lists, 289

define, 285, 291, 292

display, 285, 289

recalling named lists, 300

fax no

company, 183

location, 260

fields, 317

technical names, 330

FIFO (first in, first out) accounting, 195, 240

file extensions, 313

file full error during exports, 279

file in use during exports, 279

file name

for import or export, 308, 352

of export, 275

Financial Period End Dates Window, 152

financial periods

define, 152

number in year, 138

financial year, define, 152

Finder, 20

first command, 291

fixed exchange rates, 178, 395

fixed path

data folders, 339, 341

program folders, 334, 336

template folders, 344, 346

fixed text for export, 333

floating exchange rates, 178, 395

folder names, long, 343

folders. See data, program & template folders

foreign currencies, 395

foreign currency postings in General Ledger, 140. See also currency

format

account codes, 149

attributes, 303

company ids, 139

dates, 152

exported data. See styles, contents lists

product codes, 203

product lookups, 204

profit centre codes, 149

system codes, 153

from currency, 174, 177

function key use, 91

G
General Ledger, 15

check accounts against, 149

control accounts, 187

data take on, 116, 122

database & unit id, 41

database record allocations, 63

foreign currency postings, 140

interface with Stock Control, 203

offline accounts, 185

payment accounts, 189

post costs to, 200

postings from CL, CM & DL, 143–46

product group base accounts, 253

selection in system parameters, 142

stock related accounts, 200

tax control accounts, 191

VAT reconciliation report, 164

General Ledger Integration Window, 143

General Product Details Window, 214

GL Account Codes Window, 200

GL Control Accounts Window, 187

GL database, 41, 63

Global 3000, 15

module selection, 142

module selection for installation, 34

Global 3000 Review. See Review

Global 3000.dot, 40, 367

Global file exports/imports, 342

Global records, 316, 328

Global short names, 332

Global System Manager (GSM), 23, 28. See also Global System Manager Manual

commands, 30, 84, 111

glossary, 395

goods despatched not invoiced account, 201

goods received not invoiced account, 201

graphical user interface. See GUI

Greece, country code, 166

GRNI (goods received not invoiced) account, 201

groups

product, 215, 234, 251, 381

units, 209, 266, 384

GSM command box, 30

GST, 140

GUI (graphical user interface), 23, 83

buttons, 91

H
help, 85

tutorial, 103

hexadecimal string, 333

HIGH-VALUES, 330

host system, export/import to/from, 342

house exchange rate table, 140

housekeeping, 249–67

Housekeeping Menu, 249

how much data, 123

I
if it exists, 342, 354

ignore scenario, 278, 279

implementation plan, 116

imports. See also EDI Manual

databases, 42, 78

multiple scenarios, 349

product details, 213

stock balances, 262

Index File And Datafile Allocation Window, 46

index files, 46

industry discount, 252

industry-specific software, 22

Informix, 23

initial balances. See opening balances

input tax accounts, 192

Insert Entries Window, 293

insert into list command, 285, 293

Insert mode, 87

inspect receipts of product, 223

inspect report, 89, 90, 271

Install Global Software option, 30

Install onto Existing Volume Window, 36

installation history preservation, 29

Installation Options Menu, 32

installation procedure, 28–40

abandon, 30

error messages, 39

manual, 32

sample templates, 39

starting, 29

installing Global 3000 software, 47

Installing over LAN Window, 33

Integrity Window, 197

inter-company postings account, 188

inter-company transfer postings account, 188

interface definitions, 144, 147

interface file size, 201

Interface ID Window, 202

interface, BOS, 144, 147, 165

Intrastat, 19

commodity codes, 225

data take on, 117, 128

database & unit id, 41

database record allocations, 77

selection in system parameters, 142

Intrastat Classification Nomenclature (ICN), 225

invalid data path, 279

invoice

message, 169

prefix & next no, 263

Irish Republic

country code, 166

tax code, 164

issue number of credit card, 161

J
job

define, 285

display, 294

run, 283, 290

strings, 296

Job String Maintenance Window, 294

justification, 136

account codes, 149

company ids, 139

product codes, 203

profit centre codes, 149

system codes, 153

K
keep items command, 286

Key Template Product Window, 218

L
labels, 222, 375

Landed Costs, 18

data take on, 117, 124

database & unit id, 41

database record allocations, 71

distribution parameters, 194–205

product details, 225

product shipping details, 224

selection in system parameters, 142

last command, 291

lead time for product, 223

leading spaces, 314

leading zeroes, 315

length

account codes, 149

credit card numbers, 161

product codes, 203

product lookups, 205

letter templates, 368

line number, 302

link attributes, 305

Link List Window, 305

link products, 232

lire, 172

list templates, 368

lists, 280, 282, 283

combine, 285

local area network (LAN), 33

Location Maintenance Menu, 262

Location Maintenance Window, 259

Location Maintenance/Print Menu, 259

locations

maintenance, 259–64

primary, 228

print, 259, 383

Long Description Window, 231, 237

long descriptions, 231

enquiry, 237

long file names, 338

Lookup Code Defaulting Window, 204

lookups for product, 204, 215

enquiry, 234

LOW-VALUES, 330

Luxembourg, country code, 166

M
main menus, 396

commands, 84

maintain attributes, 301–7

maintain command, 291

maintain contents, 316–33

Maintain Contents Window, 321

Maintain Data Folders Window, 340

Maintain Data Paths Window, 341

Maintain Program Folders Window, 335

Maintain Program Paths Window, 337

maintain scenarios, 349–57

Maintain Scenarios Window, 350

maintain styles, 312–15

Maintain Styles Window, 312

Maintain Template Folders Window, 345

Maintain Template Paths Window, 347

maintenance programs, 396

invoke from Review, 291

mandatory attributes, 304

manual installation of Global 3000, 32

manual pricing & discounts, 253

Manually Allocate Sub-volumes Window, 37

manufacturing system, 19

masks

serial numbers, 226

tax registration codes, 167

master currencies, 150–51, 170–71

withdrawals from, 179

master template, 40, 367

maximum width report, 145

memo templates, 368

Menu Updating Menu, 38

menus, 84

customisation, 116

update during installation, 38

messages, error, 89

Method of Accounting Window, 195

mixed packing cartons, 210

modes in Global 3000 software, 85

module selection, 142

Modules to Install Window, 34

module-specific parameters, 135

Movement Details Window, 242

Movement Type Menu, 241

movement, earliest for location, 261

moving through a list, 87

MS-DOS, 23

multi-company operation, 136, 139

multi-currency, 140

multi-location systems, 260

multi-part exchange rates, 150–51, 396

multiple control accounts, 188

multiple scenarios, 349

N
Name of Diskette Screen, 31

named lists, 281, 283

combine, 285, 288

distinctions from work lists, 297

recall, 287, 299

save, 287, 298

native database format, 42

New Rates Window, 173

new row indicator, 333

New Standard Cost Window, 257

next command, 291

next partition button, 111

non-stock issues account, 253

non-stock receipts account, 253

non-stocked products, 216

enquiry, 234

normal exchange rate entries, 178

normal product status, 216

normal templates, 366

not list command, 286

Notepad, 20

Novell, 23

number of labels, 222

number of times for export, 332

numeric, 396

account codes, 149

codes, 136

company ids, 139

product codes, 203

profit centre codes, 149

system codes, 153

O
obsolete products, 216

include in report, 248

occurs prompt, 332

ODBC, 24

Offline Accounts Menu, 184

Offline GL Accounts Window, 185

OK to Continue Menu, 39

oncosts, 224, 252

on-line posting

to Cash Manager, 146–48

to General Ledger, 143–46

opearation of exchange rates, 175

open file exports/imports, 342

opening balances

Cash Manager, 119

Creditors Ledger, 120

Debtors Ledger, 121

Operating Options Window

part one, 138

part two, 139

operating system, 28

operation of exchange rates, 179

operator id

data paths, 342, 353

program paths, 337, 356, 358

template paths, 347

order numbers, 145

Organiser, 19

Output File Exists Menu, 278

output tax accounts, 192

overdue accounts, 360–65

overriding exchange rates, 178

overseas supplies tax code, 165

overwrite existing file, 278

P
packing carton unit, 210, 222

parameters. See also system parameters

pass to host system, 276, 308, 352

parameters (PARAS) database

id & unit id, 41

record allocations, 68

parent products, 232

part delivery of requisitions, 264

part full carton fraction, 210, 222

partitions, 110

paths. See data, program, & template paths

pathway for operator, 354

Payroll, 19

percentage discount, 169

percentage for tax code, 163

periods

define, 152

number in year, 138

permanent data, setting up, 115

personalised

data folders, 339, 341

program folders, 334, 336

template folders, 344, 346

picking lists, 221, 227

system parameter, 205

PO database, 41, 71

pooled allocation, 227, 229

pop menus, 396

pop-up enquiries, 86, 396

tutorial, 108

posting

costs to General Ledger, 200

to Cash Manager, 146–48

to General Ledger, 143–46

prefixes

for credit cards, 160

for transactions by location, 263

Prefixes/Document Numbers Window, 263

prevent sales orders for location, 261

previous partition button, 111

price as, 220, 233

price lists, 126

wholesale, 164

Price Lists Window, 237

pricing

accuracy, 252

manual, 253

unit, 210

primary location, 228

print, 89, 272, 273. See also reporting

all serial numbers, 226

analysis codes, 254, 382

batch ref on pick list, 227

display, inspect or print, 89

locations, 259, 383

offline General Ledger accounts, 184

product groups, 250, 381

special stationery, 90, 273

system parameters, 136

units, 265, 384

Print Options Window, 89

Print Window, 273

procedures, 131

Product Aliases Window, 232

Product Codes Window, 203

product detail report, 247–48

printed example, 379

Product Detail Report Window, 247

product details, 213–33

Product Details Menu, 219

Product Details Window, 236

Product Enquiry Selection Menu, 234

Product Group Maintenance Window, 251

product groups, 251

print, 250, 381

product list, 267

exports, 267

imports, 213

Product List Export Window, 267

Product Maintenance, 18, 209–66

data take on, 117, 124

housekeeping, 249–67

Product Maintenance Menu, 212

product register, 247–48

printed example, 380

products

add, amend  & delete, 215

alternate, 218

code format, 203

create new using template, 218

decimal places, 217

details, 213–33

enquiries, 234–46

export details, 267

import details, 213

linked, 232

long descriptions, 231

lookup code defaults, 204

reports, 247–48, 379, 380

sales details, 220

status, 216

stock details, 225

types, 216

profit centre

Asset Register, 156

format of codes, 149

location, 260

offline, 185

profit margin, 252

program folders, 275, 334–38, 352, 355

sample, 43

program paths, 334–38, 355

sample, 43

program volume, 34, 35

Project Ledger, 17

data take on, 116, 125

database & unit id, 41

database record allocations, 55

selection in system parameters, 143

prompt for scenario details, 353

Purchase Details Window, 223

purchase id, 202

Purchase Order Processing, 17

data take on, 117, 125

database & unit id, 41

database record allocations, 71

distribution parameters, 194–205

selection in system parameters, 142

variance reasons, 155

purchase orders

copy long description to, 231

enquiry, 238

prefix & next no, 263

purchases invoiced account, 201

purge old transactions, 131

Q
quantity discount scheme, 220

quantity unit, 210

Queue Details Menu, 243

queue entry enquiry, 244

queued allocation, 228, 229

quick option for adding exchange rates, 174

quotation prefix & next no, 264

quotes, 314, 331

R
range of attribute values, 288

range of credit card numbers, 161, 162

range, select, 286

Rates for Currency on Date Window, 174

Readers' Comments, 415

recall named list command, 287, 299

Recall Named List Window, 299

receipts, inspect, 223

record allocations, 45

record levels in databases, 46, 131

Record Numbers and Datafiles Window, 45

records, 316, 328

base new contents list on all, 323

red-ink corrections, 149

registration masks, 167

reminders, 365

remove. See also delete

attribute in Review, 287

attributes, 305

entries from current list, 285, 291

remove attribute command, 287

rep codes, 155

report customisation, 116

Report Range Menu, 186

report templates, 368

Reporter, 19

reporting

EC sales list, 166

product detail report, 247

product register, 247

statistics report, 166

transfers to Cash Manager, 147, 148

transfers to General Ledger, 143–46

request, 228

Requisition Parameters Window, 264

requisitions

location parameters, 264

prefix & next no, 263

requisitions in transit account, 201

reserve, 228

restore current lists, 287

retain items in current list, 286

returns to supplier account, 201

Review, 271, 280–300

customer mailing, 360–65

session, 280

right justification, 136

account codes, 149

company ids, 139

product codes, 203

profit centre codes, 149

system codes, 153

Right Justify System Codes Window, 153

rounding

currency conversions, 170

standard cost calculation, 257

tax calculations, 164

units, 210

rows, 316, 327–29

Rows for Contents List Window, 327

run job, 283

run on desktop or server, 338

S
Sales Analysis, 18, 151

data take on, 127

equivalent, 127, 158, 253, 261

financial years, 127

selection in system parameters, 142

Sales Details Window, 220

Sales History, 18, 142

sales id, 202

Sales Order Processing, 17

data take on, 117, 126

database & unit id, 41

database record allocations, 74

distribution parameters, 194–205

selection in system parameters, 142

sales orders

copy long description to, 231

enquiry, 238

prefix & next no, 263

primary location, 228

stopped at location, 261

sales representative codes, 155

sales turnover account, 253

sample customer mailing, 359–75

sample data, 22

installing, 38

notes on using, 40

Sample Data Installation Window, 38

sample merged documents, 372–75

sample reports, 379–84

sample templates, 39, 366–71

satellite systems, updating from, 267

save named list command, 287, 298

Save Named List Window, 298

Save Work List Window, 296

save work lists command, 287, 297

Scenario Export Details Window, 274

scenario maintenance, 308–57

introduction, 308

Scenario Maintenance Menu, 310

Scenario Selection Options Menu, 277

scenarios, 308, 349–57

ignore during export, 278, 279

sample, 43

select during export, 274

schema files, 160

search, 396

search button, 86

search command, 291

search sequences, 100, 396

select

entries in Review, 281

range of attribute values, 288

range of entries, 286

select all, 284

Select Data Folder Window, 353

Select Menu, 238

Select Product for Enquiry Window, 235

Select Program Folder Window, 355

Select Startpoint Window, 320

Select Template Folder Window, 357

selecting an entry from a list, 87

selling unit, 210, 220

sequence, 328

sequence of auto-entry report, 145

Serial Limit Window, 198

serial numbers, 226

enquiry, 245

movement limit, 198

show all, 226

Serial Numbers for Product Window, 245

server, run process on, 338

services, 216

set end of range command, 286

setting up databases, 79

setting up Global 3000, 115–32

settlement discount, 220

settlement discount accounts, 189

set-up sequences, 116

shelf life days, 227

shipping unit, 210, 224

short name, 332

show all serial numbers, 226

single currency systems, 171

single location systems, 260

single or multi company, 136

site visit reports, 368

size

carton, 222

item for export/import, 331

skipped field

exports, 333

imports, 330

sort code, 191

Source for Generation Window, 44

source of supply for product, 223

source of titles, 313

spaces

add to row, 333

leading & trailing, 314

Speedbase ODBC, 24

Speedbase Presentation Manager, 28. See also Speedbase Presentation Manager Manual

split databases, 46

split rows, 333

spooler, 90, 273

spot rates, 178, 396

spreadsheets

aligning columns, 332

combine rows into one line, 328

new lines, 333

subheadings, 318

Standard Cost Maintenance Window, 256

standard costing stock accounting method, 196

standard costs, 217, 258

update, 256

standard styles & contents lists, 43

standard width report, 145

start again command, 287

start character of product lookups, 204

start date for exchange rates, 173

start dates for exchange rates, 180

starting Global 3000, 96

startpoints, 316

for scenario, 351

select for contents list, 320

statements, 123, 368

stationery, 90, 273

statistics report, 166

stock accounting method, 195

stock accounts, 201

stock adjustment reasons, 159

stock balances, import & export, 261

stock check category, 226

Stock Control, 18

buying groups, 155

data take on, 117, 127

database & unit id, 41

database record allocations, 74

distribution parameters, 194–205

reason codes, 155, 159

selection in system parameters, 142

Stock Control Reasons Codes Menu, 159

STOCK database, 41, 74

Stock Details Window, 225, 239

Stock Enquiry Selection Menu, 240

stock id, 203

Stock Queue Entries Window, 244

stock queue entry enquiry, 244

stock records, 128

create in product maintenance, 230

enquiry, 239

stock requisitions

location parameters, 264

prefix & next no, 263

stock requisitions in transit account, 201

stock transactions prefix, 263

stock transfer account, 201

stock unit, 209, 217

stock usage statistics enquiry, 246

stock value account, 253

stock write-offs

account, 201

reasons, 159

Stocked At Menu, 230

Stocked At Window, 230

stocked products, 216

stock-take category, 226

stock-take system parameter, 205

stock-take write-offs account, 201

stop sales orders at location, 261

stop transfer of requisitions, 264

strings for jobs, 296

styles, 308, 309, 312–15

for scenario, 275, 351

standard, 43

sub-currencies, 150–51, 170, 179

superseded product status, 216

supplier returns

account, 201

reasons, 159

suppliers. See also Creditors Ledger Manual

enquiry, 238

quantity & pricing units, 210

supply lead time, 223

supply system for product, 223

switch work lists command, 287, 298

Switch Work Lists Window, 298

symbols for currencies, 171

System Code Maintenance Window, 157

system codes, 154, 158

System Codes Menu, 154

system parameters, 115, 135–205. See also administration parameters, company parameters & distribution parameters

introduction, 135

printing, 136

system request (SYSREQ) key, 110

T
T>nnn, 28

tables of attribute values, 306

TAP, (Speedbase Terminal Attribute Program), 28

tape utility, 131

tariff code, 225

tax

analysis in DL & CL, 141

codes for products, 220

codes, add, amend & delete, 163

control accounts, 191

exchange rate table, 141

processing options, 164

reconciliation report, 164

reference, 140

registration details for companies, 183

registration masks, 167

what to set up, 126

Tax Code Maintenance Window, 162

Tax Control Accounts Window, 191

Tax Options Window, 163

Tax Registration Codes by Country Window, 183

telephone no

company, 183

location, 260

template folders, 275, 344–48, 352, 357

template paths, 344–48, 357

template properties, 371

templates, 344–48, 366–71

installing sample, 39

new products, 218

specify for scenario, 275, 276, 352, 353

temporary databases, 271, 272

terms codes, 168

territory codes, 155

text quotes, 314, 331

titles of columns, 313

override, 330

to currency, 174, 175, 177, 180

Total for Attribute Window, 300

totals, display in Review, 287, 300

trade discount scheme, 220

Trading Terms Code Maintenance Window, 168

trailing spaces, 314

trailing zeroes, 315

training, 116

transaction entry tutorial, 104

transaction numbering, 263

transfer of stock account, 201

transit account for requisitions, 201

tutorial, 95–112

TX database, 41, 77

Type of Constant Menu, 332

type of data item, 331

types of templates, 366

U
UK tax processing, 164

Uniplex, 23

unique column titles, 313

Unit Code Maintenance Menu, 265

Unit Code Maintenance Window, 265

unit ids

for databases, 41

for Global exports/imports, 342, 354

units

carton, 222

decimal places, 210, 217

groups, 209, 217

maintenance, 265

overview, 209

print, 265, 384

Unix, 23

unsuppressed error messages during installation, 39

Usage Statistics Window, 246

USER database, 41, 43

record allocations, 78

V
validity of credit cards, 161

value tables for attributes, 306

values for attributes, 303

variable exchange rates, 178

variance reasons, 155

VAT. See tax

VAT reconciliation report, 164

volumes, 28, 34

shipping, 224

W
warning messages, 89

weight, 218

shipping, 224

weighted average stock accounting method, 196

wholesale

price list, 164

tax processing, 164

width of auto-entry report, 145

Windows, 23, 24

withdrawal of sub-currency, 179

work lists, 280, 283

combine, 285, 288

distinctions from named lists, 297

save, 287, 297

switch, 287, 298

work unit, 31

work volume, 34, 35

Works Order Processing, 19

write-offs

account, 201

reasons, 159

stocktake, 201

Y
years, 152

Z
zero decimal precision, 172

zeroes

add to row, 333

leading & trailing, 315

zero-fill product code, 204

zero-rated supplies tax code, 165



Readers’ Comments XE "Readers' Comments" 
Please use this form to note any errors or omissions you find in this manual. Attach it to a standard fax form and fax it to the Global Hotline on 0171-404 2378.

Manual: Global 3000 Installation & Set-up Manual Version 4.5

Your name:

Job Title:

Company:

Address:



Please describe the problem:
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Daniel Carter


Anderton Ltd


18 Chapel Hill


St. Erth


Near Hale


TR27 4RT





Fax: 0736 457145


Tel: 0736 258965	


	18 April, 1998





Dear Sir/Madam,





I write with regard to your account "Anderton Ltd" (our reference ANDE001) held with us. This account (payment terms: Strictly 30 Days Net)  is now overdue:





�
30 Days�
60 Days�
90 Days�
120 Days +�
Total Due�
�
�
�
56097.17�
18295.38�
 0.00�
 0.00�
74392.55 �
�
�



Please settle promptly to ensure that orders are not delayed and that account facilities continue to be extended to your company.





The last payment recorded against your account is 3500.00 made on 31/03/98. 





If payment has been made within the last few days or has crossed in the post, then please ignore this letter. 





Yours sincerely,











A. N. Other


Accounts Department


ano@tissoft.co.uk




















Mel Peters


Antec (UK) Ltd


Unit 38-40


Purley Way Industrial Estate


Purley Way Croydon


CR6 8JK





Fax:0132 345654 


Tel: 0132 342786	


                      				� CREATEDATE \@ "dddd, dd MMMM yyyy" \* MERGEFORMAT �Thursday, 26 November 1998�    





Dear  Mr Peteres,





I write with regard to your account "Antec (UK) Ltd" (our reference ANT015) held


 with us. 





We are installing a new computer system with the ability to pay suppliers by BACS.





Please let us know if this is acceptable to you and forward any account codes and 


references required











Yours sincerely,





A. N. Other


Accounts Department


ano@tissoft.co.uk


�















Daniel Carter


Anderton Ltd


18 Chapel Hill


St. Erth


Near Hale


TR27 4RT�
�
Andrew Leonard


Andrew Leonard Ltd


Unit 26


Loghborough Technical Centre


Eppinal Way


LE11 0QE�
�



Andrews Estate Agents


18 Abbey Smith Place


Keighley


West Yorkshire


BD21 7YG











�
�



Irving Goodley


Blakelock Insurance Brokers


22 Church Road


Wimbledon Common


London


SW19 2SS











�
�



Peter Waites


Brownlow of Preston


6 Station Road


Croston


Preston


PR5 6RP











�
�



C.U.P. International


121 Rundle Mall


Adelaide


South Australia


5000











�
�



Idris Jones


Davies & Brown


Ystrad Road


Fforestfach


Swansea


SA7 5HJ











�
�



Angela Osborne


Design Graphics ltd


22 Earlham Road


Norwich


Norfolk


NR2 7RA











�
�



Future Design Ltd


South Croft


Oak Hill Avenue


Pinner


HA 5 12DL








�
�



Angelo Pilletio


Gilera Cartoleria


Via Mazzini 15


Milano


Italia


1539














�
�




































Daniel Carter


Anderton Ltd


18 Chapel Hill


St. Erth


Near Hale


TR27 4RT








�












�









�
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                                                      PRODUCT DETAILS                                  Date  26 Mar 1993   12.14.27





AVPP2             Victor Design 2 Portable OHP


                  Lookup Code          : PROJPORT2


                  Group                : OHP    Overhead Projectors


                  Analysis Code 1      : PRO    Overhead Projectors


                  Analysis Code 2      : NONB   Non Badged Stock


                  Alternate            :


                  Product Type         : Stocked           Status          : Normal


                  Weight               :     5.7000        Decimal Places  : 0


                  Unit Group           : L                 Stock Unit      : ITEM


                  Cost Unit            : ITEM              Cost            :        250.00





                  Quantity Discount    :


                  Trade Discount       : ELEC   Electrical Equipment


                  Price as             :                   Next Linked     :                 / N





                  Selling Unit         : ITEM              Tax Code  / C   : S / S


                  Allow Back Orders    : Yes               Direct Ordering : No


                  Settlement Discounts : No                Delivery Labels :  1 per item


                  Depend on Prior      : N                 Delivery note   : Y





                  Inspect Receipts     : N                 Shipping Unit   :             CART


                  Supply System        : LC                Shipping Volume :         12000.00


                  Supply Lead Time     :   20              Shipping Weight :            45.00


                  Buying Group         :


                  Oncost Type          : P                 Percentage      :             0.00





                  Stock Check Category : A                 Serialised      : Yes


                  Show all Serial Nos  : N                 Serial Mask     : AZC�99999999�??


                  Allocation Method    : Q                 Automatic Queue : R


                  Batch Tracked        : No                Shelf Life days :   0


                  Batch on Picking List: N





                  Print Long Description?











                                                       *** End of Report ***
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                                                      PRODUCT REGISTER                                 Date  26 Mar 1993   10.45.59





Product            Description                     Lookup           Group                                  Type


ANTCT100          Antec Typecart 100               ANTECRIBB        ACSS  Accessories                      Stocked


ANTLBP8           Antec Toner Cartridge SX S11     ANTECTONER       ACSS  Accessories                      Stocked


AVPP1             Victor Design 1 Portable OHP     PROJPORT         OHP   Overhead Projectors              Stocked


AVPP123           Overhead Projector Rep Bulbs     PROJBULBS        OHP   Overhead Projectors              Stocked


AVPP152           Projection Screen 60" x 60"      PROJSCREEN       OHP   Overhead Projectors              Stocked


AVPP155           Victor OHP Trolley               PROJTROLLEY      OHP   Overhead Projectors              Stocked


AVPP2             Victor Design 2 Portable OHP     PROJPORT2        OHP   Overhead Projectors              Stocked


AVPP200           Victor 200 OHP Trolley           PROJTROL200      OHP   Overhead Projectors              Stocked


AVPP285           Victor 285 Overhead projector    PROJ285          OHP   Overhead Projectors              Stocked


AVPP300           Victor 300 Overhead projector    PROJ300          OHP   Overhead Projectors              Stocked


AVPP318           Clearlight 318 W/SIble pens      PROJPENS         OHP   Overhead Projectors              Stocked


BAN2850           Banner Lev.Arch File A4 - Grn    BANLARCH         FILE  Filing/Storage                   Stocked


BAN2855           Banner Lev.Arch File A4 - Y1w    BANLARCH         FILE  Filing/Storage                   Stocked


DEL               Delivery Charge                  DELIVERY CHAR    MISC  Miscellaneous                    Extra


GAL01             Galaxy Highlighter - Yellow      HIGHYELLOW       HIGH  Highlighters                     Stocked


GAL02             Galaxy Highlighter - Blue        HIGHBLUE         HIGH  Highlighters                     Stocked


GAL03             Galaxy Highlighter - Green       HIGHGREEN        HIGH  Highlighters                     Stocked


GAL04             Galaxy Highlighter - Black       HIGHBLACK        HIGH  Highlighters                     Stocked


GAL11             Wallets for Ass. colour pack     WALLETS          HIGH  Highlighters                     Stocked


INSTRUCTIONS      Instructions for installation    INSTRUCT         MISC  Miscellaneous                    Non-Stocked


IXL1500           IXLAND Lever Arch - Black        IXLLARCH         FILE  Filing/Storage                   Stocked


IXL1550           IXLAND Lever Arch - Green        IXLLARCH         FILE  Filing/Storage                   Stocked


MAINTENANCE       Annual Maintenance               MAINTENANCE      MISC  Miscellaneous                    Service


MYE01             Myelars Systemtray - Black       TRAYBLACK        FILE  Filing/Storage                   Stocked


MYE02             Myelars Systemtray - Grey        TRAYGREY         FILE  Filing/Storage                   Stocked


OLIET111          Oliffe Typecart ET 111           TYPECART111      ACSS  Accessories                      Stocked


OLIET221          Oliffe ETcart ET 221             ETCART221        ACSS  Accessories                      Stocked


PELET111          Typecart ET 111                  TYPECART111      ACSS  Accessories                      Stocked


PELET221          ETcart ET 221                    ETCART221        ACSS  Accessories                      Stocked


PHI007            Phimet Mini Cassette 007 (2)     TAPES            ACSS  Accessories                      Stocked


PHI109            Phimet Foot Control 109          FOOTCONTROL      ACSS  Accessories                      Stocked


REDSTAR           Redstar Delivery                 DELIVERY         MISC  Miscellaneous                    Extra


REX120            Rexon R/Binder A4 - Green        RBIND            FILE  Filing/Storage                   Stocked


REX121            Rexon R/Binder A4 - Blue         RBIND            FILE  Filing/Storage                   Stocked


REX122            Rexon R/Binder A4 - Red          RBIND            FILE  Filing/Storage                   Stocked


REX123            Rexon R/Binder A4 - Black        RBIND            FILE  Filing/Storage                   Stocked


STA01             Status Highlighter - Yellow      HIGHYELLOW       HIGH  Highlighters                     Stocked


STA02             Status Highlighter - Blue        HIGHBLUE         HIGH  Highlighters                     Stocked


STA03             Status Highlighter - Green       HIGHGREEN        HIGH  Highlighters                     Stocked


STA04             Status Highlighter - Black       HIGHBLACK        HIGH  Highlighters                     Stocked


WIN324            Winston Storage Bx F'cap Brown   SBOXFCAP         FILE  Filing/Storage                   Stocked


WIN325            Winston Storage Bx F'cap White   SBOXFCAP         FILE  Filing/Storage                   Stocked


WIN326            Filing Cabinet - Red             FILCABRED        FILE  Filing/Storage                   Stocked


WIN327            Filing Cabinet - Black           FILCABBLACK      FILE  Filing/Storage                   Stocked


WIN328            Filing Cabinet - Grey            FILCABGREY       FILE  Filing/Storage                   Stocked
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                                                      PRODUCT GROUPS                                   Date  26 Mar 1993   13.29.56





 Group Description                     Discount/  Dec Pl/  Manual Price/  Stock Value/  Cost Sales/  Non�Stock Issues/    Cost


                                        Oncost   Sales An    Discount      Sales Acc     Purchases       Receipts       Variance





 ACSS Accessories                          0.00      2           N        O1004         B1003           B1003           B1008


                                           0.00      5           Y        A1003         R1002           O1004





 FILE Filing/Storage                       0.00      2           N        O1001         B1002           B1002           B1008


                                           5.00      2           N        A1002         R1002           O1001





 HIGH Highlighters                         0.00      2           N        O1003         B1001           B1001           B1008


                                           5.00      3           N        A1001         R1002           O1003





 MISC Miscellaneous                        0.00      2           N        O1004         B1003           B1003           B1008


                                           0.00      4           N        A1003         R1002           O1004





 OHP  Overhead Projectors                  0.00      2           N        O1000         B1000           B1000           B1008


                                           7.00      1           N        A1000         R1002           O1000








                                                       *** End of Report ***
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                                                       ANALYSIS CODES A                               Date  26 Mar 1993    11.47.06








  Analysis Code      Description





     BH01           Brand Name Highlighters





     BR01           Brand Name Ring Binders





     BS01           Brand Name Storage Boxes





     BT01           Brand Name Filing Trays





     BT02           Brand Name Filing Cabinets





     DIT            Dictating machines





     LARC           Lever Arch Files





     OM01           Own Name Highlighters





     OR01           Own Name Ring Binders





     OS01           Own Name Storage Boxes





     OT01           Own Name Filing Trays





     PRO            Overhead Projectors





     PROA           OHP Accessories





     RIBB           Printer Ribbons





     TONE           Laser Printer Toner








                    *** End of Report ***
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                                                           LOCATIONS                                  Date  26 Mar 1993    10.49.51





  Location  Description and Delivery Address





                                                                                                               Prefix  Next Number


                                                   Company                     A1              Sales Order      O              1


                                                   Profit Centre               MID             Invoice          I              1


                                                   Earliest Movement                           Credit Note      C              1


                                                   Sales Analysis Equivalent      9            Quotation        Q              1


                                                   Allow Sales?                   Y            Purchase Order   P              1


                                                   Part Deliver Requisitions?     Y            Stock            S              1


             Telephone                             Requisition Delivery Code    RED            Requisition      R              1


             Fax Number                            Stop Transfer?                 N


                                                   EDI import/export? N





   MID       Midlands and Wales                                                                                Prefix  Next Number


             Standext Office Supplies              Company                     A1              Sales Order      SOM            1


                                                   Profit Centre               MID             Invoice          INM            1


                                                   Earliest Movement                           Credit Note      CNM            1


                                                   Sales Analysis Equivalent      1            Quotation        QTM            1


                                                   Allow Sales?                   Y            Purchase Order   POM            1


                                                   Part Deliver Requisitions?     Y            Stock            STM           17


             Telephone    0602 564751              Requisition Delivery Code    VAN            Requisition      RQM            1


             Fax Number   0602 564999              Stop Transfer?                 N


                                                   EDI import/export? N





   NTH       North of England                                                                                  Prefix  Next Number


             Standext Office Supplies              Company                     A1              Sales Order      SON            1


                                                   Profit Centre               NTH             Invoice          INN            1


                                                   Earliest Movement                           Credit Note      CNN            1


                                                   Sales Analysis Equivalent      2            Quotation        QTN            1


                                                   Allow Sales?                   Y            Purchase Order   PON            1


                                                   Part Deliver Requisitions?     Y            Stock            STN            8


             Telephone    051 987 4521             Requisition Delivery Code    VAN            Requisition      RQN            1


             Fax Number   051 987 2221             Stop Transfer?                 N


                                                   EDI import/export? N





   STH       South of England                                                                                  Prefix  Next Number


             Standext Office Supplies              Company                     A1              Sales Order      SOS            1


                                                   Profit Centre               STH             Invoice          INS            1


                                                   Earliest Movement                           Credit Note      CNS            1


                                                   Sales Analysis Equivalent      3            Quotation        QTS            1


                                                   Allow Sales?                   Y            Purchase Order   POS            1


                                                   Part Deliver Requisitions?     Y            Stock            STS           18


             Telephone    0628 121212              Requisition Delivery Code    VAN            Requisition      RQS            1


             Fax Number   0628 446116              Stop Transfer?                 N


                                                   EDI import/export? N








                                                       *** End of Report ***
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                                                           UNIT CODES                                  Date  26 Mar 1993    12.15.23





  Group    Unit        Rate            Description





   B10     BOX           10.000000    Box of 10





   B10     ITEM           1.000000    ITEM





   B100    BOX          100.000000    Box of 100





   B100    ITEM           1.000000    ITEM





   B250    BOX          250.000000    Box of 250





   B250    ITEM           1.000000    ITEM





   B250    PKT            2.000000    Packet





   L       ITEM           1.000000    ITEM





   LABR    DAY            7.500000    Day





   LABR    HOUR           1.000000    Hour





   LABR    WEEK          37.500000    Week








                    *** End of Report ***

















