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Admin:   600. Company Set-Up  Menu                     

 
OVERVIEW: About Company Set-Up 1 

  To Select the Company Set-Up Menu: 5 

 

OPTION 625: New Company Setup 4 
  To Select New Company Set-Up: 5 

Layout for Company Setup screen 
Layout for Customer Account Defaults window 

[Day-End Emails]  
 
OPTION 626: Edit Company Set-Up          4 

  To Select Change Company Records:  5 

  To Display and/or Change 625 Setup Fields:  5 

  To Define a Fiscal Year:  5 

 

    OPTION 626, F6: Financials Setup Menu  

  To Select the Financials Setup Menu:  5 

 Option 1: Chart of Accounts 

  To Display/Print the Chart of Accounts:  5 

 Option 2: Financial Interface (AR & COGS/GL) 

  To Work with Posting Periods, AR/GL Interface, COGS/GL Interface:  

 Option 3: Locations (AP/GL)  

  To Work with Locations (AP Interface):  5 

 Option 4: Work with Inventory Class Codes (Sales/GL) 

  To Work with Inventory/GL Interface:  

 Option 5: Source Code List 

  To Display/Print the GL Source Code List:  

 Option 6: Departments: 

  To Work with Departments:  

 Option 7: User IDs 

  To Work with Company Users:  

 Option 8: User Company Access: 

  To Work with Company/User Access: 

 

OPTION 629: QuickBooks File Conversion  Menu        4 
  To Select QuickBooks Conversion Menu:  5 

001. Convert Chart of Accounts  

002. Retrieve/Convert QB Files 
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Admin Menu Login is 

Overview:  
 

This menu contains the Company Set-Up, Scheduled Reporting, User Access/Security, 
Accounting and other customization functions.  The company address, financial/accounting 
structures and links, and database defaults that are specified here are the interactive basis of 
the software.   

 
After sign-on with the Admin User ID and Password. 

 

 To Select the Admin Menu:  

From the Administrative Main Menu screen,  
 

 Click on 600 Set-Up Company and Credit Info, OR: 

 Key command “600”, [Enter].  

 

The Set-Up Company and Credit Info Menu appears. 

 

 

Conveyorware Admin Menu  
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Admin:   600. Company Set-Up Menu is 

Overview:  
 

This menu contains the Company Set-Up functions that define the Company within the 
Conveyorware system.  The company’s address, financial/accounting structures and links, 
and database defaults that are specified here are the itneractive basis of the software.   

 
After sign-on with the Admin User ID and Password, from the the Administrative Main 
Menu: 

 

 To Select the Company Set-Up Menu:  

From the Administrative Main Menu screen,  
 

 Click on 600 Set-Up Company and Credit Info, OR: 

 Key command “600”, [Enter].  

 

The Set-Up Company and Credit Info Menu appears. 

 

 

Set-Up Company and Credit Info Menu 
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OPTION 625:    Initial Setup—Company Definitions 
 

 

The New Company process defines the Company within the system. Two screens provide 
basic company information that is used everywhere, on screens and in documents.   
 

The first screen has basic Company data.  The second screen has default settings for your 
Customer Accounts. These default settings help to streamline your business’ processes, 
customizing the software to your practices and needs.   
 

Conveyorware’s Inventory Management, Order Fulfillment, and Shipping Program functions 
can be used without its integrated Financials/Accounting system.  The system’s Point of 
Sale functions are also optional.  We recommend the default Yes for automatic setup of 
Financial and POS files.  It is easier to ignore any idle records than it is to create new records 
with an existing company. 
 
After the initial setup screens, Option 626 will have some functions that aren’t available here.  
These are accessed through [Buttons] (F-Keys): [Financial Setup] (F6), [UPS/Whse] (F7), 
and [Day-End Emails] (F8).  Option 626 also allows editing of the Company information 
and settings specified here, at Company Setup.  

 

 To Select Set-Up New Company:  

From the Admin 600 Setup Menu screen,  

  Click on 625 Initial Setup-Company Defin., or  

 Key command “625”, [Enter].  

 

A Caution message appears: 

 

Option 625 creates records for a 
completely new company.   
 
Once a new Company Number is 
assigned (unlike other records in 
Conveyorware), a full set of records is 
created.   This process cannot be 
aborted, and the Company Number 
cannot be re-used in the future.  

 
 

 

 Press [Enter] to continue. 
 

The Setup Company detail screen appears.  Note that fields with PINK labels are 
required information.   
 

The system has assigned the next-in-sequence Company Number, but this can be 
changed (only here, and only now) to any unused number, 3 digits (>99). 
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Set Up Company detail screen 

Layout for Setup Company screen 

Header: Center:   System Name and Screen Name 
Right:    User ID and Screen Code 
 

Company #:    (New) Company Number. Notice that the Last 
 Number (previously assigned) is displayed at far right.   
 Change this Number (only now), if desired.  

 

Company Details: 
Company Name: This field appears on system screens, on  

reports, and on all printed documents.  This name can be edited  
later.   

 

Company Abbreviation:  Key in an (up-to-3 characters)  
abbreviation for the company. This permanent Code becomes:  

 

1. An Inventory Category Code.  The Class and Category Codes 
link Sales Income to the General Ledger Accounts.  Other 
inventory codes are automatically created for Sales Tax and for 
Freight.  Set up additional codes for the Income/GL interface with 
Option 7 in the Admin 626. [Financials Setup Menu] (F6), or MM 
Inventory Menu Option 305.   

 
2. The first Manufacturer (Mfr Code) record for the Inventory 
system.  Set up additional/alternative  Mfr. Codes with 300 
Inventory Menu Option 303 Work with Manufacturer Abbrev. 
This abbreviation cannot be changed later (here in the Admin 
Menu), but the descriptions for the codes can be edited in MM 303 
and 305.  

 

Company Address: This Address prints on Invoices, Purchase  
Orders, and Customer Statements. 
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State :  The Two-Digit State Code/Abbreviation.  Use  
[Prompt] (F4) to select from the USPS State codes.  For Canadian 
addresses, [Prompt CA Prv] (F16) displays the selection list of 
Province codes. 

 

Zip:   US (Country Code) addresses require a 5 digit code.  For  
all other countries, key the postal code.   
 

Country : Use [Prompt] (F4) to select from two-character  
Country Codes. The system prints the Country Name on  
documents (labels, invoices, etc). 
 

   Contact Name: First, and Last:  These required fields appear only in the  
Customer 99 Counter Sale (Cash and Carry) Account record, and  
can be edited there, if needed.  

 

Phone Number: Company Phone, followed by any Extension, or Prompt.   
Phone Number prints on Invoices and Statements (Extension does  
not print).  

 

Fax #: Company Fax Number. 
 

Email:  Contact email.  This field prints on Invoices (not on statements)  
and Email spreadsheet reports default to this address. 

 

Web:  Company Website URL.  This field prints on Invoices. (not on 
statements) 
 

Federal ID:  This corporate EIN, or personal SSN is an information-only 
field.  
 

Fulfillment C#Cust#: For a 3rd-Party Fulfillment environment, the 
Fulfillment Company Number (3 digits), with the Client Customer Number 
(10 digits) that corresponds to this Client Company Number. (Billing 
Template#: “3” is default, there’s no other choice). 
 

Merchant #:  An information-only field; Merchant Cards Account 
Number. 
 

UPS® Account:  An entry in this field begins the process of using 
integrated UPS shipping.  Use Admin 626, [UPS/Whse] to link other UPS 
account to their warehouses, and Main Menu 400 Orders, Fulfillment and 
Shipping Menu option 981, Work with UPS Shipping, to set up the UPS 
interface. 

 

D-U-N-S® Number:  An information-only field; the location-specific nine 
digit Dun & Bradstreet business registration number.  

 
System Calculates Sales Tax?  (Y/N) Default “Y” populates/activates 
the Tax Body and Tax Authority US State sales tax records.  Users can 
edit rates, specify taxable stock categories, add regional and local taxes, and 
make exemptions for Customers and for specific orders. 

 
Financial Software?  (Y/N): Default “Y” sets up the interfaces between 
the Inventory, Customer Account, Order Management, and Shipping 
systems of Conveyorware, and the Accounting functions of Purchasing, 
Accounts Receivable and Payable, and General Ledger. 
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Point-of-Sale Software? (Y/N): Default “Y” creates the POS system files 
for cash registers and financial records.  The POS Customer Account 001 
is created for cash-and-carry sales that don’t require the order management 
and fulfillment functions of Conveyorware.   
 
System will generate Late Fee Invoices? (Y/N): “Y”  

 
Active Buttons (F-Keys): 
 [Help] (F1): Click to display more information about the  

(cursor’s) field, or about the entire screen or  
menu.  

 

[Exit] (F3): Click to return to the menu, or to the option’s  
main screen. 

 

 [Prompt] (F4): For fields with the  symbol, click to display a  
list of valid entries for the field. 

 

 [Cancel] (F12): Click to return to the previous screen. 
 

 [Prompt for CA/Prv] (F16):  Used for the State field, click to  
select from a list of Canadian Provinces.   
 

 

 Complete All fields. 
 

 Press [Enter] to continue. 
 

The Suggested Customer Defaults window appears.  All of the fields on this 
window are included in the 201 Customer Account records.  Select the defaults you 
expect to be most useful for your business; these default values will streamline the 
creation of Customer Accounts. 
 

 
Suggested Company Defaults window 
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Layout for Suggested Company Defaults window: 

 

Inventory Mgmt. :  This field determines the way stock is received, labeled, 
and allocated to sales. This field describes either:  

 the inventory management your company uses, OR 

 the inventory management service YOU provide for this customer.   
 

F: Fulfillment, the field’s default choice.  For standard  
fulfillment, the system automatically prepares pick list/order sheets, 
allocates inventory by warehouse, and debits the inventory for 
completed orders.   

 This basic system records quantities for receipts and sales, 
but doesn’t distinguish between lots of the same Stock 
Number. 

 Pick Lists use the 301 Stock Record’s specified shelf 
location.  

 Receiving is 302 Add/Adjust Stock. 
All Point-of-Sale (POS) transactions are standard fulfillment, cash-
and-carry. 

 
FA:  Fulfillment Autoship is a streamlined process to sell/ship a single 

item in a standard package.  FA deactivates the picking/packing 
warehouse process, directly creating an Invoice. 
The Autoship process is only active when: 

 orders specify “Bill” in the Ship-Via field, and when 

 the Stock is transferred to virtual Autoship Warehouse 111.  
 
   FL:  Fulfillment Locator, uses more specific details for each item  

on the pick list/order sheet:   

 A System Serial Number is assigned to each new Stock 
Number group; the SS number is used to record a 
specific location in the warehouse.  

 Stock allocation is FIFO.   

 Manufacturer (or Customer-specific) Numbers print for 
each line item on every order.   

 The FL process REQUIRES using the Gun Menu for 
receiving.   

The Main Menu’s 302 Add/Adjust Stock process does not assign 
the System Serial Numbers needed for FIFO allocation. 

 
Credit Limit :  Key any number, from 0 to 9,999,999.  The system places a Credit  

Hold on all Orders that will exceed this Dollar Limit.  Webstore orders  
imported through an API may be coded as Prepaid, bypassing any Account  
limit.  Note the Bypass Credit Limit field (below) that prevents  
Credit Holds for any dollar amount.  (Up to 9 digits, numbers only). 

 

Payment Terms : Invoice Payment Terms will default to all of a Customer  
Account’s Orders.  Use [Prompt] to select a default.   
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Ship-Via :  This field defaults from the 201 Customer record to each of  
a Customer’s Sales Orders, where Ship-Via is a mandatory field.  Use 
[Prompt] (F4) for the selection list.   The Ship-Via code channels orders to 
parcel (“mail”) and freight (“truck”) shipping processes.  This extensive 
list contains codes for commercial parcel and postal services (mail process), 
as well as commercial trucking companies (freight process).   

 

Several notable Ship-Via Codes are included:  
 BILL: No shipping or (freight) Bill Of Lading needed (for counter  

sales, Point-of-Sale, etc.). 
 CPU: Customer Pick-Up, Creates a BOL (a freight function). 
 TBD: To Be Determined: Acts as a HOLD for an incomplete  

order, with status of PCKL.  
 

Dun & Bradstreet :  “--“, not rated, is the default.  This default code is  
useful if you do NOT extend credit to customers, as the field is required in 
Customer Account records.  

 

NAICS Code :  Default is “9999”.  North American Industry  
Classification Code, identifies the Customer’s industry sector for statistical 
and marketing use (see Main Menu Option 204. Work with NAICS Code).  
The default code is useful if the classification system is NOT used, as the 
field is required in Customer Account records.  

 
Territory:   Default=1.  Create additional Territories with Main Menu  

Option 151. Work with Territories.  The default code is useful if the 
commissions program is NOT used, as the field is required in all Orders. 
  

Sales Rep :  Default=1.  Create additional Sales Rep records with Main Menu  
Option 153. Work with Sales Reps.  The default code is useful if the 
commissions program is NOT used, as the field is required in all Orders. 

 
Bypass Credit Limit (Y/N):   Default is N. “Y” will bypass the account credit  

dollar limit, and continue to ship new orders. 
 
Bypass 60 Day Credit Limit (Y/N):  Default is N. “Y” will bypass the 60-Day  

Past-Due limit, and continue to ship new orders.    
      
Print Packing Slip (Y/N): Default is N, no packing slip. “Y” prints a packing slip  

when the order is fulfilled, to be sent with the shipment. 
      
Print Price on Packing Slip: Default is Y, to print prices on packing slips. 

      
Print Invoice (Y/N):  Default is Y.  Each order/shipment will generate a separate  

invoice, to be sent either in the shipment, or to the Bill-To Address.     
 
Put Invoice in Carton (Y/N): Default is N, with invoice to be printed at day-end.   

“Y” automatically prints the Invoice at order fulfillment.  
 
Residential Code (Blank/R):  For commercial addresses, blank (default).   

“R” codes for parcel carriers’ Residential Surcharge.  
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Include Frt Charge On Inv (Y/N):   Default is N, to NOT add Parcel charges to 
invoices.  “Y” adds Parcel Carrier charges to invoices, only for system-integrated 
UPS, at order fulfillment.  Parcel charges can be added to FedEx and USPS orders, 
but only as part of the Day-End process, so these invoices can’t be sent with their 
shipments.  

 
Advertising (Y/N): N is default, not participating, or not used.  Enter “Y” for  

advertising allowance transactions.  See Option 203.  Work with Cust. Ad 
Allowance. 

 
Customer Taxable (Y/N):   Default is Y, to calculate and add sales tax to each 

invoice.   
 

Tax Authority:   Default is the Company’s State government (Required field).   
Sales taxes attach to Customer Account records in this software.  This setup 
easily accommodates interstate shipping.  Sales Tax Bodies and Authorities 
(localities) are set up in the 200 Customer Menu.  

 
 

 Press [Enter] to continue. 
 

 
Company Created window 

 
[Exit] returns to the Admin 600 Company Setup Menu.  The Company records are 
complete for most system functions, as specified. 
 
[Continue] goes from 625 New Company Setup on to 626 Change Company Setup.  The 
two main screens in 626 are very similar to 625, but there are additional [Function Keys] 
on 626:  

[Financial Setup] (F6): Contains the operations/financials interfaces with the GL  
Chart of Accounts, and controls individual users’ access to system functions.   

 

[UPS/Whse] (F7): The second step in configuring the integrated UPS shipping.  
this function links the UPS Account to the Warehouse Pickup Address.  
 

[DayEnd Emails] (F8): Schedule several reports that compile daily as CSV files. 
These are sent as attachments to emails, and can be opened (and the data can be 
manipulated) with spreadsheet or word programs.  

 
See Option 626 Change Company Setup, for more information.  
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OPTION 626:   Change Company Records 

 

Option 625 created only a basic Company record.  Option 626, however, has expanded 
functions:  

 Edit a Company record,  

 Enter more details,  

 Structure company accounting, and/or  

 Control User access to financial records and menu options. 
 
This option contains the Financials Admin Menu. Functions here define the interface of the 
Inventory, Customer Account, Order Management, and Shipping systems of Conveyorware, 
and the Accounting functions of Purchasing, Accounts Receivable and Payable, and General 
Ledger. 
 

 To Display or Change a Company Record:  
 Click on 626 Change Company, or 

 Key command “626”, [Enter]. 
 

The Change Company Setup selection screen appears. 

 

Change Company Setup selection screen 

   

 Select or key Company Number, [Enter].  

       Use the [Prompt] button to select the Company, or key the  
   Company Number. 
 

The Change Company Information detail screen appears.  
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Change Company Information detail screen 

 

Note that the 626 screen has a few differences from the 625 Create New Company screen:   

 At upper right, the Company Abbreviation field doesn’t appear, and cannot edited.  

 Deactivate Company: field allows the opportunity of deleting the company.   
 

Also, several [Buttons] (F-Keys) appear:  
[Financial Setup] (F6): Contains the operations/financials interfaces with the GL  

Chart of Accounts, and controls individual users’ access to system 
functions.  See the Financials Admin section, following. 

 

[UPS/Whse] (F7): The second step in configuring the integrated UPS shipping.  
This button appears ONLY after a (company) UPS Account Number has been 
entered on this screen (and saved).  This function links the UPS account to the 
physical address (pickup point) of the warehouse.  
 

[DayEnd Emails] (F8): Schedule several reports that compile daily as CSV files. 
These are sent as attachments to emails, and can be opened (and the data can be 
manipulated) with spreadsheet or word programs.  

 
 
Active fields on the Change Company Information screen may be edited.  The Company 
Number cannot be edited.   
 
Sales Tax, Financials Records and POS are active fields and can be changed, but avoid 
changing Yes to No.  

 

 Key Any Changes, [Enter]. 

 

 

 To Work with the Financials Admin Menu:  

   From the 626 Change Company Information screen, 

 Click on [Financial Setup] (F6). 
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626 F6: Financials Setup Menu 
 

The Admin Menu’s Financial Setup Menu contains the operations/financials interfaces with 
the Chart of Accounts, and controls individual users’ access to system functions.   
 
Use this menu to become familiar with the system’s accounting structure.  Add more 
accounting locations, if needed, and assign a warehouse to each.   
 
If the Chart of Accounts is customized (in Main Menu 750.211 Work with Chart of 
Accounts, be certain to edit any affected system interface accounts here. 
 
A new company’s Chart of Accounts is created with one business location; Option 3 
Location Numbers links this “accounting” location to the default “warehouse” location, and 
can be used to add new accounting locations to the business. 
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626 [F6] Option 1:  GL Chart of Accounts  
 

 
This Option displays, and prints, the Conveyorware default General Ledger Chart of 
Accounts.   
 
A company’s Chart of Accounts can be customized.  Accounts may be added, changed, 
displayed with details, or deleted using the Main Menu 750. Financials Menu Option 211 
Work with Chart of Accounts.   
 

 To Display the GL Chart of Accounts:  

   From the 626 F6 Financials Admin Menu, 

 Click on 1 Display Chart of Accounts.   

 
 The Chart of Accounts screen appears: 

 
GL Chart of Accounts display screen 

 
Browse through the Chart of Accounts using the [Next] and [Previous] buttons, or print the 
list, if desired.  
 
 

 To Print the General Ledger Chart of Accounts:  

 Click on [Print] (F13). 

 

The default Chart of Account is sent to the designated (for the Admin Menu) printer.  
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Layout for (new company) Chart of Accounts  
 

Header:  Left:  Screen Code, User ID, and Company 
 Center:  Report Title 
 Right:   Date, Time and Page 
 

  Legend: Acct Types:  Letter Codes for the Account Types:  
A=Asset,   L=Liability,  
C=Capital/Equity, I=Income,  
E=Expense. 

  Columns: 
   Location:  (default is 01) 
 

   GL Account Number:  
   Format Account (0000)- Department (000)- Classification (00) 

    

Description:  Account Name 
 

   Account Type Code 
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626 F6 Option 2:  Financials Interface (AR & COGS/GL) 

 
This screen contains several options for customizing the financial system to meet your 
company’s accounting needs.  The center of this screen lists several default GL Accounts.  If 
any changes are made to the system’s default Chart of Accounts, these financial links might 
need to be modified.  More financial interface accounts appear elsewhere in this Financials 
Setup Menu. 

 

 A company’s non-calendar Fiscal Year can be established here.  Specify a fiscal 
year only at Company Setup.  Do NOT change the fiscal year for a Company with 
existing data; create a new Company, instead.  
 

 The Retained Earnings and Accounts Receivable/General Ledger interface 
accounts are displayed here. These links must be edited here if changes are ever 
made to these specified GL Accounts. 

 

 And, an automated Average Cost-of-Goods-Sold calculation can be selected here.  
This option is a permanent selection.  Specify this option only at Company Setup, 
or create a new Company.  

 
 
 

 To Display the Financial Setup Screen:  

   From the 626 F6 Financials Setup Menu, 
 

 Click on 2 Financial Corporation File.   

 

 The Financial Company File screen appears.  

 
 

Financial Company File screen 
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Non-Calendar Fiscal Year 

 
A Fiscal Year definition is a permanent choice for a company. Once a fiscal year 
is defined for a company, the accounting cycle cannot be changed.  Most relevant 
system reports can be run for any date range, so they are easily adaptable to non-
calendar years.  The 1099 NEC reporting functions, however, always follow the 
calendar year. 

 

 To Designate a Non-Calendar Company Fiscal Year:  

   In the Define a Fiscal Year? Field,  
 

 Key “Y”, [Enter].  
The default is N, Calendar Year. 

 
The Customize Fiscal Year window appears.  

 
 

 
 

 Key First Month, [Tab].  
Enter two digits, the beginning month of the fiscal year. 
 

 Key Last Month, [Enter].  
Enter two digits, the final month of the fiscal year. 

 
The system enacts the specified fiscal year, and the Financial Options screen 
displays the Fiscal Year Begin and End Posting Months.  The Define a Fiscal 
Year? field has permanently disappeared. 

 

 
Fiscal Year, displayed. 
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Retained Earnings Account 
   

  When a year’s accounts are closed, the remainder of that year’s income and expenses  
accrues to this account.  
 

AR/GL Interface Accounts 
 

This section lists the GL Accounts linking Accounts Receivable Assets to Income 
and Expenses. 
 

Automated Average Costing 

 
The Average Cost option automatically calculates Unit Costs from Purchase 
Orders received and units sold.   If Cost Averaging is selected, the (Unit) Cost field 
in the 301 Work with Inventory record becomes display-only, and the cost 
displayed for a Stock Number will recalculate with each stock receipt.  Both the 
standard Purchase Order and Spot-Buy POs can be used, but the system 
requires that stock receipts (and adjustments/transfers) in an Average Costing 
company always reference an existing PO. 

 
When selecting Average Costing, (if interface accounts are not already displayed) use 
[Prompt] to select the Inventory Assets and Cost-of-Goods Expense accounts 
from the Chart of Accounts. 

 

 To Select Automated Average Costing:  

   With cursor in the Average Cost field,  
 

 Key “X”, [Enter].  
The default is blank, manually calculate COGS. 

 

 

 
 

 The system saves the selection and returns to the 626.F6. Financial Setup Menu.  
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626 F6 Option 3:   Locations  
 
 

  
Each new company is created with Location 01.  In Conveyorware, each Company Location 
has its own set of General Ledger Accounts with the Location Number as a prefix: “01 
XXXX  XXX  XX” is the format for all accounts for Location 01.  Each location will print 
separate financial statements. 

 
The Location record has three sections: 

 A Ship-To Address,  

 The AP/GL Interface, and   

 The Warehouse/Accounting Location link.   
 
The Location Name and Address appears on Purchase Orders as the Ship-To Address.  If 
the Company’s “corporate” address should be changed, edit it here. 
The Location’s Abbreviation (up to 5 characters) can be specified. 
 
The Location detail screen displays the (default Chart of Account) Accounts 
Payable/General Ledger (AP/GL) interface.  If the Chart of Accounts is edited to suit 
your company’s Company needs, be certain that these interfaces are updated as well.   
 
The Location is used for accounting purposes, and is separate—but linked—to the default 
(physical) Warehouse, 001.  Both have the same default address, from 625/626 Company 
Setup.  The Warehouse is the physical site for inventory, order fulfillment, and shipping 
operations.  Many companies can operate within a single Warehouse, but each Accounting 
Location of a company can have only one Warehouse.   
 
To change or add a Warehouse record, use Main Menu 328, Work with System Warehouse.   
A Warehouse may only be assigned or un-unassigned to a location here. 
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Work with Location list screen 

Layout, Work with Accounting Locations list screen 

 

Header:  Company Number &Name  

  Position to Location 

Columns:  Option column: Select from  
2=Change 
4=Delete 
5=Display 
6=Reactivate 
 

  Location Number  

  Name:  Location Name 

  Address: first line of Street Address 

  Active Code: Y/N 

 

[Help] (F1): Brings up a “Help” window with information about the field your 
cursor is in.  From any [Help] window, press [Extended Help] for 
detailed information about the entire screen. 

 

[Exit] (F3): Cancels the current screen and returns to the menu. 
 

[Refresh] (F5): In a list screen, pressing [Refresh] clears the list; press [Refresh 
again, and the list reappears with current info.     

 

[Add] (F6):  Brings up a screen to add a new location record. 
 

[Cancel] (F12): Cancels the current screen and returns to the previous screen.  
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Work with Location detail screen 

Layout, Work with Location detail screen 

 
Header 

Company Ship-To Address, Location Abbreviation 
Accounts Payable/GL Interface Accounts 
System Warehouse/Location Interface 

 
Active Buttons (F-Keys):  

[Help] (F1): Brings up a “Help” window with information about the field your 
cursor is in.  From any [Help] (F1) window, press [Extended Help] 
(F2) for detailed information about the entire screen. 

 

[Exit] (F3): Cancels the current screen and returns to the menu. 

[Prompt] (F4):  For fields with  in the field label: lists all data choices for the   
field. 

 

[Assign_Whs] (F6): Brings up a screen to assign (select) an existing warehouse to  
the location. 

 

[Cancel] (F12): Cancels the current screen and returns to the previous screen.  
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626 F6 Option 4:   Work with Inventory Category/Class Code  
  
 

Inventory Category and Class Codes serve several accounting functions: 

 They allocate revenue in the company’s accounting process.  Sales income is 
recorded to the company’s General Ledger Accounts through these codes. 

 

 They record an inventory item’s business location.  This isn’t necessarily a physical 
location, but is an “accounting” location, a division of the business. 

 

 Their properties define whether items are  
o taxable (for Sales Tax),  
o returnable (through Point-of-Sale [POS]), and  
o whether sales commissions apply.  

 

Each Inventory Class/Category code has two components:  

 A 2 digit (numeric) Category Code, and 

 A 3 character (alpha-numeric) Class Code. 
 

New-company default Categories are  

 1= Ordinary Sales (Inventory Stock), and  

 2= Intangibles (Services, Taxes, and other non-stock services and income).  

Change, or add to these, if desired. 
  
New-company default Class Codes are  

 FRT (Freight Income) *,  

 TAX (Sales Tax Liability), and  

 Class/Mfr Code (your Company Abbreviation, from the Admin Menu’s 625 
Company Setup) for Ordinary Sales Income. If the default Class Code is assigned 
to all inventory stock, the system will compile only one Ordinary Income figure for 
financial statements.  
 

Your company might use additional Category and Class Codes for different manufacturers 
or product lines.   These Category and Class Codes, then, can be used to determine stock 
eligibility for sales commissions, for charging sales tax (and accruing tax liabilities), and for 
returns permission for POS. 
 

These codes cannot be used for, say, separate sales channels (such as retail, ecommerce, or 
wholesale).  Use a separate Warehouse/Location to distinguish the same Stock Number 
sold through separate channels. Use separate Territories (which can carry different 
Commission Rates) for the Customer Accounts used for Point of Sale (Cust. 001) and for 
cash-and-carry (Cust. 99) to report on these sales channels. 

 

The option to Work with Inventory Codes is available in two other Conveyorware menus: in 
750.200 Financials General Ledger, and in 300. Inventory Menu. 

 

Note that Category and Class codes always appear together.  As an Inventory Code 
record is added, both codes are specified.  As each Stock Number record is created, the code 
selection list includes only these combinations of the two codes.  Any selection fills both 
code fields in the Stock Number record. 

 

*Reimbursed expenses can be assigned to an Income (or Expense) account.  Freight is commonly 
accounted for in this way. 
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 To Work with Inventory Class Code: 

   From the Financial Setup Menu 

 Click on 4. Work with Inventory Class Codes (Sales/GL), or 

 Key command “4”, [Enter]. 

 

The System displays the Work with Inventory Class Code selection screen for the default 
Company.  To display a different Company list, 
 

 Select or key Company Number , [Enter]. 
 

The Work with Inventory Code list screen appears, with the Company’s code list. 

 

Work with Inventory Class Code selection/list screen 

Layout for Work with Category/Class Code list screen 
 

  Columns:  Opt:  Options field: Select 2=Change, or 5=Display.  

Cmp:  Company Number 

Catg, Class: Category Number and  Class Code. 

Description: Short (1st line, up to 15 characters) &  
 Full (2nd line, up to 60 characters) Descriptions of 

the Category/Class Code 
 

Loc. Business Location; this field comes from the 
Admin 626 F6=Setup Financials menu, not from 
the Warehouse location in the Inventory menu. 

 

G/L Account General Ledger Account Number, with any 
Department/subaccounts.   

 

Tax?  Is Category/Class subject to Sales taxes? 

Return? Can the POS system allow customer returns? 

Comm?  Will Sales Commission accrue? 

Cmt  Comment; * indicates notes in a [Comments]  
  window for this record.  
 

Active [F]Keys include: 

 [Prompt] In fields with icon, brings up the selection list.

 Refresh] Re-displays a list screen with new data included. 

 [Add]  Brings up a New Record screen. 
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 To Add a New Inventory Category/Class Code Record:   
 

 Click on [Add]. 
 

The Inventory Category and Class Code detail screen appears. 

                         

Add Inventory Category & Class Code detail screen 
 

The Company Number is specified.  All other fields are empty.  Notice the [Comments] 
button; existing Comments are flagged in the code list. 

 

 Key Category, and  Class Code, [Tab]  

2 digits numeric, and 4 digits alpha.    
 

 Key Taxable Item? , [Tab] 

1 digit, Y/N.  “Y” will accumulate sales tax; “N” prevents the 
item from being taxed in transactions. 

 

 Key Is Item Returnable?, [Tab] 

1 digit, Y/N.  “N” does not allow the item to be returned in the 
POS program, and prints a message on a POS receipt. 

 

 Key Pay Commission? , [Tab] 

1 digit, Y/N.  “Y” includes sales for the item in commissions 
calculations. Commissions are accrued in a hierarchy of rates 
from Sales Rep, Territory, Customer, Inventory, and Order 
records. 

 

 Key Abbreviated Description, [Tab] 

Up to 15 characters, alpha-numeric. A Short Label for the Code.   
 

 Key Full Description, [Tab] 

Up to 60 characters, alpha-numeric   
 

 Select or key GL Account , [Continue]. 

   GL Acct., Dept., and Classification in 0000 000 00  
   format. Use [Prompt] to select; one selection populates all three  
   GL Account fields. 
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The system saves the new Inventory Code, returns to the Category and Class Code list 
screen.  The Category and Class codes appear as choices in the [Prompt] list in the  

Category  and Class  fields in the 301. Inventory Stock Record.   
 
 

Category and Class Codes are permanent additions to Company records. The codes 
cannot be deleted or changed, but their Descriptions, GL Accounts, and accounting 
properties can be edited. 

 
 

  To Edit an Existing Inventory Category & Class Code Record: 

From the Work with Inventory Code list, in the Opt field of the code to be 
changed: 

 Click on, or key “2=Change”, [Enter]. 
 

The Inventory Category and Class Code detail screen appears. The Company Number, 
Category and Class fields are display-only.  The Properties fields, Description, and GL fields 
may be changed. 

             Key any changes, as desired, [Enter]. 

 

The system saves the changes and returns to the Work with C&C Code list screen.  Changes 
to the codes’ property fields apply to all new transactions.  

 

 

 

  To Display an Inventory Category & Class Code Record:  
In the code’s Opt box, 

 

 Click on “5=Display” 
 

The selected record displays.   

 

Inventory Category and Class Code detail screen  

 

 Press [Cancel]. 

The system returns to the Work with Inventory C&C Code list.  
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626 F6, Option 6: Source Code List 
 

 

This option displays a list of the system’s accounting data source codes.  These codes 
identify the origin of information that posts to the General Ledger. 
 

 

 To Display the Source Entry Code List:  

   From the 626 F6 Financials Admin Menu, 

 Click on 3 Source Entry Codes.   
 

 The Source Codes screen appears.  

 
 

 
Source Entry Codes list screens 

 
A/L=Cost of Goods Sold (from Inventory) 
A/R=Accounts Receivable and Cash Receipts 
APX= Accounts Payable (inactive) 
AP1=Accounts Payable Invoices (Expenses) 
AP2=Accounts Payable Payments (Paid Out) 
AP3=Cost of Goods From AP 
C/L= Cost of Goods Transactions 
JEA=Auto-Reverse Entry (reverses a prior-month JEM) 
JEM=Manual Journal Entry 
PYR=Payroll Journal Entry (inactive) 
RJE=Recurring Journal Entry 
SJE=Standard Journal Entry (inactive) 
S/L=Sales Journal (Inventory and AR) 
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626 F6, Option 7: Departments 

  
Display the company’s Department Numbers.  
 

 To Display the Company’s Department List:  

   From the 626 F6 Financials Admin Menu, 

 Click on 4. Departments.   

 

 The Department Numbers screen appears.  
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626 F6 Option 7:   User IDs  

 
This Option controls User ID permissions in Conveyorware.  Selections here can restrict a User to a 
single Company, a single Warehouse (or single accounting Location), or to Company financial 
records.  
 
There are also selections for order fulfillment privileges.    
 
Note that this is the first step for granting/restricting User access to the 750. Financials Menu.  
 

 
Work with Users selection screen 
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Work with Users list screen 

Layout, Work with Users list screen 
 

Work with User:   Key a full User ID, [Enter] to bring up the Change a  
User screen. 

 

Position to User:  Key an “A” (or any letter), [Enter] to display the User  
List.  

 

Columns:  Opt:  2=Change, to edit a User’s detail screen, 
3=Copy (restricted), to create a new User ID, 
4=Delete, to deactivate a User, OR 
5=Display, to the Display a User detail screen. 
 

User:    Full User ID 

Nickname: Default appears; not in use. 

Application: The User’s Environment/Menu 

Init Menu: Program Name for the screen that appears after login. 

Description: The User’s system description 

Financials Y/N:  Does User have access to MM 750 Financials Menu? 

[Buttons] (F Keys):  

[Help] (F1): Brings up a “Help” window with information about the field your  
cursor is in.  From any [Help] window, press [Extended Help] (F2) 
for detailed information about the entire screen. 
 

[Exit] (F3): Cancels the current screen and returns to the menu. 
 
[Refresh] (F5): In a list screen, pressing [F5] updates the list with current and 

recent actions.     
 

[Cancel] (F12): Cancels the current screen and returns to the previous screen.  
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Work with Users detail screen 

Layout, Work with Users detail screen 
 

System User ID:  User ID, with User Name & Environment Name  
(Display-only) 
 

Group Name:  Default appears; not in use. 
 

User’s Nickname: Default appears; not in use. 
 

Company:   Blank (default)=ALL Companies, or restriction  
to a single Company Number  

 

Application:  The User’s Main Environment/Menu Code 

Initial Menu:  Program Name for the screen that appears after  
login. 

 

Assigned Location /Warehouse:  Default is Blank=ALL, or restriction to  
a single Warehouse Number.  
 

Advanced Shipping Option Y/N: d efault is Blank.  “ Y” authorizes 
the  

User to fulfill Orders (one-carton only) without scanning 
stock IDs.  “N” requires User to scan/key each Stock ID 
with designate carton numbers.  
 

Allow Delete of Completed Orders Y/N: default is Blank.  “ Y”  
authorizes the User to delete/void an order that has 
COMP status. 

Financials: 
 

 Use Financial App Y/N: Default is Y.  “N”” restricts user from  
the 750 Financial Menu  (but not from 100. Accounts  
Receivable).   

 

 Assigned Corporation (Company): Default is Company 100. 
 

 Assigned Location/Whse: Default is Location/Warehouse 1. 
 

 F/A Application:   The User’s Financial Environment/Menu Code 
 

 F/A Initial Menu: Program Name for the screen that appears after  
750 Menu password screen.  
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  [Buttons] (F Keys) for this screen:  
 

[Help] (F1): Brings up a “Help” window with information about the  
field your cursor is in.  From any [Help] (F2) window, press 
[Extended Help] (F2) for detailed information about the 
entire screen. 
 

[Exit] (F3): Cancels the current screen and returns to the menu. 
 

[Cancel] (F12): Cancels the current screen and returns to the previous  
screen.  
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626 F6, Option 8: User Company Financial Access 

 
This Option controls Users’ access to each Company’s 750 Financials Menu.  The User 
List appears by default.  Select a User, and then add or remove access to each Company’s 
records as desired.  

 
This function is the second step for Financials Access.  The first step is Menu Opt 7 Work 
with User IDs;  select Use Financial App. Y/N=Y.    
 

 
Company Financial Access User list screen 

 
The Company List for the system displays (if multiple Companies exist).  

 

 
Company Financial Access Company list screen for User D000000012.  

 
The Opt selections for each company:  
 1=Add Access to Company 
 4=Remove Access to Company 

 
Clicking on these selections changes the Access? column entry to “Y” or “N”.  
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626  Day-End [Email_Reports] (F8) 

 
The system can schedule several Day-End Reports that compile as CSV files, sent as 
attachments to email.  Some of these reports are selectable only here; they are not accessible 
in other menu options. Opening the reports with a spreadsheet program allows you to save, 
sort, manipulate and use the data to suit your own business needs.  
 
The Inbound Reports list shipments of stock received today, by either Freight or Parcel 
services. These reports are issued at the close of the business day, generally at 7 pm.  
 
The Orders Shipped/Stock Shipped program sends two separate reports attached to one 
email:  

 STOCK Shipped, with details of the stock shipped in each order, and  

 ORDERS Shipped, with Ship-To info for each completed order, and parcel tracking 
numbers.  

These reports can be sent on-demand, for any date or date range: MM 109, [ShpRpt] (F11).  
 
 The Reorder Report is also two reports, each attached to separate emails. One report is 
ALL-Company, and one reports EACH Warehouse.  This report is sent only when a Stock 
Number Quantity falls to a specified (warehouse level) Reorder Point. Each report lists 
current quantities, pending sales orders, pending purchasing, and projected cost for each 
Stock Number.   
  
Inventory Stock List reports overnight inventory as a CSV file. It includes all tangible, active 
Stock Numbers, with columns for Description, Mfr, UPC, Price, Cost and Weight (from the 
primary stock record).  Quantities include Units On-Hand, Allocated (to active orders), 
Available for Sale, Short-of-Stock, and all unallocated orders with specific hold statuses.  
Intangible stock (Mfr. ZZZ, which doesn’t have quantities) is not included. 
 
Stock Locations/Serial Details Report lists all tangible Stock Numbers with a positive 
quantity.  Dynamic Warehouse Locations, current Quantity and Receiving Date list for each 
System Serial (SS) Number.  Any Manufacturer’s Serial Number, and/or any Lot Numbers 
also print for each System Serial.  All warehouses are included. 
 
Schedule Other Day-End reports with Admin 901 Work with Report Distribution.  Those 
reports can be sent to a non-printer outqueue, to a system-configured printer, or (as PDF 
files) to email addresses.    
     
The Main Menu also contains several on-demand CSV reports:  

 109 Daily Sales report [SalesRpt] (F10): For any date range, each day’s Sales 
Amount and number of Orders.  

 109 [ShipRpt] (F11): for any date range, the Orders Shipped/Stock Shipped 
reports.  

 201 Customer CSV [CustListEmail] (F10), and  

 301 Inventory CSV [InvEmail] (F11):  Real-Time status for pending Stock and 
today’s completed Orders.        
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 To Select the Day-End Email Reports Screen:  

   From the 626 Change Company Definitions screen, 
 

 Click on [Email_Reports] (F8).  

  
The Work with Email Reports screen appears.  

 
Work with Email Reports  

 
These reports will send every day to each email address added here.  To schedule a report, 
in the report’s Opt field, 
 

 Click on 12=Work With. 
 

The Email Addresses screen appears.  

 
 

 Click on [Add] (F6). 
 

The Add Email Address screen appears. 
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 View Active (A/I), [Tab] 
 “A” (active) is the default.  “I” (inactive) will discontinue sending a  

report to this email address.  
 

 Key Email Address, [Continue] (Enter).  
 

The system evaluates the entry.  If the email’s address format isn’t correct, a message 
appears:   Invalid Email Address Entered. 
 
If an address with a valid format is entered, the address is saved and the system returns to 
the Email Addresses screen.  
 

 
 
 
Any email address in the list can be deactivated (kept in the list, but no email, with“I” status) 
or deleted (with confirmation).   
 
 

Note that Day-End reports can be scheduled to any number of recipients. The Orders 
Shipped/Stock Shipped reports and the Inbound report each require an active email 
address.  The default email address for these comes from the A626 Company screen’s 
Email Address field. If/when the Company Email field is edited, these reports will default 
to the new Company Email address.   
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Re-Order Report for Company (note that this is not actually a CSV report).  
 

Stock Shipped report 
 

 
Orders Shipped report 
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Stock Locations/Serial Details report (Company uses Shelf (not dynamic) Locations) 
 

 
Inventory Stock List report 
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OPTION 629:   QuickBooks Conversion  
 

Use this process to import company accounting data from existing Quickbooks records. 
  

 To Select QuickBooks Conversion:  

  Click on 629, QuickBooks Conversion, or  

 Key command “629,” [Enter].  

 

The QuickBooks Conversion Menu screen appears. 
 

 
QuickBooks Conversion Menu screen 

 
 

 Click on 001. Convert Chart of Accounts. 

 

 Click on 002. Retrieve/Convert QB Files. 

          

 

 

 

 

 
 


