About this manual


Global 3000

Sales Order Processing

Version 4.5


[image: image237.png]


 

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system or transmitted, in any form or by any means, electrical, mechanical, photocopying, recording or otherwise, without the express permission of TIS Software Ltd.

Published by TIS Software Ltd, 75 Farringdon Road, London EC1M 3JY, United Kingdom.

Version 4.5 Reprint

Document reference: Documentation\Master Manuals\Global 3000\4.5\Sales Order Processing Reprint.doc

Manual reference:  MZSMV4.5/20

( TIS Software Ltd 1992 to 1999

Unix( is a trademark of Unix Systems Laboratories, Inc.

C-ISAM and Informix are trademarks of Informix Software, Inc.

All other brand and product names are trademarks or registered trademarks of their respective companies.

About this manual

Global 3000 Sales Order Processing XE "about this manual" 
Global 3000 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.


Global 3000 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.

Structure of this manual XE "Product Maintenance" \t "See Installation & Set-up Manual" 
The first section of this manual is a functional overview of Global 3000 Sales Order Processing. 

This is followed by a Basic Functions Section which explains basic Global 3000 function key usage. 

The structure of the next four sections reflects the menu structure of the Global 3000 Sales Order Processing module. Each of these sections corresponds to an entry on the main Sales Order Processing menu. (The Product Maintenance option is documented in the Global 3000  Installation and Set-up Manual.)

Section Seven provides printed examples of the standard reports which are provided by Global 3000 Sales Order Processing.

Appendix A describes how to set up ‘schema’ files for on-line credit card processing.

There is a full table of contents overleaf, and a summary one at the beginning of each section. There is a full index 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. 

Installation & Setup Manual
This manual is designed to be used in conjunction with the Global 3000 Installation & Setup Manual which contains:

· An introduction to the Global 3000 range of software.


· Detailed instructions for installing and setting up Sales Order Processing for the first time.


· A tutorial to enable new users to familiarise themselves with the basic features of Global 3000.


· Full details of Product Maintenance.


· Full details of the system parameters which are shared by more than one Global 3000 module; i.e. the Company Parameters, Administration Parameters and the Distribution Parameters.

Conventions used in this manual XE "conventions used in this manual" 
Sections Three to Six provide 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 the ( sign.


The use of the word ‘enter’ means that you should press the 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 keys separately, the key names are enclosed in separate angle brackets, e.g. <F4><F2>.
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Overview

Introduction  XE "overview" \r "Overview" 
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.

Integration XE "Debtors Ledger" 

 XE "Debtors Ledger" \t "See also Debtors Ledger Manual" 
The following Global 3000 modules are used in conjunction with Sales Order Processing:

· Debtors Ledger, which contains the customer accounts against which orders are to be entered and invoiced.

 XE "General Ledger" 

 XE "General Ledger" \t "See also General Ledger Manual" 
· General Ledger, which receives postings for invoices and stock issues.

 XE "Stock Control" 

 XE "Stock Control" \t "See also Stock Control Manual" 
· Stock Control, which maintains the stock balances at each location and provides batch tracking and serial numbering facilities.

xe "Product Maintenance"
· Product Maintenance, which is an integral part of Sales Order Processing. It provides all the distribution modules with a central record of product, unit, location and related details. 

 XE "Sales Analysis" 

 XE "Sales Analysis" \t "See also Sales Analysis Manual" 
The following further Global 3000 modules can optionally be used in conjunction with Sales Order Processing:

· Sales Analysis, which 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 provided.

 XE "Sales History" 

 XE "Sales History" \t "See also Sales History Manual" 
· Sales History, which 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.

 XE "EDI" 

 XE "EDI" \t "See also EDI Manual" 
· Electronic Data Interchange (EDI), which enables commercial documents such as orders, invoices and acknowledgements 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 is still available, and a combination of both methods can be used. EDI can also be used for internal purposes, such as uploading sales orders entered on a laptop onto the main system.

 XE "Purchase Order Processing" 

 XE "Purchase Order Processing" \t "See also POP Manual" 
· Purchase Order Processing, which allows stock to be replenished and links with Sales Order Processing to provide direct deliveries from supplier to customer, back to back orders, and allocation against existing purchase orders.

 XE "Landed Costs" 

 XE "Landed Costs" \t "See also Landed Costs Manual" 
· Landed Costs, which allows stock to be replenished from shipments. It can assign stock receipts to sales orders via the Global 3000 stock queue.

 XE "Organiser" 

 XE "Organiser" \t "See also Organiser Manual" 

 XE "Notepad" 
· Organiser, which can keep a notepad of sales calls, scheduling future calls for each salesperson and linking into Sales Order Processing when a telephone call gives rise to an order or quotation.

 XE "Intrastat" 

 XE "Intrastat" \t "See also Intrastat Manual" 
· Intrastat, which 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 from larger VAT registered businesses whose intra-EC trade in goods exceeds the annually set threshold.


All other Global 3000 modules can be used along with Sales Order Processing although they do not integrate with it directly. 

Order types XE “orders:types" 

 XE "types of orders" 

 XE "normal order:overview" 
The following types of transaction can be entered into the Sales Order Processing system:

· Normal orders, for delivery as soon as possible or at a fixed future date. If an order has a required delivery date more than a pre‑set number of days in the future, it is treated as a forward order and stock is not allocated at the time the order is entered.

 XE "back to back:overview" 
· Back to back orders, which are orders on which stock for all lines is automatically requested from the appropriate supply system of the product.

 XE "direct orders:overview" 
· Direct orders, which are orders which are to be despatched directly from your supplier rather than from stock.

 XE “repeating orders:overview" 
· Repeating orders, which are to be repeated at regular intervals. A copy of the order is automatically created for each repetition shortly before the required delivery date, and changes can be made at this point if required.
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Figure 1: Global 3000 Environment

 XE "scheduled orders:overview" 
· Scheduled orders, which are orders covering multiple deliveries of products for which the schedule of customer requirements is fairly firmly established. On such orders, a list of required dates and quantities is requested during line entry in place of the usual quantity and required date prompts.

 XE "call-offs:overview" 
· Call-off orders, which are orders where a customer wants to order a large quantity of a product, for example to take advantage of a quantity discount, but needs the flexibility of being able to call up and ask for delivery of parts of the agreed quantity as and when they require. On such orders, a call-off total and schedule of required dates and quantities is requested during line entry in place of the usual required date and quantity prompts. 

 XE "quotations:overview" 
· Quotations, which create printed price quotations without reserving stock. If the customer later takes up a quotation it can be converted to an order. An order can also be converted to a quotation; this is sometimes necessary when a customer gives the order details over the telephone and then decides not to proceed immediately.

 XE "invoice:overview" 

 XE "invoice" \t "See also invoicing" 
· Invoices, which bypass the normal cycle of order entry, delivery note printing and delivery confirmation, creating invoices directly and issuing the appropriate stock.

 XE "credit notes:overview" 
· Credit notes, which may relate to returned or damaged goods or to overcharges on previous invoices. They can optionally return goods into stock and can record the reasons for credit for subsequent quality control analysis. 

Change type XE “orders:types:change" 

 XE "types of orders" 
It is possible to convert an order of one type into an order of another type as follows:

· Normal orders which have not been picked or invoiced can be converted to quotations, repeating orders or direct orders.


· Quotations can be converted into normal, repeating or direct orders.


· Repeating orders can be converted into quotations or normal or direct orders.


· Direct orders can be converted into quotations or normal or repeating orders.

Order structure XE “orders:structure" 
An order consists of an order header covering the customer and delivery details and order lines for the product details. 


It is possible to attach comments to individual order lines or to the start or end of the order. These comments can extend over several lines and can be external, for printing on the customer documents, or internal, for screen display only.

 XE "descriptions, product" 

 XE "products:descriptions" 

 XE “descriptions, product" 
Each product has a description of up to 30 characters which appears on windows and reports throughout the system, and it can also have a long description extending over a number of lines. This is printed on  customer documents and can be used to give an extended specification of the product or a quality conformance report.


The above structure applies to quotations, invoices and credit notes as well as to orders, except that part delivery applies only to orders.


It is also possible to attach a schedule or call-off table to an individual order line.

Order Processing Cycle

Order entry XE “orders:processing cycle" 
The cycle starts with the entry of an order into the system, which can be done in the following ways:

· By typing the order in directly.


· By copying and amending an existing order.


· By converting it from an order of a different type. For example the operator can convert a previously entered quotation into a normal order.


· By automatic creation of a new copy of a repeating order shortly before the next required delivery date.

 XE "importing sales orders" 

 XE "EDI:import sales orders" 

 XE "orders:import" 
· If Global 3000 EDI is in use, by importing it through the EDI Sales Order Imports option.

EDI imports 
The EDI Sales Order Imports option provides translation facilities for substituting you in-house account, product and other codes and descriptions for those of your customers. The import program also performs extensive validity checks on imported orders. Sales orders which are successfully imported via EDI are indistinguishable from conventionally entered sales orders. 

 XE "errors:imported orders" 

 XE "fail codes" 
However if an error arises during the import process the sales order is marked with an error status and is inactive within SOP until the error is resolved; for example, sales orders with an EDI error status cannot be picked, despatched or have delivery notes printed etc. They can, however, be printed in reports and they appear in Enquiries.


The import program records a fail code on the EDI import batch for each error encountered. These can be examined via the EDI enquiries option, and the appropriate corrective action can be decided upon. 

 XE "importing sales orders" 

 XE "EDI:import sales orders" 

 XE "orders:import" 
When the operator selects an order with an EDI error status for amendment in Sales Order Entry, the sales order is re-imported from EDI, and the operator is automatically prompted for missing or invalid details.

EDI export XE "exporting:sales orders" 

 XE "EDI:export sales orders" 

 XE "orders:export" s
If Global 3000 EDI is in use, sales orders entered off-site, on a laptop for example, can be exported via the Export Sales Orders option in Order Reporting. They can then be imported into the main system via the EDI Import Sales Orders option.

Stock allocation
Stock is allocated to the order line. The mechanism for this depends on whether pooled stock handling or queued stock handling is in operation; see Global 3000 Stock Management below.


If an order has been fully allocated it becomes eligible for picking and delivery. If it has been only partly allocated, there are options to determine whether part deliveries are to be made. These are described later.

Picking XE "picking list:overview" 
Picking can be done from a bulk picking list or from the delivery notes or from a plain paper copy of the delivery notes. These documents can be printed as often as required ‑ typically once or twice a day ‑ and include all eligible orders up to a given delivery date. There is also an option to print immediate delivery notes as each order is entered. If picking has been done from a bulk picking list or plain paper delivery notes, the real delivery notes can be printed either before or after despatch confirmation.

Despatch confirmation XE "despatch confirmation:overview" 
Despatch Confirmation records the issue of stock and allows the picked quantities to be changed; for example, if the computer’s record of the available stock differs from the actual stock for some reason. If delivery notes are printed after confirmation they will reflect any such changes. It is also possible to print delivery notes before confirmation and automatically reprint any with changed quantities. 


Confirmation can also be done after the physical delivery to the customer, working from a signed delivery note, but in this case any changes in picked quantities will have to be marked on the delivery notes by hand.

 XE "batch tracking:overview" 

 XE "serial numbers:overview" 
If the stock is batch traceable or serial numbered, the details of the items used are usually entered during despatch confirmation. Depending on system parameter settings, batch numbers default to the recommendations printed on the picking list.

Invoicing XE "invoicing:overview" 
Once delivery has been confirmed the goods become eligible for invoicing. There are options to determine whether:

· Part deliveries are invoiced individually or only on completion of the entire order. 


· Whether several invoices for the same customer can be combined onto a single invoice document.


During invoicing, there are options to:

· Exclude goods despatched after an entered date.


· Restrict the invoicing to a selected customer, order number, sales representative, or territory.


The invoicing process creates the printed invoice, updates the sales analysis figures, and posts the customer’s account in the Debtors Ledger and the sales accounts in the General Ledger.


If Global 3000 EDI is in use, invoices can be exported via EDI, either instead of, or in addition to printing. Whether invoices are printed, or exported, or both, can be specified for each customer in Debtors Ledger, or just for those customers which differ from the norm.


After an order has been fully invoiced it remains on the order file for enquiry purposes. The number of months for which orders are to be retained is set as a system parameter. A purge is run periodically to remove such orders, and this also removes quotations that have been outstanding for more than a pre‑set number of days.

Features of Order Entry 

Telesales XE "telesales:overview"  facilities XE "order entry:overview of features" 
Global 3000 can increase the speed and effectiveness of telesales operations, both when canvassing for orders and when responding to telephone enquiries:

· There is a flexible entry sequence for the details of a sales order, to fit in with the telephone dialogue; for example the order lines can be entered either before or after the delivery address and other customer details.

 XE "quotation accounts" 
· Where large numbers of calls are taken from new customers, quotations can be entered against special quotation accounts. If the customer accepts the quotation it can be rapidly converted into a sales order. At this point the operator is prompted for the customer’s details and can choose to select an existing account or to create a new one. Once created, the order can be converted back into a quotation under the new/existing account if required. Quotation accounts are defined in Customer Maintenance in Debtors Ledger.

 XE “customers:quick creation" 
· There is also a ‘quick customer creation’ function for setting up accounts quickly using a quotation account as a template. The operator is prompted for the account name, address, contact and tax registration details only.

 XE “customers:lookup" 

 XE "lookup:customer" 
· When searching for existing customers, the operator can search in any of the following sequences: account code, name, currency, and either of two lookup codes. These are defined in Debtors Ledger. They can be configured to be set automatically to the customer’s postcode, contact name, or telephone or fax number. Alternatively they can be entered manually in Customer Maintenance. When Global 3000 EDI is in use, the second lookup code is used for the external EDI account code.


· There is immediate access to comprehensive enquiries at any point during order entry. The operator can see previous orders and outstanding quotations for the customer to check products and prices, check stock availability for alternate locations and products, and see outstanding purchase orders, and alternate price lists and quantity breaks when negotiating prices.


· An order can be converted into a quotation after the lines have been entered if the customer decides not to proceed immediately. The outstanding quotation can then be followed up and converted back to an order if the sale is made.

 XE "profit margin:checking in telesales" 
· The profit margin for each order line can be checked against acceptable lower and upper limits for the product group (the upper limit can be useful in catching errors in pricing and units). 

 XE "credit checking:telesales" 
· The customer’s credit status can be checked during order entry. This can include checks for a stopped account, over credit limit, or overdue invoices on the account.

Payment by credit card XE "credit card payments:overview" 
When customers pay by credit card, their card details are recorded on the sales order. More than one card can be used for a single order.


At regular intervals, typically hourly or daily, credit card details are exported to a third party application for on-line authorisation by card issuers. The response and authorisation or rejection codes that are returned are automatically recorded against the credit card details on the sales order. Authorisation codes can also be entered manually. There is no facility for immediate validation of credit card details during Order Entry.


A ‘Voice Referral’ option lists submissions for authorisation which were returned with a ‘voice referral’ or rejected status. The operator can work through the list entering authorisation details or marking cards as invalid as necessary. An enquiry option is available to display details of prior usage of any card.


Despatch of goods is not permitted until all card details have been authorised. When a transaction is invoiced, payment submissions are automatically transmitted to the card issuer for payment. An invoice and an allocated payment for each credit card used are posted to Debtors Ledger.

Cash sales XE "cash sales"  & trade counter operations XE "trade counter operations" 
Global 3000 provides the following features to cater for cash sales and trade counter operations:

· Immediate delivery note printing on completion of an order.


· Immediate invoice printing on completion of an invoice.


· Immediate acknowledgements, quotations, delivery labels and credit notes.

Acknowledgements  XE "acknowledgements:overview" 
Order acknowledgements can be printed if required. There is a system option to say whether acknowledgements are needed; this can be overridden for an individual customer, and for an individual order. 


Acknowledgements are printed in batches from time to time. They are not automatically reprinted if the order details are changed, but a reprint can be requested explicitly if needed.


If Global 3000 EDI is in use, acknowledgements can be exported via EDI, either instead of, or in addition to printing. Whether acknowledgements are printed, or exported, or both, can be specified for each customer in Debtors Ledger, or just for those customers which differ from the norm.

Credit control XE "credit checking:overview" 
The customer’s credit position can be checked as the order is entered and as it progresses through the delivery cycle; the order can be placed on hold if there is a credit problem and is released automatically once the problem is cleared.


A number of credit checks can be applied: 

· The credit limit for the account can be checked against the account balance, optionally including the value of the current order and any other outstanding uninvoiced orders. If the credit limit on the account is zero, no checking is done.


· The account can be placed on stop by the accounts department if there is a serious credit problem. This prevents any new orders being entered against the account and places any existing orders on hold. The stop must be manually cleared from the account before orders can proceed.


If a credit problem is found at the start of an order, the system can be set to react either by:

· Placing the order on hold without informing the operator; the order can be entered as normal but no delivery documents are produced until the problem is cleared.


· Informing the operator and giving a choice of abandoning the order, entering it but leaving it on hold, overriding the hold so that delivery can proceed, or displaying the account balance and transactions so that an informed decision can be made. Overrides are listed on the override audit report.


Held orders are released automatically when the problem is cleared as a result of receiving a payment or manually clearing a stop or authorising a new account. This is optionally done when the automatic allocation process is run. This process also holds any existing orders for accounts that have become over-limit, overdue or stopped since the orders were entered. A report is printed to show orders held and released.


Orders can also be held and released manually from within Order Entry. A manual override is shown on the override audit report. Orders which are held manually have to be released manually. They are not released by Automatic Allocation.


SOP can optionally be configured to free up any stock allocated to an order when it is held.


There are enquiries and reports to show held orders so that credit problems can be followed up.

Profit margins XE “profit margin:overview” 
There is a system option to show profit margins during order entry, both for individual order lines and for the order as a whole. If this option is not selected, the order entry operator cannot see any cost or profit details.


There is also an option to check the profit margin on each line during order entry against acceptable lower and upper limits set for the product group. 

Document numbering xe “document numbers:overview” 

 xe “numbering of transactions:overview” 

 XE “orders:numbers” 
Orders can be numbered either manually or automatically; there is a system option to select completely automatic numbering, or automatic numbering with manual override, or completely manual numbering. The order number can be up to eight characters in length and this can include a prefix of up to four characters placed at the front of the automatically generated number; for example ORD00123. 


Automatic order numbers can be allocated centrally or for each location, in which case each location can have its own prefix. The starting numbers and prefixes are set when the system is installed and can be changed from time to time if necessary.


The order number is allocated when the order is started, and is not re-used if the order is abandoned. Any such wasted order numbers are shown on the override audit report and the new order report which provide a complete register of order numbers.

 XE “invoice:numbers” 

 XE “credit notes:numbers” 
Invoice and credit note numbers are always generated automatically; they each have their own range of numbers and their own prefix. The numbers can be allocated centrally or at each location in the same way as order numbers.

 XE “quotations:numbers” 
Quotations can be allocated references independently of sales orders. If automatic sales order numbering is in force, quotations are then allocated a sales order reference when they are converted into a sales order. Alternatively, quotations can be numbered in the same way as orders, so that they can be converted to and from orders without changing the number.

 XE “acknowledgements:numbers” 
Acknowledgements carry the order number, and delivery notes have the order number followed by a suffix which denotes the delivery number for the order; for example ORD00123/002.

Product XE “products:codes, overview” 

 XE “products:lookup”  codes & enquiries
Product details for a particular product are referenced by a unique product code of up to 15 characters. It can be any combination of letters, numbers and spaces.  Lower case letters are automatically converted to upper case.


There are extensive search facilities (referred to as Enquiries) throughout all the Global 3000 modules: in most places where information is to be entered there is some sort of enquiry immediately available.

 XE “lookup:products” 
A lookup code can be set on each product for use in enquiries. The lookup can be set to default in four possible ways - determined by a System Parameter.


During order entry there are further searches available, showing previous orders for the customer, other products with the same enquiry reference as the current product, and price and discount details.

Locations XE “locations:multiple, overview” 

 XE “multiple locations, overview” 

 XE “warehouse” \t “See location” 
The system can process orders against multiple locations. Each location is identified by a code of up to four characters. Usually a location will be a warehouse. However it could also be, for example, an engineer’s van or an area within a warehouse reserved for inspection or for damaged goods. 


An indicator can be set to prevent sales orders being entered against a location, for example if it is used for holding stock pending inspection.

 XE “analysis location” 

 XE “despatch location” 
Each order is associated with a single selling location, known as the analysis location. The revenue and cost of sale for the order are attributed to the general ledger accounts associated with that location. The order is also associated with a stock location, known as the despatch location. This can be different to the analysis location. Some or all of the order’s lines can be delivered from an alternate despatch location if the system is set up to allow this. This is typically done when there is insufficient stock in the stock location. 

 XE "locations:primary" 

 XE "primary location" 
If in the majority of cases stock of a product is only held at a single location, this location can be defined as the product’s primary location. When an order line is entered for the product, the line’s despatch location defaults to the product’s primary location.

 XE “locations:alternate” 

 XE "alternate locations" 

 XE “delivery notes:multi-location orders” 
If order lines are taken from an alternate despatch location a separate delivery note can be printed at that location so that the goods can be delivered directly from there to the customer. Alternatively a single delivery note can be printed at the selling location so that the order can be assembled there and delivered in one shipment. In the latter case details of the transfer are printed for the alternate location when the bulk picking list is printed for the selling location.

Delivery addresses XE “delivery address:overview” 

 XE “address:delivery” 
Multiple delivery addresses can be held for each customer account. These are set up in Debtors Ledger and are identified by a four-character code. A search of delivery addresses for the customer is provided during order entry.


Special one-off delivery addresses can also be entered for individual orders; this is typically done when delivering to the customer’s own customer site.


The delivery instructions can be set for each account. This text can be changed for an individual order if required.

Delivery labels XE "labels:overview" 
Delivery labels can be printed after the relevant order or order line has appeared on a Picking List. They can be printed in bulk through the Label Print option, or if allowed through system parameters, they can be printed for specific orders during order entry.


The number of delivery labels that are required is specified on the order header. There are options to print a fixed number of labels per order, or to print the number of labels specified for each product (optionally dependent on the quantity being delivered).

 XE "carton handling" 

xe "part full carton fraction"

xe "mixed packing cartons"
Alternatively, if carton handling is in use, several products can be packed in a carton and a specified number of labels can be printed for each carton, or for each product showing the carton number. SOP calculates the packing carton requirements for each delivery and print labels accordingly. A ‘part full carton fraction’ is defined in system parameters which enables SOP to determine the contents of mixed packing cartons; i.e. those containing more than one product.


When printing labels for a specific order, or printing directly from Order Entry, the operator can override the label requirement setting on the order header and print a specified number of labels. This option is useful, for example, when extra labels are required for an order.


There are three standard label layouts:

· A two column, seven line format, showing the customer’s name, address and postcode.


· A one column, nine line format, showing the above details plus the order number and delivery note suffix, and the customer order reference.


· A one column, twelve line format, showing the above details plus the product code and description, carton number, and batch and serial numbers. 

Delivery charges XE "delivery charges" 
There are a number of ways that delivery charges can be recorded on sales orders:

· The operator can manually add an ‘extra-type’ product to the order to cover any delivery charges.


· SOP can automatically add a product (usually an extra-type) to each order for specified customers to cover any delivery charges. This is achieved by specifying a product for all affected customers in Debtors Ledger. SOP can optionally ask the operator for confirmation before adding the charge to the order. If necessary the operator can manually cancel the charge.

 XE "negotiated discounts" 
· A negative negotiated discount can be used to apply a surcharge to cover delivery charges to all  lines on an order. When this option is used, the option to automatically add a product to all orders described in the previous point, can be used to add a ‘comment-type’ product to the order. This can state, for example, that all lines automatically include a surcharge for delivery charges.

Multi-currency operation

Currencies XE "exchange rates" \r "Currencies" 

 XE "currencies" \r "Currencies" 

 XE "multi-currency operation" \r “Currencies" 
Global 3000 offers full multi-currency handling, with any number of currencies being supported. Currencies and exchange rates are defined centrally via Administration Parameters for use by all Global 3000 modules.

 XE "decimal precision of currencies" 

 XE "currencies:decimal precision" 
Each currency is allocated a three character code, a 20 character description, the symbol to be printed on reports, and its decimal precision. The decimal precision feature distinguishes currencies which have:

· Two decimal places, such as the UK pound.

 XE "escudo" 
· One decimal place, such as the Portuguese escudo.

 XE "lire" 
· No decimal places, such as the Italian lire.


Values in a currency with a decimal precision of less than two appear on the screen and in reports with two decimal places, with any unused decimal places set to zero. When prompted for an amount in the currency, the operator cannot enter a value with more non-zero decimal places than are allowed for the currency. 

 XE "master currencies" \r "Currencies" 

 XE "sub-currencies" \r "Currencies" 
A currency can be defined as a ‘master currency’. 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, so new fixed rates can be defined.

 XE "spot rates" 

 XE "cross rates" 
· 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. (However Global 3000 does allow the entry of a cross rate between a sub-currency and an independent currency for a specific transaction. Global 3000 respects the fixed rate between the sub-currency and the master currency, and derives a spot rate for the floating rate between the independent currency and the master currency.)


· When converting 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 in 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.

*
When converting values of 1000 billion (US) and more, Global 3000 can only maintain three places of precision.

Exchange rate tables XE "exchange rate tables" 

 XE "house exchange rate table" 

 XE "tax:exchange rate table" 

 XE "tax:exchange rate table" \t "See also Installation & Set-up Manual" 
Global 3000 enables several exchange rate tables to be defined, if necessary. One table can be used to define Customs and Excise approved rates and another for the standard in-house exchange rates. The table to be used for house exchange rates in Debtors Ledger and Sales Order Processing is defined in Debtors Ledger System Parameters.


For each exchange rate table, the rates to be used for converting from one currency to another are defined. Exchange rates are held with six decimal places. A start and expiry date can be defined for each rate. This enables a complete exchange rate history to be maintained.

 XE "withdrawal of sub-currency" 
While a currency is defined as a sub-currency, the only exchange rates that can be defined for it are those between it and its master currency. If a sub-currency withdraws from its master currency, this is indicated by setting the expiry date accordingly.

Operating currencies XE "base currency" 

 XE "foreign currencies" 

 XE "foreign currencies" \t "See also currencies" 
The operating currency of each Global 3000 company is defined when it is set up. This is referred to as the company ‘base currency’. Currencies which differ from the relevant company’s base currency are referred to in this manual as ‘foreign currencies’.

 XE "currencies:customers" 

 XE "account currencies" 

 XE "customers:currencies" 
The principal operating currency of each account is defined in Debtors Ledger, and is referred to as the ‘account currency’. This is the currency in which the customer’s credit limits are held and its balances are displayed and printed, and in which sales orders for the customer are entered.

Foreign currency orders
Sales orders can be processed in different currencies. The customer’s account currency determines the currency to be used for the order. All product prices and order values are entered and shown in this currency.


Price lists can be held in multiple currencies if required. When entering a foreign currency sales order, Sales Order Processing automatically selects the price in the correct currency from the selected price list. Foreign language product descriptions can be held on foreign currency price lists.


Stock is always valued in the company’s base currency and the appropriate conversions are done when checking profit margins or calculating cost‑plus prices.

 XE "currencies:postings" 

 XE "Debtors Ledger:postings to" 

 XE "currencies:codes" \t "See Installation & Set-up Manual" 

 XE "General Ledger:postings to" 
The sales value of foreign currency orders is posted to Debtors Ledger in the foreign currency and is converted to base currency for posting to General Ledger. The base currency value is calculated using the house exchange rates in force on the invoice date. If the option to amend transactions in Debtors Ledger is in use, as long as they are not fixed, the house exchange rates can be overridden for specific transactions in Debtors Ledger. This can be done by entering a transaction-specific spot rate or a specific value in base currency. 


Any exchange gain or loss caused by exchange rate movements between the invoice date and the payment date is accounted for when the payment is posted in Debtors Ledger. If Cash Manager is in use, the realisation of the exchange gain or loss can be deferred under certain circumstances until the actual value of the payment is confirmed in Cash Manager. 

Stock Allocation

Stock balances XE “stock balances:overview” 

 XE “stock allocation:overview” 

 XE “book stock” 

 XE “Purchase Order Processing” 
Stock Control maintains the following stock balances for each product in each location:

· Book stock, which is the physical stock of the product in the location. This is increased when goods are received into stock by a goods receipt transaction in Purchase Order Processing or returned by a credit note in Sales Order Processing. It is decreased when goods are issued by a delivery confirmation or an invoice in Sales Order Processing. The book stock is also affected by various transactions in the Stock Control system; see the Stock Control manual for details of these.

 XE “allocated:stock” 
· Allocated stock, which is the stock allocated to sales orders but not yet issued by despatch confirmation. The difference between book stock and allocated and restricted stock is known as free stock or available stock. For queued products, the free stock is also reduced by the minimum stock level.

 XE “restricted stock” 

 XE “requires inspection” 

 XE “quarantined stock” 

 XE “inspection of goods” 
· Restricted stock, which is stock in quarantine or stock that requires inspection, and thus not available for issue. Only batch tracked stock can be restricted. When a batch of goods is received into stock, it can automatically assume a status of ‘Requires Inspection’ or it can be marked manually as status ‘Quarantined’. Stock Adjustments allows the status to be manually reset to release restricted stock for issue.

 XE “batch tracking:expiry date” 

 XE “expiry date” 
A batch expiry date can be associated with a batch. This expiry date is checked at various points and, if necessary, the batch status is automatically changed to Requires Inspection. The stock in that batch cannot then be shipped until the expiry date and batch status are reset using Stock Adjustments.

 XE “free stock” 
· Free stock is the difference between book stock and allocated and restricted stock. For queued products, the free stock is also reduced by the minimum stock level. Free stock is also known as available stock.


There is an option to allow stock to be over‑allocated during sales order entry, making the free stock negative. This facility can be useful for fast-moving stock lines where goods are received frequently and stock is expected to be available soon. The delivery note can then be printed ready for picking as soon as the goods arrive. However book stock is not normally allowed to become negative so items cannot be issued until their receipt has been recorded.


See the Stock Control manual for details of when free stock is allowed to become negative.

 XE “back ordered stock” 
· Back ordered stock, which is the stock that has been back ordered against sales orders because there was insufficient free stock at the time the orders were entered.

 XE “forward ordered stock” 
· Forward ordered stock, which is the stock on forward orders that is not yet eligible for allocation.

 XE “purchase ordered stock” 
· Purchase ordered stock, which is the stock on purchase orders that has not yet been received into stock by a goods receipt transaction in Purchase Order Processing.

Batch tracking XE "batch tracking:overview" 

 XE "quality systems" 

 XE "BS5750 quality systems" 
Global 3000 provides full batch tracking facilities to meet the needs of organisations operating BS5750 quality systems. The Stock Control manual explains these facilities in detail.


When stock is issued or moved, details of the batch it has been taken from must be entered.


Where it is crucial that stock is issued to a sales order line from a specific batch, the batch number can be reserved during sales order entry. For example, when you need to ensure that goods which have been manufactured to specification are delivered to the right customer.


A complete history of all movements is kept, for a period specified in the system parameters ‑ this period can (and usually will) be longer than for non-batch tracked products.


If a problem is reported with a batch, a report can be printed detailing all receipts and issues for that batch, including transfers.


During delivery confirmation the batch details can be entered directly, or a list of available batches can be displayed and one or more selected. 

 XE "direct orders:& batch tracking" 
Batch-tracked products cannot be direct ordered.

Serial numbers XE "serial numbers:overview" 
Global 3000 can keep track of serial numbered products. Serial numbers can be entered when goods are received or issued so that a record of the serial numbers in stock is maintained. For high volume serialised products, serial numbers can be presented in ranges on key documents.


Serial numbers can be up to 16 characters long. Duplicate serial numbers for a single product are not allowed, even in different locations. A 30 character narrative can be held for each serial number.


When goods are returned by a credit note they are checked to have been issued, although the issue need not be from the same location. Serialised goods that are received and already known by the system, but marked as issued can be entered when processing a credit note in Order Entry. 


Each serial numbered item carries the purchase order number on which it was received and the sales order number on which it was issued. Stock enquiries provide a trace in both directions between the purchase order and the sales orders.


The serial numbers that have been issued are usually entered during delivery confirmation, and a display of the serial numbers available in stock is provided to select from. There can be any number of serialised items on a single order line. 

 xe “delivery notes:printing serial numbers on" 

 XE "serial numbers:printing on delivery notes" 
Delivery notes can be reprinted automatically to include the serial numbers entered during delivery confirmation. 

 XE "direct orders:& serial numbers" 
Serial numbered products cannot be direct ordered.

Global 3000 Stock Management

 XE "stock management, overview" 

 XE "Stock Control" 

 XE "Purchase Order Processing" 

 XE "Landed Costs" 
Global 3000 Distribution Software provides comprehensive facilities for controlling stock flow using sophisticated yet essentially simple monitoring of supply and demand in the user’s business. The Global 3000 Sales Order Processing Module operates as a demand system generating requests for supply which can be serviced through Global 3000 Purchase Order Processing, Landed Costs, or Stock Control.


Close monitoring of supply and demand allows warehouse stock levels to be kept to a suitable minimum for each product. As each demand is placed, it is automatically identified either as requiring a specific source of supply or as contributing to the general level of stock required at the ordering location.


Global 3000 Distribution software provides two distinct methods of stock handling, known as pooled and queued.

 XE "pooled stock handling:overview" 

 XE "pooled stock handling" \t "See also stock pool manager" 
Pooled stock handling operates by allocating stock to demands from the pool of free stock in the warehouse. The action that is taken when there is insufficient stock to meet the requirement can be specified in System Parameters.

 XE "queued stock handling:overview" 

 XE "queued stock handling" \t "See also stock queue manager" 
Queued stock handling is the supply-specific mechanism. A demand requiring queued stock management can be met in three different ways:

· By allocating stock already available.


· By reserving stock on order, for allocation on arrival.

· By placing a request to order stock to meet the requirement with a system supplying the product.

 XE "stock handling method" 
The stock handling method to be used is a parameter of the product being ordered. However this can be overridden when an order line is placed in that a queued order can be placed for a product which is normally pooled. Each product has a normal supply system. A table of available supply systems is set up as part of System Parameters. For each system, the table holds details of the services provided and a default lead time for supplies.

Required dates XE "required date:overview" 
Global 3000 Stock Management controls the flow of supply and demand on the basis of required dates specified on a per order or per order line basis. The system uses these dates as follows:

· If the required date held for an order line is blank, the required date from the order header is used.


· For queued demands, the required date must be recorded on the order line. When such a line is first recorded, the line date defaults to that on the order header. 

Lead times XE "lead times:overview" 

 XE “forward order lead times" 
Global 3000 uses a number of different lead times to determine when specific actions need to be taken to ensure that the required dates on demands are met. These are:

· Forward order lead time for pooled lines. This is specified as a number of days in SOP System Parameters. It is subtracted from the required date on a pooled demand to determine the date on which stock needs to be allocated to meet that demand. Allocating stock increases the level of ordered stock at a location and reduces the level of free stock. It does not earmark specific goods to meet a demand. This lead time is used to avoid tying up stock for unnecessarily lengthy periods of time.


· Forward order lead time for queued lines. This is also specified as a number of days in SOP System Parameters. It is subtracted from the required date on a queued demand to determine the first date on which stock will be allocated to the demand, or a request will be placed on the stock queue. The action depends on the automatic queue action in operation, see Procurement Sequence, page 34.

 XE "allocation" \t "See also automatic allocation, manual allocation" 

 XE “allocation lead time" 
· Allocation lead time. For queued products this determines how many days before the required date stock is allocated to requests that have not been converted to reservations. For pooled products, the allocation lead time is the same as the forward order lead time.

 XE "picking lead time" 
· Picking lead time. This is the time it takes to pick, pack and post an order. It is a company parameter and is used in conjunction with the supply lead time to determine the date by which goods need to be on order in the supply system to meet the required date. The required date less the picking lead time gives the earliest date on which the demand should be seen on a picking list and the last date by which stock must be available to pick.

 XE "supply lead time" 
· Supply lead time. This is the time it takes the normal supply system of a product to make goods available for picking. The supply lead time and the picking lead time are subtracted from the required date to give the ‘reserve by’ date. This is the date by which stock must be ordered to meet the required date.

 XE "supplier lead time" 
· Supplier lead time. This is the time it takes a specific source of supply to order, receive, inspect/QA goods and make them available for picking. In theory, a supply lead time is the same as the supplier lead time for the normal source of the product.


Often, however, the supply lead time is made longer to allow for time between placing of Purchase Orders.

Pooled stock management XE "pooled stock handling:overview" 

 XE "supply chain management" 

 XE "just in time (JIT)" 

Demands requiring pooled stock management are treated as forward if the required date on the demand is later than today’s date plus the demand system allocation lead time. Forward demands are reviewed each time the demand system’s automatic allocation procedure is run to check for demands which have become current. Current demands have stock allocated to them if sufficient free stock is available. When there is insufficient free stock, the demand is either back-ordered or over-allocated against a general stock pool which is replenished via stock control on a regular basis. The advantage of this kind of operation is that it is easy to operate and can significantly reduce the work involved in maintaining sufficient supplies. The disadvantage is that it does not minimise stock on the floor and cannot be used to provide ‘Just in Time’ (JIT) or ‘supply chain’ management. 

Queued stock XE "queued stock handling:overview"  management
Demands requiring queued stock management can be met in three different ways. Stock already available can be allocated to the demand, stock on order can be reserved for allocation to the demand when it arrives, or a request to order stock to meet the demand can be placed with a system supplying the product. The automatic action taken to procure stock to meet a demand is controlled by parameters at product level which can be overridden at the point of order entry.

Procurement sequence XE "procurement sequence" 

 XE "needed by date" 
The procurement sequence for queued demands can be one of the following:

· Allocate as much as possible from free stock; then reserve any stock on order due to arrive before the allocation date (known in queued stock handling as the ‘needed by’ date); then add a request to order any quantity outstanding.


· Reserve any stock on order due to arrive before the allocation date; then allocate as much as possible from free stock; then add a request to order any quantity outstanding.


· Raise a single request covering the demand to be actioned by the appropriate supply system.








Figure 2: Queued Stock Allocation Lead Times XE “lead times” 
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Figure 3: Pooled Stock Allocation Lead Times


· Reserve any stock on order due to arrive before the allocation date; then allocate as much as possible from free stock; then add a request to order any quantity outstanding.


· Raise a single request covering the demand to be actioned by the appropriate supply system.

Dates for queued lines
The dates for processing queued lines are calculated as follows:

· The date on which a request needs to be added to the stock queue is determined by subtracting the forward order lead time for queued products from the required date on the demand.

  XE "pick date:queued lines" 
· The date on which the goods need to be available for picking (the ‘pick’ date) is determined by subtracting the company picking lead time from the required date on the demand.

 XE "needed by date" 
· The allocation date (known as the ‘needed by’ date) is calculated by subtracting the allocation lead time from the required date. If the ‘allocation lead time for queued products’ is zero the allocation date and the pick date are the same.

 XE "reserve by date" 
· The ‘reserve by’ date (the last date by which a request must be actioned by the product’s supply system to meet the demand) is given by subtracting the supplier lead time from the picking date.


These dates control how and when stock queue entries for demands are actioned.

Sources of supply XE "supply source (system):overview" 

 XE "source of supply" \t "See supply souce" 
A normal supply system and source within that system can be set up for each product along with a product lead time for the source and whether or not demands for the product should only raise requests or should allow reservation against expected stock on order. A system table lists valid supply systems, whether or not they can honour both reservations and requests or just requests, and a general supply lead time to be used when processing requests for products for which no specific supply lead time is provided.

Just in time (JIT) XE "just in time (JIT)"  ordering
Setting a minimum stock level of zero for a queued product automatically brings into force JIT ordering for that product; i.e. stock is allocated for use by a demand system as late as possible.

 XE "Purchase Order Processing:interaction with SOP" 
JIT Ordering in Global 3000 is best illustrated by the interaction of Global 3000 Sales Order Processing and Purchase Order Processing. For products for which JIT ordering is in force, a request to purchase is put into the stock queue for each sales order line. The operator can then browse the stock queue for such requests in Purchase Order Entry. On the last date on which purchases must be ordered to meet the customer’s required date, the operator can trigger the creation of a new purchase order from the request. Alternatively the request can be included in an existing order.


For many businesses, operating a pure JIT ordering system simply is not practical as there are always exceptions in the normal course of trading, e.g. a late supply or damaged goods. Global 3000 overcomes this problem by offering a tolerant version of JIT ordering which takes into account available stock and stock on purchase order for which the demand has disappeared. By allowing reservation against stock on order and direct allocation of products in addition to requests for stock, Global 3000 makes allowance for the fact that stock levels can vary for a host of reasons other than delivery of stock by a supplier and despatch of stock to a customer.

Stock Pool Manager

 XE "stock pool manager:overview" 

 XE "stock pool manager" \t "See also pooled stock handling" 
Where stock pool management is in use, stock levels are checked as each order line is entered and if there is sufficient stock available, it is allocated to the order line.


If there is insufficient stock at the selected location, there are a number of possible actions. The need for the operator to make a decision can be avoided by setting the system to back order unavailable stock automatically, or to over-allocate automatically. Automatic over-allocation can also be selected for individual fast-moving products.

 XE "back orders" 

 XE "forward orders" 
If this is not done the operator is given the options below. These options are also available for all pooled lines by menu selection.

· Amend allocation, this enables the operator to change the allocation amount, or to back order all or part of the line. The option to back-order can be removed if required. The operator can choose to back-order part of the line even where sufficient stock is available, to prevent a single customer monopolising the available stock of a product that is in short supply.
For forward ordered lines, this option automatically sets the ‘allocate by’ date to today’s date, and allocates stock to the line, or places it on back-order depending on the amount of free stock. The operator can make any necessary amendments. 

 XE "over allocate" 
· Over allocate the line, to allow picking documents to be printed. The option to over-allocate can be removed if required.


· Change the quantity ordered, typically to cancel the quantity that is unavailable.


· Enquire on alternate locations, to see if there is sufficient stock of the same product at a different location.

 XE "automatic allocation" 
Pooled stock handling relies on Automatic Allocation activating forward ordered goods as they become current and allocating newly available stock to back ordered lines. It also relies on manual monitoring of the stock levels at each location to control procurement of sufficient stock to meet back-orders and over-allocation.

Stock Queue Manager

 XE "stock queue manager:overview" 

 XE "stock queue manager" \t "See also queued stock handling" 
Global 3000 can manage stock supply and demand using a central table referred to as the stock queue (or usually just ‘the queue’). The queue contains entries placed by systems either reserving stock or indicating that stock will be needed at a certain time, and by systems expecting to supply stock.


Each entry in the queue identifies the system, document and line number which placed it, the product involved, the location at which the product is required, the quantity of product and the date by which the product needs to be available to the placing system.

 XE "queue entries:overview" 
There are a number of different types of queue entry and each of these can pass through a number of states. These are detailed below.

Request XE "requests:overview" 
This requests that a quantity of stock be made available for a particular sales order line by a specific date. The entry identifies the supply system and, optionally, a specific source within that system, from which goods are obtained if stock is not available for the specified date.


A request is added to the queue when a sales order line requiring queued allocation is entered provided the required date is not beyond the forward order lead time for queued products. (If it is, Automatic Allocation adds the request to the queue when the lead time is reached.) The queue entry stays with the order line until the despatch of the requested stock is confirmed. A request can be split during its lifespan if, for example, part of the request is met from stock on order and the rest from stock already received. 

 XE "requested" 
Requests can be in the following states:

· Requested. The entry is a straightforward request for supply. It can be met by reserving stock already on order, allocating free stock or by the supply system raising an order for the requested stock.

 XE "reserved" 
· Reserved. The entry has stock on order in the supply system earmarked specifically for it. When the stock arrives, if the goods are quarantined or require inspection, the entry is marked as held. Otherwise it is marked as allocated.

 XE “held stock queue entry" 
· Held. Stock for the entry has arrived but is not available for allocation. This may be because it was quarantined on receipt or because receipts of the product are marked as requiring inspection at goods receipt.

 XE "allocated" 
· Allocated. Stock for the entry is available for picking and details of the entry will appear in the next appropriate picking list print.

 XE "picked" 
· Picked. This is the final stage. Stock for the entry has been picked and the delivery requirement met.

 XE "open quantity:queue entries" 

 XE "quantities:open" 
When confirming a despatch, Despatch Confirmation reduces the open quantity on the allocated stock queue entry corresponding to the confirmed line. If this reduces the open quantity to zero, the stock queue entry is marked as ‘Picked’. When un-confirming issues, Despatch Confirmation increases the open quantity on the allocated stock queue entry. If the open quantity was originally zero, it also marks the entry as ‘allocated’ rather than ‘picked’.

 XE "cancelled" 
· Cancelled. If the demand for which the request was placed is cancelled, the request itself is also marked as cancelled. As a request is cancelled, if it was reserved, the stock on purchase order from it is added to the arrival entry covering any unreserved portion of the supply. If no such entry exists, one is created. If the request was allocated, the allocated quantity is returned to free stock.

Schedule XE "schedule entries:overview" 
This is one of the entries in the table of requests created when a schedule is entered for a sales order line. In addition to recording the demand schedule, these records drive the acquisition of stock to meet that schedule. Schedule entries exist for schedule order lines regardless of whether the line is marked for queued or pooled allocation. A schedule entry on a queued line can take the same states as a request.

 XE "scheduled" 
A schedule entry on a pooled line can take the following states: 

· Scheduled. The entry is waiting to be actioned by the automatic allocation procedure of the demand system. When the entry is actioned, the scheduled quantity is allocated or back ordered on the order line depending upon stock availability and the entry is marked as ‘done’.

 XE "allocated" 
· Allocated. The entry has been actioned by automatic allocation and is retained in this state until despatch is confirmed to ensure that any subsequent de-allocation from the order line can re-activate the schedule correctly.

 XE "picked" 
· Picked. This is the final stage. Stock for the entry has been picked and the delivery requirement met.

 XE "cancelled" 
· Cancelled. The schedule line has been cancelled. If the state prior to cancellation is ‘scheduled’, the original quantity on the order line is reduced and no further action taken. If the schedule line is allocated, the original quantity is reduced, the back ordered quantity (if any) is reduced and if the order line carries insufficient back ordered stock, the allocated stock quantity on the order line is reduced. If the stock has been picked, the schedule line cannot be cancelled.

Call-off XE "call-offs:overview" 
This is one of the entries in the table of requests created when the demand schedule is entered or extended for a call-off sales order line. In addition to recording the demand schedule, the table drives the acquisition of stock to meet the schedule. Call-off entries exist for call-off order lines regardless of the allocation method they are marked for. A call-off entry on a queued line can take the same states as those of a request. A call-off entry on a pooled line can take the same states as a schedule entry for a pooled line.

Arrival XE "arrivals" 
This type of entry is created if the supply system orders goods for stock rather than for a specific demand. It is also created if a demand is decreased after the supply system has placed an order to meet a request. It records stock on order which has not been reserved. When a reservation is placed against it, the quantity on this record decreases. If a reservation is cancelled, the quantity increases. 

 XE "expected" 
The entry will take one of the following states:

· Expected. The entry is waiting for goods to arrive in the supply system. When the goods arrive the entry is marked as held if the goods are quarantined, or marked as complete if the goods are put into stock.

 XE “held stock queue entry" 
· Held. The entry is waiting for the goods to be released from quarantine. Queued requests can reserve stock on the entry but must take the status held as they do so. When the goods are released from quarantine the entry is marked as done.

 XE "done" 
· Done. The entry is complete and the goods have been added to the free stock at the receiving location.

 XE "cancelled" 
· Cancelled. If the supply is cancelled, status is set to cancelled and the expected quantity is set to zero.

Reserving expected stock XE "reserving expected stock" 

 XE "expected:stock, reserving"  & ordering requested XE "requested:stock, ordering"  stock
Within Sales Order Entry it is possible to browse entries in the stock queue for goods on purchase order and to reserve goods for the sales order line being processed. In Purchase Order Entry, it is equally possible to browse requests for supply of a product in the stock queue and reserve part or all of the quantity on the purchase order line specifically for one or more supply requests. Existing reservations are included in the browse and can be altered or removed.

Receiving XE "receiving requested & reserved stock"  reserved XE "reserved:stock, receiving"  & requested stock XE "requested:stock, receiving" 
When goods are received, the stock queue is checked for reservations against the Purchase Order line associated with the receipt. In the event that the receipt cannot meet all reservations recorded against it, queue entries are processed in required date sequence and the outstanding reserved amount(s) are marked as requested rather than reserved.

Just in Time (JIT) XE "just in time (JIT)" 
Global 3000 software is designed to provide straightforward automatic JIT alongside a powerful manual selection procedure through which most complex ordering requirements can be met. 


Sales Order Entry can be configured to automatically apply JIT to entered lines.

· A reservation for the order line quantity can be placed against stock already on purchase order. This locates unreserved stock on purchase order and earmarks some or all of it to be allocated to the Sales Order line when the goods are received. If there is insufficient unreserved stock available to cover the whole of the order line quantity, a request to purchase stock is raised for the outstanding amount.


· A request to purchase stock can be raised for the order line quantity. This adds a request for stock specifically for the sales order line to be serviced by the allocation date. This is determined by subtracting the allocation lead time for queued products from the customer’s required date. A list of outstanding requests can be printed from the queue and Purchase Order Entry will reserve stock explicitly for requests.


See Queued Stock Management above for details of the procurement sequences which specify which of these methods (or combinations of them) are used.


The availability of the request and reservation options is controlled by the source of supply. For example, if the reservation option is switched off, only requests can be placed with the system at Sales Order Entry.


As well as the automatic JIT option for products, Sales Order Entry provides options allowing display and amendment of the individual stock queue entries for the sales order line.

 XE "Purchase Order Processing" 
At Goods Receipt in Purchase Order Processing, the queue is checked for demands on the purchase order line. Goods are allocated directly to the appropriate sales order. If sales orders have been reserved against an existing purchase order there may be several of them; if only part of the purchase order is delivered the earliest sales orders will be given priority in the allocation.

Schedule and Call-off Ordering

Scheduled ordering XE "scheduled orders:overview" 
In addition to providing required dates at order line level, each order line can have a schedule of required dates and quantities set up for it. This allows the allocation of stock for second and subsequent deliveries for the line to be held off until the allocation dates of those deliveries comes round. All lines in the schedule are delivered at the same price, discount, delivery address etc. The schedule can be amended and, unlike the call-off ordering described below, the total quantity for the line is taken to be the sum of the quantities on the schedule lines.

Call-off ordering XE "call-offs:overview" 
This is similar to scheduled ordering in that a schedule of dates and quantities is set up for a single sales order line. However, this feature is intended for situations where a customer wants to order a large quantity of a product, for example, to take advantage of a quantity discount, but needs the flexibility of being able to call up and ask for delivery of parts of the agreed quantity as and when they require. In these circumstances, the quantity entered for the line less the sum of the quantities in the schedule is the quantity yet to be called off.

Allocating stock XE "allocating stock to schedules"  to schedules
When creating a schedule for a product using queued allocation, the entries in the schedule also register on the queue as requests for supply and are used to build purchase orders when their allocation dates and the purchase order due dates match.


When using pooled allocation, the table of required dates and quantities is established for a schedule or a call-off order line, if the required date on a table entry is not later than today’s date plus the lead time in days for forward orders, the quantity on the entry is allocated to the sales order line as per a normal order line and the schedule entry is marked as actioned. Otherwise the entry contributes to the scheduled stock quantity for the line and is itself marked as scheduled.

 XE "automatic allocation:& schedules" 
Automatic Allocation applies the same check to scheduled table entries for order lines and actions entries falling on or before the allocation cut-off date. The quantity of stock on the schedule entry is allocated to the sales order line and the entry is marked as actioned.


If, during either of the above operations, there is insufficient stock to meet the allocation requirements on the schedule, whatever ‘Over Stock Handling’ is defined in the Order Entry system parameters comes into operation.

Back, Forward and Repeating Orders

Back orders XE "back orders:overview" 

 XE "automatic allocation:& back orders" 
Back orders are processed by Automatic Allocation which can be run from the menu as often as required, typically once or twice a day. This checks each back-ordered line against the current free stock and allocates it if there is now sufficient free stock to satisfy the order line in full. Orders are processed in order number sequence so that priority is given to the oldest outstanding orders, assuming that orders are being numbered automatically in ascending sequence.


Any back orders that cannot be satisfied by the automatic allocation process are shown on a report. A manual allocation facility is also provided and this allows the allocations made automatically to be changed if necessary, by de-allocating stock from less urgent orders and re-allocating it to the more urgent ones.


The automatic allocation process optionally performs other tasks relating to credit checking and allocation of forward and repeating orders; these are described below.

 XE "deliveries:part allowed" 

 XE "part deliveries allowed" 
Where an order contains some lines that are partly or fully back ordered and other lines that can be partly or fully allocated, a system parameter determines whether part deliveries are allowed. Part delivery can be prevented for specific accounts or orders. If part deliveries are allowed, a delivery note or picking list will be printed for the allocated stock; if not, the picking documents will not be printed until the back orders have been allocated or cancelled. 

Forward orders XE “forward orders:overview" 
System Parameters determine how many days in the future an order’s required delivery date must be for it to be treated as a forward order. Two parameters are held, one for pooled products, the other for queued products.

 XE "automatic allocation:& forward orders" 
Automatic Allocation checks pooled forward order lines to see whether they have required delivery dates on or before a cut-off date entered by the user. This date will usually be some days in the future to allow time for stock to be re-ordered if necessary. Any forward orders that are ready for allocation are converted to back orders, and then allocated along with other back orders so that the earliest orders take priority.


An option in Order Entry enables the operator to override the lead time to allocate or back order stock for a forward ordered pooled line. 


Automatic Allocation checks the dates on queued forward order lines. When the required date less the forward order lead time for queued products is reached, a request is added to the stock queue for the line. The procurement sequence that is used to satisfy requests is described on page 34.


An option in Order Entry enables the operator to override the lead time and create stock queue requests for a forward ordered queued line.

Repeating orders XE “repeating orders:overview" 
Repeating orders are set up with an initial delivery date, a number of repetitions and a period between repetitions expressed as a number of days, weeks or months. The automatic allocation process creates new copies of repeating orders if the date of the next repetition falls on or before the cut‑off date entered by the user. A new order number is allocated for each repetition and the order lines are treated as back‑orders and allocated along with other back orders so that the earliest orders take priority.


The master copy of the repeating order acts purely as a template; it can be changed during the life of the order and such changes will apply to all subsequent repetitions. If an individual repetition needs to be changed, this can be done after the automatic allocation process has created the copy and before the delivery notes are printed.

Credit Notes

Credit notes XE “credit notes:overview"  & returns XE “customers:returns" 

 XE "returns:overview" 
Credit notes can be used to return goods to stock or to write them off; the operator is given this option for each credit note.


The operator has the option to copy an existing order to rapidly create a credit note which can then be amended as necessary.


A credit note can be used to reduce the price charged on a previous invoice by entering the product line with a quantity of zero and then entering the value to be credited. This reduces the sales value in the Debtors Ledger and Sales Analysis without reducing the units sold. An invoice can similarly be used with a zero quantity to increase a price previously charged. Sales Analysis maintains separate figures for Invoices and Credit Notes - in both amounts and units.

Print layouts
Different print layouts can be specified for both invoices and credit notes for each company.

Order Book

 XE “order book" 

 XE "list orders by number" 
This function provides a flexible way of listing orders and selecting individual orders for amendment and processing. For users who have upgraded from Global 2000, this function is equivalent to the Global 2000 ‘List Orders by Number’ function.


Orders can be listed for a selected customer or product, or by order number. The display can be restricted to one or more specific type of order (normal, forward ordered, held, quotation, repeating order, direct order, invoice or credit note).


Orders are listed with summary details, including their print status. This shows which documents relevant to the order have yet to be printed; for example, the acknowledgement, labels, picking list, delivery note, invoice or credit note. The operator can select an order for amendment and processing.

 XE "queue entries:list" 
Alternatively stock queue entries can be listed for a selected product and location. The stock queue information can be displayed in three different views, showing the related order information, the forward stock position, and the relevant dates. The operator can select a stock queue entry to amend the order it relates to. Orders for supply from Purchase Order Processing and Landed Costs can be amended in this way as well as orders for demand from Sales Order Processing and Stock Requisitions.

Products, Quantities and Units

Product XE "products:types"  types XE "products" \t "See also Installation & Set-up Manual" 

 XE "add:products" \t "See Installation & Set-up Manual" 

 XE "amend:products" \t "See Installation & Set-up Manual" 

 XE "delete:products" \t "See Installation & Set-up Manual" 

 XE "products:stocked" 

 XE "stocked products" 
A number of different product types are available within the Product Maintenance system. These are as follows:

· 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 are normally delivered directly from the manufacturer to the customer.

 XE "products:non-stocked" 

 XE "non-stocked products" 
· Non-stocked product, which cannot be held in stock but is a tangible item that needs to be shown on the delivery note. It might be an item such as a set of installation notes that is photocopied as required. 

 XE "services:overview" 
· 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:overview" 
· Extra, which is like a service but has only a price and no quantity. It is typically used to invoice delivery charges and the like. 

 XE "comments:product type" 
· Comment, which allows a comment line to be added which contains a standard message.

Quantities XE "quantities" 

 XE "quantities" \t "See also Installation & Set-up Manual"  & units XE "units:overview" 

 XE "units" \t "See also Installation & Set-up Manual" 

 XE "add:units" \t "See Installation & Set-up Manual" 

 XE "amend:units" \t "See Installation & Set-up Manual" 

 XE "delete:units" \t "See Installation & Set-up Manual" 
The handling of units in Global 3000 is particularly flexible and a full description is given in the Installation and Set-up manual.


Quantities within Stock Control are held in terms of the stock unit for each product. The number of decimal places of quantity can be selected for each product, in the range 0 to 3. This number of decimal places applies to the stock quantity and will vary automatically for quantities expressed in other units.

Alternate XE "alternate products" 

 XE "alternate products" \t "See also Installation & Set-up Manual"  & superseded products XE "superseded products" 

 XE "superseded products" \t "See also Installation & Set-up Manual"  
Each product can have a designated alternate which can be offered if the product is out of stock. The alternate can itself have an alternate so that a chain can be built up.

 XE "obsolete products" 
Products can be marked as obsolete or superseded. If the operator enters an order line for a product marked as obsolete or superseded, the program displays a warning and offers the alternate product if one has been set up. An obsolete product cannot be re‑ordered for stock, although any remaining stock can be sold. A superseded product is used in cases such as spare parts for obsolete products; these can still be re‑ordered and sold, albeit with warnings.

Pricing and Discounting

Introduction XE "price lists:overview" \r "PriceDiscount" 

 XE "discount schemes:overview" \r "PriceDiscount" 

 XE "price lists" \t "See also discount schemes" 

 XE "discount schemes" \t "See also price lists" 
Global 3000 provides flexible and comprehensive pricing and discounting mechanisms. The key features are as follows:

· Multiple price lists (including foreign currency price lists). The price can be fixed or can depend on the quantity on the order line. Each customer can be associated with a main and a special price list.


· Customer-specific special offers can be handled by setting them up in the special price list  - when entering an order this list is checked before the main price list and any discounts found are applied to the main price list.   


· Price lists and price list entries can be copied from one currency to another.


· Bulk price changes and the ability to set up new prices in advance of the required date.


· Quantity discounts and trade discounts. The discounts apply to each line in the order. 


· Industry and negotiated discounts.


· All products on price lists and special deals and offers can have special descriptions, for example to provide foreign‑language product descriptions on foreign currency price lists.


· Order entry automatically calculates the applicable price and discount. The operator can override the pricing and discounting  and all such overrides are logged to the override audit report.


· The operator can access comprehensive enquiries while entering an order line to check quantity discounts, alternate price lists and prices and discounts given to the customer on previous orders. 

Price lists XE "decimal places for prices" 
The selling price for each product can be expressed in any unit. For example, nuts and bolts might be stocked as individual items but priced at £2.35 per 100. Prices can be specified with up to six decimal places.

 XE "sales units, prices for alternative" 
Prices are not held separately for alternative sales units. The alternate prices are calculated automatically from the selling unit price. In the unlikely event that there is a price-per factor that does not divide into the sales unit multiple, the order quantity is converted to stock units to avoid price rounding problems.


Additional price lists can be set up. Each price list is identified by a price code of up to seven characters (for example, R for retail prices and W for wholesale) and by a currency code. 


The customer’s price lists and currency are generally used to select the appropriate price list entry for each order line. However the operator can browse alternate price lists during order line entry, and can select an alternate price list for the line. This causes an entry to be printed on the Override Audit Report.


Each price list can contain prices for some or all of the products. The prices can be expressed in terms of any unit.


A system parameter controls whether or not multiple prices can be held for each sales unit.

Discount schemes XE “quantity discount schemes" 
The price for a product can be a fixed amount or, if the product is associated (via Product Maintenance) with a quantity discount scheme, can vary according to the quantity ordered. Up to twelve prices per product can be set in a price list, and up to twelve quantity breaks can be set up for each quantity discount scheme (for example, if the second quantity break is 10 and the customer orders 10 or more, they will be charged the second price in the list). Alternatively, there can be one price per product on the price list and the discount scheme can specify up to 12 percentages associated with the quantity breaks. 


If the price list is set up to be of the cost-plus type the price is calculated as cost price plus the appropriate percentage, if it has been set up as discount percentage type the price is the selling price minus the appropriate percentage.

 XE "trade discount schemes" 
A product can also be associated (via Product Maintenance) with a trade discount scheme. The discount level within the scheme is determined by the customer setting in Debtors Ledger.  

Industry discounts XE "industry discounts" 
An industry discount can be specified for each product group. This is automatically applied to all order lines for products in the group.

Negotiated discounts XE "negotiated discounts" 
A negotiated discount can be entered on the order header, and is automatically applied to all lines on the order. The negotiated discount on the order header automatically defaults to that held for the customer in Debtors Ledger, if one has been entered.


A negotiated discount can be a negative amount for a surcharge applying to all lines on an order; for example a delivery charge.

Price & discount selection
As each order line is entered the price is selected according to the following rules:

· SOP checks the entries on the relevant price lists. These are those specified for the customer in the order header unless the operator has selected an alternate price list specifically for the order line. If there is a price entry for the product in the customer’s currency, this is used, taking the appropriate quantity break if necessary.


· If no suitable price entry can be found, or if the customer has no price list code set up, either the operator is prevented from entering the line or is prompted for the price, depending on the setting of a system parameter.


The discount for the line is then selected as follows:

· If more than one type of discount applies to an order line there is a system option to control whether the discounts are added or multiplied. For example a 10% discount and a 20% discount can be added to give a 30% discount or ‘multiplied’ to give 90% of 80% of the price, i.e. a discount of 28%.


The resulting price and discount are displayed on the screen when the order line is entered. The operator can override the price or discount if necessary. The override audit report shows any such changes. 


If the discount on an order line is overridden this discount remains fixed irrespective of any subsequent changes.


There is an option to reprice all the lines of an order according to the rules currently in force. This can be done either to remove any unwanted manual price and discount overrides, or to apply current prices to an order that was entered prior to changes in product prices.

Enquiries and Reports

Enquiries XE "enquiries:overview" 
Global 3000 provides fast access to relevant enquiries during order entry, particularly to help the operator in a telesales operation. For example the operator may need to see the customer’s previous orders to identify products and prices, to see stock availability for alternate locations and products if there is insufficient stock, and to see alternate price lists when negotiating prices.


When entering an order line the following enquiry options can be rapidly accessed:

· Orders, which lists previous orders for the customer and allows individual orders to be displayed in detail.


· Order lines, which lists previous order lines for the customer and product. This is particularly useful to show the prices and discounts previously given to the customer for the product.


· Stock levels, which shows the stock levels for the product in each location, including free stock, allocated, back ordered and purchase ordered balances. This allows an alternate location to be chosen if there is insufficient stock in the local warehouse.


· Purchase orders, which lists purchase order lines for the product and shows the outstanding quantity and expected delivery date of each one. From this further purchase order enquiries are available as described in the Purchase Order Processing manual.


· Price lists, which shows any special price deal for the customer and product; then the price from the customer’s price list and other price list prices; then discount deals and trade discounts. If there are quantity breaks these are all shown. This enables the operator to see the effect of using a different price list, or to persuade the customer to increase the order quantity to benefit from a quantity discount.


· Back orders, which shows all the order lines that are back‑ordered or allocated against the product. 


· Product details, which shows the static product details and leads into all the product and stock enquiries described in the Stock Control manual.


Enquiries can also be accessed outside order line entry from various points within Sales Order Processing. In these cases the enquiry is not specific to a particular customer and product and the following options are available:

· Customer enquiries, which allows a customer to be selected and then provides enquiries on the customer’s orders, invoices, Debtors Ledger account, and special deals. It is also possible to select a product at this point and access all the enquiries described above.


· Product enquiries, which allows a product to be selected and then provides enquiries on sales orders for the product, stock levels at each location, purchase orders for the product, special deals and price lists, product usage statistics, back‑orders for the product and static product details.


· Order enquiries, which can show a single selected order or a list of all orders or selected types of order, including invoices, credit notes and quotations. Historical orders can be retained on the system for as long as required for enquiry purposes.

Reporting XE "reporting:overview" 
Global 3000 provides flexible reporting on sales orders and on back ordered stocks, to allow problems to be identified and resolved and to analyse the value of the order book in various ways. Comprehensive sales analysis reports are available in Global 3000 Sales History and Global Sales Analysis.


The sales order reports can show all orders, or all new orders, or just transactions of certain types (such as quotations, or credit notes). They can be restricted to orders in progress, or can include historical orders. The orders can also be selected on numerous other criteria such as location, customer or salesperson.


The order reports can be sequenced and sub-totalled by customer, product or salesperson, or can be in order number sequence. Each order can appear as a one line summary or can show the individual order lines, with batch and serial number details if required.


The reporting of back ordered stocks can show all such stocks, or just the ones that have some stock now available to allocate; it can also show the details of the orders awaiting stock, or just a summary for each product.

Tax

 XE "tax:overview" 
Tax is calculated automatically according to the tax code held for each product. A tax analysis is shown at the bottom of the invoice or credit note, and the tax amount is shown in the Order Summary window during Order Entry to facilitate cash sales.


Tax calculations can be rounded or truncated, calculated per tax code or per detail line and based on the selling price, the settlement discounted price, or the wholesale price, depending on the tax parameters.

 XE "exchange rates" 
Several exchange rate tables can be maintained, and the table to be used for tax purposes can be defined. This enables Customs and Excise approved exchange rates to be differentiated from in-house exchange rates.


The software does not deal with Intrastat triangulation.

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.

EC Tax XE "tax:EC" 
Sales Order Processing calculates the sales tax in the customer’s account currency according to the tax code(s) on each detail line of the order.


The detail line tax codes are normally calculated automatically according to:

· The countries of supply and delivery.


· The customer’s tax status and tax registration number.


· The tax codes held for the product.


Detail line tax codes can be manually overridden when necessary.


The customer’s country, tax status and registration codes are held in Debtors Ledger. However the operator can change these details for a specific transaction in the Delivery Address window in Order Entry. The tax is then recalculated as necessary.


The tax status, country of delivery and tax registration code for a transaction cannot be amended after the tax document has been printed. (The tax document is the invoice or credit note.)


SOP assumes that all sales from a company are from its home country and all tax is accounted for in this base currency. All trading companies must be registered for tax.

Which rate applies
Deliveries to the home country are always taxed at the normal domestic rate, unless the product or customer is exempt.


Deliveries to countries outside the EC are taxed at the overseas tax rate, normally zero-rated. 


Sales to other countries in the EC are zero-rated if the customer provides a valid tax registration number for the country of delivery. The tax registration numbers  for both the trading company and the customer appear on the tax document.


Sales to non-tax registered customers in the EC are taxed at the domestic rate.

Currency xe “currencies:conversion in tax calculations"  conversion
The net and tax amounts on a foreign currency transaction are converted to base currency for printing on tax documents at the tax exchange rates.

 XE "exchange rates" 
The tax amount posted to Debtors Ledger is converted at the tax exchange rates, and the net amount is converted at the house exchange rates.

Settlement Discount

 XE "settlement discount" 

 XE "invoice:settlement discount" 
Settlement discount can be offered on invoices if the customer’s terms code allows this. The terms code can be changed for an individual order if required. Certain products can be marked as ineligible for settlement discount and order lines for these are excluded.


The settlement discount is calculated by applying the discount percentage to the net value of discountable lines.


Tax is calculated from either the total net for each tax code, or from the settlement discount-reduced net for each tax code, depending on the setting of a System Parameter.


Settlement discounts or credit surcharges are applied to credit notes in the same way as to invoices, so that the net and tax amounts match on the Debtors Ledger.

Stock Accounting

 XE "stock accounting overview" 

 XE "accounting overview" 

 XE "General Ledger:postings to" 

 XE "General Ledger:post costs to" 

 XE "costs:post to General Ledger" 

 XE "stock value account" 
There are seven accounts for each product group, set up in Product Maintenance. These can be modified according to the location involved, by setting a different profit centre on each location. Of the seven product group accounts, five are used by Sales Order Processing:

· Stock value. (Postings are only made to this account if costs are being posted to General Ledger.) This is the balance sheet account representing the total value of stock for the product group at the location.

 XE "sales account" 
· Sales account. This is posted with the sales value of goods sold. Unlike the Stock Value account, it is used for items which are not stocked such as services as well as stock items. The postings are made via Debtors Ledger when invoices or credit notes are printed. The profit centre and account can be changed by modifiers set up on the customer record in Debtors Ledger.

 XE "cost of sales account" 
· Cost of sales. (Postings are only made to this account if costs are being posted to General Ledger.) This is posted with the cost of stock sold.

 XE "cost variance account" 
· Cost variance. (Postings are only made to this account if costs are being posted to General Ledger.) This is posted when invoices or credit notes are printed if the default cost displayed in Order Entry is manually altered.

 XE "nonstock issues account" 
· non-stock issues. (Postings are only made to this account if costs are being posted to General Ledger.) This is the equivalent of stock value for sales of items which are not stocked.

Accounting Entries

Transaction Type XE "accounting entries, overview" 
CR
DR

Invoice Entry
Stock Value/Non-stock issue
Goods Despatched Not Invoiced

Direct Order Entry
Direct Order Suspense
Cost of Sales

Despatch Confirmation
Stock Value/Non-stock issue
Goods Despatched Not Invoiced

Credit Note Entry
Cost of Sales
Stock Value or Write off

Invoice Print
Goods Despatched Not Invoiced/ Non-Stock Issues

Cost Variance
Cost of Sales

Credit Note Print
Cost of Sales
Cost Variance

Table 1: Sales Order Processing Accounting Entries

Notes 


Table 1 lists the accounting entries that Global 3000 Sales Order Processing can generate when costs are being posted to General Ledger. These postings are made to General Ledger via an interface file. For details of the interface file see Process Costs on page 324.

 XE "costs:post to General Ledger" 

 XE "General Ledger:postings to" 
Whether or not costs are posted to General Ledger is controlled by a System Parameter. This is described in the Global 3000 Installation and Set-up Manual.

 XE "sales account" 

 XE "sales value postings" 
Postings are made to the sales value account via Debtors Ledger regardless of whether costs are being posted to General Ledger. These postings are made during Invoice Print via an interface file. 


The cost of sale is calculated according to FIFO, average or standard costing conventions, as explained in the Stock Control manual.

 XE "cost of sale posting" 

 XE "invoice:postings" 

 XE “credit notes:postings" 
The cost of sale posting for an order is generated when the sales invoice is printed using the invoice date to determine which open period in the General Ledger to post to. At despatch the cost of the sale is recorded against the goods despatched not invoiced suspense account. For an invoice or credit note the cost of sale is posted as each line of the transaction is entered and confirmed.

 XE "costs:detail line" 
The cost of a sales order line can be overridden. This does not affect stock value or goods despatch not invoiced postings, but does affect the cost of sale postings and the costs posted to Sales Analysis or Sales History. Any difference between the two values is posted to the cost variance account.


Any adjustments to the cost value of the sales order line on a direct order or credit note are automatically posted to the direct order suspense or stock value and cost of sale accounts, unless Standard Costing is in use. When Standard Costing is in use, amendments to the item cost generate a cost variance posting when the direct order is invoiced or the credit note printed.


For a credit note the operator has a choice of returning the goods into stock or writing them off, and in the latter case a write-off account in the General Ledger is debited in place of the stock account.

 XE "sales value postings" 
Both cost of sale and sales value postings are attributed to the selling location, so the cost of sale for a credit note is taken as the standard or average or earliest remaining FIFO cost as appropriate. If there is no stock at the location to give an average or FIFO cost, the latest cost is used. 

 XE "direct orders:postings" 
For a direct delivery from supplier to customer a direct delivery suspense account is credited in place of the stock account.

 XE "Debtors Ledger:postings to" 
The sales value posting is generated when invoices and credit notes are printed, using the invoice or credit note date to determine the period in the Debtors Ledger and General Ledger to be posted. If the invoice date is in a closed period in either ledger, the earliest period that is open in both ledgers will be posted.


The sales value is attributed to the selling location, even if some or all of the stock has been issued from another location, so that all the margin is attributed to the selling location.


The sales value of foreign currency orders is posted to Debtors Ledger in the foreign currency and is converted to base currency for posting to General Ledger. The base currency value is calculated using the house exchange rates in force on the invoice date. If the option to amend transactions in Debtors Ledger is in use, as long as they are not fixed, the house exchange rates can be overridden for specific transactions in Debtors Ledger. This can be done by entering a transaction-specific spot rate or a specific value in base currency.


Any exchange gain or loss caused by exchange rate movements between the invoice date and the payment date is accounted for when the payment is posted in Debtors Ledger. If Cash Manager is in use, the realisation of the exchange gain or loss can be deferred under certain circumstances until the actual value of the payment is confirmed in Cash Manager. 
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Introduction

 XE "basic functions" \r "QReference" 

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

 XE "tutorial" \t "See Installation & Set-up 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 in the Global 3000 Installation and Set-up Manual. 

This Basic Functions guide 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
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 can give you assistance. Pressing the help key within a Global 3000 program displays a list of the available function keys and their usage. 




Figure 4: Sales Order Processing 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 you can see the partition indicator, network id, the program id and the window processing mode.
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Menus in Global 3000

 XE "menus in Global 3000" 
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 menu commands" 
Additional commands are available from GUI and ‘SAA-style’ main menus:

[image: image2.png]



F1 button
· Press <F1> (or click the F1 button) for the Global System Manager (GSM) command XE "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 4 on page 57).


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.


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 "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.

[image: image9.png]



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 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" 

 XE "add" \t "See also enter" 

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
· 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 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" 


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 messages XE "messages, error" 

 XE "error messages" 

 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 Window XE "Print Options window" 

 XE "print" \t "See also reporting" 
Figure 5: 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 in the distribution modules) 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.

Display XE "display report" , inspect or print report XE "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 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 prior 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>
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From any main menu in all modules except General Ledger

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

<F3>



From any main menu in General Ledger

( Select Financial Year window
<Home>

Go to first or last entry

<F4>

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

<F5>



Insert new entry
<Tab>

Skip past items

<F6>



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

<F7>



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

Table 2: Function keys and GUI buttons in Global 3000

This page is deliberately left blank
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Order Entry

Order Entry is used to enter and amend orders, quotations, invoices and credit notes. This section describes the creation and amendment of a normal order. The major differences in procedure for other order types are noted at the appropriate points.

Order Entry XE "order entry" \r "OrderEntry" 
Introduction XE "order entry:introduction" 
Order Entry is used to enter and amend orders, quotations, invoices and credit notes. This section describes the creation and amendment of an ordinary order. The major differences in procedure for other order types are noted at the appropriate points.


The various stages of order definition can occur in a number of different sequences. The sequence is determined by the settings in the Options window of the Order Entry System Parameters (as described in the System Maintenance section of this manual). This section describes the order entry process on a screen-by-screen and menu-by-menu basis. The exact sequence in which they are described may not correspond to your system.


An order consists of the following parts:

· Order summary. This consists of two items: a customer account code, and a reference. The reference is a unique sequence of characters that distinguishes each order from all others.


· Header details. These include items such as the order date, customer’s reference and delivery instructions.


· Order locations. The analysis location is where the sales value of the order is credited. The despatch location is where the order is despatched from. It is also the default location for stock issues to satisfy the order.


· Delivery address. The address that the customer wants the goods delivered to. If the customer has multiple delivery addresses, you need to establish the address to be used or to enter a ‘one-off’ delivery address.


· Detail lines. These are the individual lines making up the order. Product, quantity, price and optionally discount must be established for each line.


· Credit card details. If the customer is paying by credit card, the details of the credit card(s) are recorded.


In addition to entering the above details credit checking is performed if a System Parameter has been set. The system can be configured to unconditionally hold all new orders placed with overdue accounts or to hold but allow the operator to override. The credit check takes place at the beginning of order entry and after entering each detail line.

Currencies XE “currencies:sales orders" 
The currency of a sales order is determined by the customer’s account currency and cannot be changed. When a customer’s account currency differs from the selected company’s base currency, the account currency code is displayed in the Order Summary Window while you are entering or amending the order.

 XE "decimal precision of currencies" 
If the account currency operates with a decimal precision of zero or one, you cannot enter a value in that currency with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. 

Further information
For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Imported orders XE "importing sales orders" 

 XE "EDI:import sales orders" 

 XE "orders:import" 

 XE "Data Conversion" 

 XE "Data Conversion" \t "See also Data Conversion Manual" 
Sales orders which are successfully imported via EDI or Data Conversion are indistinguishable from manually entered sales orders. However imported sales orders with an EDI error status are inactive in SOP.

 XE "errors:imported orders" 

 XE "address:imported orders" \t "See EDI Manual" 

 XE "delivery address:imported orders" \t "See EDI Manual" 

 XE "invoice:address:imported orders" \t "See EDI Manual" 
The following functions are unavailable for sales orders which have been imported with an error status until the error is resolved:

· Quotation print.


· Acknowledgement print.


· Despatch confirmation.


· Delivery note print.


· Picking list print.


· Invoice print.


· Automatic allocation.


· Label print.


If you select an imported sales order with an EDI error status in one of the above functions, an error message appears. If you select all or a range of orders, the program ignores any imported sales orders which have the EDI error status.


However sales order which are imported with an EDI error status can be printed in reports and they appear in Enquiries. 

 XE "amend:imported orders" 
When you select an imported sales order with an EDI error status for amendment in Order Entry, the program automatically re-imports it from the EDI database. If the program detects missing or invalid information, it automatically prompts you with the appropriate Order Entry window. The EDI fail code for any error that cannot be resolved in this way is displayed on the screen.

Note
Before it attempts to re-import a sales order, the program deletes the previously imported copy of the sales order. 


You can browse imported transactions, and view their fail codes, through the EDI Enquiries option in EDI, or the Browse Errors and Messages option in Data conversion.

Further information XE "fail codes" 

 XE "errors:imported orders" 
For full details of the processing involved when sales orders are imported via EDI, see the Global 3000 EDI manual. For full details of the Data Conversion process, see the Global 3000 Data Conversion Manual. Both manuals contain a complete list of EDI fail codes and their meanings. 

Order Entry Menu

Figure 6: Order Entry Menu XE "Order Entry Menu" 
This menu appears when you select the Order Entry option on the main SOP menu
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Purpose
This menu gives you a choice of what sort of order to create or whether to amend, print or enquire upon an existing order. 

The options are:

Enter XE "add:normal order"  normal order XE "normal order:enter" 
If your system is configured to use a single ‘required date’ per order, this option is used to start off a new normal order or a forward order.


If the required date is more than a pre-set number of days in the future, the lines on the order are forward ordered and no stock is allocated.


If your system is configured to allow a different required date for each order line, a new normal order is started and decisions regarding allocation of stock take place on a per line basis and depend upon both the product being ordered and the type of order line.

Note
The ‘Required dates at line level allowed’ System Parameter controls whether required dates are specified at order or order line level. For further details see page 304.


The ‘Lead time in days for forward orders’ System Parameters control how far in the future the required date of an order must be to cause the order to be treated as a forward order. For further details see page 284.

Enter XE "enter:quotations"  quotation XE "quotations:enter" 
This option is used to enter a new quotation. No stock is allocated to the order lines. If the quotation is accepted by the customer, it can be turned into a full order by using the Change Order Type option on the Order Processing menu.

Note
Quotations can be entered against ‘Quotation’ accounts. These special accounts are defined in Customer Maintenance in Debtors Ledger. Quotations entered against quotation accounts are referred to as ‘telesales quotations’.  xe "telesales:quotations" When you convert this type of quotation to an order, you have the choice of selecting an existing customer or creating a new one.

Enter XE "enter:repeating orders"  repeating order XE “repeating orders:enter" 
This option is used to enter a repeating order, one which the customer wants to have repeated at regular intervals or on demand.

Note
Special order lines (scheduled, call-off, back to back) cannot be used on repeating orders. Products usually supplied through the stock queue are taken from the stock pool for repeating orders.

Enter XE "enter:scheduled orders"  scheduled order XE "scheduled orders:enter" 
This option is used to enter orders covering multiple deliveries of products for which the schedule of customer requirements is fairly firmly established. On such orders, a list of required dates and quantities is requested during line entry in place of the usual quantity and required date prompts.

Note
To use scheduled and call-off orders, the option to allow scheduled and called-off orders must be switched on in System Parameters, see page 305.

Enter call-off order XE "call-offs:enter call-off order" 

 XE "enter:call-off orders" 
This option is used when a customer wants to order a large quantity of a product, for example to take advantage of a quantity discount, but needs the flexibility of being able to call up and ask for delivery of parts of the agreed quantity as and when they require. On such orders, a call-off total and schedule of required dates and quantities is requested during line entry in place of the usual required date and quantity prompts. In these circumstances, the call-off total less the sum of the quantities in the schedule is the quantity yet to be called off.

Enter back to back order XE "back to back:enter back to back order" 

 XE "enter:back to back order" 
This option is used to enter an order on which stock for all lines is automatically requested from the appropriate supply system of the product.

Note
Individual lines on a ‘normal’ order can be scheduled, set up for call-off or placed back to back through the Special Order Line option, see page 107.

Enter direct order XE "direct orders:enter" 

 XE "enter:direct order" 
This option is used to enter an order which will be despatched directly from your supplier rather than from stock.

Enter invoice XE "invoice:direct" 

 XE "enter:direct invoice" 
This option is used to create an invoice directly and issue the appropriate stock, without going through the process of order entry, delivery note printing and despatch confirmation.

Definition
Invoices created through this option are referred to as ‘direct invoices’ in this manual XE "direct invoices" .

Enter credit note XE "credit notes:enter" 

 XE "enter:credit notes" 
Credit notes usually relate to returned or damaged goods or overcharging in a previous invoice. Optionally they can be used to return goods into stock and record the reason for the credit, in which case you are prompted for the code identifying the reason for return.

Note
‘Reason for return’ codes are defined in Administration Parameters. See the Installation and Set-up Manual for further details.

On selection
When you select one of the above options, ( Order Summary window, see page 76.

Enquiries XE "enquiries:invoke from order entry" 
This option takes you into the Enquiries program which is described in detail on page 149. The Order Type Selection menu initially appears. This enables you to select the type of transaction you want to enquire on. Alternatively you can select Exit to display the Enquiry Type Selection menu. This enables you to enquire on products, customers, sales and purchase orders, and suppliers.

Note


Press <F9> at any time to exit from the Enquiries program and return directly to the Order Entry Menu.

Print transaction
Print (or reprint) documents associated with a selected order (if permitted by System Parameters and the type/status of the order). ( Order Summary window, see page 133. 

Set account defaults
This enables you to set customer-specific defaults for various items (delivery instructions, price lists, trade discount schemes, etc.) for use during Order Entry. ( Setup Account Defaults window, see page 74.

Amend XE "amend:transactions of all types"  transaction
This lets you amend previously entered orders, quotations, direct invoices and credit notes. ( Order Summary window, see page 76.

Note
You cannot amend transactions if they are marked as complete (i.e. fully invoiced) and you cannot amend the location on a line for which stock has been issued or picked.

Exit
Return to the Main SOP Menu.

Setup Account Defaults

Figure 7: Setup Account Defaults Window XE "Setup Account Defaults Window" 
This window appears when you select Set Account Defaults from the Order Entry menu
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Purpose
This window enables you to set normal values for various Order Entry items for each customer XE "customers:defaults" . These values are offered as defaults during Order Entry, which speeds up data input. With the exception of the Trade Discount Scheme, the values on the left side of the window can be overridden when entering individual orders. 

Note
These defaults can also be set up via the SOP Company Details option in Customer Maintenance in Debtors Ledger. XE "customers" \t "See also Debtors Ledger Manual" 

 XE "add:customers" \t "See also Debtors Ledger Manual" 

 XE "amend:customers" \t "See Debtors Ledger Manual" 

 XE "delete:customers" \t "See Debtors Ledger Manual" 


The middle scrolled section of the window lists the account code, customer name and total value of outstanding orders for accounts for which defaults have already been set up. 

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

Add xe "add:customer default" 
To add a new account default move the cursor to the bottom of the list. Alternatively press <F5> to insert an entry within the list, or press <F4> to go into ‘Add’ mode.

Amend XE "amend:customer default" 
To amend an account default, position the cursor on the required entry and press <Return>.

The prompts are:

Account
Enter the account code. When a valid code has been entered the customer name and total value of outstanding orders (excluding quotations, forward and direct orders) are displayed. A pop-up enquiry is available.


You can press <F2> to display a list of accounts for which defaults have not yet been setup. You can then make a selection from this list.

Delivery instructions
Enter a delivery code as set up in System Codes in Administration Parameters. A pop-up enquiry is available. When you enter a valid code the associated description (up to two lines) is displayed.

Number of delivery labels XE "labels:default for customer" 

 XE "number of labels" 
(Only if the ‘Delivery labels required’ System Parameter is set to Y.) Enter one of the following:

· Zero, if labels are not required for this customer.


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


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

Note
You enter product label settings in the Sales Details Window of Product Maintenance. You can specify the number of labels to be printed for each delivery of the product, or for a specified pack size. For further information, see the Global 3000 Installation and Setup Manual.

Main price list XE "price lists:customer default" 
Enter a valid price list code or leave blank for manual pricing, if permitted by System Parameters. A pop-up enquiry is available.

Special price list
Enter a valid price list code, or leave blank if no special price list is required. A pop-up enquiry is available. If a special price list is entered, its entries are used in preference to those on the main price list. For example, the special price list can contain special discounts to be applied to the main price list, or a list of foreign language product descriptions.

Trade discount scheme XE "discount schemes:customer default" 
This is normally blank. When set, it associates a trade discount scheme with this particular customer to be used in preference to any trade discount schemes applying to products ordered by this customer. Customer trade discount applies to all lines on orders for the customer. A pop-up enquiry is available. 

Note
If you enter a value here, it cannot be overridden at order level.

Trade discount level XE "discount level, customer default" 

 XE "discount schemes:trade" 
The level within a trade discount scheme which is to apply to this customer.

Location XE "locations:default for customer"  code XE "add:locations" \t "See Installation & Set-up Manual" 

 XE "amend:locations" \t "See Installation & Set-up Manual" 

 XE "delete:locations" \t "See Installation & Set-up Manual" 

 XE "locations" \t "See also Installation & Set-up Manual" 
Enter the default location code. A pop-up enquiry is available.

Note
The remaining items shown in the window allow you to set account specific overrides to be used instead of the system-wide values set up in System Parameters. These items default to the values set in the Customer Defaults window in System Parameters xe “system parameters:customer defaults" .

Part invoicing XE "part invoicing allowed:for customer"  allowed XE "invoicing:part allowed for customer" 
(Y/N.) Press <Return> to accept the default set up in System Parameters.

Part deliveries XE "part deliveries allowed:default for customer"  allowed XE "deliveries:part allowed for customer" 
(Y/N.) Press <Return> to accept the default set up in System Parameters.

Combine invoices XE "combine invoices:default for customer" 

 XE "invoice:combine" 
(Y/N.) Press <Return> to accept the default set up in System Parameters.

Acknowledgements XE “acknowledgements required:default for customer"  required
(Y/N.) Press <Return> to accept the default set up in System Parameters.

Allow back orders XE "back orders allowed:default for customer" 
(Y/N.) Press <Return> to accept the default set up in System Parameters.

On completion
The cursor moves to the Account prompt on the next line.

On exit
( Order Entry menu, see page 71.

Order Summary Window

Figure 8: Order XE “orders:summary"  Summary Window XE "Order Summary Window" 
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This window appears when you select an option (other than Enquiries and Set Account Defaults) on the Order Entry menu.


This window enables you to specify summary information for the order you are entering, amending, or printing. This window remains on the screen while you are entering or amending the order.

The prompts are:

Account
Enter the customer account code (as set up in the Debtors Ledger). 

 XE "suspended account" 
If the customer is suspended in Debtors Ledger via its credit rating code, a warning appears. If your system is configured to allow credit checks to be over-ridden, you can enter a held order for the customer. 


A pop-up enquiry is available. This enables you to search for a customer by name, account code, account currency, or either of the lookup codes. Press <F6> to change the search sequence.

Note
For details of entering a search on a telephone number lookup code, see page 137.


The name and the last non-blank address line (excluding the postcode) are displayed to help identify orders. You may find it helpful to put both the town and country on the last non-blank line e.g. ‘Nottingham, United Kingdom’ since ‘United Kingdom’ on its own may not be very useful. 

Note
You can only enter a quotation account here if you are entering a quotation. Quotation accounts cannot be used for any other type of transaction. XE "quotation accounts" 

Definition
In this manual quotations entered against a quotation account are known as ‘telesales quotations’.  XE "telesales:quotations" 

Copy existing order  XE "credit notes:create using existing order as template" 

 XE "enter:order using existing order as template" 

 XE "template, use existing order as when creating new transaction" 

 XE "copy existing order when creating new transaction" 
If you are creating a new transaction and want to use an existing one as a template, press <F2>. ( Copy from Transaction window, see page 79.

Example
When a customer returns goods, you might want to create the credit note by copying the sales order through which the goods were issued.

Amend & print
If you chose to amend or print a transaction, you can leave the Account blank and move straight to the Ref prompt for a search of existing transactions.

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

Further details
 XE "numbering of transactions" 

 XE “orders:numbers" For a full description of the operation of reference numbers in Sales Order Processing, see page 287.

Amend & print
If you chose to amend or print a transaction, you can press <F1> for a pop-up enquiry ( Order Search window, see page 78.

Note
The remaining items in this window are zero for a new order and show the appropriate values for existing transactions.

(Last line of address)
(Display only.) The last non-blank line of the customer’s address.

(Currency) XE "account currency" 

 XE “currencies:sales orders" 
(Only if the customer’s account currency differs from base currency.) (Display only.) The code of the customer’s account currency is displayed if it is different from the selected company’s base currency. This is the currency of the sales order.

Value XE "value:order" 
(Display only.) The total value of this transaction excluding tax. This is shown in the customer’s account currency.

Tax XE "tax:order" 
(Display only.) The tax expected to arise from the transaction in its current state. This is shown in the customer’s account currency.

Weight XE "weight:order" 
The total weight of the transaction in the unit of weight set in System Parameters.

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

On completion
If you selected Print Transaction from the Order Entry menu ( Print Options menu, see page 133.

 XE "importing sales orders" 

 XE "EDI:import sales orders" 

 XE "orders:import" 

 XE "fail codes" 

 XE "errors:imported orders" 

 XE "re-import orders" 

 XE "Data Conversion" 

 XE "importing sales orders" \t "See also EDI Manual" 

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

 XE "amend:imported orders" 
If you selected Amend Transaction from the Order Entry menu

· If the order was imported via EDI or Data Conversion and has an EDI error status, the program automatically deletes the imported sales order and re-imports it from the EDI database. If the program detects missing or invalid information, it automatically prompts you with the appropriate Order Entry window. The fail code for any error that cannot be resolved in this way is displayed on the screen. For further details of imported orders, see page 70.


· Otherwise ( Details Amendment menu, see page 131.


Otherwise ( Locations Window, Header Options menu (see page 82), or Details Amendment Menu (see page 131). The sequence in which these appear depends on the settings of the SOP System Parameters described in the note below.

Note
The settings of the ‘Location input’ and ‘Header detail input’ SOP System Parameters XE “system parameters:location input" 

 XE “system parameters:header detail input"  control when the Locations window and Header Options menu appear.

Order Search

Figure 9: Order Search Window XE "Order Search Window" 
This window appears when you press <F1> on the Ref prompt in the Order Summary Window
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Purpose
This window lists existing orders and enables you to select one for amendment or printing.


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

Search sequences
The following search sequences are available: order number, account code, status, transaction type, customer reference, sales rep code, location, and date.

Note XE "status:order" 

 XE "orders:status" 

 XE "open order status" 
The status of the order can take the following values:

· Open. The order is current, future or in-progress.

 XE "held orders" 
· Held. The order has been held for credit check reasons or because it is unapproved, etc.

 XE "override order status" 
· Override. The order is fully invoiced, but has not yet appeared on the Override Audit Report. When it does, it will be marked as ‘archived’.

 XE "archived order status" 
· Archived. The order is historical.

Select
To select an order to amend or print, move the cursor to the required line and press <Return>.


If you selected Print Transaction from the Order Entry menu ( Print Options menu, see page 133.


If you selected Amend Transaction from the Order Entry menu ( Details Amendment menu, see page 131.

Copy from Transaction

Figure 10: Copy from Transaction Window
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This window appears when you press <F2> at the Account prompt in the Order Summary Window.

Purpose
This window enables you to specify the reference of an existing order to be used as a template when creating a new order.

The prompt is:

Reference
Enter the reference of the order you want to copy.  A pop-up enquiry is available.

On completion
You are asked for confirmation. The existing order is copied and you are returned to the Order Summary window. You can then make any necessary amendments to the new transaction.

Locations Window

Figure 11: Locations Window XE "Locations Window" 
This window appears immediately upon starting Order Entry, before or after the order summary, or not at all, depending on how your system is configured
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Purpose
This window enables you to specify the despatch and analysis locations for the transaction.

The prompts are:

Deliver from
(Despatch location XE "locations:despatch" 

 XE "despatch location" .) Enter the code for the location from which goods are to be physically despatched. A pop-up enquiry is available.

Analyse to
(Analysis location XE "locations:analysis" 

 XE "analysis location" .) Enter the code for the location to be credited with the order’s sales value in Sales Analysis XE "Sales Analysis"  and General Ledger XE "General Ledger" . A pop-up enquiry is available.

Note
The defaults for the above prompts depend on the settings of the ‘Location input’ and ‘Default sales location from customer default’ System Parameters. XE “system parameters:location input" 

 XE “system parameters:default sales location from customer default" 


Stock is taken, by default, from the despatch location. If allowed in System Parameters however this can be overridden on each order line if, for example, there is insufficient stock of a particular product at the despatch location.


If the despatch location is changed after some detail lines have been entered this does not alter the stock location for lines already entered.

On completion
( Header Options menu (see page 82) or Details Amendment menu (see page 131) depending on how your system is configured.

Credit Checking XE "credit checking:new order"  - New Order 

Figure 12: Credit Checking Menu XE "Credit Checking Menu" 
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Depending on how your system is customised, this menu appears when you enter a new order whose account is over its credit limit

Introduction
Credit checking, if enabled via System Parameters, takes place at the beginning of order entry, and after each detail line is entered. If the account is ‘on stop’ (set via the Debtors Ledger) you cannot enter a new order but can amend an existing order.

The options are:

Enquiries
Review the transactions on the account. ( Orders by Customer window of the Enquiries program, see page 161.

Override the credit check XE "credit checking:override" 
Ignore the credit check and process the order as normal. The override is noted on the audit report.

Enter held XE “held orders:enter"  order
Continue to enter a new order, but do not release it for processing until the situation which caused the credit hold changes. When this happens, the order is released by the next Automatic Allocation run.

Exit
If the order is empty, it is deleted and the order number (which is not re-used) appears on the override report as a wasted order. If the order is not empty, this option simply exits from order. 

Header Options
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Figure 13: Header Options Menu XE "Header Options Menu" 
This menu appears when you select Header Details from the Details Amendment menu.

Note
Depending on how your system is configured, this menu might also appear automatically during the entry of a new order, after the Order Summary or Details Lines windows. For further details see the note on page 78.

 The options are:

Addresses
Amend the addresses associated with the selected sales order. ( Addresses to Amend menu, see page 83.

Header details
Enter or amend the sales order’s header details. ( Sales Order Header Details window, see page 87.

Initial comments XE "comments:initial" 
Enter or amend any number of lines of up to 40 characters each of free-format text, for printing (before any detail lines) on acknowledgements, delivery notes and invoices. If a comment line starts with an asterisk, then it and all subsequent lines are for internal use only and are not printed. ( Comments window, see page 91.

Trailer comments XE "comments:trailer (final)" 
Enter or amend any number of lines of up to 40 characters each of free-format text, for printing (after any detail lines) on acknowledgements, delivery notes and invoices. If a comment line starts with an asterisk, then it and all subsequent lines are for internal use only and are not printed. ( Comments window, see page 91.

Credit card details
Enter the credit card details. Do this after entering the sales order details through the Detail Lines window. This option is not available for Direct Invoices, Credit Notes or Direct Orders. On other order types it is not available until you have entered a balance for the sales order. ( Credit Card Details window, see page 92.

Line details
Add, amend or delete order lines. ( Details Lines window, see page 95.

Exit
( Details Amendment menu, see page 131.

Address to Amend
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Figure 14: Address to Amend Menu XE "Address to Amend Menu" 
This menu appears when you select Addresses from the Header Options menu

The options are:

Delivery address XE "delivery address:amend" 

 XE "amend:delivery address" 

 XE "address:delivery" 
Select or amend the delivery address for this order. ( Current Address Menu.

Invoice address XE "address:invoice" 

 XE "invoice:address" 

 XE "amend:invoice address" 
Amend the invoice address for this order. ( Current Address Menu.

Note
You cannot amend the invoice address of an order for a branch account if the ‘Invoice branch or head office account’ System Parameter XE "system parameters:invoice branch or head office account"  is set to H. 

Exit
( Header Options menu, see page 82.

Current Address Menu
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Figure 15: Current Address Menu XE "Current Address Menu" 
This menu appears superimposed on the Delivery or Invoice Address window when you select an option from the Addresses to Amend menu

Purpose
Two addresses are associated with each order: a delivery address and an invoice address. 


The initial default for the order’s delivery address is the customer’s main delivery address. The initial default for the order’s invoice address is the customer’s invoice address. However, either of these order addresses can be changed to:

· A copy of one of the delivery addresses from the customer’s details in Debtors Ledger.


· The invoice address of the customer.


· An amended version of one of the above.


· A ‘one-off’ address. 


This menu enables you to select which of these options you require for the address you are amending.

The options are:

Delivery address XE "address:delivery" 
Base the address on a copy of a delivery address from the customer’s account details. ( Address window. This prompts you for the identifying number of the appropriate delivery address (a pop-up enquiry is available) which is then displayed and can be further amended if required.

Invoice address XE "address:invoice" 
Base the address on a copy of the invoice address from the customer’s account details. ( Address window. This displays the customer’s invoice address which can be further amended if required.

One-off address XE "address:one-off" 

 XE "one-off address" 
Create a ‘one-off’ address for the order. ( Address window where you are prompted for each item of the address.

Note
A ‘one-off’ delivery address is held on the order header, and is not written to Debtors Ledger. 


A ‘one-off’ invoice address is always written to Debtors Ledger. You are prompted for a new address number and it does not over-write the invoice address. 

Address Window

Figure 16: Delivery Address Window XE "Delivery Address Window" 
The cursor moves into this window when you select an option from the Current Address menu for a delivery address
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Note
The Invoice Address window XE "Invoice Address Window"  parallels the Delivery Address window shown above.

Purpose
Two addresses are associated with each order: a delivery address and an invoice address. The delivery address initially defaults to the customer’s main delivery address. The invoice address initially defaults to the customer’s invoice address. This window enables you to:

· Change either address to a different address held for the customer in Customer Maintenance in Debtors Ledger.


·  XE "amend:delivery address" 

 XE "amend:invoice address" 

 XE "address:invoice" 

 XE "address:delivery" 

 XE "invoice:address" 

 XE "delivery address:amend" Amend the addresses, either on a one-off basis or more permanently, writing the changes back to the customer record in Debtors Ledger.

Note
You cannot change the invoice address if the transaction is for a branch account, and the ‘Invoice branch or head office account’ System Parameter xe "system parameters:invoice branch or head office account"  is set to H. This indicates that all invoices are to be addressed to the head office account.

The prompts are:

Name, address, postcode XE "customers:name & address" 
The name, address and postcode to which the delivery/invoice is to be sent.

Note
The following items default to the values entered for the customer in Customer Details in Debtors Ledgers.

Delivery instructions XE "delivery instructions" 
The three character delivery code. A pop-up enquiry is available. The description associated with the delivery code is displayed. It can be amended for the customer or order.

Sales rep XE "sales representative" 
A pop-up enquiry is available. This is the same as the sales rep code entered in the Header Details window. See page 89 for details of how this item defaults.

Area code XE "area code" 
The territory code. A pop-up enquiry is available.

Tax status XE "tax:status" 

 XE "customers:tax status" 
Set this to one of the following: 

· N for Normal.


· X for Exempt. 


· Z for Zero rated.

Note
See page 100, for details of how the tax code is determined for each detail line.


If you change the Tax Status in this window, the tax codes on all the lines of the order are automatically reset accordingly.

Country XE "country" 

 XE “customers:country" 

 XE "country:codes" \t "See Installation & Set-up Manual" 
A pop-up enquiry is available. If the country code is changed the tax is recalculated as necessary. You cannot change the country code after the invoice has been printed.

Tax registration number XE "customers:tax registration number" 

 XE "tax:registration number" 
This must correspond to the tax registration mask entered for the country in the Country Codes window of Administration Parameters. You cannot change this item after the invoice has been printed.

Note
If the address was copied from Debtors Ledger and it is not a one-off, the address in the ledger will be re-read before documents are printed for the order. This is to ensure that any subsequent changes to the address are taken account of.

On completion
If you are amending a one-off delivery address ( Address to Amend menu, see page 83.


Otherwise ( Amended Copy of Address menu.

Amended Copy of Address

Figure 17: Amended Copy of Address Menu XE "Amended Copy of Address Menu" 
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This menu appears when you amend an address copied from the customer’s account details in Debtors Ledger

The options are:

Copy changes back to Debtors Ledger XE "Debtors Ledger:update customer's address in" 

 XE "customers:update address in Debtors Ledger" 

 XE "amend:customer's address in Debtors Ledger" 
Select this option if the changes you have made are permanent. The address details in Debtors Ledger will be changed accordingly. ( Address to Amend menu, see page 83.

Turn copied address into one-off XE "address:one-off" 
Select this option if the changes you have made only apply to this order. The address you copied from Debtors Ledger will not be changed. The changed address will be considered a ‘one-off’ address. ( Address to Amend menu, see page 83.

Note
A ‘one-off’ delivery address is held on the order header, and is not written to Debtors Ledger. 


A ‘one-off’ invoice address is always written to Debtors Ledger. You are prompted for a new address number and it does not over-write the invoice address. 

Cancel all changes to this address
Select this option to cancel the changes you have made and revert to the address copied from the customer details in Debtors Ledger. ( Address to Amend menu, see page 83.

Header Details Window

Figure 18: Header Details Window XE "Header Details Window" 
This window appears when you select Header Details from the Header Options menu
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Purpose
This window enables you to enter information about the order as a whole, over and above the order reference and customer code supplied at the order summary stage. This window also enables you to alter the analysis location and despatch location. 

The prompts are:

Repetition interval XE "repeating orders:repetition interval" 
(Only for repeating orders.) The interval between repetitions of the order. The interval is given as a number and a letter (D, W, M or R for days, weeks, months or on request) which are entered separately, e.g. for an order to be repeated every 6 weeks, enter <6><Return><W><Return>. The date required (see below) gives the date for the first occurrence and subsequent dates are calculated from this.

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

Number of repetitions XE "repeating orders:number of repetitions" 
(Only for repeating orders.) The number of orders required (e.g. if this is set to 2, there will be an eventual total of two orders created from the template). This figure is decremented every time one of the repeats is processed and the repeating order template becomes eligible for purging when the figure becomes zero. For an indefinite number of repetitions enter -1. For ‘On Request’ orders, enter 0 here and amend this to 1 each time an order is required. On Request templates must eventually be deleted manually.

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

Date required XE "required date:on order header" 
Leave this blank to process the order as soon as possible.

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


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

Note
The ‘Required dates at line level allowed’ System Parameter XE “system parameters:required dates at line level allowed"  controls whether required dates are specified at order or order line level. For further details see page 304.


The ‘Lead time in days for forward orders’ System Parameters XE “system parameters:lead time in days for forward orders"  control how far in the future the required date of an order must be to cause the order to be treated as a forward order. For further details see page 284.

Note
With the exception of the order date and time, the remaining items in this window default to the corresponding values entered for the customer XE "customers:defaults"  in the Setup Account Defaults window or the Company Details window of Customer Maintenance in Debtors Ledger. With the exception of the Trade Discount Scheme, they can be overridden for this particular order. 

Delivery instructions XE "delivery instructions" 
Enter a delivery code as entered in System Codes in Administration Parameters. A pop-up enquiry is available. When you enter a valid code the description (up to 2 lines of up to 30 characters each) is displayed. You can change the description specifically for this order.

Order XE "order date"  date & time XE "time order entered" 
The date defaults to today’s date. A blank order date is not allowed. The time is set automatically and cannot be changed as it is intended for audit purposes.

Note
The order date and time are automatically reset when a telesales quotation is converted to an order.

Main price XE "price lists:enter on order header"  list XE "main price list" 
The price list to be used. A pop-up enquiry is available.


Your system can be configured to allow each order line to be manually priced as it is added to the order. To use this feature leave the main price list for the order blank.

Special price list XE "special price list" 
Any special prices to be used in preference to those on the main price list or a list of special discounts to be applied to the main price list or a list of foreign language product descriptions. A pop-up enquiry is available.

Note
Order lines already entered are not altered automatically if you change the main or special price list; you must use the Reprice option on the Details Amendment menu.

Trade disc XE "discount schemes:trade"  scheme XE "trade discount schemes" 

 XE "discounts" 
(Display only.) If a trade discount scheme has been entered for the customer in the Setup Account Defaults window, it is displayed here. It is used in preference to any trade discount scheme held at product level which otherwise applies.

Trade disc level
The level within a trade discount scheme which applies to this order.

Negotiated disc% XE "negotiated discounts" 

 XE "discounts" 
Enter the negotiated discount percentage, if any. This can be a negative figure to calculate a surcharge XE "surcharges" 

 XE "delivery charges"  applying to all sales order lines; for example a delivery charge. This defaults to the negotiated discounted entered for the customer in the SOP Details Window of Debtors Ledger.

 XE "discounts" Note
System parameters control the way discounts are calculated when a combination of trade, quantity, industry or negotiated discounts are used. System parameters also control how multiple discounts are printed on quotations and invoices. For further information, see page 282.

Sales rep code XE "sales representative:enter on order header" 
A four-character code used for sales analysis. A pop-up enquiry of valid codes is available.


The default is the sales rep code held for the customer in Debtors Ledger or the id of the operator entering the order. It defaults to the operator-id (provided this has been defined as a valid sales rep code) in the following circumstances:

· When the sales rep code on the customer’s record is blank.


· When the ‘Default sales rep from operator-id’ SOP System Parameter XE “system parameters:default sales rep from operator-id"  is set to Y.


In all other circumstances the default is the code held for the customer.

Note
Sales rep codes are defined via System Codes in Administration Parameters.

Terms code XE "terms codes" 

 XE "payment terms" 
A code (set up in Debtors Ledger) determining the payment terms and any settlement discount XE "settlement discount"  to be applied to this order. A pop-up enquiry is available. New terms codes can be set up at this point. Existing codes cannot be amended or deleted here.

Class XE "classification" 
A customer XE "customers:classification"  category as set up in Debtors Ledger. A pop-up enquiry is available.

Status of goods XE "status:goods on credit notes" 

 XE "credit notes:status of goods" 

 XE "written off stock" 
(Credit notes only.) The status of the goods on a credit note. Set this to R if the goods are to be returned to stock. Set it to W if they are to be written off. Press <F1> for a pop-up enquiry.

Payment XE "payment method" 

 XE "credit card payments"  method XE "credit card parameters" \t "See Installation & Set-up Manual" 
(R/N.) Enter R if payment is by credit card, otherwise N. The default is the setting in the Company SOP Details window of Customer Maintenance in Debtors Ledger.

Deliver from
(Despatch location XE "locations:despatch" 

 XE "despatch location" .) The location from which stock is actually taken. A pop-up enquiry is available. This can only be altered if multiple locations are in use. It can be changed on each order line if permitted by a System Parameter.

Analysis location XE "analysis location" 

 XE "locations:analysis" 
The location to which this sale will be credited in Sales Analysis and General Ledger. A pop-up enquiry is available. This can only be altered if multiple locations are in use.

Territory XE "territory codes" 
A 4 character sales analysis code. A pop-up enquiry is available.

Number of delivery labels XE "labels:number per order" 

 XE "number of labels" 
(Only if the ‘Delivery labels required’ System Parameter is set to Y.) Enter one of the following:

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


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


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

Note
You enter product label settings in the Sales Details Window of Product Maintenance. You can specify the number of labels to be printed for each delivery of the product, or for a specified pack size. For further information, see the Global 3000 Installation and Setup Manual.

Acknowledgements required XE “acknowledgements required:order" /

Part invoicing allowed XE "part invoicing allowed:order" 

 XE "invoicing:part allowed for order" /

Part deliveries allowed XE "part deliveries allowed:order" 

 XE "deliveries:part allowed for order" /

Allow back orders XE "back orders allowed:order" /

Combine invoices XE "combine invoices:order" 

 XE "invoice:combine" 
(Y/N.) These items are left blank for invoices and credit notes, but otherwise must be set to Y or N. If any one of these options is disallowed throughout SOP by the setting of System Parameters, you are not prompted for the option in this window.

On completion
( Header Options menu, see page 82.

Comments

Figure 19: Initial Comments Window XE "Initial Comments Window" 

 Xe "comments" 

 XE "detail line:comments" 
This window appears when you select Initial Comments from the Header Options menu
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Types of comments
The Trailer Comments window and the Order Line Comments window parallel the Initial Comments window shown above.


The Trailer Comments window appears when you select Trailer Comments from the Header Options menu.


The Order Line Comments window appears when you select Comments from the Line Options menu.

Purpose
Comments consist of any number of lines (up to 40 characters per line) of free-format text, for printing on acknowledgements, delivery notes and invoices.

If a comment line starts with an asterisk, that line and all subsequent lines are for internal use only and are not printed.

Note
If the ‘Copy long description XE “descriptions, product:long" 

 XE “long descriptions” 

 XE "products:descriptions:long"  to order’ SOP System Parameter XE "system parameters:copy long description to order"  is set to Y, the line comments default to the standard long description for the product (if any), but can be altered.

On exit
You are returned to the menu from which you came.

Credit Card Details

Figure 20: Credit Card Details Window XE "Credit Card Details Window" 

 XE "credit card payments:enter details of" 
This window appears when you select Credit Card Details from the Header Options menu
[image: image33.png]d

Account NEALO15 A Neal & Sons CARD Value 5460.00
Ref ORD000GS Kent STR VAT 955.50
Normal Weight 183.00 %Profit_ 145.61 Total 6415.50

Crex

Card Dek

Card Number Issue Expires  Auth  Message A
1491182014290000027 o4 12/93 3415.50
Name A Neal Cerd visa
Address 41 Shepards Gate Avenue Acquirer B
Haidstone Response Code
Kent Authorisation dete 71
Post Code HE14 6UU

0K Cancel





Note
If the customer is in credit, this window is overlaid by the Credit Balances window which is described on page 94.

Purpose
This window allows you to enter credit card details for customers paying by credit card. The following restrictions apply:

· Part payments of transactions paid by credit card are not allowed.


· A customer can use several credit cards. However the amounts paid must total to the order value before the transaction will be despatched and invoiced. For example, a customer cannot pay a deposit by credit card and the remainder at a later date.


· Credit card details cannot be entered for credit notes, direct invoices, or direct orders.


· Credit card details are exported to a third party application for on-line approval at regular intervals. There is no facility for immediate validation of credit card details during Order Entry.


· Credit card details are submitted for authorisation a specified number of days before the Required Date. The number of days is specified for the credit card prefix in the Credit Card Prefixes window of Administration Parameters. This window also specifies for the prefix the interval before credit card details are re-submitted for outstanding orders.


· The order is not shipped until the card details are authorised. After invoicing, the details are submitted for automatic payment.

The prompts are:

Card number
Enter the credit card number. The program verifies the checksum and displays the card type in the lower part of the window. If the card has been used before, the name, address, and postcode are also displayed in the lower part of the screen.

Issue
(Only if an Issue Number is defined as a  requirement for the card prefix in the Credit Card Prefixes window.) Enter the issue number of the card.

Expiry
Enter the expiry date of the card. 

Auth and message
(Display only.) The authorisation code and message are displayed if the card has been submitted for on-line authorisation or has been manually authorised.

Amount
Enter the amount to be paid by the card. The default is the remaining value of the sales order, less any credit allocated through the Credit Balance window.

Name, address and postcode
Enter the customer’s name and address if required. If entering a telesales quotation, these details are used as the default for the customer address when it is converted into an order and the customer account is created.

Card
(Display only.) The credit card description appears when a valid credit card number is entered.

Acquirer
(Display only.) The acquirer code for the card type. Acquirer codes are used to control the batching of card details to minimize the connection time during on-line payment submissions.

Response code XE "response code" 
(Display only.) A blank code indicates that the card details have not been submitted for authorisation. 00 indicates that the details have been authorised. Other codes indicate that the details have been submitted for on-line authorisation but authorisation has not been granted.


The word ‘CARD’ is displayed in the Order Summary where the ‘HELD’ marker appears when card details for the order have not been authorised. It appears:

· When the card details have not yet been submitted for On-line Authorisation; for example if the Required date is further in the future than the number of days specified for the credit card prefix.


· When the card details have been rejected by On-line Authorisation.

On exit
( Header Options menu, see page 82. 

Warnings
Warnings appear: 

· When you exit from the window if the sales order total does not match the sum of the card details entered and any credit balance allocation. In this case the card details are not authorised and the transaction is not despatched or invoiced until the situation is rectified.


· If you try to exit from a sales order whose payment method is set to R before any credit card details have been entered.

Credit Balance Window

Figure 21: Credit Balance Window XE "Credit Balance Window" 
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If the selected customer is in credit, this window overlays the Credit Card Details window when you select Credit Card Details from the Header Options menu

Purpose
This window enables you to allocate all or part of the credit amount to the current sales order. The credit balance on the customer’s account is displayed, along with the gross outstanding value of the sales order.

Note
The Debtors Ledger transaction which caused the credit balance is not automatically allocated to the invoice when it is posted into Debtors Ledger XE "Debtors Ledger" . This must be done manually.

The prompt is:

Enter amount to allocate against this order
Enter the amount of the credit balance you want to allocate to this sales order. Enter zero for no allocation. The amount that remains to be paid by credit card is calculated and displayed.

On completion
( Credit Card Details window, see page 92.

Enter Reason Code

Figure 22: Enter Reason Code Window XE "Enter Reason Code Window" 

 XE "returns:reason for" 
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This window appears: 

· After you enter the first order line when entering a credit note.

· After you confirm the copy when creating a credit note by copying an existing order.

Note
This window does not appear if no reason codes have been defined in Administration Parameters for Customer Returns.

The prompt is:

Reason for return xe "reason for return" 
Enter the code identifying the reason for the return of goods for which this credit note is being entered. A pop-up search of valid codes is available.

On completion
( Line Options menu, see page 117.

Detail Lines Window

Figure 23: Detail Lines Window XE "Detail Lines Window" 
This window appears when you select Detail Lines from the Details Amendment or Header Options menu
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Purpose
This window enables you to view, enter, and amend detail lines for the order. Each detail line records:

· Product code, description and pricing details.

· The quantity of the product, and the unit it is calculated in.

· If required dates are entered at detail line level and it is not a schedule or call-off line, the date the product is required is also recorded in this window.

Move through list
You can move through the existing detail lines using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:detail line" 

 XE "detail line:add & amend" 
To create a new detail line, 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. You are then prompted for the line details.

Amend XE "amend:detail line" 
To amend a detail line, position the cursor on the required line and press <Return>. ( Line Options menu, see page 117.

Note XE "currencies:decimal precision" 

 XE "decimal precision of currencies" 
When entering values in a currency that operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

The prompts are:

Product XE "products:enter on detail line" 
Enter the product code. Press <F1> for a product search ( Product Enquiry window, see page 102. Press <F2> for price lists ( Price List window, see page 103.

Note XE "superseded products" 

 XE "obsolete products" 

 XE "alternate products" 
If you enter an obsolete or superseded product, a warning window appears. This displays details of the alternate product (if one has been set up) and offers you the option of using it instead.


When you enter a valid product code:
· For scheduled lines ( Schedule Details window, see page 107.


· For call-off lines ( Call-off Details window, see page 112.


· For Back to Back lines, if the required date is set automatically ( Back to Back Details window see page 115.

Description XE "products:descriptions:specific to order line" 
This defaults to the standard description for the product. It can be altered and made specific to this order line by pressing <Shift Tab> to step back into the prompt. XE “descriptions, product:specific to order line" 

Note
To alter the product description on a schedule, call-off, or back to back line, use the Amend option on the Line Options menu, see page 117.

Required XE "required date:detail line" 
(Not for extras or comments.) The date by which the customer requires this order line’s goods.


The action depends on the ‘Required dates at line level allowed’ System Parameter: XE “system parameters:required dates at line level allowed" 
· If the System Parameter is set to N (i.e. not allowed), this item is blank and is not prompted for.


· If the System Parameter is set to Y (i.e. allowed but not prompted for), this item is set to the required date on the order header and the prompt is skipped. You can alter the required date by stepping back from the quantity prompt or via the ‘Dates’ option in the end of line menu.


· If the System Parameter is set to P (i.e. prompt), the required date from the order header is offered as a default.

Schedule and call-off lines
For schedule and call-off lines, any required date previously set up for the line is replaced by the text ‘SCHEDULE’ or ‘CALL-OFF’ and the required dates on the individual entries in the schedule or call-off table are used.

Queued products
For queued products, if you leave the required date blank, it forces associated queue entries to take the current system date (today’s date) as their ‘required by’ date.

Back to back orders
For back to back orders, if the required date is prompted for, the Back to Back Details window (see page 115) appears after you enter the date.

Further information XE "supply lead time" 

 XE "lead times:supply" 
If a supply lead time has been specified for the product in Product Maintenance this is used. Otherwise the supply lead time is taken from the source of supply details held in Stock Control system parameters. See the Global 3000 Installation & Set-up Manual and the Stock Control Manual for further details.

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


If the order is a repeating order, enter the quantity to be delivered on each occurrence.

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


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

Example
A quantity of zero can be used in invoices or credit notes as a way of entering a price adjustment to a previous invoice without issuing stock or changing the units sold in the sales analysis.

Change location XE "locations:change for order line" 

 XE "despatch location:change for order line" 
If your system is configured for multiple locations and stock has not been issued to the line, you can press <F1> at the Quantity prompt to change the Location from which the goods for the line will be picked ( Location Search window, see page 129.

Special order line
Press <F2> at the Quantity prompt to display the Special Order Lines menu XE "Special Order Lines Menu" , see page 107. This enables you to raise a back-to-back request, or to enter a schedule or call-off, for a line on a normal order.

Note
The special order lines option cannot be used on repeating orders. 

Unit XE "units" 
(Not for extras or comments.) Enter a valid unit for the product. A pop-up enquiry is available. This defaults to the selling unit.

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

Note
The next four items are only displayed for stocked products.

Free stock XE "free stock" 

 XE "stock balances:displayed in detail lines window" 
(Display only.) This is the book stock less allocated and restricted stock. For queued products, the free stock is also reduced by the minimum stock level. This is shown in the line’s selling units.

Back order XE "back ordered stock" 
(Display only.) The quantity, in selling units, currently on back order against sales orders and stock requisitions, plus the total of requested and reserved stock. 

Note
The requested and reserved quantities are added to the back ordered quantity here, so that the figure reflects any back to back orders that have been placed for pooled products. The back ordered, requested and reserved quantities are shown separately in the Available Stock Window (see page 126). 

On order XE "purchase ordered stock" 
(Display only.) The quantity, in selling units, currently on purchase order.

Location
(Display only.) The location at which the goods will be picked; i.e. the despatch location XE "despatch location" . XE "locations:despatch" 


This defaults to the product’s ‘primary location’ XE "primary location" , XE "locations:primary"  if one has been specified. Otherwise, it defaults to the order’s despatch location.


If your system is configured for multiple locations and stock has not been issued to the line, you can press <F1> at the Quantity prompt to change this location for the line.

Note
A ‘Primary location’ can be specified for a product in the Product Maintenance Stock Details Window. For further information, see the Global 3000 Installation & Set-up Manual.

Price XE "price:detail line" 
The product’s price in the customer’s account currency. You are only prompted for this item:

· During entry and amendment of detail lines for products belonging to a product group whose Manual Pricing indicator is set to Y.


· When adding a line for a product for which there is no price in the appropriate currency on the selected price list(s), if the ‘Permit sale of unpriced goods’ System Parameter is set to Y.


· When you select the Pricing option from the Line Options menu.


Press <F1> to display details of previous orders of this product to the customer. The Orders for Product enquiry window appears (for full details of this window see page 156). Press <F9> to return to the Order Line Entry window.

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

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

Total value XE "value:detail line" 
The total value for the line in the customer’s account currency. This is recalculated when you enter or amend the discount percentage below. This item is usually display-only, but:

· If you set the unit price to zero, you can enter the total price for the line at this prompt through the Pricing option of the Line Options menu.


· If the line quantity is set to zero you are prompted for the total value of the line and not for the line units, unit price or pricing unit.

Discount XE "discounts:detail line" 
The discount percentage. You are only prompted for this:

· If the product belongs to a product group whose Manual Discount indicator is set to Y.


· When adding a line for a product for which there is no price on the selected price list(s), if the ‘Permit sale of unpriced goods’ System Parameter is set to Y.


· When you select the Pricing option from the Line Options menu.

 XE "discounts:detail line" 
Press <F1> to display a breakdown of the total discount into industry, trade, quantity and negotiated discounts, and, if required to override them. ( Discount Breakdown Window, see page 101.

Tax XE "tax:detail line" 
The tax code for this transaction. You are not normally prompted for this item, but it can be amended through the Pricing option of the Line Options menu.


 XE "tax:EC" To determine the default tax code, Sales Order Processing first establishes if this is a domestic, EC or overseas sale from the customer’s country code and the country code of the selected company.


If the customer’s tax status is normal, the tax code defaults as follows:

· To the standard or EC tax code entered in the Sales Details window for the product in Product Maintenance for domestic and EC sales respectively.


· To the overseas tax code entered via the Tax Options window of Administration Parameters for overseas sales.


For sales to customers with exempt or zero-rated status, the tax code defaults to the exempt or zero-rated tax codes entered via the Tax Options window of Administration Parameters.

Note
The customer’s XE “customers:country" 

 XE “customers:tax status"  country and tax status codes default to those set up in Customer Maintenance in Debtors Ledger, but can be overridden for the order through the Addresses option of the Header Options menu.

Cost XE "costs:detail line" 
(Only if the ‘Display costs’ system parameter is set to Y.) The total cost for the line. It is not prompted for, but can be changed by keying <Shift Tab> on the ‘Price’ prompt, after selecting the Pricing option from the Line Options menu.

Note
If the customer’s account currency differs from the base currency of the selected company, the cost is shown in base currency. Sales Order Processing derives this from the cost in the customer’s account currency using the house exchange rates for the GSM system date.

% Profit XE "profit margin:detail line" 
(Display only.) If the ‘Display profits’ system parameter is set to Y, the percentage profit is shown for checking against a range of values established for this product group.

Weight XE "weight:detail line" 
(Display only.) The weight of the goods on the line. You are not normally prompted for this item, but it can be amended through the Pricing option of the Line Options menu.

On completion
If you are entering a normal pooled line and there is insufficient stock at the despatch location to match the entered quantity ( Amend Allocation menu, see page 125.


Otherwise ( Line Options menu, see page 117.

On exit
If you are creating a new order and an automatic delivery charge has been specified for the customer, and SOP is configured to prompt you before adding it ( Confirm Addition of Delivery Charge Window, see page 146.


Otherwise ( Details Amendment Menu, see page 131.

Discount Breakdown Window

Figure 24: Discount Breakdown Window

This window appears when you press <F1> at the Discount prompt in the Detail Lines Window 
[image: image37.png][ Discount Breakdown

Indlustry Discount?s
Trade Discount%

Quantity Discount%
Negotiated Discount%
Totel Discount?

0K Cancel





Purpose XE "discounts:detail line" 

 XE "breakdown of discounts" 
This window shows the discount breakdown for the order line, and enables you to alter the values if necessary.

Enquiries
You can press <F1> at any of the prompts in this window to enter the Enquiries program and view details of previous orders of this product to the customer. ( Orders for Product enquiry window (for full details of this window, see page 156). To rapidly escape from the Enquiries program and return directly to the Line Options Menu, press <F9>.

The prompts are:

Note


If you change the default values of any of the items in this window, the changes are recorded on the Override Audit Report xe "override audit report" .

Industry discount  XE "industry discount" 
The default industry discount is determined by that specified for the product group in Product Maintenance.

Trade discount  XE "trade discounts" 
The default trade discount is determined by the trade discount scheme that applies. If one has been specified for the customer in Debtors Ledger, it is used. If not, that specified for the product in Product Maintenance is used. 


The level within the trade discount scheme is determined by the trade discount level specified in the Header Details Window.

Quantity discount  XE "quantity discounts" 
The default quantity discount is determined by the quantity the customer orders and the quantity discount scheme specified for the product in Product Maintenance.

Negotiated discount  XE "negotiated discounts" 
The default negotiated discount consists of any discounts specified on a special price list, any negotiated discount specified on the order header, and any discount manually entered on the order line.

Total discount XE "total discount" 
The total discount is calculated by adding or multiplying the constituent elements depending on the setting of system parameters. 

On completion
( Discount prompt in the Detail Lines Window, see page 100.

Product Enquiry Window

Figure 25: Product Enquiry Window XE "Product Enquiry Window" 
This window appears when you press <F1> in the Product prompt in the Detail Lines window
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Purpose
This window displays product details, and enables you to select a product for entry in the Detail Lines window.

Search
When you first enter the window it is in ‘ENQ’ mode. Press <Page Down> to list products in ascending product code sequence.


You can search for a product by product code, description, lookup code or product group. Press <F6> to change the search sequence. This makes the cursor move to another key. When the cursor is on the required key enter a full or partial code followed by <Page Down>. The entries which are listed start from the value you entered. Press <Page Up> if you want to display records up to the entered value.

Display
The following details are displayed for each product: product code, description, lookup, product group, available stock at the despatch location, the price of one pricing unit, net of all discounts, and the trade and quantity discount scheme in force.

Note
The price displayed is taken from the price list(s) specified on the order header. (Unless you selected another price list for the detail line in the Price List Browse window.) The quantity scheme is that specified for the product. The trade quantity scheme is that specified for the product, unless it has been overridden for the customer.

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

Move the cursor to the required product and press:

<Return>
To select the product ( Detail Lines window, see page 95.

<F1>
To enquire on the prices and discounts available to the customer for different quantities of the product. ( Customer Prices window, see page 104.

<F2>
To enquire on the prices lists and quantity discount scheme in force for the product. ( Price List Browse window, see page 105.

Price List Enquiry Window

Figure 26: Price List Enquiry Window XE "Price List Enquiry Window" 
This window appears when you press <F2> in the Product prompt in the Detail Lines window
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Purpose
This window displays product details, and enables you to select a product for entry in the Detail Lines window.


This window parallels the Product Enquiry window (see page 102 for details) except that the price per selling unit is displayed in the central scrolled area of the window, and the lookup and product group codes are in the lower area of the window.

Move the cursor to the required product and press:

<Return>
To select the product ( Detail Lines window, see page 95.

<F1>
To enquire on the prices and discounts available to the customer for different quantities of the product. ( Customer Prices window, see page 104.

<F2>
To enquire on the prices lists and quantity discount scheme in force for the product. ( Price List Browse window, see page 105.

Customer Prices Window

Figure 27: Customer Prices Window XE "Customer Prices Window" 

 XE "price lists:enquiry in order entry" 

 XE "enquiries:price lists in order entry" 
This window appears when you press <F1>in either the Product Enquiry or the Price List window
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Purpose
This window shows the default price and discount for each quantity break of the product for the selected customer.


The discount types are shown in the lower part of the window, with their origin (product, customer, etc.) and whether they have been added or multiplied.

 XE "discounts" 

 XE "price" 
The discount column shows the discount to be applied to the price at each quantity break. This discount is made up of the discounts shown in the lower part of the window, added or multiplied as appropriate.


When the discount is the same for all quantity breaks, it is only shown once. 


All the information in the window is for display only and cannot be changed here.

On exit
( The window from which you invoked this window.

Price List Browse Window

Figure 28: Price List Browse Window XE "Price List Browse Window" 

 XE "price lists:enquiry in order entry" 

 XE "enquiries:price lists in order entry" 
This window appears when you press <F2> in either the Product Enquiry or the Price List window
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Purpose
This window lists details of the price lists on which the selected product appears and enables you to select a price list for the detail line.

Upper part of window
The upper part of the window displays the product code and description, the customer account code and name, and account currency. Beneath this the price lists on which the product appears are listed.


For each price list the following details are displayed: name, unit, expiry date, type, description. The following characters can appear in the extreme right hand column:

· M
This indicates that the price list is the main price list for the order as entered in the Order Header window.


· S
This indicates that the price list is the special price list for the order as entered in the Order Header window.


· L
This indicates that you have selected the price list for the detail line.

Move through list
You can move through the list using the cursor keys in the standard way.

 XE "price lists:select different, for order line" Select
To select a price list for the order detail line, move the cursor to the required entry and press <Return>. ( Detail Lines window, see page 95.

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

The details displayed in the lower part of the window are:

Qty scheme XE “quantity discount schemes" 
The quantity scheme that is in force. A quantity discount scheme can hold up to twelve quantity breaks.

Price break XE "price:break" 
(Y/N.) If this is Y, each quantity break is associated with the corresponding price or percentage on the price list.


If this is N, the quantity scheme holds for each quantity break a percentage discount to be applied to the first price on the price list.

Pricing unit XE "units:pricing" 
The pricing unit.

Quantity 1…12
The quantity at which the associated price or discount takes effect. The first quantity break is always zero.

Discount 1…12
If the Price Break indicator is N, this shows the discount to be applied at and above the associated quantity break.


If the Price Break indicator is Y, this is blank.

Price 1…12
If the Price Break indicator is N, only one price is shown. This is the price to which the discounts are applied.


If the Price Break indicator is Y, up to twelve prices are shown. Each price applies to the associated quantity break.

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

Industry discount XE "industry discount" 

 XE "discount schemes" 
Any relevant industry discount and its source.

Negotiated discount XE "negotiated discounts" 
Any relevant negotiated discount and its source.

Trade discount XE "trade discount schemes" 
Any relevant trade discount and its source.

Added/multiplied
This indicates whether multiple discounts are to be added or multiplied.

On selection
Press <Return> to select a price list for the current order line. ( Detail Lines window, see page 95.

Note
If you select a price list which is not designated for the customer, an entry is printed on the Override Audit Report.

On exit
( The window from which you invoked this window.

Special Order Lines
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Figure 29: Special Order Lines Menu XE "Special Order Lines Menu" 
This menu appears when you press <F2> at the Quantity prompt in the Detail Lines window

Purpose
This menu lets you add scheduled, call-off and back-to-back order lines to a normal order.

The options are:

Back to back XE "back to back:add back to back line to normal order" 
Raise a back-to-back request for an order line. ( Back-to-Back Details window, see page 115.

Call-off XE "call-offs:add call-off line to normal order" 

 XE "add:call-off line to normal order" 

 XE "add:back to back line to normal order" 
(Only if the ‘Scheduled and call-off ordering allowed’ System Parameter is set to Y.) Set up a call-off table for an order line. ( Call-off Details window, see page 112.

Schedule XE "schedule line, add to normal order" 

 XE "add:schedule line to normal order" 
(Only if the ‘Scheduled and call-off ordering allowed’ System Parameter is set to Y.) Enter a schedule for an order-line. ( Schedule Details window, see page 107.

Exit
( Detail Lines window, see page 95.

Schedule Details

Figure 30: Schedule Details Window XE "Schedule Details Window" 
This window appears when you enter or amend a scheduled order line and when you select Schedule from the Special Order Line menu
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Purpose
This window enables you to enter or amend the order line’s schedule.


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

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

Move through list
You can move through the existing entries in the schedule using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE “add:schedule entry” 

 XE “schedule entries:add, amend & delete" 
To create a new schedule entry, move the cursor to the line below the last entry in the table. Alternatively you can press <F5> to insert an entry into the schedule, or press <F4> to go into ‘Add’ mode. You are then prompted for schedule line details.

Amend XE “amend:schedule entry” 
To amend a schedule line code, position the cursor on the required entry and press <Return>.

Delete XE "delete:schedule entry" 
To delete an entry from a schedule, move the cursor to the entry and press <F7>. You are asked to confirm that the entry is to be deleted. When the entry is removed from the schedule, either the detail line quantity is reduced or, for call-off lines, the amount yet to be called off is increased by the quantity that was on the deleted schedule entry. 


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

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


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


· If stock on order is reserved for the deleted entry, the quantity is added to the expected arrival entry created when the stock was ordered.


· If stock for the entry is on hold (queued allocation), it will automatically be put into free stock when released from quarantine.


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


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

In the upper part of the prompt is:

Unit of supply
The unit of supply for the whole schedule. A pop-up enquiry is available. The schedule total is shown in the unit specified here, although quantities on individual lines can be entered in any unit defined for the product.

For each schedule line the prompts are:

Required XE "required date:schedule entry" 
The date the goods are required by the customer.


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

Pooled allocation
For entries marked for pooled allocation:

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


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


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

Queued allocation
For entries marked for queued allocation:

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


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


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


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

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


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


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


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

Allocate XE "allocate date:schedule entry" 

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

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

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


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

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

Reserve by XE "reserve by date:schedule line" 
(Queued allocation only.) The latest date by which the stock request for the entry must be actioned by the supply system.

Status XE "status:schedule entry" 

 XE “schedule entries:status" 
(Display only.) The status of the entry. It can be: SCHEDULED, ALLOCATED, CANCELLED, HELD, BACK ORDER, RESERVED or DONE.

Quantity XE “quantities:schedule entry, amend" 
The quantity of goods wanted at the required date.


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

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


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


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


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

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

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

The prompts at the bottom of the window are:

Reference
Descriptive text of up to 15 characters.

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

Originally committed XE "originally committed date:schedule entry" 
(Display only.) The first ever commit date given to the customer for these goods. Set automatically when the Committed date is first altered.

From XE "supply source (system)" 
(Display only.) The supply source.

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

On exit
( Detail Lines window, see page 95. The total schedule quantity and units are displayed for the order line, the required date is replaced by the text ‘SCHEDULE’. The required dates on the schedule entries are used instead.

Call-Off Details

Figure 31: Call-Off Details Window XE "Call-Off Details Window" 
This window appears when you enter or amend a call-off order or select Call-off from the Special Order Line menu
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Purpose
This window enables you to enter or amend the order line’s call-off table.


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

Move through list
You can move through the existing call-off entries using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE “add:call-off entry” 

 XE "call-offs:add, amend & delete call-off entry" 
To create a new call-off entry, move the cursor to the line below the last entry in the table. Alternatively you can press <F5> to insert an entry into the table, or press <F4> to go into ‘Add’ mode. You are then prompted for call-off line details.

Amend XE “amend:call-off entry” 
To amend a call-off line code, position the cursor on the required entry and press <Return>. 

Delete XE “delete:call-off entry” 
To delete a call-off entry, move the cursor to the unwanted entry and press <F7>. You are asked for confirmation before the line is deleted. When deleting a call-off entry, the processing parallels that described for schedule order lines on page 108.

In the upper part of the window you are prompted:

Call-off total
The total quantity of the call-off.


You are also prompted for the call-off total’s unit. The quantities on individual lines in the table can be entered in any unit valid for the product. A pop-up enquiry is available.

The prompts for each call-off line are:

Required XE "required date:call-off entry" 
The date by which the customer requires the goods.

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


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


The implications of changing this date for an existing entry parallel those described for schedule entries on page 110.

Note XE "dates:recalculate for call-off entry" 
You can recalculate the pick, allocate, needed by, and reserve by dates by setting their prompts to spaces. You can do this at any time. However, when you move onto one of these prompts after changing the required date, a message is displayed offering you the option of recalculating the date by setting the prompt to spaces. 

Allocate XE "allocate date:call-off entry" 
(Pooled allocation only.) The date on which the line becomes eligible for automatic allocation. It is calculated as the required date minus the forward order lead time for pooled products. XE “forward order lead times" 

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


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

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

Reserve by XE "reserve by date:call-off entry" 
(Queued allocation only.) The latest date by which the stock request for the entry must be actioned by the supply system.

Status XE "status:call-off entry" 
(Display only.) The status of the entry. It can be one of: SCHEDULED, ALLOCATED, CANCELLED, HELD, BACK ORDER, RESERVED or DONE.

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


The implications of changing this item for an existing entry parallel those described for schedule entries on page 111.

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


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

The prompts at the bottom of the window are:

Reference
Descriptive text of up to 15 characters.

Committed XE "committed date:call-off date" 
The date most recently given to the customer as the day by which they may expect the goods.

Originally committed XE "originally committed date:call-off entry" 
(Display only.) The first commit date given to the customer for these goods. Set automatically when the Committed date is first altered.

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

Open quantity on order XE "open quantity:call offs" 

 XE "quantities:open" 
(Display only.) The quantity yet to be registered, i.e. the difference between the call-offs to date and the call-off total.

From
(Display only.) The supply source XE “supply source (system)” .

On exit
( Detail Lines window; see page 95. The call-off total and its unit are displayed as the Quantity and Unit for the order line, and any required date previously set up for the line is replaced by the text ‘CALL-OFF’. The required dates on the individual entries in the table are used instead.

Back to Back Details

Figure 32: Back to Back Details Window XE "Back to Back Details Window" 
This window appears when you enter or amend a back to back order line, or select Back to Back from the Special Order Line menu
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Purpose
This window enables you to raise a back-to-back request for an order line.

 XE "add:back to back line" 

 XE "back to back:enter back to back line" 
The sales order, the customer, the product and the ordering location are identified in the upper section of the window.

The prompts are:

Supply system XE "supply source (system)" 
(This is not normally prompted for; press <Shift Tab> at the quantity prompt to step back to this if you wish to amend it.) This is set to the two character id of the standard supply system for the product. If a supply system is not specified in the product’s details, the standard supply system in SOP System Parameters is used.

Required date XE "required date:back to back line" 
(Display only.) The date by which the goods are wanted by the customer. This is taken from the order line. The picking lead time and supply lead time are subtracted from this date to give the date by which the request for goods to satisfy this order line must be actioned by the supply system. This is compared with today’s date to check that the supply system can provide the goods by the required date.

Note
The supply system lead time is used if no specific supply lead time is defined for the product.

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

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

On completion
When you confirm the window contents a request to supply is put into the stock queue specifically for this order line. ( Detail Lines window, see page 95.

Credit Checking XE "credit checking:detail line"  - Detail Line 
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Figure 33: Credit Check Menu XE "Credit Check Menu" 
Depending on the setting of a System Parameter, this menu appears before the Line Options menu when you add a detail line that makes an account exceed its credit limit.

Purpose
Credit checking, if enabled via System Parameters, takes place at the beginning of order entry, and as each detail line is entered.


A window appears alongside this menu showing the account balance, credit limit and outstanding orders for the selected account.


The appearance of this menu alerts you to the fact that the credit limit has been exceeded and gives you a number of options for dealing with the situation.

The options are:

Enquiries XE "enquiries:invoke from order entry" 
Review the transactions on the account. ( Orders for Product window of the Enquiries program, see page 156.

Override the credit check XE "credit checking:override" 
Ignore the credit check and process the order as normal. The override is noted on the audit report. ( Line Options menu.

 XE “held orders:enter" Hold order
Continue with the order, but do not release it for processing until the situation which caused the credit hold changes. When this happens, the order is released by the next Automatic Allocation run. ( Line Options menu.

Delete XE "delete:order for overlimit account"  the order
This option deletes the order (after confirmation). The order number is not re-used and appears on the override report as a wasted order.

Line Options
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Figure 34: Line Options Menu XE "Line Options Menu" 
This menu appears when you complete the entry of a new order line, when you select an existing order line, and on return from the options on this menu

The options are:

Confirm XE "confirm:detail line" 

 XE "detail line:confirm" 
Confirm the detail line and proceed to the next. The cursor moves to the next line in the Detail Lines window, see page 95.

Amend XE "amend:detail line" 
Alter the line details. ( Detail Lines window, see page 95.

Pricing XE "price:amend for detail line" 
This option allows you to alter the Price, Unit, Discount, Cost, Tax and Weight for the line. It also allows you to change the Total Value where this is allowed. ( Detail Lines window, see page 95.


Use this option to amend the original price on a scheduled/call-off order line, as the price is not recalculated when amendments to the line are made (to call off a further quantity).

Note
The price on part-invoiced lines cannot be amended. If this is required, you must reduce the quantity on the line to the invoiced quantity and then create a new line for the remainder at the new price.

Allocation XE "amend:allocation of detail line" 
(Only for normal, schedule and call-off orders.) ( Amend Allocation menu. For normal pooled lines, see page 125; for all other lines see page 127.


The amend allocation menu allows you to:

· Alter the ordered and back-ordered quantities on a pooled line.


· Alter the requests and reservations on a queued line.


· Issue stock to the line.


· Over-commit free stock (pooled allocation).


· Use an alternative despatch location.


· Specify the batch or batches from which stock is to be issued to the line.

Comments XE "comments:detail line" 

 XE "detail line:comments" 
Add, amend or delete comments for the line. Comments can consist of any number of lines of up to 40 characters each. ( Comments window, see page 91.

Note
If the Copy Long Description to Order SOP System Parameter is set to Y, the comments default to the standard long description for the product (if any), but can be altered. If a comment line starts with an asterisk, that and subsequent lines are for internal use only and are not printed.

Delete XE "delete:detail line" 

 XE "detail line:delete" 
Delete this order line. You are asked to confirm deletion.

Enquiries XE "enquiries:invoke from order entry" 
( Orders For Product window of the Enquiries program, see page 156. The window lists all orders for the same customer and location which include the selected product. When you select an order the Selection menu appears. Alternatively you can press <Esc> to select a different location. Press <Esc> again to select a different product.

Note
Press <F9> at any stage to exit from the Enquiry program and return directly to the Line Options menu.

Dates XE "dates:amend for detail line" 

 XE "amend:detail line dates" 
Inspect and amend dates pertinent to this sales order line. The window presented when you select this option depends on the line type (normal, scheduled etc.) and whether stock is allocated for the line from the stock pool or through the stock queue.


For normal pooled lines ( Dates for Normal Pooled Lines window.


For normal queued and back to back lines ( Dates for Normal Queued and Back to Back lines, see page 120.


For scheduled and call-off pooled lines ( Dates for Schedule and Call-off Pooled Lines, see page 122.


For scheduled and call-off queued lines ( Dates for Schedule and Call-off Queued Lines, see page 123.

Note
A blank required date at order level indicates a.s.a.p. Blank required dates at line level mean use the required date on the order header.

Dates for Normal Pooled Lines

Figure 35: Dates Window for Normal Pooled Lines XE "Dates Window:normal pooled lines" 
This window appears when you select Dates from the Line Options menu for a normal pooled line
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Purpose
This window enables you to view and amend the dates relevant to the selected order line.

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


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

The prompts are:

Sales order XE "order date:normal pooled lines"  received
(Display only.) The date on which the order was placed.

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

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

Last delivery XE "delivery date, last:normal pooled lines"  to customer
(Display only.) The date on which the last delivery of all or part of the line took place.

Customer last invoiced XE "invoiced date, last:normal pooled lines"  on
(Display only.) The last date on which all or part of the line was invoiced. 

Required by XE "required date:normal pooled lines" 
The date the goods are needed by the customer.

Pick on XE "pick date:normal pooled lines" 
This is the earliest date on which the sales order line appears on a picking list.

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

On exit
( Line Options menu, see page 117.

Dates for Normal Queued and Back to Back Lines

Figure 36: Dates Window for Normal Queued and Back to Back Lines XE "Dates Window:normal queued and back to back lines" 
This window appears when you select Dates from the Line Options menu for a normal queued or back to back line
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Purpose
This window enables you to view and amend the dates relevant to the selected order line.


The dates shown in upper section of the window apply to the order line as a whole. The lower portion of the window lists queue entries raised for the order line.

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


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

The order level dates are:

Sales order received XE "order date:normal queued & back to back lines" 
(Display only.) The date on which the order was placed.

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

Originally committed XE "originally committed date:normal queued & back to back lines" 
(Display only.) The first committed date given to the customer. Set up once if the committed date is altered, this does not change. Comparison with the committed date highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer XE "delivery date, last:normal queued & back to back lines" 
(Display only.) The date on which the last delivery of all or part of the line took place. 

Customer last invoiced on XE "invoiced date, last:normal queued & back to back lines" 
(Display only.) The last date on which all or part of the line was invoiced.

Required by XE "required date:normal queued & back to back lines" 
The date indicated by the customer that the goods are needed.

Pick on XE "pick date:normal queued & back to back lines" 
This is the earliest date on which the sales order line appears on a picking list.

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

The dates shown for each queue entry are:

Reserve by XE "reserve by date:normal queued & back to back lines " 
This is the latest date by which the stock request for the line must be actioned by the supply system, if the required by date is to be met.

Stock expected on XE "expected date:normal queued & back to back lines " 
When stock is reserved, this is set to the date that the stock is expected to be available for picking. The difference between this and the pick date is the time the stock will spend on your warehouse floor.

On exit
( Line Options menu, see page 117.

Dates for Schedule and Call-Off Pooled Lines

Figure 37: Dates Window for Schedule and Call-Off Pooled Lines XE "Dates Window:schedule and call-off pooled lines" 
This window appears when you select Dates from the Line Options menu for a pooled schedule or call-off line
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Purpose
This window enables you to view and amend the dates relevant to the selected order line.


The entries in the schedule/call-off table for the order line are listed in the upper section of the window. Dates for each entry in the table are shown in the lower non-scrolled section of the window as you scroll through the table. 

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


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

The dates shown for each entry are:

Sales order received XE "order date:scheduled & call-off pooled lines" 
(Display only.) The date on which the order was placed. 

Committed XE "committed date:scheduled & call-off pooled lines" 
The date most recently given to the customer as the day on which they may expect the goods for this schedule entry to be despatched. The committed date is set initially to the required date.

Originally committed XE "originally committed date:scheduled & call-off pooled lines" 
(Display only.) The first committed date given to a customer. Set up once if the committed date is altered, this does not change. Comparison with the committed date highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer XE "delivery date, last:scheduled & call-off pooled lines" 
(Display only.) The date on which the last delivery of all or part of the order line took place.

Customer last invoiced on XE "invoiced date, last:scheduled & call-off pooled lines" 
(Display only.) The last date on which all or part of the order line was invoiced.

Required by XE "required date:scheduled & call-off pooled lines" 
The date the goods in this schedule entry are needed by the customer.

Pick on XE "pick date:scheduled & call-off pooled lines" 
The earliest date on which the schedule entry appears on a picking list.

Allocate XE "allocate date:scheduled & call-off pooled lines"  by
The date on which the schedule entry becomes eligible for automatic allocation. It is calculated as (required date - forward order lead time for pooled products).

On exit
( Line Options menu, see page 117.

Dates for Schedule and Call-Off Queued Lines

Figure 38: Dates  Window for Schedule and Call-Off Queued Lines XE "Dates Window:schedule and call-off queued lines" 
This window appears when you select Dates from the Line Options menu for a queued schedule or call-off line
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Purpose
This window enables you to view and amend the dates relevant to the selected order line.


The entries in the schedule/call-off table for the order line are listed in the upper section of the window. Dates for each entry in the table are shown in the lower non-scrolled section of the window as you scroll through the table. 

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


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

The dates shown for each entry are:

Sales order received XE "order date:scheduled & call-off queued lines" 
(Display only.) The date on which the order was placed.

Committed XE "committed date:scheduled & call-off queued lines" 
The date most recently given to the customer as the day on which they may expect the goods to be despatched. The committed date is set initially to the required date for the entry.

Originally committed XE "originally committed date:scheduled & call-off queued lines" 
(Display only.) The first committed date given to a customer. Set up once if the committed date is altered, this does not change. Comparison with the committed date highlights any slippage on delivery from the customer’s viewpoint.

Last delivery to customer XE "delivery date, last:scheduled & call-off queued lines" 
(Display only.) The date on which the last delivery of all or part of the order line took place.

Customer last invoiced on XE "invoiced date, last:scheduled & call-off queued lines" 
(Display only.) The last date on which all or part of the order line was invoiced.

Required by XE "required date:scheduled & call-off queued lines" 
The date indicated by the customer that this entry in the schedule is needed.

Pick on XE "pick date:scheduled & call-off queued lines" 
The earliest date on which the schedule entry appears on a picking list.

Needed in stock by XE "needed by date:scheduled & call-off queued lines" 
The date beyond which supply from the queue is considered to have failed and which causes Automatic Allocation to attempt to allocate stock for the schedule entry from the stock pool at the despatch location. It is calculated as (required date - allocation lead time for queued products).

Reserve by XE "reserve by date:scheduled & call-off queued lines" 
The latest date by which the stock request for the schedule entry must be actioned by the supply system, if the required by date is to be met.

Stock expected on XE "expected date:scheduled & call-off queued lines" 
When stock is reserved, this is set to the date that the stock is expected to be available for picking. The difference between this and the pick date is the time the stock will spend on your warehouse floor.

On exit
( Line Options menu, see page 117.

Amend Allocation Menu for Normal Pooled Lines
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Figure 39: Amend Allocation Menu for Normal Pooled Lines XE "Amend Allocation Menu:normal pooled lines" 
This menu appears:

· When you select Allocation from the Line Options menu for a normal pooled line.

· When you enter a normal pooled order line with a quantity exceeding the free stock of the product at the despatch location.

Note
The menu does not automatically appear during order line entry if System Parameters have been set to over-allocate or back-order unavailable stock automatically. For further details see page 278.

The options are:

Amend allocation XE "amend:allocation of detail line" 

 XE "allocation:change for pooled line" 

 XE "forward order lead times:override for pooled products" 
This option enables you to override the quantities back ordered and allocated to the line. If the line’s ‘allocate by’ date is in the future, it is set to today’s date, and stock is allocated to the line, or back ordered, depending on the amount of free stock. ( Available Stock Window, see page 126. 

Change quantity
Used to alter the order quantity.

If the revised figure you enter is equal to or lower than the free stock ( Confirm Line menu, see page 117.

Otherwise this menu is redisplayed.

Issue stock XE "issue stock" 
This allows you to issue stock to the selected line.


If the product is serialised ( Serial Number Selection window, see page 142.


If the product is batch-tracked ( Batch Allocation, see page 141.


Otherwise this menu is redisplayed when processing is complete.

Over commit stock XE "over commit stock" 
(Only if the ‘Over-commit allowed’ System Parameter XE "system parameters:over-commit allowed"  is set to Y.) Allocate stock even though there is none available at present. Typically it is used if you expect a delivery shortly. The items will appear on the next picking list. 

Location search
Used to check the stock levels in alternative locations, and potentially to allocate free stock from one of those locations to this order line ( Location Search window, see page 129.

Reserve batches
(Only if product is batch tracked and the ‘Batch ref on pick list’ indicator is set to Y for the product.) Specify the batch or batches from which stock for the line should be taken. ( Select Batches to Reserve window, see page 130.

Exit
( Line Options menu, see page 117.

Available Stock Window

Figure 40: Available Stock Window XE "Available Stock Window" 
This window appears alongside the Amend Allocation Menus
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Purpose XE "stock balances" 
This window shows details of stock quantities in the current selling unit. The left side shows stock levels at the despatch location. The right side shows stock levels for the current order line.  XE “back orders:detail line quantity" 

Note
The cursor moves into this window when you select Amend Allocation from the Amend Allocation Menu for Normal Pooled Lines. You can then change the back ordered and allocated quantities for the selected line. However you cannot enter a back ordered quantity for obsolete products, or if back orders are disallowed in system parameters or the order header.

The items displayed are:

Free stock XE "free stock" 
For pooled lines this is the book stock less allocated and restricted stock.

For queued lines it is the book stock less allocated, restricted and minimum stock.

Book stock XE "book stock" 
The total quantity deemed to be physically at the location, i.e. total quantity received less total quantity despatched.

Requested XE "requested:stock levels" 
The total requests for supply not yet actioned.

Reserved XE "reserved:stock levels" 
The total reservations against future supplies.

Back order XE "back ordered stock" 
For pooled lines this is the quantity currently on back order against sales orders and stock requisitions.

For queued lines it is the total of requested and reserved stock.

Allocated XE "allocated:stock" 
The quantity of stock currently allocated to sales orders and stock requisitions.

Restricted XE "restricted stock" 
The stock in quarantine or requiring inspection.

On order XE "purchase ordered stock" 
The quantity currently on purchase order for stock.

Right side of the window
The right side of the window shows stock levels for the current order line: scheduled, forward ordered, requested, reserved, back ordered, allocated, issued, and invoiced.

Amend Allocation Menu for other than Normal Pooled
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Figure 41: Amend Allocation Menu for other than Normal Pooled XE "Amend Allocation Menu:other than normal pooled" 
This menu appears when you  select Allocation from the Line Options menu for any line other than a normal pooled line

Note
The options that are available depend on the type of line you are processing. Options which are not available are marked accordingly. 

The options are:

Schedule/call-off
(Schedule and call-off lines only.) Add, amend or delete entries on a schedule or call-off table.


For scheduled lines ( Schedule Details window, see page 107.


For call-off lines ( Call-off Details window, see page 112.

Queue entries XE "queue entries:current order line" 
(Queued allocation only.) This option enables you to view the stock queue entries for the current line, to select entries for further processing; such as  XE "amend:allocation" 

 XE "allocation:change for queued line" allocating stock, changing the source of supply XE "supply source (system):change" , and the queue entry status XE "status:queue entry" .


If the line is forward ordered so that stock queue entries have not yet been created for the line ( Create Stock Queue for Order Line Window, see page 128.


Otherwise ( Stock Queue Entries for Current Order Line window. This window, and the Process Options menu and Expected Arrivals window to which it leads, are described in full under Manual Allocation. See page 249.

Supply and demand XE "supply and demand" 
( Stock Queue for Product window. This window and its two alternate view windows, are described in full under Order Book. See page 191.

Change quantity XE "quantities:amend" 
Used to alter the order quantity. Changing the quantity on a line with an entry or entries in the stock queue causes those entries to be discarded and new entries to be created to cover the altered quantity.

Location search
Transfer the stock queue entries for a line to a new location. ( Location Search window.

Reserve batches
(Only if product is batch tracked and the ‘Batch ref on pick list’ indicator is set to Y for the product.) Specify the batch or batches from which stock for the line should be taken. ( Select Batches to Reserve window, see page 130.

Exit
( Line Options menu, see page 117.

Create Stock Queue for Order Line

Figure 42: Create Stock Queue for Order Line Window XE "Create Stock Queue for Order Line Window" 
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This window appears when you select Queue Entries from the Amend Allocation Menu for a forward ordered queued line.

Note
This window does not appear for queued schedule and call-off lines, as the forward order lead time does not apply to these lines.

Purpose XE "forward order lead times:override for queued products" 
Normally the ‘forward order lead time for queued products’ is subtracted from a queued line’s required date to determine the day on which Automatic Allocation creates its stock queue entries. Until then there are normally no queue entries for the order line. However the Queue Entries option of the Amend Allocation menu enables you to force the creation of queue entries before the lead time is reached. This window enables you to choose whether to carry on and let the program create the queue entries, or to return to the Amend Allocation Menu.

The option is:

OK to create
(Y/N.) Enter Y if you want to create queue entries for the selected line; enter N to return to the Amend Allocation Menu.

On completion
If you entered Y ( Stock Queue Entries for Current Order Line window. This window, and the Process Options menu and Expected Arrivals window to which it leads, are described in full under Manual Allocation. See page 249.


Otherwise ( Amend Allocation Menu for other than Normal Pooled, see page 127.

Location Search

Figure 43: Location Search Window XE "Location Search Window" 
This window appears when you select Location Search from the Amend Allocation menu, and when you press <F1> on the Quantity prompt in the Details Line window
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Purpose XE "locations:check stock levels in other locations" 

 XE "locations:alternate" 

 XE "stock balances" 

 XE "alternate locations" 
For pooled order lines this window lets you check stock levels in alternative locations, and potentially to allocate free stock from one of those locations to the line. 


For queued order lines for which no stock has been allocated or expected stock reserved, this window lets you transfer the stock queue entries for the line to a different location. Queue entries for the original location are discarded and new entries put on the queue for the new location.

Display
This window lists the locations at which the product is stocked and for which sales orders are allowed. The middle section of the window shows the free stock, book stock, allocated stock, stock on order and expected dates for each location, and their totals. Back order, forward and restricted quantities are shown for each location at the bottom of the window as you scroll through the list.

Note
You specify whether sales orders are allowed for a location via the ‘allow sales’ XE "allow sales orders for location" 

 XE "locations:allow sales orders for"  indicator in the Location Maintenance Window. For further information, see the Global 3000 Installation and Setup Manual.

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

Select location
To select a location, press <Return> when the cursor is on the required location.


For a pooled line, SOP then de-allocates the allocated stock from the original location and allocates free stock from the new location.


For a queued line, SOP then discards the queue entries for the original location and places new entries on the stock queue at the new location.

On exit
( Amend Allocation menu or Detail Lines window according to how you entered the window.

Select Batches to Reserve

Figure 44: Select Batches to Reserve Window

 XE "Select Batches to Reserve Window"  

This window appears when you select Reserve Batches from one of the Amend Allocation menus
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Purpose XE "batch tracking:reservation of numbers" 

 XE "reserve batches" 
This window lists batches of the product currently in stock at the despatch location. It enables you to specify the batch or batches from which stock for the line should be taken.

Upper part of window
The following details are displayed in the upper part of the window:

· The product code and description.

· The Quantity Entered for the item line in the Detail Lines window.

· The Quantity Reserved through this window.

· The Quantity Left. This is the difference between the quantities entered and reserved.

Move through list
You can move through the list of batches using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select a batch, move the cursor to its entry and press <Return>.

When you select a batch you are prompted:

Quantity reserved against this batch
Enter the quantity to be reserved from this batch to the selected order line. You cannot enter more than the quantity ordered or the free quantity. 


If you enter less than the order quantity, you are returned to the window to select further batches. You can exit from the window to reduce the ordered quantity to that reserved if required.

On completion
When the Quantity Reserved matches the Quantity Entered ( Line Options menu, see page 117.

On exit
( Line Options menu, see page 117.

Details Amendment

Figure 45: Details Amendment Menu XE "Details Amendment Menu" 
This menu appears at different points during Sales Order Entry depending on how your system is configured
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Note
This menu also appears when you select a transaction in one of the Order Book windows.

The options are:

Detail lines
Add, amend or delete order lines. ( Detail Lines window, see page 95.

Header details
Establish or amend the header details for the order, including order date, date required and delivery instructions. Also for delivery and invoice addresses, initial and trailer comments, and credit card details. ( Header Options menu. see page 82.

Enquiry XE "enquiries:invoke from order entry" 
( Orders by Customer window of the Enquiries program, see page 161. This window lists all ordinary orders for the customer. When you select an order, the Selection menu appears. Alternatively you can press <Esc> to display the Order Type Selection menu. This lets you select other types of transactions for the customer.

Note
Press <F9> at any time to exit from the Enquiries program and return directly to the Details Amendment menu.

Balances
( Account Balances window, see page 132.

Print XE "print:quotations" 

 XE "quotations:print from order entry" 

 XE "immediate print" 
(Not available for repeating orders.) The immediate printing (or reprinting) of documents associated with this order (if permitted by System Parameters and the type/status of the order). 


When you select this option for a quotation, the standard Print Options window appears for the quotation print. For further details see page 63.


When you select this option for any other type of transaction ( Print Options menu, see page 133.

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

Delete transaction XE "delete:transactions of all types" 
Used to delete orders of all types. SOP first asks you for confirmation. ( Order Summary window, see page 76




Order processing
Select this option to allocate or deallocate stock, hold or unhold the order, reprice the order, confirm despatch, or to change the transaction type, e.g. convert a quotation into a sales order. ( Order Processing menu, see page 134.

Exit
If you invoked this menu via the Order Book function, you are returned to the window from which you came.


Otherwise ( Order Summary window, see page 76.

Note
A warning appears when you select this option if the payment method of the current order is set to R and credit card details have not been entered.

Account Balances

Figure 46: Account Balances Window XE "Account Balances Window" 
This window appears when you select Account Balances from the Details Amendment menu
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Purpose
This window displays account balance information for the current customer. It shows the following details for the customer XE "customers:account balance" :

· Account balance.


· Credit Limit.


· Balances for the next, current and previous four periods.


· Amount and date of last sale.


· Average number of days the customer takes to pay invoices XE "invoice:average no. days customer takes to pay" 

 XE "customers:average no. days takes to pay" 


· The amount of outstanding orders.

Note
If the ‘Display account balances automatically’ System Parameter XE "system parameters:display account balances automatically"  is selected, this window automatically appears whenever the Details Amendment menu appears.

Print Options Menu
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Figure 47: Print Options Menu XE "Print Options Menu" 
This menu appears when you select Print from the Details Amendment menu, for transactions other than quotations and repeating orders.

Note
If the transaction is an invoice, credit note, or direct order, a smaller version of this menu appears. Details of the options are included below.

The options are:

Note
None of the options on this menu are available for imported orders with an EDI error status. For further information on imported orders, see page 70.

Continue XE "credit notes:print from order entry" 

 XE "invoice:print from order entry" 

 XE "print:credit notes" 

 XE "print:invoice" 

 XE "invoice:direct" 

 XE "direct invoices" 

 XE "exporting:invoices" 

 XE "EDI:invoices" 
(Only for invoices, credit notes, and direct orders.) Print the invoice or credit note. ( Invoice Details window, see page 234. 

Further information
For further information about exporting invoices via Global 3000 EDI, see page 230.

Acknowledgement XE "exporting:acknowledgements" 

 XE "EDI:acknowledgements" 

 XE "acknowledgements:print/export from order entry" 
Print and/or export an acknowledgement for the selected order. If the acknowledgement is to be printed ( Print Options window, see page 63, otherwise it is exported and you are returned to this menu.

Further information
For further information about exporting acknowledgements via Global 3000 EDI, see page 201.

Picking list XE "picking list:invoke from order entry" 

 XE "print:picking list" 
Print the picking list (and, depending on how your System Parameters are set, the delivery note) for this order. ( Print Options window, see page 63.

Delivery label XE "labels:print from order entry " 

 XE "print:labels" 
Print delivery labels for this order. ( Label Print Window, see page 210.

Delivery note XE “delivery notes:print immediate" 

 XE "print:delivery notes" 
Print the delivery note for the selected order. If stock has not already been issued for this order a window appears warning that stock is issued before the delivery note is printed. It asks you to confirm that you want to proceed. (You are prompted for batch and serial numbers if any of the products are batch traceable or serialised. See Batch Allocation, page 141, and Serial Number Selection, page 142.) ( Print Options window, see page 63.

Despatch confirmation XE "despatch confirmation:invoke from order entry" 
Confirm despatch of the selected order. ( Confirm Despatch of Sales Order Line window, see page 218.

Issue stock XE "issue stock" 
Issue stock to the order. You are prompted for batch and serial numbers if one or more of the products is batch traceable or serialised. See Batch Allocation, page 141, and Serial Number Selection, page 142.

Invoice XE "invoice:print from order entry" 

 XE "print:invoice" 

 XE "exporting:invoices" 

 XE "EDI:invoices" 
Print and/or export the invoice for the transaction. ( Invoice Details window, see page 234. 

Further information
For further information about exporting invoices via Global 3000 EDI, see page 230.

Pro-forma XE "proforma invoice:print from order entry" 

 XE "invoice:proforma" 
Print a pro-forma for the selected invoice. This does not change the data or affect any processing, for example you might want to print an invoice for test purposes. ( Invoice Details window, see page 234. 

Exit
( Details Amendment menu, see page 131.

Order Processing Menu
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Figure 48: Order Processing Menu XE "Order Processing Menu" 

 XE "order processing:invoke from order entry" 
This menu appears when you select Order Processing from the Details Amendment menu.

The options are:

Allocate stock XE "allocate stock" 
Allocate stock to all lines on the order. After processing you are returned to this menu.

Deallocate stock XE "deallocate stock" 
Deallocate stock from all lines on the order. After processing you are returned to this menu.

Hold order XE "status:change hold" 

 XE "hold status, change" 
Hold the order to prevent despatch. If the ‘Allocate stock to held orders’ System Parameter XE "system parameters:allocate stock to held orders"  is set to N, any stock which has been allocated to the order, but not picked, is deallocated. After processing you are returned to this menu.

 XE “held orders:manually" Note
Orders that are held through this option are not unheld by Automatic Allocation.

Unhold order
Release the order so that it can appear on a picking list. After processing you are returned to this menu.

Change order type
(Not available for credit notes or direct invoices.) This option enables you to change the type of an order. The order type on quotations, normal, direct, and repeating orders can be interchanged. ( Change Order Type menu, see page 135.

Example
You can convert a quotation to a normal, repeating, or direct order, and vice versa, or a normal order to a repeating or direct order and vice versa.

Despatch confirmation XE "despatch confirmation:invoke from order entry" 
(Not available for imported orders with an EDI error status.) Confirm despatch of the selected order; ( Confirm Despatch of Sales Order Line window. For further details see page 218.

Recalculate pricing XE "price:recalculate prices for order" 
Reprice all the lines in a specified order to match the current price list for the customer. You may need to do this if there have been changes in pricing for the customer since the order was entered. ( Reprice Order menu, see page 136.

Exit
( Details Amendment menu, see page 131.

Change Order Type
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Figure 49: Change Order Type Menu XE "Change Order Type Menu" 

 XE "convert:order to different type" 
This menu appears when you select Change Order Type from the Order Processing menu.

The options are:

Normal order XE "convert:quotation to order" 

 XE “quotations:convert to order" 
Change the transaction to a normal order.

Repeating order XE “repeating orders:convert to or from other order type" 
Change the transaction to a repeating order.

Direct order XE “direct orders:convert to or from other order type" 
Change the transaction to a direct order.

Quotation XE "convert:order to quotation" 

 XE “quotations:convert order to" 
Change the transaction to a quotation.

Note
You cannot change a normal order to another type if part or all of the order has been picked or invoiced.

On selection
If the transaction is a telesales quotation ( Convert to Order - Customer Search window appears, see page 137.


Otherwise ( Order Processing menu, see page 134.

Note
If the transaction is a quotation against a standard customer account, the Order Processing menu is preceded by the Credit Checking (New Order) menu (see page 81) if credit checking is enabled and the creation of the order takes the account over its credit limit.

Exit
( Order Processing menu, see page 134.

Reprice Order Menu

Figure 50: Reprice Order Menu XE "Reprice Order Menu" 
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This menu appears when you select Recalculate Pricing from the Order Processing menu.

The options are:

Reprice entire order XE "price:recalculate prices for order" 
Reprice all lines, regardless of any manual amendments to prices or discounts made via the Pricing option in the Line Options menu.

Skip line over-rides
Leave any manual amendments to prices or discounts made via the Pricing option in the Line Options menu.

Exit without repricing
Return to the Order Processing menu without recalculating prices.

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


The Pricing option on the Line Options menu should be used if you want to amend the price on a schedule/call-off order line, as the price is not recalculated when later amendments to the line are made.

Convert to Order - Customer Search

Figure 51: Customer Search Window XE "Customer Search Window" 

 XE "Convert to Order - Customer Search Window" 
This window appears when you select an option from the Change Order Type Menu for a telesales quotation
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Purpose
If you want to convert the quotation to an order against an existing customer, this window enables you to search for the required customer.

Search keys
You can search for a customer by name, account code, account currency, or either of the lookup codes. Press <F6> to change the search sequence. This makes the cursor move to another key. When the cursor is on the required key enter a full or partial code followed by <Page Down>. The entries which are listed start from the value you entered. Press <Page Up> if you want to display records up to the entered value.

New customer
If you want to create a new customer for the order press <Esc>. ( Convert to Order - Delivery Address window.

Telephone number lookups
Telephone number lookups XE "lookup:telephone number" 

 XE "telephone number lookups"  are held on file with the embedded spaces and punctuation marks removed. When you search for a customer on a telephone number lookup you can enter a full or partial telephone number in the normal format. If you press <Return>, instead of the normal <Page Down>, the program removes the embedded spaces and punctuation marks. For example you can type 0171-123 into the prompt. So long as you follow this with <Return> the program will convert it to 0171123. Customers with telephone numbers starting from this sequence are then displayed.

Move through list
You can move through the existing entries using the cursor and <Page Up> and <Page Down> keys in the standard way.

On selection
Press <Return> to select a customer ( Convert to Order Confirmation menu, see page 140.

Convert to Order - Delivery Address

Figure 52: Convert to Order - Delivery Address Window XE "Convert to Order - Delivery Address Window" 
This window appears when you escape from the Convert to Order - Customer Search window without selecting a customer, and when you select Amend from the Convert to Order Confirmation menu
[image: image65.png]o

Account QUOTOB1  Quotation Account Value
Ref 0RDO0O73 STR VAT
Quote. Weight 6.00 %Prafit 17.26  Total

i Delivery Address

Delivery Address 1 Name J French
Address 34 Fountains Avenue

Loughborough_

Post Code
Order Reference
Delivery instructions First Class Post

SelesRep G Amy Gooduwin Phone
AreaCode MO1 Midlands - East Fax

VATStatis N County
VAT Registration Nurnber

0K Cancel





Purpose
This window enables you to enter and amend customer name and address details when converting a telesales quotation to an order. XE "delivery address:new telesales customer" 

 XE "add:telesales customer details" 

 XE “customers:telesales" 

 XE "telesales:create new customer" 

The prompts are:

Name, address & postcode XE "address:telesales customer" 
For an existing customer the address initially displayed is the delivery address held for the customer in Debtors Ledger. If you amend this address it is treated as a ‘one-off’ address.


Use the Addresses option on the Header Options menu if you want to make changes to the Delivery Address or Invoice Address and write these changes back to Debtors Ledger.


For a new customer, if you entered an address in the Credit Card Details window, it is displayed as a default. The address entered here is used for the delivery address and the invoice address. 


Use the Addresses option on the Header Options menu if you need to enter a different invoice address. Do this after completing the conversion.

Order XE “orders:reference for telesales customer"  reference
Enter a reference for the order (up to twenty five characters.)

Delivery instructions XE "delivery instructions:for telesales customer" 
The three character delivery code. A pop-up enquiry is available. The description associated with the delivery code is displayed and can be amended.

Sales rep XE "sales representative:for telesales customer" 
A four character code used for sales analysis. A pop-up enquiry of valid codes is available. This defaults to the operator-id (provided this has been defined as a valid sales rep code) in the following circumstances:

· When the sales rep code in Debtors Ledger is blank for the customer (existing customers) or the quotation account (new customers).


· When the ‘Default sales rep from operator-id’ SOP System Parameter is set to Y.


In all other circumstances the default is the sales rep code in Debtors Ledger for the customer (existing customers) or for the quotation account (new customers).

Note
Sales rep codes are defined via System Codes in Administration Parameters.

Area code XE "area code:telesales customer" 
The territory code. A pop-up enquiry is available. This defaults to the area code held in Debtors Ledger for the customer (existing customers) or the quotation account (new customers).

Phone
The telephone number of the primary contact.

Fax
The fax number of the primary contact.

Tax status XE "tax:status" 
This must be set to one of the following: 

· N for Normal.


· X for Exempt. 


· Z for Zero rated. 

Note
See page 100, for details of how the tax code is determined for each detail line.

Country XE "country:telesales customer" 

 XE "customers:country" 
A pop-up enquiry is available.

Tax XE "tax:registration number"  registration number
This must correspond to the tax registration mask entered for the country in the Country Codes window of Administration Parameters. You cannot change this prompt after the invoice has been printed.

On completion
( Convert to Order Confirmation menu.

Convert to Order Confirmation Menu
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Figure 53: Convert to Order Confirmation Menu XE "Convert to Order Confirmation Menu" 
This menu appears when you select an existing customer in the Convert to Order - Customer Search window and when you complete your replies in the Convert to Order - Delivery Address window.

The options are:

Amend
Select this option to change details in the Delivery Address window. If you use this option to change the address for an existing customer, it is treated as a ‘one-off’ address.

Note
After the quotation has been converted to a sales order, if necessary, you can use the Addresses option on the Header Options menu. This enables you to make changes to the Delivery Address or Invoice Address and write these changes back to the customer’s record in Debtors Ledger.

Contact details
(Not available for existing customers.) Select this option to enter contact details for a new customer. ( Contact Details window, see page 140.

Process XE "quotations:convert to order (telesales)" 

 XE "telesales:convert quotation to order" 
Select this option to convert the quotation to a sales order. If you are creating a new customer account, a confirmation window displays the customer’s account number. 

Note
The generation of the account number is controlled by the settings of the ‘Telesales prefix’ and the ‘Next telesales account’ prompts in the Document Numbers window of SOP System Parameters XE "system parameters:telesales prefix & next no." 

 XE "telesales:generation of account nos" 


When the quotation is converted to a sales order, the tax on the transaction is recalculated.

Exit
Cancel the conversion and return to the Details Amendment menu.

Contact Details

Figure 54: Contact Details Window XE "Contact Details Window" 
This window appears when you select Contact Details from the Convert to Order Confirmation menu
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Purpose
This window enables you to enter details of the customer’s primary contact. Additional contacts can be entered in Customer Maintenance in Debtors Ledger. You are prompted for a contact name, salutation, position, and telephone and fax numbers. XE "add:contact details of new telesales customer" 

 XE “customers:contact details" 

 XE "telesales:enter contact details for new customer" 

On exit
Press <Esc> to exit from this window. ( Convert to Order Confirmation menu, see page 140.

Batch Allocation

Figure 55: Batch Numbers Selection Window XE "Batch Numbers Selection Window" 

 XE "batch tracking:allocation of numbers" 
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This window appears for batch traceable products:

· When you enter or amend a detail line on an invoice or credit note.

· When you select Issue Stock from the Amend Allocation or Print Options menus.

Purpose
This window lists any batches currently in stock at the despatch location. It enables you to select the batch or batches you want to issue the stock from, or return it to.

Note
If the product is both batch traceable and serial numbered, this window does not appear because SOP deduces the batch from the serial number.

Upper part of window
The following details are displayed in the upper part of the window:

· The product code and description.

· The Quantity Entered for the item line in the Detail Lines window.

· The Quantity Issued through this window.

· The Quantity Left. This is the difference between the quantities entered and issued.

Move through list
You can move through the list of batches using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select a batch, move the cursor to its entry and press <Return>.

Note
You can only return on a credit note XE "credit notes:batch tracked items" 

 XE "returns:batch tracked items"  batch-tracked items which were originally issued from the system. If necessary, write off the credit note (set the status of goods on the credit note to W) and later perform a stock adjustment.

When you select a batch you are prompted:

Quantity
Enter the quantity to be allocated from this batch to the selected order line. You cannot enter more than the quantity ordered or the free quantity. 


If you enter less than the order quantity, you are returned to the window to select further batches. You can exit from the Batch Allocation window to reduce the ordered quantity to that allocated if required.

On completion
When the Quantity Issued matches the Quantity Entered ( Line Options menu, see page 117.

On exit
( Line Options menu, see page 117.

Serial Number Selection

Figure 56: Serial Number Selection Window XE "Serial Number Selection Window" 
This window appears for serialised products when you enter or amend a detail line on an invoice or credit note, and when you select Issue Stock from the Amend Allocation or Print Options menus
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Purpose
This window enables you to enter one or a range of serial numbers for stock being issued or returned.

The prompts are:

Serial number XE "serial numbers:allocation of" 
Do one of the following:

· Enter a serial number the system already knows which is still in stock (stock issues) or which is marked as issued (stock receipts).


· Leave the serial number blank or press <F1> to select individual serial numbers. ( Individual Serial Numbers, see page 143.

 XE "unnumbered stock" 

 XE "serial numbers:unnumbered stock" 
· For stock issues, if you logged the stock as ‘unnumbered’ in Stock Control stock receipts or Purchase Order Processing goods receipt, you can enter the serial numbers of that unnumbered stock. A batch search window appears, enabling you to select the appropriate batch.

Note
If you inadvertently enter a serial number which is unknown to the system and the batch search window appears, press <Esc> to return to the Serial Number Selection window. 

Number of consecutive serial numbers XE "serial numbers:consecutive" 
The default is the remaining quantity of serial numbers.

Last serial
(Display only.) The last serial number in the range of consecutive numbers.

Description
(Display only.) A description of the serial number.

On completion
( Serial Numbers menu, see page 144.

Individual Serial Numbers

Figure 57: Individual Serial Numbers Window XE "Individual Serial Numbers Window" 
This window appears when you press <Return> or <F1> on the Serial Number prompt in the Serial Number Selection window
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Purpose
This window lists known serial numbers of the product. It enables you to select individual serial numbers for receipts and issues. 

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 serial number, move the cursor to its entry and press <Return>.

Note
Not all serial numbers displayed on the screen can be selected. This is because unacceptable delays would occur if the system were to search through large numbers of serialised products to find relevant items. 

Availability of serial numbers XE "serial numbers:availability" 
The availability is as follows:

· Y indicates that the serial number’s batch and location are valid and it is in stock.


· N indicates that the serial number’s batch and location are valid and it has been issued.


· L indicates that the serial number is for the wrong location.


· X indicates that the serial number is in a batch which has an invalid status or has expired.


You must select a serial number of availability Y for issue, and one of availability N for a credit note.

On exit
( Serial Numbers Menu.

Serial Numbers Menu
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Figure 58: Serial Numbers Menu XE "Serial Numbers Menu" 
This menu appears after the Serial Numbers windows.

The options are:

Increase quantity
Resets the outstanding quantity to zero. This causes the quantity on the sales order line to be increased accordingly.

Decrease quantity
Resets the outstanding quantity to zero. This causes the quantity on the sales order line to be decreased accordingly.

Insert range
Add another range of serial numbers. ( Serial Number Selection window, see page 142.

Amend serial numbers
Add/remove individual serial numbers. ( Individual Serial Numbers window, see page 143.

Unnumbered stock XE "unnumbered stock" 

 XE "serial numbers:unnumbered stock" 
(Only available during Stock Control Receipts.) It labels any remaining quantity as unnumbered and confirms the receipt.

Confirm update
Confirm your replies.

If the ‘Quantity left’ is zero ( Detail Lines window, see page 95.


Otherwise the menu is redisplayed with the cursor on the Increase or Decrease Quantity option which, if selected, will reduce the quantity left to zero.

Abandon update
Abandon the sales order line. ( Detail Lines window, see page 95.

Select Deliveries/Returns To Reverse

Figure 59: Select Deliveries/Returns to Reverse Window XE "Select Deliveries/Returns to Reverse Window" 
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This window appears after the Details Lines window when you reduce the quantity on an order line for batch tracked or serial numbered items that have already been issued.

Purpose
This window lists the delivery records associated with the order detail line. It enables you to select the items you want to reverse.

Note
The ‘Allow amendment of confirmed deliveries’ SOP System Parameter XE "system parameters:allow amendment of confirmed deliveries"  determines whether lines processed by Delivery Confirmation or Delivery Note print can be selected.

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 an entry in the list, move the cursor to it and press <Return>.

On completion
( Line Options menu, see page 117.

Confirm Addition of Delivery Charge

Figure 60: Confirm Addition of Delivery Charge Window XE "Confirm Addition of Delivery Charge Window" 
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This window appears when you exit from the Detail Lines Window when you are creating a new sales order when:

· An automatic delivery charge is specified for the customer.

· And SOP has been configured to prompt you before adding the charge.

Note
This window does not appear if you have already added the delivery charge to the order manually.

Purpose XE "automatic delivery charges" 

 XE "delivery charges" 
This window displays the description of the product specified as the automatic delivery charge and enables you to specify whether you want it to be added to the order.

The prompt is:

Add charge
(Y/N.) Enter Y if you want SOP to add the charge, otherwise enter N.

On completion
If you specified Y ( Detail Lines Window, see page 95.


Otherwise ( Details Amendment Menu, see page 131.

Section Four:

Order Enquiries and Reports

Contents

149
Order Enquiries

This program enables you to enquire on sales orders by product, order type and customer. You can drill down through individual order lines to stock queue entries and schedule lines. This program also gives you direct access to the Global 3000 Purchase Order Processing and Stock Control enquiries.

173
Order Reporting

This program produces reports on sales orders and back-ordered stock. There are numerous selection and sequencing options which are described in detail.

Order Enquiries XE "enquiries" \r "Enquiries"  

Introduction
The Order Enquiries program enables you to enquire on sales orders by product, order type and customer. You can drill down through individual order lines to stock queue entries and schedule lines. This program also gives you direct access to the Global 3000 Purchase Order Processing and Stock Control enquiries.


This program can be run from within Order Entry, or from options in the Order Enquiries and Reports menu. These options include:

· Display Orders by Customer. Enquire on orders for selected customers. ( Select Customer for Enquiry window.


· Display Orders by Product. Enquire on orders for selected products. ( Product Enquiry Selection menu, see page 152.


· Display Orders. Enquire on orders directly or by order type. ( Order Type Selection menu, see page 160.


The enquiry program is described below, window by window and menu by menu.

Note
Press <F9> to rapidly exit from the Enquiries program and to return to the menu from which you came.

Select Customer for Enquiry

Figure 61: Select Customer for Enquiry XE "Select Customer for Enquiry Window" 

 XE "enquiries:select customer" 
This window appears when you select Display Orders by Customer from the Order Enquiries and Reports menu or Customers from the Enquiry Type Selection menu
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Purpose
This window lists existing customers and enables you to select one for enquiry.

Search keys
This is an enquiry-mode window with two search keys: account code and customer name.

Display
Enter a partial code followed by <Page Down> to list customers starting from that code. Enter a partial code followed by <Page Up> to list customers up to that code.

Leave the key blank and press <Page Down> or <Page Up> to list all customers in ascending or descending sequence.

Press <F6> to change the search key.

The outstanding amount, delivery instructions, first price list, second price list, whether acknowledgements are required and back orders, part deliveries and part invoices are allowed, location and discount level are also displayed for each customer.

Move the cursor to the required customer and press:

<F1>
To view the customer’s first price list. ( Price Lists for Customer window.

<F2>
To view the customer’s second price list. ( Price Lists for Customer window.

<Return>
To select the customer. ( Customer Select menu, see page 151.

On exit
( Enquiry Type Selection menu, see page 151.

Price Lists for Customer

Figure 62: Price Lists for Customer Window XE "Price Lists for Customer Window" 

 XE "enquiries:price lists" 

 XE "price lists:customer enquiry" 
This window appears when you press <F1> or <F2> in the Select Customer for Enquiry window
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Purpose
This window displays details of the customer’s price lists. If you pressed <F1> in the Select Customer for Enquiry window, it shows details of the customer’s first price list; if you pressed <F2>, it shows details of their second price list.


The price list name is displayed at the top of the window. Underneath this the products in the price list are listed, with the currency, expiry date, type and pricing unit. As you scroll through the list, the prices for the selected product are displayed in the lower part of the window.

On exit
( Select Customer for Enquiry window, see page 149.

Customer Select Menu
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Figure 63: Customer Select Menu XE "Customer Select Menu" 
This menu appears when you select a customer in the Select Customer for Enquiry window.

The options are:

Products
Enquire on the customer’s orders by product. ( Product Enquiry Selection menu, see page 152.

Orders
Enquire on the customer’s orders by order type. ( Order Type Selection menu, see page 160.

Exit
( Select Customer for Enquiry window, see page 149.

Enquiry Type Selection
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Figure 64: Enquiry Type Selection Menu XE "Enquiry Type Selection Menu" 
This menu appears when you press <Esc> in the Select Customer for Enquiry window.

The options are:

Products
( Product Enquiry Selection menu, see page 152.

Customers
( Select Customer for Enquiry window, see page 149.

Sales orders
( Order Type Selection menu, see page 160.

Purchase orders
( Purchase Enquiry Selection menu. See the POP manual for details.

Suppliers
( Supplier Accounts window. See the POP manual for details.

Exit
( The menu from which you entered the enquiry program.

Product Enquiry Selection XE "enquiries:product selection" 
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Figure 65: Product Enquiry Selection Menu

 XE "Product Enquiry Selection Menu" 
This menu appears when you select Products from the Customer Select Menu and when you select Products from the Enquiry Type Selection 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 products
Restrict the enquiry to non-stocked products.

Description
Select products by description.

Lookup
Select products by lookup code.

Group
Select products by product group code.

On selection


When you select any of the above options ( Select Product For Enquiry window.

Main Enquiry Menu
( Select Customer for Enquiry window or Enquiry Type Selection menu, depending on how you entered the menu.

Select Product for Enquiry

Figure 66: Select Product for Enquiry Window XE "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. 

Search keys
This is an enquiry-mode window with five search keys: product, product description, lookup, product 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.

Display
Enter a partial code followed by <Page Down> to list all products starting with that code. Enter a partial code followed by <Page Up> to list products up to that code.


Leave the key blank and press <Page Down> or <Page Up> to list all products in ascending or descending sequence.


Press <F6> to change the search key.


Analysis codes one and two, the product status and the alternative product are also displayed for any listed product.

Move through list
You can move through the list with the cursor 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 154.

<F3>
To view the product’s prices. ( Price Lists window, see page 155.

<Return>
To select the product. ( Select Menu, see page 155.

On exit
( Product Enquiry Selection menu, see page 152.

Product Details XE "enquiries:product details" 
Figure 67: Product Details Window XE "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. 

<F6>
To change the search key.

On exit
( Select Product for Enquiry window, see page 153.

Long Description XE "enquiries:product long description" 
Figure 68: Long Description Window XE "Long Description Window" 

 XE “descriptions, product:long" 

 XE “long descriptions:enquiry" 

 XE "products:descriptions:long" 
This window appears when you press <F2> in the Select Product for Enquiry Window
[image: image81.png]igh magnification.
Flat pack

0K Cancel






Purpose
This window displays the long description entered for the product through Product Maintenance.

On exit
( Select Product for Enquiry window, see page 153.

Price Lists XE "enquiries:price lists" 
Figure 69: Price Lists Window XE "Price Lists Window" 

 XE "price lists:enquiry" 
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.

On exit
( Select Product for Enquiry window, see page 153.

Select
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Figure 70: Select Menu XE "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 "supplier enquiry" 

 XE "purchase order enquiry" 

 XE "shipments 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. See the Stock Control manual for details.

Serial numbers XE "serialised" \t "See serial numbers" 
(Only for serialised products.) Enquire on serial numbers for this product. ( Serial Numbers For Product window. See the Stock Control manual for details.

Orders
Enquire on sales orders for the product. You are first prompted for a location code, then ( Orders for Product window.

Back-orders
Enquire on back-orders for the product. You are first prompted for a location code, then ( Back Orders for Product window, see page 157.

Queue
Enquire on stock queue entries for this product. ( Queue Details menu, see page 158.

Exit
( Select Product for Enquiry window, see page 153.

Orders For Product

Figure 71: Orders for Product Window XE "Orders for Product Window" 

 XE "enquiries:orders for product" 
This window appears when you select Orders from the Select menu (and specify a location, if more than one location is in use)
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Purpose
This window lists any sales orders which include the product, for the specified location.

Upper part of window
The product’s code and description, and the location, are displayed at the top of the window. The order number, type, customer account code, pricing details, invoice number and invoice date are displayed for each order listed. 

Lower part of window
The lower part of the window shows the following for each order as you scroll through the list: the customer reference, required date, tax code, outstanding value, invoiced value, total value, ordered quantity, allocated quantity, back ordered quantity, forward ordered quantity, total discount percent, total weight and total cost.

Move the cursor to an order and press:

<F1>
( Order Line Options menu, see page 166. This relates to the selected product’s order line in the order.

<Return>
( Selection menu, see page 161.

On exit
( Location prompt.

Back Orders For Product

Figure 72: Back Orders for Product Window XE "Back Orders for Product Window" 

 XE "enquiries:back orders for product" 

 XE "back orders:enquiry" 
This window appears when you select Back Orders from the Select menu (and specify a location, if more than one location is in use)
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Purpose
This window lists all back orders which include the product, for the location specified. 

Upper part of window
The product’s code and description, and the location, are displayed at the top of the window. The order number, type, customer account code, pricing details, invoice number and invoice date are displayed for each order listed.

Lower part of window
The lower part of the window shows the following for each order as you scroll through the list: customer reference, required date, tax code, outstanding value, invoiced value, total value, ordered quantity, allocated quantity, back ordered quantity, forward ordered quantity, total discount, total weight and total cost.

Move the cursor to an order and press:

<F1>
( Order Line Options menu, see page 166. This relates to the selected product’s order line in the order.

<Return>
( Selection menu, see page 161.

On exit
( Location prompt.

Queue Details
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Figure 73: Queue Details Menu

 XE "Queue Details Menu" 

 XE "queue entries:enquiry" 
This menu appears when you select Queue from the Select menu.

Purpose
This menu enables you to choose the type of queue entry you want to enquire about.

The options are:

Arrivals
View arrivals for the selected product.

Requests
View requests for the selected product.

Reservations
View reservations for the selected product.

All entries
View all stock queue entries for the selected product.

On selection
( Stock Queue Entries window.

Exit
( Select menu, see page 155.

Stock Queue Entries

Figure 74: Stock Queue Entries Window XE "Stock Queue Entries Window" 

 XE "enquiries:stock queue entries" 

 XE "queue entries:enquiry" 
This window appears when you select an option from the Queue Details menu
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Purpose
The Stock Queue Entries window lists the stock queue items for the selected product. 

If you chose the Arrivals option from the Queue Details menu, the window shows only arrivals. If you chose Requests, it shows only requests. If you chose Reservations, it shows only reservations. If you chose all entries, it shows all stock queue entries for the product.

Upper part of window
The product code and description is displayed at the top of the window. The demand source, type, date, supply source, open quantity, unit, location and status are displayed for each queue entry listed. 

Lower part of window
The lower part of the window shows the following 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 158.

Order Type Selection
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Figure 75: Order Type Selection Menu XE "Order Type Selection Menu" 

 XE "enquiries:order type selection" 
This menu appears when you select Display Orders from the Order Enquiries and Reports menu, and when you select Sales Orders from the Enquiry Type Selection menu.

Purpose
The Order Type Selection menu enables you to restrict your enquiry to sales orders of a particular type.

The options are:

All orders
Enquire about orders of all types.

All transactions
Enquire about all types of transactions - orders, invoices, credit notes, quotations, and repeating and direct orders. The transactions are listed in reverse date sequence; i.e. the most recent transactions appear at the top of the list.

Ordinary orders
Enquire on ordinary orders only.

Uninvoiced orders XE "uninvoiced orders enquiry" 
Enquire on uninvoiced orders only.

Quotations XE "quotations:enquiry" 
Enquire on quotations only.

Held XE “held orders:enquiry"  orders
Enquire on held orders only.

Forward orders XE "forward orders:enquiry" 
Enquire on forward orders only.

Repeating orders XE "repeating orders:enquiry" 
Enquire on repeating orders only.

Invoices XE "invoice:enquiry" 
Enquire on invoices only.

Credit notes XE "credit notes:enquiry" 
Enquire on credit notes only.

On selection
( Orders window. This lists orders of the selected type.

Exit
( Enquiry Type Selection menu, see page 151.

Orders

Figure 76: Orders Window XE "Orders Window" 

 XE "enquiries:orders" 
This window appears when you select an option from the Order Type Selection menu
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Purpose
This window lists all sales orders of the type selected from the Order Type Selection menu. 

Upper part of window
The order number, type, customer account code, status, location, order date and time, and the required date are displayed for each order listed.

Lower part of window
The lower part of the window shows the following for each order as you scroll through the list: the customer order reference, the operator who created and last amended the transaction, order analysis type, sales rep code, area code, trade discount level, sales location, main price list, second price list and whether back orders are allowed.

On selection
When you select a transaction from the list ( Selection menu.

On exit
( Order Type Selection menu, see page 160.

Selection
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Figure 77: Selection Menu XE "Selection Menu" 
This menu appears when you select a transaction in the Order window.

Purpose
This menu enables you to request further enquiries about the selected transaction.

The options are:

Header details
View the order’s header details. ( Header Details window

Delivery address
View the order’s delivery address. ( Delivery Address window, see page 163.

Invoice address
View the order’s invoice address. ( Invoice Address window, see page 163.

Initial comments
View the order’s initial comments. ( Initial Comments window, see page 164.

Order details
Enquire on this order’s order lines. ( Order Details window, see page 166.

Delivery notes
View delivery note details and any optional delivery details entered during Despatch Confirmation; e.g. courier, proof of delivery, purchase order number. ( Delivery Note Details window, see page 164.

Delivery details
View the order’s delivery details. ( Delivery Details (Order) window, see page 165.

Final comments
View the order’s final (trailer) comments. ( Final Comments window, see page 165.

Exit
( Orders window, see page 161.

Header Details

Figure 78: Header Details Window XE "Header Details Window" 

 XE "enquiries:order header details" 
This window appears when you select Header Details from the Selection menu
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Purpose
This window displays the header details of the selected order, as shown above.

On exit
( Selection menu, see page 161.

Delivery Address

Figure 79: Delivery Address Window XE "Delivery Address Window" 

 XE "address:enquiry" 

 XE "delivery address:enquiry" 

 XE "enquiries:addresses" 
This window appears when you select Delivery Address from the Selection menu
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Purpose
This window displays the delivery address of the selected order, as shown above.

On exit
( Selection menu, see page 161.

Invoice Address

Figure 80: Invoice Address Window XE "Invoice Address Window" 

 XE "invoice:address" 
This window appears when you select Invoice Address from the Selection menu
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Purpose
This window displays the invoice address of the selected order, as shown above.

On exit
( Selection menu, see page 161.

Initial Comments

Figure 81: Initial Comments Window XE "Initial Comments Window" 

 XE "comments:initial" 

 XE "enquiries:initial comments" 
This window appears when you select Initial Comments from the Selection menu
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Purpose
This window displays any initial comments attached to the selected order, as shown above.

On exit
( Selection menu, see page 161.

Delivery Note Details

Figure 82: Delivery Note Details Window XE " Delivery Note Details Window" 

 XE "enquiries:delivery details" 
This window appears when you select Delivery Notes from the Selection menu
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Purpose XE "courier" 

 XE "proof of delivery" 

 XE "purchase order number" 
This window displays delivery note details for the selected order and any optional delivery details entered during Despatch Confirmation; e.g. courier, proof of delivery, purchase order number. When you select a delivery note, the items on the note are displayed.

On selection
Press <Return> to select a delivery note. ( Delivery Details window.

On exit
( Selection menu, see page 161.

Delivery Details (Order)

Figure 83: Delivery Details (Order) Window XE "Delivery Details (Order) Window" 

 XE "deliveries:enquire on details" 

 XE "enquiries:delivery details" 
This window appears when you select Delivery Details from the Selection menu or when you select a delivery note in the Delivery Note Details Window
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Purpose
This window displays the delivery details for the selected order, as shown above.

On exit
( Selection menu, see page 161.

Final Comments

Figure 84: Final Comments Window XE "Final Comments Window" 

 XE "comments:trailer (final)" 

 XE "enquiries:final (trailer) comments" 
This window appears when you select Final Comments from the Selection menu
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Purpose
This window displays any final (trailer) comments attached to the selected order, as shown above.

On exit
( Selection menu, see page 161.

Order Details

Figure 85: Order Details Window XE "Order Details Window" 

 XE "enquiries:detail lines" 

 XE "detail line:enquiry" 
This window appears when you select Order Details from the Selection menu
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Purpose
The Order Details window lists the order lines of the selected order.

Upper part of window
The order number and customer account code are displayed at the top of the window. The product code, product description, required date and original quantity are displayed for each order line listed. 

Lower part of window
The lower part of the window shows the following for each line as you scroll through the list: the original quantity, allocated quantity, back ordered quantity, forward ordered quantity, requested quantity, reserved quantity, invoiced quantity, outstanding value, invoiced value, location, tax code, price source, price, total value, total discount, total weight and total cost.

On selection
When you select a line from the list ( Order Line Options menu.

On exit
( Orders window, see page 161.

Order Line Options
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Figure 86: Order Line Options Menu XE "Order Line Options Menu" 
This menu appears when you select an order line in the Order Details Window.

Purpose
The Order Line Options menu enables you to request further enquiries about the selected order line.

The options are:

Order line details
View the order line’s details. ( Order Detail Line window, see page 167.

Delivery details
View the order line’s delivery address. ( Delivery Details (Order Line) window, see page 168.

Comment lines
View any comments attached to the order line. ( Detail Comments window, see page 168.

Stock
View the order line’s stock details. The Stock Details window appears. See the Stock Control manual for details.

Queue
(Queued lines only.) View any stock queue entries for the line. ( Queue Details window, see page 169.

Schedule
(Scheduled lines only.) View the order line’s schedule details. ( Schedule Details window, see page 170.

Call-offs
(Call-off lines only.) View the order line’s call-off details. ( Call-off Details window, see page 171.

Back to backs
(Back to back lines only.) View the order line’s back to back details. ( Back to Back Details window, see page 172.

Exit
( Order Details window, see page 166.

Order Detail Line

Figure 87: Order Detail Line Window XE "Order Detail Line Window" 

 XE "detail line:enquiry" 
This window appears when you select Order Line Details from the Order Line Options menu
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Purpose
This window displays the details of the selected order line, as shown above.

On exit
( Order Line Options menu, see page 166.

Delivery Details (Order Line)

Figure 88: Delivery Details (Order Line) Window XE "Delivery Details (Order Line) Window" 

 XE "deliveries:enquire on details" 

 XE "enquiries:delivery details" 
This window appears when you select Delivery Details from the Order Line Options menu
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Purpose
This window displays the delivery details for the selected order line, as shown above.

On exit
( Order Line Options menu, see page 166.

Detail Comments

Figure 89: Detail Comments Window XE "Detail Comments Window" 

 XE "comments:detail line" 

 XE "enquiries:detail line comments" 

 XE "detail line:comments" 
This window appears when you select Comment Lines from the Order Line Options menu
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Purpose
This window displays any comments attached to the selected order line, as shown above.

On exit
( Order Line Options menu, see page 166.

Queue Details

Figure 90: Queue Details Window XE "Queue Details Window" 

 XE "queue entries:enquiry" 
This window appears when you select Queue from the Order Line Options menu
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Purpose
This window lists the stock queue items for the selected order line.

Upper part of window
The product code and description, the customer account code and name and the demand source are displayed at the top of the window. The required date, supply source, original quantity, open quantity, unit, location and status are displayed for each queue item listed. 

Lower part of window
The lower part of the window shows the following for each queue item 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 and demand reference.

On exit
( Order Line Options menu, see page 166.

Schedule Details

Figure 91: Schedule Details Window XE "Schedule Details Window" 

 XE “schedule entries:enquiry" 

 XE "enquiries:schedule details" 
This window appears when you select Schedule from the Order Line Options menu
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Purpose
This window lists the schedule lines for the selected order line.

Upper part of window
The customer account code and name, the product code and description and the demand source are displayed at the top of the window. The required date, supply source, original quantity, open quantity, unit, location and status are displayed for each schedule line.

Lower part of window
The lower part of the window shows the following for each schedule line 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 and demand reference.

On exit
( Order Line Options menu, see page 166.

Call-Off Details

Figure 92: Call-Off Details Window XE "Call-Off Details Window" 

 XE "call-offs:enquiry" 

 XE "enquiries:call-off details" 
This window appears when you select Call Off from the Order Line Options menu
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Purpose
This window lists the call off lines for the selected order line. 

Upper part of window
The customer account code and name, the product code and description and the demand source are displayed at the top of the window. The required date, supply source, original quantity, open quantity, unit, location and status are displayed for each call off line.

Lower part of window
The lower part of the window shows the following for each call off line 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 and demand reference.

On exit
( Order Line Options menu, see page 166.

Back to Back Details

Figure 93: Back to Back Details Window XE "Back to Back Details Window" 

 XE "back to back:enquiry" 

 XE "enquiries:back to back details" 
This window appears when you select Back to Back from the Order Line Options menu
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Purpose
This window lists the back to back lines for the selected order line.

Upper part of window
The customer account code and name, the product code and description and the demand source are displayed at the top of the window. The required date, supply source, original quantity, open quantity, unit, location and status are displayed for each back to back line. 

Lower part of window
The lower part of the window shows the following for each line 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 and demand reference.

On exit
( Order Line Options menu, see page 166.

Order Reporting XE "reporting" \r "Reports" 

 XE "reporting" \t "See also print" 
Introduction
This program produces reports on sales orders and back-ordered stock. There are numerous selection and sequencing options which are described in detail below.

Order Reporting Menu

Figure 94: Order Reporting Menu XE "Order Reporting Menu" 
This menu appears when you select Order Reporting from the Order Enquiries and Reports menu
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The options are:

New orders
Select this option to print new orders only, i.e. orders that have not yet been printed through this option. ( Report Sequence menu, see page 175.

Note
When an order is printed on the New Orders Report, it is marked accordingly. An order will only appear on the report again if it is amended. Amended lines are marked with an asterisk on the report, and the word ‘amended’ appears against the order header.

All orders
( All Orders menu, see page 174. This menu gives you options to select eight further categories of orders (empty, outstanding, current, all, backordered, picked not confirmed, deliveries not invoiced, undelivered direct orders).

Quotations XE "quotations:report" 
Select this option to print quotations only. ( Report Sequence menu, see page 175.

Held XE “held orders:report"  orders
Select this option to print orders with a held status only. ( Report Sequence menu, see page 175.

Forward orders XE "forward orders:report" 
Select this option to print forward orders. You have the choice of printing only forward ordered lines or all order lines for orders that have one or more forward ordered line. ( Report Sequence menu, see page 175.

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

Repeating orders XE "repeating orders:report" 
Select this option to print repeating orders. Repeating orders act as templates from which Automatic Allocation generates normal orders. ( Report Sequence menu, see page 175.

Back orders XE "back orders:report" 
Select this option to print back orders. You can either print back ordered lines only, or all order lines for orders that have one or more back ordered line. ( Report Sequence menu, see page 175.

Invoices XE "invoice:report" 
Select this option to report on transactions entered as direct invoices through the Enter Invoice option of the Order Entry menu. ( Report Sequence menu, see page 175.

Credit notes XE "credit notes:report" 
Select this option to report on credit notes. ( Report Sequence menu, see page 175.

Export sales orders
(Only available if Global 3000 EDI is in use, and the ‘Export sales orders’ EDI system parameter is set to Y or B.) Select this option to export sales orders via Global 3000 EDI, and optionally print them. ( Export Sales Orders Menu, see page 178.

Exit
( Order Enquiries and Reports menu.

Printed example
The Sample Reports Section gives a printed example of the output of the All Orders report. The output of the other report options is similar except that the transactions that are included are restricted according to the option selected. Moreover, the sequencing options and selection criteria can vary the printed output as described on the following pages.

All Orders
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Figure 95: All Orders Menu XE "All Orders Menu" 
This menu appears when you select the All Orders option from the Order Reports menu.

The options are:

Empty orders XE "empty orders report" 
Select this option to print only orders for which no item lines have been entered.

Outstanding orders XE "outstanding orders report" 
Select this option to print uninvoiced orders.

Current orders XE "current orders report" 
Select this option to print orders that have not been archived.

All orders XE "all orders report" 
Select this option to print orders of all types.

Backordered XE “back orders:report" 
Select this option to print back orders.

Picked XE "picked:report on orders picked, not confirmed"  not confirmed
Select this option to print orders that have appeared on a picking list, but which have not been confirmed in Despatch Confirmation.

Deliveries XE "deliveries:not invoiced, report on"  not invoiced
Select this option to print orders which have been confirmed in Despatch Confirmation, but for which invoices have not yet been printed.

Undelivered direct orders XE "direct orders:report on undelivered" 
Select this option to print direct orders that have not been invoiced.

On selection
When you select one of the above options ( Report Sequence menu.

Exit
( Order Reporting menu, see page 173.

Report Sequence
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Figure 96: Report Sequence Menu XE "Report Sequence Menu" 
This menu appears when you select an option from the All Orders menu, or when you select an option (other than All Orders) from the Reporting menu.

Note
This menu also appears when you select one of the export options from the Export Sales Orders Menu.

Purpose
This menu gives a choice of how the report is to be sequenced. When exporting data, it gives you a choice of how the sales orders are to be sequenced during the export.

The options are:

Customer XE "customers:sequence report by" 
Select this option to sequence the sales orders in alphabetical order of customers’ names. For each customer, transactions are in order number sequence, and when printing, customer totals are printed.

Representative
Select this option to sequence the sales orders by sales representative xe "sales representative:sequence report by" . For each sales representative, the transactions are in ascending order number sequence within area code. When printing, totals are shown for each area code and sales representative.

Order number
Select this option to sequence the sales orders in ascending order number sequence.

Product XE "products:sequence report by" 
(Not available for the New Orders report, or the export options.) Select this option for a report printed in product code order with totals for each product. 

On selection
When you select an option from this menu, ( Selection Criteria window.

Exit
( Order Reporting menu, see page 173.

Selection Criteria

Figure 97: Selection Criteria Window XE "Selection Criteria Window" 
This window appears when you select an option from the Report Sequence menu
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Purpose
This window enables you to select by a number of criteria the transactions that are to appear on the report, or are to be exported via Global 3000 EDI.

The options are:

New orders only XE "EDI:export sales orders" 

 XE "exporting:sales orders" 
(Only for sales order exports.) Enter Y to restrict the export to new sales orders and those which have changed since they were last exported. Enter N to export all orders which satisfy the remainder of the selection criteria regardless of their export status. 


If you print a report of the exported orders, amended lines are marked with an asterisk on the report, and the word ‘amended’ appears against the order header.

Note
New sales orders in this context are those which have not yet been exported.

Location
If you want to restrict the transactions to those at one location, enter its code here. Leave blank to include all locations. A pop-up enquiry is available.

Customer
If you want to restrict the transactions to those of one customer, enter the account code here. Leave blank to include all customers. A pop-up enquiry is available.

Delivery address
(Only if you entered a customer account code above.) If you want to restrict the report to one delivery address, enter its number here. Leave blank to include all delivery addresses. A pop-up enquiry is available.

Rep
If you want to restrict the report to one sales rep, enter their code here. Leave blank to include all sales reps. A pop-up enquiry is available.

Area
If you want to restrict the report to one area, enter its code here. Leave blank to include all areas. A pop-up enquiry is available. 

Product
If you want to restrict the report to one product, enter its code here. Leave blank to include all products. A pop-up enquiry is available. 

Order date from...to
If you want to restrict the report to an order date range, enter the start and end dates here. Leave blank to include all order dates.

Delivery date from...to
If you want to restrict the report to a delivery date range, enter the start and end dates here. Leave blank to include all delivery dates. 

Order number from...to
If you want to restrict the report to a range of order numbers, enter the start and end numbers here. Leave blank to include all order numbers. Pop-up enquiries are available.

On completion
If you are printing ( Report Options window.

If you are exporting and not printing, the transactions in the selected range are exported, and you are returned to the Order Reporting Menu, see page 173.

Report Options

[image: image111.png][ Report Options.

Print ordler headers?
Print ordler lines?
Print Al order lines?
Print comments?
Print batch/serial?

0K Cancel





Figure 98: Report Options Window XE "Report Options Window" 
This window appears when you complete the Selection Criteria window.

The prompts are:

Print order headers
(Y/N.) Enter Y to print order headers, N to exclude them. The default is Y.

Print order lines
(Y/N.) Enter Y to print order detail lines, N to exclude them. The default is Y.

Print all order lines
(Only for the Back Orders, Forward Orders and Deliveries not Invoiced options.) Enter N if you want the report to only print details of lines of the selected type (fully or partially backordered, forward ordered, or delivered/not invoiced respectively). Enter Y if you want the report to print all the order lines for an order containing one or more order line of the selected type. The default is N.

Print comments
(Y/N.) Enter Y to print any comments associated with the selected orders, N to exclude them. The default is Y.

Print batch/serial
(Y/N.) Enter Y to print batch and serial number details, N to exclude them. The default is Y.

On completion
( Print Options window, see page 63.

Export Sales Orders

Figure 99: Export Sales Orders Menu XE "Export Sales Orders Menu" 
[image: image112.png]



This menu appears when you select Export Sales Orders from the Order Reporting Menu.

 XE "EDI:export sales orders" 

 XE "Electronic Data Interchange" \t "See EDI" 

 XE "orders:export" Purpose
This menu enables you to initiate the export of sales orders via Global 3000 EDI; for example, to transfer to the main system, sales orders taken off-site on a portable laptop. 


The export is restricted to sales orders that have not already been exported or which have been amended since they were last exported. You have the choice of printing the orders as they are exported. 

Note
Exporting sales orders XE "exporting:sales orders"  via Global 3000 EDI XE "EDI:export sales orders"  involves two steps:

· Exporting the details from SOP to the EDI database, via one of the options on this menu.


· Exporting the details from the EDI database via one of the export options within EDI. For further details, see the Global 3000 EDI Manual.

The options are:

Export orders XE "exporting:sales orders" 

 XE "EDI:export sales orders" 
Export sales orders without printing them. ( Report Sequence Menu, see page 175.

Print orders and export
Export sales orders, and print a report of the exported orders. ( Report Sequence menu, see page 175.

Exit
( Order Reporting Menu, see page 173.

 XE "errors:EDI order exports" Note
If an error occurs during the export of sales orders, for example because an EDI database file is full, the export program:

· Displays a message explaining the problem.


· Deletes entries in the EDI batch for any orders which could not be created completely, and resets their corresponding orders in SOP so they are no longer marked as exported.


· If any orders were transferred successfully to the EDI database, the EDI batch is closed, otherwise it is marked as wasted. 


You need to correct the problem that caused the failure. Then you can re-trigger the export by selecting the Export Sales Orders option again. 

This page is deliberately left blank

Section Five:

Order Processing XE "order processing" 
Contents

183
Order Book

List transactions in a number of different ways and select individual transactions for processing.

200
Quote/Acknowledgement Print

Print quotations or acknowledgements that have not yet been printed and reprint individual ones.

203
Picking/Delivery Note Print

Create a bulk pick run, print picking documents and, depending on configuration, delivery notes.

208
Label Print

Print labels for deliveries that have appeared on a picking list.

212
Despatch Confirmation

Confirm which orders on a picking list have been picked, and make amendments as necessary.

227
Delivery Note Print

Print delivery notes for confirmed orders, reprint delivery notes for orders amended during confirmation, and reprint individual delivery notes.

230
Invoice and Credit Note Print

Print or reprint invoices and credit notes.

237
Automatic Allocation

This program has three phases: credit checking, actioning repeating orders, and stock allocation.

242
Manual Allocation

De-allocate stock from less urgent orders and re-allocate it to more urgent ones.

253
Credit Card Processing

On-line authorisation and payment submissions, manual authorisations and ‘voice referrals’, and credit card maintenance.

Order XE “order book" \r "OrderBook"  Book XE "order processing:order book" \r "OrderBook" 
Introduction
This program enables you to list transactions in a number of different ways and by a number of different criteria. You can then select individual transactions for amendment and processing.


The stock queue option enables you to select and amend supply system transactions as well as sales orders and stock requisitions.

Order Book Menu

Figure 100: Order Book Menu XE "Order Book Menu" 
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This menu appears when you select Order Book from the Order Processing menu.

The options are:

Orders for customer
List transactions for a specific customer. The standard customer search window appears. When you select a customer ( Transactions for Customer (Select Type) window.

Orders for product
List transactions for a specific product. The standard product search window appears. When you select a product  ( Transactions for Product (Select Type) window, see page 187.

Stock queue
List stock queue entries for a specific queued product. The standard product search window appears, listing queued products. When you select a product ( Stock Queue for Product (Select Location) window, see page 190. 

Orders by number
List transactions by order number. ( Orders by Number (Select Type) window, see page 196.

Exit
( Order Processing menu.

Transactions for Customer (Select Type)

Figure 101: Transactions for Customer (Select Type) Window XE "Transactions for Customer (Select Type) Window" 
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This window appears when you select a customer in the customer search window that appears when you select Orders for Customer from the Order Book menu.

Purpose
This window displays account details for the selected customer and enables you to select the type of transactions you want to display.

Display
The following details are displayed:

· Account balance


· Credit limit


· Average number of days the customer takes to pay invoices.


· Date of last payment.

The prompt is:

Type
This prompt enables you to select the type of transactions you want to list for the customer. Each possible type of transaction is indicated by its initial letter as follows:

· N
Normal.


· F
Forward-ordered.


· H
Held.


· Q
Quotation.


· R
Repeating order.


· D
Direct order.


· I
Invoice.


· C
Credit note.


The default is all transaction types. You can delete letters to exclude types. You can select a single transaction type from the pop-up enquiry. 

On completion
( Transactions for Customer window.

Transactions for Customer

Figure 102: Transactions for Customer Window XE "Transactions for Customer Window" 

 XE "customers:list orders for"  

This window appears when you complete your replies in the Transactions for Customer (Select Type) window
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Purpose
This window displays any transactions for the customer of the type or types you selected. It shows the status of the transactions and enables you to select transactions for processing. All the information in the window is for display only and cannot be changed here.

Move through list
You can move through the list of transactions using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select a transaction, move the cursor to its entry and press <Return>. ( Details Amendment menu. This is documented in Order Entry, see page 131.

The details displayed for each transaction are:

Number
The transaction number.

Reference
The transaction reference.

Required
The customer’s required date.

Net
The net amount.

Print XE "print status of transaction" 
The letters here indicate which relevant documents have not yet been printed for the transaction:

· Q
Quotation.


· A
Acknowledgement.


· L
Labels.


· K
Picking list.


· D
Delivery note.


· I
Invoice.


· C
Credit note.


An expanded form of this information appears in the lower part of the window for each entry as you scroll through the list.

Status XE "status" 
The letters here indicate the status of the transaction’s detail lines:

· F
Forward ordered.


· B
Back ordered.


· R
Reserved.


· Q
Requested.


· A
Allocated.


· P
Picked.


· I
Issued.


· H
Held.


An expanded form of this information appears in the lower part of the window for each entry as you scroll through the list.

Example
BI indicates that the transaction has been partially issued and partly back ordered, with nothing reserved, requested, allocated or on an unconfirmed picking list.

Lower part of window
The following details are displayed in the lower part of the window for each transaction as you scroll through the list:

· Order date.


· Transaction type.


· Sales rep code.


· Area code.


· Order despatch location.


· Outstanding (uninvoiced) amount on the order.


· Invoiced amount on the order.


· The relevant documents that have not been printed yet for the transaction. This is an expanded form of the information in the Print column above.


· Details of the status of the order. This is an expanded form of the information in the Status column above.

On exit
( Transactions for Customer (Select Type) window, see page 184.

Transactions for Product (Select Type)

Figure 103: Transactions for Product (Select Type) Window XE "Transactions for Product (Select Type) Window" 
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This window appears when you select a product in the product search window that appears when you select Orders for Product from the Order Book menu.

Purpose
This window displays stock levels of the selected product and enables you to select the location and the type of transactions you want to display.

Display
The following stock levels are displayed: book, allocated, free, back ordered, forward ordered, on purchase order, requested, reserved, and restricted.


The stock levels are for the location you specify, or for all locations if you select all locations.

The prompts are:

Location
Enter the location you want to list transactions for. Leave this blank to select all locations.

Type
This prompt enables you to select the type and status of transactions you want to list. Each possible type and status is indicated by its initial letter as follows:

· A
Allocated


· B
Back ordered


· C
Credit note.


· F
Forward ordered.


· H
Held.


· I
Issued/Invoiced.


· N
Normal


· Q
Quotation.


· R
Repeating.


· D
Direct.


The default is all transaction types. You can delete letters to exclude types. You can select a single transaction type from the pop-up enquiry. 

On completion
( Transactions for Product window.

Transactions for Product

Figure 104: Transactions for Product Window XE "Transactions for Product Window" 

 XE "products:list transactions for"  

This window appears when you complete your replies in the Transactions for Product (Select Type) window
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Purpose
This window displays any transactions of the type or types you selected which include the product. If you entered a location, the transactions are restricted to that location. 


This window shows the status of the transactions and enables you to select transactions for processing. All the information in the window is for display only and cannot be changed here.

Note
This window displays stock requisitions as well as transactions entered through SOP Order Entry. 

Move through list
You can move through the list of transactions using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select a transaction, move the cursor to its entry and press <Return>. ( Details Amendment menu. This is documented for sales orders in Order Entry, see page 131, and for stock requisitions in the Stock Control manual.

The details displayed for each entry are:

Number
The transaction number.

Location
The despatch location for the detail line.

Account
The customer’s account number.

Quantity
The ordered quantity of the product.

Allocated
The quantity of the product allocated to the order.

Required
The required date on the detail line.

Status XE "status" 
The letters here indicate the status of the product’s detail line in the transaction:

· F
Forward ordered.


· B
Back ordered.


· R
Reserved.


· Q
Requested.


· A
Allocated.


· P
Picked.


· I
Issued.


· H
Held.

Example
BA indicates that the transaction has been partially back ordered and partially allocated.

Order
The letters here correspond to those in the Status column, but indicate the combined status of all detail lines in the transaction. This is always a superset of the detail line status.


An expanded form of this information appears in the lower part of the window for each entry as you scroll through the list.

Lower part of window
The following details are displayed in the lower part of the window for each transaction as you scroll through the list:

· Customer name.


· Order date.


· Transaction type.


· Sales rep code.


· Area code.


· Order despatch location.


· Outstanding (uninvoiced) amount for the detail line.


· Invoiced amount for the detail line.

 XE "print status of transaction" 
· The relevant documents that have not been printed yet for the order.


· Details of the status of the order. This is an expanded form of the information in the Order column above.

On exit
( Transactions for Product (Select Type) window, see page 187.

Stock Queue for Product (Select Location)

Figure 105: Stock Queue for Product (Select Location) Window XE "Stock Queue for Product (Select Location) Window" 
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This window appears when you select a product in the product search window that appears when you select Stock Queue from the Order Book menu.

Purpose
This window enables you to select the location whose stock queue entries you want to display.

Display
When you specify a location, the following stock levels are displayed: book stock, allocated, free, back ordered, forward ordered, on purchase order, requested, reserved, and restricted.

The prompt is:

Location
Enter the location whose stock queue entries you want to display.

On completion
( Stock Queue for Product window.

Stock Queue for Product

Figure 106: Stock Queue for Product Window XE "Stock Queue for Product Window" 

 XE "queue entries:list" 
This window appears when you complete your replies in the Stock Queue for Product (Select Type) window
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Note
This window also appears when you select Supply and Demand from the Amend Allocation menu in Order Entry.

Purpose
This window lists both supply and demand stock queue entries for the product at the selected location. This window enables you to select an entry and amend the transaction to which it relates.

Display
The queue entries are displayed in date sequence. The required date is used for queue entries for demands, and the expected arrival date is used for queue entries for supply.

Alternate views
Press <(> (cursor right) once to display a second view of this window which shows the forward stock position, see page 193.

Press <(> (cursor right) again to display a third view of this window  which shows the stock queue entry dates, see page 195.

Move through list
You can move through the list of transactions using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select an entry, move the cursor to it and press <Return>.


If the queue entry relates to a sales order ( Details Amendment menu. This is documented in Order Entry, see page 131.


If the queue entry relates to a stock requisition ( Details Amendment menu. This is documented in the Stock Control manual.


If the queue entry relates to a purchase order ( Order Entry menu. This is documented in Purchase Order Entry in the POP manual.


If the queue entry relates to a shipment ( Shipment Amendment menu. This is documented in Shipment Entry in the Landed Costs manual.

Note
If you invoked this window from the Amend Allocation menu in Order Entry, you cannot select an entry in this window for amendment.

The details displayed for each queue entry are:

Number
The transaction number.

Location
The despatch location for the detail line.

Account
The customer’s account number when relevant.

Quantity
The ordered quantity of the product.

Allocated
The quantity of the product allocated to the order.

Required
The required date on the detail line.

Status XE "status" 
(Demand queue entries only.) The letters here indicate the status of the product’s detail line in the transaction:

· F
Forward ordered.


· R
Reserved


· Q
Requested.


· A
Allocated.


· P
Picked.


· I
Issued.


· H
Held.

Example
BA indicates that the transaction has been partially back ordered and partially allocated.

Order
(Demand queue entries only.) The letters here correspond to the letters in the Status column, but indicate the combined status of all detail lines in the transaction. This is always a superset of the detail line status.


An expanded form of this information appears in the lower part of the window for each entry as you scroll through the list.

Lower part of window
The following details are displayed in the lower part of the window for each transaction as you scroll through the list:

· For demand queue entries, the customer’s name. For supply queue entries, the name of the supply system.


· Order date.


· Transaction type.


· Sales rep code (when relevant).


· Area code (when relevant).


· Order location.


· Outstanding (uninvoiced) amount for the detail line.


· Invoiced amount for the detail line.

 XE "print status of transaction" 
· The relevant documents that have not been printed yet for the order (when relevant).


· Details of the status of the order. This is an expanded form of the information in the Order column above (when relevant).

On exit
If the window was invoked from the Amend Allocation menu in Order Entry ( Line Options menu, see page 117.


Otherwise ( Stock Queue for Product (Select Location) window, see page 190.

Stock Queue for Product (Second View)

Figure 107: Stock Queue for Product Window (Second View) XE "Stock Queue for Product Window:second view, forward stock position" 

 XE "forward stock position" 
This window appears when you press <(> in the Stock Queue for Product window 
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Purpose
This window is an alternate view of the Stock Queue for Product window. It lists the stock queue entries for the product at the selected location in the same way. But it displays different information for each entry, giving a picture of the forward stock position.

Functionality
The functionality of this window is identical to that described on page 191 for the Stock Queue for Product window.

Alternate views
Press <(> (cursor left) to return to the first view of this window. 


Press <(> (cursor right) to display a third view of this window  which shows the stock queue entry dates, see page 195.

The details displayed for each queue entry are:

Number
The transaction number.

Account
The customer’s account number when relevant.

Book stock
This is a cumulative figure which includes the quantity for the queue entry. It decreases with each demand queue entry, and increases with each supply queue entry.

Free stock
This is a cumulative figure which includes the quantity for the queue entry. Generally this figure decreases with a demand queue entry, and increases with a supply queue entry. However, it is not affected by queue entries which are already allocated.

Demand
This is the quantity on the queue entry. It is positive for a demand queue entry, negative for a supply queue entry.

Allocated
The amount already allocated to the demand queue entry. This figure is always zero for supply queue entries.

Lower part of window
The details displayed in the lower part of the window are the same as in the first view of the window.

On exit
If the window was invoked from the Amend Allocation menu in Order Entry ( Line Options menu, see page 117.


Otherwise ( Stock Queue for Product (Select Location) window, see page 190.

Stock Queue for Product (Third View)

Figure 108: Stock Queue for Product Window XE "Stock Queue for Product Window:third view, dates"  (Third View) XE "dates" 
This window appears when you press <(> in the Stock Queue for Product window (Second View) 
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Purpose
This window is an alternate view of the Stock Queue for Product window. It lists the stock queue entries for the product at the selected location in the same way. But it displays different information for each entry, giving a picture of the dates for the queue entries.

Functionality
The functionality of this window is identical to that described on page 191 for the Stock Queue for Product window.

Display
For each stock queue entry the following dates are shown: ordered, required, allocated, expected, committed, and first committed.


The final column, ‘Lte’, shows:

· Y 
If a demand line has missed the stock allocation date.


· Y*
If a demand line has missed the customer required date.


· Y*
On a supply line if the book or free stock is negative on the expected arrival date.

Alternate views
Press <(> (cursor left) to return to the second view of the window. 


Press <(> (cursor left) again to return to the first view of the window.

On exit
If the window was invoked from the Amend Allocation menu in Order Entry ( Line Options menu, see page 117.


Otherwise ( Stock Queue for Product (Select Location) window, see page 190.

Orders by Number (Select Type)

Figure 109: Orders by Number (Select Type) Window XE "Orders by Number (Select Type) Window" 
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This window appears when you select Orders by Number from the Order Book menu.

Purpose
This window enables you to select the location and the type of transactions you want to display.

The prompts are:

Location
Enter the location you want to list transactions for.

Type
This prompt enables you to select the type and status of transactions you want to list. Each possible type and status is indicated by its initial letter as follows:

· N
Normal.


· F
Forward ordered.


· H
Held.


· Q
Quotation.


· R
Repeating.


· D
Direct.


· I
Invoice.


· C
Credit note.


The default is all transaction types. You can delete letters to exclude types. You can select a single transaction type from the pop-up enquiry. 

On completion
( Orders by Number window.

Orders by Number

Figure 110: Orders by Number Window XE "Orders by Number Window" 
This window appears when you complete your replies in the Orders by Number (Select Type) Window 
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Purpose
This window displays transactions of the type or types you selected. It shows the status of the transactions and enables you to select transactions for processing. All the information in the window is for display only and cannot be changed here.

Note
This window displays stock requisitions as well as transactions entered through SOP Order Entry. 

Move through list
You can move through the list of transactions using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select a transaction, move the cursor to its entry and press <Return>. ( Details Amendment menu. This is documented for sales orders in Order Entry, see page 131, and for stock requisitions in the Stock Control manual.

The details displayed for each transaction are:

Number
The transaction number.

Location
The despatch location for the transaction.

Account
The customer’s account number.

Name
The customer’s name.

Required
The required date of the transaction.

Print XE "print status of transaction" 
The letters here indicate which relevant documents have not yet been printed for the transaction:

· Q
Quotation.


· A
Acknowledgement.


· L
Labels.


· K
Picking list.


· D
Delivery note.


· I
Invoice.


· C
Credit note.


An expanded form of this information appears in the lower part of the window for each entry as you scroll through the list.

Status XE "status" 
The letters here indicate the status of the transaction’s detail lines:

· F
Forward ordered.


· B
Back ordered.


· R
Reserved.


· Q
Requested.


· A
Allocated.


· P
Picked.


· I
Issued.


· H
Held.


An expanded form of this information appears in the lower part of the window for each entry as you scroll through the list.

Example
BI indicates that the transaction has been partially issued and partly back ordered, with nothing reserved, allocated or on an unconfirmed picking list.

Lower part of window
The following details are displayed in the lower part of the window for each transaction as you scroll through the list:

· Order reference.


· Order date.


· Transaction type.


· Sales rep code.


· Area code.


· Despatch location.


· Outstanding (uninvoiced) amount on the order.


· Invoiced amount on the order.


· The relevant documents that have not been printed yet for the order. This is an expanded form of the information in the Print column above.


· Details of the status of the order. This is an expanded form of the information in the Status column above.

On exit
( Orders by Number (Select Type) window, see page 196.

Quotation XE "quotations:print" \r "QuoteAcknowledge"  and Acknowledgement XE "acknowledgements"  Print XE "order processing:quote/acknowledgement print" \r "QuoteAcknowledge" 

 XE "print:acknowledgements" 

 XE "print:quotations" 
Introduction XE "EDI:acknowledgements" \r "QuoteAcknowledge" 

 XE "exporting:acknowledgements" \r "QuoteAcknowledge" 
This program enables you to print quotations or acknowledgements that have not yet been printed and require printing, and to reprint individual quotations and acknowledgements. 


If Global 3000 EDI is in use, this program enables you to export all or selected acknowledgements via EDI instead of, or in addition to, printing them. This option is not available for quotations, or imported orders with an EDI error status.

Printed example
There is a printed example of a quotation in the Sample Reports section, page 336.

Acknowledgements
If your system is configured to allow acknowledgements, an indicator set for each order in the Sales Order Header Details window, determines whether an acknowledgement is required. When the indicator is set to N, an acknowledgement is not printed or exported.


To speed up data entry, defaults for whether acknowledgements are required can be set up globally, and for individual customers as follows:

· A global default can be set up through the Customer Defaults window in System Parameters XE "system parameters:customer defaults" , see page 270.


· A default can be set up for individual customers XE “customers:defaults"  through the Setup Account Defaults window, see page 74.


When an acknowledgement is printed or exported for an order, SOP sets the ‘Acknowledgements required’ indicator on the order to N. You can reset this indicator to Y to force a reprint or re-export of an acknowledgement in the next acknowledgement run. Otherwise you can only reprint  or re-export acknowledgements individually by specifying the order number.

System parameters
There are a number of system parameters XE "system parameters:quotations in use"  that control and affect the printing of quotations and acknowledgements:

· If the ‘Quotations in use’ system parameter is set to N, you cannot create quotations in SOP at all.


· If the ‘Immediate quotations allowed’ system parameter XE "system parameters:immediate quotations allowed"  is set to Y, you can print quotations during Order Entry as well as through this program.


· If the ‘Acknowledgments required’ system parameter XE "system parameters:acknowledgements required"  is set to N, you cannot print acknowledgements at all.


· If the ‘Immediate acknowledgements allowed’ system parameter XE "system parameters:immediate acknowledgements allowed"  is set to Y, you can print acknowledgements during Order Entry. as well as through this program.


· The ‘Print to follow items on delivery notes’ system parameter XE "system parameters:print to follow items on delivery notes"  determines the number of columns that are printed.

EDI parameters
If Global 3000 EDI is in use, acknowledgements are automatically exported via EDI for customers:

· For whom the ‘Export sales acknowledgements’ indicator is set to Y or B in Customer Details in Debtors Ledger.


· For whom the  ‘Export sales acknowledgements’ indicator is blank, when the ‘Export sales acknowledgements’ EDI system parameter is set to Y or B.


When the setting of the relevant indicator is Y, acknowledgements are just exported. When the setting is B, acknowledgements are printed and exported.

EDI export
Exporting sales acknowledgements via Global 3000 EDI involves two steps:

· Exporting the acknowledgements from SOP to the EDI database by running the acknowledgement print 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.

Schedule lines XE "scheduled orders:quotations & acknowledgements" 

 XE "schedule entries:quotations & acknowledgements" 
Printed quotations and acknowledgements list the schedule of deliveries beneath each scheduled order line. However when you export acknowledgements via EDI, only the scheduled order line is exported, not the schedule of deliveries.

Quote/Acknowledgement Print Window

Figure 111: Quote/ Acknowledgement Print Window XE "Quote/Acknowledgement Print Window" 
This window appears when you select Quote/ Acknowledgement Print from the Order Processing menu
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Purpose
This window enables you to:

· Print quotations which have not already been printed


· Reprint a specific quotation.


· Print acknowledgements which have not already been printed.


· Export, and optionally print, acknowledgements which have not already been exported.


· Reprint or re-export a specific acknowledgement.

Note
When you print an acknowledgement or quotation within Order Entry, you are taken straight into the standard Print Options window.

The prompts are:

Print quotations or acknowledgements
(Q/A.) Enter Q for quotations, A for acknowledgements.

Order to print
Enter an order number or press <Return> for all. A pop-up enquiry is available.


You cannot enter an imported order with an EDI error status. For further details, see page 70.

Restrict to location
Enter a location or press <Return> for all locations. A pop-up enquiry is available.

On completion
If you are printing ( Report Options window.

If you are exporting and not printing, the acknowledgements in the selected range are exported, and you are returned to this window.

 XE "errors:EDI acknowledgement exports" Note
If an error occurs during the export process, for example because an EDI database file is full, the export program:

· Displays a message explaining the problem.


· Marks the EDI batch as wasted.


· Deletes any entries in the EDI batch that were created successfully.


You need to correct the problem that caused the failure. Then you can re-trigger the export by selecting the Acknowledgement Print option again. 

Picking/Delivery Note Print XE "picking/delivery note print" \r "PickingList" 

 XE "order processing:picking/delivery note print" \r "PickingList" 

 XE "picking list" \r "PickingList" 

 XE "print:picking list" 

 XE "print:delivery notes" 

 XE "delivery notes" 
Introduction
This program:

· Compares the current sales orders and/or stock requisitions with available stock and creates a bulk pick run.


· It prints documents to be used for picking and, depending on the setting of System Parameters, for delivery.


· It reports on stock allocated since it was last run (and enables reprints of previous reports).


Although you can suppress the printing of the documents, the program itself is mandatory. You must run it before Despatch Confirmation.

System parameters XE "system parameters:picking list" 
Picking List Parameters (see page 300) determine:

· Whether this program prints in plain paper format (i.e. just for picking purposes) or in delivery note format (i.e. for delivery as well).


· The weight description used.


· Whether confirmed deliveries can be amended.


· How picking lists are organised when an order has lines sourced from different locations. The system can be configured to pick entire orders from the despatch location on the order header, and to print a fourth section on the picking list showing any transfers that need to be made between locations to satisfy the orders. Alternatively the system can be configured to pick order lines from their despatch locations. This enables goods to be despatched independently from each location direct to the customer.


· The picking lead time.


· Whether multi-location picks are enabled or disabled. This is an option in Distribution Parameters.

Note
Multi-location picks are disabled through the ‘Disable multi-location pick/stock-take’ Distribution Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Printed documents
The document generated is in four parts:

· Orders (or requisitions) to be picked.


· Stock to be picked.


· Non-stocked items.


· Stock in transfer. This section is only printed if the system is configured to pick multi-location orders from the despatch location on the order header.


Each part can be detailed, summary or not included. However the first part is optional only if plain paper format is used.


If you have chosen to print delivery notes before running Despatch Confirmation, the first part of the list should be printed on special delivery note stationery and used as actual delivery notes.


If you have chosen to print delivery notes after Despatch Confirmation, the list should be printed on plain paper for picking purposes only. You then print the actual delivery notes via the Delivery Notes program.


If you have chosen to print delivery notes on order entry, the Delivery Notes program is not used and can be removed from the menu.


Normally only stocked and non-stocked items are printed on delivery notes. However this can be overridden on individual products, if required, to allow extras and services performed at the point of delivery (for example installation) to appear on delivery notes, or to suppress (non-) stock items such as packing materials which you want to appear on the Picking List and during Despatch Confirmation, but not on the customer’s delivery note.

Extras XE "extras:printing on picking list" 

 XE "services:printing on picking list"  & services
To prevent delivery and/or invoicing of related extras and services before the associated product, delivery notes containing only extras and services are never produced. If such delivery notes are required, the extras and services can be set up as non-stocked products.


Generally an extra or service should not be delivered (or invoiced) before its corresponding stocked or non-stocked product. The corresponding product is normally taken to be the preceding item on the sales order. However this can be overridden for selected products 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.

Further information
For further details see the ‘Depend on prior’ indicator in the Sales Details window of Product Maintenance. This is described in full in the Installation and Set-up Manual.

Selection
The Picking/Delivery Note Print program can be selected:

· For sales orders from the Order Processing menu.


· For stock requisitions from the Stock Requisitions menu in Stock Control.


· For both sales orders and stock requisitions from the Stock Requisitions menu in Stock Control.

Note
This program ignores imported sales orders with an EDI error status. For further information, see page 70.

New or Reprint

[image: image125.png][ New or Reprint

New picking list





Figure 112: New or Reprint Menu XE "New or Reprint Menu" 
This menu appears when you select Picking/Delivery Note Print from the Order Processing menu

Note
This menu also appears when you select either the Picking/Delivery Note Print or the Combined Stock/Sales Pick options from the Stock Requisitions menu in Stock Control.

The options are:

New picking list
Run the program for stock allocated since a new list was last generated. ( Picking/Delivery Note Print window, see page 206.

Reprint
Reprint a previous list. ( Select Picking List Number window.

Exit
Return to the menu from which you came.

Select Picking List Number

Figure 113: Select Picking List Number Window XE "Select Picking List Number Window" 
This window appears when you select Reprint from the New or Reprint menu
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Purpose
This window lists pick runs by number showing their status. It enables you to select the pick run that you wish to reprint.

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

Selection
Move the cursor to the required item and press <Return>. ( Picking/Delivery Note Print window.

Picking/Delivery Note Print

Figure 114: Picking/Delivery Note Print Window XE "Picking/Delivery Note Print Window" 
This window appears when you select New Picking List or Reprint from the New or Reprint menu
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The prompts are:

Picking list XE "picking list:number"  number XE "number of picking list" 
(Display only.) If you are printing a new picking list, its identifying number is displayed and cannot be amended. This is the next picking list number in sequence. Make a note of it for use in Despatch Confirmation.


If you are reprinting a list, this is the number you selected in the Select Picking List Number window.

Picking list XE "picking list:format"  format XE "format of picking list" 
(Display only.) This is the format (i.e. delivery note or plain paper) specified in System Parameters.

Order to print
If you want to print a picking list for a single order, enter its order number here. The next four prompts are then skipped. (The first three prompts are set to the value on the order, and the required date is set to blank.) Press <F1> for a pop-up enquiry.


Leave this prompt blank if you want to select the orders by the other criteria in this window.

Restrict to analysis location XE "sales location" \t "See analysis location" 

 XE "analysis location:restrict picking list to" 

 XE "locations:analysis" 
Enter the appropriate location code if you want to restrict the list to orders or requisitions for a particular analysis location. Leave blank for all locations (unless multi-location picking has been disabled in Distribution Parameters). A pop-up enquiry is available.

Restrict to delivery location XE "despatch location:restrict picking list to" 

 XE “locations:despatch" 

 XE "delivery location" \t "See despatch location" 
Enter the appropriate location code if you want to restrict the list to orders or requisitions for a particular delivery (despatch from) location. Leave blank for all locations (unless multi-location picking has been disabled in Distribution Parameters). A pop-up enquiry is available.

Restrict to area code XE "area code:restrict picking list to" 
Enter the appropriate code if you want to restrict the list to orders for a particular Area. Leave blank for all areas. A pop-up enquiry is available.

Required by
This defaults to the current date plus the picking lead time (but see note below). It limits the picking list to items required on or before the date specified. The exception to this is where items have specifically been given picking dates; in these cases, items with a picking date on or before the current date are included in the list.


If you leave this and the Lead Time below blank all items are included regardless of date.

Note
This item defaults to blank if the ‘Picking lead time’ System Parameter XE "system parameters:picking lead time"  is set to zero.

Lead time (days) XE "lead times:picking" 
This defaults to the company picking lead time but can be altered to take account of week-ends, bank holidays etc.

Note
The lead time and required by date are complementary items provided for operational convenience. If you alter one, the other is automatically adjusted.

Part 1 - orders to be picked
(D/S/N.) Enter D to print this part in detail, S for summary or N for not included. The N (not included) option is available only if you are printing in plain paper format.

Part 2 - stock to be picked
(D/S/N.) Enter D for detailed, S for summary or N for not included.

Part 3 - non-stocked items
(D/S/N.) Enter D for detailed, S for summary or N for not included.

Part 4 - stock to transfer
(D/S/N.) (Only if multi-locations are in use, and the system is configured to pick order lines from their despatch locations.) Enter D for detailed, S for summary or N for not included.

On completion
( The standard Print Options window, see page 63.

Label Print XE "order processing:label print" \r "LabelPrint" 

 XE "labels:print" \r "LabelPrint" 

 XE "print:labels" \r "LabelPrint" 
Introduction


Labels can be printed through the Label Print program after the relevant order or order line has appeared on a Picking List. Options enable you to print a fixed number of labels per order, or to print the number of labels specified for each product (optionally dependent on the quantity being delivered). Alternatively you can pack several products in a packing carton and print a specified number of labels for each carton, or labels for each product showing their carton number. These options are described in more detail below.


If the ‘Delivery labels required’ System Parameter XE "system parameters:delivery labels required"  is set to N, you cannot print delivery labels in SOP at all.


If the ‘Immediate delivery labels allowed’ System Parameter XE "system parameters:immediate delivery labels allowed" 

 XE "immediate delivery labels allowed"  is set to Y, delivery labels can also be printed during order and requisition entry. 

Label options
You specify the number of delivery labels that are required on each order header. There are three options:

· A specific number of labels to be printed for each delivery note.


· The number of labels to be determined by the setting of the products being delivered (see Product Settings below).


· No labels.


To save time during data input, the label setting on the order header automatically defaults from the customer’s default setting entered in the Setup Account Defaults Window, or in Customer Maintenance in Debtors Ledger.


When printing labels for a specific order, or printing directly from Order Entry, you can optionally specify the exact number of labels required. This enables you to temporarily over-ride the setting on the order header. This option is useful, for example, when you need to print some extra labels for an order.

Product settings XE "products:label settings" 
You enter label settings for products in the Sales Details Window in Product Maintenance. For each product you can choose to print:

· A fixed number of labels for each delivery of the product, irrespective of the quantity ordered.


· A fixed number of labels per specified pack size. The pack size can be any valid unit for the product, including the packing carton.


· No labels.

Carton handling XE "carton handling" 

 XE "packing cartons" 
SOP can optionally calculate the packing carton requirements for each delivery and print labels accordingly. To select this feature you must enter a ‘Part full carton fraction’ in the Delivery Label Options Window of system parameters. This parameter also determines how SOP deals with mixed cartons; i.e. those packed with more than one product.

Further information
For further details of how SOP deals with mixed cartons, see page 275.


When carton handling is in use, you can set a system parameter to control the information appearing on labels for mixed packing cartons. The options are:

· Print labels per carton. When this option is selected product details are not printed on labels for mixed packing cartons.


· Print labels for each product. When this option is selected a separate label is printed for each product in a mixed carton. When stock is batch tracked or serialised, separate labels are also printed for each batch and range of serialised stock included.

Further information
For further details on the delivery label system parameters, see page 274.


If carton handling is in use you must define packing carton units in Unit Code Maintenance, and the packing carton unit for each product. Label print uses this information to determine the quantity of each product which can fit into a packing carton. 

Further information
For further information on packing carton units, see the Global 3000 Installation and Setup Manual.

Note XE "invoicing:& label printing" 
If label printing is in use, you must print the relevant labels before an order can be invoiced. However you can override the label requirement as follows:

· For specific orders, by setting the order header indicator to the ‘no labels’ setting.


· You can by-pass the label printing requirement for specific orders which require labels, by running the label print option with the ‘Number of Labels’ prompt set to zero. This is described in more detail below.

Label layouts XE "layouts:labels" 
You can choose between three standard label print layouts, or you can specify a Reporter program to provide a customised layout.


The standard layouts are:

· SO330P - a two column, seven line format, showing the name, address and postcode.


· SO330Q - a one column, nine line format, showing the details in SO330P plus the order number and delivery note suffix, and the customer order reference.


· SO330R - a one column, twelve line format, showing the details in SO330Q plus the product code and description, carton number, and batch and serial numbers. 

Notes
When using layout SO330R:

· The product code and description are only printed if the order header specifies that labels are to be printed according to the setting for the product. 


· The carton number is only printed if carton handling is selected.


· When labels for mixed cartons are printed per carton, the product code and description are not printed on labels for mixed cartons.

 XE "part deliveries, labels for" 
When using layout SO330Q or SO330R:

· If you print delivery labels before goods have appeared on a delivery note, the program assumes all the goods will appear on the next delivery note, and sets the delivery note suffix accordingly. If the goods are part delivered, you should discard the unused labels and print new ones for the subsequent deliveries.

Printed example
There is a printed example of the SO330P and SO330R layouts in the Sample Reports section, see page 338.

Label Print Window

Figure 115: Label Print Window XE "Label Print Window" 
This window appears when you select Label Print from the Order Processing menu or Delivery Label from the Print Options Menu in Order Entry
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Purpose
This window enables you to enter selection criteria for the labels you are printing. Use this program to print labels for transactions that have appeared on a picking list.

The prompts are:

Picking list number XE "picking list:printing labels for" 
(Not if you invoked this program from Order Entry.) Enter a valid picking list number. It defaults to the last picking list number. Leave this blank if you do not want to restrict the labels being printed to deliveries picked on a particular picking list.

Order to print
(Not if you invoked this program from Order Entry.) Enter a specific order reference or leave blank to include all orders. A pop-up enquiry is available.

Note
You cannot print labels for imported sales orders with an EDI error status. For further information, see page 70.

Delivery labels layout overlay XE "layouts:labels" 
The name of the overlay or Reporter program to be used for the layout of the labels being printed. This can be one of the three standard layouts described on page 209, or a program tailored for your particular site. 


This prompt defaults to the setting entered in the Delivery Label Options Window in system parameters and is skipped. You can change the setting by pressing <Back Tab> from either the Number of Labels prompt or the Restrict to Location prompt.

Note
There is no validation at this point. If the program cannot find the layout specified, it displays an error message of the form ‘PROGRAM XXXXXX REQUIRED IN P.SO3000’ where ‘XXXXXX’ is the name of the layout specified here.

Number of labels XE "number of labels" 

 XE "invoicing:& label printing" 
(Only if you entered an order number above, or you invoked this window from Order Entry.) This defaults to the setting on the order header, but it can be over-ridden; for example if you want to print some extra labels for a specific order. Valid settings are:

· Zero - if labels are not required. This enables you to invoice the order without printing labels. 


· A - positive number to specify the exact number of labels for each delivery note.


· P - to print the number of labels specified for the products on the delivery notes. (The number can optionally depend on the quantity).

Restrict to location
(Not if you entered an order number above.) Enter a specific location code or leave blank to include all locations. A pop-up enquiry is available.

On completion
( Print Options window, see page 63.

Despatch Confirmation XE "despatch confirmation" \r "DespatchConfirmation" 

 XE "order processing:despatch confirmation" \r "DespatchConfirmation" 
Introduction
Despatch Confirmation enables you to confirm which sales orders and stock requisitions on a picking list have been picked, and make amendments as necessary.


The following options are available:

· You can select a pick run and then choose to confirm despatch of all orders and requisitions for the run, or process them one by one.


· You can confirm despatch of orders for a specified account. 


· You can confirm despatch of individual orders and requisitions. 


For each order and requisition:

· You can change the picked quantity.


· You can skip problematic lines.


· You can unpick stock leaving it allocated.


· For normal pooled lines you can back order items.


· You can amend the delivery details and the despatch date.


Full batch-tracking and serial number handling facilities are provided. 

Despatch Confirmation Menu
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Figure 116: Despatch Confirmation Menu XE "Despatch Confirmation Menu" 
This menu appears when you select Despatch Confirmation from the Order Processing menu or the Stock Requisitions menu in Stock Control.

Purpose
This menu enables you to select different groupings of orders or requisitions, which you can then confirm (or amend) in the Confirm Despatch Of Sales Order window. 

The options are:

By account
This option enables you to confirm despatch of orders for a specified account. ( By Account window.

By order
This option enables you to confirm despatch of a specific order or requisition. ( By Order, see page 214.

Change despatch date
This option enables you to change the default despatch date for the deliveries you are confirming.  Enter the Default Despatch Date Window, see page 214.

Select pick number
This option enables you to select the pick run that you wish to confirm the despatch of. ( Select Picking List Number window, see page 215. 

Exit
You are returned to the menu from which you came.

By Account

Figure 117: By Account Window XE "By Account Window" 
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This window appears when you select By Account from the Despatch Confirmation menu or the Picking List Number Menu.

The prompt is:

Account
Enter the account whose sales order you want to select. A pop-up enquiry is available. 

On completion
( Select Sales Order window. This enables you to select a sales order. 

Select Sales Order

Figure 118: Select Sales Order Window XE "Select Sales Order Window" 
This window appears when you enter an account in the By Account window and when you select List Orders from the Picking List Number menu
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Purpose
This window lists sales orders for the selected account or picking list.

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

Selection
Move the cursor to the required item and press <Return>. ( Confirm Despatch of Sales Order Options menu, see page 216.

Note
You cannot select an imported sales order with an EDI error status. For further information, see page 70.

By Order

Figure 119: By Order Window XE "By Order Window" 
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This window appears when you select By Order from the Despatch Confirmation menu.

The prompt is:

Order
Enter the number of the sales order or requisition you want to select. A pop-up enquiry is available. 

Note
You cannot enter an imported sales order with an EDI error status. For further information, see page 70.

On completion
( Confirm Despatch Of Sales Order Options menu, see page 216.

Enter the Default Despatch Date

Figure 120: Enter the Default Despatch Date Window XE "Enter the Default Despatch Date Window" 
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This window appears when you select Change Despatch Date from the Despatch Confirmation Menu.

Purpose
This window enables you to change the default despatch date for the deliveries you are confirming.

The prompt is:

Default despatch date XE "despatch date" 
Enter the default despatch date. The default is either today or the last day of the current period in Debtors Ledger, whichever is earlier. You can change this to an earlier date or to a date in the ‘next period’ in Debtors Ledger. You cannot enter a date beyond the end of the ‘next period’ in Debtors Ledger.

On completion
 Despatch Confirmation Menu, see page 212.

Select Picking List Number

Figure 121: Select Picking List Number XE "Select Picking List Number Window" 
This window appears when you choose Select Pick Number from the Despatch Confirmation menu
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Purpose
This window lists pick runs by number showing their status. It enables you to select the pick run that you wish to confirm the despatch of.

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

Selection
Move the cursor to the required item and press <Return>. ( Picking List Number menu.

Picking List Number Menu
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Figure 122: Picking List Number Menu

 XE "Picking List Number Menu" 
This menu appears when you select a picking list in the Select Picking List Number window.

The options are:

Autoprompt orders
This option enables you to confirm or amend individual orders and requisitions for the selected pick run. ( Confirm Despatch of Sales Order Options menu.

Confirm all
This option automatically confirms any unconfirmed orders and requisitions for the selected pick run. If all the necessary stock is in the warehouse you would normally use this option. 


As the confirmation proceeds, if any orders or requisitions require you to enter:

· Batch details ( Batch Selection window, see page 225.


· Serial number details ( Serial Number Selection window. This is described in full in the Order Entry section, see page 142.


When processing is complete you are returned to this menu.

Change despatch date XE "despatch date" 
This option enables you to change the default despatch date for goods on the pick run. The cursor moves into the Select Picking List Number window where you are prompted for the default despatch date. You are then returned to this menu.

Note
You cannot change the default despatch date to a date after the end of the ‘next period’ in Debtors Ledger.

List orders
This option enables you to select a particular order or requisition included in the pick run. ( Select Sales Order window, see page 213.

By account
This option enables you to select orders for a particular account included in the pick run.( By Account window, see page 213.

Exit
( Despatch Confirmation menu, see page 212.

Confirm Despatch of Sales Order Options Menu
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Figure 123: Confirm Despatch of Sales Order Options Menu XE "Confirm Despatch of Sales Order Options Menu" 
This menu appears when you do one of the following:

· Select a sales order or requisition in the Select Sales Order window.

· Enter an order or requisition number in the By Order window.

· Select Autoprompt Orders from the Picking List Number Menu.

The options are:

Browse and amend
This option enables you to select a line for amendment, or to delete a line. The cursor moves into the Confirm Despatch of Sales Order Line window, see page 218.

Confirm order XE “orders:confirm/unconfirm despatch of" 

(Not available if all lines on the order or requisition are already confirmed.) This option confirms all unconfirmed lines on the current order or requisition, issuing the stock. 


As the confirmation proceeds, if any lines require you to enter:

· Batch details ( Batch Selection window, see page 225.


· Serial number details ( Serial Number Selection window. This is described in full in the Order Entry section, see page 142.


When processing is complete you are returned to this menu.

Delivery details
This option enables you to enter and amend delivery details, and initial and trailer comments for the order or requisition. ( Delivery Details window and menu, see page 221.

Next order
(Only available if you selected Autoprompt Orders or List Orders from the Picking List Number menu.) This option enables you to skip to the next unconfirmed order or requisition leaving the current one for later confirmation.

Previous order
(Only available if you selected Autoprompt Orders or List Orders from the Picking List Number menu.) This option goes to the previous unconfirmed order or requisition leaving the current order for later confirmation. Use this option if you skipped the previous order or requisition using the Next Order option. 

Unconfirm XE "unconfirm despatch"  order
This option enables you to un-confirm the current order or requisition. It returns the stock and sets all lines back to ‘picked not despatched’. 

Note
The setting of the ‘Allow amendment of confirmed deliveries’ System Parameter XE "system parameters:allow amendment of confirmed deliveries"  dictates whether confirmed deliveries can be amended and if they can, the point at which amendment is no longer allowed. It can be set to one of the following:

· Never.


· Until the delivery note has been printed.


· Until the invoice has been printed.

Unpick order XE "unpick:order" 
This option removes all unconfirmed lines, leaving their quantity allocated to the order/requisition. These lines will appear on the next picking list.

Exit
Depending on which option you selected from the Despatch Confirmation menu, you are returned to the By Account window, the By Order window, or the Select Picking List Number window.

Confirm Despatch Of Sales Order Line

Figure 124: Confirm Despatch Of Sales Order Line Window XE "Confirm Despatch Of Sales Order Line Window" 
The cursor moves into this window when you select Browse and Amend from the Confirm Despatch of Sales Order Options menu and when you select Amend from the Line Confirmation menu
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Purpose
This window lists the detail lines for the selected order or requisition. It enables you to confirm that goods for lines in an order or requisition have been picked. It also enables you to amend order and requisition line details.

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 detail line for further action, move the cursor to it and press <Return>. ( Line Confirmation Menu.

Amend
To amend a detail line, select the line and choose Amend from the Line Confirmation menu. The cursor moves to the Qty Picked prompt described below.

Delete
To delete a detail line, move the cursor to it and pressing <F7>. ( Delivery Cancellation menu, see page 221.

When you select Amend from the Line Confirmation menu, the prompts are:

Qty picked…unit XE “quantities:picked" 
The picked quantity and the unit. The unit must be valid for the product. A pop-up enquiry is available.


If you increase the quantity ( Allocate Excess menu, see page 223.

If you decrease the picked ( Allocate Remainder menu, see page 223.

Note
You can only increase the picked quantity on normal pooled lines. You can reduce the picked quantity on all lines except back to backs.

Weight
The weight of the goods.

Date XE "despatch date" 
The despatch date for the delivery. This defaults to the ‘default despatch date’. You cannot enter a date beyond the end of the ‘next period’ in Debtors Ledger.

Note
You can change the ‘default despatch date’:

· Via the Enter the Default Despatch Date Window described on page 214.


· For a picking list via the Change Despatch Date option on the Picking List Number Menu.

On completion
( Line Confirmation menu.

Line Confirmation Menu
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Figure 125: Line Confirmation Menu XE "Line Confirmation Menu" 
This menu appears when you select a detail line in the Confirm Despatch of Sales Order Line window.

The options are:

Amend
This option enables you to amend the picked quantity, unit, weight, and despatch date for the current line. You may wish to adjust the quantity if, for example, there is not enough stock in the warehouse.

Back order XE “back orders:line in despatch confirmation"  line
(Pooled lines only.) If back orders are allowed, this option enables you to back order the selected line if there is not enough free stock to meet the delivery requirement.

Confirm issue
This option confirms the current line, and issues the stock. 


If you need to enter:

· Batch details ( Batch Selection window, see page 225.


· Serial number details ( Serial Number Selection window. This is described in full in the Order Entry section, see page 142.


When processing is complete you are returned to this menu.

Full delivery details
This option enables you to view the delivery details and order details for the current line. ( Full Delivery Details window, see page 225.

Skip line
Use this option when you are confirming an order or requisition, but are unable to confirm a specific line; for example, if the line is unavailable, or a product has expired.

Confirm whole order
This option confirms every unconfirmed line on the order or requisition.


As the confirmation proceeds, if any lines require you to enter:

· Batch details ( Batch Selection window, see page 225.


· Serial number details ( Serial Number Selection window. This is described in full in the Order Entry section, see page 142.


When processing is complete you are returned to this menu.

Convert to request XE "reserved:convert to request" 
(Queued and back-to-back lines only.) This option converts the line and the stock queue entry to a request and places the allocated quantity in free stock.

Reduce order quantity XE “quantities:reduce" 
This option reduces the selected order/requisition quantity by the original picked quantity. For example, if the original picked quantity was 100, selection of this option reduces the quantity by 100.

Example
You could use this option if you have an order for 100 items, but can only pick 90 (all that is in stock), and the customer wants all or nothing for the order line.

Unconfirm XE "unconfirm despatch"  line
Use of this option is dependent on the setting of the ‘Allow amendment of confirmed deliveries’ System Parameter. It returns the items issued to the line to free stock and sets the line to unconfirmed.

Unconfirm order
This does the same as Unconfirm Line, but applies to all unconfirmed lines on the order or requisition.

Unpick line XE "unpick:line" 
This option unpicks the current line, but leaves the stock allocated. The line will appear on the next pick list.

Exit/retry
This prompts you for the next order or requisition line. If you have tried to confirm a line previously and have not been successful, this menu option becomes ‘Retry’. You can use the Skip Line function to exit.

Delivery Cancellation
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Figure 126: Delivery XE "deliveries:cancellation"  Cancellation Menu

 XE "Delivery Cancellation Menu" 
This menu appears when you delete a line in the Confirm Despatch of Sales Order Line window.

The options are:

Back order XE “back orders:line in Despatch confirmation"  line
(Pooled lines only.) If back orders are allowed, this option enables you to back order the selected line if there is not enough free stock to meet the delivery requirement.

Convert to request XE "reserved:entry, convert to request" 
(Queued and back-to-back lines only.) This option converts the line and the stock queue entry to a request and places the allocated quantity in free stock.

Reduce order quantity XE “quantities:reduce" 
This option reduces the selected order or requisition quantity by the original picked quantity.

Unpick XE "unpick:line"  line
This option unpicks the current line, but leaves the stock allocated to the order or requisition. The line will appear on the next pick list.

Exit
Cancel the deletion and return to the Confirm Despatch of Sales Order Line window.

Delivery Details Menu
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Figure 127: Delivery Details Menu XE "Delivery Details Menu" 
This menu appears when you select Delivery Details from the Options menu.

The options are:

Amend details
This option enables you to amend the delivery details for this order/requisition. ( Delivery Details window:

Initial comments
This option enables you to enter and amend initial comments for this order/requisition. ( Initial Comments window, see page 222.

Trailer comments
This option enables you to enter and amend trailer comments for this order/requisition. ( Trailer Comments window, see page 222.

Delivery Details Window

Figure 128: Delivery Details Window XE "Delivery Details Window" 
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The cursor moves into this window when you select Amend Details from the Delivery Details menu.

The prompts are:

Delivery instructions XE "delivery instructions" 
The method of delivery (up to three characters). A pop-up enquiry is available. The description associated with the code is displayed. It can be amended for the order. These instructions are printed on the delivery note.

Courier XE "courier" 
A comment of up to 10 characters.

Proof of delivery XE "proof of delivery" 

 XE "deliveries:proof of" 
A comment of up to 10 characters.

Purchase order number XE "purchase order number" 
A comment of up to 10 characters.

On completion
( Delivery Details menu.

Comments

Figure 129: Initial Comments Window XE "Initial Comments Window" 

 XE "comments:initial" 

 XE "comments:trailer (final)" 
This window appears when you select Initial Comments from the Delivery Details menu
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Note
This window parallels the Trailer Comments window that appears when you select Trailer Comments from the Delivery Details menu

Purpose
This window enables you to enter and amend comments for an order or requisition. You can set up initial and trailer comments for an order or requisition when entering its header details in Order Entry or Requisition Entry.


Initial comments are printed before the detail lines. Trailer comments are printed after the detail lines.


If a line starts with an asterisk, that line and all subsequent lines are for internal use only and are not printed.

On exit
( Delivery Details menu, see page 221.

Allocate Excess Menu
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Figure 130: Allocate Excess Menu XE "Allocate Excess Menu" 
This menu appears when you increase the picked quantity in the Confirm Despatch of Sales Order Line window.

The options are:

Amend
This option returns you to the Quantity Picked prompt in the Confirm Despatch of Sales Order Line window, see page 218

Full delivery details
This option enables you to view the delivery details and order details for the selected line. ( Full Delivery Details window, see page 225.

Increase order quantity XE “quantities:increase" 
This option increases the quantity on the sales order or requisition line to match the new quantity entered at the Quantity Picked prompt. ( Confirm Despatch of Sales Order Line window, see page 218.

Note
Although the order quantity is increased, this is not reflected in the window until it is redisplayed with the Line Confirmation Menu.

Exit
This option returns you to the Quantity Picked prompt in the Confirm Despatch of Sales Order Line window, see page 218.

Allocate Remainder Menu
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Figure 131: Allocate Remainder Menu XE "Allocate Remainder Menu" 
This menu appears when you decrease the picked quantity in the Confirm Despatch of Sales Order Line window.

The options are:

Amend
This option returns you to the Quantity Picked prompt in the Confirm Despatch of Sales Order Line window, see page 218.

Back order XE “back orders:line in despatch confirmation" 
(Pooled lines only.) If back orders are allowed, this option back orders the amount that you decreased the picked quantity by. ( Confirm Despatch of Sales Order Line window, see page 218.

Full delivery details
This option enables you to view the delivery details and order details for the selected line. ( Full Delivery Details window.

Convert to request XE "reserved:entry, convert to request" 
(Queued lines only.) This option converts the amount you decreased the picked quantity by to a request on the order line and the stock queue. It also places the equivalent quantity in free stock. ( Confirm Despatch of Sales Order Line window, see page 218.

Reduce order quantity XE “quantities:reduce" 
This option decreases the quantity on the sales order or requisition line to match the amount entered at the Quantity Picked prompt. ( Confirm Despatch of Sales Order Line window, see page 218.

Note
Although the order quantity is reduced, this is not reflected in the window until it is redisplayed with the Line Confirmation Menu.

Unpick XE "unpick:balance on line" 
This option unpicks the balance on the current order/requisition line. The stock remains allocated to the order/requisition, and appears on the next picking list. ( Confirm Despatch of Sales Order Line window, see page 218.

Exit
This option returns you to the Quantity Picked prompt in the Confirm Despatch of Sales Order Line window, see page 218.

Full Delivery Details

Figure 132: Full Delivery Details Window XE "Full Delivery Details Window" 
This window appears when you select Full Delivery Details from the Line Confirmation menu, Allocate Excess menu or Allocate Remainder menu
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Purpose
This window enables you to view the delivery details of the selected order and product. You cannot amend these details through this window.

On exit
You are returned to the menu from which you invoked this window.

Batch Selection

Figure 133: Batch Selection Window XE "Batch Selection Window" 
This window appears when you confirm an order or requisition that contains a batch-tracked product
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Purpose XE "batch tracking:allocation of numbers" 
This window lists any batches currently in stock at the despatch location. It enables you to select the batch or batches you want to issue the stock from.

Note
If the product is both batch traceable and serial numbered, this window does not appear because SOP deduces the batch from the serial number.

Upper part of window
The following details are displayed in the upper part of the window:

· The product code and description.

· The Quantity Picked.

· The Quantity Issued through this window.

· The Quantity Left. This is the difference between the picked and issued quantities.

Move through list
You can move through the list of batches using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select
To select a batch, move the cursor to its entry and press <Return>.

When you select a batch you are prompted:

Enter number of issues for this batch
Enter the quantity to be allocated from this batch to the selected order line. You cannot enter more than the quantity ordered or the free quantity. 


If you enter less than the order quantity, you are returned to the window to select further batches. You can exit from the window to reduce the picked quantity to that allocated if required.

On completion
When the quantity issued matches the picked quantity ( Confirm Despatch of Sales Order Line.

Delivery Note Print Private 

Delivery Note Print XE "order processing:delivery note print" \r "DeliveryNote" 

 XE "delivery notes:print" \r "DeliveryNote" 

 XE "print:delivery notes" 
Introduction
Depending on the setting of various System Parameters, the Delivery Note Print option enables you to:

· Print delivery notes for all confirmed sales orders and stock requisitions.


· Reprint delivery notes for any orders or requisitions amended during confirmation.


· Reprint individual delivery notes.

Relevant system parameters
The setting of various System Parameters determine how delivery notes are printed in SOP:

· If the ‘Delivery notes required’ System Parameter XE "system parameters:delivery notes required"  is set to N, delivery notes are not produced by SOP at all.


· If the ‘Picking list’ System Parameter XE "system parameters:picking list"  is set to D (delivery note format), delivery notes are printed by the Picking/Delivery Note Print before Despatch Confirmation. If the ‘Suppress reprints of delivery notes’ System Parameter XE "system parameters:suppress reprints of delivery notes"  is set to N, you can then reprint delivery notes amended at confirmation using this option.


· If the ‘Picking list’ System Parameter is set to P (plain paper format), delivery notes are printed after Despatch Confirmation. In this case you use this option to print delivery notes for all orders and requisitions confirmed since delivery notes were last printed.


· If the ‘Immediate delivery notes allowed’ System Parameter XE "system parameters:immediate delivery notes allowed"  is set to Y, the operator can print delivery notes during Order Entry.

Delivery Note Print Window

Figure 134: Delivery Note Print Window

 XE "Delivery Note Print Window" 
This window appears when you select Delivery Note Print from the Order Processing menu, or the Stock Requisitions menu in Stock Control
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Purpose
This window enables you to select delivery notes for printing and to initiate their printing.

The prompts are:

Picking list number
Enter the number of the picking list whose delivery notes you want to print, or leave blank to select the delivery notes for printing by order or requisition number or location. A pop-up enquiry is available.

Order to print
Enter the number of the order or requisition whose delivery note you want to print, or leave blank to select all. A pop-up enquiry is available.

Note
You cannot print delivery notes for imported sales orders with an EDI error status. For further information, see page 70.

Restrict to location
(Not if you entered an order number above.) Enter the location whose delivery notes you want to print, or leave blank to select all. You must enter a location if multi-location picks are disabled in System Parameters. A pop-up enquiry is available.

Effective date
When re-printing delivery notes, if you want to exclude delivery notes which were printed before a certain date, enter that date here. The default is today’s date.

Example
You print a delivery note for a part-back ordered line. When the back ordered stock arrives a few days later and is allocated to the line, you print the delivery note for the remaining items. You subsequently want to reprint the second delivery note, but not the first. By setting the ‘Effective date’ to the date you printed the second delivery note you exclude the note printed earlier.

Set delivery note date to XE "despatch date:print on delivery notes"  
(E/L/T.) This prompt controls which date is printed on the delivery notes. Each delivery note can include several lines with different despatch dates. Enter one of the following:

· E for the earliest despatch date recorded for the deliveries on each note.


· L for the latest despatch date recorded on the deliveries on each note.


· T for today’s date; i.e. the GSM system date.

Note
With options E and L, it is possible for each delivery note in the print run to have a different date.

On completion
( Orders to Print menu.

Orders to Print menu

Figure 135: Orders to Print Menu XE “Orders to Print Menu” 
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The options are:

New orders and additions
Print delivery notes for new orders and only the amended part of order which have already appeared on a delivery note. ( Print Options window, see page 63.

Entire amended and new orders
Print delivery notes for new orders and the complete delivery note for any orders which have been amended since their delivery note was last printed. ( Print Options window, see page 63.

All uninvoiced orders
Reprint all transactions in full, whether they have been amended or not since they were last printed. ( Print Options window, see page 63.

Warning
When reprinting delivery notes, take care that any previous delivery notes are discarded and the goods are not delivered twice.

Exit
( Delivery Note Print window.

Note


If the ‘Suppress reprints of delivery notes’ System Parameter XE "system parameters:suppress reprints of delivery notes"  is set to Y, you can only reprint delivery notes for a specific order number.

Invoice & Credit Note Print XE "order processing:invoice & credit note print" \r "InvoiceCreditNote" 

 XE "invoice:print/export" \r "InvoiceCreditNote" 

 XE "credit notes:print" \r "InvoiceCreditNote" 

 XE "print:invoice" 

 XE "print:credit notes" 
Introduction XE "EDI:invoices" \r "InvoiceCreditNote" 

 XE "exporting:invoices" \r "InvoiceCreditNote" 
The Credit Note Print program is used to print credit notes entered in Order Entry and operates in the same way as the Invoice Print program, which is described in detail below. 


If Global 3000 EDI is in use, the Invoice Print program enables you to export all or selected invoices via EDI instead of, or in addition to, printing them. This option is not available in the Credit Note Print program. 


There are a number of System Parameters which control the invoicing of orders. These are described in detail in the System Maintenance section of this manual, starting on page 295.

Eligibility
For a normal order line to be eligible for invoicing, the following conditions must be met:

· If it is for a stock item it must have been confirmed.


· If part invoicing is not allowed for the order, all the lines within the order must have been confirmed.


· If the order contains lines for both stock and non-stocked items, one or more of the stock items must have been confirmed. This is to prevent customers being invoiced for delivery charges alone.


· The order must not be in use, i.e. in the process of being amended by another operator.


· If the order was imported, it must not have an EDI error status.


In addition, when you invoke the invoice print run, you can choose to exclude deliveries despatched after an entered date.

EDI parameters
If Global 3000 EDI is in use, invoices are automatically exported via EDI for customers:

· For whom the ‘Export sales invoices’ indicator is set to Y or B in Customer Details in Debtors Ledger.


· For whom the  ‘Export sales invoices’ indicator is blank, when the ‘Export sales invoices’ EDI system parameter is set to Y or B.


When the setting of the relevant indicator is Y, invoices are just exported. When the setting is B, invoices are printed and exported.

EDI export
Exporting sales invoices via Global 3000 EDI involves two steps:

· Exporting the invoices from SOP to the EDI database by running the invoice print option.


· Transmitting 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.

Processing
When you run the Invoice Print program for new invoices, in addition to the actual printing and/or exporting of the invoices, SOP does the following:

· Marks the detail lines as invoiced.

 XE "costs:post to General Ledger" 

 XE "General Ledger:post costs to" 
· Makes appropriate postings to the General Ledger interface file, if costs are being posted to General Ledger.

 XE "tax:postings to Debtors Ledger" 

 XE "sales value postings" 
· Makes appropriate postings for the sales order and tax value to the Debtors Ledger interface file. 


·  XE "Sales Analysis:interface file (SAT)" Outputs the details to the SAT interface file if either Sales Analysis or Global 3000 Intrastat are in use. This file can be used to post to Sales Analysis and to Global 3000 Intrastat.  XE "Intrastat:postings to" 


Equivalent processing occurs when new credit notes are printed.

Interface files XE "interface files" 

 XE "General Ledger:postings to" 
The General Ledger database is not updated with the cost values posted to the General Ledger interface file until you run Process Costs (see page 324) and then import the interface file into General Ledger using the General Ledger Auto-entry function.

 XE "Debtors Ledger:postings to" 
The Debtors Ledger database is not updated with the values posted to the Debtors Ledger interface file until you run the Auto-transfer routine in Debtors Ledger. If Debtors Ledger is posting to General Ledger, appropriate postings are subsequently made to General Ledger via an interface file created in Debtors Ledger.

 XE "Sales Analysis:interface file (SAT)" 
The Sales Analysis database is not updated with the values in the Sales Analysis interface file until you run the posting program. This is usually done overnight.

 XE "Intrastat:postings to" 
The Intrastat database is not updated with the values in the Sales Analysis file until you run the Import Statistics program in Intrastat. To avoid losing data when the SAT file is purged, import the statistics into Intrastat before posting to Sales Analysis.

Interface definitions XE "interface definitions" 
Before you can transfer data via the interface files, you need to define their formats:

· You define the interface for posting costs to General Ledger in Interface Definitions in General Ledger You also need to define the stock id in the Interface Ids Window in Distribution Parameters. For further information, see the Global 3000 General Ledger and Installation & Set-up Manuals.

 XE "Debtors Ledger:postings to" 
· You define the details of the Debtors Ledger transfer file in Interface Definitions in Debtors Ledger. A setting on the interface determines whether you can amend the transferred transactions in Debtors Ledger. For further information, see the Debtors Ledger Manual.

 XE "interface files" 

 XE "General Ledger:postings to" 
· For details of how to define the interfaces between Debtors Ledger and General Ledger, and Debtors Ledger and Cash Manager, see Interface Definitions in the Debtors Ledger Manual.

 XE "Sales Analysis:interface file (SAT)" 

 XE "Intrastat:postings to" 
· For details of how to define the interfaces to Sales Analysis and Intrastat, see the Sales Analysis and Intrastat Manuals.

Selection options
You can print and export invoices for all locations or for a single location, and optionally for a single customer account, sales representative, or order.

Print layouts
Printed invoices and credit notes can have the same or different layouts. The layouts are controlled by the ‘Invoice and credit note layout overlay’ System Parameters XE "system parameters:invoice layout overlay" 

 XE "system parameters:credit note layout overlay" . In addition, the ‘Print to follow items on delivery notes’ System Parameter XE "system parameters:print to follow items on delivery notes"  determines the number of columns printed.

Printed example
There is a printed example of an invoice in the Sample Reports section of this manual, page 340.

Invoice Print Menu
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Figure 136: Invoice Print Menu XE "Invoice Print Menu" 
This menu appears when you select Invoice Print from the Order Processing menu.

The options are:

New invoices
Select this option to print and/or export new invoices. ( Invoice Print Selection menu.

Reprint XE "invoice:reprint"  invoices
Select this option to reprint invoices. ( Invoice Print Selection menu.

 XE "re-transmit EDI invoices" Note
The reprint options do not re-export the invoice details to the EDI database. Unlike the acknowledgement details, the invoice details cannot change. So if necessary, you can re-transmit the invoice details to your customer, by manually re-setting the batch status via the Process Batch option in EDI. For further details, see the EDI Manual.

Last reprint
Select this option to reprint the last batch of invoices that were printed if, for example, the printing operation failed. ( Print Options window, see page 63.

Proforma XE "proforma invoice" 

 XE "invoice:proforma" 
Select this option for proforma invoices. This is a print which does not change the data, make Debtors or General Ledger postings, or update the product usage statistics. It can be used for test purposes. This option prints the original order quantity, whether allocated, back ordered, forward ordered or issued. It does not print items already invoiced. ( Invoice Print Selection menu.

Note
Proforma invoices cannot be exported via EDI.

Exit
( Order Processing menu.

Invoice Print Selection
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Figure 137: Invoice Print Selection Menu XE "Invoice Print Selection Menu" 
This menu appears when you select New Invoices, Reprint Invoices or Proforma Invoices from the Invoice Print menu.

The options are:

All orders
(Not available when reprinting invoices if combined invoicing is in use.) Select this option to print invoices for all eligible orders. ( Invoice Details window.

Customer account
Select this option to print/export invoices for all eligible orders for a single customer. You are prompted for the customer account code. Enter a customer account code to restrict the print to one customer, or leave blank for all customers. A pop-up enquiry is available. Then ( Invoice Details window.

Order number
Select this option to print/export an invoice for a single order. You are prompted for the customer account code and the order number. Pop-up enquiries are available. You can leave the customer account code blank, but you must enter an order number. Then ( Invoice Details window.

Note
If combined invoicing is in use, it is not possible to reprint invoices for an individual order unless the ‘Combine invoices’ indicator on the order header was set to N when the order was created.


This restriction has been designed to prevent the partial re-printing of combined invoices. It is possible, however, to reprint a known combined invoice number by specifying that number in the invoice number range in the Invoice Details window.

Sales rep XE "sales representative:restrict invoices printed to" 
Select this option to print/export all invoices for all eligible orders belonging to a particular sales representative.  You are prompted for the representative’s code. A pop-up enquiry is available. Then ( Invoice Details window.

Area code XE "area code:restrict invoice printed to" 
Select this option to print/export all invoices for all eligible orders associated with a particular area code. You are prompted for the area code. A pop-up enquiry is available. Then ( Invoice Details window.

Invoice Details

Figure 138: Invoice Details Window XE "Invoice Details Window" 
This window appears when you select an option from the Invoice Print Selection menu
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Note
This window also appears when you select one of the invoice print options from the Print Options Menu in Order Entry.

The prompts are:

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

Note XE "today" 
Today’s date is taken from the GSM system date.

Exclude deliveries after XE "despatch date:restrict lines on invoice by" 

 XE "deliveries:exclude from invoice by date" 
(Not when reprinting invoices.) If you want to exclude deliveries marked for despatch after a particular date, enter the date here. If you leave this prompt blank, all confirmed deliveries that meet the other criteria are included on the invoices regardless of their despatch date. The default is the invoice date entered above.

Note
If part invoicing is not allowed and a fully confirmed order has a despatch date after the date entered here, no invoice is printed for the order.

Invoices from...to
If you selected New Invoices from the Invoice Print menu these are for display only, and indicate the next available, and the last possible, invoice numbers. Any new invoice type transactions that have already been allocated an invoice number are also included in the print despite not being in the range shown here.


If you selected Reprint Invoices from the Invoice Print menu you can enter a range of invoice numbers to be reprinted.


If you selected Proforma from the Invoice Print menu, these are blank.

Analysis location
(Cannot be changed if you are processing a single order.) Leave blank to select all locations, or enter a valid location code to restrict processing to orders for that location.

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

On completion
If you are printing ( Print Option Window, see page 63. When printing has been initiated a progress window appears showing which order is being processed.


If you are exporting and not printing, a progress window appears showing which order is being processed. 

Note
If no invoices are generated, at the end of the process a message appears indicating the reason.

Note
Processing can be interrupted by keying <Ctrl G>. Processing will cease when processing of the current invoice is complete, this may take a while if several orders are being combined onto a single invoice.

Error
If the program cannot find the overlay specified in the Invoice/Credit Note Layouts window, an error message will appear of the form ‘PROGRAM xxxxxx REQUIRED IN P.SO3000’ where xxxxxx is the name of the missing overlay. See page 297 for further details.

 XE "errors:EDI invoice exports" EDI error
If an error occurs during the export process, for example because an EDI database file is full, the export program:

· Displays a message explaining the problem.


· Marks the EDI batch as wasted.


· Deletes any entries in the EDI batch that were created successfully.


· Resets the invoices so they are no longer marked as printed.


You need to correct the problem that caused the failure. Then you can re-trigger the export by selecting the Invoice Print option again. 

Automatic Allocation XE "automatic allocation" \r "AutomaticAllocation" 

 XE "order processing:automatic allocation" \r "AutomaticAllocation" 

 XE "allocation:automatic" \r "AutomaticAllocation" 
Introduction
This program operates in three phases: credit checking, releasing repeating orders and requisitions, and stock allocation. These phases can be run separately, in combination, or omitting one phase. For example if you do not want customer orders put on hold after they have been accepted, you can choose to exclude the credit checking phase. The processing involved in each phase is described below.


Automatic Allocation should be run on a regular basis, at least once a day.

Printed example
There is a printed example of the report produced by this program in the Sample Reports section of this manual, see page 341.

Credit checking XE "credit checking:automatic allocation" 
This phase steps through the orders in reference number sequence and:

· Unholds held orders if the problem on the associated account has been cleared. This could be as a result of receiving a payment, manually clearing a stop, or authorising a new account.


· Makes a credit check on the account associated with each open order. If the account is over-limit, overdue or stopped, then the order is held. What happens to the stock when an order is held depends on the ‘Allocate stock to held orders’ System Parameter. If it is set to N, stock allocated from the stock pool is released back to the stock pool and requests on the stock queue are held and become unavailable to supply systems. If the parameter is set to Y, the allocation of stock to the order is not affected by the order being held.


· A report is printed detailing any orders held or unheld.

Releasing repeating orders XE "repeating orders:automatic allocation"  
This phase checks the date of the next repetition for outstanding repeating orders and requisitions. If the Required Date is on or before the Delivery Date you enter for the run, the program:

· Creates a new order by copying the repeating order, and gives the new order the next available reference number.


· Establishes the next repetition date for the repeating order and updates it accordingly.

Stock allocation XE "stock allocation:automatic allocation" 
This phase allocates stock from the stock pool to order and requisition lines, and matches stock queue arrivals with requests. It produces a report. You can choose whether this is a full allocations report, or is restricted to details of what cannot be allocated or reserved and why. 


First the program checks all active batches of batch tracked stock. If a batch has expired the program marks it as ‘Requires Inspection’, and reverses any allocations that have already been made against it.


The program then steps through sales order and stock requisition lines in location/product/reference sequence. It allocates stock from the stock pool and matches stock queue arrivals with requests. Processing is primarily dependent upon the type of allocation strategy associated each line; i.e. pooled or queued.

Pooled lines XE "pooled stock handling:automatic allocation" 
The program checks normal lines and the table of entries for scheduled and call-off lines. It then performs the following sequential checks for lines and table entries with any back ordered or forward ordered stock:

· If the Allocation date has been set by the user and is later than today, no attempt to allocate is made. Remaining checks are skipped.


· If the Allocation date has been set by the user and is not later than today, an attempt to allocate is made. Remaining checks are skipped.


· If the Pick date has been set by the user and is later than today, no attempt to allocate is made. Remaining checks are skipped.


· If the Pick date has been set by the user and is not later than today an attempt to allocate is made. Remaining checks are skipped.


· If the Required Date is on or before the Delivery Date for the run, an attempt to allocate is made.


In general each back order or forward order quantity for the line or table entry is checked against free stock. If there is enough stock, it is allocated. If there is insufficient free stock, quantities are back ordered or over-allocated as appropriate and depending on System Parameters. Any back orders that cannot be satisfied are shown on a report.

Note XE "deliveries:part" 

 XE "system parameters:allow part deliveries" 
The ‘Allow part deliveries’ System Parameter determines whether part deliveries are allowed within the system. If they are allowed within the system, they can be prevented for specific customers and orders.

Queued lines XE "Queued stock handling:automatic allocation" 
Automatic Allocation steps through queued lines. If a request has not already been added to the queue for the line, the program subtracts the forward ordered lead time for queued products from the required date. If the resulting date is today or earlier, the program adds a request to the queue for the line.


The program then steps through stock queue entries for each line, identifying requests. Requests may be satisfied by reservation against arrivals, or by allocating stock from the pool:

· Reservation. Arrivals are processed by the Stock Expected date. If the Stock Expected date is on or before the request’s Needed by date, the arrival can be matched with the request creating a reservation.


This may happen a number of times until the request (which can be split) is completely fulfilled. Care is taken to ensure that arrivals closest to the Needed by date are selected first. If there is not enough stock, then a request for the balance may be left or pooled allocation may occur (depending on parameters).


· Allocation from stock pool. As soon as the order line’s allocation date is reached, any free stock is allocated to the line. If there is enough free stock to satisfy the demand, its requests and reservations are cancelled, and any reserved stock becomes an arrival. If there is not enough stock to satisfy the demand, a request for the balance may be left or reservation may occur (depending on parameters). 

 XE "system parameters:default action for queued allocation" 

 XE "automatic queue action indicator" 

 XE "automatic queue action indicator" \t "See also Installation & Set-up Manual" 
Should one strategy not provide enough stock, both strategies are utilised. The initial strategy used for each line depends on the setting of the ‘Automatic queue action’ indicator for the product, or if this is blank, on the ‘Default action for queued allocation’ System Parameter. 


Stock queue entries for each line are re-processed for late arrivals. All unallocated reservations are identified. For those whose Needed by date is on or before the Late Supplies date entered for the run, an attempt to allocate is made.

Note
This program ignores imported orders with an EDI error status. For further details, see page 70.

Automatic Allocation Window

Figure 139: Automatic Allocation Window XE "Automatic Allocation Window" 
This window appears when you select Automatic Allocation from the Order Processing menu
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The prompts are:

Delivery date
Press <Return> for the default of today’s date plus the lead time in days for forward orders (as set in System Parameters), or enter an alternative date.

Late supplies XE "late supplies date" 
This date is for stock queue entries, as a safety net in case requests have not been actioned by their supply source. Automatic Allocation will attempt to allocate requests with a ‘needed by’ date on or before this date. Enter zero if this is not required.

Print allocations
(Y/N.) Enter Y for a full allocations report for this run, showing all allocations and reservations made, as well as any items that cannot be allocated or reserved. Enter N for a report only giving details of what could not be allocated or reserved and why. 

Location
(Only if multiple locations are permitted.) The location at which stock is to be allocated. A pop-up enquiry is available. 

On completion
( Select Phases menu.

Select Phases
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Figure 140: Select Phases Menu XE "Select Phases Menu" 
This menu appears when you complete your replies in the Automatic Allocation window

Purpose
Automatic Allocation operates in three phases which can be run at the same time, separately, or two at a time. See page 237 for further details of these three phases.


This menu enables you to select the phases of Automatic Allocation you want to run.

The options are:

All phases
Select this option to run all three phases of Automatic Allocation. ( standard Print Options window, see page 63.

Credit checking XE "credit checking:automatic allocation" 
Select this option to run the Credit Checking phase of Automatic Allocation. The Select Phases menu is redisplayed (see note below).

Release repeating orders XE "repeating orders:automatic allocation" 
Select this option to run the Release Repeating Orders phase of Automatic Allocation. The Select Phases menu is redisplayed (see note below).

Stock allocation XE "stock allocation:automatic allocation" 
Select this option to run the Stock Allocation phase of Automatic Allocation. The Select Phases menu is redisplayed (see note below).

Exit
Return to the Order Processing menu.

Note
When you select one of the single phase options, the Select Phases menu is redisplayed with the options which have not been selected marked with an asterisk, and the first option appearing as ‘All Selected Phases’.


You can select another option to be run at the same time, or choose All Selected Phases to run Automatic Allocation for the phase(s) already selected.

Manual Allocation XE "manual allocation" \r "ManualAllocation" 

 XE "order processing:manual allocation" \r "ManualAllocation" 

 XE "allocation:manual" \r "ManualAllocation" 
Introduction
Manual Allocation is used to de-allocate stock from less urgent orders and re-allocate it to more urgent ones. Automatic Allocation allocates stock to the oldest outstanding orders and requisitions first and this may need to be altered. For example, it might be necessary to manually allocate stock to an urgent order entered after Automatic Allocation was last run.

Note
The allocation of scheduled and call-off lines for pooled products cannot be amended through Manual Allocation.

Order Line Selection
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Figure 141: Order Line Selection Menu XE "Order Line Selection Menu" 
This menu appears when you select the Manual Allocation from the Order Processing menu.

Purpose
Stock is de-allocated and re-allocated at detail line level. This menu gives you three ways of selecting detail lines for amendment.

The options are:

Product
Select detail lines by product and location. ( Product Selection window.

Order
Select detail lines by selecting orders and requisitions directly. ( Order Selection window, see page 245.

Back ordered products
Select back ordered lines by location and product. ( Back Order Selection window, see page 243.

Exit
( Order Processing menu.

Product Selection 

Figure 142: Product Selection Window XE "Product Selection Window" 
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This window appears when you select Product from the Order Line Selection menu.

The prompts are:

Product
Enter the code of the required product. A pop-up enquiry is available.

Location
Enter the code of the required location. A pop-up enquiry is available.

On completion
( Back Ordered Detail Lines window, see page 244.

Back Order Selection 

Figure 143: Back Order XE “back orders:select for manual allocation"  Selection Window XE "Back Order Selection Window" 
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This window appears when you select Back Ordered Product from the Order Line Selection menu.

Purpose
This window enables you to specify the location of the back ordered detail lines.

The prompt is:

Location
Enter the code of the location whose back ordered detail lines you want to display. A pop-up enquiry is available. 

On completion
( Back Ordered Products window.

Back Ordered Products

Figure 144: Back Ordered Products Window XE "Back Ordered Products Window" 
This window appears when you complete your replies in the Back Order Selection window
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Purpose
This window lists products for which partial or fully back ordered lines exist at the selected location. It enables you to select a product to view its back order lines and potentially to change the allocation. 

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

Selection
Move the cursor to the required item and press <Return>. ( Back Ordered Detail Line window, see page 244.

On exit
( Back Order Selection window, see page 243.

Back Ordered Detail Lines

Figure 145: Back Ordered Detail Lines XE "Back Ordered Detail Lines" 
This window appears when you complete your replies in the Product Selection window and when you select a product in the Back Ordered Products window
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Purpose
This window displays a list of (fully or partially) back ordered detail lines for the selected product. It enables you to select detail lines in order to change the allocation.

Note
You cannot amend the allocation of scheduled and call-off lines for pooled products through Manual Allocation.

Upper part of window
In the upper part of the window the following are displayed for each back ordered line: the order and account references, the number of units back ordered and allocated, the unit, and the required date.

Lower part of window
In the lower part of the window the following quantities are displayed in the selling unit:

· For the detail line: total, current, back ordered, forward ordered, requested and reserved.


· For stock: total current, allocated, back order, free stock, requested and reserved.

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

Move the cursor to the required line and press:

<F1>
To display any comments associated with the line.

<Return>
To select a detail line in order to change its allocation.


If the line is a normal pooled line (, New Allocation window, see page 248.


If the line is a queued order line ( Stock Queue Entries for Current Order Line window , see page 249.


If the line is a queued requisition line ( Stock Queue Entries for Current Requisition Line window. This parallels the Stock Queue Entries for Current Order Line window.

On exit
( Product Selection window or Back Ordered Products window, depending on how the window was invoked.

Order Selection

Figure 146: Order Selection Window XE "Order Selection Window" 

 XE “orders:select for manual allocation" 
This window appears when you select Order from the Order Line Selection menu
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Purpose
This window lists all orders and requisitions products for which partial or fully back ordered lines exist at the selected location. It enables you to select an order to view its detail lines and potentially to change the allocation.

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

Selection
Move the cursor to the required item and press <Return>. ( Order Option menu.

On exit
( Order Line Selection menu, see page 242.

Order Option Menu
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Figure 147: Order Option Menu XE "Order Option Menu" 
This menu appears when you select an order or requisition in the Order Selection Window.

The options are:

Initial comments
Display the initial comments associated with the selected order/requisition. ( Initial Comments window. The window is in display mode and the comments cannot be changed here. Press <Esc> to return to this menu.

Final comments
Display the final (trailer) comments associated with the selected order/requisition. ( Final Comments window. The window is in display mode and the comments cannot be changed here. Press <Esc> to return to this menu.

Delivery address
Display details of the delivery address for the selected order/requisition. ( Delivery Address window. The window is in display mode and the details cannot be changed here.

Order detail lines
Display the detail lines of the selected order/requisition. ( Order Detail Lines Window.

Exit
( Order Selection  window, see page 245.

Order Detail Lines Window

Figure 148: Order Detail Lines Window XE "Order Detail Lines Window" 
This window appears when you select Order Detail Lines from the Order Option menu
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Purpose
This window lists the non-stocked and normal pooled and queued detail lines for the selected order/requisition, in addition to queued call-off and scheduled detail lines. Pooled scheduled and call-off lines do not appear as they cannot be amended through Manual Allocation

Upper part of window
In the upper scrolled part of the window the product details, location and required date are displayed for each detail line.

Lower part of window
In the lower part of the window the following quantities are displayed in the selling unit:

· For the detail line: total, current, back ordered, forward ordered, requested and reserved.


· For stock: total current, allocated, back order, free stock, requested and reserved.

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

Move the cursor to the required line and press:

<F1>
To display any comments associated with the line.

<Return>
To select a stocked product detail line in order to change its allocation.


If the line is a normal pooled line (, New Allocation window, see page 248.


If the line is a queued order line ( Stock Queue Entries for Current Order Line window , see page 249.


If the line is a queued requisition line ( Stock Queue Entries for Current Requisition Line window. This parallels the Stock Queue Entries for Current Order Line window.

On exit
( Order Selection window, see page 245.

New Allocation

Figure 149: New Allocation Window XE "New Allocation Window" 
This window appears when you select a normal pooled detail line in the Order Detail Lines or Back Ordered Detail Lines windows
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Purpose
This window enables you to enter a new allocated amount for the detail line.


It displays the following quantities in the selling unit:

· For the detail line: the order quantity, and the totals allocated, back ordered and forward ordered.


· For stock: the current, allocated, back ordered, and free stock quantities.

The prompt is:

New allocated amount XE "allocation:change for pooled line" 
Enter the new allocated amount for the detail line. You cannot entered a new amount that will make the total free stock negative.

On completion
( Order Detail Lines window, see page 247.

Stock Queue Entries for Current Order Line

Figure 150: Stock Queue Entries XE "queue entries:current order line"  for Current Order Line Window XE "Stock Queue Entries for Current Order Line Window" 
This window appears when you select a queued detail line in the Back Ordered Detail Line or the Order Detail Lines windows
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Note
This window also appears during Sales Order Entry, when you select Queue Entries from the Amend Allocation menu.

Note


This window parallels the Stock Queue Entries for Current Requisition Line window which appears:

· When you select a queued requisition line in the Back Ordered Detail Line window or the Order Detail Lines window.


· During Requisition Entry in Stock Control, when you select Queue Entries from the Amend Allocation menu.

Purpose
This window displays all the stock queue entries for the current line. It enables you to select entries for further processing. 

Upper part of window
For each queue entry in the list the following details are shown: the status, date, from (supply system), original quantity, open quantity, and unit.

Note XE "open quantity:queue entries" 

 XE "quantities:open" 
The open quantity for a queue entry is the quantity of stock whose despatch has not yet been confirmed. 

Lower part of window
The following line totals are shown in the lower part of the window for each entry as you scroll through the list: ordered, back ordered, allocated, requested, reserved and scheduled quantities.

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

Selection
Move the cursor to the required item and press <Return>. ( Process Options menu.

On exit
( The window or menu from which this window was invoked.

Process Options
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Figure 151: Process Options Menu XE "Process Options Menu" 
This menu appears when you select an entry from the Stock Queue Entries for Current Order (or Requisition) Line window.

 XE "allocation:change for queued line" Note
The options that are available depend on the type of stock queue entry. Those which are unavailable are marked accordingly.

The options are:

Allocate XE "queue entries:manually allocate stock to" 
(Requested and reserved entries only.) Allocate against available free stock, rather than reserve or request. ( Stock Queue Entries for Current Order Line window. The entry’s status is now shown as Allocated rather than Requested or Reserved.

Deallocate XE "deallocate stock:from queue entry" 

 XE "queue entries:deallocate" 
(Allocated entries only.) Deallocate the entry. ( Stock Queue Entries for Current Order Line window. The entry’s status is now shown as Requested.

Cancel XE "cancel:stock queue entry" 

 XE "queue entries:cancel" 
(Requested and reserved entries only.) Cancel the entry. Cancelling a request or reservation has the same effect as deleting it except that the stock queue entry is marked as cancelled and retained for future reference. ( Stock Queue Entries for Current Order Line window.

Change Supply XE "supply source (system):change" 
(Requested entries only.) Change the source of supply. A window appears listing the available supply systems. Select the required supply system. ( Stock Queue Entries for Current Order Line window. 

Convert to reservation XE "requests:convert to reservations" 
(Requested entries only.) Convert from request to reservation. ( Expected Arrivals window.

Convert to request XE "reserved:entry, convert to request" 
(Reserved entries only.) Convert from reservation to request. The queue entry type is altered to Request, and the expected date and reference are cleared. If there is an existing request for the line with the same dates, the two entries are combined.


The quantity is subtracted from the total reserved quantity and added to the total requested quantity for both the detail line and the line location.


( Stock Queue Entries for Current Order Line window. The entry’s status is now shown as Requested.

Note
Reducing the reserved quantity on a detail line does not reduce the quantity on order in the source of supply. Any quantity you release from reserve is added back into the expected arrival from which it was drawn and is placed in free stock by the source of supply when the goods become available.

Exit
( Stock Queue Entries for Current Order Line window.

Expected Arrivals

Figure 152: Expected Arrivals Window XE "Expected Arrivals Window" 

 XE "arrivals" 
This window appears when you select Convert to Reservation from the Process Options menu
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Purpose
This window enables you to convert a request into a reservation, by identifying expected arrivals of stock against which it can be reserved.

Display
This window lists the expected arrivals of stocks of the appropriate product in the order/requisition’s location. Details of each arrival are shown, including document reference, expected date, order quantity, available quantity, source and supply reference.

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

Selection
Move the cursor to the required line and press <Return>.


If the expected date of the stock entry you select is after the required date of the original request, you can override the original required date or choose another stock entry.

When you select an arrival you are prompted:

Quantity to reserve XE "reserving expected stock:manually" 
Enter the quantity to be reserved against this arrival. If there is sufficient stock on the selected arrival to meet the request, the request is converted directly into a reservation.


You can increase the quantity being reserved beyond that on the original request to include all or part of any back ordered stock on the detail line providing there is sufficient expected stock to cover the increase.


You can choose to reserve part of the request only. If you do so, the quantity on the request is reduced and a new reservation entry added to the queue for the reserved quantity.


The total requested and total reserved quantities are adjusted accordingly on the detail line and at the detail line and expected stock locations.

On exit
( Stock Queue Entries for Current Order Line window, see page 249.

Credit Card Processing XE "credit card payments:processing of" \r "CreditCardProcessing" 

 XE "order processing:credit card processing" \r "CreditCardProcessing" 
Figure 153: Credit Card Processing Menu XE "Credit Card Processing Menu" 
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This menu appears when you select Credit Card Processing from the Order Processing menu.

The options are:

On-line authorisation
This option controls the on-line submission of credit card details for authorisation. ( On-line Authorisation window, see page 254.

Manual authorisation
(Not available when there are no unauthorised credit card payments on file.) This option enables you to enter details of manual authorisations and to enquire upon a credit card’s usage. ( Manual Authorisation window, see page 256.

Payment submission
This option controls the on-line submission of credit card details for payment. ( Payment Submission window, see page 258.

Voice referrals
(Not available when there are no details on file which have been rejected by On-line Authorisation.) This option lists credit cards for which a ‘voice referral’ or rejected status was returned by On-line Authorisation and enables you to enter the results of telephone approval for these cards, including marking cards as invalid. An enquiry of prior usage is also available. ( Voice Referrals window, see page 260.

Removed payment requests
(Not available when there are no payment requests on file that have been removed in Voice Referrals.) This option lists credit card payment details which have been manually removed through the Voice Referrals option. It enables you to reinstate specific payment details. ( Removed Payment Requests window, see page 262.

Credit card maintenance
This enables you to change the details of individual cards; for example to re-activate cards marked as invalid in the Voice Referral option. There is also an enquiry option which shows details of a selected credit card’s usage. ( Credit Card Maintenance window, see page 263.

Exit
( Order Processing menu. 

On-Line Authorisation

Figure 154: On-Line Authorisation Window XE "On-Line Authorisation Window" 

 XE "credit card payments:on-line authorisation" 
This window appears when you select On-line Authorisation from the Credit Card Processing menu
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Note XE "schema files" 
Before using this option for the first time, you need to set up ‘schema’ files to define the path and filename of the files which hold:

· The third party software.

· The list of requests created by this program.

· The list of responses returned by the third party software.

You set up these schema files via the GSM command $SFMAIN. This is described in detail in Appendix A on page 347.

Purpose
This window enables you to initiate the On-line Authorisation program. This program performs On-line Authorisation processing at the intervals specified in the window, typically hourly. On-line Authorisation processing involves: 

· A scan of the sales order files to extract credit card details which are eligible for authorisation. 


· On-line submission of the details to the credit card acquirer XE "acquirer" (s) for authorisation.


· Recording the acquirer’s responses on the relevant sales orders.

Note
Credit card details are eligible for authorisation a specified number of days before the ‘required date’. The number of days is specified for the credit card prefix in the Credit Card Prefixes window of Administration Parameters. This prevents cards being repeatedly and unnecessarily submitted for authorisation on forward orders. The Credit Card Prefixes window also specifies for the prefix an interval after which credit card details of outstanding orders must be re-submitted.

The prompts are:

Begin at
Enter the time in 24-hour notation (hours.minutes.seconds) at which the first transmission is to begin. Leave blank if you want processing to start immediately.

Delay
Enter the interval in hours, minutes and seconds between each scan of the files for details to transmit. This can be left blank for a continual scan of the files. However a minimum of ten minutes is recommended to avoid slowing down the computer. The default is ten minutes.

OK to continue
(Y/N.) Enter Y when you are ready to start the processing.

On completion
A status window appears in the lower part of the screen. You can continue working in other partitions while this program is running.

Errors
If an error occurs during the submission, a window appears explaining the problem. The Error Options menu appears with this window.

Note
You can interrupt this program between transmissions by pressing <CTRL G>. ( Interrupt Options menu.


If you attempt to run this program without first setting up the schema file for the third party software, the Schema File not Found window appears, see page 349.

Error Options Menu
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Figure 155: Error Options Menu XE "Error Options Menu" 
This menu appears when an error occurs in the course of running On-line Authorisation or Payment Submissions.

The options are:

Skip this error
Skip the error displayed in the window and continue with the run.

Ignore all errors
Continue with the run, ignoring all errors.

Abandon
Abandon the run. ( On-line Authorisation or Payment Submissions window as appropriate.

Interrupt Options
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Figure 156: Interrupt Options Menu XE "Interrupt Options Menu" 
This menu appears when you press <CTRL G> between transmissions in the On-line Authorisation or Payment Submission window.

The options are:

Continue
This is equivalent to entering Y at the ‘OK to continue’ prompt. The status window appears and on-line submissions continue at the specified intervals.

Change parameters
You are returned to the ‘Begin at’ prompt in the On-line Authorisation or Payment Submission window for fresh input of parameters.

Exit
( Credit Card Processing menu, see page 253.

Manual Authorisation

Figure 157: Manual Authorisation Window XE "Manual Authorisation Window" 

 XE "credit card payments:manual authorisation" 
This window appears when you select Manual Authorisation from the Credit Card Processing menu
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Purpose
This window enables you to enter details of manual authorisations and to enquire on a credit card’s usage.


Credit card details are listed in the upper part of the window. The lower part of the window is divided into two sections showing further information as you scroll through the list. The first section shows additional credit card details, the second displays a summary of the sales order to which the credit card details relate.

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

Select
Move the cursor to the line you want to authorise or enquire on and press <Return>. ( Manual Authorisation Options menu. When you select the Maintain option you are returned to this window for entry of authorisation details. 

The prompts are:

Auth
Enter the authorisation code.

Message
Enter a message if required.

Response code XE "response code" 
(Display only.) When you enter an Authorisation Code the Response Code is automatically set to 00.

Authorisation date
Enter the date of the authorisation. The default is today’s date.

On completion
The cursor moves to the next line in the list.

Manual Authorisation Options
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Figure 158: Manual Authorisation Options XE "Manual Authorisation Options" 
This menu appears when you select a line in the Manual Authorisation window.

The options are:

Enquiry
Select this option to enquire on the prior usage of the selected credit card. ( Usage of Credit Card window.

Authorise
Select this option to enter manual authorisation details for the selected line. The cursor is placed on the Authorisation prompt in the Manual Authorisation window.

Exit
( Manual Authorisation window.

Usage Of Credit Card

Figure 159: Usage Of Credit Card Window XE "Usage Of Credit Card Window" 

 XE "enquiries:credit card usage" 

 XE "credit card payments:credit card usage enquiry" 
This window appears when you select Enquiry from the Manual Authorisation Options, the Voice Referrals Options, or the Credit Card Maintenance Options menu
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Purpose
This window lists the past usage of the selected credit card. For each line it shows the order number, reference, payment status, authorisation date and card amount. Further details of the order are displayed in the lower part of the screen as you scroll through the list.

On exit
You are returned to the menu from which you invoked this window.

Payment Submission

Figure 160: Payment Submission Window XE "Payment Submission Window" 

 XE "credit card payments:on-line payment submissions" 
This window appears when you select Payment Submission from the Credit Card Processing menu 
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Note XE "schema files" 
Before using this option for the first time, you need to set up ‘schema’ files to define the path and filename of the files which hold:

· The third party software.


· The list of requests created by this program.


You set up these schema files via the GSM command $SFMAIN. This is described in detail in Appendix A on page 347.

Purpose
This window enables you to initiate the Payment Submission program. This program performs Payment Submission processing at the intervals specified in the window, typically once a day usually overnight. Payment Submission processing involves: 

· A scan of the sales order files to extract credit card details which are eligible for payment. Authorised credit card details are eligible for payment when the transaction is invoiced.


· Credit card details whose authorisation is out of date are marked as requiring re-submission for authorisation. These are automatically re-submitted during the next On-line Authorisation run.


· On-line submission of the details to the credit card acquirer(s) for payment.


· Printing a reconciliation report showing details of the payment submissions. This report is sub-totalled by acquirer. 

Printed example
There is a printed example of the payment submissions reconciliation report in the Sample Reports Section, page 342.

The prompts are:

Begin at
Enter the time in 24-hour notation (hours.minutes.seconds) at which the first payment transmission is to begin. Leave blank if you want processing to start immediately.

Delay
Enter the interval in hours, minutes and seconds between each scan of the files for details to transmit. A minimum of ten minutes is recommended to avoid slowing down the computer. The default is 24 hours.

OK to continue
(Y/N.) Enter Y when you are ready to start the processing.

On completion
A status window appears in the lower part of the screen. You can continue working in other partitions while this program is running.

Errors
If an error occurs during the submission, a window appears explaining the problem. The Error Options menu appears with this window.

Note
You can interrupt this program between transmissions by pressing <CTRL G>. ( Interrupt Options menu, see page 256.


If you attempt to run this program without first setting up the schema file for the third party software, the Schema File not Found window appears, see page 349.

Voice Referrals

Figure 161: Voice Referrals Window XE "Voice Referrals Window" 

 XE "credit card payments:voice referrals" 
This window appears when you select Voice Referrals from the Credit Card Processing menu
[image: image174.png]i Voice Referals
Card Number lssue Expires  Auth  Message Amount
4929612345670 69/9!

L
I
Name A Neal Cerd visa
Address 41 Shepards Gate Avenue Acquirer B
Haidstone Response Code 02
Kent Authorisation dete 71
Post Code HE14 6UU
oK Cancel
Account  NEALG15 A Neal & Sons Value 5460.00
Ref 0RDOBEG6  Kent STR VAT 955.50

Normal Weight 183.00 %Profit  145.61 Total 6415.50






Note
This option is not available when there are no credit card details on file which have been rejected by On-line Authorisation.

Purpose
On-line Authorisation returns a ‘Voice Referral’ status on questionable cards. You need to telephone the acquirer XE "acquirer"  for authorisation of these cards. This window lists credit card details with a voice referral or rejected status. It enables you to enter the authorisation details for these cards or to mark them as invalid.


The details of the credit cards are listed in the upper part of the window. The lower part of the window is divided into two sections showing further information for the entry as you scroll through the list. The first section shows further credit card details, the second displays a summary of the sales order to which the credit card details relate.

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

Select
Move the cursor to the required line and press <Return>. ( Voice Referrals Options menu. When you select the Maintain option you are returned to this window and prompted for the details described below.

The prompts are:

Auth
Enter the authorisation code. When you enter an authorisation code the message returned by On-line Authorisation is automatically cleared.

Message
Enter a message if required. Press <F11> to re-instate the message returned by On-line Authorisation.

Response code XE "response code" 
(Display only.) When you enter an Authorisation Code the Response Code is automatically set to 00.

Authorisation date
Enter the date of the authorisation. The default is today’s date.

On completion
The cursor moves to the next entry in the list.

Voice Referrals Options
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Figure 162: Voice Referrals Options Menu

 XE "Voice Referrals Options Menu" 
This menu appears when you select a line in the Voice Referrals window.

The options are:

Enquiry
Select this option to enquire on the prior usage of the selected credit card. ( Usage of Credit Card window, see page 258.

Authorise
Select this option to enter manual authorisation details for the selected line. The cursor moves to the Authorisation prompt in the Voice Referrals window.

Remove
Select this option to remove the credit card details from the Voice Referrals list. You are then asked if you want to mark the credit card as invalid thus preventing future use. After removing a line in Voice Referrals you need to either remove or reinstate the credit card details in Order Entry.

Exit
( Voice Referrals window.

Removed Payment Requests

Figure 163: Removed Payment Requests Window XE "Removed Payment Requests Window" 

 XE "credit card payments:list removed payment requests" 
This window appears when you select  Removed Payment Requests from the Credit Card Processing window
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Note
This option is not available when there are no credit card details on file which have been manually removed in Voice Referrals.

Purpose
This window lists any credit card payment details which were removed through the Voice Referrals function, and enables you to re-instate details when necessary.


The details of the credit card payment requests are listed in the upper part of the window. The lower part of the window is divided into two sections showing further information for the entry as you scroll through the list. The first section shows further credit card details, the second displays a summary of the sales order to which the credit card details relate.

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

Select
Move the cursor to the required line and press <Return>. ( Removed Payment Requests Options menu. 

On exit
Credit Card Processing menu, see page 253.

Removed Payment Requests Options
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Figure 164: Removed Payment Requests Options Menu XE "Removed Payment Requests Options Menu" 
This menu appears when you select a line in the Voice Referrals window.

The options are:

Enquiry
Select this option to enquire on the prior usage of the selected credit card. ( Usage of Credit Card window, see page 258.

Reinstate
Select this option to reinstate the payment. It must then be authorised by On-line or Manual Authorisation.

Exit
( Removed Payment Requests window.

Credit Card Maintenance

Figure 165: Credit Card Maintenance Window XE "Credit Card Maintenance Window" 
This window appears when you select Credit Card Maintenance from the Credit Card Processing menu
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Purpose
This window displays details of known credit cards and enables you to change details of individual cards. For example you can mark cards as invalid, and re-activate cards previously marked as invalid in the Voice Referrals option. You can also change the issue number, expiry date, and name and address of individual cards.

Move through list
Use the cursor and <Page Up> and <Page Down> keys to move through the list in the standard way.

Select
Move the cursor to the card whose details you want to change, or enter its number at the Card Number prompt. Press <Return> to select the card. ( Credit Card Maintenance Options menu. When you select the Maintain option you are returned to this window and prompted for the details described below.

The prompts are:

Issue
(Only when relevant to the card type as specified in the Credit Card Prefixes window of Administration Parameters.) Enter a new issue number if required.

Expires
Enter a new expiry date if required.

Valid
(Y/N.) Enter N if you want the card to be marked for automatic rejection. Otherwise enter Y.

Type
(Display only.) The card type is deduced from the prefix and displayed.

Name, address & postcode
You can change these if required.

Acquirer XE "acquirer" 
(Display only.) This is shown for information only.

On completion
The cursor moves to the next line in the list.

Credit Card Maintenance Options
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Figure 166: Credit Card Maintenance Options Menu XE "Credit Card Maintenance Options Menu" 
This menu appears when you select a line in the Credit Card Maintenance window.

The options are:

Enquiry
Select this option to enquire on the prior usage of the selected credit card. ( Usage of Credit Card window, see page 258.

Maintain
Select this option to amend the details of the selected card. The cursor moves to the Issue or the Expires prompt in the Credit Card Maintenance window, depending on the card type.

Exit
( Credit Card Maintenance window.

Section Six:

System Maintenance

Contents

267
SOP System Parameters

System Parameters enable you to configure your system to your specific requirements. The SOP System Parameters are specific to Global 3000 Sales Order Processing.

306
Price & Discount Maintenance

Enter, amend and delete price list and trade and quantity discount details. Copy entries from one price list or currency to another, optionally applying a conversion factor or reprice products on a price list.

322
Print Price Lists

Print price lists and discount scheme details.

324
Process Costs

In systems which post costs to General Ledger, costs are gathered in an interface file for subsequent posting to General Ledger. The Process Costs option is used to close the current interface file so that it can be available to General Ledger, and to switch to a new one.

326
Quick Customer Creation

This option enables you to create customer accounts quickly using a quotation account as a template.

328
Override Audit Report

This report details, for audit purposes, orders which have been deleted, wasted, held, or over-allocated, and for which the credit check has been overridden, and all order lines for which prices or discounts have been input manually.

330
Order History Purge

This function removes old, completed orders, requisitions, quotations, invoices and credit notes from the database. 

331
Stock Usage Purge

This program deletes  usage statistics and merges movement records and empty batches thus increasing space while preserving overall stock levels.

SOP System Parameters

Introduction XE "system parameters:introduction" 

 XE "system parameters" \r "SOPSysParameters" 

 XE "system parameters" \t "See also Installation & Set-up Manual" 

 XE "company parameters" \t "See also Installation & Set-up Manual" 

 XE "administration parameters" \t "See also Installation & Set-up Manual" 

 XE "distribution parameters" \t "See also Installation & Set-up Manual" 
System Parameters enable you to configure your system to your specific requirements.  XE "configuring SOP " 
The Administration Parameters, XE "administration parameters"  Company Parameters XE "company parameters"  and Distribution Parameters XE "distribution parameters"  are common to more than one Global 3000 module. They hold fundamental information for running Sales Order Processing, such as country and currency codes, exchange rates, and the costing method. These parameters must be set up before you can use your SOP system, and you are automatically taken through them when you first enter the SOP Module. 


The SOP System Parameters are specific to Global 3000 Sales Order Processing. When you use the SOP module for the first time, these parameters automatically appear after the Administration, Company and Distribution Parameters. The windows appear in the same order they appear in the SOP Parameters menu which is shown below.

Further information
For further information on the Administration, Company and Distribution Parameters see the Global 3000 Installation and Set-up Manual. This manual also provides information about installing the software, setting up databases, data take-on for SOP, etc. XE "setting up SOP for first time" \t "See Installation & Set-up Manual" 

 XE "initial set up of SOP" \t "See Installation & Set-up Manual" 

 XE "installing software" \t "See Installation & Set-up Manual" 

 XE "database set-up" \t "See Installation & Set-up Manual" 

SOP Parameters Menu
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Figure 167: SOP Parameters Menu XE "SOP Parameters Menu" 
This menu appears when you select SOP Parameters from the main System Parameters menu (which appears when you select System Parameters from the System Maintenance menu).

The options are:

Acknowledgements
These parameters control whether acknowledgements can be printed in SOP, and if they can, whether they can be printed from within Order Entry. ( Acknowledgements window, see page 269.

Customer defaults
These parameters provide default settings for a number of items to speed up data entry in Order Entry. ( Customer Defaults window, see page 270.

Delivery
These parameters control a number of aspects of delivery, including whether part deliveries are allowed, how delivery notes are printed, and whether delivery labels are used. ( First Delivery Note Options window, see page 271.

Order entry
This option leads to a further sub-menu providing options relating to stock allocation, credit checking, discounts, forward orders, locations, profit margins, document numbers, Order Entry input options, and pricing options. ( Order Entry menu, see page 276.

History
These parameters control how long orders and quotations are retained before purging. ( Order History window, see page 294.

Invoicing
These parameters control the invoicing of sales orders. ( First Invoice Options window, see page 295.

Credit note options
These parameters control the default status of goods returned on credit notes and whether zero cost write-offs are posted to Sales Analysis. ( Credit Note Options window, see page 299.

Picking
These parameters concern picking lists. ( Picking List Parameters window, see page 300.

Sales notepad
This option enables you to specify the customer notepad name if you use Global Organiser. ( Customer Notepad window, see page 302.

Quotations
These parameters control whether quotations can be created in SOP, and if they can, whether they can be printed from within Order Entry. ( Quotations window, see page 303.

Required date
This parameter controls whether ‘required dates’ are specified at order header or detail line level. ( Required Dates on Order Lines window, see page 304.

Schedules
This parameter controls whether schedule and call-off ordering is in use. ( Scheduled and Call-off Ordering Options window, see page 305.

Stock parameters
This option gives you access to the Stock Control System Parameters. These are described in full in the Stock Control Manual.

POP parameters
This option gives you access to the Purchase Order Processing System Parameters. These are described in full in the Purchase Order Processing Manual.

Exit
( Main System Parameters menu.

Distribution options
This option gives you access to the Distribution Parameters. These are described in full in the Global 3000 Installation and Set-up Manual.

Acknowledgements

Figure 168: Acknowledgements Window XE "acknowledgements:system parameters" 
This window appears when you select Acknowledgements from the SOP Parameters menu
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Purpose
These parameters control whether acknowledgements can be printed in SOP, and if they can, whether they can be printed from within Order Entry.

The prompts are:

Acknowledgements required XE "acknowledgements required" 

 XE "system parameters:acknowledgements required" 
(Y/N.) If you set this to Y, acknowledgements can be printed for all sales orders and requisitions, although they can be suppressed for specific customers, and individual orders and requisitions. If you set this to N, you cannot print acknowledgement at all in SOP.

Immediate acknowledgements allowed XE "system parameters:immediate acknowledgements allowed" 
(Y/N.) Setting this to Y will give the operator the option of printing an acknowledgement during order and requisition entry. If you set this to N, acknowledgements can only be printed from the Order Processing menu.

On completion
( SOP Parameters menu, see page 267.

Customer Defaults

Figure 169: Customer Defaults Window XE "Customer Defaults Window" 

 XE “customers:defaults" 

 XE "system parameters:customer defaults" 
This window appears when you select Customer Defaults from the SOP Parameters menu
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Purpose
The first five prompts in this window enable you to enter values which are offered as defaults during entry of customer defaults in Setup Account Defaults. The individual customer defaults are then offered as defaults during entry of sales orders. The defaults can be over-ridden at customer or sales order level. The sixth prompt controls the way sales representative codes default in Order Entry.

The prompts are:

Default for allow back orders XE "back orders allowed:system default" 

 XE "system parameters:default for allow back orders" 
(Y/N.) Enter Y to set the default to allow back orders, otherwise N.

Default for acknowledgements required XE "system parameters:default for acknowledgements required" 

 XE "acknowledgements required:system default" 
(Only if the ‘Acknowledgements required’ System Parameter is set to Y.) Enter Y to set the default to acknowledgements are required, otherwise N.

Default for part deliveries XE "system parameters:default for part deliveries" 

 XE "deliveries:default for part deliveries" 

 XE "part deliveries allowed:system default" 
(Only if the ‘Allow part deliveries’ System Parameter is set to Y.) Enter Y to set the default to allow deliveries of part orders, otherwise N.

Default for part invoicing XE "system parameters:default for part invoicing" 

 XE "part invoicing allowed:system default" 

 XE "invoicing:system default for part invoicing" 
(Only if the ‘Allow part invoicing’ System Parameter is set to Y.) Enter Y to set the default to allow invoicing of partly delivered orders, otherwise N.

Default for combined invoices XE "system parameters:default for combined invoices" 

 XE "invoice:combine" 

 XE "combine invoices:system default" 
(Only if the ‘Combine orders onto a single invoice’ System Parameter is set to Y.) Enter Y to set the default to allow multiple orders to be combined on one invoice, otherwise N.

Default sales rep from operator-id XE "sales representative:system parameter" 

 XE "system parameters:default sales rep from operator-id" 

 XE "operator id" 
(Y/N.) Enter Y if you want the Sales Rep code on the order header to default to the id of the operator entering the order. For this you must define the operator-ids as valid sales rep codes in Administration Parameters.


If you enter N, the sales rep code on the order header defaults to the sales rep code held for the customer in Debtors Ledger. If the sales rep code is blank for the customer, the code on the order header defaults to the operator-id (provided it is defined as a valid sales rep code).

On completion
( SOP Parameters menu, see page 267.

First Delivery Note Options Window

Figure 170: First Delivery Note Options Window XE "First Delivery Note Options Window" 

 XE "delivery notes:system parameters" 
This window appears when you select Delivery from the SOP Parameters menu
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Purpose
This and the second Delivery Note Options window enable you to select a number of options relating to delivery notes in SOP.

Note


Delivery notes are optional in SOP. Picking lists on the other hand are mandatory, although you can suppress all the printed output from the Picking List program at run-time.


Picking lists can be printed in either plain paper or delivery note format.

The prompts are:

Allow part deliveries XE "system parameters:allow part deliveries" 

 XE "deliveries:part allowed" 

 XE "part deliveries allowed" 
(Y/N.) If this is set to N, a delivery note will only be printed when an order or requisition is fully allocated.


If it is set to Y a delivery note will be printed if any of the detail lines have stock allocated to them or if there are non-stock lines for delivery. If set to Y, this parameter can be overridden for an individual customer, order or requisition.

Note
This parameter applies to picking lists and delivery notes.

Delivery notes required XE "system parameters:delivery notes required" 
(Y/N.) If set to N, no delivery notes are printed at any point (and the rest of the delivery note parameters cannot be set).

Immediate delivery notes allowed XE "system parameters:immediate delivery notes allowed" 
(Y/N.) If set to Y, the operator has the option to print delivery notes during order and requisition entry. If set to N, delivery notes are printed before or after confirmation depending on the setting of the ‘Picking lists’ System Parameter.

Note
Stock is issued to the order immediately before the delivery note is printed.

Maintain documents in product code order XE "system parameters:maintain documents in product code order" 

 XE "products:sort documents by" 
(Y/N.) If set to Y, orders and requisitions are sorted by product code when they are confirmed and before any immediate printing.

On completion
( Second Delivery Note Options window.

Second Delivery Note Options Window

Figure 171: Second Delivery Note Options Window XE "Second Delivery Note Options Window" 

 XE "delivery notes:system parameters" 
This window appears when you confirm your replies in the First Delivery Note Options Window
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The prompts are:

Suppress reprints of delivery notes XE "system parameters:suppress reprints of delivery notes" 
(Y/N.) Set to N to allow reprints of delivery notes, allowing clean, accurate delivery notes to be bundled with the goods. Set to Y to prevent reprints, thus avoiding the danger of duplicating orders due to multiple copies of delivery notes.

Print back order lines on delivery notes XE "system parameters:print back order lines on delivery notes" 

 XE “back orders:print on delivery notes" 
(Only if ‘Allow part deliveries’ has been set to Y.) If this parameter is set to Y wholly and partly undelivered lines are printed on the delivery note and marked ‘TO FOLLOW’.

Print to-follow items on delivery notes XE "system parameters:print to follow items on delivery notes" 
(Y/N.) This parameter controls the number of columns of information printed on delivery notes.

If set to Y, when a part delivery of a detail line is made, the delivery note records the delivered quantity, the ordered quantity and the ‘to follow’ quantity.


If set to N, just the delivered quantity is printed (and not the ordered quantity and the ‘to follow’ quantity).

Note
This parameter concerns part deliveries of detail lines, as contrasted with part deliveries of whole orders.

This parameter also applies to Acknowledgements XE "acknowledgements:system parameters" , Quotations XE "quotations:system parameters" , Invoices XE "invoice:system parameters"  and Credit Notes XE "credit notes:system parameters" .

On completion
( Delivery Label Options window.

Delivery Label Options

Figure 172: Delivery Label Options Window XE "Delivery Label Options Window" 

 XE "labels:system parameters" 

 XE "delivery labels" \t "See labels" 
This window appears when you confirm your replies in the Second Delivery Note Options window
[image: image185.png][ Delivery Label Options

Setting Delivery Labels Required to (N)o prevents labels from being
produced at any point.

Setting Immediate Delivery Labelsto (Y)es gives the operator the option
of printing labels during order enty.

The Part Full Carton Fraction (astween 0 and 1.00) specifies the point at
which a mixed caiton is deemed full as opposedto a carton containing anly
asingle product Please see the manual for further details.

Delivery Labels Required? (Y/N) %
Delivery Labels Layout Overlay S0330P
Immediate Delivery Labels Allowed? (Y/N) v
Part Full Carton Fraction 0.00
Labels per Carton or Product? (G/P) [3

0K Cancel






Purpose
This window enables you to set parameters for delivery label printing. 

Further information
For further information on label printing, see page 208.

The prompts are:

Delivery labels required XE "system parameters:delivery labels required" 
(Y/N.) If set to N, delivery labels cannot be printed at any point. 

Delivery labels layout overlay XE "layouts:labels" 

 XE "Reporter program" 

 XE "overlays:labels" 
Enter the name of the default overlay or Reporter program to be used for the layout when labels are printed. Up to six characters. This can be one of three standard layouts, or a specially tailored one.

Note
There is no validation at this point. If the label print program cannot find the layout specified, it displays an error message of the form ‘PROGRAM XXXXXX REQUIRED IN P.SO3000’ where ‘XXXXXX’ is the name of the layout.  

 XE "SO330P label layout" 
The standard layouts are:

· SO330P - a two column, seven line format, showing the name, address and postcode.

 XE "SO330Q label layout" 
· SO330Q - a one column, nine line format, showing the details in SO330P plus the order number and delivery note suffix, and the customer order reference.

 XE "SO330R label layout" 
· SO330R - a one column, twelve line format, showing the details in SO330Q plus the product code and description, carton number, and batch and serial numbers. 

Note
When using layout SO330R:

· The product code and description are only printed if the order header specifies that labels are to be printed according to the setting for the product. 


· The carton number is only printed if carton handling is selected.


· When labels are printed per carton, the product code and description are not printed on labels for mixed cartons.

Immediate delivery labels allowed XE "system parameters:immediate delivery labels allowed" 

 XE "immediate delivery labels allowed" 
(Y/N.) If set to Y, the operator can print delivery labels during order and requisition entry. 

Part full carton fraction XE "part full carton fraction" 

 XE "system parameters:part full carton fraction" 
This parameter controls whether carton handling XE "carton handling"  is in use. When it is in use, SOP automatically calculates the packing carton XE "packing cartons"  requirements for each delivery, and prints labels accordingly. 


If you do not want to use carton handling, enter zero.


If you want to use carton handling, enter a fraction between 0.01 and 1.00 to indicate the level at which a carton containing more than one product is deemed to be full. SOP uses this fraction to determine the contents of mixed packing cartons for deliveries.

Definition XE "mixed packing cartons" 
Mixed packing cartons are cartons packed with more than one product.

Example
A delivery contains 0.25 carton of product A, 0.40 carton of product B, and 0.20 carton of product C, making a total of 0.85 carton. If the part full carton fraction is set to 0.7, SOP assumes two cartons are required and prints the labels accordingly.


Any delivery of an order line which is greater than, or equal to, the part full carton fraction automatically occupies a new carton, rather than a carton already started.

Example
0.25 carton of product A ( carton 1.


0.70 carton of product B ( carton 2 (rather than 0.45 ( 1, & 0.25 ( 2).


0.20 carton of product C ( carton 1.


If you use carton handling, you must define packing carton units in Unit Code Maintenance, and the packing carton unit for each product. The label print program uses this information to determine how much of each product can fit into a packing carton. For further information, see the Global 3000 Installation and Setup Manual.

Labels per carton or product XE "mixed packing cartons" 
(Only if you entered a part full carton fraction at the prompt above.) This parameter controls the way labels are printed for mixed packing cartons. Enter one of the following:

· C
to print labels per carton. The product code and description are then not shown on mixed packing carton labels.


· P
to print labels for each product sharing the carton, so you can see the, say, five or six products it contains. If the product is batch tracked or serialised, separate labels are printed for each batch and range of serialised stock included.

On completion
( SOP Parameters menu, see page 267.

Order Entry Menu
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Figure 173: Order Entry Menu XE "Order Entry Menu" 

 XE "order entry:system parameters" 
This menu appears when you select Order Entry from the SOP Parameters menu.

The options are:

Allocation
These parameters relate to stock allocation. ( Product Allocation Method window, see page 277.

Credit checking
These parameters provide a number of options relating to automatic credit checking. ( Credit Checking Options window, see page 281.

Discounts
These parameters control the way that multiple discounts are calculated and how discounts appear on credit notes and invoices. ( Discounts window, see page 282.

Forward orders
This option enables you to specify a lead time for forward orders. ( Forward Orders window, see page 284.

Locations
This option enables you to specify whether or not orders must be restricted to a single despatch location, and whether stock can be sold from subsidiary companies. ( Multiple Locations window, see page 285.

Profit margins
This group of parameters is concerned with profit margin checking. ( Profit Margin Checking window, see page 286.

Document numbers
These parameters control the allocation of reference numbers to orders, quotations, invoices, credit notes, stock requisitions and telesales customer accounts. ( Document Numbers window, see page 287.

Options
These parameters relate to Order Entry. ( First Options window, see page 290.

Pricing options
These parameters are concerned with the pricing of goods. ( Pricing Options window, see page 293.

Previous menu
( SOP Parameters menu, see page 267.

Product Allocation Method

Figure 174: Product Allocation Method Window XE "Product Allocation Method Window" 

 XE "allocation:system parameters" 
This window appears when you select Allocation from the Order Entry Options menu
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Purpose
Global 3000 offers two methods of allocating stock, referred to as ‘pooled’ and ‘queued’. This window enables you to establish the default allocation method. This default can be overridden at individual product level, which can itself be overridden at order level. Both methods operate independently of each other and it is possible to place a queued order line for a product with ‘pooled’ as its default allocation method.

Pooled allocation XE "pooled stock handling" 
Pooled allocation operates on the principle of ‘Unless the order is dated too far in the future to worry about at this time, try and allocate stock to the line from a pool of free stock in the warehouse. If there isn’t enough stock to meet the order requirement, either over-allocate (i.e. leave the warehouse with negative stock) or back-order (i.e. leave the line marked as part allocated).’


This relies on Automatic Allocation activating forward ordered goods as they become current and allocating newly available stock to back ordered lines. It also relies on manual monitoring of the stock levels at each location to control procurement of sufficient stock to meet back-orders and over-allocation.

Queued allocation XE "queued stock handling" 
Queued allocation operates on the principle of ‘Ideally there should be no unallocated stock in the warehouse and every order should raise a request for supply scheduled to arrive on the picking date for the goods’. The picking date is calculated as ‘required date’ less ‘picking lead time’.


Stock on order is reserved for the requests to supply goods and the supplying system allocates the goods as they come available. This principle relies on accurate product lead times from the supply systems to ensure that the date on which the goods come available matches that on which they must be allocated to the detail line to meet its required date.

The prompt is:

Default product allocation method XE "system parameters:default product allocation method" 

 XE "products:allocation method, default" 
(P/Q.) This is the default allocation method to be used if the allocation method on a product is blank. Enter P to default to Pooled allocation. Enter Q to default to Queued allocation.

On completion
( Pooled Stock Allocation Options window.

Pooled Stock Allocation Options

Figure 175: Pooled Stock Allocation Options Window XE "Pooled Stock Allocation Options Window" 

 XE "allocation:system parameters" 
This window appears when you confirm your replies in the Product Allocation Method window
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Purpose
The parameters in this window determine what happens when there is insufficient free stock to satisfy a pooled order or requisition line. 

The prompts are:

Over stock handling XE "pooled stock handling:system parameters" 

 XE "system parameters:over stock handling" 
(B/O/P/R.) This parameter determines what happens when there is insufficient free stock to satisfy a pooled order or requisition line. 


You can set this to:

· B to automatically place the unavailable stock on Back order.


· O to automatically Over-allocate the unavailable stock. XE "over allocate" 


· R to automatically Reduce the line quantity to match the available stock.


· P to Prompt the operator with the Amend Allocation menu.

Note
In all cases the operator can amend the allocation.

Over-commit allowed XE "system parameters:over-commit allowed" 

 XE "over commit stock" 
(Y/N.) Set this to Y to allow over-allocation. This is typically used when stock is expected to arrive by the time the picking list or delivery note is sent to the warehouse. If you set this to N, over-allocation will not be allowed.

Note
Over-allocated stock cannot be confirmed unless a Stock Control System Parameter has been set to allow negative stock levels; this is never allowed for FIFO or batch traceable stock.

On completion
( Queued Stock Allocation Options window.

Queued Stock Allocation Options

Figure 176: Queued Stock Allocation Options Window XE "Queued Stock Allocation Options Window" 

 XE "queued stock handling:system parameters" 

 XE "allocation:system parameters" 
This window appears when you confirm your replies in the Pooled Stock Allocation Options window
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Purpose
This parameter defines the action to be taken if the ‘Automatic queue action’ in the product stock details has not been set up for queued products. This parameter is used by both Order Entry and Stock Requisition Entry.

The prompt is:

Default action for queued allocation XE "system parameters:default action for queued allocation" 
(A/R/Q.) This is the default action to be taken if a queued line is entered for product for which the ‘Automatic queue action’ has not been specified in Product Maintenance.


Enter one of the following:

· A
Check for free stock and Allocate it, then check for unreserved stock on order and reserve it, otherwise raise a supply request.


· R
Check for unreserved stock on order and Reserve it, then check for free stock and allocate it, otherwise raise a supply request.


· Q
Always raise a request for supply regardless of whether or not there is any free stock or stock already on order.

Note
If the source of supply is unable to perform the type of action selected, SOP displays a warning and offers you the option to continue using whatever the source of supply can manage.

On completion
( Held Stock Allocation Option Window.

Held Stock Allocation 

Figure 177: Held Stock Allocation Option Window XE "Held Stock Allocation Window" 

 XE "allocation:system parameters" 

 XE “held orders:allocate stock to, system parameter" 
This window appears when you confirm your replies in the Queued Stock Allocation Options Window
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Purpose
This parameter controls whether or not stock is allocated to held orders and requisitions.

The prompt is:

Allocate stock to held orders XE "system parameters:allocate stock to held orders" 
(Y/N.) Enter N (the default) if you want allocated stock to be freed up for despatch to other (not held) orders when an order is held. 


Enter Y if you want the allocation of stock to an order to be unaffected by whether or not is held.

Note
Stock which has appeared on a picking list is never de-allocated when an order is held, regardless of the setting of this indicator.

On completion
( Order Entry menu, see page 276.

Credit Checking Options

Figure 178: Credit Checking Options Window XE "Credit Checking Options Window" 

 XE "credit checking:system parameters" 
This window appears when you select Credit Checking from the Order Entry Options menu 
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Purpose
The parameters in this window control how credit checking operates in SOP.

The prompts are:

Hold transactions on entry XE "system parameters:hold transactions on entry" 
(Y/N.) Enter Y to force all orders to be approved before delivery. No further automatic credit checking takes place. Enter N for SOP to perform automatic credit checks.

Credit limit check XE "system parameters:credit limit check" 
(N/O/H.) Enter one of the following:

· N
For No credit checking


· H
For credit checking, with the order being automatically Held.


· O
For credit checking with the operator having the option to Over-ride any holding.

Include outstanding orders XE "system parameters:include outstanding orders" 
(Y/N.) Enter Y to include the uninvoiced value of outstanding orders in the credit check. Enter N to exclude it.

Credit hold time XE "system parameters:credit hold time" 
Enter the number of days an invoice can be overdue without causing a new order to be held. 

On completion
( Order Entry menu, see page 276.

Discounts

Figure 179: Discounts Window XE "Discounts Window" 

 XE "discounts:system parameters" 
This window appears when you select Discounts from the Order Entry Options menu
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Purpose
These parameters control the way multiple discounts are calculated and how discounts appear on credit notes and invoices. You can print a single discount figure which can be the total of several types of discount, or you can print up to three separate discount figures.

The prompts are:

Add or multiply discount %ages XE "system parameters:add or multiply discount %ages" 
(A/M.) Where more than one discount applies, the discount can be calculated either by Addition (A), or Multiplication (M). 

Example
If discounts are added, separate trade and quantity discounts of 10%  result in a total discount of 20%. If they are multiplied, the total is 19%.

Number of discount columns XE "one discount columns" 

 XE "system parameters:no. of discount columns" 

 XE "columns for discounts" 
(0-3.) Enter the number of discount columns to be printed on customer documents. This is normally one. The printed formats vary according to the number of discount columns as follows:

· One discount column of the format S99.99%. This can show up to two decimal places and the sign for negative discounts. 

 XE "two discount columns" 
· Two discount columns of the format S99 + 99%. Both columns can show the sign of negative discounts, and both columns can only show whole number discounts. Any discounts which contain decimal places appear as ‘**’.

 XE "three discount columns" 
· Three discount columns of the format 99+99+99. In this format, the first column cannot show the sign of negative discounts, but the second and third can. All the columns can only show whole number discounts. Any discounts which contain decimal places appear as ‘**’.

Note
If you use more than one column, you must enter discounts as whole numbers, otherwise they are printed as ‘**’.

 XE "delivery charges" 
If you use negative discounts to specify surcharges XE "surcharges" , such as delivery charges, you cannot print them in the first column of the three column format.

Industry/product group discount column XE "system parameters:industry/product group discount column" 
(0-3.) Enter the number of the column in which industry/product group discounts are to be printed. Enter zero if you do not use industry/product group discounts.

Trade discount XE "trade discount schemes"  column number XE "system parameters:trade discount column number" 

 XE "discount schemes:trade" 
(0-3.) Enter the number of the column in which trade discounts are to be printed. Enter zero if you do not use trade discounts.

Quantity discount XE “quantity discount schemes"  column number XE "system parameters:quantity discount column number" 

 XE "discount schemes:quantity" 
(0-3.) Enter the number of the column in which quantity discounts are to be printed. Enter zero if you do not use quantity discounts.

Negotiated discount column number XE "system parameters:negotiated discount column number" 

 XE "negotiated discounts" 
(0-3.) Enter the number of the column in which negotiated discounts are to be added. Enter zero if you do not use negotiated discounts.


Negotiated discounts can occur:

· When pricing is manually overridden.


· When specified on a special price list.


· When specified on the order header. This defaults from the value held on the customer’s account.

On completion
( Order Entry menu, see page 276.

Forward Orders

Figure 180: Forward Orders Window XE "Forward Orders Window" 

 XE “forward orders:system parameters" 

 XE “forward order lead times" 
This window appears when you select Forward Orders from the Order Entry Options menu
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Purpose
These parameters control the processing of future dated sales orders and stock requisitions. Orders required more than the specified number of days in the future do not affect the available stock levels.

The prompts are:

Lead time in days for forward orders for pooled products XE "system parameters:lead time in days for forward orders" 

 XE "lead times:forward orders" 
Enter the number of days before the required date that pooled lines are to be treated as forward orders. Stock is not allocated to a pooled line until this number of days before the required date, leaving the stock free for despatch to more urgent orders.

Lead time in days for forward orders for queued products XE "system parameters:lead time in days for forward orders" 
Enter the number of days before the required date that queued lines are to be treated as forward orders. Stock is not allocated to a queued line (if ‘Automatic queue action’ is set to A), and/or entries are not placed on the stock queue until this number of days before the required date.

Note
The above parameter does not apply to queued schedule and call-off lines.

Allocation XE “allocation lead time"  lead time in days for queued products XE "system parameters:allocation lead time in days for queued products" 

 XE "lead times:allocation of queued products" 
Enter the number of days before the required date that you want stock to be allocated to requests which have not been converted to a reservation. This parameter determines the default ‘needed by’ (allocate on) date on queue entries. If this parameter is set to zero, the needed by date defaults to the ‘pick’ date. XE "Pick date" 

 XE "Needed by date" 

On completion
( Order Entry menu, see page 276.

Multiple Locations

Figure 181: Multiple Locations Window XE "Multiple Locations Window" 

 XE "locations:system Parameters" 
This window appears when you select Locations from the Order Entry Options menu
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Purpose
These parameters enable you specify whether orders must be restricted to a single despatch location, and whether orders can be entered for locations belonging to subsidiary companies. 

The prompts are:

Single location orders XE "system parameters:single location orders" 
(Y/N.) If set to N, the operator can override the primary despatch location of an order for individual detail lines. However the sales value of the order is always credited to the analysis location which cannot be overridden for individual lines. If set to Y, the despatch location of an order cannot be overridden on individual lines.

Note
This parameter applies to stock requisitions as well as to sales orders.

Allow sale of stock from subsidiary companies XE "system parameters:allow sale of stock from subsidiary companies" 

 XE "company, allow sale of stock from subsidiary" 
(Y/N.) Enter Y to allow orders to be entered for locations not owned by the current company. When this facility is used an inter company transfer will be generated. Otherwise enter N.

On completion
( Order Entry menu, see page 276.

Profit Margin Checking

Figure 182: Profit Margin Checking Window XE "Profit Margin Checking Window" 

 XE "profit margin:system parameters" 
This window appears when you select Profit Margins from the Order Entry Options menu
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Purpose
This group of Order Entry parameters is concerned with profit margins.

The prompts are:

Display profit XE "system parameters:display profit" 
(Y/N.) If Y, the percentage profit margin for each order line and for the order as a whole is displayed during order entry. 

Profit as % of cost or turnover XE "system parameters:profit as % of cost or turnover" 
(C/T.) Enter C for the profit margin to be calculated as a percentage of Cost. Enter T for it to be calculated as a percentage of Turnover.

Example
If cost = £60 and sales value (turnover) = £100, the margin on cost is 40/60 = 66.67% while the margin on turnover is 40/100 = 40%.

Profit margin check required XE "system parameters:profit margin check required" 
(H/N/S/W.) The product group profit margin can optionally be checked for each line. Enter one of the following:

· N
for No checking.


· H
to Highlight the value.


· W
to Warn (but not show the value) when necessary.


· S
to Stop, i.e. prevent the line entry being continued when necessary.

On completion
( Order Entry menu, see page 276.

Document Numbers

Figure 183: Document Numbers Window XE "Document Numbers Window" 

 XE "numbering of transactions:system parameters" 

 XE “orders:numbers" 

 XE "document numbers" 
This window appears when you select Document Numbers from the Order Entry Options menu
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Purpose
These parameters control the allocation of reference numbers to orders, invoices, credit notes, quotations, stock requisitions and telesales customer accounts.


SOP can automatically allocate numbers for sales orders (including repeating orders), requisitions and quotations. Alternatively the operator can enter manual numbers as each transaction is created. Whichever option you select, SOP does not allow duplicate references.


When SOP allocates an automatic number, it takes the next number and appends it to the prefix (with zero-filling if necessary) to give a unique 8 character reference. The prefix is optional and may be up to 4 characters long. The number is not zero-filled if you do not specify a prefix.

Example
A prefix of ‘ORD’ and a next number of 123 would give a reference of ‘ORD00123’


Automatic numbers can be allocated centrally or for each location.


If you select centralised allocation, you enter the prefix and next number for each different type of document in this window.


If you select allocation of numbers by location, you enter the prefixes and next numbers for each location in Product Maintenance.

Note
SOP always allocates invoice and credit note numbers automatically. You enter the prefix and next number for centrally allocated invoice and credit note numbers in Debtors Ledger.


Telesales quotations can be converted to sales orders in Order Entry. The operator has the choice of selecting an existing customer account or generating a new customer account. The code of the generated account is determined by the settings of the telesales prefix and account items in this window.

Definition
A telesales XE "telesales:quotations" 

 XE “quotations:telesales"  quotation is a quotation entered against a ‘Quotation account’. These special accounts are set up in Customer Maintenance in Debtors Ledger. See the Debtors Ledger manual for further details.

The prompts are:

Automatic or manual order number generation XE "system parameters:order number generation" 
(A/M.) Enter A for Automatic allocation of numbers for sales orders, quotations, and stock requisitions. Enter M for Manual allocation.

Centralised invoices XE "invoice:numbers" 

 XE "system parameters:centralised invoices & credit notes" 
(Y/N.) Enter Y if you want SOP to create a single centralised sequence of invoice numbers. Enter N if you want SOP to maintain a separate sequence of invoice numbers at each location.

Centralised credit notes XE "credit notes:numbers" 
(Y/N.) Enter Y if you want SOP to create a single centralised sequence of credit note numbers. Enter N if you want SOP to maintain a separate sequence of credit note numbers at each location. 

Note
You enter the prefix and next number for centrally allocated invoice and credit note numbers in Debtors Ledger.

Centralised order numbers XE "centralised order numbers" 

 XE "system parameters:centralised order numbers" 
(Y/N.) Enter Y if you want SOP to create a single centralised sequence of order numbers. Enter N if you want SOP to maintain a separate sequence of order numbers at each location.

Centralised requisitions XE "stock requisitions" \t "See Stock Control Manual" 

 XE "stock requisitions:numbers" 

 XE "system parameters:centralised requisitions" 
(Y/N.) Enter Y if you want SOP to create a single centralised sequence of requisition numbers. Enter N if you want SOP to maintain a separate sequence of requisition numbers at each location. 

Order number prefix XE "system parameters:order number prefix & next no." 
(Only if you entered Y to Centralised order numbers above.) Enter a prefix of up to four upper-case letters or leave blank if a prefix is not required.

Next order number
(Only if you entered Y to Centralised order numbers above.) Defaults to 1 for a newly-installed system and shows the next free order number once the system is operational. You may want to choose another number to maintain continuity with a previous order processing system.

Requisition prefix XE "system parameters:requisition prefix & next no." 
(Only if you entered Y to Centralised requisitions above.) Enter a prefix of up to four upper-case letters or leave blank if a prefix is not required.

Next requisition number
(Only if you entered Y to Centralised requisitions above.) Defaults to 1 for a newly-installed system and shows the next free requisition number once the system is operational. You may want to choose another number to maintain continuity with a previous system.

Note
The next two prompts control the account codes of new customer accounts:

· Generated during Sales Order Entry when a telesales quotation is converted into an order.


· Created through the Quick Customer Creation option on the System Maintenance menu.

Telesales prefix XE “customers:telesales" 

 XE "system parameters:telesales prefix & next no." 

 XE "telesales:generation of account nos" 
Enter up to four upper case letters or leave blank if a prefix is not required.

Next telesales account
The next telesales account number which will be used. This can be up to seven digits.

Separate quotation numbers XE "system parameters:separate quotation numbers" 

 XE "quotations:numbers" 
(Y/N.) If you enter Y, quotations are allocated a unique reference independently of sales orders. Then, if automatic order number generation is in use, when a quotation is converted into a sales order, it is allocated a new sales order number. If manual generation is in use, the quotation is not renumbered on conversion to a sales order.


If you enter N, quotations are numbered in the same way as sales orders so that they can be converted to and from orders without changing the number. However, quotations that are not progressed will appear as wasted or missing order numbers.

Centralised quotations XE "system parameters:centralised quotations" 
(Only if you entered Y at the Separate quotation numbers prompt.) Enter Y if you want SOP to create a single centralised sequence of quotation numbers. Enter N if you want SOP to maintain a separate sequence of quotation numbers at each location.

Quotation prefix XE "system parameters:quotation prefix & next no." 
(Only if you entered Y to Centralised quotations.) Enter up to four upper case letters or leave blank if a prefix is not required.

Next quotation number
(Only if you entered Y to Centralised quotations.) This defaults to 1 for a newly-installed system and shows the next free quotation number when the system is operational. You may want to choose another number to maintain continuity with a previous system.

On completion
( Order Entry menu, see page 276.

First Options Window

Figure 184: First Options Window XE "Options Window" 
This window appears when you select Options from the Order Entry menu
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Purpose
This window enables you to customise the sequence in which Order Entry requests information when an operator enters a new order.

The prompts are:

Header detail input XE "system parameters:header detail input" 
(E/M/S.) This parameter controls when the Order Header menu appears when you enter a new order. If you enter:

· S, it appears at the Start of a new order.


· E, it appears at the End of a new order.


· M, it only appears when you select Header Details from the Details Amendment Menu.

Location input XE "system parameters:location input" 

 XE "locations:system Parameters" 
(A/B/N/S.) This parameter controls when the Locations window appears when you enter a new order. If you enter:

· S, it appears at the start of a Session. A session in this context is a number of orders entered consecutively.


· B, it appears Before the order summary.


· A, it appears After the order summary.


· N, it Never appears. The ordering location in sales order entry then defaults to the location entered in Setup Account Defaults and can be altered in the Header Details window.

Note
This also determines when the Location window appears when you enter a new requisition. However the window always appears in Requisition Entry; when this item is set to N, the Location window appears at the start of a session (as if it was set to S).

Default sales location from customer default XE "system parameters:default sales location from customer default" 

 XE "analysis location:defaults" 
(Y/N.) Enter N (the default) to default the analysis location from the previous order. Enter Y to use the customer default for both the despatch and the analysis locations.

Note
If you are using session based entry of locations this parameter is ignored, but a warning message appears if the session analysis location differs from the customer’s default.

Display costs XE "system parameters:display costs" 

 XE "costs:display" 
(Y/N.) If set to Y, costs are displayed during order entry.

Display account balances automatically XE "system parameters:display account balances automatically" 

 XE “customers:account balance" 
(Y/N.) If set to Y a summary of the account balances appears alongside the Details Amendment menu. If set to N the account balances window only appears when the operator selects the Balances option from the Details Amendment menu.

On completion
( Second Options window.

Second Options Window

Figure 185 Second Options Window

This window appears when you confirm your responses in the First Options Window
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Purpose
These parameters concern additional detail line descriptions on orders and requisitions, and the addition of delivery charges.

The prompts are:

Copy long description to order XE "system parameters:copy long description to order" 

 XE “descriptions, product:long" 

 XE "products:descriptions:long" 

 XE "long descriptions:system parameter" 
(Y/N.) You can attach comments to each order and requisition detail line through the Comments option of the Line Options menu.


If you set this to Y, the detail line comments default to the ‘Long description’ entered for the product through Product Maintenance (if any). You can then use the Comments option to alter the long description specifically for the order or requisition, if necessary.


If you set this parameter to N, the detail line comments are initially blank.

Allow directly keyed comments XE "system parameters:allow directly key comments" 

 XE "comments:directly keyed" 
(Y/N.) If you set this to Y, you can leave the product code blank during order and requisition entry. You can then use the detail line to enter a description of up to 30 characters.


If you set this to N, you cannot leave the product code blank. If you attempt to do so, a pop-up enquiry displays a list of valid product codes.

Note
The detail line comments option is available regardless of how you set this item.

Prompt before adding a delivery charge XE "prompt before adding a delivery charge" 

 XE "system parameters:prompt before adding a delivery charge" 
(Y/N.) SOP can optionally add a product to all sales orders for specific customers; for example for a standard delivery charge. To select this option, you need to specify the product to be used in the ‘Delivery Charge’ prompt of the customer’s SOP Details Window in Debtors Ledger.

Definition
Products added to sales orders in this way are known as ‘automatic delivery charges’ XE "automatic delivery charges" 

 XE "delivery charges" .


This parameter controls whether Order Entry always adds the specified product to sales orders for the customer, or only after gaining confirmation from the operator.


Enter N if you want Order Entry to always add the delivery charge. Enter Y if you want Order Entry to ask the operator for confirmation first.

Notes
· SOP adds the delivery charge to a new order when the operator first exits from it. 


· SOP does not add the delivery charge if the operator has already entered it manually. 


· You can cancel automatic delivery charges XE "cancel:automatic delivery charges"  by amending the order and manually deleting the relevant line.

On completion
( Order Entry menu, see page 276.

Pricing Options

Figure 186: Pricing Options Window XE "Pricing Options Window" 

 XE "price:system parameters" 
This window appears when you select Pricing Options from the Order Entry menu
[image: image199.png]The price listused for forward orders can sither be the list current
atthe date the orderis placed or the listwhich will be current on
required delivery date. Enter O for arder date, D for delivery date

Manual pricing setto (N)o limits ordering to products appeating on
piice lists, preventing custamers from ordefing specific products

Ifprice by unitis permitted, a different price can be entered for
each selling unit. Ifthis feature is not reuired, setting this flag
to'N'will prevent a few unnecessary disk accesses

If prices are fixed as a line is canfirmed, updates to price lists da
not affect orders alreadyin the system

Select Price List by Order or Delivery Date
Permit Sale of Unpriced Goods (Manually Price)?
Price by Selling Unit?

Fix Prices as Line is confirmed?

0K Cancel

zz <k






Purpose
This group of parameters concern the pricing of goods in Order Entry.

The prompts are:

Select price list by order or delivery date XE "system parameters:select price list by order or delivery date" 

 XE "price lists:system parameters" 
(O/D.) This parameter controls the selection of price lists for forward orders. Enter

· O, to use the price list current at the date the Order is placed.


· D, to use the price list current at the required Delivery date.

Permit sale of unpriced goods (manually price) XE "system parameters:permit sale of unpriced goods (manually price)" 

 XE "manual pricing, allow" 
(Y/N.) This parameter controls whether you can enter orders for products for which SOP cannot find a valid price.

Enter N to prevent the sale of goods without a valid price. By creating partial price lists, you can then limit the goods which can be sold to a particular customer.


Enter Y to allow the sale of unpriced goods. If no valid price can be found, Order Entry prompts the operator for one.

Price by selling unit XE "system parameters:price by selling unit" 
(Y/N.) If set to Y a different price can be entered for each selling unit.

Fix prices as line is confirmed XE "system parameters:fix prices as line is confirmed" 
(Y/N.) If this is set to Y, the price recorded when you enter an order line is not subsequently changed except when:

· You manually change the price or select the repricing option.


· You change the quantity or unit on the line.


If this is set to N, the price on the order line is updated by reference to the price list whenever you amend the order line, except when you have previously manually overridden the price.

On completion
( Order Entry menu, see page 276.

Order History

Figure 187: Order History Window XE "Order History Window" 

 XE "purge:system parameters" 
This window appears when you select History from the SOP Parameters menu
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Purpose
This group of parameters controls how long sales order and stock requisition historical data is kept. The data in question is usually kept for several months in case of queries or disputed invoices. The parameters are used by the Order History Purge function, which is run periodically to purge old orders.

Note
The settings in this window do not affect sales analysis data, which is typically retained for several years.

The prompts are:

Months to retain order history XE "system parameters:months to retain order history" 
Typical values are six or nine. The Order History Purge program deletes completed orders and requisitions more than this number of months old. If you set this to zero, no history is kept.

Days to retain quotations XE "system parameters:days to retain quotations" 

 XE "quotations:system parameters" 
The Order History Purge program deletes quotations which have been outstanding for more than the number of days specified here. Outstanding quotations are those which have not been converted into an order.

Note
The actual date up to which transactions are purged can be changed when you run the Order History Purge program except when the parameters are set to zero (see warning below).

Warning!
If either of these parameters is set to zero, the Order History Purge function deletes all completed transactions of the relevant type.

On completion
( SOP Parameters menu, see page 267.

First Invoice Options Window

Figure 188: First Invoice Options Window XE "Invoice Options Window" 

 XE "invoice:system parameters" 
This window appears when you select Invoicing from the SOP Parameters menu
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Purpose
These parameters control the invoicing of orders. In addition to the option to allow or disallow part deliveries (see page 271), there are various options which allow you to issue part invoices. There are many possible permutations of these parameter settings, not all of which are sensible. However, because invoicing is ultimately done at order line level there is no risk of items being invoiced twice or failing to be invoiced.

The prompts are:

Allow part invoicing XE "system parameters:allow part invoicing" 

 XE "part invoicing allowed" 

 XE "invoicing:part allowed" 
(Y/N.) If you enter N orders are only invoiced when they have been completely delivered and confirmed. If you enter Y part deliveries can be eligible for invoicing after delivery is confirmed. If set to Y, the parameter can be overridden for an individual customer or order. 

Print back ordered lines on invoice XE "system parameters:print back ordered lines on invoice" 

 XE “back orders:print on invoice" 
(Y/N.) Enter Y if back ordered lines are to be printed on invoices, otherwise N.

Invoice goods on direct delivery XE "system parameters:invoice goods on direct delivery" 
(Y/N.) Enter N if Direct Order Confirm in Purchase Order Processing is used to confirm deliveries. Set to Y if purchase orders for direct delivery are raised independently. In this case there is no link between the sales and purchase orders and there need not be a formal purchase order - the supplier’s invoice could be entered directly into the Creditors Ledger. The order line is invoiced without issuing stock, posting the cost of sale to the direct order suspense account rather than to the Goods Despatched (not yet invoiced) account.

Note
The Direct Order Confirm function is not available yet in POP. You should therefore set this parameter to Y.

Print direct invoices immediately XE "system parameters:print direct invoices immediately" 
(Y/N.) If set to Y, the operator has the opportunity to print direct invoices during order entry.

Combine orders onto a single invoice XE "system parameters:combine orders onto a single invoice" 

 XE "invoice:combine" 

 XE "combine invoices" 
(Y/N.) Enter Y if multiple orders can be combined onto a single invoice, otherwise N. If set to Y, the parameter can be over-ridden for an individual customer or order.

On completion
( Second Invoice Options window.

Second Invoice Options Window

Figure 189: Second Invoice Options Window

This window appears when you confirm your replies in the First Invoice Options window
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Purpose
This window enables you to set further options relating to the invoicing of sales orders.

The prompts are:

Invoice held orders XE "system parameters:invoice held orders" 

 XE “held orders:invoice" 
(Y/N.) Enter Y to enable invoicing of any order which has been delivered whether it is held or not. Enter N if held orders which have been delivered are not to be invoiced until they are unheld.

Invoice branch or head office account XE "system parameters:invoice branch or head office account" 
(B/H.) This parameter relates to customer accounts defined as ‘branch accounts’ in Customer Maintenance in Debtors Ledger. If this parameter is set to H (the default), the invoice address for branch accounts is automatically set to the associated Head office invoice address and cannot be changed. 


If this parameter is set to B, Branch accounts use their own invoice address. 

Post parent or alias product to Sales Analysis XE "system parameters:post parent or alias product to Sales Analysis" 

 XE "Sales Analysis:post parent or alias product" 

 XE "alias products" \t "See Installation & Set-up Manual" 

 XE "parent products" \t "See Installation & Set-up Manual" 
(P/A.) Enter A (the default) to post the Alias product code to Sales Analysis. Enter P to post the Parent product code; i.e. the one from which stock is physically taken.

On completion
( Invoice/Credit Note Layouts window.

Invoice/Credit Note Layouts

Figure 190: Invoice/ Credit Note Layouts Window XE "Invoice/ Credit Note Layouts Window" 

 XE "credit notes:system parameters" 

 XE "invoice:system parameters" 
This window appears when you confirm your replies in the Second Invoice Options Window
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Purpose
This window holds the invoice and credit note report layout names. These are specific to the currently selected company shown at the top of the window.

The prompts are:

Invoice layout overlay XE "system parameters:invoice layout overlay" 

 XE "layouts:invoices " 
The name of the standard invoice print layout overlay is SO360P. This can be changed, if required, to the name of a Reporter program. XE "Reporter program" 

 XE "overlays:invoices" 

Note
There is no validation at this point, but should the specified overlay not be found during invoice printing, an error message appears of the form ‘PROGRAM XXXXXX REQUIRED IN P.SO3000’, where ‘XXXXXX’ is the name of the overlay entered here.

Credit note layout overlay XE "system parameters:credit note layout overlay" 

 XE "layouts:credit notes" 
The standard credit note layout overlay is SO360P, and can be changed to the name of a Reporter program in the same way as the Invoice Layout Overlay as described above.  XE "Reporter program" . XE "overlays:credit notes" 

On completion
( Debtors Ledger Narrative window.

Debtors Ledger Narrative

Figure 191: Debtors Ledger Narrative Window XE "Debtors Ledger Narrative Window" 

 XE "Debtors Ledger:narrative in postings to" 
This window appears when you confirm your replies in the Invoice/Credit Note Layouts Window
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Purpose
This parameter determines the narrative on postings made to Debtors Ledger.

The prompt is:

DL narrative XE "system parameters:DL narrative" 
(D/N/O/blank.) Enter one of the following:

· D, to use the Delivery instructions attached to orders.


· N, to use the order Number.


· O, to use the customer Order reference.


· Leave blank to post a blank narrative.

On completion
( SOP Parameters menu, see page 267.

Credit Note Options

Figure 192: Credit Note Options Window XE "Credit Note Options Window" 

 XE "credit notes:system parameters" 
This window appears when you select Credit Note Options from the SOP Parameters menu
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Purpose
These parameters are concerned with credit notes.

The prompts are:

Default status of goods XE "system parameters:default status of goods" 

 XE "status:default, of returned goods" 
(R/W.) This parameter determines the default status of returned goods when credit notes are created. This status can be changed on individual credit notes. 


Enter R if the goods are to be Returned to stock so they can be issued to another order. Enter W to Write off the goods. You can then use the stock adjustments facility in Stock Control to set the correct status and value of the returned goods.

Zero cost write-off credit notes XE "system parameters:zero cost write-off credit notes" 
(Y/N.) This concerns the value of write-offs posted to Sales Analysis. Enter Y to post zero cost write-offs, i.e. the write-off is the fault of the customer as opposed to you or your supplier. Otherwise enter N.

On completion
( SOP Parameters menu, see page 267.

Picking List Parameters

Figure 193: Picking List Parameters Window XE "Picking List Parameters Window" 

 XE "picking list:system parameters" 
This window appears when you select Picking from the SOP Parameters window
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Purpose
This group of parameters is concerned with picking lists for sales orders and stock requisitions.

Note
See also the ‘Disable multi-location pick/stock-take’ Distribution Parameter. For further details see the Global 3000 Installation and Setup Manual.  XE "system parameters:disable multi-location pick" 

 XE "disable multi-location pick" 

The prompts are:

Picking lists XE "system parameters:picking list" 
(D/P.) This parameter controls the format of picking lists. Enter:

· P to print picking lists in Plain paper format.


· D to print them in Delivery note format. You can then automatically reprint delivery notes through the Delivery Note Program (SO350) if quantities change during Despatch Confirmation.

Note
You can choose to suppress the printed output from the Picking List function (which is mandatory) at run-time.  

Weight description XE "system parameters:weight description" 

 XE "weight:description" 
Enter the name of the unit of measure for weights used for picking. This can be up to five characters.

Select by header or line XE "system parameters:select by header or line" 

 XE "select by header or line system parameter" 

 XE "locations:picking lists" 
(H/L.) This parameter controls the way picking lists are organised when a sales order has lines sourced from different locations. Enter one of the following:

· H to pick entire orders from the despatch location on the order header, and to print a fourth section on the picking list showing any transfers that need to be made between locations to satisfy the orders.


· L to pick order lines from their despatch locations. This enables goods to be despatched independently from each location direct to the customer.

Note
If single location orders are selected, you cannot set this parameter to L, as all order lines are for the same location anyway.

Allow amendment of confirmed deliveries XE "system parameters:allow amendment of confirmed deliveries" 

 XE "deliveries:allow amendment of confirmed" 
(N/D/I.) If you set this to N, delivered items cannot be amended after they have been confirmed. Sometimes this may prove too restrictive as you will not be able to rectify even a simple mistake without (temporarily) resetting this parameter. 


If you set this to D, you can amend the delivered lines until the delivery note is printed. This is for use at sites that use a plain paper picking list and then print ‘clean’ delivery notes after running Despatch Confirmation.


If you set this to I, the delivery details can be amended up until the invoice is printed and posted to Debtors Ledger. After this any corrections must be made by entry of a Credit Note.

On completion
( Picking Lead Time window.

Picking Lead Time

Figure 194: Picking Lead Time Window XE "Picking Lead Time Window" 

 XE "picking list:system parameters" 

 XE "lead times:picking" 
This window appears when you confirm your responses in the Picking List Parameters window
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Purpose
This window enables you to enter a picking lead time. This is the normal time it takes to pick, pack and deliver goods so that they arrive on or before the customer’s required date.

Note
This parameter is specific to the currently selected company as shown at the top of the window. It applies to sales orders and stock requisitions.

The prompt is:

Picking lead time XE "picking lead time"  in days XE "system parameters:picking lead time" 
Set this to the normal time in days to be allowed for picking, packing and posting goods to meet customer’s required dates. This is used to calculate the picking date during Order Entry. The Picking List program uses the picking date to determine which lines to include on the list.


Enter zero, if you want the picking list to print all items that are due. Enter spaces if you want the picking list to print all items regardless of the required date.

On completion
( SOP Parameters menu, see page 267.

Sales Notepad XE "Notepad" 
Figure 195: Customer Notepad Window XE "Customer Notepad Window" 

 XE "Organiser" 

 XE “customers:notepad" 
This window appears when you select Sales Notepad from the SOP Parameters menu
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The prompt is:

Customer notepad name XE "system parameters:customer notepad name" 
Enter the name of the customer notepad for the Global 3000 Organiser interface. Leave blank if Organiser is not in use.

On completion
( SOP Parameters menu, see page 267.

Quotations

Figure 196: Quotations Window XE "Quotations Window" 

 XE "quotations:system parameters" 
This window appears when you select Quotations from the SOP Parameters menu
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Purpose
These parameters control whether quotations can be created in SOP, and if they can, whether they can be printed from within Order Entry.

The prompts are:

Quotations in use XE "system parameters:quotations in use" 
(Y/N.) Set this to Y if you use quotations at your installation. Set this to N if you do not want SOP to allow the creation of quotations. 

Immediate quotations allowed XE "system parameters:immediate quotations allowed" 
(Only if you entered Y at the prompt above.) If set to Y the operator can print quotations during order entry.

On completion
( SOP Parameters menu, see page 267.

Required Date

Figure 197: Required Dates on Order Lines Window XE "Required Dates on Order Lines Window" 

 XE "required date:system parameters" 
This window appears when you select Required Date from the SOP Parameters menu
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Purpose
This parameter controls whether the customer’s required date is specified on the order header (or requisition header) or whether it can be specified on each detail line. 

The prompt is:

Required dates at line level allowed XE "system parameters:required dates at line level allowed" 
(Y/N/P.) Enter one of the following: 

· N
No, required dates are to be specified on a per order/requisition rather than a per detail line basis. Pooled lines take the order/requisition header date. Queued lines also take the order header date, but subsequent amendments to the header date will not alter the date on these lines. This option is not recognised by scheduled or call-off lines.


· Y
Yes, individual dates for detail lines are allowed but not prompted for. They default to the order/requisition header date, but can be amended via <Shift Tab> or the Dates option on the Line Options menu.


· P
Individual dates for detail lines are to be Prompted for.

On completion
( SOP Parameters menu, see page 267.

Schedules

Figure 198: Scheduled & Call-off Ordering Options Window XE "Scheduled & Call-off Ordering Options Window" 

 XE "call-offs:system parameters" 

 XE "scheduled orders:system parameters" 
This window appears when you select Schedules from the SOP Parameters menu
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Purpose
This parameter controls whether or not scheduled and call-off orders, requisitions, and order lines can be entered.

The prompt is:

Scheduled and call-off ordering allowed XE "system parameters:scheduled & call-off ordering allowed" 
(Y/N.) Enter Y to allow the entry of scheduled and call-off orders and requisitions, and the entry of scheduled and call-off lines within a normal order or requisition. Enter N to prevent their entry.


When scheduled and call-off order lines are entered, the operator is prompted for a schedule of required dates and the quantities to be dispatched on those dates. These can subsequently be altered through an option on the Line Options menu.

On completion
( SOP Parameters menu, see page 267.

Price & Discount Maintenance XE "price & discount maintenance" \r "PriceDiscountMaintenance" 

 XE "price lists" \r "PriceDiscountMaintenance" 

 XE "discount schemes" \r "PriceDiscountMaintenance" 
Figure 199: Price & Discount Maintenance Menu XE "Price & Discount Maintenance Menu" 
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This menu appears when you select Price and Discount Maintenance from the System Maintenance menu.

The options are:

Price list maintenance
Enter and amend current prices. ( Price List Options menu, see page 307.

Future price lists
Enter and amend price details that are to take effect at a future date. ( Price List Options menu, see page 307.

Trade discount schemes
Set-up and amend trade discount schemes. ( Trade Discount Scheme Maintenance window, see page 312.

Quantity discount schemes
Set-up and amend quantity discount schemes. ( Quantity Discount Scheme Maintenance window, see page 313.

Copy price list
Copy prices (optionally applying a conversion factor). You can copy entries from one price list to another, and from one currency to another. You can also use this option to extend the expiry dates of selected entries in a price list. ( Copy Prices Window, see page 315.

Delete price list
Delete prices. ( Delete Prices menu, see page 317.

Reprice products
Adjust the prices of all or a range of products in a price list. ( Reprice Products window, see page 319.

Exit
( System Maintenance menu.

Price List Options

Figure 200: Price List Options Menu XE "Price List Options Menu" 
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This menu appears when you select Price List Maintenance or Future Price List Maintenance from the Price and Discount Maintenance Menu.

The options are:

Amend existing price lists
Amend existing price lists. ( Price List Headers window.

Create or delete price list headers
Create or delete price list headers. ( Price List Headers window.

Exit
( Price & Discount Maintenance menu, see page 306.

Price List Headers


[image: image214.wmf]
Figure 201: Price List Headers Window XE "Price List Headers Window" 

 XE "price lists:headers" 
This window appears when you select either Amend Existing Price Lists, or Create or Delete Price List Headers from the Price List Options menu.

Purpose
This window lists headers for price lists which already exist. It enables you to select headers for amendment or deletion. It also enables you to create new price list headers.

Amend XE "amend:price list header" 
If you chose Amend Existing Price Lists from the Price List Options menu, this window is in display-only mode and you cannot add or delete the price list headers.

Move the cursor to the header of the price list you want to amend and press <Return>. ( Price List Maintenance window or Future Price List Maintenance window depending on which option you selected from the Price and Discount Maintenance window.

Create XE "add:price list header" 
If you chose Create or Delete Price List Headers from the Price List Option menu, this window enables you to create price list headers.


To create a new header, move the cursor to the end of the list or press <F5> to insert a new entry within the list. You are prompted for a price list code of up to seven characters.

Note
Price list headers cannot be changed after they have been set up

Delete XE "delete:price list header" 
If you chose Create or Delete Price List Headers from the Price List Option menu, this window enables you to delete price list headers.


To delete a header press <F7> when the cursor is on the required header. You are asked to confirm the deletion. 

Note
You cannot delete a price list header unless the price list itself is empty.

On exit
( Price List Options menu, see page 307.

Price List Maintenance

Figure 202: Price List Maintenance Window XE "Price List Maintenance Window" 
This window appears when you select a price list in the Price List Headers window
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Purpose
You use this window to set up current entries for products in price lists. When you enter a sales order in Order Entry you can specify up to two price lists, a ‘main’ and a ‘special’, on the order header. These values can default from values previously set up for the customer in Setup Account Defaults (see page 74).


When you enter order detail lines, SOP takes any entries on the special price list in preference to those on the main price list. In addition products can be associated with trade and quantity discount schemes. These are described in full in the following pages.


This window shows the current entries on the selected price list. 

Note
Entries on the price list that will take place at a future date are displayed in the Future Price List Maintenance window.

Display
The upper part of the window lists the price list entries. As you scroll through the list the actual prices on the entry are displayed in the lower part of the 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:price list entry" 

 XE "price lists:current entries, add, amend & delete" 
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. You are then prompted for the details described below.

Amend XE "amend:price list entry" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:price list entries" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts in the upper part of the window are:

Note
The first four items cannot be changed for existing entries. If necessary, you can delete an entry and add a new one as required.

Currency XE “currencies:price list" 
The currency of the price element. A pop-up enquiry is available. A price list can contain prices in more than one currency. 

Note
The Copy Price Lists option (see page 315) can automatically copy part or all of a price list to another currency, using the current house exchange rates defined in Administration Parameters.

Product code
The product code for which the prices are to be specified. A pop-up enquiry is available. 

Expiry date XE "expiry date:price list" 
Enter the date the price is to expire or leave blank for no expiry date. 

Note
If you enter an expiry date which is after the expiry date of an existing entry for the product/currency combination in the price list, you are asked to enter a start date and are warned that this is a future entry. The entry will subsequently be displayed in the Future Price List Maintenance window.

Pricing unit XE "units:pricing" 
This defaults to the cost unit as set up in Product Maintenance, but can be altered. A pop-up enquiry is available.

Type XE "price lists:types" 
Enter one of the following (a pop-up enquiry is available):

· P
Price. This type can have up to 12 prices.

 XE "cost-plus type price list" 
· C
Cost-plus. (Not for percentage extras.) This type of price list is used in conjunction with a quantity discount scheme which associates each quantity break with a percentage. The price is calculated during order entry as the cost price plus the appropriate percentage.

 XE "discount-type price list" 
· D
Discount. This type is used for special price lists in conjunction with a quantity discount scheme. In this case up to 12 discount percentages can be entered to apply to the main price list.

 XE "reduction-type price list" 
· R
Reduction. (Not for extras.) In this type of price list one price and up to eleven percentage reductions to that price are entered. Each percentage is associated with a quantity break via a quantity discount scheme.

 XE "name-type price list" 

 XE “descriptions, product:special or foreign language" 

 XE "products:descriptions:special or foreign language" 

 XE "foreign language product descriptions" 
· N
Name. This type should be used for special price lists to input a special description, typically a foreign language description, to be used in preference to the description in the main price list.

Notes
A special description can be entered on any type of price list; a Name-type price holds a special description but no price.

 XE "extras:pricing" 
Order Entry always uses the first price on a price list for extras and percentage extras and always calculates the price to two decimal places, regardless of the pricing accuracy set on the product group. 

The prompts in the lower part of the window are:

Standard description
(Display only.) The description of the product set up in Product Maintenance.

Special or foreign description XE “descriptions, product:special or foreign language" 

 XE "products:descriptions:special or foreign language" 

 XE "foreign language product descriptions" 
You can enter an alternative description for the product to be used whenever this price list is used. This is useful for foreign-language descriptions of multi-currency products.

Prices 1-12
The information entered here varies according to the type entered above, and the settings of any quantity discount scheme associated with the product:


For a Price type list enter up to twelve prices. Prices 2-12 are only used if the product is associated with a price-break-type quantity discount scheme. Enter one price if a single fixed price is used, or if the associated quantity discount scheme has its Price Break flag set to N.


For a Cost-plus type enter up to 12 discount percentages. The price is calculated as cost price plus the percentage invoked by the quantity discount scheme.


For a Discount type enter up to 12 discount percentages to be applied to the main price list by the associated quantity discount scheme.


For a Reductions type enter one price and eleven percentage reductions to that price. Each percentage is associated with a quantity break via the quantity discount scheme.


For a Name type do not enter a price.

On completion
( The next entry in the window.

On exit
( Price List Headers window, see page 307.

Future Price Lists

Figure 203: Future Price List Maintenance Window XE "Future Price List Maintenance Window" 
This window appears when you select a price list in the Price List Headers window
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Purpose XE "add:future price list entry" 

 XE "amend:future price list entry" 

 XE "delete:future price list entry" 

 XE "price lists:future entries, add, amend & delete" 
This window lists entries on the price list that are to take effect at a future date. It enables you to enter, amend and delete future price entries.


The dialogue matches that in the Price List Maintenance window which is described in full above, with the exception of the expiry date.

Expiry date XE "expiry date:price list" 
Enter the date the price is to expire, or leave blank for no expiry date.


When you enter an expiry date that is later than an existing expiry date in the price list for the product/currency combination, the start date is displayed.

Note
If you enter an expiry date for a product/currency combination for which there is no earlier expiry date in the price list, you are warned that the price will be a current one. The entry will subsequently be displayed in the Price List Maintenance window.

Trade Discount Schemes

Figure 204: Trade Discount Scheme Maintenance Window XE "Trade Discount Scheme Maintenance Window" 

 XE "discount schemes:trade" 

 XE "trade discount schemes" 
This window appears when you select Trade Discount Schemes from the Price and Discount Maintenance menu
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Purpose
You use this option to set up and amend trade discount schemes. You can associate each product with a trade discount scheme in Product Maintenance. You can also associate a customer with a trade discount scheme (in Setup Account Defaults) which then over-rides any product-level trade discount scheme.

Note
The settings in the Discounts window of System Parameters control the way that multiple discounts are applied.

Display
The upper part of the window lists existing trade discount schemes. The details of the discount percentages are shown below 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:trade discount scheme" 
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. You are then prompted for the details described below.

Amend XE "amend:trade discount scheme" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:trade discount scheme" 
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:

Scheme
Enter a code for the scheme of up to 4 characters.

Description
Enter a description of up to 30 characters.

Discount percentage
You can enter up to 12 discount levels.

Note
During Order Entry, SOP determines which discount level within the scheme to apply by the setting of the Trade Discount Level for the customer in Setup Account Defaults (or in Customer Maintenance in Debtors Ledger).

On completion
( The next entry in the window.

On exit
( Price & Discount Maintenance menu, see page 306.

Quantity Discount Schemes

Figure 205: Quantity Discount Scheme Maintenance Window XE "Quantity Discount Scheme Maintenance Window" 

 XE "discount schemes:quantity" 

 XE “quantity discount schemes" 
This window appears when you select Quantity Discount Schemes from the Price and Discount Maintenance menu
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Purpose
You use this option to set up and amend quantity discount schemes


You can associate each product with a quantity discount scheme which can vary the price of the product according to the quantity ordered. You do this in Product Maintenance.

Note
The settings in the Discounts window of System Parameters control the way that multiple discounts are applied.

Display
The upper part of the window lists existing quantity discount schemes. The Price Break flag and details of the quantity breaks and discount percentages are shown below 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:quantity discount scheme" 
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. You are then prompted for the details described below.

Amend XE "amend:quantity discount scheme" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:quantity discount scheme" 
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:

Scheme
Enter a code for the scheme of up to 4 characters.

Description
Enter a description of up to 30 characters.

Price break XE "price:break" 
(Y/N.) If this is set to Y, up to 12 quantity breaks can be entered, each break being associated with the corresponding price or percentage on the price list.


If it is set to N, up to 12 quantity breaks can be entered, together with up to 12 percentages associated with them. The appropriate percentage is applied to the first price on the price list.

Quantity XE "quantity break"  break
Enter up to 12 quantity breaks. Quantity break level one is automatically set to zero.

Discount percentage
(Only if you entered N at the Price Break prompt above.) Enter up to 12 discount levels.

On completion
( The next entry in the window.

On exit
( Price & Discount Maintenance menu, see page 306.

Copy Price Lists

Figure 206: Copy Prices Window XE "Copy Prices Window" 

 XE "price lists:copy" 
This window appears when you select Copy Price List from the Price and Discount Maintenance menu
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Purpose
You use this option copy the entries for a range of product codes from one price list to another and/or from one currency to another, optionally applying a conversion factor in the process. You can also use this option to change the expiry date of selected entries in a price list.

These prompts enable you to specify the entries for copying:

Price list
Enter the price list code you want to copy prices from. A pop-up enquiry is available.

Currency XE “currencies:copy prices from/to" 
(Only if multi-currency is in use.) Enter the code of the currency you want to copy prices from. A pop-up enquiry is available.

Product from
Enter the code of the first product you want to select for copying, or leave blank for the first available product. A pop-up enquiry is available.

Product to
Enter the code of the last product in the range you want to select for copying, or leave blank for the last available product. A pop-up enquiry is available.

Restrict to expiry date XE "expiry date:price list" 
If you enter a date here, only records with this expiry date are copied. Leave blank for no restriction of records by expiry date.

These prompts specify where the entries are to be copied to:

Price list
Enter the code of the price list you want to copy prices to. A pop-up enquiry is available. This can only be the same as the copy from price list if the prices are being copied from one currency to another, or if the expiry date is being changed. 

Note
You can use the Reprice Products option (see page 319) to adjust prices within a price list by a specified factor.

Currency
(Only if multi-currency is in use.) Enter the code of the currency you want to copy prices to. A pop-up enquiry is available. 

Note
The currency conversion automatically takes place at the current house exchange rates defined in Administration Parameters. You are warned if there is not an appropriate exchange rate in the house exchange rate table.

New expiry date
(Only if you entered a date at the ‘Restrict to Expiry Date’ prompt above.) You can enter a new expiry date here to extend the life of the selected entries.

On completion
( Conversion window.

Conversion Window

Figure 207: Conversion Window XE "Conversion Window" 
This window appears when you complete your replies in the Copy Prices and the Reprice Products windows 
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Purpose
This window enables you to specify further details about the conversion.

The prompts are:

Conversion rate
You can enter a multiplier to be applied. It can be used to adjust prices by a standard percentage, or to cover commission and exchange gain/loss. The program applies this multiplier after any currency conversion.

Examples
Enter 1.10 to increase the prices by 10%, or 0.90 to reduce the prices by 10%.

Rounding XE "rounding in price list conversions" 
(N/C/U/D.) The type of rounding required after the conversion: Enter one of the following:

· N
None.


· C
Closest.


· U
 Up.


· D
Down.

To nearest
Enter the value to be rounded to. 

Example
Enter 1.00 to round to one whole currency unit.

Adjustment XE "price lists:adjustments" 
Enter a value to be added to the price after rounding. 

Example
If your prices always end in 99 pence, rounding to the nearest pound with an adjustment of -0.01 will achieve this.

On completion
After confirmation, the entries are then copied or adjusted as specified. Any special descriptions are preserved. You are returned to the window from which you came.

Delete Prices Menu

[image: image221.png][ Delete Prices





Figure 208: Delete Prices Menu XE "Delete Prices Menu" 

 XE "delete:price list entries" 
This menu appears when you select Delete Price List from the Prices and Discount Maintenance menu.

The options are:

By expiry date
Select this option to delete entries on all price lists up to a specified expiry date. ( Delete Prices by Expiry Date window.

Range selection
Select this option to delete entries in a specified currency on a specified price list for all or a range of products. ( Delete Prices by Range window, see page 318.

Exit
( Price & Discount Maintenance menu, see page 306.

Delete Prices By Expiry Date
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Figure 209: Delete Prices By Expiry Date Window XE "Delete Prices By Expiry Date Window" 

 XE "price lists:delete entries by expiry date" 
This window appears when you select By Expiry Date from the Delete Prices menu.

Purpose
You use this window to delete all prices, in all currencies, on all price lists up to an entered expiry date.

The prompt is:

Expiry date
The default is the beginning of the current period. This is the most recent date you can enter.

On completion
You are asked to confirm the deletion. A window then appears in the lower part of the screen which displays information about the progress of the deletion process.

On exit
( Price & Discount Maintenance menu, see page 306.

Delete Prices by Range

Figure 210: Delete Prices by Range Window XE "Delete Prices by Range Window" 

 XE "price lists:delete entries by range" 
This window appears when you select Delete Prices by Range from the Delete Prices menu
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Purpose
You use this option to delete the entries in a specified currency from a particular price list for a range of products.

The prompts are:

Price list
The price list code from which you want to delete entries. A pop-up enquiry is available.

Currency
(Only if multi-currency is in use.) The code of the currency whose entries you want to delete. A pop-up enquiry is available.

Start product
The code of the first product whose entry you want to select for deletion. Leave blank for the first available product. A pop-up enquiry is available.

End product
The code of the last product whose entry you want to select for deletion. Leave blank for the last available product. A pop-up enquiry is available.

On completion
You are asked to confirm the deletion. A window then appears in the lower part of the screen which displays information about the progress of the deletion process.

On exit
( Price & Discount Maintenance menu, see page 306.

Reprice Products

Figure 211: Reprice Products Window XE "Reprice Products Window" 

 XE "price lists:reprice" 

 XE "products:repricing" 
This window appears when you select Reprice Products from the Price & Discount Maintenance menu
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Purpose
This option enables you to adjust the price entries in a specified price list. You select the currency of the entries to be adjusted and can restrict the products to be repriced by a number of criteria.


This option is similar in action to Copy Prices except that here the prices are adjusted in place.

The prompts are:

Price list
Enter the code of the price list you want to select. Press <F1> for a pop-up enquiry.

Currency
(Only if multi-currency is in use.) Enter the currency of the entries you want to adjust. Press <F1> for a pop-up enquiry.

Product
The code of the first product whose prices you want to select for adjustment. Leave blank for the first available product. Press <F1> for a pop-up enquiry.

to
The code of the last product in the range. Leave blank for the last available product. Press <F1> for a pop-up enquiry.

Note
The following prompts only appear if you select a range of more than one product.

Product XE "products:types"  types
This prompt enables you to select the types of product to be included in the repricing as follows:


Enter:
To include:

· 
P
Stocked products.


· 
N
Non-stocked products


· 
E
Extras


· 
S
Services


The item defaults to ‘PNES’. So if you want to restrict the repricing to stocked and non-stocked products delete E and S, leaving ‘PN’.

Product group
If you want to restrict the repricing to one or a range of products groups, enter the first product group in the range here. The default is the first on file. Press <F1> for a pop-up enquiry.

to
Enter the last product group in the range. The default is the last on file. Press <F1> for a pop-up enquiry.

Trade discount scheme XE "trade discount schemes" 

 XE "discount schemes:trade" 
If you want to restrict the repricing to products which belong to one or a range of trade discount schemes, enter the first trade discount scheme in the range here. The default is the first on file. Press <F1> for a pop-up enquiry.

to
Enter the last trade discount scheme in the range. The default is the last on file. Press <F1> for a pop-up enquiry.

Quantity discount scheme XE "quantity discount schemes" 

 XE "discount schemes:quantity" 
If you want to restrict the repricing to products which belong to one or a range of quantity discount schemes, enter the first quantity discount scheme in the range here. The default is the first on file. Press <F1> for a pop-up enquiry.

to
Enter the last quantity discount scheme in the range. The default is the last on file. Press <F1> for a pop-up enquiry.

Cost
If you want to restrict the repricing to products within a range of standard costs, enter the start of the range here. The default is zero.

 xe "standard cost" 

 xe "costs:standard" Note
The standard cost is entered in the General Product Details window in Product Maintenance. For further information see Product Maintenance in the Global 3000 Installation and Set-up Manual.

to
Enter the end of the cost range. The default is zero.

Supplier
If you want to restrict the repricing to a range of preferred suppliers, enter the code of the first preferred supplier here. The default is the first available supplier. Press <F1> for a pop-up enquiry.

Note
The preferred supplier XE "preferred suppliers" 

 XE "suppliers, preferred"  is entered in the Maintain Stock Details Window in Stock Control. For further information see the Stock Control Manual.

to
Enter the last preferred supplier in the range. The default is the last on file. Press <F1> for a pop-up enquiry.

Location
(Only if you enter a valid supplier code in one of the above prompts.) If you want to restrict the repricing to products at a particular location, enter the code here. Leave blank for all locations. Press <F1> for a pop-up enquiry.

On completion
( Conversion window, see page 316.

On exit
( Price & Discount Maintenance menu, see page 306.

Print Price Lists

Figure 212: Print Price Lists Window XE "Print Price Lists Window" 

 XE "price lists:print" 

 XE "print:price lists" 
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This window appears when you select Print Price Lists from the System Maintenance menu.

Purpose
This menu provides you with options for printing price lists and discount schemes.

The options are:

Print price lists
Print current price entries on one or a range of price lists. For each entry, it prints the price list name, currency code, product code, standard and special descriptions, expiry date, type, pricing unit, and up to 12 prices. ( Print Range window.

Print future price lists
Print the same details for entries that come into effect on a future date. ( Print Range window.

Print trade discounts XE "discount schemes:trade" 

 XE "print:discount schemes" 
Report on all trade discount schemes that have been defined. For each scheme the report shows the code and description and the (up to 12) possible discount levels. ( standard Print Options window, see page 63.

Print quantity discounts XE "discount schemes:quantity" 
Report on all quantity discount schemes that have been defined. For each scheme the report shows the code, description, price break type, and up to twelve quantity breaks with associated percentages where relevant. ( standard Print Options window, see page 63.

Exit
( System Maintenance menu.

Further information
See page 46 of the Overview, and Price and Discount Maintenance (page 306) for further details on the operation of price lists and discounts in SOP.

Printed examples
There are examples of the Current Price List and the  Quantity Discount Schemes Reports in the Sample Reports section, page 343 and 344.

Print Range Window

Figure 213: Print Range Window XE "Print Range Window" 
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This window appears when you select Print Price Lists or Print Future Price Lists from the Print Price Lists menu.

Purpose
This window enables you to select one or a range of price lists for printing.

The prompts are:

Start
Enter the first price list you want to print. A pop-up enquiry is available.

Finish
Enter the last price list you want to print. A pop-up enquiry is available.

On completion
( Standard Print Options window, see page 63.

Process Costs XE "process costs" \r "ProcessCosts" 
Figure 214: Process Costs Window and Menu XE "Process Costs Window and Menu" 
This window and menu appear when you select Process Costs from the System Maintenance menu
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Introduction XE "costs:post to General Ledger" 

 XE "General Ledger:post costs to" 
If costs are being posted to General Ledger, the postings are made to interface files which then needs to be imported into General Ledger via the General Ledger Auto-entry function. 


The Distribution Suite creates separate interface files for sales and operating costs for each period. The names of these interface files are built up from the type of cost (S for sales, O for operating), a cycle ID (C or D,), and the year and period.

Example
The interface file for sales costs for the first period in 1993 would be either SC199301 or SD199301.


Without closing down the entire system, Process Costs renames these files to the format recognised by the General Ledger Auto-Entry program; i.e. GLXSTnnn, where nnn is a sequence number, and ST is the stock id defined in Distribution Parameters.

Note
The ‘Post costs to General Ledger’ Distribution Parameter determines whether or not costs are posted to General Ledger. See the Installation & Set-up Manual for further details.

The options are:

Sales costs XE "costs:sales & operating" 

 XE "sales costs" 
Select this option to process sales costs.

Operating costs XE "operating costs" 
Select this option to process operating costs.

On selection
When you select either of these options the file which is currently gathering costs is shut down and users are switched to an alternative file via the cycle ID. When exclusive control of the file is obtained, the file name is displayed. When you confirm that you want to continue, the file is renamed to the format expected by General Ledger. It can then be processed by the General Ledger Auto-Entry program. Any additional costs for the period are gathered in the new file with the alternative cycle ID.

Quick Customer Creation

Figure 215: Quick Customer Creation Window XE "Quick Customer Creation Window" 

 XE "customers:quick creation" 

 XE "telesales:create new customer" 
This window appears when you select Quick Customer Creation from the System Maintenance menu
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Purpose
This window enables you to create customer accounts quickly using a quotation account as a template.

 XE "add:customers" 

 XE "customers:telesales" 
When you use this option to create a customer account, all the customer details not shown on the screen (including notes and actions) default to the values held for the quotation account you use as a template. If necessary, you can amend these details in Customer Maintenance in Debtors Ledger after you have created the new account here.

The prompts are:

Template
Enter the code of the quotation XE "quotation accounts"  account you want to use as a template. Press <F1> for a pop-up enquiry of quotation accounts. The default is the last quotation account used in the current session, if any. When you enter a valid account code, details from the account are displayed in the window.

Note
Press <Tab> At any point to skip all remaining prompts, which then default to the values on the quotation account,.

Name XE "customers:name & address" 
Enter the customer name in up to 30 characters. This will be used both for name searches and for invoices and statements.

Address XE "address:telesales customer" 

 XE "delivery address:new telesales customer" 
Enter four lines of the address and the postcode. This forms address 1 for the customer and is marked as invoice, statement and main delivery address.

Contact name XE “customers:contact details" 
Enter the contact name in up to 30 characters. This will be set up as the first contact on address 1 for the customer.

Telephone
Enter the contact’s telephone number.

Fax number
Enter the contact’s fax number.

Tax status XE “customers:tax status" 

 XE "tax:status" 
Enter the customer’s tax status. Press <F1> for a list of valid codes.

Country XE “customers:country" 

 XE "country" 

 XE "country:telesales customer" 
Enter the customer’s country code. When you enter a valid code, the country name is displayed. Press <F1> for a list of valid country codes.

Tax registration XE “customers:tax registration number" 

 XE "tax:registration number" 
Enter the customer’s tax registration code. This must match the mask for the selected country.

On completion
( Quick Customer Creation Options menu.

Quick Customer Creation Options
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Figure 216: Quick Customer Creation Options Menu XE "Quick Customer Creation Options Menu" 
This menu appears when you complete input of the customer details in the Quick Customer Creation window.

The options are:

Amend
Amend the details just entered. ( Quick Customer Creation window.

Create account
Accept the details and create a new account. The account number is generated using the telesales prefix (if any) and the next account number. ( Quick Customer Creation window.

Exit
Return to the Template prompt in the Quick Customer Creation window without creating an account.

Override Audit Report XE "audit report" 

 XE "override audit report" 

 XE "reporting:override audit" 

 XE "audit report" 
Introduction
This report details for audit purposes:

· All orders which have been deleted, wasted, held, or over-allocated, and for which the credit check has been overridden.


· All order lines for which prices or discounts have been entered manually.


Orders or lines within an order which are eligible to appear on the report cannot be deleted until the report has been printed.


This option can be run at any time, preferably on a regular basis, e.g. weekly or monthly.


When you run a new audit report, the program first creates an extract file. This enables the report to be reprinted, for example if there is a printer failure. 

Warning!
You should take a backup of your data before you run this report.

If a hardware failure occurs during the creation of the extract file, you must restore the data in order to create a full audit trail.

Printed example
There is a printed example of this report in the Sample Reports section, page 345.

Print Audit Report Menu

[image: image230.png][ Print Audit Report

New Audit Report

Audit





Figure 217: Print Audit Report Menu XE "Print Audit Report Menu" 
This menu appears when you select Override Audit Report from the System Maintenance menu.

Note
This menu does not appear if there is no report extract file available. Instead ( Override Audit Report window.

Purpose
This menu enables you to choose whether to print a new audit report, or to reprint the last audit report.

The options are:

New audit report
Generate and print a new audit report. ( Override Audit Report window.

Last audit reprint
Reprint the previous audit report. ( Override Audit Report window.

Exit
( System Maintenance menu.

Override Audit Report Window

Figure 218: Override Audit Report Window XE "Override Audit Report Window" 
This window appears when you select the New or Last Reprint options from the Print Audit Report menu
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Purpose
This window enables you to initiate the printing of the Override Audit Report.

The prompts are:

Do you wish to continue
(Y/N.) Enter Y when you are ready to run the report. 

On completion
( Standard Print Options window, see page 63.

Order History Purge

Figure 219: Order History Purge Window XE "Order History Purge Window" 

 XE "purge:order history" 

 XE “orders:purge" 
This window appears when you select Order History Purge from the System Maintenance menu
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Note
This window also appears when you select Requisition Purge from the Stock Requisition menu in Stock Control.

Purpose
This function removes old, completed orders, requisitions, quotations, invoices and credit notes from the database. Sales analysis information is held separately and might typically be retained for several years.


Order History Purge should be run on a regular basis; we recommend at least once a month. 

Warning!
You cannot recover purged orders. Take a backup before you run this program.

The prompts are:

History purge date
All transactions dated earlier than this date will be purged. The date shown depends on the ‘Number of months to retain order history’ System Parameter, but it can be changed.

Quotation purge date XE "purge:quotations" 

 XE "quotations:purge" 
Quotations which have not been converted into orders and which are dated earlier than this date will be purged from the current database. The date shown depends on the ‘Number of days to retain outstanding quotations’ System Parameter, but it can be changed.

Note
If the relevant System Parameters are set to zero, the purge will remove all completed transactions. For further details see page 294.

Stock Usage Purge XE "purge:stock usage" 

 XE "stock usage statistics purge" 
Figure 220: Stock Usage Purge Selection Criteria Window XE "Stock Usage Purge Selection Criteria Window" 
This window appears when you select Stock Usage Purge from the System Maintenance menu
[image: image233.png][ Stock Usage Purge Selection Criteria

Enter the dates before which you no longier wish to retain movernents.
Movernents are generated for all tynes of product and serve to
maintain stack levels and usage statistics. These should be

purged once & month orso. 1 stack control s in use, moverments
cannotbe purged unti they have been printed n the moverents Proof
List Press <CTRL G> to exitatthe next safe point.

Location  MID  Midlands and Wales

Start Product First
End Product Last
Purge Batched/Serialised Products Before 26/11/92
Purge Nor-Batched Products Before 26/12/92
Purge Usage Statistics Before 3/ 1992

0K Cancel





Introduction
Movement records are generated for all types of product except comments and are used to maintain usage statistics and stock levels. These should be purged on a regular basis, for example once a month.


Stock Usage Purge is not however, a straightforward deletion of usage statistics. It also involves merges of movement records and of empty batches thus increasing space while preserving overall stock levels.


If Stock Control is in use, movements cannot be purged until they have been printed on the movements proof list.


This program is a combination of the Stock Movements Purge and the Batch and Serial Number Purge which are available separately in Stock Control.

The prompts are:

Location
If you want to restrict the purge to a particular location, enter its code here. A pop-up enquiry is available. Or leave blank to run the purge for all locations. The default is all locations.

Start product
If you want to restrict the purge to a range of products, enter the start product code here. A pop-up enquiry is available. The default is the first product on file.

End product
Enter the last product in the range, or leave blank for the last product on file. A pop-up enquiry is available.

Purge batch/serialised product before
Enter the date up to which you want to purge movements and batches for batch-tracked and serialised products. The default is calculated from the ‘Number of days to keep batch movements’ Stock Control System Parameter.

Purge non-batched products before
Enter the date up to which you want to purge movements for products which are not batch-tracked or serialised. The default is calculated from the ‘Number of days to keep stock movements’ Stock Control System Parameter.

Purge usage statistics before
Enter the date up to which you want to purge usage statistics. The default is calculated from the ‘Number of years to keep stock usage statistics’ Stock Control System Parameter.

Note
If any of the above dates are left blank, ALL records of that type are purged.

On completion
After confirmation the processing begins. A window appears displaying the progress of the purge. When it is complete ( System Maintenance menu. 

Note
The purge can be stopped safely by Keying <Ctrl G>. It might take a few seconds for this to take effect.

Section Seven:

Sample Reports

Contents

This section provides printed examples of the following reports:

335
Sales Orders Report

336
Quotation/Acknowledgement Print

337
Picking List

338
Label Print

339
Delivery Note Print

340
Invoice

341
Automatic Allocation Report 

342
Payment Submission Reconciliation Report  

343
Print Current/Future Price Lists 

344
Print Trade/Quantity Discount Schemes

345
Override Audit Report 

Sales Order Reports XE "reporting:printed examples" \r "SampleReports" 

 XE "sample reports" \r "SampleReports" 
This program prints reports on sales orders and back-ordered stock. There are numerous selection and sequencing options which are described in detail on page 173. The sample shown is the All Orders report. The printed output of the other report options are similar except that the transactions included are restricted according to the option selected. Moreover, the sequencing options and selection criteria selected can vary the printed output. Selection options include:

· The report can optionally be restricted to orders of specific types. 

· The report can be sequenced by customer name (with totals for each customer), by sales rep and area (with totals for each sales rep and area code), by ascending order number, or by product code (with product totals).

· The report can optionally be restricted to one location, customer, customer delivery address, sales representative, area code and/or product. Transactions can be restricted to a range of order dates and/or delivery dates, and/or order numbers.

· You can also choose to include or exclude order headers, detail lines, comments, and serial and batch numbers.


Figure 221: All Orders Report XE "all orders report:printed example" 
Quotation XE “quotations:printed example"  and Acknowledgement Print

This program enables you to print quotations or acknowledgements which have not yet been printed and which require printing, and to reprint individual quotations and acknowledgements. The standard layout is the same for quotations and acknowledgements. The sample shown is a quotation.

This option can be run at any time. Depending on how your system is configured, the operator can also print individual quotations and acknowledgements within Order Entry.

See page 200 for a full description of the operation of this program and the relevant System Parameters. 


Figure 222: Quotation

Picking List XE "picking list:printed example" 
The picking list can be used in warehouses to pick stock to satisfy orders. It reports on stock allocated since it was last printed, and is generated in four optional parts: orders to be picked, stock to be picked, non-stocked items, and stock to transfer. Each of these parts can be printed in detail or in summary, or can be excluded.

You can restrict the selection of orders to be printed by specifying a sales location, a delivery location, an area code, a required by date and a lead time.

System Parameters determine whether this program prints in plain paper format (i.e. just for picking purposes) or in delivery note format (i.e. for delivery as well). 

See page 203 for a full description of the operation of this program and the relevant System Parameters. 


Figure 223: Picking List, Parts 1 & 2

Label XE "labels:printed examples"  Print

Delivery labels can be printed after the relevant order or order line has appeared on a Picking List. The number of delivery labels that are required is specified on the order header. There are options to print a fixed number of labels per order, or to print the number of labels specified for each product (optionally dependent on the quantity being delivered). Alternatively, if carton handling is in use, SOP calculates the packing carton requirements for each delivery and print labels accordingly. There are three standard label layouts:

· A two column, seven line format, showing the customer’s name, address and postcode. This is shown below on the left.

· A one column, nine line format, showing the above details plus the order number and delivery note suffix, and the customer order reference.

· A one column, twelve line format, showing the above details plus the product code and description, carton number, and batch and serial numbers. This is shown below on the right.

See page 208 for a full details of this program, and the various label printing options. 









Figure 224: Delivery Labels

Delivery Note XE "delivery notes:printed example"  Print

The Delivery Note Print option enables you to print delivery notes for all confirmed sales orders and stock requisitions, or to reprint delivery notes for any orders or requisitions amended during confirmation. It also enables you to reprint individual delivery notes.

When and how you print delivery notes depends on the setting of various System Parameters.

See page 227 for a full description of how to operate this program, and the relevant System Parameters. 


Figure 225: Delivery Note

Invoice XE "invoice:printed example" 
This program prints invoices for eligible orders lines which it marks as invoiced, it makes appropriate postings to Debtors and General Ledger, updates the product usage statistics and outputs details to Sales Analysis. This program can also print proformas and reprint invoices. These options do not change the data or involve any other processing. 

The options for selecting invoices for printing are flexible and can be by order number, location, customer account, sales representative or area code.

When printing new invoices you are asked to enter the invoice date and you can enter up to two 30 character free format message lines.

See on page 230 for a full description of how to operate this program, the criteria by which orders become eligible for invoicing. and the relevant System Parameters. 


Figure 226: Invoice

Automatic Allocation XE "automatic allocation:report"  Report

Automatic Allocation should be run on a regular basis, at least once a day. It operates in three phases:

· Credit Checking. This involves releasing held orders if the problem on the associated account has been cleared, and holding orders for accounts which are over-limit, overdue or stopped.

· Release Repeating Orders and Requisitions. Repeat orders and requisitions are actioned if the Required Date is on or before the delivery date entered for the allocation run.

· Stock Allocation. Stock is allocated from the pool to order and requisition lines and stock queue arrivals are matched with requests.

A report is produced detailing any orders that have been held or unheld, and details of allocations made.

See page 237 for a full description of this program.


Figure 227: Automatic Allocation Report

Payment Submission Reconciliation Report XE "payment submission reconciliation report" 

 XE "credit card payments:payment submission reconciliation report" 
This report is automatically produced when you run the Payment Submission option of Credit Card Processing. This program is run at regular intervals, typically once a day (overnight). The report shows the following for each submission for payment:

· The credit card number, type, expiry date, and issue number when relevant.

· The sales order number and reference.

· The account code and name.

· The amount.

The report is sequenced and sub-totalled by acquirer.

See page 258 for a full description of how to operate this program.


Figure 228: Payment Submission Reconciliation Report

Print Current/Future Price Lists XE "price lists:printed example" 
The Print Current Price Lists option reports on current prices in one or a range of price lists. For each price element, it prints the price list name, currency code, product code and standard and special descriptions, the expiry date, type, pricing unit, and up to 12 prices. The Print Future Price Lists option prints the same details for price elements that come into effect on a future date. 

These options can be run at any time.

See page 322 for a full description of how to operate this program.


Figure 229: Current Price List

Print Trade/Quantity Discount Schemes XE "discount schemes:quantity" 
The Print Trade Discount Schemes option reports on all trade discount schemes that have been defined. It shows the scheme code and description and the (up to 12) possible discount levels. The Print Quantity Discount Schemes option similarly reports on all quantity discount schemes that have been defined, showing the code, description, price break type, and up to twelve quantity breaks with associated percentages where relevant. 

The sample shown below is the Quantity Discount Schemes Report.

See page 322 for a full description of how to operate this program.


Figure 230: Quantity Discount Schemes Report

Override Audit Report XE "override audit report" 

 XE "reporting:override audit" 
This report details, for audit purposes, all orders which have been deleted, wasted, held, or over-allocated, and for which the credit check has been overridden. The report also shows all order lines for which prices or discounts have been input manually. Orders or lines within an order which are eligible to appear on the report cannot be deleted until the report has been printed.

The report extract file created when this option is run is not automatically deleted (so the report is not lost if there is a printer failure). If a hardware failure occurs during the creation of the extract file, the data must be restored in order to create a full audit trail.

This option can be run at any time, preferably on a regular basis, e.g. weekly or monthly.

If a report extract file already exists when this option is run a menu will appear offering the choice of reprinting the previous report or generating and printing a new one.

See page 328 for a full description of how to operate this program.


Figure 231: Override Audit Report
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Appendix A XE "appendix A" \r "AppA" 
Setting up Schema Files

Introduction XE "schema files:setting up" 
Before you use the On-line Authorisation and Payment Submission options on the Credit Card Processing menu, you need to set up a number of ‘schema’ files. Each schema file defines the path and filename of a specific file as shown in Table 3 and Table 4.

 XE "$SFMAIN" 
You set the schema files up through the GSM utility, $SFMAIN. This can be accessed from any Global main menu, by pressing <F1> and entering $SFMAIN into the command box that appears.


Like setting up System Parameters, this is something that you generally only need to do once.

Table 3: Schema files for software
Schema file 
Defines file name and path of file holding:


EFTOLA
Third party on-line authorisation software


EFTPS
Third party payment submission software

Note
If you run On-line Authorisation or Payment Submissions without first setting up the schema file for the relevant software, an error occurs. This is described on page 349.

Table 4: Schema files for data
Schema file 
Defines file name and path of file holding:


EFT30REQ
The requests created by On-line Authorisation


EFT29REQ
The requests created by Payment Submissions


EFT30RSP
The responses returned by On-line Authorisation

Note
If you run On-line Authorisation or Payment Submissions without first setting up the schema file for the relevant data, a GSM text file with the name of the missing schema file is created on unit STD.

Schema File Maintenance

Figure 232: Schema File Maintenance Menu XE "Schema File Maintenance Menu"  with Schema File Name Prompt

This menu appears when you enter $SFMAIN in the GSM Command box
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Purpose
You use this facility to set up the schema files required by the On-line Authorisation and Payment Submission options on the Credit Card Processing menu. 

Schema files for data
Select the Text Schema File option from the Schema File Maintenance menu. One by one, the prompts described below appear.


You need to select the Text Schema File option (and respond to the prompts that appear), for each file specified in Table 4.

Note
Data files are always created on the server.

Schema files for software
Select the Command Schema File option from the Schema File Maintenance menu. One by one, the prompts described on page 349 appear.


You need to select the Command Schema File option (and respond to the prompts that appear), for each file specified in Table 3.

Note
The software can reside on the host server (Unix or Novell) or on the local PC logged into the server. You can specify where it resides when you create the schema files. 

The Text Schema File XE "text schema file option"  prompts are:

Schema file name
Enter a name for the schema file. See Table 4 for a list of the names of the schema files which are required.

Unit
The unit the schema file is to reside on. This should be the logical unit STD.

Directory path
(Terminating with slash). Enter the host system directory path of the file.

Temporary file name
(This is used when first opening the file). Enter a temporary name for the file.

Actual file name
(This is the final name of the file). Enter the actual name of the file.

On completion
A message appears saying that the schema file has been created. Press <Return> to return to the Schema File Maintenance menu.

The Command Schema File XE "command schema file option"  prompts are:

Schema file name
Enter a name for the schema file. See Table 3 for a list of the names of the schema files which are required.

Unit
The unit the schema file is to reside on. This should be the logical unit STD.

Key desktop, server
Enter S if the software resides on the Server. Enter D if it resides on the Desktop, i.e. the local PC logged into the server. 

Command string
Enter the full directory path and the filename of the software, plus any parameters that are required. See the documentation provided by the third party software provider for details.

On completion
A message appears saying that the schema file has been created. Press <Return> to return to the Schema File Maintenance menu.

Schema File not Found

Figure 233: Schema File not Found Window XE "Schema File not Found Window" 
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This window appears when you run On-line Authorisation without first setting up the EFTOLA schema file.

Note
A similar window appears if you run Payment Submissions without first setting up the EFTPS schema file

Purpose
This window warns you that the schema file which identifies the path and filename of the third party software has not been set up. When this window appears, the Schema File Error menu is superimposed on it.

Schema File Error Menu
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Figure 234: Schema File Error Menu XE "Schema File Error Menu" 
This menu appears with the Schema File not Found Window.

The options are:

Retry
Use this option to restart the submission after setting up the required schema file in another partition.

Manually invoked
Use this option if you invoked the third party software manually. The program looks for the response from the manual submission.

Abandon
Abandon the run. ( Credit Card Processing menu.

Index
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detail line quantity, 126

enquiry, 157
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print on invoice, 295

report, 174, 175
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order, 90

system default, 270
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enter back to back line, 115
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Call-Off Details Window, 112, 171

call-offs

add call-off line to normal order, 107

add, amend & delete call-off entry, 113

enquiry, 171

enter call-off order, 72

overview, 18, 40, 42

system parameters, 305

cancel

automatic delivery charges, 292

stock queue entry, 250
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carton handling, 26, 209, 275

cash sales, 23

centralised order numbers, 288
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Change Order Type Menu, 135
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columns for discounts, 283

combine invoices, 296

default for customer, 76

order, 90

system default, 270

command schema file option, 349

comments, 91

detail line, 117, 168

directly keyed, 292

initial, 82, 164, 222

product type, 45

trailer (final), 82, 165, 222

committed date

call-off date, 114

normal pooled lines, 119

normal queued & back to back lines, 121

schedule entry, 112

scheduled & call-off pooled lines, 122

scheduled & call-off queued lines, 124

company parameters, 267. See also Installation & Set-up Manual

company, allow sale of stock from subsidiary, 285

configuring SOP, 267

confirm

despatch of order, 216

detail line, 117

Confirm Addition of Delivery Charge Window, 146

Confirm Despatch Of Sales Order Line Window, 218

Confirm Despatch of Sales Order Options Menu, 216

Contact Details Window, 140

contents, 5

conventions used in this manual, 4

Conversion Window, 316

convert

order to different type, 135

order to quotation, 136

quotation to order, 136

Convert to Order - Customer Search Window, 137

Convert to Order - Delivery Address Window, 138

Convert to Order Confirmation Menu, 140

copy existing order when creating new transaction, 77

Copy Prices Window, 315

cost of sale posting, 53

cost of sales account, 52

cost variance account, 52

cost-plus type price list, 310

costs

detail line, 53, 100

display, 291

post to General Ledger, 52, 53, 231, 324

sales & operating, 324

standard, 320

country, 85, 327

codes. See Installation & Set-up Manual

telesales customer, 139, 327

courier, 164, 222

Create Stock Queue for Order Line Window, 128

Credit Balance Window, 94

Credit Card Details Window, 92

Credit Card Maintenance Options Menu, 264

Credit Card Maintenance Window, 263

credit card parameters. See Installation & Set-up Manual

credit card payments, 90

credit card usage enquiry, 258

enter details of, 92

list removed payment requests, 262

manual authorisation, 256

on-line authorisation, 254

on-line payment submissions, 258

overview, 22

payment submission reconciliation report, 342

processing of, 253–64

voice referrals, 260

Credit Card Processing Menu, 253

Credit Check Menu, 116

credit checking

automatic allocation, 237, 240

detail line, 116

new order, 81

override, 81, 116

overview, 23

system parameters, 281

telesales, 22

Credit Checking Menu, 81

Credit Checking Options Window, 281

Credit Note Options Window, 299

credit notes

batch tracked items, 142

create using existing order as template, 77

enquiry, 160

enter, 73

numbers, 25, 288

overview, 18, 44

postings, 53

print, 230–35

print from order entry, 133

report, 174

status of goods, 89

system parameters, 273, 297, 299

cross rates, 28

currencies, 27–29

codes. See Installation & Set-up Manual

conversion in tax calculations, 51

copy prices from/to, 315

customers, 29

decimal precision, 27, 96

postings, 29

price list, 309

sales orders, 70, 77

Current Address Menu, 83

current orders report, 175

Customer Defaults Window, 270

Customer Notepad Window, 302

Customer Prices Window, 104

Customer Search Window, 137

Customer Select Menu, 151

customers. See also Debtors Ledger Manual

account balance, 133, 291

average no. days takes to pay, 133

classification, 89

contact details, 141, 326

country, 85, 100, 139, 327

currencies, 29

defaults, 74, 88, 200, 270

list orders for, 185

lookup, 22

name & address, 85, 326

notepad, 302

quick creation, 21, 326

reference, 87

returns, 44

sequence report by, 175

tax registration number, 85, 327

tax status, 85, 100, 327

telesales, 138, 289, 326

update address in Debtors Ledger, 86

D
Data Conversion, 70, 78. See also Data Conversion Manual

database set-up. See Installation & Set-up Manual

dates, 195

amend for detail line, 118

recalculate for call-off entry, 113

recalculate for schedule entry, 110

Dates Window

normal pooled lines, 119

normal queued and back to back lines, 120

schedule and call-off pooled lines, 122

schedule and call-off queued lines, 123

deallocate stock, 135

from queue entry, 250

Debtors Ledger, 15, 94. See also Debtors Ledger Manual

narrative in postings to, 298

postings to, 29, 54, 231, 232

update customer's address in, 86

Debtors Ledger Narrative Window, 298

decimal places for prices, 47

decimal precision of currencies, 27, 70, 96

delete, 62. See also purge

call-off entry, 113

customers. See Debtors Ledger Manual

detail line, 118

future price list entry, 311

locations. See Installation & Set-up Manual

order for overlimit account, 116

price list entries, 309, 317

price list header, 308

products. See Installation & Set-up Manual

quantity discount scheme, 314

schedule entry, 108

trade discount scheme, 313

transactions of all types, 132

units. See Installation & Set-up Manual

Delete Prices By Expiry Date Window, 317

Delete Prices by Range Window, 318

Delete Prices Menu, 317

deliveries

allow amendment of confirmed, 301

cancellation, 221

default for part deliveries, 270

enquire on details, 165, 168

exclude from invoice by date, 235

not invoiced, report on, 175

part, 238

part allowed, 43, 271

part allowed for customer, 76

part allowed for order, 90

proof of, 222

delivery address

amend, 83, 85

enquiry, 163

imported orders. See EDI Manual

new telesales customer, 138, 326

overview, 26

Delivery Address Window, 84, 163

Delivery Cancellation Menu, 221

delivery charges, 27, 89, 146, 283, 292

delivery date, last

normal pooled lines, 119

normal queued & back to back lines, 121

scheduled & call-off pooled lines, 123

scheduled & call-off queued lines, 124

Delivery Details (Order Line) Window, 168

Delivery Details (Order) Window, 165

Delivery Details Menu, 221

Delivery Details Window, 222

delivery instructions, 85, 88, 222

for telesales customer, 139

Delivery Label Options Window, 274

delivery labels. See labels

delivery location. See despatch location

Delivery Note Details Window, 164

Delivery Note Print Window, 227

delivery notes, 203

multi-location orders, 26

print, 227–29

print immediate, 134

printed example, 339

printing serial numbers on, 32

system parameters, 271, 272

descriptions, product, 19

long, 91, 154, 291

special or foreign language, 310

specific to order line, 97

despatch confirmation, 212–26

invoke from order entry, 134, 135

overview, 20

Despatch Confirmation Menu, 212

despatch date, 214, 216, 219

print on delivery notes, 228

restrict lines on invoice by, 235

despatch location, 25, 80, 90, 99

change for order line, 98

restrict picking list to, 207

Detail Comments Window, 168

detail line

add & amend, 96

comments, 91, 117, 168

confirm, 117

delete, 118

enquiry, 166, 167

Detail Lines Window, 95

Details Amendment Menu, 131

direct invoices, 73, 133

direct orders

& batch tracking, 31

& serial numbers, 32

convert to or from other order type, 136

enter, 73

overview, 16

postings, 54

report on undelivered, 175

disable multi-location pick, 300

discount level, customer default, 75

discount schemes, 106, 306–21. See also price lists

customer default, 75

overview, 46–48

quantity, 283, 313, 320, 322, 344

trade, 75, 89, 283, 312, 320, 322

discounts, 89, 104

detail line, 100, 101

system parameters, 282

Discounts Window, 282

discount-type price list, 310

display report, 64

distribution parameters, 267. See also Installation & Set-up Manual

document numbers, 287

overview, 24

Document Numbers Window, 287

done, 40

E
EDI, 16. See also EDI Manual

acknowledgements, 133, 200–202

export sales orders, 20, 176, 178

import sales orders, 19, 20, 70, 78

invoices, 133, 134, 230–35

Electronic Data Interchange. See EDI

empty orders report, 174

enquiries, 60, 149–72

addresses, 163

back orders for product, 157

back to back details, 172

call-off details, 171

credit card usage, 258

delivery details, 164, 165, 168

detail line comments, 168

detail lines, 166

final (trailer) comments, 165

initial comments, 164

invoke from order entry, 73, 116, 118, 131

order header details, 162

order type selection, 160

orders, 161

orders for product, 156

overview, 49

price lists, 150, 155

price lists in order entry, 104, 105

product details, 154

product long description, 154

product selection, 152

schedule details, 170

select customer, 149

stock queue entries, 159

Enquiry Type Selection Menu, 151

enter

back to back order, 72

call-off orders, 72

credit notes, 73

direct invoice, 73

direct order, 73

order using existing order as template, 77

quotations, 72

repeating orders, 72

scheduled orders, 72

Enter Reason Code Window, 95

Enter the Default Despatch Date Window, 214

error messages, 63

Error Options Menu, 255

errors

EDI acknowledgement exports, 202

EDI invoice exports, 236

EDI order exports, 179

imported orders, 19, 70, 71, 78

escudo, 27

exchange rate tables, 28

exchange rates, 27–29, 50, 51

exiting from a window or menu, 59

expected, 40

stock, reserving, 40

Expected Arrivals Window, 251

expected date

call-off entry, 114

normal queued & back to back lines, 121

schedule entry, 111

scheduled & call-off queued lines, 124

expiry date, 30

price list, 309, 311, 315

Export Sales Orders Menu, 178

exporting. See also EDI Manual

acknowledgements, 133, 200–202

invoices, 133, 134, 230–35

sales orders, 20, 176, 178

extras

overview, 45

pricing, 310

printing on picking list, 204

F
fail codes, 19, 71, 78

Final Comments Window, 165

First Delivery Note Options Window, 271

foreign currencies, 29. See also currencies

foreign language product descriptions, 310

format of picking list, 206

forward order lead times, 33, 35, 110, 113, 284

override for pooled products, 125

override for queued products, 128

forward ordered stock, 31

forward orders, 37

enquiry, 160

overview, 43

report, 173

system parameters, 284

Forward Orders Window, 284

forward stock position, 193

free stock, 30, 98, 126

Full Delivery Details Window, 225

function key use, 65

Future Price List Maintenance Window, 311

G
General Ledger, 15, 80. See also General Ledger Manual

post costs to, 52, 231, 324

postings to, 29, 52, 53, 231, 232

Global System Manager (GSM) commands, 58

GUI (Graphical User Interface), 57

buttons, 65

H
Header Details Window, 87, 162

Header Options Menu, 82

held orders, 79

allocate stock to, system parameter, 280

enquiry, 160

enter, 81, 116

invoice, 297

manually, 135

report, 173

Held Stock Allocation Window, 280

held stock queue entry, 39, 40

help, 59

hold status, change, 135

house exchange rate table, 28

I
immediate delivery labels allowed, 208, 275

immediate print, 132

importing sales orders, 19, 20, 70, 78. See also EDI Manual

Individual Serial Numbers Window, 143

industry discount, 102, 106

industry discounts, 48

Initial Comments Window, 91, 164, 222

initial set up of SOP. See Installation & Set-up Manual

insert mode, 61

inspect report, 64

inspection of goods, 30

installing software. See Installation & Set-up Manual

interface definitions, 231

interface files, 231, 232

Interrupt Options Menu, 256

Intrastat, 16. See also Intrastat Manual

postings to, 231, 232

invoice. See also invoicing

address, 83, 85, 163

imported orders. See EDI Manual

average no. days customer takes to pay, 133

combine, 76, 90, 270, 296

direct, 73, 133

enquiry, 160

numbers, 25, 288

overview, 18

postings, 53

print from order entry, 133, 134

print/export, 230–35

printed example, 340

proforma, 134, 233

report, 174

reprint, 232

settlement discount, 52

system parameters, 273, 295, 297

Invoice Address Window, 84, 163

Invoice Details Window, 234

Invoice Options Window, 295

Invoice Print Menu, 232

Invoice Print Selection Menu, 233

Invoice/ Credit Note Layouts Window, 297

invoiced date, last

normal pooled lines, 119

normal queued & back to back lines, 121

scheduled & call-off pooled lines, 123

scheduled & call-off queued lines, 124

invoicing

& label printing, 209, 211

overview, 20

part allowed, 295

part allowed for customer, 76

part allowed for order, 90

system default for part invoicing, 270

issue stock, 125, 134

J
just in time (JIT), 34, 36, 41

L
Label Print Window, 210

labels

default for customer, 75

number per order, 90

overview, 26

print, 208–11

print from order entry, 134

printed examples, 338

system parameters, 274

Landed Costs, 16, 32. See also Landed Costs Manual

late supplies date, 110, 114, 240

layouts

credit notes, 298

invoices, 298

labels, 209, 211, 274

lead times, 35

allocation of queued products, 284

forward orders, 284

overview, 33

picking, 207, 301

supply, 97

Line Confirmation Menu, 219

Line Options Menu, 117

lire, 27

list orders by number, 44

Location Search Window, 129

locations. See also Installation & Set-up Manual

allow sales orders for, 129

alternate, 26, 129

analysis, 80, 90, 207

change for order line, 98

check stock levels in other locations, 129

default for customer, 75

despatch, 80, 90, 99, 207

multiple, overview, 25

picking lists, 300

primary, 26, 99

system Parameters, 285, 290

Locations Window, 80

Long Description Window, 154

long descriptions, 91

enquiry, 154

system parameter, 291

lookup

customer, 22

products, 25

telephone number, 137

M
main menu commands, 58

main price list, 88

manual allocation, 242–52

Manual Authorisation Options, 257

Manual Authorisation Window, 256

manual pricing, allow, 293

master currencies, 27–29

menus in Global 3000, 58

messages, error, 63

mixed packing cartons, 26, 275, 276

modes in Global 3000 software, 59

moving through a List, 61

multi-currency operation, 27–29

Multiple Locations Window, 285

multiple locations, overview, 25

N
name-type price list, 310

needed by date, 34, 36

call-off entry, 114

normal queued & back to back lines, 120, 121

schedule & call-off queued lines, 124

schedule entry, 110

scheduled & call-off queued lines, 124

Needed by date, 284

negotiated discounts, 27, 48, 89, 102, 106, 283

New Allocation Window, 248

New or Reprint Menu, 205

nonstock issues account, 52

non-stocked products, 45

normal order

enter, 71

overview, 16

Notepad, 16, 302

number of labels, 75, 90, 211

number of picking list, 206

numbering of transactions, 77

overview, 24

system parameters, 287

O
obsolete products, 46, 96

one discount columns, 283

one-off address, 84

On-Line Authorisation Window, 254

open order status, 79

open quantity

call offs, 115

queue entries, 39, 249

operating costs, 324

operator id, 271

Options Window, 290

order book, 44, 183–99

Order Book Menu, 183

order date, 88

normal pooled lines, 119

normal queued & back to back lines, 121

scheduled & call-off pooled lines, 122

scheduled & call-off queued lines, 124

Order Detail Line Window, 167

Order Detail Lines Window, 247

Order Details Window, 166

order entry, 69–146

introduction, 69

overview of features, 21

system parameters, 276

Order Entry Menu, 71, 276

Order History Purge Window, 330

Order History Window, 294

Order Line Options Menu, 166

Order Line Selection Menu, 242

Order Option Menu, 246

order processing, 181

automatic allocation, 237–41

credit card processing, 253–64

delivery note print, 227–29

despatch confirmation, 212–26

invoice & credit note print, 230–35

invoke from order entry, 134

label print, 208–11

manual allocation, 242–52

order book, 183–99

picking/delivery note print, 203–7

quote/acknowledgement print, 200–202

Order Processing Menu, 134

Order Reporting Menu, 173

Order Search Window, 78

Order Selection Window, 245

Order Summary Window, 76

Order Type Selection Menu, 160

orders

confirm/unconfirm despatch of, 216

export, 20, 178

import, 19, 20, 70, 78

numbers, 24, 77, 287

processing cycle, 19

purge, 330

reference for telesales customer, 138

select for manual allocation, 245

status, 79

structure, 18

summary, 76

types, 16

change, 18

Orders by Number (Select Type) Window, 196

Orders by Number Window, 197

Orders for Product Window, 156

Orders to Print Menu, 229

Orders Window, 161

Organiser, 16, 302. See also Organiser Manual

originally committed date

call-off entry, 114

normal pooled lines, 119

normal queued & back to back lines, 121

schedule entry, 112

scheduled & call-off pooled lines, 123

scheduled & call-off queued lines, 124

outstanding orders report, 175

over allocate, 37, 279

over commit stock, 125, 279

overlays

credit notes, 298

invoices, 298

labels, 274

override audit report, 101, 328, 345

Override Audit Report Window, 329

override order status, 79

overview, 15–54

P
packing cartons, 209, 275

parent products. See Installation & Set-up Manual

part deliveries allowed, 43, 271

default for customer, 76

order, 90

system default, 270

part deliveries, labels for, 210

part full carton fraction, 26, 275

part invoicing allowed, 295

for customer, 76

order, 90

system default, 270

payment method, 90

payment submission reconciliation report, 342

Payment Submission Window, 258

payment terms, 89

pick date

call-off entry, 113

normal pooled lines, 119, 120

normal queued & back to back lines, 120, 121

queued lines, 36

schedule & call-off queued lines, 124

schedule entry, 110

scheduled & call-off pooled lines, 122, 123

scheduled & call-off queued lines, 124

Pick date, 284

picked, 39

report on orders picked, not confirmed, 175

picking lead time, 33, 35, 302

Picking Lead Time Window, 301

picking list, 203–7

format, 206

invoke from order entry, 134

number, 206

overview, 20

printed example, 337

printing labels for, 211

system parameters, 300, 301

Picking List Number Menu, 215

Picking List Parameters Window, 300

picking/delivery note print, 203–7

Picking/Delivery Note Print Window, 206

Pooled Stock Allocation Options Window, 278

pooled stock handling, 277. See also stock pool manager

automatic allocation, 238

overview, 32, 34

system parameters, 279

pop-up enquiries, 60

preferred suppliers, 320

price, 104

amend for detail line, 117

break, 106, 314

detail line, 99

recalculate prices for order, 135, 136

system parameters, 293

price & discount maintenance, 306–21

Price & Discount Maintenance Menu, 306

Price List Browse Window, 105

Price List Enquiry Window, 103

Price List Headers Window, 307

Price List Maintenance Window, 308

Price List Options Menu, 307

price lists, 306–21. See also discount schemes

adjustments, 317

copy, 315

current entries, add, amend & delete, 309

customer default, 75

customer enquiry, 150

delete entries by expiry date, 317

delete entries by range, 318

enquiry, 155

enquiry in order entry, 104, 105

enter on order header, 88

future entries, add, amend & delete, 311

headers, 307

overview, 46–48

print, 322

printed example, 343

reprice, 319

select different, for order line, 105

system parameters, 293

types, 310

Price Lists for Customer Window, 150

Price Lists Window, 155

Pricing Options Window, 293

primary location, 26, 99

print. See also reporting

acknowledgements, 200

credit notes, 133, 230

delivery notes, 134, 203, 227

discount schemes, 322

display, inspect or print, 64

invoice, 133, 134, 230

labels, 134, 208–11

picking list, 134, 203

price lists, 322

quotations, 132, 200

special stationery, 64

Print Audit Report Menu, 328

Print Options Menu, 133

Print Options window, 63

Print Price Lists Window, 322

Print Range Window, 323

print status of transaction, 185, 190, 193, 197

process costs, 324–25

Process Costs Window and Menu, 324

Process Options Menu, 250

procurement sequence, 34

Product Allocation Method Window, 277

Product Details Window, 154

Product Enquiry Selection Menu, 152

Product Enquiry Window, 102

Product Maintenance, 15. See Installation & Set-up Manual

Product Selection Window, 243

products. See also Installation & Set-up Manual

allocation method, default, 278

codes, overview, 25

descriptions, 19

long, 91, 154, 291

special or foreign language, 310

specific to order line, 97

enter on detail line, 96

label settings, 208

list transactions for, 188

lookup, 25

non-stocked, 45

repricing, 319

sequence report by, 176

sort documents by, 272

stocked, 45

types, 45, 319

profit margin

checking in telesales, 22

detail line, 101

order, 78

overview, 24

system parameters, 286

Profit Margin Checking Window, 286

proforma invoice, 233

print from order entry, 134

prompt before adding a delivery charge, 292

proof of delivery, 164, 222

purchase order enquiry, 156

purchase order number, 164, 222

Purchase Order Processing, 16, 30, 32, 41. See also POP Manual

interaction with SOP, 36

purchase ordered stock, 31, 98, 127

purge

order history, 330

quotations, 330

stock usage, 331

system parameters, 294

Q
quality systems, 31

quantities, 45. See also Installation & Set-up Manual

amend, 128

increase, 223

open, 39, 115, 249

picked, 218

reduce, 220, 221, 224

schedule entry, amend, 111

quantity break, 314

Quantity Discount Scheme Maintenance Window, 313

quantity discount schemes, 47, 106, 283, 313, 320

quantity discounts, 102

quarantined stock, 30

Queue Details Menu, 158

Queue Details Window, 169

queue entries

cancel, 250

current order line, 127, 249

deallocate, 250

enquiry, 158, 159, 169

list, 45, 191

manually allocate stock to, 250

overview, 38

Queued Stock Allocation Options Window, 279

queued stock handling, 278. See also stock queue manager

overview, 32, 34

system parameters, 279

Queued stock handling

automatic allocation, 238

Quick Customer Creation Options Menu, 327

Quick Customer Creation Window, 326

quotation accounts, 21, 77, 326

quotations

convert order to, 136

convert to order, 136

convert to order (telesales), 140

enquiry, 160

enter, 72

numbers, 25, 289

overview, 18

print, 200–202

print from order entry, 132

printed example, 336

purge, 330

report, 173

system parameters, 273, 294, 303

telesales, 288

Quotations Window, 303

Quote/Acknowledgement Print Window, 201

R
readers' comments, 371

reason for return, 95

receiving requested & reserved stock, 41

reduction-type price list, 310

re-import orders, 78

Removed Payment Requests Options Menu, 262

Removed Payment Requests Window, 262

repeating orders

automatic allocation, 237, 240

convert to or from other order type, 136

enquiry, 160

enter, 72

number of repetitions, 87

overview, 16, 44

repetition interval, 87

report, 174

Report Options Window, 177

Report Sequence Menu, 175

Reporter program, 274, 298

reporting, 173–80. See also print

override audit, 328, 345

overview, 50

printed examples, 335–45

Reprice Order Menu, 136

Reprice Products Window, 319

requested, 38

stock levels, 126

stock, ordering, 40

stock, receiving, 41

requests

convert to reservations, 250

overview, 38

required date

back to back line, 115

call-off entry, 113

detail line, 97

normal pooled lines, 119

normal queued & back to back lines, 121

on order header, 88

overview, 33

schedule entry, 109

scheduled & call-off pooled lines, 123

scheduled & call-off queued lines, 124

system parameters, 304

Required Dates on Order Lines Window, 304

requires inspection, 30

reserve batches, 130

reserve by date, 36

call-off entry, 114

normal queued & back to back lines, 121

schedule line, 111

scheduled & call-off queued lines, 124

reserved, 38

convert to request, 220

entry, convert to request, 221, 224, 250

stock levels, 126

stock, receiving, 41

reserving expected stock, 40

manually, 252

response code, 93, 257, 261

restricted stock, 30, 127

re-transmit EDI invoices, 232

returns

batch tracked items, 142

overview, 44

reason for, 95

rounding in currency conversions, 28

rounding in price list conversions, 316

S
sales account, 52, 53

Sales Analysis, 15, 80. See also Sales Analysis Manual

interface file (SAT), 231, 232

post parent or alias product, 297

sales costs, 324

Sales History, 15. See also Sales History Manual

sales location. See analysis location

sales representative, 85

enter on order header, 89

for telesales customer, 139

restrict invoices printed to, 234

sequence report by, 175

system parameter, 271

sales units, prices for alternative, 47

sales value postings, 53, 54, 231

sample reports, 335–45

Schedule Details Window, 107, 170

schedule entries

add, amend & delete, 108

enquiry, 170

overview, 39

quotations & acknowledgements, 201

status, 111

schedule line, add to normal order, 107

scheduled, 39

Scheduled & Call-off Ordering Options Window, 305

scheduled orders

enter, 72

overview, 18, 42

quotations & acknowledgements, 201

system parameters, 305

Schema File Error Menu, 350

Schema File Maintenance Menu, 348

Schema File not Found Window, 349

schema files, 254, 258

setting up, 347

Second Delivery Note Options Window, 272

Select Batches to Reserve Window, 130

select by header or line system parameter, 300

Select Customer for Enquiry Window, 149

Select Deliveries/Returns to Reverse Window, 145

Select Menu, 155

Select Phases Menu, 240

Select Picking List Number Window, 205, 215

Select Product for Enquiry Window, 153

Select Sales Order Window, 213

selecting an entry from a list, 61

Selection Criteria Window, 176

Selection Menu, 161

Serial Number Selection Window, 142

serial numbers

allocation of, 142

availability, 144

consecutive, 143

overview, 20, 31

printing on delivery notes, 32

unnumbered stock, 143, 145

Serial Numbers Menu, 144

serialised. See serial numbers

services

overview, 45

printing on picking list, 204

setting up SOP for first time. See Installation & Set-up Manual

settlement discount, 52, 89

Setup Account Defaults Window, 74

shipments enquiry, 156

SO330P label layout, 274

SO330Q label layout, 274

SO330R label layout, 274

SOP Parameters Menu, 267

source of supply. See supply souce

Special Order Lines Menu, 98, 107

special price list, 88

spooler, 64

spot rates, 28

Spreedbase Presentation Manager. See Speedbase Presentation Manager Manual

standard cost, 320

stationery, 64

status, 186, 189, 192, 198

back to back line, 116

call-off entry, 114

change hold, 135

default, of returned goods, 299

goods on credit notes, 89

order, 79

queue entry, 127

schedule entry, 111

stock accounting overview, 52

stock allocation

automatic allocation, 237, 241

overview, 30

stock balances, 126, 129

displayed in detail lines window, 98

overview, 30

Stock Control, 15, 32. See also Stock Control Manual

stock handling method, 33

stock management, overview, 32

stock pool manager. See also pooled stock handling

overview, 37

Stock Queue Entries for Current Order Line Window, 249

Stock Queue Entries Window, 159

Stock Queue for Product (Select Location) Window, 190

Stock Queue for Product Window, 191

second view, forward stock position, 193

third view, dates, 195

stock queue manager. See also queued stock handling

overview, 38

stock requisitions. See Stock Control Manual

numbers, 288

Stock Usage Purge Selection Criteria Window, 331

stock usage statistics purge, 331

stock value account, 52

stocked products, 45

sub-currencies, 27–29

superseded products, 46, 96. See also Installation & Set-up Manual

supplier enquiry, 156

supplier lead time, 34, 35

suppliers, preferred, 320

supply and demand, 128

supply chain management, 34

supply lead time, 34, 35, 97

supply source (system), 112, 115

change, 127, 250

overview, 36

surcharges, 89, 283

suspended account, 76

system parameters, 267–305. See also Installation & Set-up Manual

acknowledgements required, 200, 269

add or multiply discount %ages, 282

allocate stock to held orders, 135, 281

allocation lead time in days for queued products, 284

allow amendment of confirmed deliveries, 145, 217, 301

allow directly key comments, 292

allow part deliveries, 238, 271

allow part invoicing, 295

allow sale of stock from subsidiary companies, 285

centralised invoices & credit notes, 288

centralised order numbers, 288

centralised quotations, 289

centralised requisitions, 288

combine orders onto a single invoice, 296

copy long description to order, 91, 291

credit hold time, 282

credit limit check, 281

credit note layout overlay, 232, 298

customer defaults, 75, 200, 270

customer notepad name, 302

days to retain quotations, 294

default action for queued allocation, 239, 280

default for acknowledgements required, 270

default for allow back orders, 270

default for combined invoices, 270

default for part deliveries, 270

default for part invoicing, 270

default product allocation method, 278

default sales location from customer default, 80, 291

default sales rep from operator-id, 89, 271

default status of goods, 299

delivery labels required, 208, 274

delivery notes required, 227, 272

disable multi-location pick, 300

display account balances automatically, 133, 291

display costs, 291

display profit, 286

DL narrative, 298

fix prices as line is confirmed, 293

header detail input, 78, 290

hold transactions on entry, 281

immediate acknowledgements allowed, 201, 269

immediate delivery labels allowed, 208, 275

immediate delivery notes allowed, 227, 272

immediate quotations allowed, 200, 303

include outstanding orders, 282

industry/product group discount column, 283

introduction, 267

invoice branch or head office account, 83, 85, 297

invoice goods on direct delivery, 296

invoice held orders, 297

invoice layout overlay, 232, 298

lead time in days for forward orders, 88, 174, 284

location input, 78, 80, 290

maintain documents in product code order, 272

months to retain order history, 294

negotiated discount column number, 283

no. of discount columns, 283

order number generation, 288

order number prefix & next no., 288

over stock handling, 279

over-commit allowed, 125, 279

part full carton fraction, 275

permit sale of unpriced goods (manually price), 293

picking lead time, 207, 302

picking list, 203, 227, 300

post parent or alias product to Sales Analysis, 297

price by selling unit, 293

print back order lines on delivery notes, 273

print back ordered lines on invoice, 295

print direct invoices immediately, 296

print to follow items on delivery notes, 201, 232, 273

profit as % of cost or turnover, 286

profit margin check required, 286

prompt before adding a delivery charge, 292

quantity discount column number, 283

quotation prefix & next no., 289

quotations in use, 200, 303

required dates at line level allowed, 88, 97, 304

requisition prefix & next no., 288

scheduled & call-off ordering allowed, 305

select by header or line, 300

select price list by order or delivery date, 293

separate quotation numbers, 289

single location orders, 285

suppress reprints of delivery notes, 227, 229, 273

telesales prefix & next no., 140, 289

trade discount column number, 283

weight description, 300

zero cost write-off credit notes, 299

T
tax

detail line, 100

EC, 51, 100

exchange rate table, 28. See also Installation & Set-up Manual

order, 78

overview, 50

postings to Debtors Ledger, 231

registration number, 85, 139, 327

status, 85, 139, 327

telephone number lookups, 137

telesales

convert quotation to order, 140

create new customer, 138, 326

enter contact details for new customer, 141

generation of account nos, 140, 289

overview, 21

quotations, 72, 77, 288

template, use existing order as when creating new transaction, 77

terms codes, 89

territory codes, 90

text schema file option, 348

three discount columns, 283

time order entered, 88

today, 234

total discount, 102

trade counter operations, 23

Trade Discount Scheme Maintenance Window, 312

trade discount schemes, 47, 89, 106, 283, 312, 320

trade discounts, 102

Transactions for Customer (Select Type) Window, 184

Transactions for Customer Window, 185

Transactions for Product (Select Type) Window, 187

Transactions for Product Window, 188

tutorial. See Installation & Set-up Manual

two discount columns, 283

types of orders, 16, 18

U
unconfirm despatch, 217, 220

uninvoiced orders enquiry, 160

units, 98. See also Installation & Set-up Manual

overview, 45

pricing, 106, 309

unnumbered stock, 143, 145

unpick

balance on line, 224

line, 220, 221

order, 217

Usage Of Credit Card Window, 258

V
value

detail line, 99

order, 77

Voice Referrals Options Menu, 261

Voice Referrals Window, 260

W
warehouse. See location

warning messages, 63

weight

description, 300

detail line, 101

order, 78

withdrawal of sub-currency, 29

written off stock, 89




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 Sales Order Processing Version 4.5

Your name:

Job Title:

Company:

Address:



Please describe the problem:
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            ALL ORDERS (OUTSTANDING)                 BY ORDER NUMBER                                   Date  26 Mar 1993   12.30.54





Order Number ORD00069    Type Normal      Date 26/03/93  Time          Delivery date               Rep HS        Area S01





 Customer    Blakelock Insurance Brokers                Delivery address STH


 Blakelock Insurance Brokers                            Blakelock Insurance Brokers


 22 Church Road                                         22 Church Road


 Wimbledon Common                                       Wimbledon Common


 London                                                 London


 SW19 2SS                                               SW19 2SS





 Product            Description                     Orig Qty     Back Qty      Fwd Qty  UOM        Price  per   Disc        Nett





 AVPP152         Projection Screen 60" x 60"               1            0            0 ITEM        91.34 ITEM   5.00 %         86.77


 AVPP2           Victor Design 2 Portable OHP              2            0            0 ITEM       745.00 ITEM   5.00 %       1415.50


 AVPP300         Victor 300 Overhead projector             1            0            0 ITEM       395.00 ITEM   5.00 %        375.25


 AVPP200         Victor 200 OHP Trolley                    1            0            0 ITEM       175.00 ITEM   5.00 %        166.25


 GAL01           Galaxy Highlighter � Yellow             100            0          100 ITEM         0.83 ITEM   5.00 %         78.85


 GAL02           Galaxy Highlighter � Blue               100            0          100 ITEM         0.83 ITEM   5.00 %         78.85


 GAL03           Galaxy Highlighter � Green              100            0          100 ITEM         0.83 ITEM   5.00 %         78.85


 GAL04           Galaxy Highlighter � Black              100            0          100 ITEM         0.83 ITEM   5.00 %         78.85


 AVPP318         Clearlight 318 W/SIble pens             100            0          100 ITEM         4.35 ITEM   5.00 %        413.25


                                                                                                                    ����������������


                                                                                               Total this order              2772.42





 Order Number ORD00071    Type Normal      Date 26/03/93  Time          Delivery date               Rep HS        Area S02





 Customer    Geo Watkins                                Delivery address STH


 Geo Watkins                                            Geo Watkins


 9 Appletree Walk                                       9 Appletree Walk


 Climping                                               Climping


 Littlehampton                                          Littlehampton


 BN17 6QN                                               BN17 6QN





 Product            Description                     Orig Qty     Back Qty      Fwd Qty  UOM        Price  per   Disc        Nett





 AVPP152         Projection Screen 60" x 60"              15            0            0 ITEM        87.50 ITEM   5.00 %       1246.88


 AVPP300         Victor 300 Overhead projector            10            0            0 ITEM       362.00 ITEM   5.00 %       3439.00


                                                                                                                    ����������������


                                                                                               Total this order              4685.88





                                                                                               Total for Report              7458.30





                                                       *** End of Report ***











�
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 Sales Orders


                                              PICKING LIST      PART 1 � ORDERS TO BE PICKED            Date  26/Mar/1993   09.59.25





                                                        PICKING LIST     17


 Order  ORD00052  Customer     NEAL015   A Neal & Sons


                                                                  Bin       Bin


 Loc'n  Product         Description                    Order    Location   Number     Batch Ref       Quantity         Picked


  STH   AVPP1           Victor Design 1 Portable OHP   ORD00052 AA001                                    4.000 ITEM


                                                                                ������������������������������������


                                                                                Weight of order is           20.8000


                                                                                ������������������������������������


 Order  ORD00066  Customer     NEAL015   A Neal & Sons


                                                                  Bin       Bin


 Loc'n  Product         Description                    Order    Location   Number     Batch Ref       Quantity         Picked


  STH   AVPP300         Victor 300 Overhead projector  ORD00066 AA004                                   10.000 ITEM


  STH   AVPP152         Projection Screen 60" x 60"    ORD00066 AC001                                   10.000 ITEM


                                                                                ������������������������������������


                                                                                Weight of order is          173.0000


                                                                                �����������������������������������-
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 Sales Orders


                                         PICKING LIST     17   PART 2 � STOCKED ITEMS                   Date  26 Mar 1993   09.59.28





Bin       Bin


 Loc'n Product         Description             Order    Location   Number     Batch       Quantity              Picked


  STH  AVPP1           Victor Design 1 Portabl ORD00052 AA001                                    4.000 ITEM


                                                                                      ����������������      �������������


                                                              Total to Pick/Picked               4.000 ITEM


                                                                                      ����������������      �������������





  STH  AVPP152         Projection Screen 60" x ORD00066 AC001                                   10.000 ITEM


                                                                                      ����������������      �������������


                                                              Total to Pick/Picked              10.000 ITEM


                                                                                      ����������������      �������������





  STH  AVPP300         Victor 300 Overhead pro ORD00066 AA004                                   10.000 ITEM


                                                                                      ����������������      �������������


                                                              Total to Pick/Picked              10.000 ITEM


                                                                                      ����������������      �������������














     


      A Neal & Sons


      41 Shepards Gate Avenue


      Maidstone


      Kent





      ME14 6UU





      ORD00066/0001


      PN/86470/SA


      Victor 300 Overhead projector


      AVPP300          (Mixed)    1 of    2











      A Neal & Sons


      41 Shepards Gate Avenue


      Maidstone


      Kent





      ME14 6UU





      ORD00066/0001


      PN/86470/SA


      Victor 300 Overhead projector


      AVPP300          (Mixed)    1 of    2











      A Neal & Sons


      41 Shepards Gate Avenue


      Maidstone


      Kent





      ME14 6UU


      ORD00066/0001


      PN/86470/SA


      Projection Screen 60" x 60"


      AVPP152          (Mixed)    1 of    2











      A Neal & Sons


      41 Shepards Gate Avenue


      Maidstone


      Kent





      ME14 6UU





      ORD00066/0001


      PN/86470/SA


      Projection Screen 60" x 60"


      AVPP152                     2 of    2





















































    Future Design Ltd              A Neal & Sons


    South Croft                    41 Shepards Gate Avenue


    Oak Hill Avenue                Maidstone


    Pinner                         Kent





    HA5 12DL                       ME14 6UU











    A Neal & Sons                  Anderton Ltd


    41 Shepards Gate Avenue        18 Chapel Hill


    Maidstone                      St. Erth


    Kent                           Near Hale





    ME14 6UU                       TR27











    Anderton Ltd                   Andrew Leonard Ltd


    18 Chapel Hill                 Unit 26


    St. Erth                       Loghborough Technical Centre


    Near Hale                      Eppinal Way





    TR27                           LE11 0QE











    Andrew Leonard Ltd             Andrews Estate Agents


    Unit 26                        77 Thwaites Row Road


    Loghborough Technical Centre   Keighley


    Eppinal Way                    West Yorkshire





    LE11 0QE                       BO21 8TS











    Andrews Estate Agents          Blakelock Insurance Brokers


    77 Thwaites Row Road           22 Church Road


    Keighley                       Wimbledon Common


    West Yorkshire                 London





    BO21 8TS                       SW19 2SS











    Blakelock Insurance Brokers


    22 Church Road


    Wimbledon Common


    London





    SW19 2SS
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                                                 AUTOMATIC ALLOCATION REPORT


                                                  Deliveries up to 31/03/93                            Date  26/Mar/1993   13.53.14





    Order     Date      Account                                                Quantity       Line Value     Comment





 Account DAVI001          Davies & Brown


    ORD00068  17/03/93  placed on hold because account is overdue





 Location MID           Product ANTLBP8          Antec Toner Cartridge SX S11


 ** ORD00068  17/03/93  DAVI001          Davies & Brown                        40.000            2864.00     Order is held        **


                                                                      �����������������    ��������������


                                                  Total Reserved                0.000 ITEM          0.00


                                                  Total On Back Order          40.000 ITEM       2864.00


                                                                      �����������������   ���������������





 Location MID           Product AVPP200          Victor 200 OHP Trolley


 ** ORD00068  17/03/93  DAVI001          Davies & Brown                         5.000             716.00     Order is held        **





                                                                      �����������������    ��������������


                                                  Total Reserved                0.000 ITEM          0.00


                                                  Total On Back Order           5.000 ITEM        716.00


                                                                      �����������������   ���������������





 Location MID           Product AVPP300          Victor 300 Overhead projector


 ** ORD00068  17/03/93  DAVI001          Davies & Brown                         5.000            1619.95     Order is held        **


                                                                      �����������������    ��������������


                                                  Total Reserved                0.000 ITEM          0.00


                                                  Total On Back Order           5.000 ITEM       1619.95


                                                                      �����������������   ���������������


                                                                    ==================  =================


                                          Report Total Allocated                0.000               0.00


                                          Report Total Reserved                 0.000               0.00


                                          Report Total On Back Order           50.000            5199.95


                                                                    ==================  =================








                                                *** END OF REPORT ***
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                                            PAYMENT SUBMISSION RECONCILIATION REPORT               User        amf     Page        1





Acquirer code A


���������������


Card Number         Issue Expires Type Order    Reference                 Account  Name                                    Amount


4539789084680000      01   11/95  SWCH ORNO0802 ORNO0802                  RDRE001 R.D.R. Electronics Ltd.                  150.00


                                                                                                                 ================


                                                                        Total submissions for acquirer code A:             150.00





Acquirer code B


���������������


Card Number         Issue Expires Type Order    Reference                 Account  Name                                    Amount


5641820300090000      00   01/95  MAST ORNO0802 ORNO0802                  RDRE001 R.D.R. Electronics Ltd.                  152.46


                                                                                                                 ================


                                                                        Total submissions for acquirer code B:             152.46
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                                                    CURRENT PRICE LISTS                                Date  26 Mar 1993   12.35.12








 List    Curr   Product         Expires   Type         Standard Description              Special Description            Pricing unit


                                      ������������������������������������������ Prices ��������������������������������������������





 RETAIL   STR  ANTCT100         00/00/00  Price       Antec Typecart 100                                                    ITEM


                                      1         5.98  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  ANTLBP8          00/00/00  Price       Antec Toner Cartridge SX S11                                          ITEM


                                      1        99.50  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP1            00/00/00  Price       Victor Design 1 Portable OHP                                          ITEM


                                      1       765.00  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP123          00/00/00  Price       Overhead Projector Rep Bulbs                                          PKT


                                      1        12.50  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP152          00/00/00  Price       Projection Screen 60" x 60"                                           ITEM


                                      1        91.34  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP155          00/00/00  Price       Victor OHP Trolley                                                    ITEM


                                      1       183.00  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP2            00/00/00  Price       Victor Design 2 Portable OHP                                          ITEM


                                      1       745.00  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP200          00/00/00  Price       Victor 200 OHP Trolley                                                ITEM


                                      1       175.00  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP285          00/00/00  Price       Victor 285 Overhead projector                                         ITEM


                                      1       405.00  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP300          00/00/00  Price       Victor 300 Overhead projector                                         ITEM


                                      1       395.00  2               3               4               5               6


                                      7               8               9              10              11              12





 RETAIL   STR  AVPP318          00/00/00  Price       Clearlight 318 W/SIble pens                                           ITEM


                                      1         4.35  2               3               4               5               6


                                      7               8               9              10              11              12
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                                                  QUANTITY DISCOUNT SCHEMES                            Date  26 Mar 1993   13.26.12








Scheme  Description                        Quantity Break  Percentage     Quantity Break  Percentage     Quantity Break  Percentage





         Price Break ?  Y                  1                              5                              9


 A     Quantity Breaks 10 / 25             2       10.000                 6                             10


                                           3       25.000                 7                             11


                                           4                              8                             12





         Price Break ?  Y                  1                              5                              9


 B     Quantity Breaks 3 / 5               2        3.000                 6                             10


                                           3        5.000                 7                             11


                                           4                              8                             12





         Price Break ?  Y                  1                              5                              9


 C     Quantity Breaks 10 / 50             2       10.000                 6                             10


                                           3       50.000                 7                             11


                                           4                              8                             12
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                                                    OVERRIDE AUDIT REPORT                              Date  26 Mar 1993   13.37.03





             User    Order       Order        Account


   Date       ID     Number      Type         Code        Reason for Override Report








 26/03/93    AMF     INV00117    Invoice      DESI010     Credit check overidden





 28/02/93    MH      ORD00001    Ordinary     ANDE001     Order deleted





 28/02/93    MH      ORD00002    Ordinary     NEAL015     Order deleted





 06/01/93    MH      ORD00003    Ordinary     ANDE001     Order held and credit check overidden





 31/01/93    MH      ORD00004    Ordinary     ANDR001     Order deleted





 13/01/93    MH      ORD00006    Ordinary     BLAK001     Order deleted





 13/01/93    MH      ORD00008    Repeat       BROW001     Order deleted





 13/01/93    MH      ORD00009    Repeat       CUPI001     Order deleted





 13/01/93    MH      ORD00030    Ordinary     BROW001     Order deleted





 29/02/92    MH      ORD00039    Direct       ANDR010     Order deleted





 26/02/93    MH      ORD00040    Ordinary     ANDR010     Order deleted





 26/02/93    MH      ORD00041    Ordinary     BROW001     Order deleted





 15/03/93    MH      ORD00052    Ordinary     NEAL015     Credit check overidden





 15/03/93    MH      ORD00054    Direct       ANDR001     Order deleted





 17/03/93    MH      ORD00059    Ordinary     ANDR001     Credit check overidden





 30/04/93    MH      ORD00060    Ordinary     BLAK001     Order deleted





 17/03/93    MH      ORD00061    Ordinary     CUPI001     Order number wasted





 17/03/93    MH      ORD00062    Ordinary     ANDE001     Order number wasted





 17/03/93    MH      ORD00063    Ordinary     ANDR010     Order number wasted





 17/03/93    MH      ORD00064    Ordinary     ANDR010     Order number wasted





 17/03/93    MH      ORD00065    Ordinary     ANDR010     Order number wasted
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