Loading The La Crosse System Files

Load The La Crosse System Files in the following order:
1. Sales Tax File.  (BI-3-1-6)

2. Sales Rep/Service Technician File.  (BI-3-1-5)

3. County File.  (BI-3-1-8)

4. Product Class File.  (BI-3-1-7)

5. Terms Code File/Global Record 11.  (BI-3-1-18-11)

6. Branch Number/Global Record 5.  (BI-3-1-18-5)

7. Customer File.  (AR-3-1, BI-3-1-1, or OE-3-1)

· If a customer has separate bill-to and ship-to accounts, the bill-to account must be added to the system before the ship-to account.

8. Item File.  (BI-3-1-2, IN-3-1, OE-3-2, or PO-3-3)

9. General Ledger Chart of Accounts.  (AP-3-2 or GL-3-1)

10. Sales Class Code File/Global Record 12.  (BI-3-1-18-12)

Vendor File Maintenance

Vendor File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

Fld-Vendor No.  . . . . . . . .
1.  Name  . . . . . . . . . . . . . . . . . . . . . . . . .
15. Temp Vendor (Y/N)  .
2.  Address1  . . . . . . . . . . . . . . . . . . . . . . . . .
16. Disc Flag (Y/N)   .
3.  Address2  . . . . . . . . . . . . . . . . . . . . . . . . .
17. Cash Disc% (99.99)  . . . .
4.  Address3  . . . . . . . . . . . . . . . . . . . . . . . . .
18. Vend Terms (Days)  . . .
5.  PO Phone No.  . . . . . . . . . . . .
19. Ordered MTD  ***

6.  PO Fax No.  . . . . . . . . . . . .
20. Ordered YTD  ***

7.  PO Contact Name. . . . . . . . . . . . . . . . . . . . . . . . . .
21. Date of Last Order  ***

8.  AP Phone No.  . . . . . . . . . . . .
22. Last PO Number  ***

9.  AP Fax No.  . . . . . . . . . . . .
10.  AP Contact Name  . . . . . . . . . . . . . . . . . . . . . . . . .
11.  Tax ID No.  . . . . . . . . . . . .
12.  PO Account No.  . . . . . . . . . .
13.  GL Account No.  . . . . . . . .
14.  Misc Data  . . . . . . . . . . . . . . . . . . . . . . . . .

Notes:  ^ = Go back 1 space


  / = Cancel

***  System updates with the Purchase Order module.
Vendor File Maintenance  (Cont’d)
Vendor Number
Enter a unique string of characters to identify this vendor.  (8 numeric)

1.  Name
Enter the name of the vendor.  This is how it prints on the check.  (25 characters)

2.  Address1

Enter the vendor’s address.  This address line prints on the check.  (25 alphanumeric)

3.  Address2

Enter the vendor’s address.  This address line prints on the check.  Leaving Field 2 blank results in a blank line on the check if Field 3 is used.  (25 alphanumeric)

4.  Address3

Enter the vendor’s address.  This address line prints on the check.  Leaving Field 2 or 3 blank results in a blank line on the check if Field 4 is used.  (25 alphanumeric)

Example:  Name:
La Crosse Management Systems, Inc.





Address1:  200 Main Street





Address2:  Suite 300




Address3:  La Crosse, WI  54601

5.  PO Phone No.

Enter the phone number of the contact person when placing an order.  The hyphens must be entered manually.  (12 alphanumeric)

Example:  608-788-8400

6.  PO Fax No.
Enter the fax number you use when placing an order.  The hyphens must be entered manually.  (12 alphanumeric)

Example:  608-791-5660

7.  PO Contact Name

Enter the name of the contact person when placing an order.  (25 characters)

8.  AP Phone No.
Enter the phone number of the person you call with questions regarding billing concerns.  The hyphens must be entered manually.  (12 alphanumeric)

Example:  608-784-8400

Vendor File Maintenance  (Cont’d)
9.  AP Fax No.
Enter the fax number you use with regard to billing concerns.  The hyphens must be entered manually.  (12 alphanumeric)

Example:  608-788-8495

10.  AP Contact Name

Enter the name of the person you contact with billing concerns.  (25 characters)

11.  Tax ID No.

Enter the vendor’s tax or federal identification number.  (12 alphanumeric)

12.  PO Account No.

Enter your account number with the vendor.  (10 characters)

13.  GL Account No.

Enter the General Ledger account number that correlates with this vendor.  (8 characters)

14.  Misc Data
Enter any informational data.  This information does not print on any forms.  (25 characters)

15.  Temp Vendor
Enter Y if this is a temporary vendor.  Enter N if this is not a temporary vendor.

16.  Disc. Flag
Enter Y if you receive a discount.  Enter N if you do not receive a discount.  This automatically defaults during invoice entry but may be overridden.

Example 1:
N (Net 30 days)

Example 2:
Y (2% 10 Net 30 days)

17.  Cash Disc.
Enter the discount percentage that you receive.  This automatically defaults during invoice entry but may be overridden.

Example 1:
0 (Net 30 days)

Example 2:
2%(2% 10 net 30 days)

Vendor File Maintenance  (Cont’d)
18.  Vend Terms (Days)
Enter the number of days available in order to receive a discount or enter the vendor terms.  This automatically defaults during invoice entry but may be overridden.

Example 1:
30 (Net 30 days)

Example 2:
10 (2% 10 net 30 days)

19.  Ordered MTD
This is maintained by the Purchase Order module.  What has been ordered month-to-date is updated when the purchase order is created.

20.  Ordered YTD

This is maintained by the Purchase Order module.  What has been ordered year-to-date is updated when the purchase order is created.

21.  Date of Last Order

This is maintained by the Purchase Order module.  The last order date is updated when the purchase order is created.

22.  Last PO Number

This is maintained by the Purchase Order module.  The last purchase order number is updated when the purchase order is created.
Product Class Association Table
Product Class Association Table

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

1.  Product Class:  . . . .
2.  Branch:  . .
3.  General Ledger Account:  . . . . . . . .






Notes:  ^  =  Go back one space








  /  =  Cancel

Vendor - Item File Maintenance

Vendor - Item File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

Vendor Number:  . . . . . . . .
Item Number:  . . . . . . . . . . . . . . . . . . .
1.  Vendor Item No.:  . . . . . . . . . . . . . . . . . .
2.  Primary Vendor (Y/N):  .
3.  Last Lead Time:  . . . . . .
4.  Last Cost:  . . . . . . . . .
5.  Vendor Unit of Measure:  . .
6.  Vendor Pack Multiple:  . .
7.  General Ledger Number:  . . . . . . . .






Notes:  ^  =  Go back one space








  /  =  Cancel

Vendor - Item File Maintenance  (Cont’d)
Vendor Number
Enter a valid vendor number from which this item is ordered.  (8 numeric)

Item Number

Enter a valid item that is purchased from this vendor.  (19 alphanumeric)

1.  Vendor Item No.
Enter the vendor’s version of the item number.  This is the item number that prints on the purchase order.  (18 alphanumeric)

2.  Primary Vendor (Y/N)

Enter Y if this is the primary vendor.  Enter N if this is not the primary vendor.

3.  Last Lead Time

Enter the number of days it took between the time the order was placed and the time it was received.  (4 characters)

4.  Last Cost

Enter in the cost that was associated with the vendor’s unit of measure the last time it was received.  (9 characters)

5.  Vendor Unit of Measure
Enter the two character description of the vendor’s unit of measure.

Example:  EA, CS, PK

6.  Vendor Pack Multiple
Enter in the vendor’s pack multiple for this item.

7.  General Ledger Number

Enter in the General Ledger number that is used when the Accounts Payable invoice is entered.  This account can be overridden at the time of invoice entry.

Product Class File
Product Class File Maintenance

Enter Procedure Type A’dd  C’hange  D’elete  E’nd

Product Class Code  . . . .
1. Description  . . . . . . . . . . . . . . . . . . . .
2. Commission Method Code  .
3. Product Class Type  .

1=Hardware


2=Rental


3=Service


4=Supply


5=Misc.


0=Not Applicable








Notes:  ^ = Go Back 1 Space









  / = Cancel

Product Class File  (Cont’d)

Product Class Code
Enter a unique string of characters to identify the product class.  (4 numeric)

1.  Description
Enter the product class description.  (20 alphanumeric)

2.  Commission Method Code
Enter the appropriate commission method code (see Commission Index).  This field may be left blank, and it will automatically default to 0 (zero).  (1 numeric)

3.  Product Class Type
This field associates a product class type to each product class code.  The product class type selections available are 1 for hardware, 2 for rental, 3 for service, 4 for supply, 5 for miscellaneous, and 0 (zero) for not applicable.  This field is used by the Client Profit and Loss Report found on the Billing Report menu for the grouping of revenue and cost into these five categories.  Product class types must be set before the Client Profit and Loss Report is operational.

Product Class File  (Cont’d)

General Ledger

Sales

and

Cost of Sales

|
|
Product Family


|
|
|
|
1000
1100
1200
1300

Copiers
Suppliers
Accessories
Parts


|
|
|
|


|
|
|
|


|
|
|
|
Item File


|
|
|
|

516 Copier
3000320-8 1.2 x11 Paper
1500100-Stand
50001000-Blade

570 Copier
3000400-Canon NP-200 Toner
1500300-Sorter
50001040-Drum

583 Copier
3000340-Copier Toner
1500310-Feeder
500001120-Collar

586 Copier
3500940-Brother Ribbons
1500320-Sht Cste.
50001210-Sepertr

Product Class File  (Cont’d)

Sales and Cost of Sales

Profit Center #1
Product Families
Item File
1) Machines-Ricoh
1a)  Copier-Ricoh - Machine
1a)  Model 910


1b)  Copier-Ricoh - Rmap
1a)  Model 912


1c)  Copier-Ricoh - Rental
1a)  Model 914


1d)  Copier-Ricoh - Misc.
1b)  Model 3



1b)  Model 4

2) Machines-Other
2a)  Copier-Other - Machine
1c)  910 Rental


2b)  Copier-Other - Rental
1c)  912 Rental


2c)  Copier-Other - Misc.
1c)  914 Rental


2d)  Copier-3M - Machine


2e)  Copier-3M - Misc.

3) Accessories
3a)  Copier-Ricoh - Access.


3b)  Copier - Ricoh - Parts
3b)  114826 Spindle



3b)  118243 Spring



3b)  119826 Bolt



3b)  120114 Hook

4) Accessories-Other
4a)  Copier-Other - Access.


4b)  Copier-Other - Parts


4c)  Copier-3M - Access.


4d)  Copier-3M - Parts

5) Supplies-Ricoh
5a)  Copier-Ricoh - Supply

6) Supplies-Other
6a)  Copier-Other - Supply


6b)  Copier-3M - Supply

7) Freight In

8) Destroyed Merchandise

9) Training
9a)  Training-Ricoh - Machine
9a)  Training



Training-Other - Machine
9a)  Training Other

*center as grouped in the chart of accounts

Sales Tax Master File

Sales Tax Master File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

Sales Tax Code  . . . .
1.  Description  . . . . . . . . . . . . . . . . . . . .
2.  Percent  . . . . . . .
3.  Freight Taxable (Y/N)  .
4.  State Abbreviation  . .

Notes:  ^ = Go Back 1 Space


  / = Cancel

Sales Tax Master File  (Cont’d)
The Sales Tax Master File contains Sales Tax Code, Description, Percent, Freight Taxable (Y/N), and State Abbreviation.  A tax code should be set up for all sales categories you are required to declare for your state tax liability reports.

Sales Tax Code
Enter a unique string of characters to identify this sales tax region.  (4 numeric)

1.  Description

Enter the sales tax description.  (20 alphanumeric)

2.  Commission Method Code

Enter the appropriate sales tax percentage.  (7 numeric, five decimal places)


Example 1:  If the sales tax is 6.25%, enter 625000.  The system inserts the 
decimal place.

Example 2:  If the sales tax is 12.12345%, enter 1212345.  The system inserts the decimal place.

3.  Freight Taxable
Enter Y if freight is taxable.  Enter N if freight is not taxable.

4.  State Abbreviation
Enter the state abbreviation with which the sales tax is associated.  (2 characters)

Example 1:  WI = Wisconsin


Example 2:  MN = Minnesota

The Sales Tax File is created to charge different Sales Tax Amounts to customers from various states.  The system handles up to two tax codes per customer.  This allows for the state sales tax and for city or other local sales taxes.  It also lets you automatically tax freight if freight is taxable.

Enter a Sales Tax Code for each customer even if they are non-taxable.  You need to set up at least two codes for each state–a taxable and a non-taxable code.  The following is an example of how you might want to set up your Tax File.

CODE

DESCRIPTION


PCT

FRT

10

WI Taxable



5.0

Y

11

WI Non-taxable


0.0

N

20

MN Taxable



6.0

N

21

MN Non-taxable


0.0

N

30

IA Taxable



4.0

N

31

IA Non-taxable


0.0

N
County, Sales, and Service Territory File

County, Sales, and Service Territory File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

Territory Code  . . . . .
1.  Description  . . . . . . . . . . . . . . . . . . . .







Notes:  ^ = Go back one space









  / = Cancel

County, Sales, and Service Territory File  (Cont’d)
The County, Sales, and Service Territory File contains a Territory Code and Description.  This file may be used for various service, customer, and contract reports.

Territory Code
Enter a unique string of characters to identify this territory code.  (5 numeric)

1.  Description
Enter the territory code description.  (20 alphanumeric)

City Tax File

City Tax File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

City Tax Code  . . . .
1.  Description  . . . . . . . . . . . . . . . . . . . .
2.  Percent  . . . .
3.  Maximum Amount Taxed  . . . . . .






Notes:  ^ = Go back one space




  / = Cancel

City Tax File  (Cont’d)
The City Tax File contains a City Tax Code, Description, Percent, and Maximum Amount Taxed.  The city tax is the appropriate percentage of city tax charged up to a particular dollar amount.

City Tax Code

Enter a unique string of characters to identify this city tax region.  (4 numeric)

1.  Description
Enter the city tax description.  (20 alphanumeric)

2.  Percent
Enter the appropriate sales tax percentage.  (4 numeric)

Example 1:  If the city tax is 1/4%, enter 250.  The system enters the decimal point.  The result is .250.

Example 2:  If the sales tax is 1/2%, enter 500.  The system enters a decimal point.  The result is .500.

3.  Maximum Amount Allowed

Enter the maximum dollar amount that the tax percentage is charged.

Example 1:  If the maximum dollar amount is $100.00, enter 10000.  The system enters a decimal point.  The result is $100.00.

Example 2:  If the maximum dollar amount is $150.00, enter 150000.  The system enters a decimal point.  The result is $150.00.

Sales Rep/Service Technician File
Sales Rep/Service Technician File

Enter Procedure Type A’dd  C’hange  D’elete  E’nd

Sales Rep/Service Tech. No.  . . . .
1. Name  . . . . . . . . . . . . . . . . . . . .
2. Branch  . . .
3. MTD Net Sales  . . . . . . . . .
4. QTD Net Sales  . . . . . . . . .
5. YTD Net Sales  . . . . . . . . .
6. MTD Cost Of Sales  . . . . . . . . .
7. QTD Cost Of Sales  . . . . . . . . .
8. YTD Cost Of Sales  . . . . . . . . .
9. Service MIA Hours  . . . . . . . .
10. Cost/Hour Rate  . . . . .
11. Sales Rep Password  . . . .
12. Technician Available (Y/N), Or S’ales Rep  .







Notes:  ^ = Go Back 1 Space









  / = Cancel

Sales Rep/Service Technician File  (Cont’d)

Sales Rep/Service Tech No.
Enter a unique string of characters to identify the sales representative or service technician.  (4 numeric)

1.  Name
Enter the name of the sales representative or service technician.  (20 alphanumeric)

2.  Branch
Enter the branch with which the sales rep/service technician is associated.  (3 numeric)

3.  MTD Net Sales
This field stores the amount of month-to-date net sales for the sales rep/service technician.  This field is updated with the amount when the Commission Report is run and cleared with MTD Field Clearing.

4.  QTD Net Sales
This field stores the amount of quarter-to-date net sales for the sales rep/service technician.  This field is updated with the amount when the Commission Report is run and cleared with MTD Field Clearing.

5.  YTD Net Sales
This field stores the amount of year-to-date net sales for the sales rep/service technician.  This field is updated with the amount when the Commission Report is run and cleared with YTD Field Clearing.

6.  MTD Cost Of Sales
This field stores the amount of month-to-date cost of sales for the sales rep/service technician.  This field is updated with the amount when the Commission Report is run and cleared with MTD Field Clearing.

Sales Rep/Service Technician File  (Cont’d)

7.  QTD Cost Of Sales
This field stores the amount of quarter-to-date cost of sales for the sales rep/service technician.  This field is updated with the amount when the Commission Report is run and cleared with MTD Field Clearing.

8.  YTD Cost Of Sales
This field stores the amount of year-to-date cost of sales for the sales rep/service technician.  This field is updated with the amount when the Commission Report is run and cleared with YTD Field Clearing.

9.  Service MIA Hours
Enter the service technician missing in action hours.  Missing in action (MIA) is the ability to flag a technician as MIA if a call has not been dispatched or completed within the length of time assigned.  (8 numeric)

10.  Cost/Hour Rate
Enter the cost per hour for this technician.  This field is used to calculate the profit and/or loss of a contract.  (5 numeric, 2 decimal places)

11  Sales Rep Password
Enter the password for this sales rep.  This field is used to restrict access by sales reps to other sales reps’ prospect records in The La Crosse System Sales Management module.  (4 alphanumeric)

12  Technician Available (Y/N), Or S’ales Rep
If the employee is a service technician, the technician’s status (available/unavailable) is set here.  If the employee is a sales representative rather than a service technician, that information is also set here.  This field is used by Service Call Entry and Technician Dispatching.  If a technician is set as unavailable, service calls can not be assigned or reassigned to him/her.  This feature can be used when a technician is on vacation or otherwise unable to perform service calls.  Simply mark the technician as unavailable, and service calls can not be mistakenly assigned or reassigned to him/her.  This feature can also be used to set up a sales representative as such so service calls can not be assigned to him/her.

Customer File Maintenance
Customer File Maintenance

Enter Procedure Type A’dd  C’hange  D’elete  E’nd

Fld-Cust. No.:  . . . . . . . .
Bill To:  . . . . . . . .
Date Added:  ***

2-Company:  . . . . . . . . . . . . . . . . . . . . . . . . .
Company:  ***

3-Address 1:  . . . . . . . . . . . . . . . . . . . . . . . . .
Address 1:  ***

4-Address 2:  . . . . . . . . . . . . . . . . . . . . . . . . .
Address 2:  ***

5-City:  . . . . . . . . . . . . . . . .
City:  ***

6-State:  . .
State:  ***

7-Zip:  . . . . . . . . .
Zip:  ***

8-Phone:  . . . . . . . . . . . .
20-Fax Number:  . . . . . . . . . . . .
9-Contact:  . . . . . . . . . . . . . . . . . . . .
21-Tax Code 1:  . . . .
10-Special Instr.:  . . . . . . . . . . . . . . .
22-Tax Code 2:  . . . .
11-Terms Code:  .
23-Exempt Code:  . .
12-Credit Alert (Y/N/L/E):  .
24-Tax Number:  . . . . . . . . . . . .
13-Credit Limit:  . . . . . .
25-P.O. Required:  .
14-Interest Charge:  .
26-Contract Pricing:  .
15-Discount (99.9):  . . .
27-Buying Group No:  . . . .
16-Delivery Zone:  . .
28-Suppress Statement:  .
17-SIC Code:  . . . .
29-Service Zone:  . . . . .
18-Branch:  . . .
30-City Tax Code:  . . . .
19-County Code:  . . . . .
31-Service Territory:  . . . . .

Note:  ^ = Go Back 1 Space, / = Cancel

***Filled in automatically

Customer File Maintenance  (Cont’d)

Customer File Maintenance

Enter Procedure Type A’dd  C’hange  D’elete  E’nd

Fld-Cust. No.:  . . . . . . . .
1-Bill To:  . . . . . . . .
Date Added:  ***

2-Company:  . . . . . . . . . . . . . . . . . . . . . . . . .
Company:  ***

3-Address 1:  . . . . . . . . . . . . . . . . . . . . . . . . .
Address 1:  ***

4-Address 2:  . . . . . . . . . . . . . . . . . . . . . . . . .
Address 2:  ***

5-City:  . . . . . . . . . . . . . . . .
City:  ***

6-State:  . .
State:  ***

7-Zip:  . . . . . . . . .
Zip:  ***

8-Phone:  . . . . . . . . . . . .
20-Fax Number:  . . . . . . . . . . . .
9-Contact:  . . . . . . . . . . . . . . . . . . . .
21-Tax Code 1:  . . . .

Additional Buying Groups Codes 2 Through 10

Buying Group 2

Buying Group 7

Buying Group 3

Buying Group 8

Buying Group 4

Buying Group 9

Buying Group 5

Buying Group 10

Buying Group 6

Enter Buying Group Code To Change, Or Press ‘RETURN’ If Done  . .

Customer File Maintenance  (Cont’d)

Customer File Maintenance



Customer Number:  ***
Name:  ***

32-Sales Rep #1:  . . . .

33-Sales Rep #2:  . . . .
34-Sales Rep #3:  . . . .
35-Sales Rep #4:  . . . .
36-Sales Rep #5:  . . . .

37-Freight Chargeable:  .

Note:  ^ = Go Back 1 Space, / = Cancel

***Filled in automatically

Customer File Maintenance  (Cont’d)

Customer Number
Enter the ship-to customer number.  The ship-to number is the account to which the merchandise is shipped.  It must be a unique number between six and eight digits in length.  The customer number should be entered in the exact same format for each customer for consistency and ease of entry.  There are three options to choose from in setting up the customer number.  They are as follows:


Option 1:  Branch off of your current customer numbers.  If these numbers are 
not 6 digits, place zeroes behind the last digit.  If the numbers are more than 8 
digits, truncate part of the number.


Option 2:  Use A=100000 for customer names starting with the letter A.  Use 
B=200000 for customer names starting with the letter B.  Use C=300000, etc.


Option 3:  Use customer telephone numbers.  Do not insert hyphens.

1.  Bill To Number
Enter the bill-to customer number.  The bill-to number is the account to which the bill is sent.  Carriage return if the number is the same as the ship-to customer number entered previously.  If the bill-to number is different than the ship-to number, the bill-to customer must be set up first.  It is possible to enter any number of ship-to customers under each bill-to customer.  This must be a unique number between six and eight digits in length.

2.  Company
Enter the company name.  The company name is used when producing an alphabetic customer listing.  For example, if you enter Dr. John Jones, it appears under the letter D in the list.  If you enter Jones, Dr. John, it appears under the letter J.  The company name should be entered in the exact same format for each customer for consistency and ease of entry.  (25 characters)

3.  Address 1
Enter the company ship-to address (i.e., 200 Main Street).  This field may be used to accommodate longer company names and may be indented.  However, do not indent more than 7 spaces or the line will not print.  Leaving Field 3 blank will not result in a blank line on the invoice.  (25 alphanumeric)

Customer File Maintenance  (Cont’d)

4.  Address 2
Enter the company ship-to address (i.e., Suite 300).  Leaving Field 4 blank will not result in a blank line on the invoice.  (25 alphanumeric)

5.  City
Enter the city in which the company is located (i.e., La Crosse).  A comma must be entered after the city name for it to show on an invoice.  (16 alphanumeric)

6.  State
Enter the abbreviation for the state in which the company is located (i.e., WI).  (2 alpha)

7.  ZIP
Enter the zip code in which the company is located (i.e., 546010001).  This field supports the ZIP Plus Four codes.  The hyphens print out automatically through the packages.  (9 numeric)

8.  Phone
Enter the company’s area code and telephone number in the following format:  608-784-8400.  Different places in the Accounts Receivable module allow you to enter a customer’s telephone number instead of their customer number to bring up the customer’s record.  Therefore, the telephone number should be entered in the exact same format for each customer for consistency and ease of entry.  The area code is optional.  The hyphens must be entered by the operator.  (12 numeric)

9.  Contact
Enter the name of the Accounts Receivable contact person at the company.  (20 alphanumeric)

Customer File Maintenance  (Cont’d)

10.  Special Instructions
The special instructions are displayed when billing an invoice.  It may be used for information about a contract, special pricing, etc.  (15 characters)

11.  Terms Code
Enter the terms code which applies to this customer.  Terms codes are user-defined and can be set up and maintained in Global File Maintenance, Record #11.  A code must be entered.

12.  Credit Alert
Enter Y, N, L, or E.  If you enter Y and are using Line Item Invoicing or Order Entry, the system checks the customer’s credit information.  You must view the Accounts Receivable information.  If you enter N, the system gives you an option to look at the Accounts Receivable information.  If you enter L (lockout) for this customer, you can not do any service or billing until the lockout is released.  If you enter E (exempt), the system does not check this customer’s credit information.

13.  Credit Limit
This field represents the customer’s credit limit.  It should be entered in the following format:  123456 (without a decimal point).  The system interprets this as 123456.00.  The decimal is inserted by the system.  (6 numeric)

14.  Interest Charge
Enter Y or N.  If you enter Y, this customer is charged interest (service charge) on any past due invoice if you run the service charge program.  If you enter N, this customer is not charged interest on any past due invoices.  It is recommended to setup interest charge as Y for future use even if you do not charge interest.

15.  Discount
This field represents the percentage discount granted this customer.  This percentage is given on each item on the order/invoice unless it is overridden.  This figure should be entered in the following format:  123 (without a decimal point).  The system interprets this as 12.3.
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16.  Delivery Zone
This field represents the UPS delivery zone for the customer.  This field is informational only.  (2 alphanumeric)

17.  SIC Code
This field represents the customer’s SIC (Standard Industry Classification) Code.  The SIC Code Field is useful to print labels to target particular types of customers.  A sample of SIC codes is located at the back of this section.  (4 numeric)

18.  Branch
Enter the sales branch of your company to which this customer belongs.  (3 numeric, 1 and 255)

19.  County Code
Enter the customer’s county number as set up in County File Maintenance.  (5 numeric)

20.  Fax Number
Enter the customer’s area code and facsimile number in the following format:  608-791-5660.  The area code is optional.  The hyphens must be entered by the operator.  (12 numeric)

21.  Tax Code 1
This code refers to the state sales tax for Tax Method 1.  Enter the code as set up in Sales Tax File Maintenance.  Tax Code 1 must be the same as Tax Code 2.

22.  Tax Code 2
This code refers to the state tax for Tax Method 1.  Enter the code as set up in Sales Tax File Maintenance.  Tax Code 2 must be the same as Tax Code 1.
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23.  Exempt Code
This code designates a customer’s tax exempt status.  For example, 1T = Taxable, 1N = Nontaxable, etc.  This field is user-defined and for informational purposes only.  (2 alphanumeric)

24.  Tax Number
This number is assigned to the customer by the state if a customer is tax exempt.  This field is informational only.  (12 characters)

25.  P.O. Required
Enter Y or N.  If Y is entered, a message “P.O. Required” appears on the screen during invoicing, order entry, and service call entry.  Enter N if a P.O. is not required.  This field defaults to N.

26.  Contract Pricing
Enter Y or N.  A Y signifies that the customer has a contract pricing agreement with your company.  Contract Pricing is setup in Contract Price File Maintenance.  This field defaults to N.

27.  Buying Group Number
If a customer belongs to a contract pricing buying group, enter the user-defined group number.  All customers in a buying group receive the same contract prices.  To assign a customer to multiple buying groups, enter a buying group number at Field 27 and carriage return.  (1-9999)  The Additional Buying Groups Codes 2 Through 10 section appears on the screen.  Enter another buying group number at the Buying Group 2 prompt and carriage return.  Enter additional buying group numbers at the remaining prompts, if desired.  Carriage return when finished.  The first Customer File Maintenance screen reappears.  A Y must appear in Field 26 Contract Pricing for the customer to receive contact discounts.  (4 numeric)

28.  Suppress Statement
Enter Y or N.  If you enter Y, the customer’s statements are not printed.  Enter N if statements are to be printed.  This field defaults to N.  Note:  Statements are only printed if the program is run.
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29.  Service Zone
This is a mileage layout of your service area.  It is used to sort customer base and machine base.  You may do this layout by ZIP codes, area codes, map, etc.  (5 alphanumeric)

30.  City Tax Code
Input the city tax code that is applicable to this customer.  City tax is a tax percent charged up to a particular dollar amount.

31.  Service Territory
This is a geographical layout of your service area.  It is used to sort customer base and machine base.  You may do this layout by ZIP codes, area codes, map, etc.  (5 alphanumeric)

32.-36.  Sales Rep #
Enter the appropriate number to identify the sales representatives/service technicians.  (4 numeric)

37.  Freight Chargeable

Enter Y or N.  Enter Y if you charge the customer freight.  Enter N if you do not charge customer freight.  If you enter N, it may not be overridden at the time of invoicing.  This field defaults to Y.

Customer SIC (Type) Codes

10)  
Accountant or Analyst

20)  
Agricultural

30)  
Automotive

40)  
Churches or Clergy

50)  
Construction

60)  
Doctor or Dentist

70)  
Food Processing/Distribution

80)  
Financial Distribution

90)  
Government

100)  
Hospital, Clinic, or Retirement Home

110)  
Human Services

120)  
Insurance

130)  
Lawyer or Legal

140)  
Manufacturer

150)  
Media Service

160)  
Professional

170)  
Real Estate

180)  
Retail Establishment

190)  
School - Education

200)  
Service or Repair

Customer SIC (Type) Codes  (Cont’d)
210)  
Transportation

220)  
Utility

230)  
Miscellaneous
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Item File Maintenance

Enter Procedure Type A’dd,  C’hange,  D’elete,  End

Item No.:  . . . . . . . . . . . . . . . . . .
1-Desc.:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
2-Product Class:  . . . .
23-Vendor:  . . . . . . . .
*  Indicators

3-List Price:  . . . . . . . . . .
24-Vendor U.M.:  . .
34-Override:  .
4-Unit/Meas:  . .
25-Vendor P.M.:  . . . .
35-Non-Stock:  .
5-Avg. Cost:  . . . . . . . . . .
26-Weight:  . . . . . . . .
36-Disc. Exmpt:  .
6-Last Cost:  . . . . . . . . . .
27-Type:  .
37-Serial No.:  .
7-Pack Mult.:  . . . .
28-Minimum:  . . . . . . . . . .
38-Metered:  .
8-Sur. Price:  . . . . .
29-Maximum:  . . . . . . . .
39-Tax Exempt:  .
9-Burden %:  . . . .
30-Order Amt:  . . . . . . . .
40-B/O Exempt:  .
10-Com %:  . . .
31-Location:  . . . . . . . .
41-Spare Part:  .
11-Sub Item:  . . . . . . . . . . . . . . . . . .32-Days (Min Use):  . . .
42-E.M. Call’s:  . . .

17-Discount or Price:  .
33-Days (Max Use):  . . .
43-Period (Days):  . . .
12-Quantity:  . . . .
18-Dsc/Prc:  . . . . . . . . .
44-PM Due (Mths):. . .
13-Quantity:  . . . .
19-Dsc/Prc:  . . . . . . . . .
45-LIFO Cost:  .........
14-Quantity:  . . . .
20-Dsc/Prc:  . . . . . . . . .
46-LIFO Qty:  ........
15-Quantity:  . . . .
21-Dsc/Prc:  . . . . . . . . .
47-Comm Cost:.........
16-Quantity:  . . . .
22-Dsc/Prc:  . . . . . . . . .
48-Model No.:  .......
49-Auto Min/Max (Y/N):  .

50-Kit Master (F,P,N,M):  .
51PM Due Copies......



Note:  ^ =Go Back 1 Space  / =Cancel

Add Vendor Item File (Y/N)

Do you want to stock this item in any warehouse besides warehouse 1 (Y/N):  .
Enter warehouse one at a time or A’ll or ‘CR’ to END  . . . .
<If List Price Blank>

Enter List Price Gross Mark-up % (EX. 10.00%=1000)  . . . .
Calculate The Markup on A’verage or L’ast Cost  .
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Item File Maintenance

Enter Procedure Type A’dd,  C’hange,  D’elete,  E’nd


Item No:



Desc.:

Fld
52-Accessory(Y/N):  .
Date Added:  *
Date Last Changed:  *


53-Segment:  . .
69-Spare


54-Price Type:  . . . .
70-Spare


55-Standard Cost:  . . . . . . . . . .
71-Spare


56-Min. Cost Amt:  . . . . . . . . . .
72-User Def-30:  …………………………

57-Mfg. Warr (Days):  . . . .
73-User Def-30:  …………………………

58-Neg. Stock Status(Y/N):  .
74-User Def-Num:  . . . . . . . . .

59-Response Time:  . .
75-User Def-Num:  . . . . . . . . .

60-Spare
76-Access Model Assoc File


61-Spare


62-Spare


63-Call Back(Days):  . . . .

64-Call Back(Copies):  . . . . . . . . .

65-Meter Reset(Y/N):  .

66-Meter A/D:  .

67-Max Meter Rdg:  . . . . . . . . .

68-AMV Limit:  . . . . . . . . .


Note:  ^ =Go Back 1 Space  / =Cancel
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Fld Item No.:

Enter a unique string of characters to identify the item.  LMS recommends using the model number as the item number on serial-numbered machines and the manufacturer’s stock number on all other items.  Note:  Invoice Printing truncates the item number at 14 characters, and Order Entry truncates it at 13 characters.  (18 alphanumeric)

1-Desc.:

Enter the item’s description.  This is also used to identify the item.  Item description search is available in most programs that item number is input.  The description of the item is used to access the item number.  The first characters of the description are normally entered in the item description search.  Also many reports, invoicing screens, and invoice forms do not allow for the entire 32 character description.  The standard long invoice form only prints 28 characters of the description.  When creating the description, keep in mind to put the most identifiable characters first.  For example, enter the description as Paper - 8-1/2 X 11 - White instead of 8 - 1/2 X 11 White Paper.  (32 alphanumeric)

2-Product Class:

Enter the product class to which the item is assigned.  Product class is important.  It is used to transfer revenue and cost of items to the General Ledger.  It is also used to categorize items in your inventory.  For example, a product class is created for parts versus supplies versus machines.  Note:  Product class can be changed.  However, once an item has been sold it is not recommended to change a product class in the middle of the accounting month.  (4 digits Or ?)
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3-List Price:

Enter the manufacturer’s list price or your selling price.  This is the price for a quantity of one and must correspond with the item’s unit of measure and pack multiple, Fields 4 and 7.  This is the default list price when entering an invoice or order and can be overridden per order or invoice.  When a zero list price is input, an option to calculate list price as a percentage of the inputted average or last cost appears later in the input.  All of the price and cost fields in the Item File can have 4 digits after the decimal point.  This is useful for loading costs and prices for cabling and corona wire.  For example, the list price could be .0123 or 1.0123.  Because of this ability, the prices and costs always display with 4 numbers after the decimal point.  For example, $10.00 displays as 10.0000.  Because the majority of the prices and costs only have 2 digits after the decimal point, Item File Maintenance is able to recognize entry of the number without a decimal point and the extra 2 decimal positions and convert to the 4 decimal point display.  Note:  You may enter the decimal points, but it is not necessary.  For example, to enter $10.00 as the price, entering 1000 or 10.00 is automatically changed to 10.0000.  To enter 50 cents as the price enter 50 or .50 which displays as .5000.  This is to save the operator time not having to enter decimal points.  However, if more than 2 digits after the decimal point are desired, you must enter the decimal point.  For example, if the price is .0150 (one and a half cents), you must enter the price in Item File Maintenance as .0150 or .015 then the price is displayed as .0150.  If 0150 was input without the decimal point, the resulting figure is 1.5000 not the .0150 that was desired.  The rule is:  If a price or cost only needs two decimal positions, do not enter a decimal point or the extra two decimal positions.  If a price or cost does need 3 or 4 decimal positions, a decimal point must be entered.

4-Unit/Meas:

Enter the unit of measure of the item.  This is how the item is most often packaged for sale to your customers.  All machines or serial-numbered items should be entered with a unit of measure of EA for each.  Also kit master item numbers should also be entered as EA.  For all other items, enter the unit of measure in which the item is most often sold.  A broken pack can be sold.  However, keep in mind that you do not want to override the unit of measure every time the item is entered on an invoice.  If the unit of measure for the vendor item is not the same as the unit of measure you use, it is handled by the system with the Vendor Item File.  Also, the vendor unit of measure and pack multiple stored in the Item File, Fields 24 and 25.  Any differences between the vendor’s UM and PM and the Item File’s UM and PM are automatically adjusted in the Purchase Order module.  Items received in Inventory Receipts would have to manually have the quantity and cost converted from the vendor’s UM and PM to the Item File’s.  (2 alphanumeric)
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5-Avg. Cost:

The average cost of an item is automatically calculated when items are received into inventory through P.O. Receipts and Inventory Receipts.  The first receipt of the item calculates an average cost.  When adding an item, enter the last cost of the item if you do not have an existing average cost.  Do not leave this as zero unless the last cost is actually zero.  The cost is for a quantity of one and must correspond with Fields 4 and 7, the unit of measure and pack multiple.  The entry of the cost is the same as described for list price, allowing a four decimal position number.  (numbers up to 200000.00)

6-Last Cost:

The last cost of an item is automatically updated when items are received into inventory through P.O. Receipts and Inventory Receipts.  The first receipt of the item updates the last cost.  When adding an item, enter the last cost as the actual last cost paid for the item.  Do not leave this as zero unless the last cost is actually zero.  The cost is for a quantity of one and must correspond with Fields 4 and 7, the unit of measure and pack multiple.  The entry of the cost is the same as described for list price, allowing for a four decimal position number.  (numbers up to 200000.00)

When adding a new item, the prompt Enter List Price Gross Markup %  (EX: 10.00% = 1000) appears when no list price is entered and after entering the last cost.  The prompt does not appear if a list price greater than zero is input.  A carriage return leaves the list price as zero.  Enter the desired percentage.  This percentage is used to calculate the list price of the item.  Enter the percentage without the decimals.  (Ex. 200 =2%, 525 =5.25%, 1500 =15%)  After the input of the percentage, the Calculate The Markup On A’verage Or L’ast Cost L prompt appears.  Enter A to use the inputted average cost.  Enter L or carriage return to accept the default of L for last cost.  When average or last cost is selected, the list price is calculated and written into Field 3.

7-Pack Mult:

Enter the number of pieces contained in each unit of measure.  This must correspond with Field 4 and also the costs that were entered.  A carriage return defaults to 1.  If the unit of measure is EA, the pack multiple should always be 1.  When less than a full pack is sold, the invoicing programs divide the list price and cost by the pack multiple to arrive at an each price and cost.  An example of the pack multiple and unit of measure is an item number for ribbons that has a unit of measure of BX for box.  One box consists of 12 ribbons so the pack multiple is 12.  (4 digits)
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8-Sur. Price:

When an item has a pack multiple greater than 1, a broken pack can be invoiced.  The calculated price for one unit is list price divided by the pack multiple.  That becomes the default price for the broken pack unit.  However, if there is a different price desired when a broken pack is sold, enter the price for one unit or broken pack as the sur. price.  When there is a sur. price in the Item File and a broken pack is entered on an invoice or order, the default price for one unit is the stored sur. price.  Note:  This can be overridden per order or invoice.  The entry of the sur. price is the same as described for list price, allowing for a four decimal position number.  (numbers up to 200000.00)

9-Burden %:

Commission method 2 calculates commission based on gross profit.  You may enter a percentage mark-up on the cost used in calculating the gross profit.  This can be used to factor in overhead on the cost.  For example, the cost is 50.00.  A burden percent of 2% is entered.  The Commission Reports use the cost of 51.00 in the calculation of the gross profit.  (4 digits - enter no decimals - enter 20 to = 2.0 = 2%, 100 = 10.0 = 10%)

10-Comm %:

Entering a percentage is this field pays commission on the net sale price of this item.  Any defined commission methods for the product class assigned to the item is overridden by the percentage stored in this field.  All sales reps are paid at this percentage of the net sale for this item.  (3 digits - enter no decimals - enter 20 to = 2.0 = 2%, 100 = 10.0 = 10%)

11-Sub Item:

A substitute item may be entered to use on an invoice or order if the item is out of stock.  The prompt SUB entered on an invoice or order automatically accesses the substitute item.  Note:  An invalid item is accepted but can not be entered on an invoice or order.  (18 alphanumeric)

12-16-Quantity
There are five possible quantity breaks that can be stored per item.  The price break can be calculated by percentage or an actual price.  Enter the quantity that must be sold to activate a price break when entering an item on an order or invoice or a billable service ticket.  (4 digits)
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17-Discount or Price:

The cursor only stops at this prompt if at least one quantity is entered in Fields 12-16.  When the cursor does not stop at this prompt, it continues on to Field 23 Vendor: and bypasses Fields 18 through 22.  Enter D to calculate quantity breaks by a discount percentage.  Enter P to calculate quantity breaks by a price.  You must enter a D or a P if at least one break is defined.

18-22-Dsc/Prc:
Enter the discount or price that corresponds with the quantity entered in Fields 12 to 16.  Field 18 corresponds with Field 12, Field 19 with Field 13, and on down.  If a D was input in Field 17, enter the discount percentage by which the list price is adjusted.  If a P was input in Field 17, enter the actual price for a quantity of one.  The price should correspond with the unit of measure and pack multiple of the item.  The entry of the price is the same as described for list price, allowing for a four decimal position number.  (numbers up to 200000.00, for D enter 200 for 2.0000 = 2%, 1000 for 10.0000 = 10%)

For example, the list price of an item is $15.00.


Qty:  12     
Price:  $14.70
Discount:  2.00


Qty:  24
Price:  $14.62
Discount:  2.50

Selling a quantity of 1 to 11 uses the list price of 15.00.  Selling a quantity of 12 to 23 uses the price of 14.70 or the discount of 2% off of $15.00.  Selling a quantity of 24 or more uses the price of 14.62 or the discount of 2.5% off of 15.00.

23-Vendor:

Enter the number assigned to the primary vendor for this item.  An invalid number is allowed but the vendor number should correspond with the vendor numbers entered in the Purchase Order and Accounts Payable modules.  (8 digits)
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24-Vendor U.M.:

Enter the primary vendor’s unit of measure.  Whatever was entered in Field 4-Unit/Meas: appears as the default.  A carriage return accepts the default.  This should be overridden, if necessary.  This is how you buy the item from the vendor.  This may be different from the unit of measure defined in Field 4, which is the unit of measure in which you sell the item to your customers.  For example, paper is bought by the case so the vendor’s unit of measure is CS.  However, you sell the majority of paper by the ream so Field 4 is RM.  (2 alphanumeric)

25-Vendor P.M.:

Enter the number of pieces contained in the vendor’s unit of measure.  Whatever was entered in Field 7 Pack Mult: appears as the default.  A carriage return accepts the default.  This should be overridden, if necessary.  This is the vendor’s pack multiple.  Note:  If this is different from Field 7 and purchase orders are created for this item, you must create a Vendor Item File.  (4 digits)

26-Weight:

Enter the weight of the item.  This is informational for shipping purposes.  (7 digits converts to 3 decimal places)

27-Type:

Enter the single character used to define the item type.  Item type is used throughout the system to categorize different types of items on reports for collection purposes, commission reports, contract profit analysis, service call calculations, and the entry of service calls on machines versus accessories.  If the product class that is assigned to the item that is being added is stored in the Item Type File, that item type appears as the default item type.  A carriage return accepts the default.  The default can be overridden.  There is also the ability to do an inquiry to view all of the existing item types.  The inquiry also allows selection of the item type.  (A - Z or 0 - 9 or ?)  Following are some examples of item types.  The first four are pretty standard for The La Crosse System modules.


P for Parts


S for Supplies

A for Accessories

C for Copiers


X for Fax


T for Typewriters


M or G for Maintenance Service Contracts



R for Rental Service Contracts



E for Lease Contracts


L for Labor


F for Furniture
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28-Minimum:

This is the reorder point.  When the quantity reaches or falls below this point the item needs to be reordered.  This is used by the P.O. Worksheet and the Stock Status Reports in the calculation of the amount to be ordered.  This is the desired minimum on hand inventory level for warehouse 1 only.  During the lead time of the item, this is the desired quantity that is used.  This must correspond with the unit of measure and pack multiple entered in Fields 4 and 7.  (8 digits)

29-Maximum:

This is the maximum quantity that you want to stock in warehouse 1.  When the item is reordered by the P.O. Worksheet or Stock Status Reports, the programs order up to this quantity.  This must correspond with the unit of measure and pack multiple entered in Fields 4 and 7.  (8 digits)

Note:  After accumulating at least 3 months of sales history, the MIN and MAX Report found in the Inventory module can be run to recalculate the minimum and maximum amounts per warehouse.

30-Order Amt:

This is the economic order quantity.  This is informational only.  This is printed on the P.O. Worksheet.  (8 digits)

31-Location:

Enter the bin location that the item is stored in warehouse 1.  The bin location can be used to print physical inventory listings.  The items can be printed in bin location order.  This is an alphanumeric field.  Note:  When defining the bin locations, keep in mind that numbers come before letters in the order.  Because this is an alphanumeric field a bin location of 123 would print before a bin location of 23 even though 123 is greater than 23.  Thus, all numeric bin locations that begin with 1 print first, then 2 then 3, and so forth.  All bin locations that begin with A print before B, etc.  (8 alphanumeric)

32-Days(Min Use):

This is the number of days in sales to be used to recalculate the minimum inventory quantity or the lead time.  This is used in the recalculation of the minimum and maximum quantities by the Min and Max Report.  This is also stored in the Global File for the entire Item File.  Anything entered in this field overrides the Global File for this specific item.  The highest number that can be entered is 366.  (0-366)

Item File Maintenance  (Cont’d)

33-Days(Max Use):

This is the number of days in sales used to recalculate the maximum inventory quantity.  This is used in the recalculation of the minimum and maximum quantities by the Min and Max Report.  This is also stored in the Global File for the entire Item File.  Anything entered in this field overrides the Global File for this specific item.  The highest number that can be entered is 366.  (0-366)

34 Override:

An item can be defined as an override item.  When an item is an override item, entering the item on an invoice or order prompts the system to ask for description and unit of measure.  These are used for miscellaneous items that are not normally stocked.  Enter Y for yes to mark this as an override item.  Enter N or carriage return for the default of N for no, this is not an override item.  Note:  Override items should normally be entered with zero list price and cost and the invoicing programs then prompt for price and cost.

35-Non-Stock: (Y,N,D)

Enter N for no, if this is not a non-stock item.  This is an item that is a stock item and is normally stocked in warehouse 1.  A carriage return defaults to N for no.  Enter Y for yes if this is a non-stock item.  This is not an item that is normally stocked in warehouse 1.  On items that are non-inventory items such as the labor charge items and the contract sales analysis item numbers, enter Y for yes.  Enter D to indicate that this item is considered dead stock in warehouse 1.

36-Disc. Exmpt:

Enter Y if this item is never discounted.  A Y prompts the invoicing and order entry programs to produce the prompt Discount Exempt when the item is entered on an invoice or order.  Note:  A discount can still be entered.  Enter N for no if the item can be discounted.  A carriage return defaults to N for no.

37-Serial No.:

This must be Y for yes on all serial numbered items.  A Serial File is not created unless this is Y for yes.  This includes copiers, computers, fax and accessories, basically all equipment where the serial numbers need to be input for service, billing, and inventory purposes.  Enter N for non-serialized items.  This includes supplies and parts and non-inventory items such as labor and contract sales analysis item numbers.  A carriage return defaults to N for no.
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38-Metered:

Enter Y for yes if this item has a meter.  Enter N for no if the item has no meter.  A carriage return defaults to N for no.  Note:  If this is no, the Service Dispatch programs do not ask for a meter reading.

39-Tax Exempt:

Enter Y for yes if this item is considered tax exempt.  Entering Y for yes allows an input of a tax code for the specific item.  It is a way to override the tax code entered on the invoice or order header and have the system prompt for the override.  With Y for yes, a prompt Sales Tax Override appears when the item is entered on an invoice or order.  This is often used for the labor item numbers.  The parts that are on the invoice are taxable but the labor charge is not.  Thus, a non-taxable tax code is input for the item.  Enter N for no to mark this as not a tax exempt item.  A carriage return defaults to N for no.

40-B/O Exempt:

Enter Y if this item is never back ordered.  A Y prompts the Invoicing and Order Entry programs to produce the prompt Back Order Exempt when the item is entered on an invoice or order or order release.  Note:  A back order can still be entered.  Enter N for no if the item can be back ordered.  A carriage return defaults to N for no.  This is often set to yes when an item has been discontinued so alerts the operator not to back order the item.

41-Spare Part:

Enter Y for yes if the item is a part.  Enter N for no if the item is not a part.  A carriage return defaults to N for no.  There are options in the inventory reports and the P.O. Worksheet to only include parts, everything but parts, or all items.  A yes in this field defines this as a part for this option.

42-E.M. Call’s:

Enter the number of emergency service calls the item must have within a defined number of days to reach its emergency threshold.  Only serial numbered items would ever use this field.  This is a feature used in the Service Dispatch module.  This is the default for this item and is written into the Serial Files assigned to the item.  An individual Serial File can be changed in the program Machine Placement.  (3 digits)

43-Period (Days)

Enter the number of days to reach the emergency threshold.  This corresponds with the number of EM calls entered in Field 42.  For example, 3 calls within 30 days causes the machine to reach its emergency threshold.  (3 digits)

Item File Maintenance  (Cont’d)

44-PM Due (Mths):

Enter the recommended number of months that can elapse before a preventative maintenance service call is due on this machine.  This is the default for this item and is written into the Serial File assigned to the item.  An individual Serial File can be changed in the program Machine Placement.  (3 digits)

45-LIFO Cost:

Enter the item’s cost at the time of conversion to a LIFO system.  This is informational only.  The entry of the LIFO cost is the same as described for list price, allowing for a four decimal position number.  (numbers up to 200000.00)

46-LIFO Qty:

Enter the quantity on hand at the time of the conversion to a LIFO system.  This is informational only.  (8 digits)

47-Comm Cost:

A commission cost can be stored.  This cost is then used as the cost in the gross profit calculation for commission methods 1, 4, and 5.  This can be the cost without any quantity discounts or special purchasing conditions.  The entry of the cost is the same as described for list price, allowing for a four decimal position number.  (numbers up to 200000.00)

48-Model No:

Enter the model number associated with the item.  Note:  There is also the ability to build a model association table, which basically replaces this field.  (7 alphanumeric)

49-Auto Min/Max  (Y/N):

To have the item be included in the calculation of the minimum and maximum amount on the Min and Max Report, enter a Y for yes.  Enter N not to include the item.  This only relates to warehouse 1.  Note:  There is a program found in the Inventory module that changes this flag based on product class and warehouse input.

Item File Maintenance  (Cont’d)

50-Kit Master (F,P,N,M):

There is the ability to create kits.  There are two types of kits that are operational in The La Crosse System.  One is a free flowing kit and the other is a predefined kit.  A free flowing kit allows the operator to enter all of the items associated with the kit during the input of the invoice or order.  A predefined kit is already entered with the items that are assigned to the kit.  A Kit Master Item number must be created for both types of kits.  When adding a Kit Master Item number, enter F if this is the Kit Master Item number for a free flowing kit.  Enter P if this is the Kit Master Item number for a predefined kit. When  P is input to define the item as a Predefined Kit Master Item number, the program automatically accesses the Kit File Maintenance program.  This occurs after the last prompt on the add is entered and before the message prompt.  Another type of kit is being developed.  These are manufacturer kits allowing a kit to be received into inventory.  To indicate the item is the Kit Master Item Number of a manufacturer’s kit, enter M.  Note:  Development of the use of a manufacturer’s kit will appear in later revisions.  Enter N if the item that is being added is not a Kit Master Item Number.  A carriage return enters the default of N.  A F, P, or M is not input on the items included on the kit only on the Kit Master Item Number.
51-PM Due Copies:

Enter the recommended number of copies that can elapse before a preventative maintenance service call is due on this machine.  This is the default for this item and is written into the Serial Files assigned to the item.  An individual Serial File can be changed in the program Machine Placement.  (9 digits)  After entering Field 51, the second screen of Item File Maintenance appears.

52-Accessory(Y/N):N

Enter Y for yes if the item that is being added is an accessory to a machine.  Enter N for no or a carriage return for the default of N to indicate the item is not an accessory item.  An up arrow key ^ returns the cursor to the first screen and Field 51.

53-Segment:

A segment number can be stored.  Segment numbers are assigned by the vendor.  Segment numbers are normally assigned to copiers.  Whatever is stored in this field becomes the default for the Serial File.  (2 digits)

54-Price Type:

A price type or code can be stored.  Price types are normally assigned by vendors.  Konica and Sharp dealers use price types.  (4 alphanumeric)
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55-Standard Cost:

A standard cost can be stored.  Whatever was entered as the last cost appears as the default standard cost.  A carriage return accepts the default.  This can be overridden or zeroed out.  The entry of the standard cost is the same as described for list price, allowing for a four decimal position number.  (numbers up to 200000.00)

56-Min. Comm Amt:

A minimum commission amount can be stored.  This is an amount that the calculated commission can not go below.  The sales rep is paid this commission amount at least.  The entry of the commission is the same as described for list price, allowing for a four decimal position number.  Whatever is stored in this field becomes the default for the Serial File.  (numbers up to 200000.00)

57-Mfg. Warr (Days)

A number of days can be defined as the default manufacturer warranty days from date received to manufacturer’s warranty expiration date.  When entering the receipt, the number of days could be used to calculate a manufacturer’s warranty expiration date.  (4 digits)

58-Neg. Stock Status(Y/N):

Enter Y for yes or carriage return for the default of yes if the item’s on hand quantity in warehouse 1 is allowed to go negative.  Enter N for no if the item’s on hand quantity in warehouse 1 is not allowed to go negative.  Preventative measures will be added to the Billing and Order Entry programs to stop an item that would produce a negative on hand from being billed.

59-Response Time:

A response time code can be stored.  This relates to serialized items.  Response time is defined in the Service module and is used in the Technician Dispatch program.  Whatever is stored in the Item File becomes the default for the Serial File.  (2 digits)

Item File Maintenance  (Cont’d)

60-62-Spare:

Fields 60, 61, and 62 are not used at this time.  These are reserved for future additions to the Item File.  The cursor does not stop at these prompts.

Fields 63 through 68 only relate to serialized items.  Fields 64 through 68 only relate to serialized metered items.  The next field that is accessed depends upon whether the item is a serialized item and has a meter.  This is basically a time saving feature to skip fields that are not applicable.  You can always come back in and change the individual fields.  When Field 37 Serial No.: is N for no and Field 38 Metered is N for no, the cursor continues on to Field 72.  When Field 37 Serial No.: is a Y for yes and Field 38 Metered is N for no, the cursor continues on to Field 63 and then on to Field 72.  When Field 37 Serial No.: is Y for yes and Field 38 Metered is Y for yes, the cursor continues on to Field 63 and then stops at all of the fields through Field 68.  If an error was made and Field 37 Serial No. is N for no but Field 38 Metered is Y for yes, the cursor would skip Field 63 and continue on to Fields 64 through 68.

63-Call Back(Days):

A number of days between service calls that sets the call as a call back can be defined per item.  A default appears.  This is the number of days that is stored in the Service Control File, Global Record 10.  A carriage return accepts the default.  This can be overridden.  Whatever is stored in this field becomes the default for the Serial File on new records.  (4 digits)

64-Call Back(Copies):

A number of copies made between service calls that sets the call as a call back can be defined per item.  Whatever is stored in this field becomes the default for the Serial File on new records.  (9 digits)

65-Meter Reset(Y/N):

Enter Y to indicate that the meter on this model of machine can be reset.  Enter N for no or carriage return for the default of N for no to indicate that the meter on this model of machine can not be reset.  Whatever is stored in this field becomes the default for the Serial File on new records.

66-Meter A/D:

Enter A or carriage return for the default of A to state that the meter has ascending or forward meter readings.  Enter D to state that the meter has descending or downward meter readings.  Whatever is stored in this field becomes the default for the Serial File on new records.
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67-Max Meter Rdg:

A maximum meter reading can be defined.  This is the meter reading at the point that the meter rolls over.  (9 digits)

68-AMV Limit:

A suggested limit on the average monthly volume that the model can handle can be defined.  (9 digits)

69-71 Spare:

Fields 69, 70, and 71 are not used at this time.  These are reserved for future additions to the Item File.  The cursor does not stop at these prompts.

72-73-User Def-30:

There are two user-defined 30 alphanumeric character fields.  Whatever is desired can be stored in these fields.

74-75-User Def-Num:

There are two user-defined 9 character numeric fields.  No alpha characters are allowed.  (1-999999999)

After entering Field 41 Spare Part, a fast add can be done.  Input of a back slash activates the fast add.  The back slash can be entered at all of the fields from Field 42 through 76.  Once the back slash is input, the item is added.  The cursor is at the Enter Item Message prompt.  The purpose of the fast add feature is to add the record to the Item File before reaching the last field.  If you are interrupted during the add and you can not finish the add at that time, you can fast add it instead of canceling the add.  However, remember to always come back later and do a change and add the rest of the information.  The Item File is the basis of the system so it is extremely important that all information is entered.

When a fast add is made, all of the fields that were not accessed and have defaults are set to the defaults.  If there is no default, they are left blank.  Following are specific fields and how they are set.  These can all be changed through the change mode.

Auto Min/Max(Y/N) Set to N.

Kit Master (F,P,N,M)  Set to N.

Accessory(Y/N)  Set to N.

Neg. Stock Status(Y/N)  Set to Y.

When a Y is in the Serial No. prompt, Call Back Days is set to what is in the Global File.  When a Y is in the Metered prompt, Meter Reset is set to N, Meter A/D is set to A.
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76-Add Model Assoc (Y/N):

This prompt allows automatic access to the Model Association Table File Maintenance program.  Enter Y to access the Model Association File Maintenance program and enter the associated items.  This prompt prevents you from having to input two separate entries to add an item number in Item File Maintenance and add the Model Association File for that item.  The cursor is at the Model Number: or the Associated Item #: prompt.  Entering N for no continues on to the Enter Item Message prompt.

Model Number:

Associated Item #:

The item number that is being added to the Item File is automatically displayed as the Item Number in the Model Association Table.  When adding a serialized item, the cursor is at the Model Number prompt.  When adding a non-serialized item, the cursor is at the Associated Item # prompt.
Once you have exited out of the Model Association Table File Maintenance program, the cursor returns back to the Item File Maintenance program.

Enter Item Message - ‘CR’ To Continue

A free flowing message may be stored for each item.  The messages are stored in their own file.  Each line can be up to 74 alphanumeric characters and there is no limit to the amount of message lines that can be added.  The messages can be modified through the change mode in Item File Maintenance or in the Item/Serial Message File Maintenance program found in the Billing module, 3-1-20.  A carriage return at the first prompt for each line exits the initial adding of the messages.

After the message entry is exited, the Add Vendor Item File (Y/N) or Do You Want To Stock This Item In Any Warehouse Besides Warehouse 1 (Y/N)? prompt appears.
Add Vendor Item File (Y/N)

The appearance of this prompt is a Global File option and is only applicable for systems using the Purchase Order module.  The prompt only appears if Field 38, Chain To Vendor Item File When Adding Items To Item File in the Purchase Order Control File is set to a Y for yes.  This is Global Record 14.  Entering N for no displays the Do You Want To Stock This Item In Any Warehouse Besides Warehouse 1 (Y/N)? prompt.  Entering Y for yes accesses the Vendor Item File Maintenance program.
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Do You Want To Stock This Item In Any Warehouse Besides Warehouse 1 (Y/N)?

Enter N for no and the adding of the item is completed.  A Y for yes proceeds to the following prompt.

Enter Warehouses One At A Time Or A'll Or 'CR' To End
At this point you can add this item to other warehouses one at a time or enter A for all to stock the item in all existing warehouses.  A carriage return to end completes the adding of the item.  (2-9999 Or A)  Note:  All items added to the Item File are automatically stocked in warehouse 1.
Items stocked in warehouses other than warehouse 1 are stored in the Item Warehouse File.  These warehouses are used for different branches and the technicians’ car stocks.  Warehouses are also created strictly for tracking and analysis purposes.  They are not actually a physical warehouse.  Examples of this are warehouses for custody, rental, and used machines.  As a time saving feature when adding items, they can be directly stocked in the other warehouses.

When a warehouse is input, an Item Warehouse File is created for that item and warehouse.  Additional information is stored in the Item Warehouse File for that item and warehouse, such as the minimum and maximum quantities, bin location, and whether the item is a non-stock item.  In order to enter this additional information, the record must be accessed in Warehouse/Item File Maintenance.  Note:  Whatever was entered in the Item File to the non-stock field is written to the Item Warehouse File.  An exception to this is if a D for dead stock was entered.  The item warehouse records would be set to N for no.  This is not a non-stock item.  This is useful if you do not want to ever stock the item in warehouse 1.  Also the Item Warehouse records have whatever was entered in the Item File for negative stock status and automatic calculation of min/max.

Items can also be stocked in the program Warehouse/Item File Maintenance.  A program found in the Inventory and Billing modules called Warehouse Part 2 also stocks items in warehouses other than warehouse 1.  This can be done by product class for one warehouse at a time.

After the warehouse stocking question is completed, the item is added to the Item File.  Date added is stored in the Item File and any Item Warehouse records that were created.  The date added is the system date.

Model Association Table File Maintenance

Model Association File Maintenance

Enter Procedure Type A’dd  C’hange  D’elete  E’nd

Item Number:  . . . . . . . . . . . . . . . . . .



Pack Multiple:

Model Number:  . . . . . . . . . . . . . . . . . .
1)  Associated Item #:  . . . . . . . . . . . . . . . . . .
2)  Copy Yield:  . . . . . . . . .
3)  Yield Time:  M’onths, D’ays, Or ‘CR’  .
4)  Override Product Class:  . . . .
5)  Service Parameter (Y/N):  .



Enter ‘E’ To End




Notes : ^ = Go Back 1 Space





  / = Cancel

Model Association Table File Maintenance  (Cont’d)

Item Number:
The item number that is being added to the Item File is automatically displayed as the Item Number in the Model Association Table.  (18 alphanumeric)

Model Number:
The cursor is at this prompt when adding a serialized item.  The item number of the machine displays as the default.  Carriage return to accept the default.  If you do not use the model number of the machine as the item number, enter the actual model number of the machine.  (18 alphanumeric)
1)  Associated Item #:
Enter the item number that is to be associated with this item.  The associated item number can be accessed by entering the actual item number, an item alpha search, description search, or by entering the item association number.  Upon entry of the associated item, the description and pack multiple of the item is displayed.  (18 alphanumeric)

2)  Copy Yield:
Enter the copy yield of the consumable item that is involved in the Model Association File.  Carriage return for no copy yield.  (9 numeric)

3)  Yield Time:  M’onths, D’ays, Or ‘CR’
Enter the estimated shelf life of the product.  This can be defined in months or days.  Enter M to define yield time in months or enter D to define yield time in days.  A prompt to enter the corresponding number of months or days appears.  Carriage return for no yield time.

4)  Override Product Class:
This allows you to store a different product class for the main item number or associated item number.  Carriage return for no product class.

5)  Service Parameter (Y/N):
Enter Y to define the associated item number as being a service parameter item.

Kit File Maintenance

Kit File Maintenance

Enter Procedure Type C’hange  D’elete  E’nd

Kit Item Number:  The kit item number and description display.

Kit List Price: 
Line Item Total:


Difference:

No
Item Number
Item Description

PM
UM
Qty
Price

1
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
2
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
3
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
4
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
5
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
6
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
7
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .

8
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .
.

.

.

n
. . . . . . . . . . . . . . . . . .



. . . .
. . . . . .



Notes:  ‘END’ To Finish Adds





  ‘MSG’ To Enter Message
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Item Number:
Enter a valid item number that is part of the kit.  This can not be a predefined or free flowing kit number.  A message can be entered into the kit by typing MSG at the Item Number prompt.  The Enter Message: prompt appears.  Enter the message you wish to include in this kit.  (58 alphanumeric)

Item Description
When a valid item is entered in the Item Number field, the description from the Item File is displayed.

PM
When a valid item is entered in the Item Number field, the pack multiple from the Item File is displayed.

UM
When a valid item is entered in the Item Number field, the unit of measure from the Item File is displayed.

Qty
Enter the quantity that will be shipped on this kit.  This must be the quantity that matches the unit of measure and pack multiple.  To input a broken pack, enter E and the number of eaches included in this kit.  (4 numeric)

Price
The list price for this item is displayed from the Item File.  This price is for a quantity of one.  Carriage return to accept the displayed price.  (6 numeric)

Extended Price
The system calculates this field when you carriage return at the Price field.

Contract Pricing File Maintenance
Contract Pricing File Maintenance

Enter Procedure Type A’dd  Change  D’elete  E’nd

By I’tem Or By P’roduct Class  .
Fld-Customer / Group No.  . . . . . . . .
1-Item No.  . . . . . . . . . . . . . . . . . .
Enter Percent Or Dollar Amt (%,$)  .
2-Unit Price/Pcnt  . . . . . . .
3-Start Date  . . . . . .
4-Expiration Date  . . . . . .
5-Sales Rep/Service Rep No.  . . . .
6-Minimum Order To Qualify  . . . .
By I’tem Or By P’roduct Class  .
Fld-Customer / Group No.  . . . . . . . .
Product Class  . . . .
2-Discount  . . . . . . .
3-Start Date  . . . . . .
4-Expiration Date  . . . . . .
5-Sales Rep/Service Rep No.  . . . .
6-Minimum Order To Qualify  . . . .

Contract Pricing File Maintenance  (Cont’d)

The Contract Price File Maintenance program is found on the Billing File Maintenance Set Up menu, 3-1-12.  Contract discount prices can be assigned to an individual item or product class(es).  Contract discount pricing takes precedence over quantity discount pricing in the Item File.  This can be by price or percentage discount.  Contract discount prices can be specifically provided to the customer for an item or product class using the customer number or more generally provided by assigning the customer to one or more buying groups.  If the customer has an individual contract discount and a buying group contract discount, the individual contract discount is used to price the item because it is customer-specific.  If the customer has an individual contract discount and more than one buying group contract discount, the system looks at the item’s list price and all of the contract discounts to find the lowest value to price the item.  If the customer has more than one buying group, the effective period of a contract discount can be determined by inputting a start and expiration date for the contract discount.  If the customer has only an individual contract discount and/or one buying group, the start and expiration dates of the contract pricing is for informational purposes.  If a customer is assigned to more than one buying group, the system looks at the Start Date field in every contract discount to determine its effective period.  If a customer is assigned to only one buying group, the system does not look at this field to determine the contract discount’s effectiveness.

If a customer is to receive contract pricing, the Contract Pricing field in the Customer File must be set to Y.  If contract pricing is for a buying group(s), the buying group number(s) must be set up in the Customer File, and the Contract Pricing field must also be set to Y.

Enter Procedure Type A’dd C’hange D’elete E’nd
Enter A to add/assign a contract price to an item or product class.  Enter C to change the contract price assigned to an item or product class.  Enter D to delete the contract price assigned to an item or product class.  Enter E to exit the Contract Pricing File Maintenance screen and return to the Billing File Set Up menu.

By I’tem Or By P’roduct Class
Enter I to add a contract price for an item.  Enter P to add a contract price for a product class.

Contract Pricing File Maintenance  (Cont’d)

Fld-Customer / Group No.
Enter the customer number or buying group number for whom the contract price is added.  A customer can belong to more than one buying group.  The system calculates prices for each available contract pricing record.  If an item is assigned to multiple contract pricing records, the lowest price is used on the customer’s order or invoice.

1-Item Number

Product Class
If I is entered at the By I’tem Or By P’roduct Class prompt, the cursor is at the 1-Item Number prompt.  Enter the item number for which the contract price is added.  (18 alphanumeric)  If P is entered at the By I’tem Or By P’roduct Class prompt, the cursor is at the Product Class prompt.  Enter the product class number for which the contract price is added.  (4 numeric)

Price Or Discount %
Enter $ if the contract price is a dollar value.  Enter % if the contract price a discount percent.

2-Unit Price/Pcnt

During an add of a contract price using a dollar amount, operation at the 2-Unit Price/Pcnt prompt is as follows:

When adding the price, you must enter the desired price.  This is the price for a quantity of one.  The price must correspond with the item’s unit of measure and pack multiple.  This is the price that displays in the invoicing programs and is charged to the customer or customers within the buying group assigned to the contract price record.

All of the price and cost fields in the Item File can have 4 digits after the decimal point.  This is useful for loading costs and prices for cabling and corona wire.  As an example, the list price could be .0123 or 1.0123.  Because of this ability, the unit price always displays with 4 numbers after the decimal point (i.e., $10.00 displays as 10.0000).  If a price or cost only needs two decimal positions, do not enter a decimal point or the extra two decimal positions.  If a price or cost does need 3 or 4 decimal positions, a decimal point must be entered.  Following are some examples.  The entry column is how the number should be keyed in.  The result column is how the number is displayed in Contract Price File Maintenance.
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2-Unit Price/Pcnt

Desired Amount



Entry



Result

$1000.00




100000


1000.0000
$51.25




5125



51.2500

$.0123




.0123



.0123

$.10





10



.1000

$.1234




.1234



.1234

During an add of a contract price using a discount percent, operation at the Unit Price/Pcnt prompt is as follows:

When adding the discount percent, you must enter the desired percentage.  This is the discount percent for a quantity of one.  The discount percent must correspond with the item’s unit of measure and pack multiple.  Enter 50 for a 5.0% discount from the item’ list price or enter 100 for a 10% discount.  This is the discount percent that is used to calculate the contract price using the list price.  This contract price is displayed in the invoicing programs and is charged to the customer or customers within the buying group assigned to the contract price record.

3-Start Date
Enter the start date of the contract price, if desired.  This field is informational if you are not using multiple buying groups in contract pricing for the customer.  If you assign the customer to multiple buying groups, the system looks at the start date for all contract pricing assigned to the item and compares it to the order, invoice, service ticket, or credit memo date.  If a date greater than the present date is entered, the contract pricing is not effective until the start date is reached.  Carriage return past this prompt for no start date.  If no start date is available, the system does not look at this field when determining pricing.  (6 numeric)

4-Expiration Date
Enter the expiration date of the contract price, if desired.  This field is informational if you are not using multiple buying groups in contract pricing for the customer.  If you place the customer in multiple buying groups, the system looks at the expiration date for all contract pricing assigned to the item and compares it to the order, invoice, service ticket, or credit memo date.  If a date less than the present date is entered, the contract pricing is not effective.  Carriage return past the this prompt for no expiration date.  If no expiration date is available, the system does not look at this field when determining pricing.  (6 numeric)
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5-Sales Rep/Service Rep No.
Enter the number of the sales/service representative who is credited for the contract pricing.  This field is informational.  (4 numeric)

6-Minimum Order To Qualify
Enter the minimum number of the item(s) which must be purchased to receive the contract pricing.  Carriage returning past this field or entering a zero allows for the sale of part of a broken pack to be sold at the contract price.  If a one is entered and the item has a pack multiple, the entire pack must be purchased to receive the contract price.  (4 numeric)

Commission Method Codes

Commission Method Codes are stored in Field 3 of the Product Family File.  They are used to indicate which Commission File the system will use.  There are five different method codes.

Commissions are calculated using the method code selected in the Product Family File.  You  may elect to use any combination of methods 1, 2, 3, or 5.  If Method Code 4 is used, it must be used for all product families.  The commission calculated is written to the sales analysis record at the time of the sale.  In general, the calculation occurs in the following sequence:

A.  The system reads the Product Family File to determine the method code to be used for the calculation.

B.  The appropriate Commission File is read to get the commission rate for the sales rep or product family being billed.

Method Code 1

Method Code 1 is a percent of the gross profit.  The commission paid will be the gross profit amount times the commission percent from the Commission File.

Method Code 2
Method Code 2 is a percent of the net profit.  An overhead burden is added to the cost of the item.  The commission will equal the sale amount minus the cost of the unit times the commission percent.  Cost is the invoice cost plus a burden percentage from the Item File multiplied by the invoice cost.

Method Code 3

Method Code 3 is a percent of the sale amount.  The commission will equal the sales amount times the commission percent from the Commission File.
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Method Code 4

Method Code 4 is a commission paid on a sliding scale.  Commission is a percent of the sale amount unless the gross profit falls below a certain point.  Then the commission becomes a percent of gross profit.

Example:

Gross Profit Percentage


Commission % of Sale

1-  20.0




11-
5.00

2-  25.0




12-
10.00
3-  30.0




13-
15.00
4-  35.0




14-
16.50
5-  40.0




15-
18.50
6-  45.0




16-
20.00

7-  50.0




17-
25.00
8-  60.0




18-
25.00
9-  75.0




19-
25.00
10-  100.0




20-
25.00






Commission % of Gross Profit

21-  19.9




22-
15.00


Fields 21 and 22 define the first calculation level.  If the gross profit for the sale falls between zero percent and the level defined by Field 21, the commission amount is calculated by multiplying the gross profit amount by the percentage stored in Field 22.

Fields 1 and 11 define the second calculation level.  If the gross profit percent is greater than Field 21 and less than or equal to Field 1, the commission amount is calculated by multiplying the sale amount by the percent stored in Field 11.

Fields 2, 13/3, 13/4, 14, etc. can be used to define commission percentages for higher levels of gross profit percent column in order that all possible gross profit percentages from zero to 100% are defined.

Note:  If a Method Code 4 is chosen, it must be used for all product families.

Commission Method Codes  (Cont’d)
Method Code 5

Method Code 5 is commission paid on five different levels depending on the gross profit percentage.

Example:


Product Family Code = 1000


Gross Profit %


Commission % of Gross Profit

1-  20.0



6-
5.00

2-  25.0



7-
10.00

3-  30.0



8-
15.00

4-  35.0



9-
16.50

5-  40.0



10-
18.50

Fields 1 and 6 define the first calculation level.  If the gross profit for the sale is greater than zero and less than or equal to the percentage defined in Field 1, the commission amount will be the gross profit amount multiplied by the percentage defined in Field 6.

Fields 2 and 7 define the second level, Fields 3 and 8 the third level, etc.

The highest level used must store 100% in the gross profit percent column in order that all possible percentages from zero to 100 percent are defined.

Commission Methods 1, 2, 3, 4

Commission File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd


1.  Salesman No.  . . .

2.  Product Family  . . . .

3.  Commission %  . . .

Notes:  ^ = Go back one space


  / = Cancel

Commission Method 5

Product Family Commission File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete   E’nd

Product Family Code?  . . . .


Gross Profit %

Commission % of Gross Profit


1-  . . . .



6-. . . . . . .

2-  . . . .



7-. . . . . . .

3-  . . . .



8-. . . . . . .

4-  . . . .



9-. . . . . . .

5-  . . . .



10-. . . . . . .

Notes:  ^ = Go back one space


  / = Cancel

Sales Analysis Commission Indicator Codes

Sales Analysis Commission Indicator Code Calculation:  The Commission Calculation program calculates commissions based on the commission code written in the Sales Analysis record.  Sales Analysis records are written whenever an item is sold, an invoice is voided, a credit memo is applied, and during maintenance and rental contract billing.  The Sales Analysis Commission Indicator Codes are automatically assigned through these programs.

The Commission Calculation program is found in Billing /Reports/Sales Reports.  It is run once a month after the monthly data base has been created.

A description of the various Sales Analysis Commission Indicator Codes follows.

Sales Analysis Commission Indicator Code 1

When a Sales Analysis Commission Indicator Code 1 is found in the Sales Analysis record, no commission is paid to this sales rep for this particular item.  You can indicate that an item is a non-commission item when invoicing.

Sales Analysis Commission Indicator Code 2
A Sales Analysis Commission Indicator Code 2 found in the Sales Analysis record will pay the sales rep a flat commission amount also found in the Sales Analysis record.  An example of this occurs during invoicing.  On a trade-in item you will be asked for a bonus amount for this sales rep.  This amount, along with a Sales Analysis Commission Indicator Code 2, are written into the Sales Analysis record.

Sales Analysis Commission Indicator Code 3

A Sales Analysis Commission Indicator Code 3 pays commission using a percent of sales.  You can enter a percent of sales.  You can enter a commission percent in the Item File.  This percent will always be used when calculating commission on this item.

Sales Analysis Commission Indicator Code 4

When a Sales Analysis record indicates a Sales Analysis Commission Indicator Code 4, the commission calculation program figures the commission in the following way:

A.  The product family is read and a method code for that product family is found.

B.  The Commission File is read and a commission percent for that product family and sales rep is found.

Warehouse File

Warehouse File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

Warehouse Code  . . .
1-Warehouse Description  . . . . . . . . . . . . . . . . . . . . . . . .
2-Ship To Name  . . . . . . . . . . . . . . . . . . . . . . . .
3-Ship To Address 1  . . . . . . . . . . . . . . . . . . . . . . . . .
4-Ship To Address 2  . . . . . . . . . . . . . . . . . . . . . . . . .
5-Ship To Address 3  . . . . . . . . . . . . . . . . . . . . . . . . .
6-Ship To City  . . . . . . . . . . . . . . . . .
7-Ship To State  . .
8-Ship To Zip Code  . . . . . . . . .
9-Ship To Contact Person  . . . . . . . . . . . . . . . . . . . . . . . .
10-Ship To Phone  . . . . . . . . . . . .
11-Branch  . . .

Notes:  ^ = Go back one space


  / = Cancel

Warehouse File  (Cont’d)
The Warehouse File contains a warehouse code, warehouse description, the ship-to name and address for the warehouse, and the contact person for that warehouse with the phone number.  This file also contains the branch number for the warehouse.  This file is accessed when creating a purchase order to insert the appropriate shipping and branch information.

Warehouse Code
Warehouse numbers can be numbers from 1 to 255.  Enter the desired number.  Note:  Many LMS customers use the same number for the warehouse as the technician number.

1-Warehouse Description

Enter the description of the warehouse.  (24 alphanumeric)

2-Ship To Name
Enter the proper ship-to address name.  As an example, enter the technician’s name for the technician’s warehouse.  This field is used to ship directly to the warehouse’s location.  (24 alphanumeric)

3-Ship To Address 1

4-Ship To Address 2

5-Ship To Address 3

Enter the ship-to address for this warehouse.  This field is used to ship directly to the warehouse’s location.  (25 alphanumeric)

6-Ship To City

Enter the name of the ship-to city.  (17 alphanumeric)

7-Ship To State

Enter the two character official state abbreviation.

8-Ship To Zip Code
Enter the correct zip code for shipping purposes.  (9 numeric)

9-Ship To Contact Person
Enter the contact person’s name at the ship-to location.  (24 alphanumeric)

10-Ship To Phone

Enter the phone number at the ship-to location.

Warehouse File  (Cont’d)
11-Branch
This branch number will be used in the Purchase Order module.  This is used to define the default General Ledger inventory account numbers for the entry of purchase order accounts payable invoices.  (1-255)

Warehouse/Item File Maintenance

When you call this selection from the file maintenance menu, you must enter the following information:

Transaction Date

This field represents the date of the Fiscal Month for which the activity will be performed.  This date should be entered in the following format:  010198.  The system interprets this as 01/01/98.  The slash is inserted by the system.  Enter ERROR to return to the Procedure prompt.  If no date is entered, the system defaults to the current system date.

Fiscal Month

The Fiscal Month of the Transaction Date appears.

To maintain a file, it is necessary to chose one of the following procedure types:

· A’dd:  To add a record to the file, enter A and press Enter.

· C’hange:  To change an existing record, enter C and press Enter.  When you choose to change a record, the Fld prompt appears at the lower left corner of the screen.  Type in the field number which requires a change and press Enter.  The system requests the new data to be entered.

· D’elete:  To delete a current record, enter D and press Enter.  Enter the record number you wish to delete, and the record will be displayed.  The system requests confirmation before deleting with the following prompt:  D’elete or C’ancel.  Enter D to delete.  Enter C to cancel.

· E’nd:   To return to the file maintenance menu, enter E and press Enter.

Warehouse/Item File Maintenance  (Cont’d)
Warehouse/Item File Maintenance

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

Warehouse Number  . . .
Item Number  . . . . . . . . . . . . . . . . . .
2-Minimum on Hand  . . . . . . . .
3-Maximum on Hand  . . . . . . . .
4-Order Quantity  . . . . . . . .
5-LIFO Quantity  . . . . . . . .
6-Bin Location  . . . . . . . .
7-Non-Stock (Y,N)  .
8-Automatic Calculation of Maximum and Minimum (Y/N)  .
9-Days (Minimum Use)  . . .
10-Days (Maximum Use)  . . .







Notes:  ^ = Go back one space









  / = Cancel

Warehouse/Item File Maintenance  (Cont’d)
Warehouse Number

Enter the number of the warehouse that you are adding.  The Warehouse File must be set up before this procedure can be done (see the Warehouse section of this manual).  Maximum entry is 255.

Item Number
Enter the item number that you would like to add to this warehouse.  (18 alphanumeric)

2.  Minimum on Hand
Enter the normal quantity of inventory used within the minimum number of days (days minimum use).  (8 numeric)

3.  Maximum on Hand
Enter the inventory quantity used within the maximum number of days (days minimum use).  (8 numeric)

4.  Order Quantity

Enter the quantity that you should purchase when re-stocking (economic order quantity or vendor’s minimum quantity).  Economic order quantity or EOQ is ordering an amount for the most economical advantage.  Vendor’s minimum quantity is ordering the minimum number that the vendor requires.  (8 numeric)

5.  LIFO Quantity
This field is no longer used.

6.  Bin Location

Enter the bin location in which this item will be stored within this warehouse.  (8 alphanumeric)

7.  Non-Stock
Enter Y or N.  Enter Y if this item is not normally stocked in this warehouse.  Enter N if this item is normally stocked in this warehouse.

8.  Automatic Calculation of Maximum and Minimum

Enter Y or N.  Enter Y if the automatic recalculation of minimum and maximum is desired for this item.  Enter N if no recalculation of minimum and maximum is desired.

Warehouse/Item File Maintenance  (Cont’d)
9.  Days (Minimum Use)
Enter the lead time.  Lead time is the length of time it normally takes to receive the item after the order is placed.  Maximum entry is 366 days.  There is a min/max report to assist in the ordering process.

10.  Days (Maximum Use)
Enter the maximum number of days supply on hand that is needed.  Maximum entry is 366.  There is a min/max report to assist in the ordering process.

Global Record 0

Accounts Receivable Control File Maintenance

Enter Procedure:  C’hange  E’nd  ?

1. Saved value of SYS(29)  . . . . .
2. SYS(29) flag  .
3. Days past due for Interest Charge  . . .
4. Interest rate %  . . . .
5. Sales Tax Method (1 or 2)  .
6. Ageing Period #1  . . .
7. Ageing Period #2  . . .
8. Ageing Period #3  . . .
9. Ageing Period #4  . . .
10. No. of Companies  . . .
11. City Tax (Y/N)  .
12. Next Prospect Number  . . . . . . . .
13. Last Sale Only (Y/N)-hardcopy  .
14. Last Sale Only (Y/N)-screen  .
15. Lockout users from logging on (Y/N)  .
16. Message  ……………………………………………………
17. Automatic Check for E-mail? (Y/N)  .
18. Menu Timeout in Minutes  . .
19. Interrupt Password

20. Auto lockout during EOD processing (Y/N)  .
Global Record 0  (Cont’d)
Accounts Receivable Control File Maintenance

21. Print S/A By Branch in EOD (D/S)  .
22. Next Contact Number (TM, SM, COL)  . . . . . . . .
23. UNIX/NOVELL Data Dir.  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
24. UNIX/NOVELL Copy Command  . . . . . . . . . .
25. Customer Care System (Y/N)  .
26. Col Contact Entry Available in Customer Care (Y/N)  .
27. Customer/Tech Msg File Maint. Available in Customer Care (Y/N)  .
Global Record 1

Order Entry Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Next Order Number:  . . . . . . . .
2. Starting Order Number:  . . . . . . . .
3. Print On Forms Or Paper (F/P)  .
4. Default Cost From O/E Or Item File During Release (O/I)  .
5. Create Custody Records For Serialized Items (Y’es, N’o, P’er Order)  .
6. Print Voided Orders (Y’es, N’o, P’er Order)  .
7. Print Orders During Order Entry (Y/N)  .



Notes:  ^ = Go Back 1 Space





  / = Cancel

Global Record 2

Billing Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Next Invoice/CM Number:  . . . . . . . .
2. Starting Invoice/CM Number:  . . . . . . . .
3. Cost Switch (1=Avg 2=Last):  .
4. Days Past Due For Credit Alert:  . . .
5. Primary Item Type Code:  .
6. Hash Totals For Item Receipts:  .
7. Sales Analysis/General Ledger Interface:  .
8. Last Fiscal Month G/L Was Updated By S/A:  . .
9. Days (Min Use):  . . .
10. Days (Max Use):  . . .
11. Dash Allowed In Item Number:  .
12. Automatic File Enlarging (Y/N):  .
13. City (For Filechecking Rpt):  . . . . . . . . . . . . . . . . . . . .
14. Point Of Sale (Y//N):  .
15. Cost Lockout (Y/N):  .
16. Date Of Last Initialize Index Files:  . . . . . . . .
17. Date Of Last Field Clearing:  . . . . . . . .
18. Update On Order Amounts In Inventory Receipts (Y/N):  .
Global Record 2  (Cont’d)
Billing Control File Maintenance

19. Service Plan Linkage (Y’es, N’o, P’er Invoice/Order):  .
20. Enter Meter Reading (Y’es, N’o, P’er Invoice/Order):  .
21. Verify Freight Charge Prompt (Y/N):  .
Global Record 4

Cash Receipts Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Last Deposit Number:  . . . . . . . .
2. Starting Deposit Number:  . . . . . . . .
3. Non AR Customer Number:  . . . . . . . .
4. AR - GL Interface (Y/N):  .
5. Print AR-GL Posting Rpt In End Of Day (Y/N)  .
6. Print Cash Receipts Journal #1 In End Of Day (D’etail, S’ummary, N’o)  .
7. PMT/COA AR Account Number:  . . . . . . . .
8. PMT/COA Cash Account Number:  . . . . . . . .
9. ADJ Account Number:  . . . . . . . .
15.Tax1 Account Number:  . . . . . . . .
10. S/C Account Number:  . . . . . . . .
16.Tax2 Account Number:  . . . . . . . .
11. INT Account Number:  . . . . . . . .
17.Freight Account Number:  . . . . . . . .
12. D/M Account Number:  . . . . . . . .
18.Discount Account Number:  . . . . . . . .
13. J/E Account Number:  . . . . . . . .
19.  Other Account Number:  . . . . . . . .
14. R/C Account Number:  . . . . . . . .
Global Record 5

Global File Maintenance

Enter Procedure Type  C’hange  E’nd

Global Record #
5

Branch File Maintenance

Branch
Branch
Service
H-Parts
Time

No.
Name
Printer
Printer
Offset

1-  . . .
11-  . . . . . . . . . . . . . . . . . . . .
21-  . . . . .
31-  . . . . .
41-  . . .
2-  . . .
12-  . . . . . . . . . . . . . . . . . . . .
22-  . . . . .
32-  . . . . .
42-  . . .
3-  . . .
13-  . . . . . . . . . . . . . . . . . . . .
23-  . . . . .
33-  . . . . .
43-  . . .
4-  . . .
14-  . . . . . . . . . . . . . . . . . . . .
24-  . . . . .
34-  . . . . .
44-  . . .
5-  . . .
15-  . . . . . . . . . . . . . . . . . . . .
25-  . . . . .
35-  . . . . .
45-  . . .
6-  . . .
16-  . . . . . . . . . . . . . . . . . . . .
26-  . . . . .
36-  . . . . .
46-  . . .
7-  . . .
17-  . . . . . . . . . . . . . . . . . . . .
27-  . . . . .
37-  . . . . .
47-  . . .
8-  . . .
18-  . . . . . . . . . . . . . . . . . . . .
28-  . . . . .
38-  . . . . .
48-  . . .
9-  . . .
19-  . . . . . . . . . . . . . . . . . . . .
29-  . . . . .
39-  . . . . .
49-  . . .
10-  . . .
20-  . . . . . . . . . . . . . . . . . . . .
30-  . . . . .
40-  . . . . .
50-  . . .
Global Record 6

Accounts Payable/General Ledger Control Record


1 - Account # Length  . . . . . . . . . .

2 - Start of Fiscal Year (Mo. 1-12)  . .

3 - Accounts Payable Control Number  . . . . . . . . . .

4 - General Ledger Control Number  . . . . . . . . . .

5 - Chart of Accts Break Point  . . . . . . . . . .

6 - Accounts Payable Account #  . . . . . . . . . .

7 - Discount Account  . . . . . . . . . .

8 - Cash Account  . . . . . . . . . .

9 - Allowance Account  . . . . . . . . . .

10-No. Voucher Lines Per A/P Check  . .

11-A/P Check Format:  S’tandard Or L’aser  .

12-Company Name  ………………………………….

13-A/P Check Writing In Process (Y/N)  .
Global Record 7

Payroll Control File Maintenance



Description
Abbreviation


1-Company Name
2- abrv


3-Next Available W-2 Number


-------------------------------------Deduction Codes----------------------------


4-<Payroll deductions names>
5- abrv


6-

7-


8-


9-


10-

11-


12-


13-


14-


15-


16-


17-


18-


19-


20-


21-


22-


23-


24-Check Printing


25-Pay Register


26-Interface Payroll and General Ledger (Y/N)

Global Record 7  (Cont’d)
Payroll/General Ledger Interface Accounts


1-  Federal Income Tax Withholding Account
GL Account


2-  Cash Account Payroll Checks Post To
GL Account


3-  FICA Liability Account
GL Account


4-  Indiana County Income Tax W/H Account
GL Account


5-  City Income Tax Withholding Account
GL Account


6-  California State Disability Ins Account
GL Account

State Abbreviations and Income Tax Withholding Accounts


7-
8-  GL Account


9-
10-  GL Account


11-
12-  GL Account


13-
14-  GL Account


15-
16-  GL Account


17-
18-  GL Account


19-
20-  GL Account


21-
22-  GL Account


23-
24-  GL Account


25-
26-  GL Account

Global Record 8

Contract Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Next Contract Number:  . . . . . . . .
2. Starting Contract Number:  . . . . . . . .
3. Percent Credited To Service:  . . . . . .
4. Rental Item Type:  .
5. Maintenance Item Type:  .
6. Lease Item Type:  .
7. Automatic Maintenance Price Update:  .
8. Description:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
9. Print Item/Serial (Y/N):  .
10. Print Cancelled Contracts (Y/N):  .
11. Print Cop/Exp/SM - Method 3 (Y/N):  .
12. Prorate Method 5 Contracts (Y/N):  .
13. Override Tax Code Per Line Item (Y/N/P):  .
14. Print Tax Summary Page On Invoices (Y/N/P):  .
15. Number Of Days For Service Meters:  . . .
16. Number Of Months For Meter Estimating (0-12):  . .
17. Provide An Option To Update Serial File Information


Upon Cancellation Of A Rental Contract (Y/N):  .
18. Update Start And Expiration Dates When Base Bills (Y/N):  .
Global Record 9

Coupon Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Coupon System (Y/N):  .
2. Next Coupon Number:  . . . . . . . .
3. Starting Coupon Number:  . . . . . . . .
4. Coupon Access Password:  . . . . . .
5. Realize Cost At Time Of Coupon I’nvoice Or Coupon R’elease:  .
6. Number Of Months For Coupon Expiration Date:  . .
Global Record 10

Service Call Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Next Service Call Number:  . . . . . . . .
2. Starting Service Call Number:  . . . . . . . .
3. No. Created By (0=Dispatch, 1=History, 2=Both):  .
4. Prior History  - Next Call No.:  . . . . . . . .
5. Prior History - Starting Call No.:  . . . . . . . .
6. Days Between Calls For Call Backs:  . . .
7. Days Past Due:  . . .
8. Past Due On C’ontract Invoices, Or A’ll  .
9. Variance % For Est. Meter Reading:  . . . . . . . .
10. Cost/Hour Rate:  . . . . .
11. Verify Freight Charge Prompt (Y/N):  .
12. Service Printer:  . . . . .
13. Primary Item Type Code:  .
14. Opening Time For Dispatch Response Time Calculation (Ex. 800)  . . . .
15. Closing Time For Dispatch Response Time Calculation (Ex. 1700)  . . . .
16. Minolta Dealer Number  . . . . . . . .
17. MiDASS Standalone Switch (Y/N)  .
18. Display Accessories In Service (Y/N)  .
Global Record 10  (Cont’d)
Service Call Control File Maintenance

19. Check For Active Service Calls (Y/N)  .
20. Hold For Parts Printer  . . . . .
21. Form Feed For Parts (Y/N)  .
22. KIA Hrs On Mgr Screen  . . . . . . . .
23. Online Tech Hours Entry (Y/N)  .
24. Mileage Rate  . . .
25. Code Lockout (Y/N)  .
26. Code Exclusion Table (Y/N)  .
27. Display Previous Call’s Messages (Y/N)  .
28. Less Than Prior Meter Reading Lockout (Y/N)  .
29. Default Customer Number In Service  . . . . . . . .
30. Default Branch Number In Service  . . .
31. Measure For Response Ques. When Mark Complete (Y/N)  .
32. Threshold Alert From M’achine File, G’lobal File, N’o  .
33. Threshold Alert Number Of Days  . . .
34. Threshold Alert Number Of Calls  . . .
35. Exclude CC Calls From EMT And CB Calculation (Y/N)  .
36. Exclude PM Calls From EMT And CB Calculation (Y/N)  .
Global Record 10  (Cont’d)
Service Call Control File Maintenance

37. Pager (Y/N)  .
38. Page Length (100/200)  . . .
39. Time Offset (Hours)  . . . .
40. Create Service Calls For Machine Tracking (Y/N)  .
41. Default Technician Number For Machine Tracking  . . . .
42. Default Customer Number For Machine Tracking  . . . . . . . .
43. Custody Service Plan For Machine Tracking  . .
44. Only Include Past Due Invoices Assigned To

The Serviced Machine’s Contract (Y/N)  .
45. Include Option To Print Out Past Due

Invoices In Service Call Entry (Y/N)  .
46. Display Original Tech. On A Callback (Y/N)  .
47. Service Ticket Default When Mark A Call Complete (Y/N)  .
48. Lockout Entering Service Calls For Machines On Inactive Contracts (Y/N)  .
49. Mileage Limit In Ticket Entry, Enter 0 For No Limit  . . . . . . . .
50. Call Time And Date On All Hold Calls From


O’riginal Call Or C’urrent System Date  .
51. Technical Resource Coordinator (TRC) (Y/N)  .
Global Record 10  (Cont’d)
Service Call Control File Maintenance

52. Ability To Override Call Date And Time In Service Call Entry (Y/N)  .
53. Ability To Override Location Fields In Service Call Entry (Y/N)  .
54. Technician Qualification By Zip Code (Y/N)

55. Mark Other Disp. Calls For Tech Next-IP When Dispatch New Call (Y/N)  

56. Display Subtotals During Service Invoicing (Y/N)

57. Skip Any Changes Question In Service Call Entry (Y/N)

58. In Svc Call Entry, Ask Credit Check Question After C'ustomer, After M'achine, B'oth Places, Or D'o Not Ask At All

59. Skip Meter Reading Question In Service Call Entry (Y/N)

60. Skip Transfer To Credit Dept Question In Svc Call Entry (Y/N)

61. Skip Mileage And Vehicle No. In Ticket Entry (Y/N)

62. Assign Past Due Customers To Credit Technician Number (Y/N)

63. Assign Customers With AR Bal.Greater Than Limit To Credit Tech Also (Y/N)

64. Enter Credit Technician Number 

65. Enter Password To Reassign Calls Off Of Credit Tech's Screen

66. Page Phone Number From C'ustomer Record Or S'erial Record

67. Display Accessories From A'ccessory File Or S'erial File    

68. Print Invoice After Service Ticket Completion (Y/N) 

Global Record 11
Global File Maintenance

Enter Procedure Type  C’hange  E’nd

Global Record #     11


Terms Code
Fld
Description


0
0 -
. . . . . . . . . . . . . . . . . . . .

1
1 -
. . . . . . . . . . . . . . . . . . . .

2
2 -
. . . . . . . . . . . . . . . . . . . .

3
3 -
. . . . . . . . . . . . . . . . . . . .

4
4 -
INSTALLMENTS


5
5 -
. . . . . . . . . . . . . . . . . . . .

6
6 -
. . . . . . . . . . . . . . . . . . . .

7
7 -
. . . . . . . . . . . . . . . . . . . .

8
8 -
. . . . . . . . . . . . . . . . . . . .

9
9 -
. . . . . . . . . . . . . . . . . . . .

Description: 
Terms Code Record

Enter terms codes for types of customer payments.  Terms Code 4 is hard-coded as installment.

Global Record 12
Global File Maintenance

Enter Procedure Type  C’hange  E’nd

Global Record #     12


Sales Class
Fld
Description


1
1 -
. . . . . . . . . . . . . . . . . . . .

2
2 -
. . . . . . . . . . . . . . . . . . . .

3
3 -
CASH


4
4 -
. . . . . . . . . . . . . . . . . . . .

5
5 -
. . . . . . . . . . . . . . . . . . . .

6
6 -
. . . . . . . . . . . . . . . . . . . .

7
7 -
. . . . . . . . . . . . . . . . . . . .

8
8 -
. . . . . . . . . . . . . . . . . . . .

9
9 -
. . . . . . . . . . . . . . . . . . . .

10
10 -
TELEMARKETING


Description: 
Sales Class Record

Enter codes for types of sales (i.e., sales rep, telephone, walk-in, etc).  Sales Class Code 3 is hard-coded as cash sale, and Sales Class Code 4 is hard-coded as telemarketing sale.

Global Record 13
Ship Via File Maintenance

Enter Procedure Type  C’hange  or  E’nd  ?

1. Ship Via 1:  . . . . . . . . . .
2. Ship Via 2:  . . . . . . . . . .
3. Ship Via 3:  . . . . . . . . . .
4. Ship Via 4:  . . . . . . . . . .
5. Ship Via 5:  . . . . . . . . . .
6. Ship Via 6:  . . . . . . . . . .
7. Ship Via 7:  . . . . . . . . . .
8. Ship Via 8:  . . . . . . . . . .
9. Ship Via 9:  . . . . . . . . . .
10. Ship Via 10:  . . . . . . . . .
Global Record 14
Purchase Order Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Next Purchase Order Number:  . . . . . . . . . .
2. Last Purchase Order Printed:  . . . . . . . . . .
3. Next Batch Purchase Order Number:  . . . . . . . . . .
4. Starting Batch Purchase Order Number:  . . . . . . . . . .
5. Purchase Order System (Y/N):  .
6. Enter Customer Number For Direct Ship P.O. (Y/N):  .
7. Allow Change Of Prepaid Field In File Maint. (Y/N):  .
8. Password To Allow Change Of Prepaid Field:

9. Sold To Name:  . . . . . . . . . . . . . . . . . . . . . . . . .
10. Sold To Address 1:  . . . . . . . . . . . . . . . . . . . . . . . . .
11. Sold To Address 2:  . . . . . . . . . . . . . . . . . . . . . . . . .
12. Sold To Address 3:  . . . . . . . . . . . . . . . . . . . . . . . . .
13. Sold To City:  . . . . . . . . . . . . . . . . .
14. Sold To State:  . .
15. Sold To Zip Code:  . . . . . . . . .
16. Sold To Contact Person:  . . . . . . . . . . . . . . . . . . . . . . . . .
17. Sold To Phone Number:  . . . . . . . . . . . .
Global Record 14  (Cont’d)

Purchase Order Control File Maintenance

18. Ship To Name:  . . . . . . . . . . . . . . . . . . . . . . . . .
19. Ship To Address 1:  . . . . . . . . . . . . . . . . . . . . . . . . .
20. Ship To Address 2:  . . . . . . . . . . . . . . . . . . . . . . . . .
21. Ship To Address 3:  . . . . . . . . . . . . . . . . . . . . . . . . .
22. Ship To City:  . . . . . . . . . . . . . . . . .
23. Ship To State:  . .
24. Ship To Zip Code:  . . . . . . . . .
25. Ship To Contact Person:  . . . . . . . . . . . . . . . . . . . . . . . . .
26. Ship To Phone Number:  . . . . . . . . . . . .
27. Type Of Order 1:  . . . . . . . . . .
28. Type Of Order 2:  . . . . . . . . . .
29. Type Of Order 3:  . . . . . . . . . .
30. Type Of Order 4:  . . . . . . . . . .
31. Type Of Order 5:  . . . . . . . . . .
32. Type Of Order 6:  . . . . . . . . . .
33. Type Of Order 7:  . . . . . . . . . .
34. Type Of Order 8:  . . . . . . . . . .
35. Type Of Order 9:  . . . . . . . . . .
36. Type Of Order 10:  . . . . . . . . .
37. Print P.O. On F’orms Or P’aper:  .
Global Record 14  (Cont’d)

Purchase Order Control File Maintenance

38. Chain To Vendor Item File When Adding Items To Item File (Y/N):  .
Global Record 15
Handling Status File Maintenance


Handling Status Description


1.  . . . . . . . . . . . . . . . . . . . .

2.  . . . . . . . . . . . . . . . . . . . .

3.  . . . . . . . . . . . . . . . . . . . .

4.  . . . . . . . . . . . . . . . . . . . .

5.  . . . . . . . . . . . . . . . . . . . .

6.  . . . . . . . . . . . . . . . . . . . .

7.  . . . . . . . . . . . . . . . . . . . .

8.  . . . . . . . . . . . . . . . . . . . .

9.  . . . . . . . . . . . . . . . . . . . .

10.  . . . . . . . . . . . . . . . . . . . .

11.  . . . . . . . . . . . . . . . . . . . .

12.  . . . . . . . . . . . . . . . . . . . .

13.  Collection System (Y/N):  .

14.  Ability To Release Active H-CREDIT Service Call (Y/N):  .

15.  Ability To Change Customer Credit Alert Status (Y/N):  .

16.  Dunning Letter - Number Of Lines For Top Margin:  . .

17.  Dunning Letter - Number Of Lines Spaces For Left Margin:  . .

18.  Dunning Letter - Second Sheet Letterhead (Y/N):  .

Global Record 16
Disposition File Maintenance


Disposition Description


1.  . . . . . . . . . . . . . . . . . . . .

2.  . . . . . . . . . . . . . . . . . . . .

3.  . . . . . . . . . . . . . . . . . . . .

4.  . . . . . . . . . . . . . . . . . . . .

5.  . . . . . . . . . . . . . . . . . . . .

6.  . . . . . . . . . . . . . . . . . . . .

7.  . . . . . . . . . . . . . . . . . . . .

8.  . . . . . . . . . . . . . . . . . . . .

9.  . . . . . . . . . . . . . . . . . . . .

10.  . . . . . . . . . . . . . . . . . . . .

11.  . . . . . . . . . . . . . . . . . . . .

12.  . . . . . . . . . . . . . . . . . . . .


Notes:  ^ = Go Back 1 Space  / = Cancel

Global Record 17
Service Parameter File Maintenance


Srv. Param
Fld
Description


1
1 -
. . . . . . . . . . . . . . . . . . . .

2
2 -
. . . . . . . . . . . . . . . . . . . .

3
3 -
. . . . . . . . . . . . . . . . . . . .

4
4 -
. . . . . . . . . . . . . . . . . . . .

5
5 -
. . . . . . . . . . . . . . . . . . . .

6
6 -
. . . . . . . . . . . . . . . . . . . .

7
7 -
. . . . . . . . . . . . . . . . . . . .

8
8 -
. . . . . . . . . . . . . . . . . . . .

9
9 -
. . . . . . . . . . . . . . . . . . . .



Notes:  ^ = Go Back 1 Space





  / = Cancel

Global Record 18
Printer Maintenance

Enter Procedure Type:  A’dd,  C’hange,  D’elete,  L’ist,  Or  E’nd  A

Printer / Printer /
Printer/
Printer/Device

Device # Device Type
Device Name
Printer/Device Description
IP Addresses


L’ocal = A Printer On This La Crosse System


M’edia = Disk File


N’etwork = A Printer On A (Remote) Network


Notes:  ^ = Go Back 1 Space  / = Cancel

Global Record 19
Contract Commitment Control File Maintenance

Enter Procedure Type  C’hange  E’nd

1. Commitment System (Y/N):  .
2. Next Voucher Number:  . . . . . . . .
3. Starting Voucher Number:  . . . . . . . .
4. Calculate Proposed Meter Renewals (Y/N):  .
5. Percent Increase For Proposed Meter Renewals:  . .
6. Automatically Setup Vouchers (Y/N):  .
7. Number Of Days For Service Meters:  . . .
8. Percentage Full For Meter Renewals:  . . .
9. Item Type For Accessories:  .
10. Create Contract History (Y/N):  .
11. Create Meter File (Y/N):  .
12. Number Of Days For Voucher Expiration Date:  . . . .
Sales Analysis General Ledger Interface  (Cont’d)
Sales Analysis General Ledger Interface is found on the Billing File Maintenance Menu (3-1-16).  The purpose of the Sales Analysis General Ledger Interface is to define the sales and cost related journal entries for the month.

The Sales Analysis General Ledger File must be setup for every combination of service plan, branch, and product class that could be used on a billable or non-billable invoice/service ticket or credit memo.  For example, if a particular type of contract includes supplies, parts, consumables, and labor, the Sales Analysis General Ledger Interface must be setup for all product classes that include these items.  Also, the relevant contract product classes must also be included in the  interface for this service plan.  If a particular combination of service plan, branch, and product class is not defined in this file but is used during the month, the journal entry will be both a debit and a credit to the system posting account.

Every time a new service plan (SD-3-10), branch (BI-3-18-5), or product class (BI-3-1-7) is setup, the Interface File needs to be revised.  The system checks for valid product class codes, valid service plan codes, valid chart of account numbers, and duplicate records when adding new records.  For product classes that have no cost or inventory accounts (i.e., maintenance, setup a wash account to handle the journal entry).  We suggest 999999.  Also, when defining the interface initially, the system error account (99999999) must be added to the General Ledger Chart of Accounts (GL-3-1).  Once the Sales Analysis General Ledger File Maintenance is setup, the flag must be set to allow the system to do the journal entries.  This flag is in Global Record 2 (BI-3-1-18).  Be sure that no one is on the system when accessing this file.

The Branch Item Sales Report (BI-4-2-3) is the report that will update the General Ledger at the end of the month.  When this report is run, it must be printed for all dates and all branches.  When run in this manner and the global record is set to update the General Ledger, a question regarding updating the General Ledger will be displayed.  When a Y is entered, the Sales Distribution Report will also print.  This report (GL-4-11) lists the journal entries that the system made based on the interface.

Sales Analysis General Ledger Interface  (Cont’d)
Note:  If any product classes are split between two General Ledger accounts, a journal entry will have to be made to split the amount.  In other words, the system can only update one account.

At the end of the month, the system manager needs to verify that the revenue posted to the Accounts Receivable General Ledger account is the same as the month-to-date net sales on the Invoice Register (BI-4-1-2), Sales Tax Register (BI-4-1-9), and Detail Item Sales Report (BI-4-2-3).  The system manager should also check the system posting error account (99999999) to verify all records for the Sales Analysis General Ledger Interface are defined.  If there are entries in this account, they need to be researched to find the correct General Ledger accounts that should have been updated and then journalize these entries (GL-1-2).  These records should then be defined in the Sales Analysis General Ledger Interface (BI-3-1-16).

Sales Analysis General Ledger Interface  (Cont’d)
Sales Analysis/General Ledger

Enter Procedure Type  A’dd  C’hange  D’elete  E’nd

1.  Branch  . . .
2.  Service Plan  . .
3.  Product Class  . . . .
4.  Sales Debit Acct#  . . . . . . . .
5.  Sales Credit Acct#  . . . . . . . .
6.  Cost Debit Acct#  . . . . . . . .
7.  Cost Credit Acct#  . . . . . . . .
8.  Last Fiscal Month Updated  . .

Notes:  ^ = Go back one space


  / = Cancel

Sales Analysis General Ledger Interface  (Cont’d)
Branch
Enter the branch number that will be used for this combination.  This number can be from 1 to 255.  (3 numeric)

Service Plan
Enter a valid service plan that will be used for this combination.

Product Class
Enter a valid product class that will be used for this combination.  (4 numeric)

Sales Debit Account Number
Enter a valid General Ledger number that will be used for this combination.  This is normally the Accounts Receivable General Ledger account number for the particular branch.  (8 numeric)

Sales Credit Account Number
Enter a valid General Ledger number that will be used for this combination.  This is normally the revenue General Ledger account number.  (8 numeric)

Cost Debit Account Number

Enter a valid General Ledger number that will be used for this combination.  This is normally the cost of goods sold General Ledger account number if you have a perpetual inventory.

Cost Credit Account Number

Enter a valid General Ledger number that will be used for this combination.  This is normally the inventory General Ledger account number if you have a perpetual inventory.  (8 numeric)

Last Fiscal Month Updated

Enter in the last month the system automatically updated the General Ledger based upon the Sales Analysis General Ledger Interface.  If this is the first time that this will be used, the operator may accept the default of 0.  (2 numeric between 1 and 12)

Post Orientation Questionnaire

1. Did you decide to use phone numbers as customer numbers?  If not, please explain.  How many digits did you use?

2. Did you use a number from 1-255 for all salesman/service technician numbers, warehouses, and branch codes?  If not, please explain.

3. What numbers did you decide to use for your inventory items (i.e. machines, parts, and supplies)?

4. Explain or give examples of the significance of product families to your item numbers and your General Ledger sales and cost of sales and cost of sales accounts.

5. How many digits are you using for your chart of account numbers?  Did you use our recommended numbering scheme (i.e. 1 for assets, etc.)?

Post Orientation Questionnaire  (Cont’d)

6. Of the three dealerships listed below, which manufacturers does your dealership represent?




Manufacturer

Manufacturer

Manufacturer

Copiers

___________
___________
___________

Typewriters

___________
___________
___________

Audio Visual

___________
___________
___________

7. We will review this together.  Please write down any other questions you may have concerning these points or any other facet of the orientation.

Parameter Setup

 7/08/97               Financial Report File Maintenance                   8:04 

                                 BALANCE SHEET 1                                

               Enter Procedure Type  A'dd  C'hange  D'elete  N'ext  E'nd        

 1 Sequence Number                         8 Starting Account No.               

 2 Content(C'omment A'ccounting)           9 Ending Account                     

 3 C'enter Line(Cr=No)                    10 Sequence No. For Ratios            

 4 P'rint Line(Cr=No)                     11 Level(0 To 10)                     

 5 I'ndent Line(0 To 80)                  12 C'lear Level(Cr=No)                

 6 O'verride Description(Cr=No)           13 D'ebit Or C'redit                  

 7 E'ject Page(Cr=No)                     14 Line Spacing(0 To 10)              

15 Comment/Description(30 Characters)                                           

                                   Add Procedure Notes:  ^ = Go Back 1 Space    

                                                         / = Cancel             

Available Financial Parameters are: BALSHT1, BALSHT2, BALSHT3, INCOME1, INCOME2, INCOME3, INCOME4.  Samples of the financial statements are located in the Orientation Manual.  Proper setup of Sequence 1 is illustrated in the Copying Financial Parameter information.

1.  Sequence Number
This number dictates how the lines appear on the financials.   Suggested line numbering is to start at 100 and increment by at least 20.  At major logic breaks (i.e.  in between total assets and liability heading) leave 200 spacing.   Sequence number 1 must be setup properly for the parameters to work.

2.  Content
All lines/sequence numbers that have a General Ledger account or a total must be A for Accounting.  All lines that are for comments must be C for Comment.

3.  Center Line

Enter C to center this sequence number’s description on the page.

Parameter Setup  (Cont’d)
4.  Print Line
Enter P to print this sequence number on the financial.  There are circumstances where you may want to group a non-consecutive range of General Ledger account numbers with one total without itemizing.  In this instance, you would not want the individual accounts to print.

5.  Indent Line
Enter the number of characters the sequence number description should be indented.

6.  Override Description
Enter O to take the description of this sequence number from Field 15 rather than the chart of accounts.  An O must be input for total lines, lines that include a range of General Ledger account numbers, and comment lines that are not using a General Ledger account number.

7.  Eject Page
Enter E to place this sequence number first on the page.

8.  Starting Account Number
Enter the General Ledger account number you wish to print on this line.  If you are including a total of a range of General Ledger accounts, enter the beginning account of the range.

9.  Ending Account Number
Enter the ending General Ledger account number if there is a range for this sequence number.  Leave this blank if this sequence line is for one General Ledger account only.

10.  Sequence Number For Ratios
This is used for income statements only.  It is used for the calculation of the ratio of one sequence number to another.

Parameter Setup  (Cont’d)
11.  Level

This is how the system calculates the financial.  Any sequence number that has a General Ledger account in it must be a level 0.   Listed below is an example of how the levels operate.


0


0


1


0


0


1


2


0


1


0


1


2


3


0


1


0


2


0


3

12.  Clear Level
Enter C along with a 9 in the Level field to start over the math levels.

13.  Debit or Credit
Enter D for debit or C for credit type account.  This is the type of the General Ledger account number on this line or what the normal balance for the total should be.   This field is irrelevant for comment lines.

14.  Line Spacing
Enter the number of blank lines to place above this sequence number.

15.  Description
Enter the description of a comment or a total line when overriding the normal chart of account description or entering a range of General Ledger account numbers.

Financial Parameters-SuperDOS

Step 1:  Copy
1.  Log into the BEGIN password.

2.  To copy from Current Year to Current Year:

· For Income 2 From Income 1, enter >COPY/D  5:15:INCOME2.* 5:15:INCOME1.*

· For Income 3 From Income 1, enter >COPY/D  5:15:INCOME3.* 5:15:INCOME1.*

· For Income 4 From Income 1, enter >COPY/D  5:15:INCOME4.* 5:15:INCOME1.*

· For Balance Sheet 2 From Balance Sheet 1, enter >COPY/D  5:15:BALSHT2.* 5:15:BALSHT1.*

· For Balance Sheet 3 From Balance Sheet 1, enter >COPY/D  5:15:BALSHT3.* 5:15:BALSHT1.*

3. To copy from This Year to a Previous Year:
· For Income 1 From Income 1, enter >COPY/D 5:15:INCOYR1.* 5:15:INCOME1.*
· For Income 2 From Income 1, enter >COPY/D  5:15:INCOYR2.* 5:15:INCOME1.*

· For Income 3 From Income 1, enter >COPY/D  5:15:INCOYR3.* 5:15:INCOME1.*

· For Income 4 From Income 1, enter >COPY/D  5:15:INCOYR4.* 5:15:INCOME1.*

· For Balance Sheet 1 From Balance Sheet 1, enter >COPY/D 5:15:BALSYR1.* 5:15:BALSHT1.*

· For Balance Sheet 2 From Balance Sheet 1, enter >COPY/D  5:15:BALSYR2.* 5:15:BALSHT1.*

· For Balance Sheet 3 From Balance Sheet 1, enter >COPY/D  5:15:BALSYR3.* 5:15:BALSHT1.*

4. To copy all income statements from This Year to a Previous Year, enter >COPY/F/D  5:15:INCOYR?.*  5:15:INCOME?.*

5. To copy all balance sheets from This Year to a Previous Year, enter >COPY/F/D  5:15:BALSYR?.*  5:15:BALSHT?.*

Financial Parameters-SuperDOS  (Cont’d)
6. To copy from a Previous Year to a Previous year:

· For Income 2 From Income 1 enter, >COPY/D  5:15:INCOYR2.* 5:15:INCOYR1.*

· For Income 3 From Income 1, enter >COPY/D  5:15:INCOYR3.* 5:15:INCOYR1.*

· For Income 4 From Income 1, >COPY/D  5:15:INCOYR4.* 5:15:INCOYR1.*

· For Balance Sheet 2 From Balance Sheet 1, enter >COPY/D  5:15:BALSYR2.* 5:15:BALSYR1.*

· For Balance Sheet 3 From Balance Sheet 1, enter >COPY/D  5:15:BALSYR3.* 5:15:BALSYR1.*

7. To copy from Previous Year to Current Year:

· For Income 1 From Income 1, enter >COPY/D 5:15:INCOME1.* 5:15:INCOYR1.*

· For Income 2 From Income 1, enter >COPY/D  5:15:INCOME2.* 5:15:INCOYR1.*

· For Income 3 From Income 1, enter >COPY/D  5:15:INCOME3.* 5:15:INCOYR1.*

· For Income 4 From Income 1, enter >COPY/D  5:15:INCOME4.* 5:15:INCOYR1.*

· For Balance Sheet 1 From Balance Sheet 1, enter >COPY/D 5:15:BALSHT1.* 5:15:BALSYR1.*

· For Balance Sheet 2 From Balance Sheet 1, enter >COPY/D  5:15:BALSHT2.* 5:15:BALSYR1.*

· For Balance Sheet 3 From Balance Sheet 1, enter >COPY/D  5:15:BALSHT3.* 5:15:BALSYR1.*

8. To copy all income statements from a Previous Year to the Current Year, enter >COPY/F/D  5:15:INCOME?.*  5:15:INCOYR?.*

9. To copy all balance sheets from a Previous Year to the current Year, enter >COPY/F/D  5:15:BALSHT?.*  5:15:BALSYR?.*

*YR= Appropriate year

Financial Parameters-SuperDOS  (Cont’d)
Step 2:  Change Sequence 1
1. Log into General Ledger/File Maintenance/Financial Reporting Parameters, GL-3-2.

2. Enter the file name of the file you wish to change along with the appropriate year.

3. Change Sequence 1 to reflect the following fields:

 3/20/97               Financial Report File Maintenance                  12:27

                                INCOME STATEMENT 1                             

               Enter Procedure Type  A'dd  C'hange  D'elete  N'ext  E'nd  C    

 1 Sequence Number(Must Be 1)              1 10 Month  1 Ending Date    9/30 D 
 2 Column Output(1 Or 2)                   A 11 Month  2 Ending Date   10/31   

 3 Account Divisor(1,10,100,Etc)        1000 12 Month  3 Ending Date   11/30   

 4 Start Of Fiscal Year(1 To 12)           9 13 Month  4 Ending Date   12/31   

 5 Periods In Year(1 To 13)               12 14 Month  5 Ending Date    1/31   

 6 Company Number                            15 Month  6 Ending Date    2/29   

 7 Maximum Levels(1 To 10)                 9 16 Month  7 Ending Date    3/31   

 8 R'atios Desired(Cr=No)                  B 17 Month  8 Ending Date    4/30   

 9 Page Width(80 Or 132)                   C 18 Month  9 Ending Date    5/31   

                                             19 Month 10 Ending Date    6/30   

                                             20 Month 11 Ending Date    7/31   

                                             21 Month 12 Ending Date    8/31   

                                             22 Month 13 Ending Date           

                                   Add Procedure Notes:  ^ = Go Back 1 Space   

                                                         / = Cancel            

Fld                                                                            
Financial Parameters Set Up Information
MENU #
REPORT
RATIOS
COL
WIDE

A
B
C

1
BALSHT1
R
1 or 2
80

2
BALSHT2
---
1
80

3
BALSHT3
R
1
132

4
---
---
---
---

5
TRLBAL1
---
2
132

6
---
---
---
---

7
INCOME1
R
1
80

8
INCOME2
---
1
132

9
INCOME3
R
1
132

10
INCOME4
R
1
132

11
---
---
---
---

12
---
---
---
---

D  Fields 4 and 10 through 21 will depend on your fiscal year.

Accounts Receivable Conversion Syllabus for Trainers

Customer Name_________________

Customer Number_______________

I.  
Documentation Needed

___A.
Accounts Receivable Manual

___B.
Procedures Manual

II. 
Prior Preparation

___A.
Call customer to answer questions and ensure understanding of phase.

___B.
Discuss special situations they may have and attain solutions prior to 
your trip.

___C.
Confirm that the statement forms have been received.

___D.
Confirm trip time, hotel, etc.

___E.
Customer must balance their present Accounts Receivable system and have 
a final figure to attain upon completion of conversion.

___F.
Customer stops posting to present system once they have the final figure until 
conversion is completed.

___G.
Run an Aged Trial Balance (ATB) or similar report if converting from a 
computer system.

___H.
Run an adding machine tape if converting from a manual system.

___I.
Record and highlight on customer ledger cards or on ATB, customer 
numbers (if different), Invoice number, Credit Memo numbers, and the 
balances of those that are open that will be part of the conversion. 

Accounts Receivable Conversion Syllabus for Trainers  (Cont’d)

III.  Accounts Receivable Conversion

___A.
Emphasize the importance of using the last day of the conversion month as 
the transaction date.

___B.
Complete posting of one customer account and do an inquiry to determine if 
all is working correctly.

___C.
Post all open invoices, credit memos, etc. using the AR Conversion program.

___D.
Special Note:  For open cash on accounts and payments, emphasize that 
they must be entered as a credit memo in this procedure.

___E.
All posting of account information completed (date).

___F.
Print Aged Trial Balance.

___
1.  Check ATB total against final figure customer had attained to be sure both


systems balance.

___G.
Conversion completed.  You will never use this program again.

VI.  Post Conversion

___Follow up on any questions or concerns which need to be addressed.

___Follow up call to customer to be certain all is going well.

Customer Signature ______________________________________

Accounts Receivable Syllabus for Trainers

Customer Name_________________

Customer Number_______________

I.  Documentation Needed

___A.
Accounts Receivable Manual

___B.
Procedures Manual

II.  Prior Preparation

___A.
Accounts Receivable conversion complete.

III.  Invoice/Credit Memo Posting

___A.
Enter transactions for the current month (from conversion date to current 
date) using the Invoice/CM Posting program.

___B.
Emphasize importance of entering the date the invoices and credit memos 
were done in the Transaction Date field.

___C.
When you run End-of-Day processing program, remember to press return at 
the menu date.  The system picks up all dates on which transactions have 
occurred.

___D.
Check accounts for accuracy.  Use only for one month or dual reporting.

IV.  Post Invoice/Credit Memo Posting

___A.
Follow up on any questions or concerns which need to be addressed.

___B.
Follow up call to customer to be certain all is going well.

Customer Signature______________________________________

Cash Receipts and End-Of-Day Balancing Training

Customer Name_________________

Customer Number_______________

I.  Cash Receipts Training

___A.
Write up manual cash receipt log (see format).

___B.
Enter transactions for the current month (from the conversion month to the 

current date) using the Cash Posting procedure from the AR menu, 1-2.1

1.
Use the transaction date (from the menu) that matches the actual date of 

the deposit.

___C.
After each deposit is entered, end the batch and print the Cash Receipts 
Journal from the AR menu, 4-1-4.

___D.
Explain the difference between Deposit Amount and AR Credit.

___E.
Review all TAC’s (Transaction Accounting Codes).

1.  PMT = Payments (Note:  Emphasize importance of not doing negative


payments.  Have the customer call LMS to fix problems that need a 
negative payment.  Allowances are assumed to be negative.)

2.  COA = Cash on Account (no invoice on the system to which the payment


should be applied).

3.  ADJ = Adjustments (positive or negative write-offs).

4.  CMT = Credit Memo Transfers (transfers of credit memoranda to open


invoices).

5.  S/C = Service Charge (positive or negative write-offs).

6.  R/C = Returned Checks.

7.  J/E = Journal Entry (Adjusted amounts that the journal entry will be done at


this time or was previously done).

Cash Receipts and End-Of-Day Balancing Training  (Cont’d)

II.  Balancing

___A.
Run the end-of-day procedure.

1.  Emphasize importance of doing daily.

2.  During the end-of-day procedure, be sure to use the current date as the transaction date so all days are included.2
3.  Check the reports for accuracy and balancing using AR Daily Log (see


examples).

a.  Invoice/CM register

b.  Stock Activity - Inventory

c.  Cash Receipts Journal printed after the deposits

d.  Transaction Register

e.  Adjustment Register

f.  Daily Accounts Receivable Total

g.  Cash Sales Register

h.  Sales Tax Summary

i.  File Checking Report

4.  Create audit trail between “old” and The La Crosse System.

a.  Verify amounts

(1)  Invoices

(2)  Credit Memos

(3)  Cash Receipts

(4)  Misc. Adjustments

Cash Receipts and End-Of-Day Balancing Training  (Cont’d)
III.  Miscellaneous

___A.
Dual processing recommended for minimum of one month.

___B.
All billing, credit memoranda, and cash receipts now done on The La Crosse 

System as well as old system.

IV.  Understanding of next phase

1  Be sure all invoices that are being paid have been entered into the system.

2  All users must be off the system during the end-of-day processing.

AP Conversion Checklist

Customer Name_________________

Customer Number_______________

Pre-Conversion

___AP/AR Conversion (Phase II) letter sent.

___Travel reservations confirmed and customer notified of arrival time.

___Customer has Vendor Files complete on the system.

___Check to see that they have received their AP checks.

___Gather all invoices and credit memos that are open (unpaid) as of the last day of 
the conversion month.

___Record the vendor number on each invoice.

___Run a total of all unpaid invoices and open credit memos to be entered on the 
system.

Conversion - Step 1

___Set up Global Record #6.

___Override travel date to the last day of Mt-Conv.

___Set up Account #1 in your Chart of Accounts.  Title is “AP Conversion”.  Code 
it as a D (Debit) account and Current Fiscal Year (Y).

___Post all unpaid invoices onto the system using AP Invoice Posting.  Record the 
system assigned control number on each invoice.  Enter discounts, if any.  If 
you wish to realize discounts in the conversion month, enter now.  If you want to 
realize it in the current month, do during AP check writing.

AP Conversion Checklist  (Cont’d)

___Post all open credit memos using Credit Memo Posting.  If credit memo applies 
to a specific invoice use the control number assigned to that invoice.  If the credit 
memo applies to the account (to no specific invoice or a paid invoice not part of 
conversion), simply return at the control number (One will be automatically 
assigned.  Record this on the Credit Memo) and the credit memo will be applied 
to the vendor’s 
account.  Record system-assigned control number on the credit 
memo.

___All open invoices and credit memos have been entered onto the system.

___The following reports should be run and used to verify that the system balances 
with your old system:


___A/P Aged Trial Balance

___Cash Requirements Index Build


___Purchase Journal by Vendor
___Vendor Cash Requirements


___Purchase Journal by Voucher
___Due Date Cash Requirements


___A/P Transaction Register

___G/L Detail Report

___System Balances.

___Run Purges (File Maintenance Menu--10 first then 6 - 9).

___Run Initialize Index Files (#12 on file maintenance menu).

___Go to AP/GL End-of-Year procedures and follow steps 4 - 8.

___Do inquiry on Account #1 to be sure amount has moved to last year.

___DELETE ACCOUNT #1

___Conversion is successfully completed.

AP Conversion Checklist  (Cont’d)

Conversion - Step 2

___Any bills that have been paid between the last day of the conversion month and 
the actual date conversion were completed are entered through check writing 
conversion.  (Print on paper as the check is already issued.  We are just entering 
the information so it is recognized by the system.)  The system asks for check # 
used during conversion only.

___The following AP Training completed:


___AP Invoice Entry


___AP Check Clearing


___AP Invoice Voids


___Manual Check Entry


___Credit/Debit Memo Entry

___Manual Check Voids


___AP Check Writing


___Expense Redistribution


___AP Check Voids


___Payment Status Change

___Check that the new system balances with the old system using the AP reports.

___Discuss AP Daily, End-of-Month, and End-of-Year procedures.

___Instruct them to run Maintenance Audit Report once per month and answer yes 
to delete the audit change file.

___Discussion of next step involved in putting them on the system.

Post Conversion

___Follow up on questions that needed to be addressed.

___Follow up phone call to answer possible questions.

Contract Set-Up

Contract Set-Up Procedure

Enter Contract Type  R’ental  M’aintenance  L’ease  E’nd     M

I. Customer Information

1.  Ship To  . . . . . . . .
6.  Sold To  . . . . . . . .
2.  Name  . . . . . . . . . . . . . . . . . . . . . . . . .
3.  Address1  . . . . . . . . . . . . . . . . . . . . . . . . .

4.  Address2  . . . . . . . . . . . . . . . . . . . . . . . . .

5.  Address3  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

7.  Branch  . . .
19.  City Tax Code  . . . . .
8.  Company No.  . . .
20.  Tax Exempt Code  . .
9.  Sales Rep #1  . . . .
21.  Terms  .
10.  Sales Rep #2  . . . .
22.  Order No.  . . . . . .
11.  Sales Rep Per Line Item? (Y/N)  .
23.  PO/Ref.  . . . . . . . . . . . . . . .
12.  County  . . . . .
24.  Contact Name . . . . . . . . . . . . . . . . . . . .
13.  Service Zone  . . . . .
25.  Batch Bill (Y/N)  .
14.  Service Terr.  . . . . .
15.  Tax Code1  . . . . .
16.  Tax Code2  . . . . .
17.  Tax Code Per line Item? (Y/N)  .
18.  Print Summary Page on Invoice (Y/N)  .
Enter ‘^’ To Go Back 1 Field  -  Enter ‘/’ To Cancel Screen

Contract Set-Up  (Cont’d)
Contract Set-Up Procedure

Enter Contract Type  R’ental  M’aintenance  L’ease  E’nd

* Maintenance *

II.
Billing Information

*Contract*
*Meter*

26.  Start Date  . . / . . / . . 
33.  Billing Method  .
27.  Expiration Date  . . / . . / . .
34.  Billing Period  . .

28.  Equity Exp. Date  . . / . . / . .
35.  First Due Date  . . / . . / . .

29.  Billing Period  . .

36.  Bill Days  . .

30.  First Due Date  . . / . . / . .
37.  Expiration/Copies  . . . . . . .

31.  Bill Days  . .

38.  Days Before 1st Reading  . . .

32.  Bill in Arrears  .

39.  Auto Renewal  .




40.
Group Bill #  . . . . . . . .

Meter Billing (Y/N)?  .
Enter ‘^’ To Go Back 1 Field  -  Enter ‘/’ To Cancel Screen

Contract Set-Up  (Cont’d)


* Maintenance *

Contract No.  ***
III. Machine Information

1.  Item No.  . . . . . . . . . . . . . . . . . .
2.  Description  . . . . . . . . . . . . . . . . . .
3.  Quantity  . . . .

4.  Base Rate  . . . . . . .

5.  Cost  . . . . . .

Level  
SA No. (Machine)
SP

Amount

1

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

. . . . . . . .

Tax Cd 1:  . . . . .

Tax Cd 2:  . . . . .

Sales Rep 1:  . . . .
Sales Rep 2:  . . . .
Level  
SA No. (Machine)
SP

Amount

2

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

. . . . . . . .

Tax Cd 1:  . . . . .

Tax Cd 2:  . . . . .

Sales Rep 1:  . . . .
Sales Rep 2:  . . . .
Level  
SA No. (Machine)
SP

Amount

3

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

. . . . . . . .

Tax Cd 1:  . . . . .

Tax Cd 2:  . . . . .

Sales Rep 1:  . . . .
Sales Rep 2:  . . . .
Level  
SA No. (Machine)
SP

Amount

4

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

. . . . . . . .

Tax Cd 1:  . . . . .

Tax Cd 2:  . . . . .

Sales Rep 1:  . . . .
Sales Rep 2:  . . . .

Level  
SA No. (Machine)
SP

Amount

5

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

. . . . . . . .

Tax Cd 1:  . . . . .

Tax Cd 2:  . . . . .

Sales Rep 1:  . . . .
Sales Rep 2:  . . . .
Prior Start Date  . . . . . .
Prior End Date  . . . . . .
Prior Bill Period  . .

Current Liab.  . . . . . . . .
Liability Account  . . . . . . . .
Revenue Account  . . . . . . . .
Prior Base Rate  . . . . . . . .
Prior Liability  . . . . . . . .
Income Cont. YTD  . . . . . . . .
Income Fiscal YTD  . . . . . . . .
OK? (Y/N)

Contract Set-Up  (Cont’d)

Item:  ***

* Maintenance *

Contract No.:  ***
1.  Serial No.  . . . . . . . . . . . . . . . . . .
2.  Print Locations  .
3.  Print Comment  .

4.  Service Credit  . . . . . . . .

5.  Meter  .  Enter Meter Readings  .
6.  Starting Meter Reading  . . . . . . . .

7.  Billing Method  .

8.  Copies Included  . . . . . . . . . .
9.  Quantity Break #1  . . . . . . . . .
10.  Rate #1  . . . . . . .
Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .
Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Contract Set-Up  (Cont’d)

11.  Quantity Break #2  . . . . . . . .
12.  Rate #2  . . . . . . . .

Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .
Contract Set-Up  (Cont’d)

13.  Quantity Break #3  . . . . . . . .
14.  Rate #3  . . . . . . .
Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:   . . . .


Sales Rep 2:   . . . .
Contract Set-Up  (Cont’d)

15.  Quantity Break #4  . . . . . . . .
16.  Rate #4  . . . . . . .
Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Contract Set-Up  (Cont’d)

17.  Quantity Break #4  . . . . . . . .
18.  Rate #4  . . . . . . .
Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Contract Set-Up  (Cont’d)

19.  Quantity Break #4  . . . . . . . .
20.  Rate #4  . . . . . . .
Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Contract Set-Up  (Cont’d)

21.  Quantity Break #4  . . . . . . . .
22.  Rate #4  . . . . . . .
Level
SA No. (Meter)


SP
Amount

1  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

2  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

3  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

4  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .

Level
SA No. (Meter)


SP
Amount

5  

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


. .
. . . . . . .


Tax Cd 1:  . . . . .


Tax Cd 2:  . . . . .


Sales Rep 1:  . . . .


Sales Rep 2:  . . . .
OK (Y/N)?

Prior Start Date  . . . . . .
Prior End Date  . . . . . .
Prior Bill Period  . .

Current Liability  . . . . . . . .
Liability Account  . . . . . . . .
Revenue Account  . . . . . . . .
Prior Base Rate  . . . . . . . .
Prior Liability  . . . . . . . .
Income Cont. YTD  . . . . . . . .
Income Fiscal YTD  . . . . . . .
Contract Set-Up  (Cont’d)
This is the program you would use to set up a new contract.  The valid contract types are maintenance, rental, and lease.  Contracts can be set up for one or more pieces of equipment.  The machine has to be placed at the customer site prior to the setup of any contract.  A machine can only be on one contract.  Listed below are descriptions of each field.

I. Customer Information

1.  Ship To
The number of the customer who has possession of the machine.  (8 numeric)

2.  Name
The name of the customer who has the machine.  It is passed from the Customer File.  (25 alphanumeric)

3.  Add1
The address of the customer who has the machine.  It is passed from the Customer File.  (25 alphanumeric)

4.  Add2
The address of the customer who has the machine.  It is passed from the Customer File.  (25 alphanumeric)

5.  Add3
The city, state, and zip code of the customer.  It is passed on from the Customer File.  (29 alphanumeric)

6.  Sold To
The sold-to or bill-to customer number.  It can be the same as the ship-to number.  This is the customer that receives the invoice for the machine.  (8 numeric)

7.  Branch
The branch in which the ship-to customer is located.  It is passed from the Customer File.  (2 numeric)

8.  Company No.
The company number under which this contract will be billed.  (2 numeric)

9.  Sales Rep #1
The number of the sales rep responsible for this customer.  (4 numeric)

Contract Set-Up  (Cont’d)
10.  Sales Rep #2
The number of the sales rep responsible for this customer.  (4 numeric)

11.  Sales Rep Per Line Item
To activate the ability to assign a sales rep per sales analysis level.  This feature allows separate reps per sales analysis break.  (1 alphanumeric)

12.  County
The number of the county in which the customer is located.  It is passed from the Customer File.

13.  Service Zone
The user-defined service zone stored in the Customer File.  (5 numeric)

14.  Service Terr.
The user-defined service territory stored in the Customer File.  (5 numeric)

15.  Tax Code 1
The tax code of the ship-to customer.  It is passed from the Customer File.  (5 numeric)

16.  Tax Code 2
Additional tax code of the ship-to customer.  It is passed from the Customer File.  (5 numeric)

17.  Tax Code Per Line Item (Y/N)
To assign a tax status to each items/levels (i.e., taxable for sales portion of base and non-taxable for service portion).  The appearance of this field is dependent on Global Record 8.  (1 alphanumeric)

18.  Print Tax Summary Page On Invoice (Y/N)
To print the sub-totals of an invoice by taxable status.  The appearance of this field is dependent on Global Record 8.  (1 alphanumeric)

19.  City Tax Code
The city tax code of the ship-to customers.  This is a specialized tax method based on individual tax laws.  It is passed from the Customer File.

20.  Tax Exempt Code
Code designating customer’s tax exempt status.  (i.e., 1T=taxable, 1N=nontaxable schools, 2N=nontaxable churches).  It is passed from the Customer File.  (2 alphanumeric)

Contract Set-Up  (Cont’d)
21.  Terms
Terms code of the ship-to customer.  It is passed from the Customer File.  (1 numeric)

22.  Order No.
A number or set of characters used as an internal order number or sales number.  (6 alphanumeric)

23.  PO/Ref
The customer’s purchase order or other reference number for this contract invoice.  (15 alphanumeric)

24.  Contact Name
The customer contact that is responsible for the contract invoice.  This field is passed from the Customer File and can be overridden.  (20 alphanumeric)

25.  Batch Bill (Y/N)
If you answer yes, meter billing for all machines on the same contract or same group of contracts will be combined and billed as one combined meter.

Additional Notes:  Fields 2, 3, 4, 5, 6, 7, 9, 10, 11, 12, 13, 14, 15, 16, and 17 can be overridden.  Overriding the above fields will not change the Customer File.  This will only apply to the contract.  Also, changing and above information in the Customer File will not change the contract after it has been set up.

Contract Set-Up  (Cont’d)

*Contract*

26.  Start Date

The date the contract starts.  (6 numeric)

27.  Expiration Date
The date the contract expires.  (6 numeric)

28.  Equity Expiration
The date the equity on the machine expires if the contract is a rental agreement.  (6 numeric)

29.  Billing Period
How often the contract will be billed (i.e., 1=monthly, 3=quarterly, 6=semi-annually, 12=yearly).

30.  First Due Date
The date the contract will first be billed.  (6 numeric)

31.  Bill Days
Not applicable.  This field is not activated.

32.  Bill In Arrears
If the base rate on this contract should be billed in arrears, enter Y.  This field refers to the base amount only.

*Meter*

33.  Billing Method
These are the four available billing methods.  (1 numeric)

· Method 1:  Copies are billed at so much per copy according to the quantity breaks set up for that particular machine.

· Method 2:  Includes a certain number of copies for the current renewal period of the contract.  Once the number of copies is reached, the system bills per copy for the duration of the contract according to the quantity breaks set up for that particular machine.

· Method 3:  The contract expires after the expiration date or after a certain number of copies have been reached (i.e., the contract will expire on June 30, 1998, or when 100,000 copies are reached).  This method does not bill per copy.

· Method 4:  There is a minimum charge if copies do not exceed a specified quantity.  If copy clicks reach or exceed the minimum, all will be billed at the defined copy break and charge.  There is no base billing with this method.
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*Meter*

34.  Billing Period
How often the copies are billed (i.e., 1=monthly, 3=quarterly, 6=semi-annually, 12=yearly).  (2 numeric)

35.  First Due Date
The date the copies are first billed.  (2 numeric)

36.  Bill Days
Not applicable.  This field is not activated.

37.  Expir. Copies
Copies allowed in Billing Method 3.  (8 numeric)

38.  Days Before 1st Meter Reading
This is a way to define the number of days after the start of the contract to the first meter reading.  255 is the highest number that can be input.  If you want to enter a reading the first month of the contract, leave this field blank.  The field applies to Methods 2 and 3 only.

39.  Auto Renewal
This field is not activated at this time.  All contract renew without cancellation.

40.  Group Billing
The system-assigned contract number is the default.  This may be overridden if inputting an existing master group bill contract number.

*Machine Information*

1.  Item No.
Enter a valid item number, enter MSG to input a message on the contract, or enter END to exit the contract.  (18 alphanumeric)

2.  Description
Item’s description which is displayed from the Item File but can be overridden for the contract only.  (32 alphanumeric)

3.  Quantity
How many of this item are on the contract.  If it is a serial-numbered item, the program will ask for as many serial numbers as the quantity entered.  (4 numeric)
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*Machine Information*

4.  Base Rate
The base amount charged for each of these items for each billing period.  (8 numeric, 2 decimals)

5.  Cost
The cost to the company to maintain the contract.  This field can also be used as a depreciation amount for rental machines.

6.  S/A No. (Machine)
The item number used for sales analysis on this item.  The purpose of this item number is to separate contract base revenue from the revenue when a machine is sold.  (18 alphanumeric)

7.  SP
The service plan that applies to the contract.  (2 alphanumeric)

8.  Amount
The dollar amount allocated to this sales analysis number and service plan.

1.  Serial No.
If the item is a serial-numbered item, the program will ask for a serial number.  The serial number must be valid before a contract can be set up and must be placed at the customer site.  (18 alphanumeric)

2.  Print Locations
Enter Y to print the locations of the machine which were entered through machine placement.  The default is N’o.

3.  Print Comment
Enter Y to print the general comment from machine placement.

4.  Service Credit
This field is not active at this time.  S/A levels handle this.

5.  Meter
Enter Y if this is a copier with quantity breaks and rates.  Enter N if you are not setting up breaks for copy billing.  A method 3 contract must have N in this field.  Methods 1, 2, and 4 must have a Y.
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Enter Meter Reading
Enter Y unless base rate billing only.  Note:  If this is a non-metered piece of equipment, both answers must be N.

6.  Starting Meter
The meter reading at the time the contract is set up.

7.  Billing Method
Billing method is passed along but cannot be overridden at this point.

8.  Copies Included
If this is a Billing Method 2, the system will ask for the number of copies included on the contract.  (10 numeric)

13.-26.  Quantity Breaks and Rates
13, 15, 17, 19 - The quantity or copy breaks for billing.  (8 numeric)

14, 16, 18, 20 - The rate charged for each break.  (5 numeric, 4 decimals)

21, 22, 23, 24, 25, 26 - Apply to method 4 only.

S/A No. (Meter)
The item used for sales analysis on the copy billings.  The purpose of this item number is to separate meter billing revenue from contract base revenue.  (18 alphanumeric)

SP
The service plan that applies to the contract.  (2 alphanumeric)

Amount
The dollar amount allocated to this sales analysis number and service plan.

Contract Set-Up  (Cont’d)

Following is a description of the fields that activate the income recognition program to defer contract base revenues.  If you are not implementing this feature, enter S for skip at the Prior Start Date prompt.

Prior Start Date
The last start date of contract pervious to this renewal period.  It is system maintained.  No operator input is necessary.  This would only be changed to make a correction.

Prior End Date
The last expiration date of contract previous to this renewal period.  It is system maintained.  No operator input is necessary.  This would only be changed to make a correction.

Prior Bill Period
The billing period of the contract previous to this renewal period.  It is system maintained.  If the new contract that is renewing and is to be billed has a different billing period than the old, input the old billing period.  Example:  It was a 12 month contract, now the new contract will be for 24 months.  If it is the same, the system will update it correctly.

Current Liability
This is the amount that is still a liability on the contract based on the current renewal period.  Basically, this is what is left to recognize as income.  It is system maintained.  The ACRLFIX program will bring this up to date as of target month.  After that, the income recognition report will update this field.  This would only be changed to make a correction.

Liability Account
Input the appropriate liability General Ledger account number from your chart of accounts.  This must be a valid account.  The report will show the appropriate dollar amount to credit this account monthly.  The system allows for different contracts to have different accounts.

Revenue Account
Input the appropriate contract revenue General Ledger account number from your chart to accounts.  This must be a valid account.  The report will show the appropriate dollar amount to credit this account monthly.  The system allows for different contracts to have different accounts.
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Prior Base Rate
The last base rate of the contract previous to this renewal period.  It is system maintained.  There is only one circumstance that this should be manually inputted.  That is if the new contract that is renewing and is due to be billed has a different base rate than the old input.  Example:  The renewal base is 550.00 and the old was 500.00, input 50000.  If it is the same, the system will update it correctly.

Prior Liability
This is the amount of the remaining liability on the contract previous to this renewal period.  This is system maintained.  No operator input is necessary.  This would only be changed to make a correction.

Income Contract
Income contract year-to-date.  This is the amount of income YTD that has been recognized based on the current renewal period.  It is system maintained.  The ACRLFIX program will bring this up to date as of target month.  After that, the Income Recognition report will update this field.  This would only be changed to make a correction.

Income Fiscal YTD
This is the income recognized based on the fiscal year.  This is updated by the Income Recognition report.  The field is cleared out by the end-of-year field clearing program in Accounts Receivable.

Priority Code File Maintenance

This procedure allows an operator to add priority codes and associated response times to the Code File or delete a code from the file.  The priority code is used to determine the response time for a technician on any given machine.  Each machine must have a priority code assigned to it.  (Priority codes are user-defined.)

Enter Procedure Type  A’dd D’elete E’nd
Enter A to add a priority code to the file.  Enter D to delete an existing priority code from the file.  Enter E to end the procedure and return to the menu.

Priority Code

Enter a code representing a response time for a service call on a machine with this code.  (2 numeric)

Response Time (In HRS)

Enter the number of hours associated with this priority code.  (2 numeric)

Note:  A priority code record can not be changed.  It must be deleted and re-entered.  When doing a deletion, you are required to enter both the priority code and its response time to bring up the correct record.

Please Verify D’elete C’ancel

Enter D to delete codes from the file.  Enter C to cancel the deletion procedure.

Service Department Code File Maintenance
This file maintenance program is located on the Service menu, 3-2.  It allows you to add service department codes, change the description of these codes, or delete codes from the Code File.  The file stores all types of codes used in the service department.  All non-product time codes should be given the same code type for report purposes.

Enter Procedure Type A’dd C’hange D’elete E’nd
Enter A to add a code record, enter C to change information on an existing code, enter D to delete a record from the Code File, or enter E to end the procedure and return to the menu.

1  Service Code
Enter a code to be used in the service department or enter the number of the code to be changed or deleted.  When changing or deleting a service code, the code’s current description and code type display.  (4 alphanumeric)

2  Code Type
Enter the classification of this code.  (2 alphanumeric)

3  Code Description
Enter a description of this code.  (20 alphanumeric)

Fld
This prompt appears when changing a service code.  Enter the number of the line to be changed.  The New Data prompt appears.  Enter the new data for the field here.

Please Verify D’elete C’ancel
This prompt appears when deleting a service code.  Enter D to delete this code from the Code Field or enter C to cancel the deletion procedure.

Customer Phone Index File Maintenance
This file maintenance program is located on the Service menu, 3-3.  The Customer Phone Index File Maintenance program allows you to add or remove additional telephone numbers from the Customer File (i.e., telephone numbers for a customer’s branch office can be entered here).  By using the branch office’s phone number, you can bring up the master account’s list of machines.  This allows service calls to be taken from the branch office which is not an account on the system.

Enter Procedure Type A’dd D’elete E’nd
Enter A to add a telephone number to a customer’s account, enter D to delete a phone number, or enter E to end the procedure and return to the menu.

Fld-Cust No
Enter a valid customer number.  The customer’s name and address display.

1-Phone No.
Enter the telephone number to be added or deleted from the customer’s account.

Service Dept. Code Type File Maintenance
This file maintenance program is located on the Service menu, 3-10.  The file stores code type and code description.  Code types are used with the service department codes.  In order to add, change, or delete regular service codes, a code type must be stored in this file.  Examples of code types are:  NP=Non Productive, PR=Problem Code, CO=Completion Code, RE=Reason Code, and LO=Location Code.  There is a conversion program to update your current service department codes.  However, code types must still be entered.

Enter Procedure Type A’dd C’hange D’elete E’nd
Enter A to add a code type, enter C to change information on an existing code, enter D to delete a record from the Code File, or enter E to end the procedure and return to the menu.

1  Service Code Type
Enter a code type to be used with the service department codes.  (2 alphanumeric)

2  Code Description
Enter a description for the code.  (20 alphanumeric)

Fld
This prompt appears when changing a code type.  Enter the number of the line to be changed.  The New Data prompt appears.  Enter the new data for the line here.

Please Verify D’elete C’ancel
This prompt appears when deleting a code type.  Enter D to delete this code from the Code File or enter C to cancel the deletion procedure.

Machine Placement-Conversion Procedure

Machine Placement - Conversion Procedure

Enter Procedure Type  A’dd  C’hange  E’nd

I. Machine Information

1. Item No.  RIP. . . . . . . . . . . . . . . .
10.  Cost  RIBP. . . . .
2. Serial No.  RIP. . . . . . . . . . . . . . . .
11.  Selling Price  B . . . . . . .
3. Machine Desc.  RIP. . . . . . . . . . . . . . . .
12.  Comm Cost  I . . . . . . .
4. Machine ID No.  RP. . . . . . . . .
13.  Min. Comm. Cost  I . . . . . . .
5. Used Machine(Y'es/N'o/R'ental/Q=Reman.)  RP
14.  Vendor No.  RIP. . . . . .
6. Mfg. Warranty  RP. . . . . . .
15.  Inv/Order No.  BO. . . . . . .
7. Date Placed  B . . . . . . .
16.  A/P Invoice No.  S……………….
8. Segment No.  I .
17.  P.O. No.  P . . . . . . . . .
9. Job No.  S . . . . . . .
18.  Spare

II. Customer Information

19. Customer No.  B . . . . . . .
20. Sales Rep. No.  BC. . .
21. Branch No.  BC. .
22. Company No.  B .
23. County No.  C . . . .
24. Contact Name  S . . . . . . . . . . . . . .
25. Cust. Warr.  B . . . . . . .
26.  Fax No. Area Code  S . .
27.  Phone No.  S……
28. Area Code  S . .
29.  Phone No.  S . . . . . .
30.  Phone Ext.  S . . .
Add Service Information (Y/N)?  .
^ = Go Back 1 Field    / = Cancel
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Machine Placement-Conversion Procedure

Enter Procedure Type  A’dd  C’hange  E’nd     A

III. Service Information


Item No.  ***
Serial No.  ***

31. Location I  S . . . . . . . . . . . . . . . . . . . . . . . .
48.  Call Back (Days)  IS . .
32. Location II  S . . . . . . . . . . . . . . . . . . . . . . . .
49.  Call Back (Copies)  IS . . . . . .
33. Primary Tech.  S . . .
50.  Meter Reset (Y/N)  IS
34. Secondary Tech.  S . . .
51.  Accum. Rdg At Reset  S…….
35. Response Time  SIPR
52.  # Of Meter Rollovers  S .
36. Field Service (Y/N)  S
53.  # Of Meter Rdg Estimates  S .
37. General Comment  S . . . . . . . . . . . . . .
54.  Max # Rdg Est. Allowed  S .
38. No Of EM Calls  RISP
55.  Refurbished Cost  S . . . . . . .
39. Period For EM’s (Days)  RISP
56.  Spare

40. PM Due (Months)  RISP
57.  Spare

41. Month PM Due  S .
58.  Spare

42. PM Due (Copies)  RISP. . . . . .
59.  User Def-10  . . . . . . . . . .
43. Initial Meter  RSP. . . . . . .
60.  User Def-10  . . . . . . . . . .
44. Service Territory  CS . . .
61.  Host Item  S……………
45. Service Zone  CS . . .
62.  Host Ser.  S……………
46. Service Plan  NS
47. Line Protection Installed (Y/N)  S
Add Leasing Information? (Y/N)  .


^ = Go Back 1 Field    / = Cancel

***Filled in automatically
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Enter Procedure Type  A’dd  C’hange  E’nd     A

IV. Lease Information


Item No.  ***
Serial No.  ***

63. Lease Company Name  S . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
64. Lease Account No.  S . . . . . . . . . . . . . .
65. Lease P.O. No.  S . . . . . . . . . . . . . .
66. Start Date  S . . . . . . .
67. Expiration Date  S . . . . . . .
68. Billing Period  S .
69. Lease $ Per Period  S . . . . . . .
70. Total Lease $  S . . . . . . . .
71. Spare

72. Spare

73. Spare

74. User Def-Num  S . . . . . . . .
75. User Def-Num  S . . . . . . . .
76. User Def-20  S . . . . . . . . . . . . . . . . . . .
77. User Def-20  S . . . . . . . . . . . . . . . . . . .
78. Fixed Asset Number  S . . . . . . .


^ = Go Back 1 Field    / = Cancel

***Filled in automatically
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U = User Input

I  =  Item File

C = Customer File

B = Updated By Billing A Machine

S = Service Related Information That Should Be Input

R = Inventory Receipts

N = Contract Set Up

P = Purchase Order Receipts

O = Order Entry (Custody)

Machine Placement-Conversion Procedure
Enter Procedure Type  A'dd  C'hange E'nd    

Enter A to add a new record to the Serial File or access an existing machine in the add mode.  Enter C to change the Serial File information.  When there are numerous fields on an existing machine that need to be accessed, entering A for add instead of C for change may save input time.  This would prevent you from having to input each field number.  Enter E to exit the program.
At the same time the Serial File is added you must enter the customer number at which the equipment is placed.  Serialized equipment that is in your current inventory should not be added to the system through Machine Placement.  All information entered is stored in the Serial File.  These are numerous fields that display as defaults from the Item or Customer File.  These are noted.

1.  Item No.

Enter the item number that is assigned to the serialized machine or accessory.  This must be a valid item.  Upon entry of a valid item number, the description of the item from the Item File displays.  Note:  The program does not check that the item is a serialized item number but it is recommended that only serialized items are entered.  (18 alphanumeric)

2.  Serial No.

Enter the serial number of the machine or accessory that you want to add.  Note:  Serial numbers can not be changed; they must be deleted and re-added.  When a new serial number is input, various default information from the Item File displays.  This information can be changed when the cursor reaches the field.  (18 alphanumeric)
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3.  Machine Desc.

The default from the Item File appears.  A carriage return accepts the default.  The description can be overridden per Serial File record.  Enter the desired description for the individual machine or accessory.  The description that is entered in the Serial File is the description that is carried over to the Contract and Service Dispatch programs.  (32 alphanumeric)

4.  Machine ID No.

Input an ID number if one exists.  If there is no ID number, enter a carriage return.  Possible input would be to enter the P.O. number or the A/P Invoice number.  If you are tagging each machine with a special internal number, it can be stored in this field.  Entering an ID number writes to the Serial.IX index.  This allows the serial number to be accessed by ID number when doing a serial number search.  Note:  It is not recommended to enter the serial number as the ID number.  This causes the machine to display twice when using the serial number search.  (10 alphanumeric)

5.  Used Machine(Y/N)

Enter N for no or carriage return to accept the default of N to signify this is not a used machine.  Enter Y for yes to signify this is a used machine with more than one owner.

6.  Mfg. Warranty

Input the machine's manufacturer's warranty expiration date.  The cursor returns for reinput.  If there is no manufacturer’s date, enter a carriage return.  (MMDDYY)

7.  Date Placed

Enter the date the equipment was placed at the customer site.  The cursor returns for reinput.  No date placed is allowed.  However, it is recommended a date placed is input.  There are reports that can be run by date placed and also the date placed is used in the calculation of average monthly volume for copy usage.  (MMDDYY)

8.  Segment No.

The default from the Item File appears.  A carriage return accepts the default.  The segment number can be overridden per Serial File record.  Enter the desired segment number for the individual machine or accessory.  Segment numbers are assigned by the vendor.  Segment numbers are normally assigned to copiers and accessories.  Segment number may be different than the Item File on individual accessories when they are used on more than one machine.  (2 digits)
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9.  Job No.

Job number is a field that will be used in a new software module that is in the planning phase.  The module tracks the selling, profitability, and installation of computer systems or copiers from the proposal stage through the purchase order and customer order stage to the completion of the installation and training process.  A job number is automatically assigned upon the input of the equipment on the job or scheme.  (8 digits)

10.  Cost

The average cost from the Item File is displayed as the default cost.  A carriage return accepts the default.  This should be overridden to the actual selling cost of the individual equipment.  This is the machine Serial File cost.  Cost in the Serial File is always only 2 digits after the decimal point.  (8 digits - no decimals)

11.  Selling Price

The list price from the Item File is displayed as the default price.  A carriage return accepts the default.  This should be overridden to the actual selling price of the individual equipment.  Selling price in the Serial File is always only 2 digits after the decimal point.  (8 digits - no decimals)

12.  Comm Cost

The commission cost from the Item File is displayed as the default cost.  A carriage return accepts the default.  This should be overridden to the actual commission cost of the individual equipment.  Commission cost in the Serial File is always only 2 digits after the decimal point.  The use of this field has not been developed.  (8 digits - no decimals)

13.  Min. Comm Amt:

The minimum commission cost from the Item File is displayed as the default cost.  A carriage return accepts the default.  This should be overridden to the actual minimum commission amount of the individual equipment.  This is an amount that the calculated commission can not go below.  The sales rep is paid this commission amount at least.  Commission amount in the Serial File is always only 2 digits after the decimal point.  The use of this field has not been developed.  (8 digits - no decimals)
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14.  Vendor No.

The primary vendor from the Item File is displayed as the default vendor.  A carriage return accepts the default.  This should be overridden to the actual vendor for the individual equipment.  A zero for no vendor number is allowed.  Entry of an invalid vendor is not allowed.  The Accounts Payable/Purchase Order Vendor File is checked for validity.  Note:  If you do not know the vendor number leave it as zero or enter the miscellaneous vendor number, 999999.  (8 digits)

15.  Inv/Order No.

Enter the invoice number on which the equipment was sold.  A carriage return for no invoice number is allowed.  Order numbers are only stored when a machine is placed under custody through the Order Entry module.  (8 digits)

16.  A/P Invoice No.

Enter the number of the Accounts Payable invoice on which the equipment was billed from the vendor.  A carriage return for none is allowed.  Note:  This field is never automatically updated.  (20 alphanumeric)

17.  P.O. No.

Enter the purchase order number on which the equipment was billed from the vendor.  A carriage return for none is allowed.  (10 digits)

18.  Spare

Field 18 is not used at this time.  This is reserved for future additions to the Serial File.  The cursor does not stop at this prompt.

19.  Customer No.

Enter the customer number assigned to the customer where the equipment is placed.  This should always be the ship-to customer number to reflect the actual location of the equipment.  You must enter a customer number or slash to cancel the add.  If you do not place the machine at a site, you can not add it.

20.  Sales Rep No.

The primary Sales Rep number from the Customer File displays as the default.  A carriage return accepts the default.  This should be overridden to the correct sales rep number who was given credit for the placement of the machine.  A zero for no sales rep number can be entered.  (4 digits)
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21.  Branch No.

The branch number from the Customer File displays as the default.  A carriage return accepts the default.  This should be overridden to the correct branch number who was given credit for the placement of the machine.  A number greater than 255 or a zero is not allowed.  (1-255)

22.  Company No.

Upon entry to Machine Placement, a default company number was accepted.  This appears as the default.  A carriage return accepts the default.  For those of you that are not using company logic, this should always be one.  This should be overridden to the correct company number if company logic is being used at your site.  (1-99)

23.  County No.

The county code number from the Customer File displays as the default.  A carriage return accepts the default.  This should be overridden to the correct county number if the default is incorrect.  (1-65000)

24.  Contact Name

A contact name can be stored in this field.  This is the Serial File contact name.  The contact name is displayed in the Service Call Entry and Enter Meter Readings program.  Contact name is a 28 alphanumeric field.  However, in Service Call Entry only 20 characters of the contact name display.  Keep this in mind when entering the contact name.  (28 alphanumeric)

25.  Cust. Warr.

Enter a customer warranty expiration date.  The date is displayed in Service Call Entry.  A carriage return for no date is allowed.  (MMDDYY)

26.  Fax No. Area Code

The area code assigned to the fax number from the Customer File displays as the default.  A carriage return accepts the default.  This can be overridden.  Enter an area code for a fax number.  A carriage return for none is allowed.  (3 digits)

27.  Phone No.

The phone number assigned as the fax number from the Customer File displays as the default.  A carriage return accepts the default.  This can be overridden.  Enter the fax phone number.  The hyphen is automatically entered.  (7 digits)
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28.  Area Code

Enter an area code for a phone number.  A carriage return for none is allowed.  (3 digits)

29. Phone No.

Enter the phone number, preferably the phone number that is used for the contact on the machine.  The hyphen is automatically entered.  A carriage return for none is allowed.  This phone number displays in the Enter Meter Readings program.  (7 digits)

30. Phone Ext.

Enter a phone extension number.  A carriage return for none is allowed.  (4 digits)

Once Field 30 is accessed, the following prompt appears.

Add Service Information (Y/N)

Enter N for no to not access the screen that has numerous fields pertaining to the Service module.  Enter Y for yes to access the screen.  Note:  All overridden fields in the Serial File take priority over any defaults stored in the Item File.

31.  Location I

32.  Location II

There are two open comment fields to store information that relates to the location of the machine and other important service information.  The Location fields display on the Service Dispatch screen and are often used to help in the selection of the correct machine that needs to be serviced.  Each field is 25 alphanumeric characters.  Field 31 allows input of the up arrow key ^ to return to the first screen and Field 30.

33.  Primary Tech.

34.  Secondary Tech.

A primary and secondary technician number can be stored.  These are numbers created in the Sales Rep/Service Technician File found in the Billing module.  The primary technician appears as a default when creating a service call.  Creating PM service calls through the PM call creation programs assigns the call to the primary technician.  The secondary technician displays in Service Call Entry.  Some companies do not store an actual technician in the Primary Tech field.  They store a technician number that is created for an actual service territory.  The calls are then assigned to the territory technician and then reassigned to the actual technicians.  Entering no technicians is allowed.  (4 digits)
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35.  Response Time

A default response time code displays from the Item File.  A carriage return accepts the default.  This can be overridden.  The response time is used in the Technician Dispatch program.  The codes are created in the Service module.  Note:  Any number from 0 through 99 is allowed, but it is recommended the codes created in Service are used.  No response time is allowed.  (0-99)

36.  Field Service(Y/N)

A carriage return accepts the default of Y for yes that the technician will go to the customer site to service the machine.  Entering N for no states that the machine is brought into the shop for service.  This is an important prompt as it determines which machines display in Service Call Entry in the Service Dispatch program.

37.  General Comment

An open-ended general comment can be stored.  This comment displays in the Service Dispatch programs.  General comment is often information relating to the service contract terms, such as what is included.  (15 alphanumeric)

38.  No Of EM Calls

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  Enter the number of emergency service calls the equipment must have within a defined number of days to reach its emergency threshold.  This is a feature used in the Service Dispatch module.  (3 digits)

39.  Period For EM’s(Days)

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  Enter the number of days to reach the emergency threshold.  This corresponds with the number of EM calls entered in Field 38.  For example, 3 calls within 30 days causes the machine to reach its emergency threshold.  (3 digits)

40.  PM Due (Months)

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  Enter the recommended number of months that can elapse before a preventative maintenance service call is due on this machine.  (3 Digits)

41.  Month PM Due

A specific month number can be stored for use by the PM Due reports.  (1-12)
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42.  PM Due (Copies)

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  Enter the recommended number of copies that can elapse before a preventative maintenance service call is due on this machine.  (9 Digits)

43.  Initial Meter

Enter the initial meter reading at the time of placement at the customer site.  The initial meter is used in the calculation of average monthly volume.  (9 Digits)

44.  Service Territory

A default service territory code appears from the Customer File of the customer number at which the machine was placed.  A carriage return accepts the default.  Enter the correct service territory code.  These codes are created in the County/Serv. Terr/Zone File found in the Billing module.  (1-65000)

45.  Service Zone

A default service zone code appears from the Customer File of the customer number at which the machine was placed.  A carriage return accepts the default.  Enter the correct service zone code.  These codes are created in the County/Serv. Terr/Zone File found in the Billing module.  (1-65000)

46.  Service Plan

The service plan identifies what type of service agreement the machine has.  It displays throughout Service Dispatch.  It is also used in categorizing cost and revenue of serial-numbered items in the Billing Sales Analysis system and the Contract Profit and Loss Report.  The default plan is CH for Chargeable.  A carriage return accepts the default.  This should be overridden to the correct plan.  Service plan codes are created in the Service module.  (2 alphanumeric)

47.  Line Protection Installed (Y/N)

Enter N for no or carriage return for the default of N that no line protection equipment is installed.  Enter Y for yes if line protection is installed.

Machine Placement-Conversion Procedure  (Cont’d)

48.  Call Back (Days)

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  A number of days between service calls that sets the call as a call back can be defined per serial number.  (4 digits)

49  Call Back (Copies)

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  A number of copies made between service calls that sets the call as a call back can be defined per serial number.  (9 digits)

50  Meter Reset (Y/N)

Whatever was input in the Item File appears as the default.  A carriage return accepts the default.  Enter Y for yes to state that the meter on this individual machine can be reset.  Enter N for no or carriage return for the default of N to state that the meter on this machine can not be reset.

51.  Accum. Rdg At Reset

This is the accumulated meter readings every time the meter is reset.  Automatic updating of this field will occur in future revisions.  (8 digits)

52.  # Of Meter Rollovers

This is the number of times the meter has been reset.  (0-99)

53.  # Of Meter Rdg Estimates

An estimated meter reading is allowed in Enter Meter Readings.  The number of consecutive times an estimated reading is entered is stored in this field.  Entering an actual reading zeroes this out.  (0-99)

54.  Max # Rdg. Est. Allowed

A maximum number of times an estimated meter reading can be entered in the Enter Meter Readings program is stored in this field.  The Enter Meter Reading program does not allow entry of an estimated reading if the total consecutive number of estimated meter readings exceeds this amount.  In order to allow acceptance of an estimated meter, the number stored as the maximum allowed must be greater than 1.  (0-99)
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55.  Refurbished Cost

A refurbished cost may be stored in this field.  (8 digits - no decimals)

56., 57., 58. Spare

Fields 56, 57, and 58 are not used at this time.  These are reserved for future additions to the Serial File.  The cursor does not stop at these prompts.

59.  User Def-10

60.  User Def-10

There are two user-defined 10 alphanumeric character fields.  Whatever is desired can be stored in these fields.

61.  Host Item

62.  Host Ser.

A new feature with Revision 12 is the ability to link a host item and serial number to a serialized accessory.  The machine and the accessories on the machines can be linked directly together within the Serial File.  This replaces the Accessory File.  Development of the usage of the linkage within the Serial File of the machine and accessories will follow in later revisions.  Eventually, input of the machine item and serial number will display all of the attached accessories in the invoicing programs.  (18 alphanumeric)

The item and serial number that is being added always displays as the default host item and serial number.  A carriage return accepts the default.  When adding the machine, carriage return to leave as is.  When adding serialized accessories, enter the item and serial number of the machine to which the accessory is attached.
The customer number at which the inputted serial number is placed displays.  The input is not allowed.  The default and cursor return for reinput.  Once Field 62 is accessed the following prompt appears.

Enter Leasing Information (Y/N)

Enter N for no to not access the screen that has numerous fields pertaining to the leasing agreement of the equipment.  Enter Y for yes to access the screen.  These fields are strictly informational.  There is no automatic updating or defaults.  All fields can be left blank.

63.  Lease Company Name

Enter the name of the leasing company.  (40 alphanumeric)
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64.  Lease Account No.

Enter the lease account number.  (15 alphanumeric)

65.  Lease P.O. No.

Enter the lease purchase order number.  (15 alphanumeric)

66.  Start Date

Enter the start date of the lease agreement.  (MMDDYY)

67.  Expiration Date

Enter the expiration date of the lease agreement.  (MMDDYY)

68.  Billing Period

Enter the billing period of the lease agreement.  (0-99)

69.  Lease $ Per Period

Enter the dollar amount that is billed per billing period.  (8 digits - no decimals)

70.  Total Lease $

Enter the total lease dollar amount.  (8 digits - no decimals)

71., 72., 73.  Spare

Fields 71, 72, and 73 are not used at this time.  These are reserved for future additions to the Serial File.  The cursor does not stop at these prompts.

74.  User Def-Num

75.  User Def-Num

There are two user-defined 9 numeric character fields.  Whatever is desired can be stored in these fields.

76.  User Def-20

77.  User Def-20

There are two user-defined 20 alphanumeric character fields.  Whatever is desired can be stored in these fields.
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78. Fixed Asset Number

At this time there is no automatic linkage to the Fixed Asset module.  However, a direct automatic linkage to the Serial File and the Fixed Asset File will be available in future revisions.  In the mean time, you may store the Fixed Asset number that is assigned to the Fixed Asset File of the machine if one exists.  Rental machines are normally stored in the Fixed Asset File.  (8 digits)

After entering Field 24 on the first screen, a fast add can be done.  Input of a \ (back slash) activates the fast add.  The back slash can be entered at all of the fields from Field 25 through the service and leasing screens--Field 78.  Once the back slash is input, the serial number is added.  The cursor is at the Enter Serial Item Message or the Machine Tracking prompt.  The purpose of the fast add feature is to add the record to the Serial File before reaching the last field.  If you are interrupted during the add, fast add it instead of canceling it.  However, remember to always come back later and do a change and add the rest of the information.  The Serial File is a main aspect of the system so it is extremely important that all information is entered.

When a fast add is made, all of the fields that were not accessed and have defaults are set to the defaults.  If there is no default, they are left blank.  Following are the specific fields that are set.  They are all set to the default defined in the Item File unless noted.  These can all be changed through the change or add mode.

Response Time 

Field Service  Set to Y for yes.

No Of EM Calls

Period For EM’s (Days)

PM Due (Months)

PM Due (Copies)

Service Territory  Set to default of Customer File.

Service Zone  Set to default of Customer File.

Service Plan  Set to CH for chargeable.

Line Protection Installed  Set to N for no.

Call Back (Days)

Call Back (Copies)

Meter Reset 

Host Item and Serial Number  Set to the item and serial number that is added.
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After completing the last accessed screen, the following prompt appears if the Machine Tracking feature is activated on the system.  This feature creates a CU custody type completed service call.  The purpose of the call is to have record in service history when a machine is placed at a customer site through the program Machine Placement.

Enter Problem Code For Machine Tracking Service Call:
You must enter a problem code for the call.  This is stored in the service call.  (4 alphanumeric)

After the input of the problem code, the messages that are assigned to the call display on the screen.  The service call number is also displayed.  The following information appears.

PLACED AT SITE.  CUSTOMER NUMBER: #########    Call No. = ####### 

NAME:
CUSTOMER ADDRESS
The customer number and current address from the Customer File at which the machine is placed displays and are written into the call as messages.  The cursor is at the following prompt.

Enter Additional Messages - 'CR' To End 

You may input as many call messages as you desire.  These are written to the service call.  A carriage return exits the entry of additional call messages.  The creation of the call is completed.  The call is now a part of the service history of the machine.  No dispatch log is printed.  No entry of a service ticket is necessary.  Note:  Call messages can be modified in the Service module, Completed Call File Maintenance.

After completing the Machine Tracking call or accessing the last screen on systems where Machine Tracking is not activated, the following prompt appears.

Enter Serial Item Message - ‘CR’ To Continue

A carriage return exits the message prompt.  A free flowing message may be stored for each serial number.  The messages are stored in their own file.  Each line can be up to 74 alphanumeric characters and there is no limit to the amount of message lines that can be added.  The messages can be modified through the add or change mode in Machine Placement or Serial File Maintenance or in the Item/Serial Message File Maintenance program found in the Billing module, 3-1-20.  A carriage return at the first prompt for each line exits the initial adding of the messages.
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One of the following two prompts appears when at least one message line was added.

Enter A'dd - C'hange - D'elete - 'CR' To End Message

Display Next Page (Y’es, N’o)

The first prompt appears when there are less than 14 message lines.  The second prompt appears when there are more than 13 message lines.  Entering Y or N at the Display Next Page prompt displays the Enter A'dd - C'hange - D'elete - 'CR' To End Message prompt.  A carriage return exits the message.
Enter A to add additional messages.  The prompt Enter Serial Item Message - ‘CR’ To Continue appears.  As many messages as desired may be entered.  Messages are added after the existing messages.  A carriage return redisplays the Display Next Page prompt when there are more than 13 messages or the message entry is exited.

Enter C to change an existing message.  The following prompt appears.

Enter Message Number To Change - E’nd
Enter the line number that corresponds with the message that is to be changed.  Once a valid line is input, the prompt Enter New Message appears.  Enter the new message.  A carriage return at the first character leaves the message, but it is a blank line.  After input of the new message, the cursor returns to the Enter Message Number To Change prompt.  Enter E to exit the change mode.  An E redisplays the Display Next Page prompt when there are more than 13 messages or the Enter A’dd - C’hange - D’elete prompt is redisplayed.

Enter A'dd - C'hange - D'elete - 'CR' To End Message

Enter D to delete a message line.  The following prompt appears.

Enter Message Number To Delete - E'nd

Enter the line number that corresponds with the message that is to be deleted.  Once a valid line is input, the message line is deleted.  All message lines below the deleted one are automatically renumbered.  Enter E to exit the delete mode.  After the E is input or a line is deleted, the cursor returns to the Display Next Page prompt when there are more than 13 messages or the Enter A’dd - C’hange - D’elete prompt is redisplayed.

After input of the message, the serial number is added to the Serial File.  A date added is stored in the Serial File.  The date added is the system date.  The Imwactd File is not updated when adding new Serial File records.
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