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Administration Menu: Set-Up

Admin Menu Login

Overview:

This menu contains the Company Set-Up, Scheduled Reporting, User Access/Secutity,
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.

b 3 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

business distribution software
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Admin: 600. Company Set-Up Menu

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:
X 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.
rMw AUUUVVLVLLZ
Conveyorware Administrative System MENU APU152D3
Administrative Main Menu
Select one of the following:
u 21 INK REQUIRED FIELD
Command
i 600
i View Keys
if Exit Q Prompt W Rofresh A Retrieve @ Cancel a Help & Enter
L—"! O Reset
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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.

X 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
This option creates records for
completely new company. AR AT e S

Company Number is assigned, and
a full set if records is created

The process cannot be aborted,

Once a new Company Number is and the Gompany Number cannot be
. . . re-used in the future.

assigned (unlike other records in

Conveyorware), a full set of records is

created. This process cannot be 1s| continue

aborted, and the Company Number

cannot be re-used in the future.

4 Press [Entet] 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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— " FMW A100000019
Conveyorware Administrative System CUS381D1

Initial Setup-Company Definitions

HIGHLIGHTED FIELDS ARE REQUIRED

Company #...: 109 Last Company #...: 108
Company Name: Comp.Abbreviation:

Address 1...: (Mfr/Category Code)
Address 2...:

Address 3...:

City.rvvnsnnt

stateF4/F16[5Y Zip: Country[CY
Contact Name: First: Last:

Phone Number: Extension: FAX#:

Email:

Web:

Federal ID # Merchant #

Fulfillment C/Cust#: Billing Template# : 3

UPS Account#: Duns Number:

System Calculates Sales TaX....ieeveanvnnasnsssanns (Y/N): Y v

Will you use ConveyorWare Financial Software?.... (Y/N): Y v

Will you use Conveyorllare Point of Sale Software? (Y/N): Y v

System will generate late fee invoices?........... (Y/N): N |
9 Help i Exit Q Prompt & Cancel ‘_; Continue a
‘ = Enter |

| Prompt for CA/Prv. R ESetl

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 Mft. 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] (F106) 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 3td-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
Numbert.

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 intetfaces 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-catry 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/Ptv] (F16): Used for the State field, click to
select from a list of Canadian Provinces.

> Complete All fields.

4 Press [Entet] 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.

P —

Inventory Management............ Q F'-

Creditilimit $s i iiisieiiiataent 25000 Payment Terms.g CRDHLD
Ship 'VIA sececevesssancsenssssee g BILL

Duns & Bradstreet Code.......... Q oL

NAICS Code .cvecossrconsonyoosos @ 3333

Territory 2 Sales Rep..... Q 1
Bypass Credit Limit ....... (Y/N): N~

Bypass 60 Day Limit ....... (Y/N): N v

Print Packing Slip ........ (Y/N): N v

Print Price on Packing Slip (Y/N): N~

Print Invoice ...ccecvvunns (Y/N): Yv

Put Invoice in Carton ..... (Y/N): N v

Residential=R, Commercial=blank..:

Include Frt Charge On Inv . (Y/N): Yv

Advertising Allowance ..... (Y/N): N~

Customer Taxable.......cuus (Y/N): v

Tax Authority. g

@ Help B Exit Q Prompt y Cancel \![‘1 Continue

Suggested Company Defaults window
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Layout for Suggested Company Defaults window:

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

e the inventory management your company uses, OR

e the inventory management service YOU provide for this customer.

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

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

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

e 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
warchouse process, directly creating an Invoice.

The Autoship process is only active when:
e orders specify “Bill” in the Ship-Via field, and when
e 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:
e 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.
e Stock allocation is FIFO.

e Manufacturer (or Customer-specific) Numbers print for
each line item on every order.
e 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 & Tavoice 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 BJ: 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): Defaultis 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 patticipating, or not used. Enter “Y” for
advertising allowance transactions. See Option 203. Work with Cust. Ad

Allowance.

Customer Taxable (Y/N): Defaultis 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.

4 Press [Enter] to continue.

Company Created

The Admin 625 Company Records are Set up.
To Set up Company Financial Records:
Select (Continue or Enter)
Then Select Financial Setup.
-OR-

Select Exit or F3 to Stop Here.

Return to Admin Setup Option 626 at any time
to add or change Company information.

‘4’ Exit ‘I_j 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.

10
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OPTION 626:  Change Company Records

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

e Edit a Company record,

e Enter more details,

e Structure company accounting, and/or

e 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.

X To Display or Change a Company Record:
> Click on 626 Change Company, or
> Key command “626”, [Enter].

The Change Company Setup selection screen appears.

s - FMW A100000019
Conveyorware Administrative System CHANGE  CUS380D1

Change Company Definitions

Company #.. Y Enter Company#, press ENTER

Q Help lf Exit Q Prompt @ Cancel L‘ Continue B ti

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.

11
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= FMW A100000019
Conveyorware Administrative System CHANGE CUS380D1
Change Company Definitions
HIGHLIGHTED FIELDS ARE REQUIRED
Company #...: 100 Deactivate Company: v | (V)
Company Name: BETA DATA VISION
Address 1...: 4643 WOODWARD
Address 2...:
Address 3...:
AR a2 854 s : DETROIT
s:azem,nsﬂ MI Zip: 48202 c.;un:—yﬂ us
Phone Number: 2485551212 Extension: FAX#: 2485551212
Email: diane@lutz.com
Web: webwebweb
Federal ID # #
Fulfillment C#Cust#: Billing Template# 3
UPS Accountf: FUP234 (Warehouse #1 only) Duns Number:
System Calculates Sales TaX......eeeesiinsansnn (Y/N): Yo
Do you use ConveyorWare Financial Software?.... (Y/N): Y v
Do you use Conveyorliare Point of Sale Software? (Y/N): Y v
System will generate Late Fee Invoices?........ (Y/N): Y v
6 Help if Exit Q Prompt y Cancel Financial_Setup ') Continue m
Enter'
/ ; UPSWhse Dayend_Emails Prompt for CAPPrv i
(——] —  W— R

Change Company Information detail screen

Note that the 626 screen has a few differences from the 625 Create New Company screen:
e At upper right, the Company Abbreviation field doesn’t appear, and cannot edited.
e 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.

4 Key Any Changes, [Enter].

k To Work with the Financials Admin Menu:

From the 626 Change Company Information screen,
-> Click on [Financial Setup] (F6).

12
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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 warchouse 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.

- _ FMW A000000012
Conveyorware Administrative System SELECT MSC3000

Financial Setup Menu

100-SYDZ LIDZ

Select one of the following:

r
Q
¥
w
R
of
0
h
w
a
a
0
£
]
ot
«

[N}

Financial Interface (AR & COGS/GL)

w

Locations (AP/GL)

4. Work with Inventory Class Code (Sales/GL)
5 Source Code List

6. Departments

7 User IDs

8 User Compan Access

Selection =—=>

g Help i+ Exit E

13
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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:

FMW A000000012

Conveyorware Administrative System WORK GIX0101D1
Display GL Chart of Accounts
Chart Of Accounts
1ee-SYDZ LIDZ
Position by Location: and Account Number:
Department....:
Classification:
Loc Account Number Account Description Acct Type
1 100-000-00 Checking A
1 150-000-00 Savings A
1 175-000-00 Petty Cash A
1 200-000-00 Accounts Receivable A
1 230-000-00 Credit Card Receipts A
1 250-000-00 Receivables - Other A
1 400-000-00 Inventory Asset A
1 500-000-00 Employee Advances A
1 550-000-00 Pre-paid Insurance A
1 575-000-00 Retainage Receivable A @
5 Enterl
a Help if Exit Add @ Cancel Print
. .
Rese!
—

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.

14
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PREOGRAM : GLX10DAR Conveyorware Administrative 1042972014 11:40:17
USER ID : AOOOODOD1Z2 GEMNERAL LEDGER CHART OF ACCOUNTS
COMPANY : 100 SYDZ LIDZ PAGE: 1

ACCT.TYPES: A=Assets,C=Capital/Equitv,E=Expenses,L=Liabilitv,I=Income

Loc GL ACCOUNT# ACCOUNT DESCRIPTION ACCT
TYPE

100-000-00 Checking
150-000-00 Savings

175-000-00 Petty Cash

0z00-000-00 Accounts Receivable
0230-000-00 Credit Card Receipts
0250-000-00 Receivables - Other
0400-000-00 Inventory Asset
0500-000-00 Employvee Advances
0550-000-00 Pre-paid Insurance
0575-000-00 Retainage Receivable
1000-000-00 Furniture and Fixtures
1100-000-00 Vehicles

1150-000-00 Vehicles:Depreciation
1200-000-00 Land

1250-000-00 Buildings & Improvements
1275-000-00 Equipment

1300-000-00 Accumulated Depreciation
2000-000-00 Accounts Pavable
2050-000-00 Due to Owner

2100-000-00 Company Credit Cards
2150-000-00 Unearned Income-Gift cards
2200-000-00 Payroll Liabilities
2210-000-00 Federal Withholding Tax
2220-000-00 FICA Pavable

2230-000-00 AEIC Pawable

2240-000-00 FUTA Pavable

2250-000-00 State Withholding Tax
2260-000-00 Local Withholding Tax
2270-000-00 SUTA Pawvable

2280-000-00 State Disability Payable
2290-000-00 Workers Compensation Pavable
2300-000-00 Direct Deposit Pavable
2310-000-00 Emp Health Insurance Pavable
2700-000-00 Sales Tax Payable
3000-000-00 Loan - Vehicle 1
3010-000-00 Loan - Vehicle 2
3020-000-00 Loan - Vehicle 3
3100-000-00 Loan - Equipment
3200-000-00 Loan - Furnitures0ffice Equip
3600-000-00 Mortgage - Office Building
3610-000-00 Mortoage - Other Building
4000-000-00 Note Pawvable

5000-000-00 Opening Balance Equitwy
5010-000-00 Capital Stock

0
0
0

EEE L L - - - - - -
Pttt et ot et ot o ot ot ot et ot ot ot ot ot ot o ot ot ot ot o ot ot ot ot ot ot ot ot ot ot o et ot et et et e et
[ il il el el ekl el el el el el el el el sl el mnll el el el el el el = = e e e e e e e )

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: (defaultis 01)

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

Description:  Account Name

Account Type Code

15
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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.

e 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.

e 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.

e 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 IF6 Financials Setup Menu,

>

Click on 2 Financial Corporation File.

The Financial Company File screen appears.

Company Number.....:
Federal ID No...... g
Merchant

Current NEC Year...:

Retained Eatningsg H

A/R-G/L Interface:
A/R Account

Cash Account
Bad Debt Accaunl:g:
Discounts Taken g:
Reimbursed Frt

Inventory Cost of Goods Sold:

Use Average Costing:

Inv Assets

oGS ExpensefCy:

Q Help if Exit

Average Costing Requires Using PO System.

Conveyorware Administrative System

Financial Company File

100 SYDZ LIDZ

Default Earliest

111111111 Posting Date Posting Date

This is a Permanent Choice!
Select with "X", Blank=Manual Costing

@ Cancel Q Prompt

Change

FMW A000000012

MSC3011

Latest
Posting Date

Td#.......: NOT MERCH s [/ |2013 12 /| 2012 12 [/ 2017
2014 Define a fiscal year? Y/N N
1 | 5030 Retained Earnings
a: 1 200 Accounts Receivable

: 1 100 Checking
1 6200 Bad debt
1 | 5210 Discounts Taken
1 5220 Reimbursement Income:Reimbursed Fre

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”, [Entet].
The default is N, Calendar Year.

The Customize Fiscal Year window appeats.

Customize Fiscal Year

First month of Fiscal Year 07

Last month of Fiscal Year 06l

Define the beginning and end of

non-calander fiscal year. Press Enter.

& Cancel

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

4 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.

Conveyorware Administrative System

Financial Company File

Fiscal Yr Beg 07-2013 End 06-2014
105 DALI MUSTACHE DIP
Default Eai

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.

X To Select Automated Average Costing:
With cursor in the Average Cost field,

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

Reimbursed Frt @: i 5220 Reimbursement Income:Rein

Inventory Cost of Goods Sold:
Average Costing Requires Using PO System. This is a Permanent Choice!
Use Average Costing: Select with "X", Blank=Manual Costing

Inv Assets E’.}:

COGS Expenseg -

Q Help ‘? Exit @ Cancel Q Prompt

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:
e A Ship-To Address,
e The AP/GL Interface, and
e The Watrchouse/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 Warchouse 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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i ) FMW A000000012
Conveyorware Administrative System WORK GLX300D1

General Ledger
Work with Accounting Locations

119-FLOOR TO CEILING WALLS
Position by Location: Note: (ADD) creates a new accounting location

with its own Chart of Accounts.
Select option, press Enter.

Opt Location Name Address Line 1 Active

v o1 FLOOR TO CEILING WALLCOVER 435 THIRD % @

v 02 FLOOR TO CEILING SHOP 555 12TH Y E

8 Help B Exit {;h Refresh | Add @ Cancel £

Work with Iocation 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 fie/d 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] (F0): 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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i ) FMW A000000012
Conveyorware Administrative System CHANGE GIX305D1

General Ledger
100-SYDZ LIDZ Location Maintenance
Location: 01
Name : |sYDz LIDZ RCPTS Abbreviation: Sypz | Status: ACTIVE
Addr#l: 22998 SECOND
Addr#2:
City: PORT HURINE State/Prov> M1
Zip: 45555-1024 Country. g us
A/P G/L Interface: Loc Acct Dpt Cls
a/p Purchases@ 1 2000
a/p Payments.g 1 2000
A/P cash..... Q x 100
1

A/P piscounts[y 6020 900

—-Warchouses Assigned to this Location
Type option(s), press Enter. 4=Remove
opt Whs Warehouse Address
001 Y-KNOT WAREHOUSE, 102 COMPANY STREET, CITY, MI, 45555 us

- S
Q Help i* Exit Q Prompt y Cancel Assign_Whs “IJ Continue Enterl

Work with Location detail screen

Layout, Work with Location detail screen

Header
Company Ship-To Address, Location Abbreviation
Accounts Payable/GL Intetface 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:

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

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

e  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:
e A 2digit (numeric) Category Code, and

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

New-company default Categories are
e 1= Ordinary Sales (Inventory Stock), and

e 2= Intangibles (Services, Taxes, and other non-stock services and income).
Change, or add to these, if desired.

New-company default Class Codes are
e FRT (Freight Income) *,
e TAX (Sales Tax Liability), and

e 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 Tetritories (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

4 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.

Conveyorware Distribution System

Work with Inventory Class Codes

Pos. to the Company Nbr. g 100 Press Enter
Select option, press Enter.
[] 200 01 1pz sypz LiDZ 5100-000-00 ¥ ¥
SYDZ LIDZ ORDINARY
[¢] 100 01 oRD saLEs oTHER 5100-000-00 ¥ Y
ORDINARY SALES INCOME, OTHER MFR
v| 100 02 FRT FREIGHT 5220-000-00 N Y
FREIGHT
[z] 100 02 TAXx TAX 2700-000-00 N Y

TAX

FMW DO000000012
WORK  STK360D3

L

Inventory Category and Class Codes are important for the company's accounting 3 i
Q Help [ﬁ' Exit Q Prompt | [REW Refresh Add nter‘
Resetl
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 (1+t line, up to 15 characters) &
Full (2~ 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 Eicon, 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.

J Continue

@ -

Company Number

G/L Account Number
G/L Dept Number

G/L Classificatior

(? Exit & Cancel S Ccomments Q Prompt s t‘

e FMW D000000012
Conveyorware Distribution System Add  STK360W1

Inventory Category and Class Code

L - |

Enter l

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 10 60 characters, alpha-numeric

Select o 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 &4 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:

4 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.

R FMW D000000012
Conveyorware Distribution System Display STK360W1

Inventory Category and Class Code

Company Number.........: 100

FREIGHT
Full Description.: FREIGHT

G/L Account Number.....: 5220
G/L Dept Number........: 000

G/L Classification.....: 00

<«

Enter l

Reseti

‘J Continue
Q Help lf Exit & Cancel S Comments

Inventory Category and Class Code detail screen

> Press [Cancel].
The system returns to the Work with Inventory C&C Code list.

25




Administration Menu: Set-Up

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.

X To Display the Source Entry Code List:
From the 626 F6 Financials Admin Menu,

> Click on 3 Source Entry Codes.
The Source Codes screen appeats.
Yo 9/26/13
Conveyorware Administrative System 16:14:28
'S LADIES WEAR  Control File Maintenance
E
MSC3002 Source Entry Codes 2000000012
These Codes are View Only
Code Description
A/I. COST OF GOODS SOLD
A/R CASH RECEIPTS
AJE ADJUSTING JOURNAL ENTRIES
APX ACCOUNTS PAYABLE APX
AP1 ACCOUNTS PAYABLE AP1
AP2 ACCOUNTS PAYABLE AP2
AP3 COST OF GOODS FROM A/P
C/L COST OF GOODS TRANSACTIONS
JEA AUTO-REVERSE JOURNAL ENTRIES
JEM MANUAL JOURNAL ENTRIES
PYR PAYROLL JOURNAL ENTRY
RIE RECURRING JOURNAL ENTRIES

a HELP ‘f Exit @ Previous
(GRS

&, Enter

100-sSYDZ LIDZ Source Entry Codes

These Codes are View Only

Code Description
s/L POINT OF SALE TRANSACTIONS
SJE STANDARD JOURNAL ENTRIES

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=S8ales 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.

MSC3003

if Exit

ST 9/26/13
Conveyorware Administrative System 16:17:19
'S LADIES WEAR  Control File Maintenance
Department Numbers A000000012
Department No. Description
1 PRIMARY DEPARTMENT
2 SECONDARY DEPARTMENT

a Previous

&, Enter
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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 Warchouse (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.

Conveyorware Administrative System

Work with Users

Work with User .....: Enter full User ID, else use

Position to User ...: Generic symbols for Position to

Type option(s), press Enter.

2=Change 3=Copy 4=Delete S5=Display
red = Disabled User
Opt User Nickname Application Init Menu Description Y/N
I a A +
™ Ext Cancel » Refresh Add &) AddMutiple
N

6 Help

FMW A000000012
WORK  APU115D3

Financials

Work with Users selection screen
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FMW A000000012

Conveyorware Administrative System WORK APU115D3

Work with Users

Work with User .....: Enter full User ID, else use

Position to User ...: Generic symbols for Position to

Type option(s), press Enter.

red = Disabled User Financials
Opt User Nickname Application 1Init Menu Description Y/N
v A 12 A 12 12 HOM2eee ENV. 12 ADMIN, Five Cubed Y
v oL 12 12 D 12 HOMeee Env. 12 User, Five Cubed Y
v P1060012_1 P1000012_1 DO00e0eoe12 HOMEee POS USER Env. €012 Co. 1 N
Y

v | RSTONE12 RSTONE12 Doeeeeoel2 HOMeeo Env. 12 User, Five Cubed I

| * Exit | Cancel ,,a Refresh | ~
B o s

Enterl
[ g Help = ".
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 1D,
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 Uset’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 fie/d your
cursor is in. From any [Help] window, press [Extended Help] (F2)
for detailed information about the enzire 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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System User ID D000000012 Env. 12 User, Five Cubed

Assigned Warehouse: 1

Shipping Option Y/N... =

e of Complete Orders Y/N v

Administration Menu: Set-Up

FMW A000000012
Conveyorware Administrative System CHANGE  APU116D1

Change a User

s7| x
D000000012
leave blank for corporate user or enter company
D000000012
HOMO0O

100
1

¥000000012

HOMOOO

Enter

b Resel
Work with Users detail screen —
Layout, Work with Users detail screen
System User ID: User 1D, 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 Uset’s Main Environment/Menu Code
Initial Menu: Program Name for the screen that appears after

the

login.

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

Advanced Shipping Option Y/N:d  efaultis Blank. “Y” authorizes

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: Defaultis Y. “N”” restricts user from
the 750 Financial Menu (but not from 100. Accounts
Recetvable).

Assigned Corporation (Company): Default is Company 100.
Assigned Location/Whse: Default is Location/Warehouse 1.
F/A Application: The Uset’s Financial Environment/Menu Code

F/A Initial Menu: Program Name for the screen that appears after
750 Menu password screen.

30



Administration Menu: Set-Up

[Buttons] (I Keys) for this screen:

[Help] (F1):  Brings up a “Help” window with information about the
field your cursor is in. From any [Help] ('2) 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.

. _ FMW A000000012
Conveyorware Administrative System WORK MSC350D3

Work with Company Access

Work with Userid ...:

Position to Userid .:
Select option, press Enter.

Opt Userid Name
v| Aeeeeeeel2 ENV. 12 ADMIN, Five Cubed
v Deeeeeeel2 Env. 12 User, Five Cubed

v| P106@@12_1 POS USER Env. 0012 Co. 100 @

v RSTONE12 Env. 12 User, Five Cubed E
Enterl

g Help E* Exit @ Cancel Resei

Company Financial Access User list screen

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

e = FMW A000000012
Conveyorware Administrative System WORK MSC351D3

Company Access
Pserid iidede sl ot DEeoesese12

Type option(s), press Enter.

Opt Cmp Company Name Access?
s 1e@ SYDZ LIDZ Y
v 101 Y-KNOT TEXTILES & CRAFTS---------- | Y
v 102 COMPANY 102 b
v 13 ANOTHER NEW COMPANY N
v 164 SADIE'S LADIES WEAR Y
v 105 DALI MUSTACHE DIP Y
v 186 SIXTH SENSE COMPANY ¥
v 107 ACME BOX Y
v 108 ACME PARTS ¥
v | 109 ACME TEST Y @

Next

@ Help ?,h Refresh a Cancjelr i+ Exit Re;eti

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 ate 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:
e STOCK Shipped, with details of the stock shipped in each order, and
e  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 (warechouse 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 Setial (SS) Number. Any Manufacturet’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:
e 109 Daily Sales report [SalesRpt] (F10): For any date range, each day’s Sales
Amount and number of Orders.
e 109 [ShipRpt] (F11): for any date range, the Orders Shipped/Stock Shipped
reports.
e 201 Customer CSV [CustListEmail] (F10), and

e 301 Inventory CSV [InvEmail] (F11): Real-Time status for pending Stock and
today’s completed Orders.
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X 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.

Conveyorware Administrative System

Work with Email Reports

Select option, press Enter.

Opt Report
v|  Inbound Report
v Inbound Report(Truck Manifest)
v Shipping Info

v Reorder Report

9 Help [f Exit & Cancel

FMW A100000019
WORK  RPT400D3

L - |

En@sri

Resei
~—

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.

Conveyorware Administrative System

Email Addresses

Inbound Report(Truck Manifest)

Select option, press Enter.
2=Change 4=Delete 5=Display

Opt Status Email Address

Q Help lf Exit Add | a Cancel

FMW A100000019
WORK  RPT405D3

2  Click on [Add] (F6).

The Add Email Address screen appears.
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FMW A100000019

Conveyorware Administrative System ADD RPT410D1

Add Email Address

Inbound Report(Truck Manifest)

Active....A/I: A (A=Active I=Inactive)

Email Address:

Enter i

Rﬁi

Q Help i* Exit & Cancel !:j Continue

> 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. 1f 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.

FMW A100000019
WORK  RPT405D3

Conveyorware Administrative System

Email Addresses
Inbound Report(Truck Manifest)

Select option, press Enter.

Opt Status Email Address

v I dklm@ferbermidwest.com

v A klemn@lutzco.com @

6 Help if Exit Add & Cancel Enteri
» F
Resei

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.




Administration Menu: Set-Up

Report: STK700P *+++ [NVENTORY PURCHASE REPORT +++ 11/06/15  0:07:42
Re-order Report for Company  100-BETA DATA VISION Page:
STOCK# DESCRIPTION WHS S0LD on ACTIVE BACK CREDIT  REORDER ALREADY UNITS UNIT  PURCHASE PURCHASE
Y10 HAND ORDERS ORDER HOLD  POINT ON ORDER NEEDED COST  QTY Cost
BOX SHIPPING CARTON 1 26 2 0 0 0 0 0 0 .00 2 .00
20 MM LENTICULAR 5 MULTIFOCAL GLASS LEN 1 198 0 100 0 0 0 0 100 .00 100 .00
24 M LENTICULAR 8 MULTIFOCAL GLASS LEN 900 0 0 0 0 0 24 0 24 33.00 24 792.00
4D LENS 10MM 10MM POLISHED EDGE 1 1 433 17 48 0 0 36 0 84 .00 67 .00
4D LENS 10MM 10MM POLISHED EDGE 1 900 0 18 0 0 0 36 0 36 16.00 18 288.00
4D LENS 16MM 16MM GROUND EDGE 1 398 48 12 0 0 48 0 60 .00 12 .00
The Purchase Quantity will fi11 all current orders and keep the On-hand Quantity=Reorder Point.
Re-Order Report for Company (note that this is not actually a CSV report).

Company Customer# Cust. Name Ship Date Order # Item Item Description Ordered Qty B/O Qty Ship Qty Item Price Warehouse
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-CM BERET MENS LAMBSWOOL BERET 1 0 1 50.00 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-CM CLOCHE CAMEL CLOCHE 1 0 1 40.00 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-CM DERBY BUFFALO FELT DERBY 1 0 1 48.00 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-CM TAX TAX 1 0 1 8.97 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-DL BERET MENS LAMBSWOOL BERET 1 0 1 50.00 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-DL CLOCHE CAMEL CLOCHE 1 0 1 40.00 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-DL DERBY BUFFALO FELT DERBY 1 0 1 48.00 001
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-DL TAX TAX 1 0 1 8.97 001

Stock Shipped report

Company Customer# Cust. Name Ship Date Order # Company Name Attention Name
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-CM MIKES MENSWEAR MIKE MIKEY
100 0000000100 MIKES MENSWEAR 20150220 BLANKET Z-DL MIKES MENSWEAR  MIKE MIKEY

-146.97 Credit Memo
146.97 BiIll

Invoice Total Ship Service Tracking # Weight LB

00.0
00.0

Freight$ 3rd Party Acc# Warehouse

001
001

Orders Shipped report
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Product Manuf Serial# Quantity Serial# Location Date Lot# Truck ID WHSH#
BOX 996 FM00000023 FULFMT 04/01/2015 FULFILLMNT 001
GADGET 4066 FM00000020 FULFMT 03/30/2015 FULFILLMNT 001
WIDGET A 4940 FM00000021 FULFMT 03/30/2015 FULFILLMNT 001
WIDGET A 72 FMO0000057 FULFMT 01/04/2016 FULFILLMNT 001
WIDGET B 4733 FM00000022 FULFMT 03/30/2015 FULFILLMNT 001

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

Stock Number Item Description On Hand Allocated Available Short Back Ord. Crd Hold Future Ship Tentative Complete R.Point Mfr Abrv UPC Price Cost Weight UOM
BOX SHIPPING CARTON 0 0 0 0 0 0 0 0 0 BDV 1.00 0.00 0.0000

CE APERTURE 8-16 CAT'S EYE ADJUST 8-16 MM 796 1 795 0 0 0 0 0 0 BDV 88.00 0.00 0.0000
GOGGLE 3D 3D CARDBOARD VIEWER SET 0 0 0 0 0 0 0 0 0 BDV 45.00 0.00 0.0000

18 MM LENTICULAR MULTIFOCAL, 18MM 76 3 73 0 0 0 0 0 0 BDV 540964823 84.00 0.00 .5000 Lb
20 MM LENTICULAR 5 MULTIFOCAL GLASS LENS 314 0 314 0 0 0 0 0 0 BDV 094803984 110.00 0.00 0.0000

24 M LENTICULAR 8 MULTIFOCAL GLASS LENS 223 0 223 0 0 0 0 0 0 BDV 2.3507E+11 120.00 0.00 0.0000

4D LENS 10MM 10MM POLISHED EDGE 1 65 0 65 0 0 0 0 0 0 BDV 09867467710 48.00 0.00 .2500 Lb
4D LENS 16MM 16MM GROUND EDGE 29 0 29 0 0 0 0 0 0 BDV 09867467709 66.00 0.00 .3000 Lb

Inventory Stock List report
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OPTION 629: QuickBooks Conversion

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

E 3 To Select QuickBooks Conversion:
2> Click on 629, QuickBooks Conversion, or
4 Key command “629,” [Enter].

The QuickBooks Conversion Menu screen appears.

] = FMW A000000012
Conveyorware Administrative System MENU APU152D3

Quickbooks Conversion

Select one of the following:

u 001. Convert Chart of Accounts
u 002. Retrieve/Convert QB Files

90. Signoff
u THIS COLOR = REQUIRED FIELD

o a

===>

iﬁ Exit & Cancel Menu_Search e Help Reseti

QuickBooks Conversion Menu screen

-> Click on 001. Convert Chart of Accounts.

> Click on 002. Retrieve/Convert QB Files.
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