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cuapter1  Cross Application Overview

This section provides you with and explanation of the
* Main Menu

» Menu Naming Conventions

» Transaction Processor

» Compile Tools

* Form Type and Form Size

Standards Used Throughout Infor Distribution
A+

Main Menu (MENU APLUS)

The Main Menu (MENU APLUS) allows you to access the Main Menu of each module. To display
this menu, key GO APLUS on any command line and press ENTER. Once displayed, key the
corresponding number (on the command line) of the module for which the Main Menu will display (if
the application is installed.)

You also may access modules using the Menu Naming Conventions (p. 1-1).

Menu Naming Conventions

Application ID

Menu names are designed for easy access. Once you understand the convention, you can display
menus without the use of a User Guide or the Main Menu. All menu names are six characters long and
begin with the first two characters of the Application ID, as such:

¢ Al - Advanced Inventory Management
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* AM - Advanced Mobile

e AP - Accounts Payable

* AR - Accounts Receivable

+ AX-FAX

« BQ - Bid & Quote

¢ CN - Consignment

¢ CT - Commerce Catalog

» DM - Data Warehouse

* EI - Electronic Data Interchange (EDI)

« EP - Electronic Payments

» ES - Extension Solution

 FW - forms@work

* GL - General Ledger

¢ GW - Commerce Gateway

« IA - Inventory Accounting

e IC - International Currency

e IM - Inventory Management & Planning

¢ MG - Workflow Management

* MS - Mail Server

« OB - Bill of Material (Order Entry Bill Of Material)
e OE - Order Entry

¢ OP - Price Maintenance (Order Entry Pricing)
¢ OS - Mobile Order Entry (formerly OnSite)
¢ PO - Purchasing (Purchase Orders)

» PS - Point of Sale

« RF - Radio Frequency

* SA - Sales Analysis

» SF - Storefront

¢ SW - sales@work

+ WB-Web

¢ WM - Warehouse Management

¢ WO - Value Added Services (formerly Work Order Processing)
¢ XA - Cross (X) Application
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Important

Do not prefix your custom jobs with any of the prefixes used above (e.g., AP, WB, SA,
and so on), even if you do not have the module installed with the prefix you wish to use.

That is, if you do not have International Currency installed, you should still not use IC as
a prefix for any of your custom jobs. If you use any of the above prefixes, you run the
risk of having a custom job be overwritten by future updates or installation of modules.

Type of Operations

The last four characters of the menu name indicate the type of menu and/or operation(s) that will be
performed from the menu, as such:

CFIG - Configuration Menu (Cross Application module only)

CHCK - Check Processing Menu (Accounts Payable module only)
EPAY - Electronic Payments File Maintenance (Electronic Payments module only)
FILE - File Maintenance Menu

FIL1 - File Maintenance Menu (EDI module only)

FIL2 - A second File Maintenance Menu, if required

FIL3 - A third File Maintenance Menu, if required

INQY - Inquiry Menu

INVC - Invoice Menu (Consignment module only)

MAIN - Main Menu

MAST - Master Menu

MAS?2 - Menu of Master Menu’s (Cross Application (XA) module only)

PHYS - Physical Inventory Menu (Inventory Accounting & Warehouse Management modules
only)

PRCE - Pricing menu (Order Entry module only)

REBT - Rebate Menu (Order Entry module only)

REPT - Reports

RPT2 - Reports (General Ledger module only)

RVAL - Revaluation Menu (International Currency module only)

SCTY - Security Menu (Cross Application (XA) module only)

STMT - Statement Menu (General Ledger module only)

SYST - System Maintenance Menu (Workflow Management module only)
XFER - Accounts Transfer Menu (General Ledger module only)
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Description of Operations

Different operations are performed and associated with certain menus throughout Distribution A+. The
following is a brief description of the type of operation that is performed by each one of the menus just
listed:

CFIG - Controls the initial setup of Distribution A+. From this menu, you set up the Transaction
Processor, create and name environment(s) in which to run Distribution A+, define library
characteristics for each environment you create, register valid user IDs, and start a session for a
specific environment.

CHCK -This menu is used for payment processing. There are three means of processing that can be
performed through this menu; these include:

» Standard Check Processing
» Manual Check Processing

» Check Reversal Processing

FILE - File Maintenance menus allow you to perform file maintenance and to list the contents of the
files used by Distribution A+. File maintenance allows you to add, change, or delete data in files; file
listings provide a printed hard-copy of every field for every record in a file (i.e., all file maintenance
information is printed).

FIL1 - Same as for FILE menu. (This menu is used in EDI only)

FIL2 - Second File Maintenance menus are used, if necessary, and perform the same functions as
primary File Maintenance menus.

NOTE: For A/P and G/L they are used for “secured” functions only; they are not used for
file maintenance.

FIL3 - Third File Maintenance menus are used, if necessary, and perform the same functions as
primary File Maintenance menus.

INQY - Inquiry menus are used for inquiries into data.

INVC - Invoice menus are used to print work sheets, to enter or view inventory balances or amounts,
create edit reports, and to generate invoices.

MAIN - Main menus are used for main processing functions (including transaction entry, inquiries,
and posting).

MAST - Master menus are used to perform miscellaneous or restricted functions (including day-end
and period-end processing).

MAS?2 - A menu providing individual access to the master menus for all the existing modules that have
master menus.

PHYS - Physical Inventory menus are used to perform a physical count of your inventory and update
Distribution A+ accordingly.
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PRCE - The Pricing Options menu is used to perform file maintenance and to list the contents of the
files used for order entry pricing.

REBT - The Rebate menu is used to create, maintain, edit, print, save, and inquire upon customer and
item rebate classes as well as rebates established for use by those customers and items.

REPT - Report menus allow you to print various reports. These reports may be used for analyzing,
inquiries, comparison purposes, etc.

RPT2 - This Report menu allows you to select the same reports as the REPT menu, but also allows you
to select Pre-2.0 Statement formats. (This menu is used in General Ledger only.)

RVAL - The Revaluation menu is used to recalculate values in various files used for International
Currency.

SCTY - The Security menu provides you with options to maintain and list the Security and User Group
files.

STMT - The Statement menu is used to create, maintain, edit, print, save, and inquire upon general
ledger statements.

SYST - The System Maintenance Menu is used to define alerts and the data, report, function, and
recipient codes that are used to build Workflow Management alert messages. Changing any of these
values can adversely affect Workflow Management functionality. Therefore, the options on this menu
should be maintained only by our company, an authorized business partner, or a member of your MIS
staff.

XFER - The Accounts Transfer Menu allows you to control how accounts are selected when
transactions are posted from the Order Entry, Accounts Receivable, and Accounts Payable modules.

In summary, by knowing the menu naming conventions you will be able to access any menu from any
command line. For example, key GO XACFIG (and press ENTER) to access the Cross Application
Configuration menu.

Understanding the Transaction Processor

The Transaction Processor controls master file update functions to ensure that Distribution A+ can be
restarted. This section highlights the features and architecture of the Transaction Processor.
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Features of the Transaction Processor

Restartable

After a system failure, the Transaction Processor may need to be restarted. Do not restore your master
files! To determine if the Transaction Processor requires restarting, select the Transaction Processor
Inquiry (MENU XAMAST), or key APJOBS on a command line and press ENTER. Restarting is required
only if the words Restart Needed appear in the upper right corner of the screen. To restart, press
F6=ReSTART TP from the Transaction Processor Inquiry. The interrupted procedure will resume
processing from the point of termination.

Single-Threaded Processing

A job thread is a single processing unit of the transaction processor. The transaction processor can be
set up to have multiple threads, which allows between one and four concurrent jobs to be processed at
the same time. Each one of these concurrent jobs can be referred to as running in a thread of the
transaction processor.

The Transaction Processor allows only one updating procedure to run at a time. This type of
processing ensures the integrity of updates to the master files. If two or more Transaction Processor
jobs are submitted at the same time, the Transaction Processor will queue requests and process them
based on the default run priority assigned to the job. These default priorities range from 01 to 99,
where 01 is the highest priority and 99 the lowest. The system will select jobs for processing based on
the assigned priority. Jobs with a higher priority will be processed before jobs with a lower priority. If
there are multiple jobs with the same priority, they are processed using the “first in, first out” (FIFO)
rule. You can change the priority of a particular job on the Transaction Processor Jobs Detail Screen (p.
40-7) in the Transaction Processor Inquiry (MENU XAMAST).

You can also modify the threads qualified to run an occurrence of a particular job. A job that normally
runs in a specific thread or threads can have additional threads added to it while the job is pending.
You can change the availability of threads for a job on the Transaction Processor Jobs Detail Screen (p.
40-7) in the Transaction Processor Inquiry.

If Mobile Order Entry and/or EDI are installed, two additional subsystems exist ONSITECTLDbb,
where bb is the base ID (or ONSITECTL if using base 2) and/or APEDICTLbb (or APEDICTL if
using base 2). These subsystems are defined as single-thread subsystems, meaning that only one
updating procedure will be allowed to run at a time. If two or more Transaction Processor jobs are
submitted at the same time, the Transaction Processor will queue the requests and process them based
on the assigned priority. If there are multiple jobs with the same priority, they are processed using the
“first in, first out” (FIFO) rule.

However, when processing jobs, the system also considers the current job levels associated with a TP
job. The job levels (1, 2, or 3) control which jobs can run together. A level 3 job must always run
alone. Level 2 jobs can run 1 and 2 level jobs. Level 1 jobs can only run with other level 1 jobs. While
you can to make priority changes, the changes you make may be mitigated by the job level restrictions.
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Transparency

Under normal circumstances, the Transaction Processor does not need to be managed. It is
automatically started by any functions that require it and is terminated when all queued requests are
completed or when you stop Distribution A+.

Data Integrity

The Transaction Processor ensures the integrity of your data by monitoring and posting all jobs which
update Distribution A+ files. If the power is lost during the day, the Transaction Processor will
guarantee that transactions get posted and that they will only be posted once. The Transaction
Processor ensures that a restore condition will be needed only in the event of a severe hardware failure,
such as a disk crash. In addition, it drastically reduces costly “down-time.”

History

The Transaction Processor retains a detailed history of all pending and completed jobs. As part of
maintaining the Transaction Processor, it is advised that you periodically clear the Transaction
Processor History File. To do this, from the Transaction Processor Jobs Screen (p. 40-2), press F11 for
completed jobs and then press F24 to clear. Refer to the Transaction Processor Inquiry (MENU
XAMAST) for details.

Technical Tip

Distribution A+ creates a data area called “LOGCL”. This data area is used to determine how much
detail should be logged in the Transaction Processor job log.

The data area “LOGCL” is automatically set with a default of *No to ensure that your job log remains
small, not containing unnecessary information. If you want more detail/history logged into the job log,
you may change the data area’s default value to *Yes.

Compile Tools

A command is available to assist you in the compiling of your programs. This command is used to
compile programs where the F-specifications do not match the disk file name. The command is N4 in
the base library.

The file in the base library contains all the files that have been overridden.
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Form Type and Form Size

To provide flexibility for printed and faxed documents, system options can be set to form type 1 or
form type 2 through System Options Maintenance (MENU XAFILE). For type 1 is a basic form type
that prints on 8.5 x 11 paper. Form type 2 allows you to chose a form size (8.5 x 11 or 8.25 x 11.75) for
each company through Company Name Maintenance (MENU XAFILE) and includes International
Currency information, if International Currency is installed and activated. The form type you select
will depend on the needs of your company. See “System Options Maintenance” on page 12-1 and
“Company Name Maintenance” on page 13-2 for additional information about this feature.




cuapter2  Cross Application and Distribution 2
A+ Modules Setup

After your installation of Distribution A+ is complete, use this section to guide you through setting up
Distribution A+ and the modules you have installed.

This section provides a summary of the setup that explains each step briefly and a checklist for Cross
Applications (XA) and each Distribution A+ module.

NOTE: There are no setup steps for Bid & Quote and Price Maintenance. These modules
are not included in this section.

Use the summary and the checklist to track your progress. Begin with Cross Applications and then set
up the other modules you have installed. Use only those sections that correspond to the modules you
have installed. The summary and checklist will refer you to the option you need to use to complete the
step. To find more information about an option, refer to the user guide for the module. Keep a
notebook to write down any unanswered questions. Contact your Professional Services representative
for technical assistance, if necessary.

Setting up Cross Application (XA)

You must make procedural decisions and provide operational-related information required by the
system in order for it to run properly. You will have to make decisions in the areas of business
operations (MENU XAFILE and MENU XACFIG) and system security (MENU XASCTY). The
decisions you make and the responses you provide are based on the manner in which you do business
and therefore allow you to tailor Distribution A+ to meet your needs. Refer to the User Security User
Guide for system security information (MENU XASCTY).

Complete the steps summarized in this section to prepare Distribution A+ for use. When performing
these steps, keep in mind that some of these options will be performed simultaneously as they feed data
to each other. For example, when setting up Cross Applications Order Entry options (step 8), you will
need valid user groups defined through User Groups Maintenance (MENU XASCTY).

NOTE: Steps 1 through 3 in the checklist were already completed during the installation.

1. Set up Transaction Processor (required)

This option is used to set up the Transaction Processor so that all processing jobs will be routed/
queued correctly. Run this option through Setup Transaction Processor (MENU XACFIQG) to
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initially set up the Transaction Processor for use in Distribution A+. You must have authority to run
the CRTSBSD, CRTUSRPRF, ADDAJE, ADDRTGE, CRTJOBQ and CRTJOBD commands in
order to run this option. Normally, the security officer signon has this authority.

2. Create an Environment (required)
This option allows you to create one or more environments to run under Distribution A+ and/or to
initialize an environment copied from another environment.
3. Define Environment Library Lists (required)
This option allows you to define the library list for each environment you created through Create an
Environment (MENU XACFIG). Up to 25 different libraries can exist on the list, with a maximum
of 10 user-defined libraries.
NOTE: This step is required only if there are custom or third party libraries needed in the
users’ library list.
4. Register A+ User IDs (required)
Use Register A+ User IDs (MENU XACFIG) to register users and specify default settings for each.
Users must be registered to start a session.
NOTE: If Mobile Order Entry and/or sales@work is installed, use this option to also
register valid Mobile Order Entry and sales@work user IDs.
5. Set up System Options (required)
Run this option during the initial setup of Distribution A+ to enter overall information and general
system values that apply to all companies. Entries made through this option affect how Distribution
A+ will be used for your business.
Important
If you select to use the Vertex Sales Tax interface feature and key Y in the Use Vertex
Taxing field in system options, your response of Y will not be activated until you follow
the guidelines listed in APPENDIX H: Vertex Interface Guidelines.
6. Set up Company Name Options (required)
Run this option during the initial setup of Distribution A+ to set up your company or companies and
the options that are specific to the company or companies you are defining. You must be an
authorized user defined in Company Name Maintenance (MENU XAFILE) to run this option.
Once a company has been added, options MUST be set up for all other Application modules you
have installed.
7. Set up Accounts Receivable Options (required, if installed)
Run this option during the initial setup of Distribution A+ and after adding a new company through
Company Name Maintenance (MENU XAFILE) to set up defaults and select optional features for
the Accounts Receivable module.
Additionally, use this option to optionally establish bank accounts and related information for use in
Distribution A+. Depending on the modules you have installed, you may access and set up bank
accounts through this option, A/P Options Maintenance (MENU APFIL2), or Bank Accounts
Maintenance (MENU ARFIL2/MENU APFIL2).
8. Set up Order Entry Options (required, if installed)
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10.

1.

Run this option during the initial setup of Distribution A+ and after adding a new company through
Company Name Maintenance (MENU XAFILE) to set up defaults and select optional features for
the Order Entry module.

Set up Inventory Accounting Company and System Options

Run this option during the initial setup of Distribution A+ and also after adding a new company
through Company Name Maintenance (MENU XAFILE) to set up defaults and select optional
features for the Inventory Accounting module. Also run this option to set up Available To Sell
(ATS) defaults to be used throughout Inventory Accounting, where applicable, and to determine if
item change activity will be tracked.

Set up Sales Analysis Options

Use this option to determine and record your Sales Analysis options for each company. This option
must be run during the initial setup of Distribution A+ and after adding a new company. Note that
some of these options cannot be changed once sales are posted.

Set up Bill of Material Options (required, if installed)

Use this option to determine and record your Bill of Material options. This option must be run
during the initial setup of the Bill of Material module.

NOTE: Information defined through this option is not specific to a company, like most
other options on MENU XAFILE.

12

Set up Purchasing Options - System, Company and Warehouse (required, if installed)

Use this option to:

» determine and record your Purchasing options for each company, enabling you to tailor
Purchasing to meet your needs

« add warehouse options to define ship-to warehouse information and additional warehouse
transfer selections

+ set up Purchasing system options, which allow you to determine the number of days to keep
vendor audit activity, as well as define Purchase Priorities (rush purchase order, critical point,
below order point, negative purchase net available, document ties, and normal purchasing).

» review the cost relationships between warehouses, add new warehouse transfer cost relationship
records, update existing cost relationship records, or delete existing cost relationship records

If using Warehouse Transfers, use this option to set up the Purchasing options for each warehouse
in your system. Run this option during the initial setup of the Purchasing module.

NOTE: Since a valid warehouse is required for entry, you must first define your
warehouses in Inventory Accounting through Warehouse Numbers Maintenance
(MENU IAFILE). Once defined, you may then set up the purchasing options for
each warehouse in your system.

13.

14.

15.

Set up Special Order Options (optional)

This option is used to set up special order options for a company. You can set up defaults and select
optional features for special order processing. Use this option if you want to take advantage of
advanced special order processing features, like the Change Request Process.

Set up Output Queue Overrides (optional)

This option is used for printing purposes to set up output queue overrides by warehouse and display
ID.

Set up Job Templates (optional)
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This option is used to add, change, and/or delete job templates. Job templates may be defined to
allow for pre-established company selections, optional job selections, and output queues/report
selections. This alleviates the need to have to make all those selections each time a specific job, like

Day End Processing, is run.

What To Do

Begin with step 4, if steps 1 through 3 have already been performed

as part of the installation process for Distribution A+.

Menu and Option

N/A

L] 1. Set up Transaction Processor (required)

XACFIG - Option 1

[ 2. Create an Environment (required)

XACFIG - Option 2

[ 3. Define Environment Library Lists (required)

XACFIG - Option 3

[ 4. Register A+ User IDs (required)

XACFIG - Option 4

[ 5. Set up System Options (required)

XAFILE - Option 1

[ 6. Set up Company Name Options (required)

XAFILE - Option 2

[ 7. Set up Accounts Receivable Options (required, if installed)

XAFILE - Option 4

[ 8. Set up Order Entry Options (required, if installed)

XAFILE - Option 5

[ 9. Set up Inventory Accounting Company and System Options
(required, if installed)

XAFILE - Option 6

[ 10. Set up Sales Analysis Options (required, if installed)

XAFILE - Option 7

[ 11. Set up Bill of Material Options (required, if installed)

XAFILE- Option 11

L 12. Set up Purchasing Options - Co., Warehouse (required, if
installed), & System

XAFILE- Option 12

[ 13. Set up Special Order Options (optional)

XAFILE- Option 13

L] 14. Set up Output Queue Overrides (optional)

XAFILE- Option 30

[ 15. Set up Job Templates Overrides (optional)

XAFILE- Option 31




Cross Application and Distribution A+ Modules Setup

Setting up Accounts Payable

Important

In order to use Voucher Entry, you must activate G/L Transfer (MENU GLXFER) even if
the A/P to G/L interface has been defined as N through Company Name Maintenance
(MENU GLFIL2). The N simply indicates that the data will not be brought through to G/L
files; instead, it will be stored in a holding file that may be used as input to another G/L
package.

1. Set up G/L (required)

The General Ledger module must be set up prior to Accounts Payable (refer to the General Ledger
setup within this section.)

2. Sign on as the Master User (required)

Be sure that you are signed on as the master user. This user has authority to all functions, files, and
accounts. You are required to set up the master user before performing any G/L or A/P functions. If
you have not already done this when setting up G/L, do this through System Options Maintenance

(MENU APFIL2).

This user may be changed at any time, but only by the existing master user.
3. Set up System Level A/P Options (required)
a. Determine how you want Voucher Numbers Assigned
Voucher numbers may be assigned by either the System (S) or User (U)

If you select S, the system assigns sequential voucher numbers starting at number 1. You are not
allowed to key a voucher number for new vouchers during voucher entry.

If you select U, you must key a voucher number for each voucher created.
b. Determine if User Security will be used (Y/N)

If you are using any A/P security, you must answer Y to this question. Any user without a user
ID will be denied access to all A/P programs.

If you answer Y, all users must be registered as valid users [through Register A+ User IDs
(MENU XACFIG)] before they will be allowed access to any menu option.

If you answer N, all System i users will gain access to any menu option.

c. Determine if Program Security will be used (Y/N)
With program security, you may allow or deny access, by user, to specified A/P menu options.
At a later time, program security must be defined for each user through Authority Profile
Maintenance (MENU XASCTY).

d. Select your One Time Vendor Number

Select the vendor number for vendors from whom purchases are made on a one time basis, or
when making miscellaneous purchases. Names and addresses are stored in history under this
vendor number for inquiry and reporting purposes.
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NOTE: Because a valid vendor is required for entry, you must first define your vendors in
Accounts Payable through Vendors Maintenance (MENU APFILE). Once
defined, you may then select your one time vendor number.

WARNING!

After a one time vendor has been established, you will not be allowed to change it.

e.

Determine if GST will be calculated for purchases

Specify whether you want GST (Goods and Services Tax) to be calculated for taxable purchase
order line items from vendors that have a tax body for GST in the Calculating GST for
Purchases (Inputs) field. The tax will be calculated during regular receipt validation.

This option is available only if the Use GST/PST Taxing field is set to Y through System Options
Maintenance (MENU XAFILE).

4. Set up Company Specific A/P Options (required)

These options must be set up (once) for each company using A/P.

a.

Determine Calculation for Due Dates

When vouchers are entered, the due date is calculated automatically (based on the terms) if you
do not override it during voucher entry.

Determine if you want due dates calculated by the Invoice Date (date of vendor’s invoice, which
is keyed on the Voucher Header Screen) or Entry Date (date the voucher was keyed).

Determine if Payee Name/Address will be allowed to be overridden (Y/N)

If you are using the Purchasing module, this field allows you to have two addresses for the same
vendor (one for Purchasing and one for Accounts Payable).

Use this field to specify if the name and address of the vendor’s payee will be allowed to be
overridden during Vendor Maintenance (MENU APFILE).

If you want the address to be the same in both A/P and P/O, select N.

If you do not have the Purchasing module, this field is not applicable and an entry of Y or N will
have no effect.
Determine if Assignees will be used (Y/N)

An assignee is a vendor who is associated with another vendor and to whom payment will be
made. For example, if you place purchase orders with the branch office and then submit
payment to the headquarters, you may set both of these up as vendors and automatically assign
payment to the headquarters (which may be overridden during voucher entry).

If payments are to be made to the original vendor only, select N.

NOTE: This field is useful if you have Purchasing installed and are using Receipt
Validation. The voucher can be entered for the purchasing vendor to allow you to
display that vendor’s receipts. You may then make payment to the assignee
number.

. Set up Bank Accounts

NOTE: You MUST first define your banks through Bank Names Maintenance (MENU
APFIL2) before setting up your bank accounts.

2-6



Cross Application and Distribution A+ Modules Setup

Establish bank accounts for use in Distribution A+, if they have not already been defined.
Once bank accounts have been set up, select your default bank account (see the next step).
. Select your Default Bank Account

You MUST first define your banks through Bank Names Maintenance (MENU APFIL2) and
bank accounts through Bank Accounts Maintenance (MENU APFIL2/MENU ARFIL2), A/P
Options Maintenance (MENU APFIL2), or A/R Options Maintenance (MENU ARFIL2) before
selecting your default bank account.

This bank account is used as the default for A/P transactions for the selected company.
Select your 1099 Print Format

You have the option to print 1099-MISC IRS forms on Continuous feed printers (one form per
sheet) or optionally on Laser/Inkjet printers, using pre-printed standard 1099 pages that contain
two forms per sheet. This field determines what format the 1099-MISC IRS forms will be
printed in: C for Continuous print format (original functionality, landscape mode, one 1099-
MISC form per page) or L for Laser/Inkjet print format (portrait mode, 8.5 by 11 paper, with two
1099-MISC forms per page).

. Determine if you want to Age Paid Invoices based on the Invoice Date or Due Date

Used for tracking purposes. Track invoice payments from the date of the invoice or date the
payment became due.

. Determine how you want to Age Open Payables (Inquiry Aging Option)
Options include:

e Current Date minus Invoice Date
e Current Date minus Due Date
e Due Date minus Current Date

See A/P Options Maintenance (MENU APFIL2) for a detailed explanation of these options.
Determine Aging Days
You must specify the aging days used to define each period (e.g., 30, 60, 90). Aging days are

used to age open payables. Refer to the A/P Inquiry Vendor Performance Screen in Accounts
Payable Inquiry (MENU APMAIN) for details.

Determine if Multi-Company Receipt Validation will be allowed (Y/N)
This field is reserved for future purposes. Select N.
. Determine the type of Voucher Edit List to Print

Select D for Detail or S for Summary to specify the information you wish to see when posting
vouchers (MENU APMAIN).

The value you select will also be used as the default when selecting to print the Voucher Edit
List MENU APMAIN).

Determine if you want to check for duplicate invoices
Used to control whether the system checks for duplicate invoices.

If you want the system to check for duplicate invoices when you enter or maintain a voucher,
select the criteria you want used to identify duplicates. If a duplicate is found, a warning
message will appear with information about the file location of the duplicate.

Key N to disable the check for duplicate invoices.
. Determine if Held Vouchers will be Posted
Used to determine the vouchers you want posted.
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Determine if you want held vouchers posted to the Open Payable files through AP Options
Maintenance (MENU APFIL2), or if you want only those vouchers not containing hold codes
posted.

5. Validate A/P & G/L Transfer fields (required)

a.

Set up Business Units

If you select to use business units, you must define each valid business unit used during voucher
entry.

Set up Vendor G/L Codes

If you select to use vendor G/L codes, you must define each valid vendor G/L code used for
vendor classification.

Set up G/L Account Numbers for each A/P Bank Account
Refer to the General Ledger Interface User Guide.

Verify A/P & G/L Default Interface Accounts (required)
Refer to the General Ledger Interface User Guide.

NOTE: You may need your vendors created first for A/P expense accounts in the
GLXFER option (20-A).

6. Set up Vendors (required)

a.

Set up Vendor Classes (optional)

Vendor A/P Classes are used to distinguish different classifications of vendors. Use vendor
classes if you want to print Vendor Labels or the Vendor File Master Listing by a range of
classes. If you wish, these classes may be set up at a later time.

Set up Hold Codes (optional)

You may optionally set up hold codes which may be used to flag invoices for special payment
processing.

Set up hold codes when you want all vouchers pertaining to a vendor to be flagged for special
payment processing.

Copy Purchasing Vendors to A/P (if applicable)

If you have the Purchasing module installed, you may copy vendors from your Purchasing
Vendor Master to your A/P Vendor Master.

Key in New Vendors

Add vendors to A/P through Vendor Maintenance (MENU APFILE). If you have copied
purchasing vendors, change them through this option.

Rebuild Vendor Search File

This option updates the Vendor Search File. It is performed automatically each time a vendor is

added, therefore, it is not necessary to execute this function regularly. You should execute this
option after file conversions.

Set up Bank Names (required)

NOTE: You MUST first set up bank names before selecting your default bank account
when setting up your company options through A/P Options Maintenance
(MENU APFIL2).

This step also exists on the Accounts Receivable Checklist.
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This option allows for the identification of banking establishments. Once banks are defined, they
are used when setting up your bank accounts.

8. Define Bank Accounts (required)

This option allows for the identification of banking accounts. Define bank accounts through Bank
Accounts Maintenance (MENU APFIL2). Run the Bank Accounts Listing (MENU APFIL2) to
review the data.

For an explanation of Bank Accounts Maintenance and Listing, refer to the Accounts Payable User
Guide.

9. Define Split Terms Codes (optional)

This option allows for the identification of split terms. Define split terms codes through Split Terms
Code Maintenance (MENU APFIL 2). Run the Split Terms Code Listing (MENU APFIL2) to
review the data. Refer to the Accounts Payable User Guide for further details.

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

L] 1. Set up G (required) - Refer to the G/L Setup Checklist within  N/A
this section

(1 2. Sign on as the Master User (required) N/A

3. Set up System Wide A/P Options (required)

[] a. Determine how you want Voucher Numbers Assigned APFIL2 - Option 1
[ b. Determine if User Security will be used APFIL2 - Option 1
[ c. Determine if Program Security will be used APFIL2 - Option 1
[ d. Select your One Time Vendor Number APFIL2 - Option 1
[ e. Determine if GST will be calculated for purchases APFIL2 - Option 1

4. Set up Company Specific A/P Options (required)

[ a. Determine Calculation for Due Dates APFIL2 - Option 1

L1 b. Determine if Payee Name/Address overrides will be allowed ~ APFIL2 - Option 1

[ c. Determine if Assignees will be used APFIL2 - Option 1

L] d. Set up Bank Accounts (NOTE: You must perform Step 7 first) APFIL2 - Option 1

[ e. Select your Default Bank Account (NOTE: You must perform APFIL2 - Option 1
Step 7 first)

L] f. Select your 1099 Print Format APFIL2 - Option 1
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What To Do

L] g. Determine how you want to Age Paid Invoices (invoice date or

due date)

Menu and Option

APFIL2 - Option 1

[ h. Determine how you want to Age Open Payables (inquiry aging

option)

APFIL2 - Option 1

[] i. Determine Aging Days

APFIL2 - Option 1

[ j. Determine if Multi-Company Receipt Validation will be
allowed

APFIL2 - Option 1

[ k. Determine the type of Voucher Edit List to print (detail or
summary)

APFIL2 - Option 1

[ 1. Determine if you want to check for duplicate invoices

APFIL2 - Option 1

L] m. Determine if Held Vouchers will be posted

APFIL2 - Option 1

MODULE SPECIFIC OPTIONS

5. Validate A/P & G/L Transfer Fields (required)

[ a. Set up Business Units

APFILE - Option 5

[ b. Set up Vendor G/L Codes

APFILE - Option 4

[ c. Set up G/L Account Numbers for each A/P Bank Account

GLXFER - Option 20-8

[ d. Verify A/P & G/L Default Interface Accounts

GLXFER - Option 20-9&A

6. Set Up Vendors (required)

[ a. Set up Vendor Classes (optional)

APFILE - Option 2

[ b. Set up Hold Codes (optional)

APFILE - Option 3

[ c. Copy P/O Vendors to A/P (if applicable)

APMAST - Option 10

[ d. Key in New Vendors

APFILE - Option 1

[ e. Rebuild Vendor Search File (optional)

APMAST - Option 11

7. Set up Bank Names (optional)

APFIL2 - Option 5

8. Define Bank Accounts (required)

APFIL2 - Option 6

9. Define Split Terms Codes (required)

APFIL2 - Option 7
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Setting up Accounts Receivable

If Vertex software is installed and being used for taxing calculations, be sure to set up all Vertex files
needed and refer to MENU ARMAST for Vertex to Distribution A+ related updates required.

1.

Set up A/R Company Options (required)

Set up the company options for each company that will be using A/R. The options that you must
specify for each company are the following:

Indicate if the company has any balance forward customers.

Specify the date used for accounts receivable aging: invoice date, due date, or net date.

These options are defined through Accounts Receivable Options Maintenance (MENU XAFILE),
and have already been performed since file maintenance to MENU XAFILE must be performed
before any other module.

Review the Accounts Receivable Options Listing (MENU XAFILE) to verify your A/R company
option selections.

NOTE: When setting up a company through Company Name Maintenance (MENU
XAFILE), you specify if customer numbers should be automatically assigned in
the Auto Assign Cust Nos field. If your response was Y, the system will assign
customer numbers when creating customers through Customer/Ship to Master
Maintenance (MENU ARFILE). If your response was N, you will have to assign
customer numbers when defining customers.

Define Aging Codes (required)

Set up the aging codes for each company that will be using A/R; at least one aging code must be
defined for each company.

Each aging code indicates the number of days in each aging period, whether finance charges are
assessed, and several other aging criteria. Each customer must be assigned an aging code through
Customer/Ship to Master Maintenance (MENU ARFILE).

Aging codes are defined through A/R Aging Codes Maintenance (MENU ARFILE). Review the A/
R Aging Codes Listing (MENU ARFILE) to verify your A/R aging code selections.

Define Terms Codes (required)

Set up the payment terms codes for each company that will be using A/R. At least one terms code
must be defined for each company.

Each terms code specifies the payment terms that apply to a customer’s order. You specify the
number of net days, discount days and applicable discount percentage, and have the option of using
“prox” terms. Each customer must be assigned a payment terms code through Customer/Ship to
Master Maintenance (MENU ARFILE).

Terms codes are defined through A/R Terms Codes Maintenance (MENU ARFILE). Review the A/
R Terms Codes Listing (MENU ARFILE) to verify your A/R aging code selections.

Define Customer Master User Codes (optional)

You may optionally set up customer master user codes to be used in A/R. Three user codes may be
defined to further categorize a customer. For each customer master user code that you set up, you
may create an unlimited number of customer master user code values. When setting up your
customers through Customer/Ship to Master Maintenance (MENU ARFILE), the description of the
customer master user codes defined will display on the Customer Maintenance Screen 3. Here you
assign the specific customer master user code value to the customer. Customer master user codes/
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code values may also be used when selecting to print labels through Mailing Labels (MENU
ARREPT).

Customer master user codes/code values are defined through Customer Master User Codes
Maintenance (MENU ARFILE). Review the Customer Master User Codes Listing (MENU
ARFILE) to verify your A/R user code selections.

. Define Customer Classes and Sub-classes (required)

Set up customer classes and optional sub-classes for each company being used in A/R. A customer
class will be represented by a user defined customer class code. A unique code should be assigned
for each category of customers you wish grouped together. At least one customer class code must
be defined for each company.

Within each customer class code category, you may assign customer sub-classes. A customer sub-
class is a secondary category within a customer class, also represented by a two character code.
Before defining a customer sub-class, however, you must define the customer class. Customer
classes/sub-classes are used in a variety of A/R reports and inquiries. It is also used for primary sort
criteria for customer sales analysis.

Define the customer class/sub-classes that you will use in A/R through Customer Classes

Maintenance (MENU ARFILE). Review the Customer Classes Listing (MENU ARFILE) to verify
your customer class/sub-class selections.

. Define Overdue Notice Formats (optional)

A/R provides the ability to optionally create and print Overdue Notices for any of your customers
having past due open invoices. If you plan to use Overdue Notices, you must first define the format
of each Overdue Notice. After you have been using A/R, you will be able to print Overdue Notices
for customers with delinquent payments.

Define the Overdue Notice formats to be used for the Overdue Notices printed through Overdue
Notices Maintenance (MENU ARFILE). Review the Overdue Notices Listing (MENU ARFILE) to
verify your Overdue Notice selections.

. Define Invoice Dispute Codes (optional)

If a payment for an invoice has been disputed by a customer, you may optionally assign an invoice
dispute code to that invoice. This is a one character code that represents the reason the invoice is
disputed. A/R cash entry, inquiries, and reports indicate invoices marked with a dispute code.

Important

Disputed invoices may or may not be selected for inclusion into the list of invoices to be
paid when “auto-applying” cash. If they are to be included in the list, disputed invoices
WILL BE paid.

Define the invoice dispute codes to be used in A/R through Invoice Dispute Code Maintenance
(MENU ARFILE). Dispute codes can be assigned or removed from an invoice through Cash &
Adjustment Entry/Edit (MENU ARMAIN), Mark Disputed Invoices (MENU ARMAIN), or
Customer A/R Inquiry (MENU ARMAIN). Review the Invoice Dispute Code Listing (MENU
ARFILE) to verify your invoice dispute code selections.

8. Define Customer G/L Codes (optional)
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10.

1.

12.

13.

To classify similar customers, assign customer G/L codes to customers and customer ship-to
locations when adding customers through Customer/Ship to Master Maintenance (MENU
ARFILE).

Define customer G/L codes through G/L Customer Code Maintenance (MENU ARFILE). Review
the G/L Customer Code Listing (MENU ARFILE) to verify your codes.

Define Tax Bodies (required)

Tax bodies (which represent taxing jurisdictions and apply to all companies) are used when
entering an order in Order Entry. For each tax body, you specify a base tax rate of the taxing
jurisdiction, and may also define up to 4 local taxes per tax body.

Define tax bodies through Tax Body Maintenance (MENU ARFILE). Review the Tax Body Listing
(MENU ARFILE) to verify your tax bodies.
Define Payment Type Codes (required)

Each order that is created in Order Entry is assigned a payment type. The payment type indicates
how payment for the order is received: cash, credit card, or accounts receivable. Those orders that
are assigned a payment type of accounts receivable are passed to A/R.

Each customer must be assigned a default payment type. This default payment type will be for any
order created for the customer (it may be overridden or accepted when creating the order);
therefore, you must define at least one payment type through Payment Types Maintenance (MENU
ARFILE).

Define Sales Representatives (required)

You must define at least one sales representative. Sales representatives must be assigned to
customers through Customer/Ship to Master Maintenance (MENU ARFILE), and must be specified
on an order created through Enter, Change & Ship Orders (MENU OEMALIN). For customers and
orders, you must specify a primary sales rep, and may optionally specify a secondary and tertiary
sales rep.

Sales Representatives are defined through Sales Representatives Maintenance (MENU ARFILE).
For each sales representative, you indicate the sales representative’s name, commission percentage,
and optional information in the User Area field.

Define Sales Territories (required)

You must define at least one sales territory. A territory must be assigned to each customer through
Customer/Ship to Master Maintenance (MENU ARFILE). Additionally, sales territories are a sort
criteria in Sales Analysis.

Sales territories are defined through Territories Maintenance (MENU ARFILE).

Define Carrier Codes (optional)

Carrier codes allow you to identify each carrier that delivers customer orders. When you enter an

order for a customer through Enter, Change & Ship Orders (MENU OEMAIN), you can enter a
carrier code to identify the carrier that will be shipping the order.

NOTE: If your company is located in a European Community member country and is
required to submit a monthly Intrastat Report (MENU IAREPT), the carrier code
includes transport mode information that is required on the report. You will not
be able to produce an accurate copy of the report unless you define and use carrier
codes.

14.

Define carrier codes through Carrier Codes Maintenance (MENU ARFILE). Review the Carrier
Codes Listing (MENU ARFILE) to verify your carrier codes.

Define Customer Master User Fields (optional)
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15.

16.

17.

18.

19.

You may optionally set up customer master user fields to be used in A/R. Six user fields may be
defined to further categorize a customer. For each customer master user field that you set up, you
may create an unlimited number of customer master user field values. When setting up your
customers through Customer/Ship to Master Maintenance (MENU ARFILE), the description of the
customer master user fields defined will display on the Customer Maintenance Screen 3. Here you
assign the specific customer master user field value to the customer. Customer master user fields/
field values may also be used when selecting to print Mailing Labels through Mailing Labels
(MENU ARREPT).

Customer master user fields/field values are defined through Customer Master User Fields (MENU
ARFILE). Review the Customer Master User Fields Listing (MENU ARFILE) to verify the data.

Define SIC Codes (optional)

SIC codes (Standardized Industry Codes) may be used to categorize groups of products or types of
industries for a variety of tracking and reporting features. You cannot identify associate a SIC to a
customer through Customer/Ship to Master Maintenance (MENU ARFILE) until you first define
that SIC through this option.

Define SIC codes through SIC Codes (MENU ARFILE). Review the SIC Codes Listing (MENU
ARFILE) to verify the data.

Define Warehouse IDs (required)

Use this option to define the warehouses that will be used in Distribution A+.

Warehouses created through this option will be used in Item Balance Maintenance (MENU
IAFILE) for stocking your items, and when entering an order through Enter, Change & Ship Orders
(MENU OEMAIN) to specify the warehouse from which the items will be shipped. Additionally, if
Purchasing is used, you must indicate the warehouse into which items are received.

Define warehouses through Warehouse Numbers Maintenance (MENU ARFIL2). Review the
Warehouse Numbers Listing (MENU ARFIL2) to verify your warehouses.

Define Payment Comment Codes (optional)

Use this option to define payment comment codes to be used in A/R for your customers. During
payment transaction processing via Cash & Adjustment Entry/Edit (MENU ARMAIN), payment
codes can be utilized to incorporate user-defined comments for display or even for printing on the
customer’s statements.

Enter payment comment codes through Payment Comment Codes Maintenance (MENU ARFIL2).
Review the Payment Comment Code Listing, generated through Payment Comment Codes Listing
(MENU ARFIL2) to verify your selections.

Adjustment Numbers (optional)

Use this option to define adjustment numbers to be used in A/R for your customers. During
payment transaction processing via Cash & Adjustment Entry/Edit (MENU ARMAIN), adjustment
numbers can be utilized to incorporate frequently used adjustments and the associated general
ledger accounts (if a General Ledger interface exists).

Enter adjustment numbers through Adjustment Numbers Maintenance (MENU ARFIL2). Review
the Adjustment Number Listing, generated through Adjustment Numbers Listing (MENU ARFIL2)
to verify your selections.

Define Bank Names (required)

NOTE: This step may have already been performed on the Accounts Payable Checklist.
Also, you MUST first set up bank names before setting up your bank accounts.
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20.

21.

This option allows for the identification of banking establishments. Once banks are defined, they
are used when setting up your bank accounts.

Define bank names through Bank Names Maintenance (MENU ARFIL2). Run the Bank Names
Listing (MENU ARFIL?2) to review the data. For an explanation of these options, refer to the A/P
User Guide.

Define Bank Accounts (required)

This option allows for the identification of banking accounts. Define bank accounts through Bank
Accounts Maintenance (MENU ARFIL2). Run the Bank Accounts Listing (MENU ARFIL2) to
review the data. For an explanation of these options refer to the A/P User Guide.

Enter Customer and Ship-to Information (required)

Enter customers that will be used in Distribution A+. For each customer, you may specify one or
more ship-to addresses. The customer information that you specify is used in Order Entry as well as
Accounts Receivable.

Enter customers and ship-to addresses through Customer/Ship-to Master Maintenance (MENU
ARFILE). Review the Customer/Ship to Master Listing (MENU ARFILE) to verify your
selections.

NOTE: You must define the customer before you may enter a ship-to address.

22.

Define Country Names (optional)

This option is used to create country names. Country names may be assigned to vendors, customers,
and warehouses to ensure complete address information appears on applicable documents. Also use
this option to define a date format for the country.

This option also allows you to designate a country as a European Community (EC) member.
Companies in EC member countries are required to submit a monthly Intrastat Report (MENU
IAREPT) to their respective governments, detailing shipments to and receipts from other EC
member countries. Distribution A+ uses the country code in the customer, vendor, or warehouse
address to determine whether information for a shipment or receipt should be included in the report.

NOTE: If your company is required to submit a monthly Intrastat Report, you will not be
able to produce an accurate copy of the report unless you define and use country
names.

23.

24,

25.

Define country names through Country Names Maintenance Country Names Maintenance (MENU
ARFIL2). Review the Country Names Listing (MENU ARFIL2) to verify the data.

Define Customer/Item Default Units of Measure (optional)

Use this option to define customer/item default units of measure. Defining a default unit of measure
customer/item relationship is useful if a customer consistently purchases an item in a particular unit
of measure that is actually stocked in a different unit of measure.

Define customer/item default units of measure through Customer/Item Dflt U/M Maintenance
(MENU ARFIL2). Review the Customer/Item Default U/M Listing (MENU ARFIL2) to verify the
data.

Define A/R Call Representatives (optional)

This option is used to create A/R call representatives. A/R Call Reps are assigned to a customer
through Customer/Ship to Master Maintenance (MENU ARFILE).

Define A/R call representatives through A/R Call Reps Maintenance (MENU ARFIL2). Review the
A/R Call Reps Listing (MENU ARFIL2) to verify the data.

Define Consolidated Bill Codes (optional)
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26.

27.

28.

29.

30.

This option is used to create Consolidated Bill Codes in order to facilitate the use of consolidated
invoices. Consolidated Bill Codes are used to group customers into ‘like’ consolidation groups for
Invoices printed through Print Invoices (MENU OEMAIN -Option 22).

Define Consolidated Bill Codes through Consolidated Bill Codes Maintenance (MENU ARFIL2).
Review the Consolidated Bill Code Listing (MENU ARFIL2) to verify the data.

Define Customer Commitment Codes (optional)

This option is used to create or change customer commitment codes. Customer commitment codes
group your customers according to how you want inventory to be committed for orders. You can
combine one or more of them with an item commitment code in the Inventory Commitment Matrix
(MENU OEMAST) so that you can manually commit inventory through Inventory Commit/
Uncommit (MENU OEMAST) for a particular combination of customers and items.

Define customer commitment codes through Customer Commitment Code Maintenance (MENU
ARFIL2). Review the Customer Commitment Code Listing (MENU ARFIL2) to see existing
customer commitment codes.

Define Corporate Groups (optional)
Use this option to define one or more corporate groups, or to change the description of a previously
defined corporate group.

Once a corporate group is defined here, you can assign it to one or more customers through
Customer/Ship-to Master maintenance (MENU ARFILE). As orders for each customer associated
with the corporate group are processed, sales data is stored and made available for various sales
analyses.

These analyses are presented for both the corporate group and its customer members through the
following options in MENU SAMAIN:

» Customer Comparison (Option 2)
» Customer/Item Analysis (Option 4)
» Item/Customer Analysis (Option 5)

Define Billing Classes/Sub Classes (optional)
Use this option to define Billing Classes/Sub Classes for your customers/ship tos.

A Billing Class/Sub Class is a value that you can assign to an individual customer through Order
Entry to help classify the line items that they order. By classifying line items that a customer orders,
you will be able to keep better track of billing and generate more specific reports for management.
The determination as to whether or not a Billing Class/Sub Class will be required and validated
during Order Entry is made at the customer/customer ship to level.

Perform Vertex GeoCode Global Customer Update (if Vertex installed)

This option is only applicable if Vertex taxing software is installed and you have set the System
Options Maintenance (MENU XAFILE) to use Vertex taxing.

Use this option to update all of the customers in the Customer Master File ( ) as well as all of
the ship-to numbers in the Ship To Master (Additional Address) File ( ), with a geographical
code (GeoCode) necessary for Vertex use. This option should only be run once, after installing
Vertex. It is not necessary to rerun this option for new customers or ship-to’s because normal
customer/ship to maintenance will incorporate GeoCodes.

Perform Distribution A+ to Vertex File checking (if Vertex is installed)

This option is only applicable if Vertex taxing software is installed and you have set the System
Options Maintenance (MENU XAFILE) to use Vertex taxing.
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31.

Use this option to perform a check between the data in the Vertex files and the data stored in
Distribution A+ for the company, warehouse, product ID, customer number, and ship-to number. A
report will be generated with any discrepancies.

Inquire into Customer Audit Activity (optional)

A/R provides the ability to optionally track activity related to customer and ship-to information
maintained through Customer/Ship To Master Maintenance (MENU ARFILE). The size of this
activity file is maintained by the Days to Keep Customer Audit Activity field through Accounts
Receivable Options Maintenance (MENU XAFILE).

In this inquiry, the date the customer was added to Distribution A+ and a list of customer activities
(not older than the number of days defined in the Days to Keep Customer Audit Activity field),
display.

The date a customer or ship to is added through Customer/Ship To Master Maintenance (MENU
ARFILE), will print on the Customer Listing or the Ship-to Listing.

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

L 1. Set up A/R Company Options (required); already performed ~ N/A

through A/R Options Maintenance (MENU XAFILE - Option 4)
as part of the Cross Application Checklist

MODULE SPECIFIC OPTIONS

[] 2. Create Aging Codes (required) ARFILE - Option 2
[ 3. Define Terms Codes (required) ARFILE - Option 3
[ 4. Define Customer Master User Codes (optional) ARFILE - Option 4
[ 5. Define Customer Classes and Sub-classes (required) ARFILE - Option 5
[ 6. Create Overdue Notice Formats (optional) ARFILE - Option 6
I 7. Define Invoice Dispute Codes (optional) ARFILE - Option 7
[ 8. Define Customer G/L Codes (optional) ARFILE - Option 8
[ 9. Define Tax Bodies (required) ARFILE - Option 9
[ 10. Define Payment Type codes (required) ARFILE - Option 10
[ 11. Define Sales Representatives (required) ARFILE - Option 31
[ 12. Define Sales Territories (required) ARFILE - Option 32
[ 13. Define Carrier Codes (optional) ARFILE - Option 33
[ 14. Define Customer Master User Fields (optional) ARFILE - Option 34
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What To Do Menu and Option
[ 15. Define SIC Codes (optional) ARFILE - Option 35
[ 16. Define Warehouse IDs (required) ARFIL2 - Option 1
[J 17. Define Payment Comment Codes (optional) ARFIL2 - Option 2
[ 18. Define Adjustment Numbers (optional) ARFIL2 - Option 3
[ 19. Define Bank Names (required) ARFIL2 - Option 5
] 20. Define Bank Accounts (required) ARFIL2 - Option 6
L] 21. Enter Customer/Ship-to Information (required) ARFILE - Option 1
[] 22. Define Country Names (optional) ARFIL2 - Option 7
L] 23. Define Customer/Item Default Unit of Measure (optional) ARFIL2 - Option 4
[] 24. Define A/R Call Representatives (optional) ARFIL2 - Option 8
L] 25. Define Consolidated Bill Codes (optional) ARFIL2 - Option 9
] 26. Define Customer Commitment Codes (optional) ARFIL2 - Option 10
[J 27. Define Corporate Groups (optional) ARFIL2 - Option 21
[] 28. Define Billing Classes/Sub Classes (optional) ARFIL2 - Option 22
[ 29. Perform Vertex GEOCode Global customer Update (if Vertex ARMAST - Option 5
installed)

] 30. Perform Distribution A+ to Vertex File Checking (if Vertex

installed)

ARMAST - Option 6

131

. Inquire into Customer Audit Activity (optional)

ARMAST - Option 14

Setting up Advanced Inventory Management

1. Set up Advanced Inventory Management (AIM) System Level Options (required)

System-wide options are defined through AIM Options Maintenance (MENU AIFILE). After
selecting option 9 from the File Maintenance Menu, key 00 as the company number to maintain
system-wide options.

This step is used to set up system defaults and select features that allow you to tailor AIM to meet
your specific needs. You will be required to enter a Model 1D, since system options requires a
default model ID to exist. The Appendix section of the Inventory Management & Planning User
Guide contains suggested planning models for the various types of items that you may stock. The
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suggested models are illustrated exactly how they are keyed into Planning Model Maintenance
(MENU AIFILE/MENU IMFILE).

Among the system default values needed are default AIM variables. Default AIM variables are
used for items that are not assigned specific values from the AIM Variables File (see step 3), and
are used if you need to created default planning information (see step 5).

. Set up AIM Company Options (required)
Set up company options for each company that will be using AIM.

These options, like system-wide options, are defined through AIM Options Maintenance (MENU
AIFILE). After selecting option 9 from the AIM File Maintenance Menu, key the number of the
company for which company options will be maintained.

Review the AIM Options Listing (MENU AIFILE) to verify your AIM system and company option
selections.

. Define AIM Variables (required)

Define AIM variables for groups of items with variables having different values than the system-
wide default values defined through AIM System Options Maintenance (MENU AIFILE), step 1.

Review the AIM Variables section of the Advanced Inventory Management User Guide for a
complete understanding of AIM variables. Each variable is maintained through a separate menu
option on the File Maintenance Menu, as follows:

a. Lead Time: Lead Time Maintenance (MENU AIFILE)

b. Order Frequency: Order Frequency Maintenance (MENU AIFILE)

c. Order Level: Order Level Maintenance (MENU AIFILE)

d. EOQ Parameters: AIM EOQ Parameters Maintenance (MENU AIFILE)

Review the Lead Time Listing (MENU AIFILE), Order Frequency Listing (MENU AIFILE), Order
Level Listing (MENU AIFILE), and AIM EOQ Parameter Listing (MENU AIFILE) to verify your
AIM variables selections.

. Activate AIM (required)

Before you begin using AIM, you must supply the closing month and year of the last company
closed through Period End Processing (MENU SAMAST) in the Sales Analysis module. To
determine what the current period is for all companies, do the following:

« Select Period End Processing (MENU SAMAST).

« Key today’s date and press ENTER. The next screen will show the current fiscal status of all
companies.

« Press F3=CANCEL to cancel the option.

To start AIM, select Activate AIM (MENU AIMAST). You will be prompted to key the month and
year of the last Sales Analysis Period End Processing.

NOTE: This process can only be run once and must be run before you can begin planning
items with AIM. Also, once AIM has been started, the Plan (Y/N) field in Item
Balance Maintenance (MENU IAFILE) will exist. The Create AIM Balance
Records (MENU AIMAST) and IM&P to AIM File Conversion (MENU
AIMAST) default planning information for your items can only be run after
Activate AIM has been executed.

For example, if you are installing AIM in February of 2015, and the last Period End Processing was
performed for January of 2015, you would fill the fields on the prompt screen with 01 for the month
and 15 for the year.
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5. Define Planning Models (optional)

IM&P uses planning models to calculate the sales of an item. A planning model defines the relative
importance of an item’s demand history, as well as other factors (smoothing value, additional
growth percent, and minimum number of months). Each planned item must be assigned a planning
model. In this step, you must create the planning models that will be used by your items in IM&P.

Refer to the Inventory Management & Planning User Guide for a complete explanation of how
planning models are used to forecast sales.

The Inventory Management & Planning User Guide contains 13 suggested planning models,
described in the Appendix section, for the various types of items that you may stock. You may
choose to initially use one, several, or all of these planning models. The suggested planning models
are illustrated exactly how they are keyed into IM&P.

Use IM&P Models Maintenance (MENU IMFILE) to add planning model definitions.
6. Define Default Planning Information for your items (required)

Default planning information must be created before you can use AIM. It is maintained in the AIM
Balance File, and corresponds to each planned item in the Item Balance File, which contains one
record for each item in a warehouse.

NOTE: The Item Balance Maintenance section of the Inventory Accounting User Guide
contains the reference section for IM&P Balance File Maintenance.

Planned items

Every item that is specified for IM&P forecasting must be defined as a planned item. To define an
item as being planned, key Y in the Plan field in Item Balance Maintenance (MENU IAFILE). You
may then key the corresponding planning information (in the IM&P Balance File) on the next
screen that displays.

Valid primary vendor

Planning information will be created only for items with a valid vendor number defined through
Item Balance Maintenance (MENU IAFILE). Items with missing or invalid vendors will not be
planned for by AIM (the Plan field contains an N.)

A vendor number is valid if it has been defined in Purchasing through Vendor Master Maintenance
(MENU POFILE).

AIM provides a procedure that allows you to print a report that shows items with missing or invalid
vendor numbers (see next sub-topic, below).

Verify item balance information

To ensure that all items are assigned vendors, and that default planning information is created
accurately, do the following:

« Use Item Balance Maintenance (MENU IAFILE) to add or correct any vendor numbers that you
know are missing from, or invalid for, an item’s balance information.

» Key: IMVNDP and press ENTER to print a report showing all items with missing or invalid vendor
numbers (non-stock items are excluded from this report).

» Use Item Balance Maintenance (MENU IAFILE) to make any further vendor number
corrections to item balance information.

Creating default planning information

NOTE: If you have installed IM&P with the initial installation of Distribution A+, and
defined default planning information when you defined your item balance
information through Item Balance Maintenance (MENU IAFILE), you may skip
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creating default planning information. You will need to perform this step only if
you are installing IM&P after item balance information has been defined.

To create default planning information, a procedure is provided to automatically create AIM
Balance File records based on information in the Item Balance File, AIM Variables File, and AIM
System Options Maintenance (MENU IMFILE).

Select Create AIM Balance Records (MENU AIMAST) to create default AIM Balance File records
for all planned items with valid vendor numbers.

AIM will display a selection prompt screen to allow you to limit the number of AIM Balance File
records that will be created. The Plan field will be set to Y for all items that fall within the specified
range(s), and default planning information will be assigned to each of the items selected. The AIM
Balance File Creation Error Report will print, showing any errors that were detected when trying to
create the default planning information.

If you are starting to use AIM with a portion of your inventory, use this option in the future to begin
planning other groups of items.

7. Run the AIM Monthly Update (required)

Begin using AIM by running the AIM Monthly Update (MENU AIMAST). This option does the
following:

» Resets the AIM variables for the first forecast month.
» Creates the first set of forecasts and stores them in the AIM Forecast File.

+ Calculates new minimum and maximum balances for planned items based on the forecast results
and planning information in the AIM Balance File.

* Prints the first Inventory Planning Exception Report to show substantial minimum and
maximum balance changes.

NOTE: Use the Inventory Planning Exception Report to see the results of the first
planning run and determine if changes are required. We suggest that you change
one thing at a time to be able to see and understand the effect of your adjustments.
The first month of using AIM can become quite confusing if you don’t follow this
suggestion. Keep It Simple!

At this point, you should follow the normal processing schedule of AIM as described in the Users
Guide section of the Advanced Inventory Management User Guide.

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

[ 1. Set up AIM System-wide Options (required) AIFILE - Option 9

[J 2.Set up AIM Company Options (required) AIFILE - Option 9

MODULE SPECIFIC OPTIONS

[J 3.Set up AIM Variables (required) N/A

[ a. Lead Time ATFILE - Option 6
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What To Do Menu and Option

[ b.Order Frequency ATFILE - Option 7

[ c¢.Order Level AIFILE - Option 8

L] d. EOQ Parameters ATFILE - Option 10
L] 4. Start IM&P (required) IMMAST - Option 10
[J 5.Define Planning Models (required) IMFILE - Option 2

L] 6.Create Default Planning Information for your items (required) IMMAST - Option 6

L] 7. Run the IM&P Monthly Update (required) IMMAST - Option 4

Setting up Bill Of Material

1. Set Up BOM Options (required)
Set up the options for BOM. The options that you must specify are the following:

Indicate if manufactured items can be used as bill of material parents in BOM.
Indicate if kits can be used as bill of material parents in BOM.
Indicate if assortments can be used as bill of material parents in BOM.

Set the default to determine if each component of a manufactured item should be printed on an
order’s Pick List.

NOTE: These default values, specified in BOM Options, may be accepted or overridden
when defining a bill of material parent item through Bill of Material Maintenance
(MENU OBFILE).

Set the default to determine if each component of a manufactured item should be printed on an
order’s Invoice.

Set the default to determine if each component of a kit should be printed on an order’s Pick List.

Set the default to determine if each component of a kit should be printed on an order’s Invoice.
This default may be accepted or overridden when defining a bill of material through Bill of
Material Maintenance (MENU OBFILE).

Specify if you want the ability to create unique kit bills of material. These are kits that can be
created for a single customer.

Specify if you want the ability to create unique assortment bills of material. These are
assortment items that can be created for a single customer.

Specify if you want the ability to create unique manufactured item bills of material. These are
manufactured items that can be created for a single customer.
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These options are defined through Bill of Material Options Maintenance (MENU XAFILE), and
have already been performed since file maintenance for MENU XAFILE must be completed before
any other module.

. Define Labor Rate Codes (optional)

If you wish to include labor costs for manufactured item parents, components, kit parents, or set up
charges for manufactured item parents, you must define the labor rate codes used to calculate the
parent item cost. You are not required to set up labor rate codes if you do not plan to use them.

For each labor rate code, you supply a description and hourly rate. When creating a bill of material
through Bill of Material Maintenance (MENU OBFILE), you may use the labor rate codes, where
applicable, that are created through this step.

Labor rate codes are defined through Labor Rates Maintenance (MENU OBFILE).
Review the Labor Rates Listing (MENU OBFILE) to verify your labor rate code selections.
. Define Special Charge Codes (optional)

NOTE: This step is also performed when setting up Order Entry. If you did not define
special charges when setting up Order Entry, and you plan to use special charges
with BOM, then perform this step.

Special charges may be used optionally to record non-product charges (such as freight and handling
charges) for assortment bills of material. If you are not using assortment bills of material, or if you
do not plan to include special charges for assortments, then you will not need to perform this step.

There are two types of special charges: (1) Order Charges, and (2) Line Charges. Each type of
charge can have up to 33 pre-defined descriptions (1 through 9 or A through Z). [ and O are
intentionally excluded as they could be misinterpreted as numbers. In the actual files, order charges
begin with the character '/ and line charges begin with the character '&'.

Special charges are defined through Special Charge Definitions Maintenance (MENU OEFILE).
Refer to the Order Entry User Guide for an explanation of this option and each field used to define
special charges.

. Define Order Messages (optional)

NOTE: This step is also performed when setting up Order Entry. If you did not define
order messages when setting up Order Entry, and you plan to use order messages
with BOM, then perform this step.

Pre-defined messages may be optionally used in BOM by including a message code as a component
of any type of bill of material.

Order messages are defined through Order Messages Maintenance (MENU OEFILE). When a
message is defined for a bill of material, it will be copied to any orders that contain the bill of
material parent item.

. Define Bills of Material (required)

Set up the bills of material that you will be using. For each bill of material, you must specify the
parent item number, and the type of bill of material: manufactured item, assortment, or kit.
Depending on the type of bill, you specify different parent item information. For the parent, you
must specify the component items that comprise the parent. If defining a kit bill of material, you
may specify features and options component items for the kit.

Bills of material are defined through Bill of Material Maintenance (MENU OBFILE).

Review the Bill of Material Listing (MENU OBFILE) to verify your bills of material.

. Determine if Parent Cost will be updated (required)
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Determine if costs associated with the parent item will be automatically updated in the Item
Balance File. You may select not to update costs, update costs but for new items only, or update
costs for all applicable items.

Updating the parent cost is determined through Bill of Material Listing (MENU OBFILE).

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

L] 1. Set up Bill of Material Options (required)-This step already ~ N/A
performed as part of Cross Application (MENU XAFILE -
Option 11)

MODULE SPECIFIC OPTIONS

] 2. Define Labor Rate Codes (optional) OBFILE - Option 2
[ 3. Define Special Charge Codes (optional) OBFILE - Option 2
[ 4. Define Order Messages (optional) OBFILE - Option 6
[ 5. Define Bills of Material (required) OBFILE - Option 1
L] 6. Determine if Parent Cost will be updated (required) OBFILE - Option 11

Setting up Commerce Gateway

Refer to the Commerce Gateway Installation Guide for this checklist.

Setting up Customer Consignment

Refer to the Consignment User Guide for this checklist.

Setting up eCommerce Catalog

Refer to the Commerce Catalog Installation Guide for this checklist.
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Setting up Electronic Data Interchange (EDI)

Refer to the Electronic Data Interchange User Guide for this checklist.

Setting up FAX

Features and tailoring options for FAX are separated into two parts: those applicable to setting up the
third party fax software, and those applicable to setting up Distribution A+ FAX, accessed from the
FAX Main Menu (MENU AXMAIN). Only those features and options specific to Distribution A+ will
be explained in this section.

NOTE: If you are using Quadrant FastFax as the third party fax solution, the Customer
Master File, Shipping Address File, and Vendor Master File may be updated with
Quadrant FastFax data automatically, and in one step, via Update Distribution A+
From FastFax via Nickname (MENU AXMAIN - Option 2). Using this option
alleviates the need to individually update each applicable Distribution A+ file for
each customer and vendor. Refer to the FAX User Guide for details.

1.

Set up the third party Fax software

Set up the third party Fax options (and files) necessary for Distribution A+ FAX. Refer to the
instructions and user guides provided with the third party Fax software.

Set up system level FAX options (required)

FAX system-wide options are defined through Fax System Options Maintenance (MENU

AXMAIN). Refer to the FAX User Guide for the FAX Options Selection Screen, FAX System
Options Screen, and the Document FAX Notes Screen for detailed information.

System options include, but are not limited to, defining if fax documents will include headings, will
be put on hold, and will include notes (and if so, what are the default notes for each type of
document). Also, the forms name for each type of document is identified through this option.

Set up warehouse specific FAX options (required)

You must set up warehouse options for all warehouses that plan to use FAX.

FAX warehouse options are specific to each warehouse. Before defining options for a warechouse
through this option, the warehouse must have been created through Warehouse Numbers
Maintenance (MENU IAFILE). Refer to the Inventory Accounting User Guide for details about
creating warehouses.

You select options specific to each warehouse via the FAX Warehouse Options Screen. Refer to the
FAX User Guide for a description of this screen and for a detailed explanation of the available
options.

Warehouse level options include, but are not limited to, defining a default fax phone number,
contact, and nickname. Also, whether or not FAX will be used for each warehouse’s Pick Lists and
Pack Lists is determined through this option.

Update Customer Master File (required)

If you wish to receive a fax document from or send a fax document to a customer, you must
establish the fax-related defaults for that customer. These defaults include the type of fax
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documents to be exchanged with the customer and the default nickname associated with this

customer.

Update the Customer Master File with this fax data through Customer/Ship to Master Maintenance

(MENU ARFILE) and review that data via the Customer/Ship to Master Listing (MENU ARFILE).
5. Update Shipping Address File (optional)

If you wish to receive a fax document from or send a fax document to a specific ship-to address,

you must establish the fax-related defaults for that address. These defaults include the default

contact name and fax phone number.

Update the Shipping Address File with this fax data through Customer/Ship to Master Maintenance
(MENU ARFILE) and review that data via the Customer/Ship to Master Listing (MENU ARFILE).

6. Update Vendor Master File (required)
If you wish to receive a fax document from or send a fax document to a vendor, you must establish
the fax-related defaults for that vendor. These defaults include the type of fax documents to be
exchanged with the vendor, the fax phone number, and the default nickname associated with this
vendor.

Update the Vendor Master File with this fax data through Vendor Master Maintenance (MENU
POFILE) and review that data via the Vendor Master Listing (MENU POFILE).

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

[ 1. Set up third party FAX solution. This step is performed outside N/A
of Distribution A+

MODULE SPECIFIC OPTIONS

[ 2. Set up system wide FAX options (required) AXMAIN - Option 1
[ 3. Set up warehouse specific FAX options (required) AXMAIN - Option 1
[ 4. Update Customer Master File (required) ARFILE - Option 1
] 5. Update Shipping Address File (optional) ARFILE - Option 1
[ 6. Update Vendor Master File (required) POFILE - Option 1

Setting up General Ledger

1. Set up G/L System Level Options (required)
a. Define Account Segments

Determine how your account number is structured. You may tailor your account number by
determining how long it is, and how many segments it contains.
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An Account Segment is a sub-division of your account number. Define from 1 to 5 segments in
your account number. Each segment must be from 1 to 15 digits long. The total length of all
segments must not exceed 25 digits.

A company number should not be set up as a segment. Each account number in G/L is unique to
a specific company. It is assigned to a specific company during setup. Therefore, it is
unnecessary (and undesirable) to make a company number part of your account number.

Important

You cannot add or change segments or segment lengths after you begin entering your
Chart Of Accounts through G/L Accounts Maintenance (MENU GLFILE). Be sure that
the account number structure is correct before continuing.

There are advantages to using more than one segment:

« Segment padding enables you to use fewer keystrokes when keying account numbers. G/L
automatically “pads” or assumes zeros for the left-most digits in each account segment.
Using more than one segment enables you to take advantage of this feature. For example,
assume your account number is 15 digits long and you have defined the whole number as one
segment. When keying an account you will need to key 010002000300004 (15 keystrokes
are required). Now assume you have set up the same 15 digit account as 4 segments. You
may key 1.2.3.4. The system assumes leading zeros for each segment and will re-display the
account as 01.0002.0003.00004 (only 7 keystrokes are required).

« Default segment values can be used to reduce keystrokes when keying many accounts with
the same segment values. These are used in Transaction Entry, Account Maintenance, and
Load Beginning Balances. For details about default segments, refer to G/L Accounts
Maintenance (MENU GLFILE). For example, to avoid keying in the division number
segment of an account number, when keying transactions for division 1, assign 01 as the
default for the division segment. Each account entered is then automatically assumed to be
for division 1.

« Segments can be edited to reduce keying errors. Refer to step B (“Determine Edited or Non-
edited Segments™) for information about editing segments.

« Account numbers are easier to remember and work with if they are divided into smaller
segments. Segment Headings are used throughout G/L to show the length and description of
each segment to help you key it correctly.

» Segments can be used to quickly select groups of accounts when using the Statement
Definition, G/L Report Writer, and other G/L Reports. For example, you can tell the
Statement Definition to select all accounts with “1” as the value for segment #1, and “2” as
the value for segment #2 by using the account mask 1.2.x.x.

. Determine Edited or Non-edited Segments

An edited segment allows only pre-defined values. If your first segment is Division, only valid
Divisions (defined in a later step) are allowed throughout G/L.

Editing segments helps reduce keying errors. Editing the Division segment will prevent any
account numbers from being created for a division that does not exist.
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For example, assume your company has 3 divisions. Define segment 1 as division and make it 1
digit long. To avoid accidentally keying account numbers for divisions 4 through 9 (which do
not exist) do the following:

« Make “division” an edited segment [Set Edit to Y in G/L Options Maintenance (MENU
GLFIL2)].

» Use Segment Values Maintenance (MENU GLFILE) to enter valid divisions 1, 2, and 3.
Segments which have a small number of values (such as division or department) should be
edited.

Segments which may have many values (such as sub-account number) should not be edited. It
may be time consuming to maintain all the possible values for the segment.

Refer to Segment Values Maintenance (MENU GLFILE) for an explanation and examples of
edited and non-edited segments.
Define the Data Entry Separator

When keying account numbers in any portion of G/L, you must distinguish which digits belong
to each segment. The Data Entry Separator is a single keyboard character used to do this. The
default value is the period (.). This character is convenient if you use the 10-key pad when
keying account numbers.

You may change the Data Entry Separator at any time. All users are required to use the same
Data Entry Separator. It is important to note that the Data Entry Separator is an entry aid only,
and is not stored in Distribution A+ G/L files.

Define the Report Separator

This character is used on reports to separate the account segments to make the account number
easier to read. The default value of the Report Separator is the dash (-).

You may change the Report Separator at any time; all G/L reports use the same Report
Separator.

Transaction Source Required

During Transaction Entry (MENU GLMAIN), you may key a source code for each transaction.
The transaction source code is used to identify the document from which a general ledger entry
is being keyed. It is a reference field only and appears on various inquiries and reports. It is not
edited or validated.

If you wish every transaction to require a transaction source to be identified, then answer Y to
this question. During Transaction Entry (MENU GLMAIN)), this field cannot be blank.

If a transaction source is not required for all of your transactions, then answer N to this question.
The transaction source field may be left blank during transaction entry.

All companies are affected by this transaction source option.
Determine if User Security will be used

If you are using any G/L security, you must answer Y to this question. You will then need to
register (MENU XACFIG) the user ID of every General Ledger user. Any user without an
authorized user ID will be denied access to all G/L programs.

Determine if Program Security will be used

With program security, you may allow or deny access, by user, to specified programs (i.e., menu
options) of G/L. Determine if program security will be used through G/L Options Maintenance
(MENU GLFIL2). At a later time, define program security for each user through Authority
Profile Maintenance (MENU XASCTY).

If you answer Y to this question, you may optionally use the following types of security:
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« Program Security (MENU XASCTY): Permits users to access some General Ledger
functions (such as Transaction Entry), but not others (such as Statement Printing).

» Password Security (MENU XASCTY): If you set up a user as Password Required, the user
will be prompted for a password each time a menu option is selected. This feature is
recommended for users with a high level of security so that they do not have to sign off the
system when they leave a terminal.

e Company Security (MENU XASCTY): You can restrict access to specific companies by
user. Up to ten companies may be specified per user; or a user may have access to all
companies.

« User Group Security: A user group is a list of users who have exclusive access to a particular
account. Any user who is not a member of that user group is denied access to that account.

» Access Level Security: A user may be allowed or denied access to an account through an
inquiry, maintenance, report, or Transaction Entry depending on the access level security for
the user and the account. Refer to the Security Overview section in the Overview section of
the General Ledger User Guide for more information.

« Restricted Entry Security: Any user may be set up as a restricted entry user. During
transaction entry, the user is allowed to key transactions, but the account descriptions are not
displayed and searching is disabled.

h. Maximum Number of Days to Save Statements

Enter the maximum number of days a saved General Ledger statement will be retained. After the
maximum days have elapsed, the saved statements will be deleted when Purge Saved Statements
(MENU GLSTMT) is run.

i. Credit Value Print Option (G/L Reports)
Values may be edited on G/L reports differently. This value will determine when the edit
characters “CR” are used during printing of G/L reports. If O is selected, “CR” will print only
when the credit balance is opposite of the normal debit balance. If A is selected, “CR” will
always print for credit balances. Choose an editing method through G/L Options Maintenance
(MENU GLFIL2).

j. Debit Value Print Option (G/L Reports)
Values may be edited on G/L reports differently. This value will determine when the edit
characters “DR” are used during printing of G/L reports. If O is selected, “DR” will print only
when the debit balance is opposite of the normal credit balance. If A is selected, “DR” will
always print for debit balances. Choose an editing method through G/L Options Maintenance
(MENU GLFIL2).

2. Set up G/L Company Options (required)
a. Define the Number of Accounting Periods

Select either 12 or 13 period accounting.

NOTE: Year-end adjustments are isolated in their own “period.” Therefore, if your
company uses only 12 months, you do not need to set it up as 13 for year-end
adjustments.

b. If 12 Periods, select first Month in Fiscal Year
Select the number (1-12) that represents the first month of your fiscal year.
c. Define Period Descriptions
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Enter month or period names for each of the 12 or 13 periods. Descriptions are displayed during
transaction entry to verify that you are posting to the correct period. It is recommended to use
short abbreviations (e.g., JAN, FEB, etc.) to avoid truncating period descriptions on inquiries.

. Determine if you are using Account Security by Level

Refer to the Security Overview topic in the Overview section of the General Ledger User Guide
for a complete explanation of Account Level Security.

To activate Account Level security, you first must have answered Y to the User Security
Question in the System-wide options.

Determine if You Are Using Account Security By User Group

A user group is a list of users who have exclusive access to a particular account. Any user who is
not a member of an account’s user group is denied access to that account, even if the user has an
adequate access level.

Each account may be assigned to one user group. If the user group ID is left blank for any
account, then no user group checking is performed for that account.

A user may be a member of one or more user groups; you may add users to user groups and
assign user groups to accounts later in this setup.

Determine the First Fiscal Year and Period in which G/L is Used

This information is used when loading your beginning balances. You can load beginning
balances for this year. If you are not starting at the beginning of the year, you can also load
transaction summaries for all periods preceding the first period you use Distribution A+,

This may be changed at any time prior to loading your beginning balances.
Determine the First Fiscal Year to Load Beginning Balances

This will be used to determine the number of years that will be available for leading account
balances (history). If you are not loading account balances for prior years, this should have the
same value as item E in this list. You may load up to two years of history.

This may be changed at any time prior to loading your beginning balances.

Loading account balance information for previous years is not necessary but may be useful for
inquiries and reports as well as printing statements.

Determine the Method of Loading Beginning Account Balances

Select the most convenient method:

» Key N for net change. When loading beginning account balances (MENU GLMAST), you
will key the net debit or credit amount for each period.

« Key B for Balance. When loading account balances, you will key the ending balance amount
for each period. Refer to Load Beginning Account Balances (MENU GLMAST) for
examples of using N and B.

NOTE: G/L always stores account balance information in the G/L Summary File as the
net change from the previous period, regardless of which method you use.

Any required arithmetic operations are performed automatically by the system. The alternate
methods are for your convenience.

Retain Drill-Down History for Journal Types

Specify whether you want to Retain Drill-Down History for Sales, Purchase, Cash
Disbursements, and Cash Receipts Journals. Your response of a Y or N to each of these fields
determines if drill-down history will be saved for each journal type.
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Important

Source data will begin to accumulate for a journal only for those G/L transactions posted
after the Retain Drill-Down History option has been set to Y for the associated journal

type.
The OE/GL Day-End Audit Report (MENU GLMAST) also may be run for any day you

want, rather than for just the previous day. In order to run the report for any day (even
the previous day), you MUST select to retain sales journal drill-down history.

3. Define the Fiscal Calendar (required)

A Fiscal Calendar must be set up for each company for the current year. You may also set up a
calendar for any number of future years. Posting to any year is not permitted unless a fiscal calendar
has been set up for that year.

NOTE: It is important to enter a fiscal calendar for previous years if you are loading
beginning balances for those years.

Period ending dates for the current and future years may be changed later, if no unposted
Transaction Groups exist for this company. Period ending dates are used to determine the
transaction posting period and year.

4. Define G/L Account Codes (optional)

a.

One to five account codes may be established for use in G/L. Account codes are used by the
Statement Definition, Report Writer, General Ledger Report, and the General Ledger Detail
Report for selecting accounts. For example, when defining income statements, balance sheets,
and cash flow statements, you may select a group of accounts by keying the Account Code. All
accounts which have that Account Code will be included on a line of the financial statement.
You will not need to specify the individual account numbers when defining your financial
statements.

Account Codes are useful if your account numbers are set up such that similar accounts do not
have similar segment values.

Review the sections about the Statement Definition and the Report Writer to determine whether
or not you should use account codes.

. Postpone setting up Account Codes if you are uncertain of how they may be best used.

Define one to five Account Codes through Account Codes Maintenance (MENU GLFILE). All
Account Codes must be validated before they can be assigned to accounts.

For example, use Account Codes to summarize many Expense Accounts into a small number of
lines on your Income Statement. Assume you have 20 different Expense Accounts that you wish
to represent as three different lines on your Income Statement: advertising expenses, office
expenses, and administrative expenses. Define three Account Codes under Account Code #1:
ADVER (for advertising expense accounts), OFFIC (for office expenses) and ADMIN (for
administrative expenses). Do this through Account Code Maintenance (MENU GLFILE). Next,
use G/L Accounts Maintenance (MENU GLFILE) to assign the appropriate code to each of your
20 accounts. Assign ADVER for all advertising accounts, OFFIC for office expense accounts,
etc. When you define your income statement, you may define three lines by indicating that each
line will contain all accounts which have account codes ADVER, OFFIC, and ADMIN,
respectively.
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5. Define Segment Values (optional/required)

NOTE: This option is required if the Edit flag for the segment has been defined as Y. See
Step 1B in this checklist.

You must enter segment values for all edited segments; otherwise, you will be unable to add
account numbers.

You may enter segment values for non-edited segments, so segment descriptions can be displayed
on reports and inquiries.
Refer to Segment Values Maintenance (MENU GLFILE - Option 2) for more information.
6. Define Account Numbers (required)
Every account number must be added to the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE) before it may be used in G/L.
Refer to G/L Accounts Maintenance (MENU GLFILE) for details on entering account information.
a. Designate Inter-company Transfer Accounts (optional)
With inter-company transfer accounts, Distribution A+ can create journal entries required in a
multi-company environment. When a transfer account is updated in general ledger, the system

will automatically generate entries to associated accounts in another company and update
corresponding accounts between the two companies.

Inter-company transfers are posted in a transfer journal (TJ) and created automatically when a
transaction is posted to a pre-defined inter-company account.
Refer to the Warehouse Transfer appendix of the Purchasing User Guide for a detailed
description of inter-company transfer account usage. Also, refer to G/L Accounts Maintenance
(MENU GLFILE) for details on designating inter-company transfer accounts.

7. Define Budgets (optional)

Up to nine budgets may optionally be set up for each account. Budgets allow you to project and
compare your account activity as reported on financial statements and G/L reports. Refer to
Budgets Maintenance (MENU GLFILE) for more information.

8. Define Distribution Accounts (optional)
You may optionally assign two or more (up to 20) accounts to a distribution account. A distribution
account is a single account which represents a group of accounts, each of which is updated
proportionately. Refer to Distribution Accounts Maintenance (MENU GLFILE) for more
information.

9. Define External Account Groups (optional)

You may optionally define external account groups as a way of identifying a group of accounts to
summarize. When creating your statements, grouping accounts under one name allows you to use
the group instead of identifying individual accounts each time. For more information on external
account groups, refer to External Account Definition Maintenance (MENU GLSTMT).

10. Load Beginning Account Balances

Beginning balances must be loaded before G/L can print accurate financial statements. You may
enter up to two years of previous account balances (history). This history can be used to create
comparisons with current information.

Refer to Load Beginning Account Balances (MENU GLMAST).
11. Load Beginning Balance Edit Report
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Run this report to verify that the beginning balances loaded through Load Beginning Account
Balances (MENU GLMAST) have been entered so that periods are in balance. Refer to Load
Beginning Balances Edit (MENU GLMAST) for more information.

12. Set Up the G/L Interface (required)

The G/L Interface must be set up through the G/L Transfer Menu (MENU GLXFER). This is
required to determine which accounts are updated from Order Entry, Accounts Receivable,
Inventory Accounting and Accounts Payable (if installed) modules. Use the General Ledger

Interface Setup Checklist within this section.

NOTE: Before G/L transfer definitions can be defined for bank accounts, you must first
define your bank accounts, if applicable, if you have not already done so.

What To Do

SYSTEM SPECIFIC OPTIONS

Menu and Option

1. Set up System Wide Options (required)

[ a. Define Account Segments

GLFIL2 - Option 1

[ b. Determine Edited or Non-Edited Segments

GLFIL2 - Option 1

[ c. Define the Data Entry Separator

GLFIL2 - Option 1

[ d. Define the Report Separator

GLFIL2 - Option 1

[ e. Transaction Source Required

GLFIL2 - Option 1

L] f. Determine if User Security will be used

GLFIL2 - Option 1

[ g. Determine if Program Security will be used

GLFIL2 - Option 1

(] h. Max # of Days to Save Statements

GLFIL2 - Option 1

[ i. Credit Value Print Option (G/L Reports)

GLFIL2 - Option 1

[ j. Debit Value Print Option (G/L Reports)

GLFIL2 - Option 1

2. Set up Company Options (required)

[ a. Define the number of Accounting Periods

GLFIL2 - Option 1

1 b. If 12 Periods, Select 1st Month in Fiscal Year

GLFIL2 - Option 1

[ c. Define Period Descriptions

GLFIL2 - Option 1

[ d. Account Security by Level

GLFIL2 - Option 1

[ e. Account Security by User Group

GLFIL2 - Option 1
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What To Do

[ f. Distribution A+ First Fiscal Year/Period

Menu and Option

GLFIL2 - Option 1

[ g. First Fiscal Year to Load Beginning Balances

GLFIL2 - Option 1

[ h. Method of Loading Beginning Balances

GLFIL2 - Option 1

[ i. Retail Drill-Down History for Journal Types

GLFIL2 - Option 1

[ 3. Set up the Fiscal Calendar (required)

GLFIL2 - Option 2

MODULE SPECIFIC OPTIONS

[ 4. Set up G/L Account Codes (optional)

GLFILE - Option 3

L] 5. Set up Segment Values (optional/Required if Edit flag is set to
Y for segment - step 1B)

GLFILE - Option 2

[ 6. Set up Account Numbers (required)

GLFILE - Option 1

[ a. Designate Inter-Co Transfer Accts (optional)

GLFILE - Option 1

[ 7. Set up Budgets (optional)

GLFILE - Option 5

[ 8. Set up Distribution Accounts (optional)

GLFILE - Option 4

[ 9. Set up External Accounts (optional)

GLSTMT - Option 5

[J 10. Load Beginning Account Balances

GLMAST - Option 10

[ 11. Load Beginning Balance Edit Report

GLMAST - Option 11

[ 12. Set up the G/L Interface (required)

GLXFER - Option 20

Setting up General Ledger Interface

If you are using Distribution A+ with the G/L module, use MENU GLXFER. If you are using
Distribution A+ without the G/L module, use MENU G2XFER. The G/L Transfer Definition Sub-
menu displays from Option 20 from MENU GLXFER/G2XFER. The number/letter to the right of the

dash indicates the sub-option to take from this sub-menu.

1. Set up G/L Module

Perform this step only if you are using Distribution A+ with the G/L module.

Be certain that you have set up G/L as defined on the General Ledger Setup Checklist. This ensures
that you have defined your G/L account number format, and have set up your chart of accounts.

2. Define Chart of Accounts
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Perform this step only if you are using Distribution A+ without the G/L module.

Create and maintain the chart of accounts through G/L Accounts Maintenance (MENU G2XFER).
Use this option to add, change, delete, suspend, or reinstate G/L accounts. Add new accounts to
make them available for use in the

G/L Interface.

. Define the G/L Transfer Definition

NOTE: In order to use order source codes, you must “activate” them through Order Entry
Options Maintenance (MENU XAFILE).

To set up transfer options, select G/L Transfer Definition (MENU GLXFER -Option 20) or
(MENU G2XFER - Option 20). A sub-menu is displayed; this is the G/L Transfer Definition Sub-
menu. From this sub-menu, select option T. Option T allows you to tailor the G/L Interface by
answering several types of questions:

e Determine which transfer fields Distribution A+ will use for selecting accounts
 Post to separate accounts when selecting sales and cost-of-goods sold accounts for:
* A/R and Cash Sales
* Sales and Returns
» Stock and Drop Shipments
» Posting in summary or detail for:
* A/R Transactions
e A/P Accounts
* Cash Accounts
* Expense Accounts

» Clear Business Units for new vouchers when selecting A/P Accounts

. Define Order Source Codes (if used)

If you selected to use order source codes through G/L Transfer Options (step 3), you must define
the order source codes that can be used. Maintain order source codes through the G/L Accounts
Transfer Menu:

¢ Order Source Codes Maintenance (MENU GLXFER) when using Distribution A+ with the G/L
module

* Order Source Codes Maintenance (MENU G2XFER) when using Distribution A+ without the
G/L module

. Define Customer G/L Codes (if used)

If you selected to use customer G/L codes through G/L Transfer Options (step 3), you must define
the possible customer G/L codes that can be used. Maintain customer G/L codes through the G/L
Accounts Transfer Menu:

¢ G/L Customer Codes Maintenance (MENU GLXFER) with the G/L module
¢ G/L Customer Codes Maintenance (MENU G2XFER) without the G/L module

. Globally Assign Customer G/L Codes (if used)

If you are using customer G/L codes, they must be assigned to the appropriate customers. This may
be done in one of two ways:

» Assign a customer G/L code to each customer through Customer/Ship to Master Maintenance
(MENU ARFILE - Option 1).
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+ Globally assign customer G/L codes. Global Maintenance allows you to assign a customer G/L
code to a group of customers with a single screen of selection criteria. Use Global Customer G/L
Code Maintenance through:

* Global Customer G/L Code Maintenance (MENU GLXFER - Option 7) when using
Distribution A+ with the G/L module

* Global Customer G/L Codes Maintenance (MENU G2XFER - Option 8) when using
Distribution A+ without the G/L module

Customer G/L codes may be assigned globally based on any of the following criteria:
» Customer Number

« Sales Rep

» Customer Class

+ Territory

o Zip Code

» Customer G/L Code

» User Code 1

» User Code 2

» User Code 3

7. Verify Customer G/L Code assignments (if used)

To ensure that you have assigned customer G/L codes to the appropriate customers, print the Verify
Customer G/L Codes Report. This report prints the customers that have been assigned to each valid
customer G/L code. Verify Customer G/L codes through the G/L Accounts Transfer Menu:

e Verify Customer File G/L Codes (MENU GLXFER) with the G/L module
e Verify Customer File G/L Codes (MENU G2XFER) without the G/L module

8. Define Item G/L Codes (if used)

If you selected to use item G/L codes through G/L Transfer Options (step 3), you must define the
possible item G/L codes that may be used. Maintain item G/L codes through the G/L Accounts
Transfer Menu:

e G/L Item Codes Maintenance (MENU GLXFER) with the G/L. module
* G/L Item Codes Maintenance (MENU G2XFER) without the G/L module
9. Globally Assign Item G/L Codes (if used)

If you are using item G/L codes, they must be assigned to the appropriate items. This may be done
in one of two ways:

» Assign an item G/L code to each item through file maintenance;
» Globally assign item G/L codes through Global Item G/L Code Maintenance:
* Global Item G/L Code Maintenance (MENU GLXFER) with the G/L. module
* Global Item G/L Code Maintenance (MENU G2XFER) without the G/L module
Item G/L codes may be assigned globally based on any of the following criteria:
» Item Class

e Item Number
e Item G/L Code
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10.

1.

12.

13.

e User Code 1
e User Code 2
e User Code 3

Verify Item G/L Code assignments (if used)

To ensure that you have assigned item G/L codes to the appropriate items, print the Verify Item G/
L Codes Report. This report prints the items that have been assigned to each valid item G/L code.
Verify item G/L codes through the G/L Accounts Transfer Menu:

e Verify Item G/L Codes (MENU GLXFER) with the G/L module
e Verify Item File G/L Codes (MENU G2XFER) without the G/L module

Define Vendor G/L Codes (if used)

If you selected to use vendor G/L codes through G/L Transfer Options (step 3), you must define the
possible vendor G/L codes that may be used. Maintain vendor G/L codes through the G/L Accounts
Transfer Menu:

» Vendor G/L Codes Maintenance (MENU GLXFER) with the G/L module
» Vendor G/L Codes Maintenance (MENU G2XFER) without the G/L module

Define Business Unit Codes (if used)

If you selected to use business unit codes through G/L Transfer Options (step 3), you must define
the possible business unit codes that may be used. Maintain business unit codes through the G/L
Accounts Transfer Menu:

« Business Units Maintenance (MENU GLXFER) with the G/L module
« Business Units Maintenance (MENU G2XFER) without the G/L module

Select Transfer Accounts

The G/L Transfer Definition (MENU GLXFER) or (MENU G2XFER) menu option contains a
control screen on which you will assign general ledger accounts by logical groupings. In this step,
you select the accounts which are updated based on transfer values. You must select the following
groups of accounts:

» Sales and CGS Accounts

» O/E Miscellaneous Accounts

» Payment Accounts

» Sales Tax Accounts

» Inventory Accounts

» Accounts Receivable Accounts

» A/R Miscellaneous Accounts

» A/P Checking Accounts (for Distribution A+ A/P)
« A/P Accounts (for Distribution A+ A/P)

« A/P Expense Accounts (for Distribution A+ A/P)
+ Inter-company Accounts

+ Adjustment Numbers

+ Transfer Options
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Additionally, you must understand the hierarchy of account selection that Distribution A+ uses
when posting. Refer to the Account Selection Method section within the Understanding The G/L
Interface section of the General Ledger Interface User Guide, and also the associated reference
material in the G/L Transfer Menu (MENU GLXFER) section.

Select accounts through the G/L Accounts Transfer Menu:

a. Select Sales and CGS Accounts: option 20-1

Select the following sales and cost of goods sold accounts for each set of transfer values:
« INCOME ACCOUNTS

AR Sales

AR Drop Ship Sales

AR Returns

AR Drop Ship Returns
Cash Sales

Cash Drop Ship Sales
Cash Returns

Cash Drop Ship Returns

+ EXPENSE ACCOUNTS

AR Cost of Goods Sold CGS
AR Drop Ship CGS

AR Returns CGS

AR Drop Ship Returns CGS
Cash CGS

Cash Drop Ship CGS

Cash Returns CGS

Cash Drop Ship Returns CGS

b. Select O/E Miscellaneous Accounts: option 20-2

Select the following miscellaneous O/E accounts for each set of transfer values:
e INCOME ACCOUNTS (Order charges)

Special Charge #1
Special Charge #2
Special Charge #3
Special Charge #4
Special Charge #5
Special Charge #6
Special Charge #7
Special Charge #8
Special Charge #9
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. Select Payment Accounts: option 20-3

INCOME ACCOUNTS (Line charges)

» Special Charge #1
» Special Charge #2
» Special Charge #3
» Special Charge #4
» Special Charge #5
» Special Charge #6
» Special Charge #7
» Special Charge #8
» Special Charge #9

INCOME ACCOUNTS (Miscellaneous)

» Default Special Charge Account

» Container Charges
LIABILITY ACCOUNT

» Federal Excise Tax
EXPENSE ACCOUNT

e Trade Discounts

Select the general ledger payment accounts for each set of transfer values.

. Select Sales Tax Accounts: option 20-4

Select the Sales Tax Payable account for each set of transfer values.

. Select Inventory Accounts: option 20-5

Select the following inventory accounts for each set of transfer values:

Inventory

Damaged Inventory

Drop Ship/Non-Inventory
Purchases Clearing
Purchase Price Variance
Purchases Returns Clearing
Purchases Returns Variance
Qty Adjustment Write-Offs
Recount Write-Offs

Cost Adjustment Write-Offs
Bill of Material Labor
In-Transit Inventory
Transfer Revenue

Transfer Cost of Goods Sold
Receipt Value Rounding

Landing Costs (if being used and have been defined) and associated variance accounts
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If you have the Distribution A+ Value Added Services (W/O) module installed, you must also
select the following inventory-related accounts:

» Value Added Services Labor

» Value Added Services Labor Expense

» Value Added Services Special Charge

» Value Added Services Special Charge Expense

» Value Added Services Outside Service Charge

» Value Added Services Outside Service Charge Expense
» Value Added Services Scrap Expense

» Value Added Services Overhead

Select Accounts Receivable Accounts: option 20-6
Select the following Accounts Receivable Accounts for each payment account:
e G/L Account (A/R)

» Cash Discount Account

» AR Write-Off Account

» Debit Adjustment Account
* Credit Adjustment Account

Select A/R Miscellaneous Accounts: option 20-7
Select the following A/R Miscellaneous Accounts for each set of transfer values:
« Finance Charge A/R

» Finance Charge Income

» Finance Charge Write-Off
» Deposit

e Cash In Bank

» Miscellaneous Cash

Select Bank Accounts: option 20-8
Select the G/L account for each of the following A/P bank accounts.
¢ Checking Account #1

« Checking Account #2
+ Checking Account #3
¢ Checking Account #4
« Checking Account #5
« Checking Account #6
« Checking Account #7
¢ Checking Account #8
« Checking Account #9
« Checking Account #10
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14.

15.

i. Select A/P Accounts: option 20-9
Select the following A/P Accounts for each set of transfer values:
* A/PAccount

e Cash Discount Account

j. Select A/P Expense Accounts: option 20-A
« Select the following account for each set of transfer values:

« Default A/P Expense Account

Select the following accounts required to use vendor rebates:
» Pending Rebates Account

» Rebate Variance Account
» Rebate A/R Account
o Rebate A/P Account

k. Select Inter-company Accounts: option 20-B

Set up and maintain inter-company accounts for two companies defined within Distribution A+.
With inter-company transfer accounts, Distribution A+ can create journal entries required in a
multi-company environment.

Refer to the Warehouse Transfer appendix of the Purchasing User Guide for a detailed
description of inter-company transfer account usage. Also, refer to G/L Accounts Maintenance
(MENU GLFILE) for details on designating inter-company transfer accounts.

1. Select A/R Adjustment Number Accounts: option 20-C
Set up and maintain adjustment number accounts to be used when a corresponding adjustment
number is used in A/R Cash Entry.

m. Select Purchase Tax Accounts: option 20-G
Specify the General Ledger account numbers that will be used as Purchase Tax Accounts for
goods and services tax (GST) assessed during receipt validation (MENU APMAIN). You need
to specify these accounts only if you keyed Y in the Calculate GST for Purchases (Inputs) field
through AP Options Maintenance (MENU APFIL2).

Select Company Interface Options

To enable the transfer definition and account selections for a company, you must select the desired
Distribution A+ Interface options through Company Name File Maintenance on MENU GLXFER
or G2XFER.

Activate the G/L Interface

Perform this step only if you are using Distribution A+ with the G/L module.

This step activates your transfer options and account definitions. Once you have activated the
interface, Distribution A+ will begin passing transactions directly to G/L. If you have been using
another G/L package, Distribution A+ will stop passing transactions to the external G/L

Transaction File used to update that package. To activate the Distribution A+ Transfer, select
Activate A+ G/L Transfer (MENU GLXFER).
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Important

If the G/L module is NOT installed, you MUST perform G/L Interface Setup using COL-

UMN 3 (G2XFER) of the following checklist.

What To Do

SYSTEM SPECIFIC OPTIONS

Menu and Option

L] 1. Set up G/L; complete the steps listed on the General Ledger ~ N/A
Setup Checklist

If G/L is not installed, continue with step 2

If G/L is installed, skip step 2 and continue with step 3

1 2. Set up Chart of Accounts N/A

G2XFER - Option 5

[ 3. Set up the G/L Transfer Options

GLXFER - Option 20-T

G2XFER - Option 20-T

[] 4. Maintain Order Source Codes (if used)

GLXFER - Option 1
G2XFER - Option 1

[ 5. Maintain Customer G/L Codes (if used)

GLXFER - Option 2
G2XFER - Option 2

L] 6. Globally Assign Customer G/L Codes (if used)

GLXFER - Option 7
G2XFER - Option 8

[ 7. Verify Customer G/L Code Assignments (if used)

GLXFER - Option 8
G2XFER - Option 9

] 8. Maintain Item G/L codes (if used)

GLXFER - Option 3
G2XFER - Option 3

[ 9. Assign Item G/L Codes

GLXFER - Option 9
G2XFER - Option 18

] 10. Verify Item G.L Code Assignments

GLXFER - Option 10
G2XFER - Option 19
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What To Do

[ 11. Maintain Vendor G/L Codes (if used)

Menu and Option

GLXFER - Option 5
G2XFER - Option 6

[ 12. Maintain Business Unit Codes (if used)

GLXFER - Option 6
G2XFER - Option 7

13. Select Transfer Accounts

[ a.Select Sales and CGS Accounts

GLXFER - Option 20-1
G2XFER -Option 20-1

1 b.Select O/E Miscellaneous Accounts

GLXFER - Option 20-2
G2XFER -Option 20-2

] c.Select Payment Accounts

GLXFER - Option 20-3
G2XFER -Option 20-3

[ d.Select Sales Tax Accounts

GLXFER - Option 20-4
G2XFER -Option 20-4

[ e.Select Inventory Accounts

GLXFER-Option 20-5
G2XFER -Option 20-5

[ f.Select Accounts Receivable Accounts

GLXFER - Option 20-6
G2XFER - Option 20-6

[ g.Select A/R Miscellaneous Accounts

GLXFER - Option 20-7
G2XFER- Option 20-7

[ h.Select Bank Accounts

GLXFER - Option 20-8
G2XFER - Option 20-8

[ i.Select A/P Accounts

GLXFER - Option 20-9
G2XFER - Option 20-9

[ j.Select A/P Expense Accounts

GLXFER - Option 20-A
G2XFER - Option 20-A

L] k.Select Inter-company Accounts

GLXFER - Option 20-B
G2XFER - Option 20-B

[] 1.Select A/R Adjustment Number Accounts

GLXFER - Option 20-C
G2XFER -Option 20-C
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What To Do Menu and Option
L] m.Select Purchase Tax Accounts (if GST will be calculated for ~ GLXFER - Option 20-G
purchases) G2XFER - Option 20-G
[ 14.Select Company Interface Options GLXFER - Option 4
G2XFER - Option 4
[ 15.Activate the G/L Interface (only if G/L is installed) GLXFER - Option 21
N/A

Setting up International Currency

1. Set up I/C System Level Options (required)
Use International Currency Options Maintenance (MENU ICFILE) to specify the following system
options:
» Default local currency
¢ Primary benchmark currency

» Default exchange code

»  Whether to allow the use of multiple country/currency pricing (that is, assigning more than one
price to an item, based on the countries and currencies in which it is sold)

»  Whether to allow users to override an order currency with any currency or only the two
currencies specified for the customer through Customer Master Maintenance (MENU ARFILE)

NOTE: Each of the system options is set to a default value when I/C is installed. Please
review the settings and modify them according to your needs.

2. Set up I/C company options (required)

Use International Currency Options Maintenance (MENU ICFILE) to specify the following options
for each company:

» Local currency to be used for the company’s financial records

» Default exchange code

*  Whether to use multiple country/currency for item discount pricing
*  Whether to use multiple country/currency for contract pricing

*  Whether to use multiple country/currency for trade discounts (this option is for use with future
enhancements)

NOTE: Each of the company options is set to a default value when I/C is installed. Please
review the settings and modify them according to your needs.

3. Define Currency Codes (required)
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Before processing international currency transactions, you must define the currencies you plan to
use. Currencies are defined by creating currency codes and setting up currency relationships
through Currency/Exchange Codes Maintenance (MENU ICFILE).

For each currency, define a currency code by specifying the following information:
e Currency code used to uniquely identify the currency

»  Whether the currency will be used to override the system benchmark currency when calculating
exchanges between particular currencies

» Currency description

¢ Currency edit symbol

» Number of decimal positions

»  Whether users can override exchange rates for this currency

e Whether to allow the definition of a relationship in which the default exchange rate represents
the number of local currencies equal to 1 trading currency

»  Whether to print totals in this currency’s benchmark currency, in addition to this currency (when
this currency is the order currency), on Acknowledgements, Invoices, Demand A/R Statements,
and Purchase Orders. This option applies only if Form Type is 2 in System Options Maintenance
(MENU XAFILE)

Currency relationships specify the method to be used to calculate exchanges between currencies.
You must define a currency relationship between each currency and the following:
 Its override benchmark currency or the system’s primary benchmark currency

» Each currency it will be converted from or to in a transaction

When defining relationships specify the following:

« Whether the exchange rate will be calculated by the system or entered by a user. If it will be
entered by a user, enter a default exchange rate.

*  Whether the exchange rate represents the number of local currencies equal to 1 trading currency
or the number of trading currencies equal to 1 local currency.

. Define Currency Relationships (if not done in step 3)

Use Currency Relationships Maintenance (MENU ICFILE) to define currency relationships that
were not setup when the currency was defined in step 3. For more information on defining currency
relationships, refer to step 3.

. Define System Level Exchange Codes

An exchange code is used to represent an exchange rate’s source or use. You must define at least
one exchange code to be assigned to sales orders and purchase orders. If you plan to use more than
one exchange rate for a single currency on a given date, you may want to define more than one
exchange code and assign date-specific exchange rates to each. For more information, see step 5.

To define exchange codes, use Currency/Exchange Codes Maintenance (MENU ICFILE). For each
exchange code, key a description that indicates the exchange rate’s source (e.g., Wall Street
Journal) or use (e.g., Buying Rate).

. Enter Date-Specific Exchange Rates (optional)

If you plan to use more than one exchange rate for a single currency on a given date, use Enter
Currency Exchange Rates (MENU ICMAIN) to enter date-specific exchange rates. You can enter
an exchange rate for currency relationships between a single currency and all currencies or limit the

2-45



Infor Distribution A+ Cross Application User Guide

exchange rate to relationships between a single currency and one or more specific currencies. You
can also specify a range of exchange codes or all exchange codes for which to enter each rate.

7. Create vendor, vendor cost, and landing factor records for defined trading currencies
(required)
a. To define foreign currency vendors, assign the appropriate currency code and, if applicable,
exchange code through Vendor Master Maintenance (MENU POFILE), Vendors Maintenance
(MENU APFILE), or Vendors Maintenance (MENU IAFILE).

b. To create vendor cost records for foreign currency vendors, use Vendor/Item Information
Maintenance (MENU POFILE) and key the item cost in the vendor’s trading currency.

c. To create foreign currency landing factors, use Landing Factors Maintenance (MENU POFILE).
Create unique landing codes to be used for foreign landing factors, and key the applicable
currency code to be used for each landing factor. Once defined, the landing factor is assigned to
a vendor/item record through Vendor/Item Information Maintenance (MENU POFILE).

8. Create I/C customer records (required)

To define I/C customers, assign the appropriate currency code and, if applicable, the default pricing
exchange code and default valuation exchange code (used when the customer’s orders are revalued)
through Customer/Ship-to File Maintenance (MENU ARFILE).

9. Define trading currency bank accounts (optional)

If you plan to use foreign currency bank accounts, create them through A/P Options Maintenance
(MENU APFIL2), and assign the appropriate currency code and, if applicable, exchange code. If
checks will be written against the account, also key a description of the checks’ currency.

10. Define currency contracts (optional)

If you plan to use currency contracts for specific vendors, create them through Currency Contracts
Maintenance (MENU ICFILE) by keying the vendor number and entering an identifier of one to
seven characters (numbers, letters, etc.). Note that if you do not enter an identifier for the contract,
the system will assign a three-character identifier. Also note that a vendor can have multiple active
currency contracts.

Enter the following information for each contract you create:

e Whether or not checks will be printed when paying invoices related to the contract, and, if so,
the accounts payable bank account

« Contract description (e.g., “Letter of Credit”)

« Value of contract (optional)

« Expiration date of contract (optional)

« Currency of the contract (vendor’s or local) (required)

« Assignee (optional)

« Reference (optional)

« Exchange rate information, including rate, exchange code, and lock date, if applicable

11. Define event codes (optional)

If you are using currency contracts, you may want to create event codes so that recurring events
may be quickly entered on the currency contract note pad. Through Event Codes (MENU ICFILE),
create event codes of one to three characters and key descriptions for each one to indicate the event
(e.g., the code SHR may indicate “Shipment Received”).
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NOTE: This option is also available through the Purchasing module and is available even

if I/C is not installed on your system.

12. Define Transfer Definition (required)

International Currency requires use of gain/loss accounts to track fluctuations in local equivalents
of trading currency values. Gains/losses are generated in several ways and affect inventory,
accounts payable, accounts receivable, and trading currency bank accounts. For each type of
account, other than the bank account which is always currency specific, you determine if currency
will be a factor when defining your account definition. You also may select a source account code

to be a factor in your account definition.

To determine if currency and/or source account will be used, set up your transfer options through
G/L Transfer Definition (MENU GLXFER, T). Once setup, use functions D, E, and F to define the
I/C inventory, accounts payable, and accounts receivable accounts, and function 8 to define gain/
loss accounts and exchange fees accounts for each foreign currency bank account you have created.

13. Activate International Currency (required)

Use Activate International Currency (MENU ICMAST) to activate I/C.

What To Do

SYSTEM SPECIFIC OPTIONS

Menu and Option

L] 1. Specify I/C System Options (required)

ICFILE - Option 1

[ 2. Specify I/C Company Options (required)

ICFILE - Option 1

MODULE SPECIFIC OPTIONS

[ 3. Define Currencies (required)

ICFILE - Option2

[ 4. Define Currency Relationships (if not done in step 3)

ICFILE - Option 3

L 5. Define System-Wide Exchange Codes (required)

ICFILE - Option 2

[ 6. Enter Exchange Rates (optional)

ICMAIN - Option 1

[ 7. Create Vendor Records (optional)

POFILE - Option 2

[ 8. Create I/C Customers (required)

ARFILE - Option 1

[ 9. Create Trading Currency Bank Accounts (optional)

APFIL2 - Option 1

L] 10. Create Currency Contracts for Vendors (optional)

ICFILE - Option 4

L] 11. Create Event Codes for Recurring Events that will be
Recorded on the Currency Contract Note Pad (optional)

ICFILE - Option 5

[ 12. Define Transfer Definition (required)

GLXFER - Option 20

[ a. Setup Transfer Options for Defining G/L IC Accounts

GLXFER20 - Option T
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What To Do Menu and Option

L] b. I/C Bank Accounts (required if foreign currency bank accounts GLXFER20 - Option 8

have been defined in step 5 above)

L] c. I/C Inventory Accounts (required) GLXFER20 - Option D
[ d. I/C Accounts Payable Accounts (required) GLXFER20 - Option E
[ e. I/C Accounts Receivable Accounts (required) GLXFER20 - Option F
[ 13. Activate International Currency ICMAST - Option 3

Setting up Inventory Accounting

NoOTE: On MENU IAFILE, you also have the option to set up G/L Item Codes, Price
Classes, and Vendors. The setup step for G/L Item Codes is included in the G/L
Interface Setup Checklist; the setup step for Price Classes is included in the Order
Entry Setup Checklist; the setup step for Vendors is included in the Purchasing
Setup Checklist.

1.

Set up Inventory Accounting Options (required)

This option is used to set up system defaults and select optional features that enable you to tailor
I/A to meet your needs. These defaults and features are defined through Inventory Accounting
Options Maintenance (MENU XAFILE), and have already been performed since file maintenance
for MENU XAFILE must be done prior to any other module.

Review the Inventory Accounting Options Listing (MENU XAFILE) to verify that the correct
responses were entered.

Define Warehouse Numbers (required)

At least one warehouse must be defined through Warehouse Numbers Maintenance (MENU
IAFILE), as it is a required field in the Item Balance File (ITBAL). The Item Balance File is
maintained through Item Balance Maintenance (MENU IAFILE).

If applicable system options are defined, warehouse unique data such as landing cost use,
warehouse pricing, and hazardous material (HAZMAT) information is established through this
option. For example, hazardous material data can be established only if Hazardous Materials is set
to Y in System Options Maintenance (MENU IAFILE). You can also activate warehouse level tax
overrides, so that tax overrides may be defined at the Item Balance level through Tax Overrides
Maintenance (MENU OEFIL2). Additionally, if you are using EDI, you can specify whether
outgoing Product Activity Data (852) documents should be created and sent to vendors for items in
a warehouse.

Define Item User Codes (optional)

There are three item user codes available in the Item Master File ( ). They can be used to
further define or categorize an item. To use these codes, you must describe its usage by giving it a
description (e.g., Color). This description will display next to the field in Item Master Maintenance
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(MENU IAFILE). Once the description is set up, the actual codes can be defined and their
descriptions entered (e.g., BLU for blue).

Use Item User Codes Maintenance (MENU IAFILE) to define item user codes. To review defined
item user codes, run the Item User Codes Listing (MENU IAFILE).

. Define Item Classes and Sub-Classes (required)

Item classes and sub-classes are used to categorize items. While it is required that at least one item
class be created, using sub-classes is an optional feature. Item classes and sub-classes are assigned
to items through Item Master Maintenance (MENU IAFILE).

Item classes are created through Item Class/Sub Class Maintenance (MENU IAFILE or MENU

SWFILE). Defined item classes and sub-classes may be reviewed on the Item Class/Sub-Class
Listing (MENU IAFILE or MENU SWFILE).

. Define Quantity Break Classes (optional)

Quantity break classes are used in defining discounts to be applied when a certain quantity of an
item is ordered. These classes will be used in Order Entry in the calculation of item prices. Since
item prices may be defined at the item level or at the item/warehouse level, quantity break classes
may be identified for an item through Item Master Maintenance (MENU IAFILE) or through Item
Balance Maintenance (MENU IAFILE).

Use Quantity Break Class Maintenance (MENU IAFILE) to define quantity break classes and their
descriptions and use the Quantity Break Class Listing (MENU IAFILE) to review the data.

. Define Units of Measure (required)

This option allows you to create or modify units of measure. Units of measure are required when
setting up items through Item Master Maintenance (MENU IAFILE). All units of measure entered
will be validated against the units of measure defined through this option.

Define units of measure through Unit of Measure Maintenance (MENU IAFIL2). To review
existing units of measure, run the Unit of Measure Listing (MENU IAFIL2).

. Define Product IDs (optional)

NOTE: The creation and maintenance of product IDs is only applicable if Vertex Taxing
is installed and you selected to use Vertex taxing through System Options
Maintenance (MENU XAFILE).

This option allows you to create or modify product IDs that are used by Vertex Taxing software.
Products IDs are useful if you are grouping like items or special charges for tax override purposes
in Vertex. You can assign a product ID to an item through Item Master Maintenance (MENU
IAFILE) or to a special charge through Special Charge Definitions Maintenance (MENU OEFILE).
All product IDs entered will be validated against the IDs defined through this option.

Define product IDs through Product ID Maintenance (MENU IAFIL2). To review existing product
IDs, run the Product ID Listing (MENU IAFIL2).

. Define Items (required)

Set up item information using Item Master Maintenance (MENU IAFILE). These are the items that
you will use throughout Distribution A+.

This option also allows you to define hazardous material information if Hazardous Materials is set
to Y in System Options Maintenance (MENU XAFILE) and an SDS Date has been entered.
Additional units of measure may also be set up for the item you are defining.

NOTE: Before item information may be entered, you must first define item price classes
through Item Class/Sub Class Maintenance (MENU IAFILE), units of measure

2-49



Infor Distribution A+ Cross Application User Guide

through Unit of Measure Maintenance (MENU IAFIL2), and hazardous class
codes through Hazard Class Code Maintenance (MENU IAFIL2), if using
hazardous materials.

This option also allows you to set up item tax overrides for an item at the Item Master level or, if
you enter a warehouse number, at the Item Balance level.

9. Define Item Balance Information (required)

There must be an Item Balance record for each item in a warehouse and for any item entered in
Order Entry. If utilizing Multi-Warehouse Orders, and if an item is not available from every
warehouse, you do not have to set up the Item Balance for every warehouse from which you would
like to sell the item. You can instead use Shipping Warehouse Overrides Maintenance (MENU
OEFIL2) to set up the Item Balance only in the warehouse it is stocked. At order entry time, if you
order the item, the system will automatically select the override warehouse where the item is stored.

Set up item balance information using Item Balance Maintenance (MENU IAFILE) and review the
data by printing the Item Balance Listing through (MENU IAFILE).

NOTE: Warehouse numbers must be defined through Warehouse Numbers Maintenance
(MENU IAFILE) before item balance information can be entered.

Using this option you will also have the ability to define tax overrides at the Item Balance level.
10. Define Transaction Comments (optional)

This option allows you to create or modify (and optionally delete) I/A transaction comments which

can be used over and over again. To create such a comment, a transaction comment code is defined

and associated with descriptive text (the comment). This code can be used to call in the text of the

comment to alleviate the need to re-key the comment text each time it is to be used.

Transaction comments may be used when performing:

« Inventory Accounting Transaction Entry
« Purchasing Receipt Entry
« Warehouse Management Pre-receiving

Note that the defining of transaction comments does not preclude you from keying in unique
comments during any of these processes. To review existing transaction comments (and codes), use
the IAFILE option Transaction Comments Listing (MENU IAFILE) to print the IA Comment Code
Listing.

11. Define Item User Fields (optional)

There are six item user fields available in the Item Master File ( ). They can be used to
further define or categorize an item. To use an item user field, you must describe its usage by giving
it a description (e.g., Color). This description will display next to the field in Item Master
Maintenance (MENU IAFILE). Once the description is set up, item user field values (“valid
values”) can be defined and their descriptions entered (e.g., BLU for blue).

Use Item User Fields Maintenance (MENU IAFILE) to define item user fields and item user field
values. Review those defined via the Item User Fields Listing (MENU IAFILE).

12. Define ABC Codes (optional)

This option allows you to create or modify ABC codes which can be used to rate your items. To
create such a code, an ABC code is defined and associated with a description. Then, an ABC code
can be assigned to an item manually through Item Balance Maintenance (MENU IAFILE).
Distribution A+ also offers the ability to have the ABC code in the Item Balance File updated
automatically through the use of an analysis report. This report is generally run once, to determine
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13.

14.

15.

16.

17.

18.

the rating of each item included in the report, and then, if desired, run again to automatically update
those items with the resulting ABC code.

Create ABC codes through ABC Codes Maintenance (MENU IAFIL2). To review existing ABC
codes, use the IAFIL2 option ABC Codes Listing (MENU IAFIL2).

Define Cycle Count Codes (optional)

This option allows you to create or modify cycle count codes. Cycle count codes are used to
distinguish locations and items in your warehouse based on their preference and performance; and
may also be used when performing a partial physical inventory (cycle count) to select items to
count by their cycle code. To create such a code, a cycle count code is defined and associated with
a description. Then, a cycle count code can be assigned to an item manually through Item Balance
Maintenance (MENU IAFILE).

Create cycle count codes through Cycle Count Codes Maintenance (MENU IAFIL2). To review
existing cycle count codes, use the IAFIL2 option Cycle Count Codes Listing (MENU IAFIL2).

Define Physical Inventory Codes (optional)

This option allows you to create or modify physical inventory codes which can be used when
performing a partial physical inventory for only locations that contain the items that have the
desired physical inventory codes. To create such a code, a physical inventory code is defined and
associated with a description. Then, a physical inventory code can be assigned to an item manually
through Item Balance Maintenance (MENU IAFILE).

Define physical inventory codes through Physical Inventory Codes Maintenance (MENU IAFIL2).
To review existing physical inventory codes, run the Physical Inventory Codes Listing (MENU
IAFIL2).

Define Hazardous Material Message Codes (optional)

This option allows you to create or modify hazardous material message codes. These are pre-
defined messages that may be used when setting up hazardous material information in the Item
Master File, maintained through Item Master Maintenance (MENU IAFILE). Once defined, the
message code will then print (for the item to which it has been assigned) on the HAZMAT Shipping
Papers.

Create hazardous material message codes through Hazardous Material Message Codes
Maintenance (MENU IAFIL2). To review existing hazardous material message codes, run the
Hazardous Material Message Codes Listing (MENU IAFIL2).

Define Hazard CAS#’s (optional)

This option allows you to create, modify, or delete hazardous chemical abstract service numbers
(CAS#’s). These numbers are used to identify each chemical/ingredient and may be assigned to an
item through Item Master Maintenance (MENU IAFILE).

Create CAS#’s through Hazard CAS# Maintenance (MENU IAFIL2). To review existing CAS#’s,
run the Hazard CAS# Listing (MENU IAFIL2).

Define Hazard Class Codes (required)

This option allows you to create or modify hazardous class codes. These codes are used in Item
Master Maintenance (MENU IAFILE) to assign an item to a certain hazardous class. Therefore, be
sure to define hazardous class codes (if using hazardous materials) before defining your items.
Create hazardous class codes through Hazard Class Code Maintenance (MENU IAFIL2). To
review existing hazardous class codes, run the Hazard Class Code Listing (MENU IAFIL2).

Define Item Commitment Codes (optional)
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19.

This option allows you to create or change item commitment codes. Item commitment codes group
your items according to how you want them to be manually committed for orders. Once an item
commitment code has been defined for an item, you combine it with one or more customer
commitment codes in the Inventory Commitment Matrix (MENU OEMAST) so that you can
manually commit inventory for a particular combination of items and customers through Inventory
Commit/Uncommit (MENU OEMAST).

An item commitment code is assigned to an item through Item Master Maintenance (MENU
IAFILE). To review existing item commitment codes, run the Item Commitment Codes Listing
(MENU IAFIL2).

Define Commodity Codes (required/optional)

This step is required if Validate Commodity Code is Y in Systems Options Maintenance (MENU
XAFILE).

NOTE: If you are located in a country that is a member of the European Community and
you are required to submit a monthly Intrastat Report (MENU IAREPT),
commodity code information is required on the report. You will not be able to
produce an accurate copy of the report unless you define and use commodity
codes.

20.

21.

22,

23.

Commodity codes, which are used to categorize items on the European Intrastat Report, are
assigned to items through Item Master Maintenance (MENU IAFILE). If system options are set to
validate commodity codes, you must define commodity codes through Commodity Codes
Maintenance (MENU IAFIL2) before assigning them to items.

If commodity codes are not being validated, you do not need to define them, and you can key any
value in the commodity code field when defining items.

Define Harmonized Tariff Codes (required/optional)

This step is required if Validate Harmonized Tariff Code is Y in Systems Options Maintenance
(MENU XAFILE)

Harmonized tariff codes, which are used to classify items for custom and duty documents, are
assigned to items through Item Master Maintenance (MENU IAFILE). If system options are set to
validate harmonized tariff codes, you must define them through Harmonized Tariff Codes
Maintenance (MENU IAFIL2) before assigning them to items. If harmonized tariff codes are not
being validated, you do not need to define them, and you can key any value in the commodity code
field when defining items.

Define Cost Load Factors

Loaded cost functionality in Order Entry provides you with a method to calculate commission costs
by providing a flexible number of load factor variables, or additional costs, to be included in the
commission cost of an item. Use Option 31 - Cost Load Factors on the Inventory Accounting File
Maintenance Menu 2 (MENU IAFIL2) to define factors.

Define Hazard DOT#s

If you are using hazardous materials [Hazardous Materials = Y in System Options Maintenance
(MENU XAFILE)], use Option 32 - Hazard DOT #s on the Inventory Accounting File Maintenance
Menu 2 (MENU IAFIL2) to add or change Department of Transportation numbers (DOT #s) for
items.

Define Hazard Pictogram Codes

If you are using hazardous materials [Hazardous Materials =Y in System Options Maintenance
(MENU XAFILE)], use Option 33 - Hazard Pictogram Codes on the Inventory Accounting File
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Maintenance Menu 2 (MENU IAFIL2) to add or change primary hazardous pictogram codes for

items.

What To Do

SYSTEM SPECIFIC OPTIONS

Menu and Option

] 1. Set up Inventory Accounting Options (required); already
performed as part of the Cross Application Checklist

XAFILE - Option 6

MODULE SPECIFIC OPTIONS

[ 2. Define Warehouse Numbers (required)

IAFILE - Option 3

[ 3. Define Item User Codes (optional)

IAFILE - Option 4

[1 4. Define Item Classes and Sub-Classes (required)

IAFILE - Option 5

[ 5. Define Quantity Break Classes (optional)

IAFILE - Option 6

[ 6. Define Units of Measure (required)

IAFIL2 - Option 7

[ 7. Define Product IDs (optional)

IAFIL2 - Option 8

[ 8. Define Items (required)

IAFILE - Option - 1

[1 9. Define Item Balance Information

IAFILE - Option - 2

] 10. Define Transaction Comments

IAFILE - Option 10

[ 11. Define Item User Fields (optional)

IAFILE - Option 30

[ 12. Define ABC Codes (optional)

IAFIL2 - Option 1

[ 13. Define Cycle Count Codes (optional)

IAFIL2 - Option 2

[ 14. Define Physical Inventory Codes (optional)

IAFIL2 - Option 3

[ 15. Define Hazardous Material Message Codes (optional)

IAFIL2 - Option4

[ 16. Define Hazard CAS# (optional)

IAFIL2 - Option 5

[ 17. Define hazard Class codes (required)

IAFIL2 - Option 6

[ 18. Define Item Commitment Codes (optional)

IAFIL2 - Option 9

[ 19. Define Commodity Codes (required/optional)

IAFIL2 - Option 10

[1 20. Define Harmonized Tariff Codes (required/optional)

IAFIL2 - Option 30

] 21. Define Cost Load Factors

IAFIL2 - Option 31




Infor Distribution A+ Cross Application User Guide

What To Do Menu and Option
[ 22. Define Hazard DOT #s IAFIL2 - Option 32
[ 23. Define Hazard Pictogram Codes IAFIL2 - Option 33

FIFO/LIFO COSTING SPECIFIC OPTIONS

L] 1. Inventory Accounting Options: XAFILE - Option 6
Set the Costing Method of F for FIFO or L for LIFO.

[ 2. Order Entry Options: XAFILE - Option 5

These options must be completed for all companies.
Set Recost Inv GL Cost at Day-End to Y.

Set Recost Method to | which will recost using the IA System
Options Costing Method field of F or I; or O which will recost
using the OE Company Options Cost to be Used for GL field
which can be standard, average, or user.

Set Immediate Resale of Returned Items to Y to ensure that the
cost layers are created correctly.

L] 3. Warehouse Management Options (if installed): WMFILE - Option 6
These options should be completed for all warehouses.
Set Use Avg Cost for Lot Items to Y.
Set Use Avg Cost for Case Qty Items to Y.
Set Use Avg Cost for Serial Items to Y.

[ 4. Sync Cost Layers TAMAST - Option 6

This option should be completed for all warehouses.

Select a warehouse and press F5=SusmIT to submit to batch or
F10=PROCESS to run interactively.

Setting up Inventory Management & Planning

1. Set up IM&P System Level Options (required)
System-wide options are defined through IM&P System Options Maintenance (MENU IMFILE).
After selecting option 9 from the File Maintenance Menu, key 00 as the company number to
maintain system-wide options.
This step is used to set up system defaults and select features that allow you to tailor IM&P to meet
your specific needs. You will be required to enter a Model 1D, since system options requires a
default model ID to exist. The Appendix section of the Inventory Management & Planning User
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Guide contains suggested planning models for the various types of items that you may stock. The
suggested models are illustrated exactly how they are keyed into IM&P.

Among the system default values needed are default IM&P variables. Default IM&P variables are
used for items that are not assigned specific values from the IM&P Variables File (see step 3), and
are used if you need to created default planning information (see step 5).

. Set up IM&P Company Options (required)
Set up company options for each company that will be using IM&P.

These options, like system-wide options, are defined through IM&P System Options Maintenance
(MENU IMFILE). After selecting option 9 from the IM&P File Maintenance Menu, key the
number of the company for which company options will be maintained.

Review the IM&P System Options Listing (MENU IMFILE) to verify your IM&P system and
company option selections.

. Define IM&P Variables (required)

Define IM&P variables for groups of items with variables having different values than the system-
wide default values defined through IM&P System Options Maintenance (MENU IMFILE), step 1.

Review the IM&P Variables section of the Inventory Management & Planning User Guide for a
complete understanding of IM&P variables. Each variable is maintained through a separate menu
option on the File Maintenance Menu, as follows:

a. Service Level: Service Level Maintenance (MENU IMFILE)

b. Lead Time: Lead Time Maintenance (MENU IMFILE)

c. Order Frequency: Order Frequency Maintenance (MENU IMFILE)
d. Order Level: Order Level Maintenance (MENU IMFILE)

Review the Service Level Listing (MENU IMFILE), Lead Time Listing (MENU IMFILE), Order
Frequency Listing (MENU IMFILE), and Order Level Listing (MENU IMFILE) to verify your
IM&P variables selections.

. Activate IM&P (required)

Before you begin using IM&P, you must supply the closing month and year of the last company
closed through Period End Processing (MENU SAMAST) in the Sales Analysis module. To
determine what the current period is for all companies, do the following:

« Select Period End Processing (MENU SAMAST).

« Key today’s date and press ENTER. The next screen will show the current fiscal status of all
companies.

« Press F3=CANCEL to cancel the option.

To start IM&P, select Activate IM&P (MENU IMMAST). You will be prompted to key the month
and year of the last Sales Analysis Period End Processing.

NOTE: This process can only be run once and must be run before you can begin planning
items with IM&P. Also, once IM&P has been started, the Plan (Y/N) field in Item
Balance Maintenance (MENU IAFILE) will exist. The Create IM&P Balance
Records (MENU IMMAST) information for your items can only be run after
Activate IM&P has been executed.

For example, if you are installing IM&P in February of 2015, and the last Period End Processing
was performed for January of 2015, you would fill the fields on the prompt screen with 01 for the
month and 15 for the year.
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5. Define Planning Models (required)

IM&P uses planning models to calculate the sales of an item. A planning model defines the relative
importance of an item’s demand history, as well as other factors (smoothing value, additional
growth percent, and minimum number of months). Each planned item must be assigned a planning
model. In this step, you must create the planning models that will be used by your items in IM&P.

Refer to the Inventory Management & Planning User Guide for a complete explanation of how
planning models are used to forecast sales.

The Inventory Management & Planning User Guide contains 13 suggested planning models,
described in the Appendix section, for the various types of items that you may stock. You may
choose to initially use one, several, or all of these planning models. The suggested planning models
are illustrated exactly how they are keyed into IM&P.

Use IM&P Models Maintenance (MENU IMFILE) to add planning model definitions.
6. Create Default Planning Information for your items (required)

Default planning information must be created before you can use IM&P. It is maintained in the
IM&P Balance File, and corresponds to each planned item in the [tem Balance File, which contains
one record for each item in a warehouse.

NOTE: The Item Balance Maintenance section of the Inventory Accounting User Guide
contains the reference section for IM&P Balance File Maintenance.

Planned items

Every item that is specified for IM&P forecasting must be defined as a planned item. To define an
item as being planned, key Y in the Plan field in Item Balance Maintenance (MENU IMFILE). You
may then key the corresponding planning information (in the IM&P Balance File) on the next
screen that displays.

Valid primary vendor

Planning information will be created only for items with a valid vendor number defined through
Item Balance Maintenance (MENU IMFILE). Items with missing or invalid vendors will not be
planned for by IM&P (the Plan field contains an N.)

A vendor number is valid if it has been defined in Purchasing through Vendor Master Maintenance
(MENU POFILE).

IM&P provides a procedure that allows you to print a report that shows items with missing or
invalid vendor numbers (see next sub-topic, below).

Verify item balance information

To ensure that all items are assigned vendors, and that default planning information is created
accurately, do the following:

« Use Item Balance Maintenance (MENU IAFILE) to add or correct any vendor numbers that you
know are missing from, or invalid for, an item’s balance information.

+ Key: IMVNDP and press ENTER to print a report showing all items with missing or invalid
vendor numbers (non-stock items are excluded from this report).

» Use Item Balance Maintenance (MENU IAFILE) to make any further vendor number
corrections to item balance information.

Creating default planning information

NOTE: If you have installed IM&P with the initial installation of Distribution A+, and
defined default planning information when you defined your item balance
information through Item Balance Maintenance (MENU IAFILE), you may skip

2-56



Cross Application and Distribution A+ Modules Setup

creating default planning information. You will need to perform this step only if
you are installing IM&P after item balance information has been defined.

To create default planning information, a procedure is provided to automatically create IM&P
Balance File records based on information in the Item Balance File, IM&P Variables File, and
IM&P System Options Maintenance (MENU IMFILE).

Select Create IM&P Balance Records (MENU IMMAST) to create default IM&P Balance File
records for all planned items with valid vendor numbers.

IM&P will display a selection prompt screen to allow you to limit the number of IM&P Balance
File records that will be created. The Plan field will be set to Y for all items that fall within the
specified range(s), and default planning information will be assigned to each of the items selected.
The IM&P Balance File Creation Error Report will print, showing any errors that were detected
when trying to create the default planning information.

If you are starting to use IM&P with a portion of your inventory, use this option in the future to
begin planning other groups of items.

7. Run the IM&P Monthly Update (required)

Begin using IM&P by running the IM&P Monthly Update (MENU IMMAST). This option does
the following:

» Resets the IM&P variables for the first forecast month.
» Creates the first set of forecasts and stores them in the IM&P Forecast File.

+ Calculates new minimum and maximum balances for planned items based on the forecast results
and planning information in the IM&P Balance File.

* Prints the first Inventory Planning Exception Report to show substantial minimum and
maximum balance changes.

NOTE: Use the Inventory Planning Exception Report to see the results of the first
planning run and determine if changes are required. We suggest that you change
one thing at a time to be able to see and understand the effect of your adjustments.
The first month of using IM&P can become quite confusing if you don’t follow
this suggestion. Keep It Simple!

At this point, you should follow the normal processing schedule of IM&P as described in the Users
Guide section of the Inventory Management & Planning User Guide.

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

L 1. Set up IM&P System Options (required) IMFILE - Option 9

[] 2.Set up IM&P Company Options (required) IMFILE - Option 9

MODULE SPECIFIC OPTIONS

[ 3.Set up IM&P Variables (required) N/A

[ a.Service Level IMFILE - Option 5
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What To Do Menu and Option
L] b. Lead Time IMFILE - Option 6
[ c¢.Order Frequency IMFILE - Option 7
[J d.Order Level IMFILE - Option 8
L] 4. Start IM&P (required) IMMAST - Option 10
[J 5.Define Planning Models (required) IMFILE - Option 2

L] 6.Create Default Planning Information for your items (required) IMMAST - Option 6

L] 7. Run the IM&P Monthly Update (required) IMMAST - Option 4

Setting up Mail Server

In order to begin using the Mail Server module you must also have configured the Mail Gateway
Express. Refer to the Mail Gateway Express User Guide for more information.

1.

Set up Mail Server System Options (required)

Mail Server options are defined through Mail Server Options Maintenance (MENU MSFILE).
Refer to the Mail Server User Guide for additional information.

System options include, but are not limited to, specifying a job queue, the number of days to keep
Mail Server requests, a FROM e-mail address, and whether the Mail Server Broker will be started
with Distribution A+.

Register A+ User IDs (optional)

E-mail address can be defined for all registered users authorized to use Mail Server. Refer to
Register A+ User IDs (MENU XACFIG) for additional information.

Update Customer Master File (optional)

If you want certain documents to e-mail to a customer automatically, you must specify e-mail
defaults for that customer. These defaults include the type of documents to e-mail, e-mail addresses,
and mailing instructions.

Update the Customer Master File with this information through Customer/Ship to Master
Maintenance (MENU ARFILE) and review that data through the Customer/Ship to Master Listing
(MENU ARFILE 11).

Update Shipping Address File (optional)

If you want certain documents to e-mail to a ship-to address automatically, you must specify e-mail
defaults for that address. These defaults include the type of documents to e-mail, e-mail addresses,
and mailing instructions.

Update the Ship-to Master Address File with this information through Customer/Ship to Master

Maintenance (MENU ARFILE) and review that data through Customer/Ship to Master Listing
(MENU ARFILE).
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10.

1.

Update Vendor Master File (optional)

If you want certain documents to e-mail to a vendor automatically, you must specify e-mail defaults
for that vendor. These defaults include the type of documents to e-mail, e-mail addresses, and
mailing instructions.

Update the Vendor Master File with this information through Vendor Master Maintenance (MENU
POFILE) and review this data through the Vendor Master Listing (MENU POFILE).

Update Warehouse Numbers File (optional)

If you want certain documents to e-mail to a warehouse automatically, you must specify e-mail
defaults for that warehouse. These defaults include the type of documents to e-mail, e-mail
addresses, and mailing instructions.

Update the Warehouse Numbers File with this information through Warehouse Numbers
Maintenance (MENU IAFILE) and review this data through the Warehouse Numbers Listing
(MENU IAFILE).

Define Customer Contacts (optional)

If you want to store contacts for customers and/or ship to addresses, and be able to look them up,
you must define contacts and specify contact information for each. The contact information
includes the e-mail address, contact name, telephone number and extension, fax number and
extension, and mailing instructions.

Set up customer contacts through Customer Contacts Maintenance (MENU MSFILE) and review
the information through Customer Contacts Listing (MENU MSFILE).

Assign Vendor Email Contacts (optional)
If you want to store contacts for vendors, and be able to look them up, you must define contacts and

specify contact information for each. The contact information includes the e-mail address, contact
name, telephone number and extension, fax number and extension, and mailing instructions.

Set up vendor contacts through Vendor Email Contacts Maintenance (MENU MSFILE) and review
the information through Vendor Email Contacts Listing (MENU MSFILE).

Define User Email Contacts (optional)

If you want to store contacts for users, and be able to look them up, you must define contacts and

specify contact information for each. The contact information includes the e-mail address, contact
name, telephone number and extension, fax number and extension, and mailing instructions.

Set up user contacts through User Email Contacts Maintenance (MENU MSFILE) and review the
information through User Email Contacts Listing (MENU MSFILE).

Define Distribution Groups (optional)

If you want to use distribution group codes to e-mail to multiple addresses, you must define
distribution group codes.

Set up distribution group codes through Distribution Groups Maintenance (MENU MSFILE) and
view created codes through Distribution Groups Listing (MENU MSFILE).

Define Distribution Group Assignments (optional)

If you have created distribution groups through Distribution Groups Maintenance (MENU

MSFILE) and you want to use the codes, you must assign addresses to the code. E-mail will be sent
to all the addresses assigned to a code when that code is keyed on the Email Options Screen.

Set up distribution group assignments through Distribution Group Assignments Maintenance
(MENU MISFILE) and view the assignments through Distribution Group Assignments Listing
(MENU MISFILE).
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What To Do

SYSTEM SPECIFIC OPTIONS

Menu and Option

[] 1. Define Mail Server System Options (required)

MSFILE - Option 6

MODULE SPECIFIC OPTIONS

[ 2. Update Register A+ User IDs (optional)

XACFIG - Option 4

[ 3. Update Customer Master File (optional)

ARFILE - Option 1

[ 4. Update Shipping Address File (optional)

ARFILE - Option 1

] 5. Update Vendor Master File (optional)

POFILE - Option 1

] 6. Update Warehouse Numbers File (optional)

IAFILE - Option 3

[1 7. Set up Customer Contacts (optional)

MSFILE - Option 1

] 8. Set up Vendor Email Contacts (optional)

MSFILE - Option 2

[1 9. Set up User Email Contacts (optional)

MSFILE - Option 3

[ 10. Set up Distribution Groups (optional)

MSFILE - Option 4

[ 11. Set up Distribution Group Assignments (optional)

MSFILE - Option 5

Setting up Order Entry

Before setting up O/E, verify that the following options have been set up:

» System Wide Options (MENU XAFILE)
e Company Options (MENU XAFILE)

In addition, you must have defined your items (MENU IAFILE) and customers (MENU ARFILE).

1. Set Up Order Entry Options (required)

This option is used to set up system defaults and select optional features that enable you to tailor O/
E to meet your needs. These defaults and features are defined through Order Entry Options
Maintenance (MENU XAFILE), and have already been performed since MENU XAFILE was the
first menu for which file maintenance was set up.

Review the Order Entry Options Listing (MENU XAFILE) to verify that the correct responses were
entered.

2. Define Tax Body Codes (required)
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You must define at least one tax body code through Tax Body Maintenance (MENU OEFILE), for
example, a Goods/Service Tax (GST) and/or a Provincial Sales Tax (PST) tax body. You must
assign a tax body to customers through Customer/Ship to Master Maintenance (MENU ARFILE).
You can also assign a tax body to vendors through Vendors Maintenance (MENU APFILE or
MENU POFILE) or to a vendor and warehouse through Vendor/Warehouse Assignments
Maintenance (MENU POFILE). The tax body assigned to a vendor or vendor/warehouse is used to
calculate GST for purchases.

Tax body codes apply to all companies and determine the tax rate applied to an order or a purchase
order.

. Define Special Charge Codes (optional)

Special charges are used to record non-product charges, such as freight and handling charges.
Special charges, defined through Special Charge Definitions Maintenance (MENU OEFILE), are
composed of two types: (1) Order Charges, and (2) Line Charges. Each type of charge can have up
to 33 pre-defined descriptions (1 through 9 or A through Z). I and O are intentionally excluded as
they could be misinterpreted as numbers. In the actual files, order charges begin with the character
'/ and line charges begin with the character '&'.

Similar to items, special charges can be identified as taxable or not, and special charge tax overrides
are also available. Also, similar to items, these special charge tax overrides may be defined with or
without specifying a warehouse.

. Define Payment Type Codes (required)

At least one payment type code must be defined through Payment Type Maintenance (MENU
OEFILE), as it is required when setting up customers and entering orders.

Payment type codes reflect the type of payment rendered (for example, cash, check, credit, etc.).
They also determine whether or not the sale will be posted to Accounts Receivable, whether or not
an amount tendered is required for a cash sale order, and whether or not a credit card number and
expiration date are required on an order.

. Define Hold Codes (required)

Hold codes, defined through Order Hold Codes Maintenance (MENU OEFILE), are used to place
orders on hold. When an order is held, the system will not allow a Pick List or Invoice to be printed
for the order.

During order entry, if one of the following hold codes is used and it has not been defined,
Distribution A+ will automatically add it to the system for you:

* CR - Credit Limit Exceeded

¢ GM -Below Minimum Gross Margin
¢ GX - Above Maximum Gross Margin
* NC - New Customer

¢ OH - Offline Order Entry

« SP - Slow Pay

. Define Delete Reason Codes (required)

At least one delete reason code must be defined through Delete Reason Codes Maintenance
(MENU OEFILE), as it is required when deleting orders (MENU OEMAIN). This code indicates
the reason for deleting an order. If deleted orders are being saved, reports and inquires may be
created to analyze lost sales.

. Define Order Messages (optional)
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Pre-defined messages may be used in Order Entry by inserting the associated message code defined
through Order Messages Maintenance (MENU OEFILE). In addition, up to three universal
messages for each company may be created and will appear at the bottom of all pick lists and
invoices.

8. Define Order Source Codes (optional)
Order source codes can be used for posting accounts from Order Entry to General Ledger, or you

can use them to track information in order history. Use order source codes if information from an
order is used to determine which accounts are updated.

Order source codes are a two character code you assign to an order as it is created. They are defined
through Order Source Code Maintenance (MENU OEFILE).

9. Define Customer Service Comments (optional)
Comments may be defined for a given customer and/or customer’s ship-to address. There are three
types that you may define through Customer Comments Maintenance (MENU OEFILE):

* Management
» User

e Order

Order comments are automatically copied into each order for a given customer.
10. Define Cross Reference Items (optional)

This option is used to define item numbers that can be cross referenced to customer item numbers.
This will allow you to key in the customer’s item number during Order Entry, without having to
know your item number. Cross reference items are defined through Customer/Item Numbers
Maintenance (MENU OEFILE).

11. Define Replacement and Complement Items (optional)

This option is used to define replacement or alternate and upgrade complement items (MENU
OEFILE). Replacement items may be displayed during Order Entry to replace an item ordered.
Complement items may be displayed during Order Entry to suggest additional items that the
customer may want to order.

12. Define Customer Inventory Reservations (optional)

This option is used to define customer inventory reservations for a specific customer (MENU
OEFILE). You will be able to set up customer inventory reservations for a company, customer,
warehouse, and item. Customers assigned an A/R customer number for which reservations are set
up will be able to access the quantity reserved for that A/R customer number.

13. Define Output Queue Overrides (optional)

This option is used to define output queue overrides by warehouse and display ID for the printing of
forms (i.e., pick lists and invoices); you designate the output queue for each type of form that you
may print. This is useful if you have a specific form, such as an invoice, being directed to a specific
output queue in a warehouse and want all invoices for a given warehouse directed to that output
queue.

Use Output Queue Overrides Maintenance (MENU OEFIL2 or MENU XAFILE).

14. Define Shipping Warehouse Overrides (optional)
This option is used to define override shipping warehouses for Order Entry. During order entry,
Distribution A+ uses Shipping Warehouse Overrides Maintenance (MENU OEFIL2) to determine

if the item should be shipped from the given warehouse (referred to as the original warehouse) or an
override warehouse (referred to as the shipping warehouse).
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15.

Define Carrier Codes (optional)

Carrier codes allow you to identify each carrier that delivers customer orders. When you enter an
order for a customer through Enter, Change & Ship Orders (MENU OEMAIN), you can enter a
carrier code to identify the carrier that will be shipping the order.

NOTE: If your company is located in a European Community member country and is
required to submit a monthly Intrastat Report (MENU IAREPT), the carrier code
includes transport mode information that is required on the report. You will not
be able to produce an accurate copy of the report if you do not define and use
carrier codes.

16.

17.

Define carrier codes through Carrier Codes Maintenance (MENU OEFIL2). You can also use this
option to define any carrier specific delivery schedules. Once defined, these schedules will be
checked when a requested ship date is keyed through Order Entry, to ensure the date reflects a
defined delivery day of the week. Review the Carrier Codes Listing (MENU OEFIL2) to verify
your carrier codes.
Define Return Reason Codes (required)
Use this option to define return reason codes for a company. Return reason codes allow you to
identify the reason merchandise is being returned. When entering a return through Enter, Change &
Ship Orders (MENU OEMALIN) or via automatic credit memo through Customer Order/Shipment
Inquiry (MENU OEMALIN), a valid reason code must be entered.

Define return reason codes through Return Reason Codes Maintenance (MENU OEFIL2).
Define Alternate Shipping Warehouses (optional)
This option allows you to define alternate shipping warehouses for Order Entry. When entering an
order through Enter, Change & Ship Orders (MENU OEMALIN), if an alternate ship code has been
assigned to the customer, customer ship-to, and/or warehouse in which you are working with, the
F2= WHs function key will display which provides you with access to the alternate shipping
warehouse list. From this list, you may select a warehouse.

Define alternate shipping warehouses through Alternate Shipping Warehouses Maintenance
(MENU OEFIL2).

NOTE: If the Warehouse Search feature is active [System Options Maintenance (MENU
OEFIL2)], the Alternate Shipping Warehouse List Screen will automatically
display if the item being ordered is not stocked in the order’s warehouse.

18.

19.

20.

Define Product Restriction Codes (optional)

This option allows you to define product restriction codes. Since you may have the need to restrict
certain customers from ordering certain items, product restriction codes are provided. Use these
codes to identify restricted products.

Define product restriction codes through Product Restriction Codes Maintenance (MENU
OEFIL2).

Define Customer Authorizations (optional)

This option allows you to define customer authorization records. These records provide you with a
means by which you may give or deny a customer the authority to purchase a restricted item [as
defined through Item Master Maintenance (MENU IAFILE)].

Define customer authorization records through Customer Authorizations Maintenance (MENU
OEFIL2).

Define Customer Tax Classes (optional)
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21.

22,

23.

Customer tax classes are used to group together a number of customers who are to receive tax
exemption overrides for selected items. Customer tax classes are used in conjunction with
individual items or item tax classes to create tax exemption overrides. Through Order Entry
Options (MENU XAFILE), you determine if these tax overrides are allowed and which type of
overrides are allowed.

Define customer tax classes through Customer Tax Classes Maintenance (MENU OEFIL2).
Define Item Tax Classes (optional)

Item tax classes are used to group together a number of items which, when ordered by selected
customers, will result in a tax exemption override. Item tax classes are used in conjunction with
individual customers or customer tax classes to create tax exemption overrides through Tax
Overrides Maintenance (MENU OEFIL2). Through Order Entry Options (MENU XAFILE), you
determine if tax overrides using item tax classes are allowed. The allowed tax overrides will be
used during order entry in determining item taxation. Once an item tax class is defined, it is
assigned to an item through Item Master Maintenance (MENU IAFILE), or to an item/warchouse
through Item Balance Maintenance (MENU IAFILE). Item tax classes assigned at the Item Master
level may be superseded when the item is ordered from a particular warehouse and an item tax class
is defined for the item at the Item Balance level for that particular warehouse.

Define item tax classes through Item Tax Classes Maintenance (MENU OEFIL2).
Define Tax Overrides (optional)

Individual customers or customers in a customer tax class may be designated as having special tax
exemption overrides for individual items or items in an item tax class. Tax overrides allow you to
identify one or more customers who are to be tax exempt when ordering an identified item (or
items).

These tax overrides are different from tax codes defined elsewhere in Distribution A+ in that
specific relationships may be defined, as a constant, for the indicated customer(s)/item(s),
regardless whether or not the customer has a tax code defined as Jobber (which would allow the tax
for that customer to be based on an item’s re-use code).

Additionally, if warehouse level tax overrides are activated, via Warehouse Numbers Maintenance
(MENU IAFILE), then you can use this option to create tax overrides at the [tem Balance level (i.e.,
for an item in a particular warechouse). In this case, warehouse level tax overrides will be retrieved
during order entry for the shipping warehouse for each line of the order.

Define tax overrides through Tax Overrides Maintenance (MENU OEFIL2).
Define Customer EIC Groups (optional)

NOTE: You can only use customer extended item comment (EIC) groups if you set the
Use Extend Item Cmnt and Use Cust EIC Groups fields to Y through System
Options Maintenance (MENU XAFILE).

24,

Customer EIC groups allow you to assign a common EIC description across a group of customers
with similar traits. You can assign customer EIC groups to customers using Customer/Ship-to
Master Maintenance (MENU ARFILE).

Define customer EIC groups through Customer EIC Groups Maintenance (MENU OEFIL2).
Define Item EIC Groups (optional)

NOTE: You can only use item EIC groups if you set the Use Extend Item Cmnt and Use
Item EIC Groups fields to Y through System Options Maintenance (MENU
XAFILE).
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Item EIC groups allow you to assign a common EIC description across a group of items with
similar traits. You can assign item EIC groups to items using [tem Master Maintenance
(MENUIAFILE).

Define item EIC groups through Item EIC Groups Maintenance (MENU OEFIL2).

25. Define Physical Presence Table (optional)
NOTE: This option can only be utilized if Vertex Taxing software is installed on your
system and you have selected to use Vertex Taxing through System Options
Maintenance (MENU XAFILE).

Use this option to define states in which you have a physical presence. For each state you add to the
physical presence table, a corresponding GeoCode will be assigned in order to determine the
correct taxes for customers and items.
Define states and Vertex GeoCodes through Physical Presence Table Maintenance (MENU
OEFIL2).

26. Define Time Zone Codes (required)
Distribution A+ captures the date and time of a number of processes, such as the entry of an order.
Use this option to define a code for each time zone in which you will have users working. Times on
inquiries and reports will be shown in the user’s default time zone.
Define time zone codes through Time Zone Codes Maintenance (MENU OEFIL3). Assign a
default time zone code to each user through Register A+ User IDs (MENU XACFIG).

27. Define Packer/Picker/Driver IDs (optional)
You must define packer, picker, and/or driver IDs if you responded with a Y to one or more of the
following prompts in Order Entry Options (MENU XAFILE):
« Packer ID Required
 Picker ID Required
 Driver ID Required
Define packer, picker, and driver IDs through Packer/Picker/Driver ID Maintenance (MENU
OEFIL3).

28. Define State and Province Codes (required/optional)
This step is required if Validate State/Province is Y in Systems Options Maintenance (MENU
XAFILE).
Use State/Province Codes Maintenance to define state and province codes which are keyed as part
of each address you enter in Distribution A+.

29. Define FOB Codes (required/optional)

This step is required if either of the following is true:

* You have set the Freight Charges Required to Ship Confirm Orders field to Y in Order Entry
Options Maintenance (MENU XAFILE). When there is a Y in that field, the FOB Code field is
required when you enter an order through Enter, Change & Ship Orders (MENU OEMAIN), and
you must define at least one FOB code.

*  Your company is located in a European Community (EC) member country. Companies in EC
member countries are required to submit a monthly Intrastat Report (MENU IAREPT) to their
respective governments detailing shipments to and receipts from other EC member countries.
The FOB code on each sales order or purchase order includes Intrastat delivery terms
information required for that report.
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30.

31.

32

33.

FOB codes allow you to assign and track freight and cost liability on shipments and receipts. You
can assign FOB codes to vendors, customers, and ship-to addresses.

Define FOB codes through FOB Codes Maintenance (MENU OEFIL3). Review the FOB Codes
Listing (MENU OEFIL3) to verify your FOB codes.

This step also exists on the Purchasing Setup Checklist.

Define Transport Modes (optional)

The transport mode specifies the method of transportation used to deliver goods.

You must define transport modes if:

* You will be using carrier codes. The Transport Mode field is required whenever you define a
carrier code through Carrier Codes Maintenance (MENU OEFIL2).

*  Your company is located in a EC member country. Companies in EC member countries are
required to submit a monthly Intrastat Report (MENU IAREPT) to their respective governments
detailing shipments to and receipts from other EC member countries. The Transport Mode will
be a required field whenever you add a requisition for a vendor in a different EC member
country.

Define transport modes through Transport Mode Maintenance (MENU OEFIL3). Review the
Transport Mode Listing (MENU OEFIL3) to verify your transport modes.

This step also exists on the Purchasing Setup Checklist.

Define an Automated Day-End and/or Invoicing job (optional)

You can schedule Day-End processing and Invoicing jobs to run automatically. Automated Day-
End and Invoicing jobs are defined through Auto Day-End Invoicing Job Name Maintenance
(MENU OEFIL3).

. Define Freight Rates (optional)

You can define freight rates for use in web@work Advanced Edition. A freight rate is an estimated
shipping charge based on an order’s total weight, an order’s total value, or an item’s value. These
values are set up for specific carrier codes and, if you are using International Currency, currencies.
Define freight rates through Freight Rates Maintenance (MENU OEFIL3).

Define Authorization for Returns & Releases (required)

Authorized user IDs must be defined if you responded with a Y to the following authorization
prompts in Application Action Authority (MENU XASCTY):

« User ID for Security

 Authorization Required for Returns

» Authorization Required for Credit Releases

» Authorization Required for Other releases

» Authorization Required for Future Order releases

Users may be authorized through Application Authority (MENU XASCTY) to enter returns and
release orders on hold. Note that only the first user ID can be used for a user group.

NOTE: Refer to the User Security User Guide for further details.

34.

Set up Rebate Options (required)

Use this option to indicate whether you want to activate rebate processing for a particular company
and to set the options for processing rebates in a company. Define your rebate options through
Rebate Options Maintenance (MENU OERFILE).
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35.

36.

37.

38.

39

40.

Set up Vendor Rebate Options (optional)

Use this option to specify the options for processing rebates with specific vendors. Currently,
options can be set for processing with Kimberly-Clark. Define your rebate options through Vendor
Rebate Options Maintenance (MENU OERFILE).

Define Filing Frequencies (required)

Filing frequency codes are assigned to rebates to indicate how often rebates need to be filed or
applied for with the rebate reference vendor. Define filing frequencies through Filing Frequency
Maintenance (MENU OERFILE).

Define Rebates (optional)

A rebate represents a discount provided to you by the vendor. Rebates can be used to provide
discounts to particular customers or to encourage the distributor to sell certain items. Individual
customers or those in a customer rebate class may be designated as those who, when ordering
selected items or an item in an item rebate class, will receive all or portions of the rebates that you,
as a distributor, would normally receive. Rebates may be limited by dates and quantity limits.
Define rebates through Rebate Master Maintenance (MENU OERFILE). If rebates will be applied
for to the vendor, be sure to establish the required GL/AP expense accounts.

Define Customer Rebate Classes (optional)

Customer rebate classes are used to group together a number of customers who are to receive all or
a portion of the rebates that you, as the distributor, receive from your vendor. These rebates are
established for selected items or a group of items included in an item rebate class.

Define customer rebate classes through Customer Rebate Classes Maintenance (MENU
OERFILE).

. Define Item Rebate Classes (optional)

Item rebate classes are used to group together a number of items for which customers, when
ordering those items, will receive all or a portion of the rebates that you, as the distributor, receive
from your vendor. These rebates are established for all customers, a selected few customers, or a
group of customers included in a customer rebate class.

Define item rebate classes through Item Rebate Classes Maintenance (MENU OERFILE).
Assign G/L Account Numbers (required)

Account numbers must be defined through the G/L Interface (MENU GLXFER or G2XFER) or G/
L (MENU GLFILE) for posting daily sales to General Ledger. (Refer to the General Ledger
Interface User Guide for detailed information.)

NOTE: Separate accounts may be used for drop shipments, if desired.

41.

Set Up O/E Pricing (optional)

a. Define item price class codes
Item price classes are used to classify a group of items for pricing using the price matrix and are
defined through Price Class Maintenance (MENU OEPRCE). These codes, combined with the

customer’s price discount code, determine the discount or markup percentage to be applied to an
item’s base price during Order Entry.

b. Define contract prices
Contracts may be set up through Contract Price Maintenance (MENU OEPRCE) for a
combination of customer(s) and item(s). Contract prices are used to apply a discount or markup

percentage to an order. They can also be used to redirect the selection of a list price or customer
price discount code. A contract is used when an order specifies a contract number on the Order
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Header Screen (MENU OEMAIN); or, may also be used for promotional pricing by not
specifying a contract number or if a valid contract exists for the specific customer/item
combination entered.

. Define the price matrix

You may define discount, markup, or gross margin percentages in the price matrix (MENU
OEPRCE) or redirect to a price list different from that defined in Item Master Maintenance
(,MENU IAFILE). The price matrix, defined by company and item price class, defines the
discount/markup percentages for up to 999 customer price discount codes. Discount codes are
assigned to individual customers through Customer Master Maintenance (MENU ARFILE), but
may be redirected using contract pricing.

. Define quantity discounts

Up to ten quantity breaks for an item or group of items may be defined through Quantity
Discounts (MENU IAFILE).

To define quantity breaks for a group of items, you must enter a quantity break class code in the
Item Master Maintenance (MENUIAFILE). This code must be defined through Quantity Break
Class Maintenance (MENU IAFILE) before the discounts can be entered.

. Define trade discounts

Up to nine trade discounts can be set up for each company through Trade Discount Maintenance
(MENU OEPRCE). Trade discount percentages are applied to the invoice sub-total when the
order exceeds a minimum amount (defined within this option).

Define customer contract codes

Customer contract codes are used to classify a group of customers for contract pricing and are
defined through Customer Contract Code Maintenance (MENU OEPRCE). These codes, when
assigned to customers, are used to classify that customer for contract pricing functions. This
code can then be used when creating a contract for a group of customers in Contract Prices
Maintenance (MENU OEPRCE).

. Define item contract codes

Item contract codes are used to classify a group of items for contract pricing and are defined
through Item Contract Code Maintenance (MENU OEPRCE). These codes, combined with the
customer contract code, determine the discount or markup percentage to be applied during Order
Entry. This code can then be used when creating a contract for a group of items in Contract
Prices Maintenance (MENU OEPRCE).

42. Define a “New Customer” Number (required)
To accept orders from customers who are not yet established in the Customer Master File, a “New
Customer” number must be defined for each company. When an order is entered using the “New
Customer” number, the system will automatically place the order on new customer hold (hold code
NO).

What To Do Menu and Option
SYSTEM SPECIFIC OPTIONS

L] 1. Set up Order Entry Options (required); this step already XAFILE - Option 5

performed as part of the Cross Application Checklist
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What To Do

MODULE SPECIFIC OPTIONS

Menu and Option

[ 2. Define Tax Body Codes (required)

OEFILE - Option 1

[ 3. Define Special Charge Codes (optional)

OEFILE - Option 2

[ 4. Define Payment Type Codes (required)

OEFILE - Option 3

[ 5. Define Hold Codes (required)

OEFILE - Option 4

L] 6. Define Delete Reason Codes (required)

OEFILE - Option 5

[ 7. Define Order Messages (optional)

OEFILE - Option 6

[ 8. Define Order Source Codes (optional)

OEFILE - Option 7

[ 9. Define Customer Service Comments (optional)

OEFILE - Option 8

[ 10. Define Cross Reference Items (optional)

OEFILE - Option 9

L] 11. Define Replacement and Complement Items (optional)

OEFILE - Option 10

[ 12. Define Customer Inventory Reservations (optional)

OEFILE - Option 21

[ 13. Define Output Queue Overrides (optional)

OEFIL2 - Option 1

L] 14. Define Shipping Warehouse Overrides (optional)

OEFIL2 - Option 2

[ 15. Define Carrier Codes (optional)

OEFIL2 - Option 3

[ 16. Define Return Reason Codes (required)

OEFIL2 - Option 4

[ 17. Define Alternate Shipping Warehouses (optional)

OEFIL2 - Option 5

[ 18. Set up Product Restrictions (optional)

OEFIL2 - Option 6

[ 19. Set up Customer Authorizations (optional)

OEFIL?2 - Option 7

] 20. Set up Customer Tax Classes (optional)

OEFIL?2 - Option 8

[ 21. Set up Item Tax Classes (optional)

OEFIL2 - Option 9

[ 22. Set up Tax Overrides (optional)

OEFIL2 - Option 10

[ 23. Set up Customer EIC Groups (optional)

OEFIL2 - Option 21

[ 24. Set up Item EIC Groups (optional)

OEFIL2 - Option 22

[J 25. Set up Physical Presence Table (optional - Vertex must be

installed)

OEFIL2 - Option 23
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What To Do

[ 26. Define Time Zone Codes (required)

Menu and Option

OEFIL3 - Option 1

[] 27. Define Packer/Picker/Driver IDs (optional)

OEFIL3 - Option 2

] 28. Define State/Province Codes (required/optional)

OEFIL3 - Option 3

[J 29. Define FOB Codes (optional)

OEFIL3 - Option 4

[J 30. Define Transport Modes (optional)

OEFIL3 - Option 5

L] 31. Define an automated Day-End and/or Invoicing job (optional) OEFIL3 - Option 6

[ 32. Define Freight Rates (optional for web@work Advanced
Edition users)

OEFIL3 - Option 7

(] 33. Set up Authorization for Returns and Releases (required)

XASCTY - Option 6

1 34. Set up Rebate Options (required)

OERFILE - Option 5

[1 35. Set up Filing Frequencies (required)

OERFILE - Option 4

] 36. Set up Rebates (optional)

OERFILE - Option 1

] 37. Set up Customer Rebate classes (optional)

OERFILE - Option 2

(] 38. Set up Item Rebate Classes (optional)

OERFILE - Option 3

1 39. Set up Account Numbers (required)

GLFILE - Option 1

(] 40. Set up O/E Pricing

N/A

[ a. Define item price class codes

OEPRCE - Option 5

[ b. Define contract prices

OEPRCE - Option 4

[ c. Define the price matrix

OEPRCE - Option 2

[ d. Define quantity discounts

OEPRCE - Option 3

[ e. Define trade discounts

OEPRCE - Option 6

[ f. Define customer contract codes

OEPRCE - Option 7

[ g. Define item contract codes

OEPRCE - Option 8

[141. Set up A “New Customer” Number (required)

OEMAST - Option 4
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Setting up Point of Sale

Refer to the Point of Sale User Guide for a complete description of this checklist.

Setting up Purchasing

Before setting up Purchasing, verify that the following options have been completed:
» System Wide Options (MENU XAFILE)

» Company Options (MENU XAFILE)

* Order Entry Options (MENU XAFILE)

In addition, you must have defined your items (MENU IAFILE), warehouses (MENU IAFILE), and
Customers (MENU ARFILE).

1. Set up Purchasing Options (required)

This step is used to set up system defaults and select optional features that enable you to tailor
Purchasing to meet your needs. These options are defined through Purchasing Options (MENU
XAFILE), and have already been performed since MENU XAFILE was the first menu for which
file maintenance was set up.

Review the Purchasing Options Listing (MENU XAFILE) to verify your Purchasing Options
selections.

2. Set up Vendors (required)

This option is used to define the vendors and vendor information used in Purchasing. Vendors are
defined through Vendor Master Maintenance (MENU POFILE).

3. Set up Vendor/Item Information (required)

This option is used to establish ordering information used in Purchasing. Unique ordering
information is established for each vendor (and optional warehouse) from whom an item can be
purchased. Items purchased from a vendor on a regular basis may be linked to that vendor (and
optional warehouse) through Vendor/Item Information Maintenance (MENU POFILE).

Distributors with multi-warehouse environments may need to store and maintain vendor prices
(item costs) at the warehouse level. This option is used to establish any such unique information. If
no unique prices per vendor/warehouse are required, a default record with no warehouse specified
is created and used.

NOTE: Vendor/Item information may be automatically generated through Create Default
Vendor/Item Information from Item Master/Item Balance (MENU POFILE)
based on the primary vendor for each item defined through Item Balance
Maintenance (MENU IAFILE).

4. Define Standard Comments (optional)

Standard comments may be defined for vendors, items, or vendor/items (items specific to a vendor)
through Standard Comments Maintenance (MENU POFILE). Vendor comments are automatically
copied into each new requisition created for a single vendor. Item comments are automatically
copied to a line comment when the specified item is added to any requisition. Vendor/item
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10.

1.

12

comments are copied to a line comment when the specified item is added to a requisition that has
been created for the specified vendor.

Define Special Charge Codes (optional)

Special charges are used to record non-product charges, such as freight and handling charges.
Special charges, defined through Special Charge Definitions Maintenance (MENU POFILE), are
composed of two types: (1) Order Charges, and (2) Line Charges. Each type of charge can have up
to 33 pre-defined descriptions (1 through 9 or A through Z). I and O are intentionally excluded as
they could be misinterpreted as numbers. In the actual files, order charges begin with the character
'/ and line charges begin with the character '&'.

Define Hold Codes (optional)

Hold codes, defined through Hold Codes Maintenance (MENU POFILE), are used to place a
requisition on hold. When a requisition is held, the system will not allow for further processing
until the hold code is removed.

Define Landing Factors (optional)

Landing factors are used in the calculation of estimated landing costs at the item or group (PO,
requisition or receiver) level. Landing costs are defined through Warehouse Numbers Maintenance
(MENU IAFILE), with account information defined through G/L Transfer Definition (MENU
GLXFER), and are assigned to an item for a vendor through Vendor/Item Information Maintenance
(MENU POFILE).

Define Buyers (optional)

Buyer codes, defined through Buyers Maintenance (MENU POFILE), may be defined for buyer
validation. Once defined, a buyer code may be assigned at the vendor level (through), vendor/
warehouse level (through), vendor/item level (through), and/or vendor/item/warehouse level (also
through).

Define Vendor/Warehouse Assignments (optional)

Through Vendor/Warehouse Assignments Maintenance (MENU POFILE), you can assign a buyer
code, defined through Buyers Maintenance (MENU POFILE), and a tax body, defined through Tax
Body Maintenance (MENU OEFILE) to a vendor and warehouse combination.

Define Vendor User Fields (optional)

You may optionally set up vendor user fields to be used in PO. Six user fields may be defined to
further categorize a vendor. For each vendor user field that you set up, you may create an unlimited
number of vendor user field values. When setting up your vendors through Vendor Master
Maintenance (MENU POFILE), the description of the vendor user fields defined will display on the
Vendor Master Maintenance (2) Screen. Here you assign the specific vendor user field value to the
vendor.

Vendor user fields/field values are defined through Vendor User Fields Maintenance (MENU
POFILE). Review the Vendor User Fields Listing (MENU POFILE) to verify the data.
Define Event Codes (optional)

You may optionally define event codes to be used in PO. These event codes are assigned to
descriptions of events that regularly occur while conducting business. You may then enter codes for
recurring events in Purchasing, so that events can be quickly entered and transactions can be easily
tracked.

Event codes are defined through Event Codes Maintenance (MENU POFILE). Review the Event
Codes Listing (MENU POFILE) to verify the data.

Define Country Names (optional)
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This option is used to create country names for use throughout Distribution A+. Country names
may be assigned to vendors, customers, and warehouses to ensure complete address information
appears on applicable documents. Also use this option to define a date format for the country.

This option also allows you to designate a country as a European Community (EC) member.
Companies in EC member countries are required to submit a monthly Intrastat Report (MENU
IAREPT) to their respective governments detailing shipments to and receipts from other EC
member countries. Distribution A+ uses the country code in the customer, vendor, or warehouse
address to determine whether information for a shipment, receipt, or warehouse transfer should be
included in the report.

NOTE: If your company is required to submit a monthly Intrastat Report, you will not be
able to produce an accurate copy of the report unless you define and use country
names.

13.

14.

15.

16.

17.

Country names are defined through Country Names Maintenance (MENU POFILE). Review the
Country Names Listing (MENU POFILE) to verify the data.

Define Vendor Contracts (optional)

After setting up vendor/item information, you can define vendor contracts for items that are offered
at discounted prices. Once a vendor contract is defined, the discounted cost is applied when you
enter purchase order requisitions that meet the terms of the contract.

Vendor contracts are defined through Vendor Contracts Maintenance (MENU POFIL2). Review
the Vendor Contracts Listing (MENU POFIL2) to verify the data.

Define Vendor Volume Discounts (optional)

You can define vendor volume discounts to take advantage of PO level discounts offered by the
vendor. Discounts can be based on one or more of the following PO amounts:

s Value

e Weight

» Cubic size

e Units

Vendor volume discounts are defined through Vendor Volume Discounts Maintenance (MENU
POFIL2). Review the Vendor Volume Discounts Listing (MENU POFIL?2) to verify the data.
Define SA/PO Fiscal Calendar (required)

This option is used to set up the sales analysis/purchase order fiscal calendar. In Purchasing, SA/PO
Fiscal Calendar is used for setting up buyer budgets to capture buyer actual PO values.

Fiscal calendars are defined through SA/PO Fiscal Calendar Maintenance (MENU POFIL2).
Review the SA/PO Fiscal Calendar Listing (MENU POFIL2) to verify the data.

Define Buyer Item Class/Subclass (optional)

This option allows you to set up buyer item classes and buyer item subclasses for your buyers. At
least one buyer item class must be created; the use of buyer subclasses is optional. Buyer Item
Classes/Subclasses are used for classifying items into categories for buyer budgets.

Buyer item classes and subclasses are defined through Buyer Item Class/Subclass Maintenance
(MENU POFIL2). Review the Buyer Item Class/Subclass Listing (MENU POFIL2) to verify the
data.

Define Buyer Budgets (optional)
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18.

19.

20.

21.

This option allows you to set up buyer budgets for the company, buyer, and fiscal year you select.
Each budget is based on the buyer budget level you assign to the buyer through Buyer’s
Maintenance (MENU POFILE).

Buyer budgets are defined through Buyer Budget Maintenance (MENU POFIL2). Review the
Buyer Budgets Listing (MENU POFIL2) to verify the data.

Define Approval Codes (required/optional)

This step is required if the Use Approval Code Authorization for Req/PO is set to Y through
Purchasing Company Options Maintenance (MENU XAFILE). If that field is set to Y only approval
codes defined through Approval Codes Maintenance (MENU POFIL2) can be used to approve
requisitions and Purchase Orders.

Approval codes allow you to limit the ability to approve requisitions and Purchase Orders based on
a maximum approval amount for a specific user ID.

Define Approval Codes through Approval Codes Maintenance (MENU POFIL2). Review the
Approval Codes Listing (MENU POFIL2) to verify your approval codes.

Define FOB Codes (required/optional)
This step is required if either of the following is true:

* You have set the Freight Charges Required to Ship Confirm Orders field to Y in Order Entry
Options Maintenance (MENU XAFILE). When there is a Y in that field, the FOB Code field is
required when you enter an order through Enter, Change & Ship Orders (MENU OEMAIN), and
you must define at least one FOB code.

* Your company is located in a European Community (EC) member country. Companies in EC
member countries are required to submit a monthly Intrastat Report (MENU TAREPT) to their
respective governments detailing shipments to and receipts from other EC member countries.
The FOB code on each sales order or purchase order includes Intrastat delivery terms
information required for that report.

FOB codes allow you to assign and track freight and cost liability on shipments and receipts. You
can assign FOB codes to vendors, customers, and ship-to addresses.

Define FOB codes through FOB Codes Maintenance (MENU POFIL2). Review the FOB Codes
Listing (MENU POFIL2) to verify your FOB codes.

This step also exists on the Order Entry Setup Checklist.
Define Transport Modes (optional)

The transport mode specifies the method of transportation used to deliver goods. You must define
transport modes if:

* You will be using carrier codes. The Transport Mode field is required whenever you define a
carrier code through Carrier Codes Maintenance (MENU OEFIL2).

« Your company is located in a EC member country. Companies in EC member countries are
required to submit a monthly Intrastat Report (MENU IAREPT) to their respective governments
detailing shipments to and receipts from other EC member countries. The Transport Mode will
be a required field whenever you add a requisition for a vendor in a different EC member
country.

Define transport modes through Transport Mode Maintenance (MENU POFIL2). Review the
Transport Mode Listing (MENU POFIL2) to verify your transport modes.

This step also exists on the Order Entry Setup Checklist.
Define Default Shipping Locations (required)
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22.

23.

24,

25.

A default ship-to location must be defined for each company using Purchasing. A ship-to location is
the address to which the vendor will ship ordered items. Each location contains a standard address,
receiving warehouse, sales tax percentage, and other ordering information. This information is
created through Enter or Change Requisitions (MENU POMAIN).

Enter Open Purchase Orders (optional)

Existing open purchase orders, those that have been previously created manually or through other
software, must be entered into Purchasing through Enter or Change Requisitions (MENU
POMAIN).

Use Requisition Edit List (MENU POMALIN) to edit the requisitions. When all errors have been
corrected, use Purchase Orders (MENUPOMALIN) to print the orders and update the on-order
quantity of the items on order.

Run Reset On Order Quantity (required)

This option is used to update the On Order Quantities in the Item Balance File, and the Received to
Date field in the Purchasing Order Detail File. Run this option if you have previously installed
Distribution A+ and entered on-order quantities through Inventory Transactions.

Run Reset PO Receipt Groups (required)

This option is used to remove empty members in the receipt work files and to synchronize the work
files and the records in the PO Receipt Group Control File ( ). Run this option after restoring
Purchasing files, or upon initial installation.

Global Landing Code Update (optional)

Once landing costs are created and defined (refer to the Define Landing Factors description,
previously listed), you may use this option to globally associate those costs with certain vendor
items. Such global application alleviates the need to individually assign each item the appropriate
landing costs. Note that you are able to select specific items to be included in the global assignment,
and landing cost overrides are still available [if so determined through Warehouse Numbers
Maintenance (MENU IAFILE)].

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

[ 1. Set up Purchasing Options (required); this step is already

performed as part of the Cross Application checklist.

MODULE SPECIFIC OPTIONS

L 2. Set up Vendors (required) POFILE - Option 1
LI 3. Set up Vendor/Item Information (required) POFILE - Option 2
[ 4. Define Standard Comments (optional) POFILE - Option 3
[ 5. Define Special Charge Codes (optional) POFILE - Option 4
[ 6. Define Hold Codes (optional) POFILE - Option 5
[ 7. Define Landing Factors (optional) POFILE - Option 6
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What To Do Menu and Option
[ 8. Define Buyers (optional) POFILE - Option 7
[ 9. Define Vendor/Warehouse Assignments (optional) POFILE - Option 8
[ 10. Define Vendor User Fields (optional) POFILE - Option 9
[ 11. Define Event Codes (optional) POFILE - Option 10
[ 12. Define Country Names (optional) POFILE - Option 22
[J 13. Set up Vendor Contracts (optional) POFIL2 - Option 1
[ 14. Set up Vendor Volume Discounts (optional) POFIL2 - Option 2
[ 15. Set up SA/PO fiscal Calendar (required) POFIL2 - Option 1
L] 16. Set up Buyer Item Class/Sub Class (optional) POFIL2 - Option 2
[ 17. Set up Buyer Budgets (optional) POFIL2 - Option 1
[ 18. Define Approval Codes (required/optional) POFIL2 - Option 2
[ 19. Define FOB Codes (required/optional) POFIL2 - Option 1
[J 20. Define Transport Modes (optional) POFIL2 - Option 2
[ 21. Define Default Shipping Locations (required) POMAIN - Option 1
1 22. Enter Open Purchase Orders (optional) POMAIN - Option 2
[J 23. Run Reset On Order Quantity (required) POMAST - Option 4
[J 24. Run Reset PO Receipt Groups (required) POMAST - Option 8
[J 25. Global Landing Code Update (optional) POMAST - Option 9

Setting up Radio Frequency

Because R/F is an add-on module to W/M, W/M must be installed prior to or in conjunction with R/F.
Any unique W/M features which apply specifically to R/F will be described in this document.
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Important

If you plan to use barcode vehicle labels, refer to the Appendix section of the Ware-
house Management User Guide for important information.

. Set up system level R/F Options (required)

R/F system-wide options are defined through Radio Frequency Options (MENU RFFILE) Refer to
the Radio Frequency Options Selection Screen in the Radio Frequency User Guide for detailed
information.

The only system option selection that exists allows you to identify the transaction processor queue
which is to be used specifically for R/F activities. This queue in no way affects the Transaction
Processor queue utilized for other module’s activities.

. Set up warehouse specific R/F options (required)

NOTE: You must set up warehouse options for all warehouses that you plan to use in R/F.

R/F Warehouse options are specific to each warehouse. Before defining a warehouse through this
option, the warehouse must have been created through Warehouse Numbers Maintenance (MENU
IAFILE) and have its W/M warehouse options defined through Warehouse Management Options
Maintenance (MENU WMFILE).

You select options specific to each warehouse on the R/F Warehouse Options Screen and the R/F
Warehouse Task Options Screen. Refer to the Radio Frequency User Guide for these screens and
for a detailed explanation of each option.

. Set up system wide W/M options (optional)
Use this option to enter the following recommended values in the appropriate fields:

« Ifyou are using R/F to perform moves, select Y in the Print Move Labels with Moves field on the
Warehouse Management Options Screen. Move labels are the source documents for recording
move transactions through R/F.

» Ifyou are using R/F for put-away, select 1 or 3 in the Post Receiver After Put-Away Print field
on the Warehouse Management Cycle Counting Options Screen. The stock will be immediately
available as soon as it is stored in the warehouse.

» Define the location where all damaged inventory will be stored by entering a location number in
the Damaged Location field on the Warehouse Management Cycle Counting Options Screen.
This unavailable location will be used to store inventory specified as damaged during the
moving or picking processes.

. Define UPC Item/UOM Cross References (optional)

If you want to scan UPC numbers in Radio Frequency (instead of or in addition to item numbers,
manufacturer’s item numbers, or cross references), you must define UPC Item/UOM Cross
References through UPC Item/UOM Cross Reference Maintenance (MENU IAFILE).

Refer to the Inventory Accounting User Guide for an explanation of that option.
. Define Handler Types (optional)

Use this option to create handler types. A handler type is a category into which handlers
(employees) are placed to allow for group-type processing and/or tracking.
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NOTE: Handler types (e.g., manager, dock hand, driver, etc.) are user-defined through
this option; each handler is created and assigned a handler type through Handlers
Maintenance (MENU RFFILE).

Such classifications might be desired when, for example, you wish to display the currently signed
on dock hands, or managers.

Defining handler types is explained in detail in Handler Types Maintenance (MENU RFFILE) as
provided in the reference section of the Radio Frequency User Guide.

6. Define Handlers (optional)
Use this option to define handlers. Handlers are employees (and valid users) who are given

appropriate access to perform R/F tasks. Task performance, vehicle use, etc. is limited by handlers
and productivity, time, etc. is tracked by handlers.

Defining handlers is explained in detail in Handlers Maintenance (MENU RFFILE) as provided in
the reference section of the Radio Frequency User Guide.
7. Define User Tasks (optional)

Use this option to define user tasks. Handlers (and vehicles) are created with (or without) access to
perform user-defined and system defined tasks throughout R/F. These tasks not only allow or
prevent handlers from performing activities in certain warehouses, but are used in the tracking and
performance analysis features of R/F.

NOTE: If an access allowance or denial record (called access record) for a handler and
warehouse is not set up for a task, access is automatically defaulted to ALLOW.
This prevents you from having to define access individually for every handler in
every warehouse for every task.

Defining user tasks is explained in detail in User Tasks Maintenance (MENU RFFILE) as provided
in the reference section of the Radio Frequency User Guide.

8. Define Handler Tasks (optional)
Use this option to define handler tasks.

This option is used to allow or prevent handlers from performing system and user-defined tasks in
certain warehouses. Task access is provided or restricted based not only on the handler ID, but on
the warehouse ID as well. This provides the ability to allow a handler to perform task A in
warehouse 1 but not in warehouse 2.

A task is an activity (or category of activities) generally performed periodically (i.e., on a daily,
weekly, monthly, or yearly basis). Tasks are created to categorize activities to allow/restrict
performance and to assist in the tracking of those activities. System-defined tasks to be used in each
warehouse in R/F are determined via Radio Frequency Options Maintenance (MENU RFFILE);
user-defined tasks to be used in a specific warehouse are created via User Tasks Maintenance
(MENU RFFILE).

Defining handler tasks is explained in detail in Handler Tasks Maintenance (MENU RFFILE) as
provided in the reference section of the Radio Frequency User Guide.

9. Define Vehicle Types (optional)

Use this option to create vehicle types. A vehicle type is a category into which vehicles are placed
to allow for group-type processing and/or tracking.

NOTE: Vehicle types (e.g., forklift, backhoe, etc.) are user-defined through this option;
each vehicle is created and assigned a vehicle type through Vehicles Maintenance
(MENU RFFILE).
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10

1.

You can create vehicle types (types of activities) through this option before or after creating your
vehicles. Note, however, if you create your vehicle types after your vehicles, you will have to return
to Vehicles Maintenance (MENU RFFILE) if you want to associate each vehicle with a vehicle
type.

Defining vehicle types is explained in detail in Vehicle Types Maintenance (MENU RFFILE) as
provided in the reference section of the Radio Frequency User Guide.

. Define Vehicles (optional)

Use this option to create vehicles. Vehicle identification is important for not only tracking purposes,
but to limit vehicle use to certain tasks.

Defining vehicles is explained in detail in Vehicles Maintenance (MENU RFFILE) as provided in
the reference section of the Radio Frequency User Guide.

Define Vehicle Tasks (optional)
Use this option to create vehicle tasks which will allow or prevent vehicles from being used in the
performance of system and user-defined tasks in certain warehouses. Task access is provided or

restricted based not only on the vehicle number, but on the warehouse ID as well. This provides the
ability to allow a vehicle to be used to perform task A in warehouse 1 but not in warehouse 2.

NOTE: Ifan access allowance or denial record (called access record) for a vehicle and
warehouse is not set up for a task, access is automatically defaulted to ALLOW.
This prevents you from having to define access individually for every vehicle in
every warehouse for every task.

12

13.

14.

A task is an activity (or category of activities) generally performed periodically (i.e., on a daily,
weekly, monthly, or yearly basis). Tasks are created to categorize activities to allow/restrict
performance and to assist in the tracking of those activities.

Defining vehicle tasks is explained in detail in Vehicle Tasks Maintenance (MENU RFFILE) as
provided in the reference section of the Radio Frequency User Guide.
Define Work Standards (optional)

Use this option to create work standards against which handlers can be measured for comparison
and reporting. Standards are created for warehouse specific tasks and optionally, handler type.

Defining work standards is explained in detail in Work Standards Maintenance (MENU RFFILE)
as provided in the reference section of the Radio Frequency User Guide.

Define Pick Queue View Settings (optional)

Use this option to indicate the sequence that orders will be selected on the transaction manager
terminal when RF handlers use directed picking. You may define the sequence of fields that display
on the transaction manager; whether or not they are required, optional, or non-display; whether or
not to clear fields when RF handler’s are prompted; and whether or not to use automatic cursor
positioning.

Defining pick queue view settings is explained in detail in Pick Queue View Maintenance (MENU
RFFILE) in the reference section of the Radio Frequency User Guide.

Define R/F Identifiers (optional)
Use this option to define RF identifiers that Radio Frequency will recognize when scanning (or

manually keying) PO numbers, item numbers, quantities, or lot/serial numbers during RF Moves,
Counts, Receiving, Picking, and Inquiry.

The use of R/F identifiers in Radio Frequency is enabled through Radio Frequency Options
Maintenance (MENU RFFILE).
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What To Do

SYSTEM SPECIFIC OPTIONS

Menu and Option

[ 1. Set up system wide R/F options (required)

RFFILE - Option 8

[ 2. Set up warehouse specific R/F options (required)

RFFILE - Option 8

[ 3. Set up system wide W/M options (optional)

WMFILE - Option 6

[ 4. Define UPC Item/UOM Cross References (optional)

IAFILE - Option 6

MODULE SPECIFIC OPTIONS

[ 5. Define Handler Types (optional)

RFFILE - Option 3

[ 6. Define Handlers (required)

RFFILE - Option 1

[] 7. Define User Tasks (optional)

RFFILE - Option 7

(] 8. Define Handler Tasks (optional)

RFFILE - Option 2

[ 9. Define Vehicle Types (optional)

RFFILE - Option 6

[ 10. Define Vehicles (optional)

RFFILE - Option 4

[] 11. Define Vehicle Tasks (optional)

RFFILE - Option 5

[ 12. Establish Work Standards (optional)

RFFILE - Option 9

[ 13. Pick Queue View Settings (optional)

RFFILE - Option 10

[ 14. Define RF Identifiers (optional)

RFFILE - Option 21

Setting up Sales Analysis

1. Set Up S/A Options (required)

Set up the options for each company that will be used in S/A. For each company, you must specify

the following:

e The number of fiscal periods (12 or 13) used by the company

 The first fiscal month of the calendar year (for 12 period companies)

» The current S/A period and fiscal year (it is CRITICAL that this is correct for the first Day-End

Processing)

« The three character abbreviation of each fiscal period (month) of the fiscal year

¢ Determine if S/A will maintain detail history
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« Specify whether to save sales data at the ship-to level for subsequent inquiries

These options are defined through Sales Analysis Options Maintenance (MENU XAFILE), and
have already been performed since MENU XAFILE was the first menu for which file maintenance
was set up.

Print the Sales Analysis Options Listing (MENU XAFILE) to verify your selections.

. Define Sales Representatives (required)

You must define at least one sales representative that will be used in Distribution A+. Sales
representatives must be assigned to customers through Customer/Ship to Master Maintenance
(MENU ARFILE) and must be specified on an order created through Enter, Change & Ship Orders
(MENU OEMAIN). For customers and orders, you must specify a primary sales representative, and
may optionally specify a secondary and tertiary sales representative.

Sales representatives are defined through Sales Representatives Maintenance (MENU SAFILE).
For each sales representative, you indicate the sales representative’s name, commission percentage,
and optional information in the User Area field.

Review the Sales Representatives Listing (MENU SAFILE) to verify your definitions.

. Define Sales Representative Budgets (optional)

You may optionally set up sales representative budgets that may be used to compare the actual
performance of a sales representative to the sales representative’s budgeted expectations for a fiscal
year. This comparison is performed through the Sales Representative Comparison (MENU
SAMAIN). If you do not set up budgets, you may still use the Sales Representative Comparison
Inquiry, without the budget feature.

Sales representative budgets are defined through Sales Representative Budgets Maintenance
(MENU SAFILE) for a sales representative and fiscal year. Review the Sales Representative
Budgets Listing (MENU SAFILE) to verify your definitions.

. Define Sales Territories (required)

You must define at least one sales territory that will be used in Distribution A+. A territory must be
assigned to each customer through Customer/Ship to Master Maintenance (MENU ARFILE).

Sales territories are defined through Territories Maintenance (MENU SAFILE).
Review the Territories Listing (MENU SAFILE) to verify your definitions.
. Define SA/PO Fiscal Calendar (required)

Important

Before setting up the fiscal calendar, be absolutely sure you know and correctly identify
the first month for which sales history will be created. When you run your first Day-End,
the date used when setting up the fiscal calendar will be presented as the “Current S/A
Period/Month” and you will not be able to change it.

You must define at least one fiscal calendar for each company that will be used in Distribution A+.
Fiscal calendar definitions and modifications are made through SA/PO Fiscal Calendar
Maintenance (MENU SAFILE). Closing dates for the calendar may also be recalculated through
this option. These dates are generated for each company based on the beginning date and calendar
type defined in IM&P System Options Maintenance (MENU IMFILE).

Review the SA/PO Fiscal Calendar Listing (MENU SAFILE) to verify your definitions.
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6. Define Corporate Groups (optional)

Use this option to define one or more corporate groups, or to change the description of a previously
defined corporate group.

Once a corporate group is defined here, you can assign it to one or more customers through
Customer/Ship-to Master maintenance (MENU ARFILE - Option 1). As orders for each customer
associated with the corporate group are processed, sales data is stored and made available for
various sales analyses. These analyses are presented for both the corporate group and its customer
members through the following options in MENU SAMAIN:

» Customer Comparison
» Customer/Item Analysis

+ Item/Customer Analysis

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

[] 1.Set up S/A Options (required); this step already performed as  XAFILE - Option 7
part of the Cross Applications Checklist

MODULE SPECIFIC OPTIONS

[ 2. Define Sales Representatives (required) SAFILE - Option 1
[ 3. Define Sales Representative Budgets (optional) SAFILE - Option 2
[ 4. Define Sales Territories (required) SAFILE - Option 3
[ 5. Define SA/PO Fiscal Calendar (required)* SAFILE - Option 4
[ 6. Define Corporate Groups (optional) SAFILE - Option 5

Setting up Warehouse Management

Important

If you plan to use barcode labels, refer to the Appendix section of the Warehouse Man-
agement User Guide for important information.

1. Determine warehouse layout and location numbers

This step does not involve any interaction with the W/M software. The purpose is to plan, or to
review the current plan, of your warehouse layout.
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Warehouse Location Numbers

W/M will allow you to define warehouse location numbers that are up to 12 digits or characters
long. The 12 characters can be sub-divided into as many as five segments. Each segment may be
alphabetic or numeric.

NOTE: This is a system level decision and will be applied to all warehouses.

Example: Warehouse Location Numbers

If you identify warehouse locations by row, bins, and shelves, you can set up your warehouse
location number to reflect this. Assume that rows are identified alphabetically, and bins and
shelves are identified numerically. Additionally, you cannot have more than 999 shelves per row,
or more than 999 bins per shelf. You can set up the format of your warehouse location number as

follows:

Segment Name Length Type Heading
1 Row 2 Alpha Rw

2 Shelf 3 Numeric Shf

3 Bin 3 Numeric Bin

After you define this format (and the data entry separator) in W/M, you will key location numbers
in W/M in the format: Rw.Shf.Bin

NOTE: Because location numbers are stored in Distribution A+ files, once you define the
location number format, it cannot be changed.

Warehouse Layout

In addition to defining the format of your warehouse locations, you should review a detailed design
of your entire warehouse locations, and the special characteristics for each location. You will need
to define these locations in W/M. When planning warehouse locations, consider the following
characteristics for each location:

«  Will more than one item be stored in the location at one time?
« Is the location of a specific type, or class, such as refrigerated, water-proof, etc.?

» How is the location rated: is it one of the best, average, or worst? (You can optionally use this
information when performing cycle counts and put away. W/M can help you determine where to
put your fastest and slowest moving items.)

 Is this a picking location or a bulk/overflow location?

« Will a single type of item be assigned to a picking location? If so, what are the minimum and
maximum quantities of that item allowed in this location?
Warehouse Options

In addition to planning the warehouse layout and the specifications of each warehouse location,
there are several functions offered in W/M that may or may not comply with your warehouse
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operations. Reviewing your current warehouse operation, and determining how you can use W/M
to change it, is necessary before you can start using W/M.

Consider the following questions to determine which functions may be applicable for you at this

time:

 Is it desirable to allow W/M to: automatically select and reserve the warehouse locations for
regular items when a Pick List is printed; automatically select the lots containing the lot items to
ship; automatically select the individual serial number item to ship?

« Should (or does) the warechouse have a staging area that is used exclusively for newly received
backordered items, so they may be used to fill backorders quickly?

» Should (or does) the warehouse have an area used exclusively for returned items?

+ Is it desirable to allow W/M to automatically select the warehouse locations where I should put
away the items received in the warehouse? If so, how should locations be selected?

» In what sequence should the Pick Lists for multiple orders be printed? By order priority, to
address the most important orders first? By carrier sequence, so orders will be ready when each
carrier arrives? Or, by picking sections in the warehouse?

e Should a Summary Pick List be printed when a group of Pick Lists are printed? If so, for all
locations, or for specific locations?

« Should Move Labels be printed when a Move List is printed?

« Isit desirable to allow W/M to select the boxes that are used to ship items? If so, how many days
should box history be retained? Should the contents of each box be tracked? Can the shipment of
individual boxes be confirmed? Should the order status be updated after shipment of the last box
is confirmed? What is the minimum acceptable amount of empty space in a box?

These, and several other issues, must be addressed before using W/M, in a manner much more
detailed than expressed here. This implementation strategy should be thoroughly planned,
reviewed, and revised before you start using the software.

2. Set up system W/M options (required)
W/M system-wide options are defined through Warehouse Management Maintenance (MENU
WMFILE). For details, refer to the Warehouse Management User Guide for the Warehouse
Management Options Selection Screen, Location Definition Screen, and Miscellaneous Options
Screen.

System options include defining the location number format, whether lot and serial numbers are
used, hold code for missing lot and serial number, whether product dimensions are maintained and
the corresponding units of measure, and the minimum dimensional weight per cube used for boxes.

3. Set up warehouse specific W/M options (required)

NOTE: You must set up warehouse options for all warehouses that you plan to use in W/
M.

W/M Warehouse options are specific to each warehouse. Before defining a warehouse through this
option, the warehouse must have been created through Warehouse Numbers Maintenance (MENU
IAFILE).

You select options specific to each warehouse on the Warehouse Management Options Screen,
Warehouse Management Put-Away Options Screen, Warehouse Management Pick List Options
Screen, and Warehouse Management Boxing Options Screen. Refer to the Warehouse Management
User Guide for these screens and for a detailed explanation of each option.

4. Define edited segment values (if used)

2-84



Cross Application and Distribution A+ Modules Setup

If, through Warehouse Management Maintenance (MENU WMFILE), you have defined a
warehouse location number segment to be edited, you must specify what values are valid for the
edited segment.

Key valid segment values through Segment Values Maintenance (MENU WMFILE).
. Define location classes (if used)

When planning and evaluating the layout of your warehouse, one of the considerations for
warehouse locations is to determine which locations require specific types, or classes, of storage
locations. These location classes are used to categorize types of storage conditions such as
refrigerated, waterproof, fireproof, etc.

When defining warehouse locations through Location Master Maintenance (MENU WMFILE),
you can assign a location to a specific location class. You can also assign a location class to an
individual item through Item Master Maintenance (MENU IAFILE).

Location classes are used when storing items. A warning message will display if you attempt to
store an item in a different location class. Also, if using auto put-away, a location having a location
class different than the item’s location class will never be selected to store the item.

Key location classes through Location Class Maintenance (MENU WMFILE).
. Define picking sections (required)

At least one picking section must be defined for each warehouse that wishes to use RF Directed
Picking. A picking section is a group of warehouse locations that are used in a similar manner. For
example, if your warehouse consists of picking locations and bulk storage locations, you can define
a picking section for each. If Print Summary Pick Lists is set to L in Warehouse Management
Options (MENU WMFILE), for the picking locations section, you can specify that a Pick List be
printed; for the bulk storage locations, you can specify that a Summary Pick List be printed.

If you have Radio Frequency installed on your system, you now have the requirement of setting up
and maintaining pick section control values for RF Directed Picking through Picking Sections
Maintenance (MENU WMFILE). You have the ability to set how handlers are to retrieve orders by
picking section, whether or not they are to use the user defined pick queue, and whether or not you
wish to be prompted for Start and End locations for each picking section. Additionally, you must set
maximum trip sizes for orders, containers, cubes, and weight.

Refer to Picking Sections Maintenance (MENU WMFILE) in Warehouse Management for a
detailed explanation of picking sections definition. The picking sections that you define in this step
will be used when defining warehouse locations through Location Master Maintenance (MENU
WMFILE), and when using RF Directed Picking.

. Define pallets (if used)

If you plan to use the W/M auto put-away function, and you have pallet items (items that are
received on pallets), you will need to provide a definition of the different pallets that may be used in
this step. For each pallet, you key a description and specify the pallet dimensions. These
dimensions are used when auto put-away calculates the most appropriate warehouse location(s) to
store the pallet of items.

Pallets are defined through Pallet Master Maintenance (MENU WMFILE). Refer to the Warehouse
Management User Guide for this option and for a detailed explanation of each pallet attribute to
define. Pallets (represented by a pallet ID code) are assigned to items in a warehouse on the Balance
File Maintenance Screen during Item Balance Maintenance (MENU IAFILE).

. Define pallet classes (if used)

If you plan to use the W/M auto put-away function, and you have pallet items (items that are
received on pallets), it is necessary that you define pallet classes. A pallet class consists of several

2-85



Infor Distribution A+ Cross Application User Guide

pallets, defined in the previous step. A pallet class is assigned to each warehouse location. If an
item (that is being put away through auto put-away) is assigned to the same pallet as any pallet that
is assigned to the location’s pallet class, then the location is considered.

Pallet classes are used so any number of pallets (not just one pallet) may be designated to store in a
warehouse location. If you have warehouse locations that accommodate only one type of pallet, you
must still define the pallet class; when you define this pallet class, assign only the single pallet to it.

Pallet classes are defined through Pallet Classes Maintenance (MENU WMFILE). Pallet classes are
assigned to warehouse locations through Location Master Maintenance (MENU WMFILE).

Define warehouse locations (required)

In this step, you define the valid locations in your warehouse and any specific characteristics of
each warehouse. The manner in which each location is used must be defined. Be certain to review
the warehouse and location plan when defining locations.

If you permanently assign an item to a warehouse location, a record will be created in the
Warehouse Management Balance File ( ), even if Warehouse Management has not been
activated.

NOTE: A copy feature is provided to assist you in defining multiple locations that are
similar. The individual attributes for each warehouse location are explained in
detail in the Warehouse Management User Guide (see the Location Maintenance
Screen).

10.

1.

Define W/M information for items (required)

If you have previously been using Distribution A+ without W/M, in this step you must make
specifications for each of the items that will be used in W/M. If you are newly installing
Distribution A+ with W/M, be certain to complete item specifications.

a. Define item master information (required)

For each item that you stock, you define the item type, and optional location class through Item
Master Maintenance (MENU IAFILE) on the Item File Maintenance Screen 2.

If you have selected to Maintain Product Dimensions through Warehouse Management Options
Maintenance (MENU WMFILE), you will specify item dimensions and other attributes on the
Warehouse Management Information Screen.

If you have not selected to maintain product dimensions, specify the item’s cubic size for each
unit of measure on the Item File Maintenance Screen 1 in the Size column. Refer to the
Inventory Accounting User Guide for details.

b. Define item balance information (required)

For each item in your warehouse, you must specify different attributes depending on the
warehouse options and type of item. These are defined through Item Balance Maintenance
(MENU IAFILE). Refer to the Inventory Accounting User Guide for detailed information.

Define boxes (if used)

If you have selected to Maintain Product Dimensions through System Options Maintenance
(MENU WMFILE), and to use the W/M boxing function, you must define the boxes that you will
use. Each shipping box that you may use is defined through Box Master Maintenance (MENU
WMFILE).

When a Pick List is printed for an order, W/M examines all of the boxes defined through this option
to determine which is the most appropriate for the items that have been ordered.

If a box is no longer available for use, suspend the box through Box Master Maintenance. This is
necessary so that W/M will not select a box that is not available.
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12

Run Day-end Processing (required)

If you are installing W/M after you have been actively using Distribution A+ in any environment,
you must run Day-End Processing (MENU XAMAST) before proceeding.

If you are installing W/M with Distribution A+, and have not been actively using Distribution A+,
you may skip this step.

Before running Day-end Processing, be certain that all receiving processing performed in
Purchasing is complete, and that items that have been shipped have also been invoiced. These steps
are necessary to ensure that the physical inventory count (performed in the last step) is accurate.

13. Activate W/M (required)
Use Activate Warehouse Management (MENU WMMAST) to begin utilizing the W/M module.

14. Perform a physical inventory count (required)
Once W/M is active, the first thing that you must do is perform a complete physical inventory count
of your warehouse. This is done using the W/M Physical Inventory Menu (MENU WMPHYS).
Refer to the Warehouse Management User Guide for an explanation of this menu; and also the
“Handling Inventory” section, which explains how to perform a physical inventory.
When performing a physical inventory, do the following through MENU WMPHY'S:
» Print Count Sheets
» Enter Inventory Count Sheets
 Print the Count Sheet Status Report
 Print the Item Variance Report
» Update Inventory Counts
If there have been any inventory transactions since Count Sheets have been printed and before
counting began, an option is available to “refreeze” the inventory counts. Run Refreeze Physical
Inventory Counts (MENU WMPHYS) before physical counting begins, if any such transactions
have occurred.
Once the physical inventory is complete, you are ready to being using W/M in your day-to-day
operations.

What To Do Menu and Option
SYSTEM SPECIFIC OPTIONS

[] 1. Determine warehouse layout and location numbers N/A

1 2.Set up system wide W/M options (required) WMFILE - Option 6

] 3.Set up warehouse specific W/M options (required) WMFILE - Option 6
MODULE SPECIFIC OPTIONS

[ 4. Define edited segment values (if used) WMFILE - Option 2

[ 5. Define location classes (if used) WMFILE - Option 3

[ 6. Define picking sections (required) WMFILE - Option 5
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What To Do Menu and Option

L] 7. Define pallets (if used) WMFILE - Option 7
[ 8. Define pallet classes (if used) WMFILE - Option 8
[ 9. Define warehouse locations (required) WMFILE - Option 1
[ 10. Define W/M information for items (required) N/A

[ a. Define item master information (required) IAFILE - Option 1

L] b. Define item balance information (required) IAFILE - Option 2

L] 11. Define boxes (if used) WMFILE - Option 4
[J 12. Run Day-end Processing (required) XAMAST - Option 2
L 12. Activate W/M (required) WMMAST - Option 2
[ 14. Perform a physical inventory count (required) WMPHYS - Option all

Setting up Workflow Management

1. Define a batch queue for use by the Workflow Alert Processor (optional)

When you set up the Workflow System Options (MENU MGFILE), you will be asked to specify
the job queue where the Workflow Alert Processor will run. We recommend that you create a batch
queue specifically for use by the Workflow Alert Processor

2. Set up Workflow Management System Options (required)

Use Workflow Management Options Maintenance (MENU MGFILE) to set up the Workflow
Management system options. The system options include, but are not limited to:

the user ID of the alert administrator

the batch queue that will be dedicated to alert processing

how often the Workflow Alert Processor should check for new alerts

whether to use query alerts

whether to use escalation processing

message delivery times

the next tracking number for alert requests, message requests, and sent messages

the number of days to keep alert requests and message requests

3. Update registered users (required)

You must specify how alert messages will be delivered to each user who will be receiving them, the
user ID of the person’s manager, and the user ID for escalation. If someone will be away from the
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office and unable to respond to alert messages, you can also specify a temporary replacement user
ID to whom alert messages should be sent in that person’s absence.

Update registered users through Register User IDs (MENU XACFIG).
. Specify a Warehouse Manager User ID for each warehouse (optional)

Workflow Management uses the user ID in the Warehouse Manager User ID field of each
warehouse to determine how to deliver and escalate messages with a Warehouse Manager recipient
code. If you plan to use alerts that send messages to the warehouse manager, you must add the user
ID to the definition of each warehouse.

Specify the user ID of the warehouse manager for each warehouse through Warehouse Number
Maintenance (MENU IAFILE).

. Specify an Alert User ID for each sales representative (optional)

Workflow Management uses the entry in the Alert User ID field for each sales representative to
determine how to deliver and escalate messages with a Sales Rep recipient code. Additionally,
Workflow Management uses the Alert User ID for the primary sales representative to determine
how to deliver and escalate messages with a Sales Manager recipient code. If you plan to use alerts
that send messages to the sales representative or sales manager, you must add an Alert User ID for
each sales representative.

Specify the user ID for each sales representative through Salesrep Maintenance (MENU SAFILE).
Specify a Buyer User ID for each buyer (optional)

Workflow Management uses the entry in the Buyer User ID field for each buyer to determine how
to deliver and escalate messages with a Buyer or Purchasing Manager recipient code. If you plan to
use alerts that send messages to the buyer or purchasing manager, you must add a Buyer User ID for
each buyer.

Specify the user ID for each buyer through Buyer Maintenance (MENU POFILE).

. Define A/R Call Reps and assign them to customers (optional)

Workflow Management uses the A/R Call Rep code for each customer to find the correct A/R Call
Rep user ID. Workflow Management then uses the entry in the User ID field for the A/R Call Rep
to determine how to deliver and escalate messages with a Credit Manager recipient code. If you
plan to use alerts that send messages to the credit manager, you must define A/R Call Reps and
assign one A/R Call Rep to each customer.

Define A/R Call Reps through A/R Call Rep Maintenance (MENU ARFIL2). Assign A/R Call
Reps to customers through Customer/Ship-To Master Maintenance (MENU ARFILE).

. Define Alert Classes (optional)

An alert class is a two-character code that you can use to group alerts with common properties. You
can create alert classes through Alert Class Maintenance (MENU MGFILE), and assign them to
alerts through Alert Tailoring (MENU MGFILE).

. Review and customize Alert Messages (required)

We provide one or more sample messages with each alert in an alert pack; however, you need to
tailor those messages for your own company by replacing the sample text with specifics from your
own business. You may also want to create additional messages for an alert.

You can change the text of an alert message through Message Maintenance (MENU MGFILE).
You can also change the message recipient, what information from the application will be included
in the message, and whether the message will include a link to the application function that
generated the alert.

You can create a new message by copying an existing message and then modifying it.
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9. Activate Alerts (required)

When you first install Workflow Management, all of the alerts in the alert pack are turned off. You
must activate each alert that you want to use through Alert Tailoring (MENU MGFILE).

10. Review and customize Alert Detail (required)

We provide alerts for processing scenarios common to most businesses; however, you need to tailor
those alerts for your own company by replacing the sample data with specifics from your own
business.

The Alert Detail for each alert contains the details of how that alert will function, including:
« the alert class to which the alert is assigned

 the messages assigned to the alert and the recipient, send interval, settings, and escalation for
each message

« the values for the alert and the filters for the alert messages
You can modify the Alert Detail through Alert Tailoring (MENU MGFILE).
11. Activate Alert Detail (required)

After you have activated an alert, you must activate each message you want that alert to send. To
activate a message, key a Y in the Active field on the Alert Detail Screen in Alert Tailoring (MENU
MGFILE).

What To Do Menu and Option
SYSTEM SPECIFIC OPTIONS

[ 1.Define a batch queue for use by the Workflow Alert Processor N/A
(optional)

[ 2.Set up Workflow Management Systems Options (required) MGFILE - Option 1

MODULE SPECIFIC OPTIONS

L] 3. Update registered users XACFIG - Option 4

L] 4. Specify a Warehouse Manager User ID for each warehouse IAFILE - Option 3
(optional)

L 5. Specify an Alert User ID for each sales representative SAFILE - Option 1
(optional)
[ 6. Specify a Buyer User ID for each buyer (optional) POFILE - Option 7

L] 7. Define A/R Call Reps and assign them to customers (optional) ARFIL2 - Option 8
ARFILE - Option 1

[ 8. Define Alert Classes (optional) MGFILE - Option 5

L] 9. Review and customize Alert Messages (required) MGFILE - Option 2
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What To Do Menu and Option

[ 10. Activate Alerts (required) MGFILE - Option 3
[J 11. Review and customize Alert Detail (required) MGFILE - Option 3
[ 12. Activate Alert Detail (required) MGFILE - Option 3

Setting up Value Added Services

As a result of the installation of Value Added Services (work order processing), you should be aware
of the changes that will occur in the Bill of Material module once you install Value Added Services on
your system. To prepare for these changes, you will need to perform a few additional steps, as
identified in the bullets below.

» Change: You will no longer be able to utilize or view the labor and setup data in your manufactured
items, after you have defined the system options through Work Order Options Maintenance
(MENU WOFILE - Option 7).

- Step to prepare for change: Print a Bill of Material Listing of your manufactured items before
installing Value Added Services.
- Step to prepare for change: Use the Bill of Material Listing to transfer labor and setup
information to the new work order routing steps.
» Change: You will no longer be able to utilize or view the order messages through comment entry in

your manufactured items, after you have defined the system options through Work Order Options
Maintenance (MENU WOFILE - Option 7).

- Step to prepare for change: Print a Bill of Material Listing of your manufactured items before
installing Value Added Services.

- Step to prepare for change: Use the Bill of Material Listing to transfer order messages and
comments to the new work order routing steps.

¢ Change: Due to data and file changes, options 1, 2, and 3 on MENU OBMAIN will no longer be
valid for manufactured items.
-« Step to prepare for change: Create and post work order receipts.

1. Define a new Work Order Vendor Number for use within Value Added Services (required)

Define a new vendor and vendor information to be used in Value Added Services. Once you have
defined this vendor, you may then use this vendor number as your default work order vendor as
determined through Step 4a.

Define a new vendor through Vendor Maintenance (MENU POFILE).

2. Define a new Vendor Number for Outside Service use within Value Added Services
(required)
Define a new vendor and vendor information to be used in Value Added Services for outside

services performed by a particular vendor. Once you have defined this vendor, you may then use
this vendor number as your default outside service vendor as determined through Step 4b.

Define a new vendor through Vendor Maintenance (MENU POFILE).
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3. Define a new Work Order Customer Number for use within Value Added Services (required)

Define a new customer and customer information to be used in Value Added Services. For each
customer, you may specify one or more ship-to addresses. Once you have defined this customer,
you may then use this customer number as your default work order customer as determined through
Step 7.

Define a new customer through Customer/Ship-to Master Maintenance (MENU ARFILE).
4. Define Value Added Services System Options (required)

Define system-wide options to prepare Value Added Services for use. System-wide options
include:

« Defining your internal work order vendor number (one vendor number only must be defined for
use in Value Added Services) - This is the new vendor number that you defined through Step 1

» Defining your default outside service vendor number - This is the new vendor number that you
defined through Step 2

» Defining the labor cost to be used
» Determining whether or not effective dates will be used in Value Added Services

Define system-wide options through Work Order Options Maintenance (MENU WOFILE).
a. Determine your Work Order Vendor Number (required)
See Step 4 above.
b. Determine your Default Outside Service Vendor Number (required)
See Step 4 above.
5. Define Warehouse Specific Value Added Services Options (required)

NOTE: You must set up warechouse options for all warehouses that you plan to use in
Value Added Services.

Value Added Services warehouse options are specific to each warechouse used in Value Added
Services, and allow you to determine the following:

»  Whether or not work orders may be altered through Order Entry
» The default work order status of “planned” or “production”

»  Whether or not certain documents will print by default, and the default output queue associated
with each document

»  Whether or not inventory will be moved to the WIP (work in process) location after pick
confirmation

 Select the work in process location

Define warehouse specific options through Work Order Options Maintenance (MENU WOFILE).
6. Select when Update Demand will Occur (required)

Determine if you want to update demand for the components of manufactured items at the time of
receipt of the parent item or at the time of sale for the parent item.

Determine when update demand will occur through System Options Maintenance (MENU
XAFILE).

7. Define the Work Order Customer Number (required)

Define the work order customer number that will be used internally as your “work order”
processing customer. (This is the new customer number that you defined through Step 3). This
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customer will be used as the default customer in Value Added Services when you enter a work
order. This number is used for internal tracking purposes only and will not be visible when entering
a work order.

Define your work order customer number through Company Name Maintenance (MENU
XAFILE). You must define one work order customer number for each company used in
Distribution A+.

NOTE: Once you enter the customer number, it cannot be changed.

10.

1.

12

13.

Define Output Queue Overrides (optional)

Perform this step if you want to define output queue overrides by warehouse and display ID for
each type of form/document that may be printed throughout Value Added Services.

Define output queue overrides through Output Queue Overrides Maintenance (MENU XAFILE).
Define Departments (required)

Define departments in support of routings for each specific warehouse used in Value Added
Services. Department codes are used in Value Added Services to track work in progress within the
routing process of a particular work order.

Define departments through Departments Maintenance (MENU WOFILE).

Review the Department Code Listing (MENU WOFILE) to verify your department codes.
Define Work Centers (required)

Define work centers for use in Value Added Services. Work centers are individual locations in the
routing of an item where assembly or customization of a component is performed. You may define
one or several work centers in a routing. The work center code is used to track work in progress
within the routing process.

Define work centers through Work Centers Maintenance (MENU WOFILE).

Review the Work Center Code File Listing (MENU WOFILE) to verify your work center codes.
Define Operations (required)

Define operations for use in Value Added Services. Operations are used to describe a particular
process or customization that occurs in a routing process (for example, paint, stamp, and so on).
Value Added Services supports two types of operations: those performed in-house and those
performed by an outside service vendor.

Define operation codes through Operation Maintenance (MENU WOFILE).

Review the Operation Code Listing (MENU WOFILE) to verify your operation codes.

Define Employees (optional)

Perform this step if you have the need to track individual employees when reporting actual labor
against a work order. By defining employees for use in Value Added Services, you will be able to
perform employee inquiries and generate reports which contain specific employee information.
You also will be able to see what tasks an employee performed, the amount of time it took that
employee to perform a given task, and the rate that employee was paid.

Define employees through Employees Maintenance (MENU WOFILE).

Review the Employee Information Listing (MENU WOFILE) to verify your employee codes.
Define Labor Rates (optional)

Perform this step to define labor rates that may be used in Value Added Services. You may use

labor rates in the definition of a manufactured item, and for each labor rate code, you assign a
description and hourly dollar amount.
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Define labor rates through Labor Rates Maintenance (MENU WOFILE).
Review the Labor Rates Code Listing (MENU WOFILE) to verify your labor rate codes.
14. Define Bill of Material Information (required)

Define bill of material information for use in Value Added Services. For each bill of material that
you define, you must specify the parent item number and the type of bill of material (manufactured
item only for Value Added Services).

Define bill of material information through Bill of Material Maintenance (MENU WOFILE).
15. Define Due Date Revision Codes (required)

Define due date revision codes for use in Value Added Services when entering a work order. Due
date revision codes indicate the nature of a revision for a particular work order due to various
conditions. You will be able to track possible trouble spots and correct any foreseen problems.

Define due date revision codes through Due Date Revision Codes Maintenance (MENU WOFILE).

Review the Due Date Revision Code Listing (MENU WOFILE) to verify your due date revision
codes.

16. Define Work Order Hold Codes (optional)

Define work order hold codes to be used in Value Added Services when placing a work order on
hold. When you place a work order on hold, no processing can be performed against the work order
until the hold has been removed.

Define hold codes through Work Order Hold Codes Maintenance (MENU WOFILE).
Review the Work Order Hold Codes Listing (MENU WOFILE) to verify your hold codes.
17. Define G/L Account Numbers for Value Added Services (required)

Account numbers must be added to the chart of accounts through G/L Accounts Maintenance
(MENU GLFILE) before they may be used in Value Added Services.

Refer to G/L Accounts Maintenance (MENU GLFILE) for details on entering account information.
See step 18 for the list of new General Ledger accounts that you will need to create.
18. Assign G/L Transfer Definitions (required)
Enter the following Value Added Services accounts which are updated based on transfer values:
» Value Added Services Labor

» Value Added Services Labor Expense

¢ Value Added Services Special Charge

» Value Added Services Special Charge Expense

« Value Added Services Outside Service Charge

« Value Added Services Outside Service Charge Expense
« Value Added Services Scrap Expense

* Value Added Services Overhead

NOTE: Distribution accounts are excluded.

Define accounts through G/L Transfer Definition (MENU GLXFER).
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What To Do

[] BEFORE performing the steps listed in this checklist, print the
Bill of Material Listing for your manufactured items (required)

Menu and Option

OBFILE - Option 11

GENERAL SETUP OPTIONS

[ 1. Define a new Vendor # for use within Value Added Services
(required)

POFILE - Option 1

[ 2. Define a new Vendor # for Outside Service use within Value
Added Services (required)

POFILE - Option 1

[1 3. Define a new Customer # for use within Value Added Services
(required)

APFILE - Option 1

SYSTEM SPECIFIC OPTIONS

L] 4. Define System-Wide Value Added Services Options (required)

WOFILE - Option 7

L] a. Determine your Work Order Vendor Number (required)

WOFILE - Option 7

[ b. Determine your Default Outside Service Vendor Number
(required)

WOFILE - Option 7

[ 5. Define Warehouse Specific Value Added Services Options
(required)

WOFILE - Option 7

MODULE SPECIFIC OPTIONS

[ 6. Select when Update Demand will Occur (required)

XAFILE - Option 1

[ 7. Determine your Work Order Customer Number (required)

XAFILE - Option 2

[ 8. Define Output Queue Overrides (optional)

XAFILE - Option 30

[1 9. Define Departments (required)

WOFILE - Option 1

[ 10. Define Work Centers (required)

WOFILE - Option 2

L] 11. Define Operations (required)

WOFILE - Option 3

[ 12. Define Employees (optional)

WOFILE - Option 4

[ 13. Define Labor Rates (optional)

WOFILE - Option 5

[ 14. Define Bill of Material Information (required)

WOFILE - Option 6

L] 15. Define Due Date Revision Codes (required)

WOFILE - Option 8
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What To Do Menu and Option

[ 16. Define Work Order Hold Codes (optional) WOFILE - Option 9

[J 17. Set up Account Numbers (required) GLFILE - Option 1

[ 18. Set up G/L Transfer Definitions (required) GLXFER - Option 20-5
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Conventions Used in the Users Guide

Menu References

When reference is made to a menu, the name of the menu follows the description of the menu enclosed
in parenthesis as follows:

Order Entry Main Menu (MENU OEMAIN)

Screen and Report References

The page number appears following the name of the screen or report when it is referenced in the text,
as follows:

System Options Maintenance (p. 12-1)

If the screen or report being referenced is in the same book you are viewing, the reference is a link and
can be executed when viewing the On-line Documentation Help version of the documentation.

File References

The name of a file appears enclosed in parenthesis following the description of the file. For example:
Customer Master File (CUSMS).

Field References

The table formatting for field name and field data references on a screen or report are explained below.
The field data references are used to denote the values that you will key in a field and also to describe
informational data displayed to you on a screen.

The description of a field contains the following components:
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The name of the field. If the field name is displayed or printed on the screen or report, the name
printed in the user guide is identical (this includes abbreviations, periods, etc.). If the field name is
not displayed or printed on the screen or report, descriptive words are used as the field name and the
actual field name used may be shown in parenthesis [i.e. (Reference Number)].

The field type and size of the field.

Field type may be A or N. The letter A indicates that the field is alphanumeric (i.e., contains both
alphabetic and numeric characters). The letter N indicates that the field contains a numeric value
(i.e., contains numeric values only).

Field size indicates the number of characters in the field. For example, A 1 indicates a one character
alphanumeric field and N 5,2 indicates a five character numeric field with two places to the right of
the decimal point.

The @ symbol is used if more than one field of the same field type and size are referenced. A “/” is
used to separate different field types and sizes when more than one field with different attributes is
referenced. For example, 2 @ N 2,0 indicates two numeric fields of the same type and size (such as
a From/To range) and N 3,0 / N 3,0 / N 4,0 indicates three numeric fields of different lengths, such
as an area code, telephone exchange and telephone number.

When there is an expanded fields screen in addition to the original screen, the field sizes for both
are presented as follows: (N 11,5) / (N 16,5 expanded), Required

The attribute of the field, indicating the use of the field.

Display indicates that the field is display only. You cannot change its value on the current screen.
The field type and field size are not indicated for Display fields.

Optional indicates that you may, but are not required to key a value in the field. If you do not key a
value, either a default is assumed, or the field is left blank.

Required indicates that you must key a value in the field. If you do not, an error message is
displayed when you press ENTER.

Example of a Field Description:

Field/Function Key Description

Se

arch on Address 1~ Use this field to specify whether or not you want address line 1 information
included in the Customer Search File (CSRCH).

Key Y to include address line 1 information. If address line 1 information is
included, you will be able to search for customers using address information,
such as a street name.

Key N to exclude address line 1 information.

(A 1) Required

Keyboard References

Function keys are described following the description of the fields. The function keys and button labels
are formatted as F12=ReTURN and ENTER.
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Example of a Function Key Description:

Field/Function Key Description

F4=Profile List Press F4=PRoFILE LIST to access the Authority Profile List Screen (Authority
Profile Maintenance, MENU XASCTY), which displays existing public
profiles. Personal profiles will not be shown on the Authority Profile List
Screen.

F4=Job Template List Press the F4=JoB TEMPLATE LIST function key to display the Job Template List
Screen (p. 22-8), where you can review a list of existing job templates.

Enter Press ENTER to confirm your selections. The System Options Maintenance
Screen 1 (p. 12-2) will appear.

Example of an Instruction Set

Instruction Sets will be used for installation and upgrade guides and for products with PC interfaces.

For example: Select START > RuN. On the Begin Installation Screen, click NexT.

Example of Command Line Text

Command Line text is also used in installation and upgrade guides as well as selected instances within
the user guides.

For example: Key: lodrun dev(optO1) ENTER

URL Link References

To identify a URL link and set it apart from common paragraph body text, the font is changed.

http://www.inforxtreme.com/allogin/allogin.aspx
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cuapter4  Using Infor Distribution A+

Application Features

The following features help increase user productivity and help with the management of all areas of
the business.

» Date Formats

» Default User Information

« Default Output Queues

+ Field Exit Change

« From and To Ranges

¢ Messaging Feature

¢ Online Documentation Help Text
* Pop Up Menus

¢ Question Mark Feature

¢ Quick Keys

« Report Options Screen

» Searches

» Telephone and Fax Number Delimiters
 Tailoring Distribution A+

¢ Commonly Used Function Keys

Date Formats

The format for a date can be yy/mm/dd, mm/dd/yy, or dd/mm/yy, where yy is the year, mm is the
month, and dd is the day. Julian dates are not permitted.

Date fields that are display only on screens will always show the date in the user’s Default Date
Format defined through Register A+ User IDs (MENU XACFIG). If that field is blank, then dates will
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be displayed on screens in the system’s Default Date Format defined through System Options
Maintenance (MENU XAFILE).

Date fields that are operator-enterable on screens must always be entered in the user’s Default Date
Format defined through Register A+ User IDs (MENU XACFIQ). If that field is blank, then dates
must be entered on screens in the system’s Default Date Format defined through System Options
Maintenance (MENU XAFILE).

Except for the customer and vendor correspondence discussed below, all dates that are printed on
reports and listings will print in the user’s Default Date Format defined through Register A+ User IDs
(MENU XACFIQG). If that field is blank, then dates will print in the system’s Default Date Format
specified through System Options Maintenance (MENU XAFILE).

A date format of yy/mm/dd, mm/dd/yy, or dd/mm/yy can also be assigned to each country. The country
Date Format is specified through Country Name Maintenance (MENU ARFIL2). For the following
customer correspondence printed from Distribution A+, dates will print in the Date Format specified
for the customer’s country through Country Name Maintenance (MENU ARFIL?2). If that field is
blank, dates will print using the system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

» A/R Statements

» Acknowledgements

» Invoices (including invoices with split terms, and consolidated invoices)
* Credit Memos

» Pack Lists

» Return Goods Authorization Slips

» Delinquent Letters

» Customer Quotes

For the following vendor correspondence printed from Distribution A+, dates will print in the Date
Format specified for the vendor’s country through Country Name Maintenance (MENU ARFIL2). If
that field is blank, dates will print using the system’s Default Date Format specified through System
Options Maintenance (MENU XAFILE).

* Purchase Orders

» Return Requisition Pick/Pack Lists
* Checks

» Vendor Requests For Quote

Default User Information

To enhance the use of multi-company and multi-warehouse installations, a default company number
and default warehouse have been added to user security. These defaults are used to determine which
company and warehouse will initially show on inquiries and reports. The values may be changed based
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on the user’s security specified in Authority Profile Maintenance (MENU XASCTY). Refer to the
User Security User Guide for more information.

Default Output Queues

To further enhance the printing of documents in the appropriate places, default output queues are
available for some of the documents printed in Order Entry, Purchasing, and Warehouse Management.
First, define whether the output queues will be assigned by display device or user ID through System
Options Maintenance (MENU XAFILE) and then select Output Queue Overrides (MENU XAFILE/
MENU OEFILE) to define specific output queues for special forms and select automatically generated
reports.

Job Templates Maintenance (MENU XAFILE) also provides the ability to specify output queue
overrides at different levels for specific print jobs. Refer to CHAPTER 22: Job Templates Maintenance/
Listing for more information on setting up job templates.

Some output queues are defined by the modules tailoring options. Order Entry Options Maintenance
(MENU XAFILE) has a default output queue for the following forms: RGA Slip, Acknowledgements,
Pick Lists, and Invoices. Warehouse Management Options Maintenance (MENU WMFILE) has a
default output queue for the following: Move Labels, Move Lists, Summary Pick Lists, Case/Ship
Labels, Put-away Labels, Put-away Lists, and Item Labels. Lastly, Production Control has a default
output queue for the Work Order Pick List, the Work Order Traveler, O/S Service Purchase Order, and
the O/S Receiving List.

All other reports will have their default output queue determined by the set up of their User Profile on
the System i. Generally, the Output Queue is determined when the OUTQ parameter of the person
running the report is passed to the Report Options Screen (p. A-2) where it can be overridden as
necessary.

Reports that are printed from jobs that are submitted through the Transaction Processor will be
determined in the same method; except that the report will be found for the User Profile
APLUSCTLDbb (where bb id the Base ID) that is used for all Transaction Processor jobs.

The hierarchy of all these options will be as follows:
« Job Template Maintenance (MENU XAFILE)

» Output Queue Overrides (MENU XAFILE/MENU OEFILE) by Warehouse and Display ID/ User
1D

» Output Queue Overrides (MENU XAFILE/MENU OEFILE) - by Warehouse only
¢ Module Specific Overrides

* Order Entry Options (MENU XAFILE) - by Company

e Warchouse Management Options (MENU WMFILE- by Warehouse)

e Work Order Processing Options (MENU WOFILE) - by Warehouse

¢ User or Transaction Processor Output Queue
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Field Exit Change

For numeric fields, Distribution A+ enables you to simply enter the number(s) in the appropriate fields
and then press ENTER. Distribution A+ will right justify numeric fields automatically for you as
opposed to you having to press FIELD EXIT every time you enter a numeric field.

NoOTE: This only applies if the field is currently blank. If there is any other value in the
field, then FiELD ExiT must be pressed.

From and To Ranges

Distribution A+ uses ranges to indicate a set of data to select for inclusion in a report or particular
process. Ranges are indicated in one of the following ways:

by the words FROM and TO. For example:
Company: From ___ To

by the word TO, only. For example:

Warehouse: to

In either case, the documentation will refer to the first field in the range as the FROM field.

Use the FROM and TO fields to limit the selection to data specified in the range as follows:

If the FROM and TO fields are left blank, all data is selected.

If the TO field is left blank, only data specified in the FROM field is selected. This data is validated
by Distribution A+. If you want to select data that is an exact match with one value, enter that value
in the FROM field and leave the TO field blank.

If the FROM field is left blank, all data up to and including the data specified in the TO field is
selected. This data is not validated by Distribution A+.

If both the FROM and TO fields contain data, all data, including the data keyed, is selected. This
data is not validated by Distribution A+.

NOTE: Any exception to the from and to logic listed above is noted within the
appropriate place (or field) within the applicable User Guide. For example, from
and to ranges work differently for Delinquent Days and therefore the logic is
explained at the Delinquent Days field level.

Messaging Feature

Distribution A+ includes an internal messaging feature, Application Mail, that allows messages to be
sent to and received by users defined through Register A+ User IDs (MENU XACFIG). For a
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complete overview of all the features of Application Mail and an explanation of its screens, refer to the
Mail Server User Guide appendix chapter for Application Mail.

Online Documentation Help Text

As of Version 10.03.00, Online Documentation Help is formatted HTMLS web pages of the actual
user guides for each of the modules. When F1=HELP is pressed within a menu option, that page will
launch and display an HTMLS5 version of the actual module user guide. In the unlikely case that the
page fails to launch, the original green screen help pop-up window will display with the program and
screen name.

This new format provides frameless pages that provide intuitive navigation and enhances searching.
Features include:

« enhanced breadcrumbs to link pages within a chapter

« enhanced linking between chapters

« TOC positioning as chapter links are clicked

« Go to Top button

« improved search functionality
Using the Table of Contents, Index, Glossary and Search features (on the left side of the web page that
was launched), the Online Documentation Help pages can be used for all chapters, including those that

are not specifically linked to the screen and report samples.

Table of Contents

+ Drill down from book, to chapter, to page, to a section on a page.

Index
A7)

+ Scroll through the list of indexed references. Click on a specific reference and the area in the
user guide that talks about the indicated reference will be launched.

Glossary
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 Scroll through the list of indexed references. Click on a specific reference and the area in the
user guide that talks about the indicated reference will be launched.

Search

Q

-Search- U

+  Type in a keyword to find and press ENTER and the page titles will appear.

+ Click a specific reference and the area in the user guide that talks about the indicated reference
will be launched.

Print

=

« Press the printer button to print a copy of the selected page. The specific printer prompt screen
for the computer being used will open to the user.

Example of Online Documentation Page

When F1=HELP is pressed within a menu option, the page that corresponds to the screen you are on will
be launched and display a web page version of the actual module user guide. For example, if you are
on the Start Order Screen in Enter, Change, and Ship Orders (MENU OEMAIN), and press F1=HELP,
the following Online Documentation page will be launched:
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«|nfor Distribution A+ Order Entry User Guide Version 10.02.00

i= 0 Q &
4 CHAPTER 1 Order Entry Overview
+/ CHAPTER 2 Order Entry Pricing

Top » CHAPTER 6 Entering, Changing, and Shipping Orders > Enter, Change & Ship Orders » Start Order Screen

+/ CHAPTER 3 Order Entry Costs Start Order Screen
+ CHAPTER 4 Order Entry Order Processing
) (RDER ENTRY Lo? 01
+ CHAPTER 5 Order Entry Managing Backorders
=) CHAPTER 6 Entering, Changing, and Shipping ¢ Function?
=) Enter, Change & Ship Orders
Order No/Seqr .../ ..,

I % Sfart Order Screen

7 ShipTo Search-NoShipTos Exist sere | st ot Eﬁ;]]f]jj]]j”'s't‘/b'r‘o'@:‘jj
% Order Header Screen Ship-To Not
% Copy Ship To Screen Order Saurce?

]

]

Customer Credit Information Screen

Expected Ship Date Screen

Naster Order: ...

(New orders only)

Csgn Order Tuye? ,

,
=

i Second Order Header Screen

Currency Information Screen

o

+

Item Entry Screen F#End  F4=Ship-To Search  Fli=Order/Ship Ing FZi=Cust Inq  FZ2=Iten Ing

Special Charges Screen

o

Order Comments Sereen

=]

This screen appears after selecting option 1 - Enter, Change & Ship Orders (MENU OEMAIN). Use this screen to select the information needed to create or change an order in Distribution A= You

Display Complementary tems Screen I
will also view this screen upon completion of creating o changing a previous order.

Select Complementary Items Screen

If the Track Order Activity field is set to Y in Order Entry Options Maintenance (MENU XAFILE), during Correction or Shipping Confirmation mode, the activity of several fields on the Order

i Header, Second Order Header, End Order, and Order/ Ttem Detail Screen are tracked for changes. If a change 1s made to fields such as price, quantity, and warehouse, the Order Activity Inquiry
£ Unitof Measure Selection Window Sereen (MENU OEMAIN) displays the number of changes that were made to the order, per user. You can view the detail of these changes on the Order Activity Detail Sereen (MENU OEMAIN)
Standard Pack Waming Message Windo'

Complementary ltem Selection Commen

e

o

NOTE:  One of two screens may display prior to this one if an alternate (ALT) session is running on your workstation. If you are on this Start Order Screen in an alternate session and
you attempt to access this screen on your cusrent session, a screen will now display indicating that this screen (the Start Order Screen) is displayed on the ALT session. You will have the
; " option to press F1=HzL» for more information o Ex7er to contiue. If you are in the middle of entering an order on an alternate session and you attempt to access this screen on your

fy Alemale Warefouse Sekcion Scieen current session, a screen will now display informing you that order entry cannot be used because an order i in process on the ALT session (the order in process of being entered will be
Replacements Selection Screen indicated). If the order is not in process. then the order will need to be restarted on the ALT session of vour workstation.

Item Review Screen

]

o

Replacements Selection Comments Scre ‘—‘
T

Accessing the Documentation Projects

The Online Documentation projects can be accessed manually by keying:
//iSeriesIPAddress/root/APLUS/HLP1002/aaM/HTML5/index.htm or
//ServerIPAddress/APLUS/HLP1002/aaM/HTML5/index.htm

The HLP1002 parameter will be the version of Distribution A+ installed (i.e., 1002 would be Version
10.02.xx) and aaM is the module (i.e., OEM would be used for Order Entry).

Complete instructions for accessing the Online Documentation are provided in the Online
Documentation Installation chapter of the Distribution A+ Installation and Software Update Guide.

System Options Maintenance (MENU XAFILE) also includes tailoring options for displaying the
HTML help text (at Version 8.03.00 this field is set to Y and cannot be changed) and for the HTML
Help Server IP Address. This field is used to indicate where the HTML Help folders/documents will be
located.
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Troubleshooting

If you are having difficulty with the display of the Online Documentation Help, try these common
steps before calling Customer Support.

1. Verify that your pop-up blocker is not preventing you from seeing the page that is trying to be
displayed.

2. Verify that you have a current version of Java. You can download the current version from
www.java.com. You can also run a Java test from this page to see if you have other problems with
your Java install.

3. Verify that the HTTP server is started. See Configure the HTTP Server File in the Distribution A+
Installation and Software Update Guide for more information.

Help text for menus

Menu level and Menu Option level help text currently still launches the legacy Distribution A+ screen
help. For example, if you are on MENU ARFILE, and press F1=HELP, legacy screen help describing the
menu’s use will be launched. If you are on MENU ARFILE, and key 1 on the command line and press
F1=HEeLP, the legacy screen help describing what Customer Master Maintenance is will be launched.

In addition to the help text describing what the menu’s use is, it also lists, explains, and provides
instructions for accessing other menus available through the original menu.

Since the Online Documentation Help is created from the user guides, more detailed information is
available online and can be easily accessed by clicking the chapter link in the table of contents to begin
at page 1 of that chapter.

User created help

For each module, you have the option to customize your own online documentation. To accommodate
this feature, a RELATED Torics link was added for each screen. When you click on the RELATED Torics
link while viewing Online Documentation, the Custom_Documentation.html file is launched. This
file is not specific to a screen but rather applies to the entire user guide for the specific module.
Therefore, when using this file keep in mind to use bookmarks/hyperlinks to define your information.

When keying your custom documentation, you can use any HTML editor or text editor, like Notepad,
that can save files as HTML. If you used Word, you could create links and save the pages as web
pages. If you know how to code HTMLS, then an HTMLS5 editor or text editor would not be needed.
You also have the option to create documentation in any source you want, and then when you receive
the Custom_Documentation.htm file we send for each user guide, replace it with a file of the same
name.

Complete instructions are located in the Custom Documentation chapter of the Distribution A+
Installation and Software Update Guide.
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WARNING!

Custom documentation that you enter will NOT be saved when a software update occurs. It will be your
responsibility to backup your Custom_Documentation.htm files before loading the new version of
the Online Documentation help.

Pop Up Menus

For users who prefer the look and feel of windows, pop up menus can be activated through Register
A+ User IDs (MENU XACFIG). On pop up menus, options appear in a list. Each option is numbered
and includes a line for keying option numbers.

To select a menu option in Pop-Up Menu mode, you can either:
» use arrow keys to position the cursor on the appropriate line and press ENTER

 or, on any line, key the number of the option you wish to select. The selected option is highlighted
and then automatically chosen.

Although pop up menus do not contain a command line, one can be displayed by pressing F10=CmD
ENTRY. Press F14=CHc MeNU to display a prompt for a new menu name if the option to Allow Menu
Changes is set to Y in Register A+ User IDs (MENU XACFIG). Use F15=MsG to access Application
Mail.

If a user is not setup to use pop up menus, you can display one for a particular menu by keying

APGO [menu name] ENTER

replacing the menu name with the name of the menu to be displayed (e.g., APGO OEMAIN). When
the pop up menu is exited, a normal IBM i menu appears.

NOTE: The Pop-Up Menus feature cannot be used if A+ WEB is installed and being
used.

Defining Window Borders

To define window borders for pop up menus and help text, use System Options Maintenance (MENU
XAFILE). Choose to display window borders with the following characteristics:

* high intensity
e reverse image

 apattern (characters to appear in the pattern are user specified)
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Question Mark Feature

Throughout Distribution A+, question mark fields appear on the screen with a question mark (?) at the
end of the field instead of a colon (:). These fields have a built-in look-up or search capability to help
you find the correct entry.

There are several variations of question mark fields all based on the same type of logic. Three will be
reviewed here for explanation of features; others are explained in their respective user guides:

+ valid value lookup fields
 search fields

* unit of measure fields

What happens when you key a ? in each of these types of fields is slightly different.

Valid Value Lookup Fields

Most of the question mark fields in Distribution A+ fall into this category. When you key a ? in the
field and press ENTER, you will see a list of valid values for the field. For some fields, the list will
appear in a pop-up window, for others it will appear on a new screen. The pop-up window or new
screen will list all of the valid values for the field, with a description of each value. There will be a
selection number to the left of each value in the list.

Pop-Up Window

If the list of valid values appears in a pop-up window, key the selection number for the value you want
to select in the Sel field. As soon as you key a number in the Sel field, you will be returned to the
screen where you keyed the ?, and the field will be filled in with the value you selected.

o _# Companyy Mame
1
Z
3
9

i
% C Office Supply

& B Office Supplu

he Office Connection
arehouze Transfer Company

Last ;
F1&=Return B

At the bottom of some pop-up windows, one or more fields may be available to enter a value (e.g.,
Company, U/M, Code) to reposition the list of valid values to the value entered. Key part or all of the
value and press ENTER. The first value in the list that begins with the characters you entered will appear
at the top of the list.
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As soon as you key a number or letter in the Sel field, you will be returned to the screen where you
keyed the ?, and the field will be filled in with the value you selected.

The standard question mark window pop-up for the unit of measure field also displays the Stock field
which indicates whether this unit of measure may be used as one of the stocking units of measure for
the item in [tem Master Maintenance (MENU IAFILE).

New Screen

If the list of valid values appears in a new screen, key the selection number for the value you want to
select in the Select field and press ENTER. You will be returned to the screen where you keyed the ?, and
the field will be filled in with the value you selected. Each of those screens will be individually
explained with the module in which they appear.

Search Fields

For a small group of fields, keying a ? and pressing ENTER displays a search screen instead of a list of
valid values. These fields and the search screen that displays for each one are:

» Vendor Number field - Vendor Search Screen
* Headquarter Number field - Customer/Ship-To Search - Customer Search Screen

¢ Customer Number field - Customer/Ship-To Search - Customer Search Screen

Each of the search screens is described in detail in the specific maintenance option in the module’s
User Guide.

Quick Keys

Quick Keys allows you to key an abbreviation associated with a menu/option and access the associated
option without returning to (or going to) a menu to select it. From the Tasks Selection Screen (accessed
by pressing the Esc key), key the abbreviation and press ENTER to go to the associated option. If you do
not know the quick key abbreviation, use the question mark window to display a list of quick keys
from which you can make a selection. For a complete list of the quick key abbreviations, refer to the
Quick Key appendix in the Cross Applications User Guide.

Report Options Screen

The final screen that appears when you print reports or listings is the Report Options Screen. For an
explanation of this screen, refer to the Report Options Screen (p. A-2).
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Searches

Searches are used extensively throughout Distribution A+. Searches help find vendors, customers, and
items without knowing their specific number. The search will allow utilization of a series of characters
to represent a search word for vendors, items and customers.

When searching on multiple words, up to 40 characters may be keyed (with a space between each
word), with each search word not exceeding the 10 (customers) or 15 (items) character limit.

NOTE: When providing values to represent a description, a vendor, a customer, or an
item in maintenance, keep in mind that searching on that description, name or
item may be done later so make it as unique as possible.

Rules

Remember these rules to minimize the system’s search time:

« Key the most unique word from the description, name, or item as the first word (keyword) to be
searched.

» Make the keyword as long as possible.

» Use additional words to limit the number of vendors, customers, or items displayed by the search, if
using the keyword alone displays too many possibilities.

By changing any of the search words, the search will start over. After keying the search word(s), press
ENTER. A list matching the search request is displayed for vendors, customers, or items on the Vendor
Search Screen, Customer Search Screen, Customer Ship-To Search Screen, or Item Description Search
Screen, respectively. Refer to each specific maintenance option for an explanation of the search
screens.

Customer Search Fields

On Customer Search Screen, you can use the Find, City, and St/Prov fields to search for a customer by
name, phone number, city, state/province, and zip/postal code. On Ship-To Search Screen, you can use
the City, and St/Prov fields to search for a customer ship-to location by city, state/province, or
warehouse assignment.

Do not use words/abbreviations from the list below as they are not contained in the search files:

99 C¢

» words such as “the,” “and,” or “of”

« abbreviations such as “Inc.,” “Co.,” or “Div.”

NOTE: When searching on a customer’s phone number, do not include the country code
or delimiters, such as - () ./

Additional search-able data is determined by the field selections included through System Options
(MENU XAFILE). The included field selections are changeable but require the Customer Search File
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(ASCHX) to be rebuilt through Rebuild the Customer Search File (MENU XAMAST). Distribution A+
must be stopped to perform the rebuild function.

» Additional Customer / Ship-to Search Options
» Search on Address 1
» Search on Address 2
» Search on Address 3
» Search on Address 4
» Search on Zip Code
» Search on Contact Name

 Include Ship-to Information in Customer Search

Find

Use this field (up to 40 characters) either alone or with the City and St/Prov fields to search for the
customer by name, phone number, and zip/postal code.

Key one or more of the following, separated by one blank space:

» up to 10 characters (the first 10) of one or more words in the customer’s name. Key the words in
any order.

* up to 10 characters (the first 10) of the PO contact’s phone number, excluding the country code and
delimiters

* up to 5 characters (the first 5) of the customer’s zip/postal code

City
Use this field (up to 20 characters) either alone or with the Find and St/Prov fields to search for a
customer in a particular city.

Enter up to 8 characters (the first 8, including spaces) of the customer’s city.

St/Prov

Use this field (up to 10 characters) with one or both of the Find and City fields to search for a customer
in a particular state or province.

Key up to 10 characters (the first 10) of the state or province code.

ltem Search Fields

On item search selection screens, you can use the Find, Item No, and Class fields to search for an item
by the item description, the item number and the item class/subclass.

The Item Search File (ISCHX) gets updated as items are added or updated through Item Master
Maintenance (MENU IAFILE) or Offline Item Maintenance (MENU IAMAST). The item search files
can be recreated by using the option to Rebuild the Item Search File (MENU XAMAST). Distribution
A+ must be stopped to perform this function.
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Find

This search is based on the Item Master File ( ) item description 1 and description 2 fields
beginning with the first position of the words. The space between the words in the description fields
indicates a new search word. The actual search words are stored in the Item Search File ( ). Key
the search words to represent the words in the description of the item. All items whose description 1
and description 2 fields contain the characters keyed will display. For example, to display items that
contain an item description with the words FILE FOLDERS, you would key FIL FOL in the Find field. If
you keyed only FIL and you also had file cabinets in your item list, the search would include all file
cabinets and file folders in the Item Master File ( ).

Example: Item with description [ITEM ONE

Results will be returned with a list of item for the following:

L IT, ITE, ITEM, T, TE, TEM, E, EM, M and/or O, ON, ONE, N, NE, E

Manufacturer’s ltem Number Search

With the Item Search, you have the ability to search for and display only items that contain a
manufacturer’s item number as defined in the Vendor/Item File ( ) [Vendor/Item Information
Maintenance (MENU POFILE)], with the use of M/. The actual search words are stored in the Item
Search File ( ) beginning with M/. The system will create a search word for each manufacturer’s
item number beginning with the first character up to 13 characters or the first space (whichever comes
first) and will prefix it with M/. For example, to display all items that contain a manufacturer’s item
number that begins with DRT, you would key M/DRT in the Find field. You may also utilize the
F6=SHow MFG No / F6=HIDE MFG No function key (where it is available) to show or hide manufacturer’s
item number on the Item Description Search Screen.

Example: Vendor/Item Number of DA-8J8

Results will be returned with a list of item numbers matching the following:

M/D, M/DA, M/DA-, M/DA-8, M/DA-8J, and M/DA-8J8

Customer/ltem Number Search

To search for customer/item numbers [as defined through Customer/Item Numbers Maintenance
(MENU OEFILE)], prefix the criteria you enter with C/. The actual search words are stored in the Item
Search File ( ) beginning with C/. This search is based on the Customer Cross Reference File

( ) beginning with the first character up to 13 characters or the first space (whichever comes first)
and will prefix it with C/. For example, to display items that contain a customer/item numbers that
begins with 10A1, you would key C/10A1 in the Find field.
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Note that customer item numbers are not limited to a specific customer if accessed from within Order
Entry or Point of Sale. All customer numbers that match the selection criteria will display.

Example: Customer/Item Number of 10A120

Results will be returned with a list of items for the following:

C/1, C/10, C/C10A, C/10A1, C/10A12, and C/10A120

UPC Item/UOM Cross Reference Search

This search is based on the Universal Product Code File ( ) as defined through UPC Item/UOM
Cross Reference Maintenance (MENU IAFILE). The actual search words are stored in the Item Search
File ( ) beginning with U/ and followed by the first character up to 13 characters. To search for
UPC cross references, prefix the criteria you enter with U/.

Example: UPC Code of UPC ONE

Results will be returned with a list of items for the following:

U/UPC ONE

Global Trade Item Number (GTIN) Search

This search is based on the Global Trade Item Number File ( ) as defined through UPC &
GTIN Item/UOM Cross Reference Maintenance (MENU IAFILE). The actual search words are stored
in the Item Search File ( ) beginning with G/ and followed by the first character up to 13
characters. To search for GTIN cross references, prefix the criteria you enter with G/.

Example: GTIN of 10020030

Results will be returned with a list of items for the following:

G/10020030

Item Wild Card Search Fields (Advanced ltem Search)

The wild card search is available for the Find and Item No fields. To perform a wild card search, prefix
the criteria you enter with ? or ?! (? indicates that the wild card search contains these words; ?!
indicates that the wild card search excludes these words). For example, if you enter ?FAX, the system
will search for all items with FAX in the Item Master wild card search fields. If you enter 1?FAX, the
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system will search for all items which do not contain FAX in the Item Master wild card search fields. If
you want to search for an exact phrase, you also have the option to enter quotes around the phrase you
are trying to locate. For example, ?’FAX PAPER” will search for all items with FAX PAPER in the Item
Master wild card search fields. ?""FAX PAPER” will search for all items which do not contain FAX
PAPER in the Item Master wild card search fields. Note that you can also perform a wild card search
via the F13=Abv SRcH function key.

The Advanced Search Engine Screen displays from the F13=Apv SrcH function key and provides 4
fields to select from:

» Contains these words (represented above by keying a ?)
» Contains this phrase (represented above by keying a ?!)
» Excludes these words (represented above by keying a ?”)

» Excludes this phrase (represented above by keying a ?!”).

Using the Advanced Search Engine Screen allows you to key just the search words and not the wild
card search criteria.

With the item wild card search, additional search fields (i.e. user codes, user fields) have been made
available through Application Action Authority (MENU XASCTY). This search is a dynamic SQL
search over the Ttem Master File (ITMST) so there is no rebuild of the item search files needed.

Refer to the table below for a list of fields that can be included in the advanced item search. Refer to

the User Security User Guide for information on how to activate the fields you choose to use in the
Advanced Search Field Definition File (SRFLD).

Item Search Options Table

File Name Field Name Field Description
ITMSTITNO IMITNO Item Number

ITMST IMITD1 Item Description 1
ITMST IMITD2 Item Description 2
ITMST IMITCL Item Class

ITMST IMITSC Item Subclass
ITMST IMMFNO Manufacturers Iltem Number
ITMST IMMCO1 Miscellaneous Code 1
ITMST IMMCO02 Miscellaneous Code 1
ITMST IMMCO03 Miscellaneous Code 1
ITMST IMUSSA User Field 1
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Item Search Options Table

File Name Field Name Field Description

ITMST IMUSS5B User Field 2

ITMST IMUSSC User Field 3

ITMST IMUSSD User Field 4

ITMST IMUSSE User Field 5

ITMST IMUSSF User Field 6

ITMST IAEIC Extended Item Comments

IAESD ISEISD Extended Item Search Description
Item No

The item number field may be used in addition to or in place of entering search criteria in the Find field
to further limit the items to display.

Key a partial item number. All items whose number contains the characters keyed will display. This is
helpful if you recall part of an item number, but not the entire item number.

Class

The item class and subclass fields may be used in addition to (not in place of) the Find and Item No
fields to further limit the number of items that will display, based on their item class. To use, key the
appropriate item class/sub-class. Only items that have been assigned the item class that is keyed in this
field will display.

When you key a ? in the Class field, two pop-up windows will be displayed consecutively. The first
window is for the item class. When the item class is selected, the pop-up window for the item subclass
automatically displays. If there are no item subclasses defined for the item class selected, the pop-up
windows will be blank. Notice the field name prompt in the window footer.

Vendor Search

On vendor selection screens, you can use the Find and City fields to search for a vendor by name or
city. The screen shown next is one example of where vendor search fields appear. The vendor search
files can be recreated by using the option to Rebuild Vendor Search File (MENU POMAST).
Distribution A+ must be stopped to perform this function.

Find
Use this field either alone or with the City field to search for the vendor by name.

Key up to 10 characters (the first 10) of one or more words in the vendor’s name. Key the words in any
order and separate each word with one blank space.
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Do not use words/abbreviations from the list below as they are not contained in the search files:

« words such as “and” or “of”

« abbreviations such as “Inc.,” “Co.,” or “Div.”

City
Use this field together with the Find field to search for a vendor in a particular city.
Key up to 8 characters (the first 8) of the vendor’s city.

Second Level Error Messages

Most error messages that are defined in Distribution A+ have extended explanations. When an error
message is encountered, the error message is presented at the bottom of the screen and is preceded by a
message identification code (MIC); the brief error text presented may be self explanatory, but if more
explanation is desired, move the cursor to the error message and press F1=HeLr. An extended
description of the error message will then be displayed.

Telephone and Fax Number Delimiters

When keying telephone and fax numbers, you can use the following symbols to separate the country
code, area code, and any other part of the number:

(
)

/

You can also use a blank space as a delimiter if Allow Blank Phone Delimiters is Y in Systems Options
Maintenance (MENU XAFILE).

NOTE: When searching on a customer’s phone number, do not include the country code
or delimiters.

Tailoring Distribution A+

Once the software is installed, you need to set up and tailor Distribution A+ before it functions
properly.
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Refer to the Configuration Menu (MENU XACFIG) and Cross Application - Master Menu (MENU
XAMAST) for information on how to setup and tailor Distribution A+ correctly. A checklist of the
options which should be set up to run Distribution A+ is provided in CHAPTER 2: Cross Application
and Distribution A+ Modules Setup of this user guide.

Certain functions cannot be changed after initial setup. Be sure to resolve any questions before

proceeding.

Commonly Used Function Keys

There are various function keys standard throughout Distribution A+. The following list provides a
description for the most widely used function keys.

Commonly Used Function Keys

Field/Function Key

F1=Help

Description

The F1=HELpP function key serves 2 purposes.

The F1=HELP function key is used to launch the On-Line Documentation and
display the specific page needed based on the program and screen name the
user is working on. If the launch fails, the pop-up Field Help Windows
appears.

The F1=HEeLp function key can also be used to display second level MIC
message help to present more information regarding a specific message
presented to the user.

F2=Desc Left/Desc
Right/Item & Desc

This function key appears only if the Show 2nd Desc Line is set to N in
System Options Maintenance (MENU XAFILE) or as selected with the
F24=DouBLE LINE / F24=SINGLE LINE hidden function key.

This key is used as follows:

F2=DEsC LEFT

Currently, both the item number and description display on the screen. Press
to display the item description only, starting at the left-most character.

F2=DESC RIGHT

The item description only displays on the screen. Press to display the item
description only, starting at the right-most character.

F2=ITEM & DESC

The original item displays on the screen. Press to display the item number
and description.

F3=Exit or F3=Cancel

This function key will exit (or cancel) a program and display the calling
menu. It is available only when F3=ExiT or F3=CANCEL appears at the bottom
of the screen.
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Commonly Used Function Keys

Field/Function Key

F7=Roll Up / F8=Roll
Down

Description

These function keys are interchangeable with the sHIFT-RoLL-FwD and SHIFT-
ROLL-BACK keys and are available on most screens that use the roll function.
(In special instances, the functionality of the F7=RoLL Up or F8=RoLL DowN
function keys may be disabled in order to use either or both keys for a special
function.)

F10=End

You may press F10=END from detail screens when you are finished entering
detailed transactions. The End Screen or End Transaction Screen will
display. This function is available only when displayed at the bottom of the
screen.

F12=Return or

This function key will return you to the previous screen without updating any

Previous information that was keyed. It is available only when F12=RETURN or
F12=previous displays at the bottom of the screen.
F15=Msg Use the F15=MsG function key to access Application Mail from pop-up

menus. For additional ways to access Application Mail, refer to the Mail
Server User Guide appendix chapter for Application Mail.

F13-F20=List selection

This function key allows you to select a line from a list of items, comments,
transactions, etc., for detailed review or modification. F13 selects the first
item, F14 selects the second item, and so on.

To quickly find the correct function key to press for changing items:

If the function keys on your keyboard are arranged in two rows where F1
through F12 are on the top row and F13 through F24 are on the bottom row:

1. Use the bottom row to find the correct reference number. For example, if
you wish to select the item with reference number 8, locate the F8
function key on the bottom row. Look only, do not press any keys in this
TOW.

2. Move from the function key on the bottom row to the function key
directly above it in the top row. For example, move from the F8 key to the
F20 key. Press the function key in the top row.

If the function keys on your keyboard are arranged in a single row where
only F1 through F12 exist:

1. Locate the correct reference number in the row of keys. For example, if
you wish to select the item with reference number 8, locate the F8
function key in the row. Do not press this key yet.

2. Press the shift key and hold it while you press the selected function key
found in step 1 above. For example, hold the shift key down and press the
F8 key.
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Commonly Used Function Keys

Field/Function Key

F24=Delete

Description

Use this function key to delete data, such as a customer, item, or order. It is
available only when F24=peLETE displays at the bottom of the screen. To
confirm deletion, you must press F24=DELETE twice.

NOTE: In some instances, on screens that show the item number and
description, this key is used to change the display of a single or
double line per item.

F24=Double Line /
Single Line

F24=DouUBLE LINE / F24=SINGLE LINE is non-display.

Press F24=DouBLE LINE / F24=SINGLE LINE to toggle between double line mode
and single line mode. The default mode of this screen is based on the
selection to Show 2nd Desc Line as determined in System Options
Maintenance (MENU XAFILE).

In single line mode, the initial display shows the item number field based on
the Longest Item Length field specified in System Options (MENU
XAFILE) followed by the beginning of the item description.

In double line mode, the two lines of item description are displayed below
the full display of the item number field.
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cuarters  Periodic Processing for Modules 5

This chapter provides a summary of the scheduled operations that need to be performed when using
Distribution A+ modules. The operations in the modules are grouped according to the frequency with
which they have to be performed. A master checklist of the operations, sorted by how often they are
performed and from which menu they are executed, is also provided. For details about these functions,
refer to the associated module’s User Guide.

Cross Application

Daily Processing

Day-End Processing

Day-End Processing (MENU XAMAST) should be run after all activity for the current day is
complete. If you want Day-End to run automatically, you can define an automated Day-End and/or
Invoicing job through Auto Day-End Invoicing Job Name Maintenance (MENU OEFIL3). For further
details, see CHAPTER 32: Day-End Processing.

Monthly Processing

Purging Files

History files will retain historical data for any number of months. You determine when to purge data in
the history files. This is often done or reviewed as part of the monthly processing procedures. Use
Reorganize A+ History Files (MENU XAMAST) to reorganize the Distribution A+ History files.

The file size of each history file and how fast the file will grow depends on the volume of customer
orders you process and how you have set up the system and company options. Therefore, you may
want to purge some history files more frequently than once a month. For more information, refer to
“Reorganize History Files Selection Screen” on page 37-6.
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NOTE: If your company is located in a European Community member country and is
required to submit a monthly Intrastat Report, print that report and verify it before
you purge the history files for that month. If you purge the files before you run the
Intrastat Report option (MENU IAREPT), there will not be any data for the
report.

Accounts Receivable

Daily Processing

Enter Payments and Adjustments

Use Cash & Adjustment Entry/Edit (MENU ARMALIN) to enter and edit customer payments,
miscellaneous cash, and make adjustments. These are entered in groups, called A/R groups. You can
create these groups throughout the day. These groups should also be posted daily.

Post Payments and Adjustments

For each A/R group that has been created throughout the day, use Cash & Adjustment Post (MENU
ARMALIN) to post each group. This will update A/R and your general ledger with the appropriate
payment information. You can post A/R groups throughout the day.

NOTE: If the Order Entry to A/R interface option has been defined as Y through
Company Name Maintenance (MENU XAFILE), invoiced orders will be posted
to Accounts Receivable during Day-End Processing (MENU XAMAST).

Monthly Processing

Month-End Processing

Execute Month-End Processing (MENU ARMAST) at the end of each month. After selecting this
menu option, you select the A/R month-end closing date, G/L posting date, message to print on A/R
Statements, and the companies for which the A/R month-end will be processed.

The A/R month-end closing date* is compared to invoice dates of those invoices in A/R; therefore,
month-end processing may be run at any time. Invoiced orders, however, are not posted to A/R until
the Day-end Processing is run. It is not dependent on Day-End Processing (MENU XAMAST) or
Sales Analysis Period End Processing (MENU SAMAST). However, you must complete day-end for
the last day of the month in which you want invoices to appear on the statements. Also, do not post
payment transactions for the next month through Cash & Adjustment Post (MENU ARMAIN) before
using Month-End Processing.
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NOTE: Invoices will still print on A/R Statements beyond the month-end closing date,
however, they will not be included in the totals. Only invoices up to the month-
end closing date will be included in the totals.

A/R Month-End Processing does the following:

Posts Fully Paid Invoices to A/R History: Those open invoices that have been paid for in full are
copied from the current A/R for a customer to A/R history. A/R history retains the payment record
of your customers and may be reviewed using A/R reports and the Customer Inquiry.

This step applies only for customers that are defined as open item customers through Customer/
Ship to Master Maintenance (MENU ARFILE) in the Bf/Opn Item field. In this field you specify if
the customer is an open item (O) or balance forward (F) customer (see “Purges Invoices for Balance
Forward Customers”).

A/R history may also be updated on demand using the A/R History Update (MENU ARMAST).

Calculates Finance Charges: For delinquent receivables (not including finance charge invoices),
finance charges are calculated based on the payment terms and aging codes that have been assigned
to each customer through Customer/Ship to Master Maintenance (MENU ARFILE).

Payment terms are defined through A/R Terms Codes Maintenance (MENU ARFILE); aging codes
are defined through A/R Aging Codes Maintenance (MENU ARFILE).

Prints A/R Statements: A/R Statements are printed for your customers. The customers for whom
A/R Statements are printed is determined by the customers’ payment terms, aging code, and Print
Statements field defined through Customer/Ship to Master Maintenance (MENU ARFILE).

A/R Statements may also be printed on demand through Demand A/R Statements (MENU
ARREPT).

Purges Invoices for Balance Forward Customers: To define a customer as a balance forward
customer, you must have selected to use balance forward customers for a company [as determined
by the Any Bal. Fwd Cust. field through Accounts Receivable Options Maintenance (MENU
XAFILE)]. A balance forward customer is one for whom individual invoices are combined for each
aging period. Therefore, A/R history is not retained for individual invoices; only the total amount
due for each aging period is maintained.

Individual customers are defined as balance forward customers through Customer/Ship to Master
Maintenance (MENU ARFILE) in the Bf/Opn Item field. In this field you specify if the customer is
an open item (O) or balance forward (B) customer.

In this step of Month-End Processing, individual invoices for balance forward customers are
purged. In the next step, balance forward aging summary invoices are created.

Creates Balance Forward Aging Summary Invoices: This step applies only to customers that are
defined as balance forward customers (see previous bullet).

The amounts of each open invoice in the aging periods (prior to the current period) are combined
into one invoice amount. This amount is assigned an invoice number equal to the number of the
aging period. That is, the combined open invoice amount of the open invoices in your first aging
period is assigned invoice number 1; the combined open invoice amount for your second aging
period is assigned invoice number 2; etc. The individual invoices that are assigned to each aging
period are called balance forward aging summary invoices

EXAMPLE (Balance Forward Customer):
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Assume that you are performing Month-End Processing for the month-ending date of September 30.
For customer ABC, the following aging periods are used:

» Current aging period: 1-15 days

» 1st aging period: 16-30 days

* 2nd aging period: 31-45 days

* 3rd aging period: 46-60 days

» 4th aging period: 60 days and over

The open invoices for customer ABC, before performing Month-End Processing for September 30, are
the following:

Invoice Date Amount # of Days Open
150 September 29 250 1

100 September 14 150 16

*1 August 31 100 30

*2 August 16 200 45

*3 July 31 300 60

*4 July 16 400 75

*These are balance forward aging summary invoices created when Month-End Processing was
performed for the previous month (on August 31).

These invoice amounts are aged as follows:

+ Current aging period (1-15 days): $250.00

+ 1st aging period (16-30 days): $150.00

¢ 2nd aging period (31-45 days): $100.00

* 3rd aging period (46-60 days): $200.00
 4th aging period: (60 days and over): $700.00

After performing continued Month-End Processing, this aging is used to create new balance forward
aging invoices. Invoices in the current aging period remain as follows:

Invoice Date Amount
150 September 29 250
1 September 14 150
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Invoice Date Amount
2 August 31 100
3 August 16 200
4 July 31 700

When entering payments for customer ABC through Cash & Adjustment Entry/Edit (MENU
ARMAIN), invoices 1, 2, 3, and 4 contain the total invoice amount open for the aging periods 1, 2, 3,
and 4, respectively.

Paid Invoice Purge

After performing Month-End Processing, you should execute the Paid Invoice Purge (MENU
ARMAST). This option removes fully paid invoices from A/R open invoice files and posts them to A/
R history. This can be executed at any time during the month.

If you want the payments made during the current month to print on A/R Statements printed through
Month-End Processing, do not select this option before performing Month-End Processing (MENU
ARMAST).

The paid invoice purge applies only for customers that are defined as open item customers through
Customer/Ship to Master Maintenance (MENU ARFILE) in the Bf/Opn Item field. Open invoices for
balance forward customers are automatically purged through Month-End Processing.

NOTE: The Paid Invoice Purge (MENU ARMAST) differs from the A/R History Update
(MENU ARMAST) in that it removes fully paid invoices from the open invoice
files, and moves them to A/R history; whereas, the A/R History Update copies
fully paid invoices from the open invoice files to A/R history.

Overdue Notices

Print Overdue Notices (MENU ARFILE) for customers with open invoices that are past due.

Processing to Perform as Needed

Mark Disputed Invoices

When the payment of an invoice is disputed, mark the invoice as a disputed invoice. An invoice is
marked as being disputed through Mark Disputed Invoices (MENU ARMAIN). The dispute codes
used to mark an invoice in dispute are defined through Dispute Code Maintenance (MENU ARFILE).

The dispute codes assigned to disputed invoices are printed on A/R reports, and displayed in A/R
inquiries. Additionally, disputed invoices are not paid when using the auto-apply feature of A/R.
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A/R History Update

For open invoice customers, use A/R History Update (MENU ARMAST) to copy fully paid invoices
from the current A/R detail files to the A/R history files. Unlike the Paid Invoice Purge (MENU
ARMAST), this option does not delete open invoices from the current A/R detail files. Therefore,
detail customer payments that are made will be included on A/R Statements that are printed during
Month-End Processing (MENU ARMAST), or on demand through Demand A/R Statements (MENU
ARREPT).

Perform this function when you would like the Payment History Screen displayed during the Customer
A/R Inquiry (MENU ARMAIN) to show payments received.

Aged Trial Balance

Print the Aged Trial Balance (MENU ARREPT) for your customers having open invoices.

Reorganizing Your Files

Reorganizing your A/R files helps to improve performance by making the space available for use
again. Deleted records remain in your files (consuming disk space) until the files are reorganized. You
may reorganize your files at any time, since it will not adversely affect your data.

To reorganize your files, use the Remove Deleted Records from Files option (MENU XAMAST). This
option will reorganize all your files.

Electronic Data Interchange (EDI)

Daily/Weekly Processing

Clear Outgoing User Files

If you have EDI installed and you are not using the unattended interface, you must periodically clear
the outgoing user files for each document type to avoid sending duplicates of documents you
transmitted earlier. To use the unattended interface, you must be using Inovis as your third-party EDI
software and have keyed a 1 (Automatic) in the Unattended Interface Type field through EDI System
Options Maintenance (MENU EIMAIN).

Before clearing the outgoing user files, you should verify that the documents have been transmitted
successfully. To clear the user files, select Clear Outgoing User Files (MENU EIMAIN) and select the
files you want to clear from the list presented.
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Remove Pending Outgoing Product Activity Data (852)

If you are using the outgoing Product Activity Data (852) (PAD) document, at Day-End, the document
for a vendor will be created if any of the quantities (e.g., on-hand, backordered) of any item and unit of
measure for which that vendor is the primary vendor have changed. When the outgoing PAD document
is sent, the system does a second check to see if the quantity for an item that has changed is one of the
quantities that the vendor has asked to be notified about. If not, the PAD document is not sent. The
unsent PAD document will appear on the Pending Outgoing Product Activity Data Screen in Outgoing
Documents (MENU EIMAIN) with a zero in the Items column and ERR in the Sts (Status) column. You
must then select to remove the document.

Inventory Accounting

Monthly Processing

If your company is located in an EC member country and is required to submit a monthly Intrastat
Report, use the Intrastat Report option (MENU IAREPT) to print the report at the end of each month.
Be sure to print and verify the report before you do any month-end file purges.

Inventory Management & Planning

Daily Processing

Run Reports

Run the Expedite Report (MENU IMREPT) to identify items already below minimum stocking levels,
and the Suggested Orders Report (MENU POREPT) to review suggested purchase orders.

Monthly Processing

IM&P Monthly Update

Run the IM&P Monthly Update (MENU IMMAST) at the beginning of each new month. This should
be done after all companies have been closed through Sales Analysis Period End Processing (MENU
SAMAST).

The IM&P Monthly Update performs the following:
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« Prints the Usage Exception Report to show items with actual sales that varied significantly from
forecast sales.

» Creates new forecast quantities for each sales period in the next year.

» Calculates the minimum balance and maximum balance for each planned item and prints the
Inventory Planning Exception Report to show items with significant changes.

» Runs the Safety Stock Audit Report, which shows the value of safety stock based on current service
levels.

Processing to Perform as Needed

You should perform any of the following functions when applicable:

» Use IM&P and Purchasing inquiries to review information needed to make inventory planning
decisions.

 Print any of the IM&P management reports to determine when to adjust IM&P variables and
models to refine the inventory planning results.

¢ Use IM&P file maintenance (MENU IMFILE) to adjust IM&P variables, models, and options.

» Reorganize IM&P files to remove outdated information.

Reorganizing Your Files

Reorganizing your IM&P files helps to improve performance by making the space available for use
again. Deleted records remain in the file (consuming disk space) until the file is reorganized. You may
reorganize your files at any time, since it will not adversely affect your data.

To reorganize your files, use the Remove Deleted Records from Files option (MENU XAMAST). This
option will reorganize all your files.

Purging Files

IM&P history files will retain historical data for any number of months. You determine when to purge
data in the history files. This is often done or reviewed as part of the monthly processing procedures.
Use Reorganize A+ History Files (MENU XAMAST) to reorganize and purge the IM&P History files.

General Ledger

Daily Processing

There are no required steps to perform on a daily or weekly basis. Typically, general journal entries are
keyed through Transaction Entry (MENU GLMAIN) and posted through Post Transactions (MENU
GLMAIN) daily. Reports and inquiries may be run at any time.
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Monthly Processing

Close Periods

G/L does not require any routine monthly processing. You should, however, close periods to ensure
that transactions are no longer posted to a period. Use Period Status Maintenance (MENU GLMAST)
to permanently or temporarily close periods in G/L.

Yearly Processing

Year-End Processing

At the end of each fiscal year, you must perform Year-End Processing (which includes year-end
adjusting entries) to update your retained earnings and set beginning balances for expense accounts.

Complete the following 4 steps when performing Year-End Processing:

1. Select Year-End Processing (MENU GLMAST). This informs you of the retained earnings/owners
equity adjustment for the fiscal year.

2. Make year-end adjusting entries and post entries through Transaction Entry (MENU GLMAIN) and
Post Transactions (MENU GLMAIN); these include:

» Debit/credit to an expense or income summary account (E or I)

» Post profit or loss to Retained Earnings/Owners Equity (Q)

NOTE: Classify this entry as type Y in Transaction Entry (MENU GLMALIN) to signify a
year-end closing entry.

3. Permanently close all periods for the fiscal year.

4. Run Year-End Processing (MENU GLMAST) and process (by pressing F13). This will post current
retained earnings and set beginning balances for the new fiscal year.

Order Entry

Daily Processing

Order Processing, Shipping and Invoicing

Customer service reps will use Enter, Change & Ship Orders (MENU OEMALIN) to enter customer
sales orders. Pick Lists can be individually printed from the End Order Screen within Enter, Change &
Ship Orders (MENU OEMAIN) or can be printed in groups using Print Pick Lists (MENU OEMAIN).
Once the warehouse team has picked and shipped the orders, ship confirmation and invoice printing an
individual order can be completed through Enter, Change & Ship Orders (MENU OEMALIN).
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Additionally, a group of orders can be ship confirmed through Ship Confirm Multiple Orders (MENU
OEMAIN) and invoices can then be printed through Print Invoices (MENU OEMAIN).

Processing to Perform as Needed

Reorganizing Your Files

Reorganizing your Order Entry files helps to improve performance by making the space available for
use again. Deleted records remain in your files (consuming disk space) until the files are reorganized.
You may reorganize your files at any time, since it will not adversely affect your data.

To reorganize your files, use the Remove Deleted Records from Files option (MENU XAMAST). This
option will reorganize all your files.

Purging Files

Order History files will retain historical data for any number of months. You determine when to purge
data in the history files. This is often done or reviewed as part of the monthly processing procedures.
Use Reorganize A+ History Files (MENU XAMAST) to reorganize the Order History files.

NOTE: If your company is located in an EC member country, and you are required to
submit a monthly Intrastat Report, be sure to run and verify the report for a month
before you purge the history files for that month.

Purchasing

Daily and Weekly Processing

There are no required steps to perform on a daily or weekly basis. Normally, requisitions are entered,
posted, and printed each day. It is recommended that each buyer run the Suggested Orders Report
(MENU POREPT) and Work With Special Orders (MENU POMAIN) just prior to ordering from a
particular vendor. This will help to ensure that all requested purchase orders are considered.

Monthly Processing

There is no month-end processing in Purchasing. All data is updated when you run Sales Analysis
Period End Processing (MENU SAMAST).
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Yearly Processing

Reset YTD fields

Prior to posting receipts for the new year, run Zero out YTD fields in Vendor Performance file (MENU
POMAST - Option 2). This will zero out the YTD fields in the Purchasing Vendor Performance File.

Processing to Perform as Needed

Reorganizing Your Files

Reorganizing your Purchasing files helps to improve performance by making the space available for
use again. Deleted records remain in your files (consuming disk space) until the files are reorganized.
You may reorganize your files at any time, since it will not adversely affect your data.

To reorganize your files, use the Remove Deleted Records from Files option (MENU XAMAST). This
option will reorganize all your files.

Purging Files

Purchasing History files will retain historical data for any number of months. You determine when to
purge data in the history files. This is often done or reviewed as part of the monthly processing
procedures. Use Reorganize A+ History Files (MENU XAMAST) to reorganize the Purchasing
History files.

NOTE: If your company is located in an EC member country, and you are required to
submit a monthly Intrastat Report, be sure to run and verify the report for a month
before you purge the history files for that month.

Sales Analysis

Daily Processing

Day-End Processing

In order to update the master files used in Sales Analysis, you will need to run Day-End Processing
(MENU XAMAST). Be certain, however, that the Order Entry to S/A interface option has been
defined as Y through Company Name Maintenance (MENU XAFILE).
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The master files that are updated contain the year-to-date and month-to-date information that is used in
S/A reports and inquiries. Therefore, in order to ensure up to date accuracy, it is suggested that you run
Day-End Processing (MENU XAMAST) daily.

Monthly Processing

Period-End Processing

You need to indicate when one fiscal period (or month) is ending, and when another is beginning for
each company using S/A. This is done through Period End Processing (MENU SAMAST).

This option closes a company’s current sales analysis period. Upon completion of this option, any
sales that are recorded through Day-End Processing (MENU XAMAST) are processed for the new
sales analysis. Therefore, be certain that you perform Period End Processing prior to performing the
first Day-End Processing of a new sales analysis period.

If IM&P is installed, be certain that you close the period for all companies before performing the
IM&P Monthly Update (MENU IMMAST). Since IM&P calculations are based on sales history, it is
very important that you do this.

Yearly Processing

Year-End Close Procedure

A year-end close procedure, which zeroes out the year-to-date sales information after moving it to last
year’s sales information, is performed automatically when you perform Period End Processing
(MENU SAMAST) for the last sales analysis period of the year. Therefore, there are no additional
steps for S/A at the end of your fiscal year.

Processing to Perform as Needed

You should perform any of the following functions at any time:

» Use S/A inquiries and reports to perform a general or specific sales analysis for an individual or
combination of sales reps, customers, and items.

» Use S/A file maintenance to maintain the sales reps, sales rep budgets, territories, or fiscal
calendars used throughout Distribution A+.

Purge S/A history files if sales analysis information consumes too much disk space.
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Purge History Files

S/A history files retain historical data for any number of months. You determine when to purge data in
the history files. Use Reorganize A+ History Files (MENU XAMAST) to reorganize and purge the
following S/A files:

 Sales rep Sales Analysis File (REPSA)

 Customer Sales Analysis File (CUSSA)

 Customer Corporate Group Sales Analysis File (CCGSA)

 Customer Ship-to Sales Analysis File (CSHSA)

« Item Sales Analysis File (ITMSA)

 Detail Item Sales Analysis File (DETSA)

 Detail Corporate Group Analysis File (DCGSA)

 Detail Ship-to Analysis File (DSHSA)

When purging S/A history files, consider the following:

» The 8 sales history files are reorganized using a FROM/TO range for company and fiscal year.
These files may be saved to the backup media (off-line storage) of your choice. To maintain the
integrity of the sales analysis data in use, the following 2 rules apply:

1. Sales history files for the current fiscal year cannot be purged.

2. A sales rep, customer, or item in a master file cannot be deleted if any sales history exists for that
sales rep, customer, or item in the appropriate Sales History file.

3. Purging the Customer Sales Analysis File (CUSSA) automatically purges the Customer Corporate
Group Sales Analysis File (CCGSA) and the Customer Ship-to Sales Analysis File (CSHSA).
Similarly, purging the Detail Item Sales Analysis File automatically purges the Detail Corporate
Group Analysis File (DCGSA) and the Detail Ship-to Analysis File (DSHSA).

For fiscal years that are purged from the Sales rep Sales History File, the corresponding fiscal years are
also purged from the Sales rep Budgets File. You can, however, save the Sales rep Budgets File and the
Sales rep Sales History File to backup media. The Sales rep Budgets File may be maintained for a sales
rep and a fiscal year through Sales reps Budgets Maintenance (MENU SAFILE).

Periodic Processing Checklist

The following table summarizes periodic processing requirements.

What To Do Menu and Option

DAILY functions to perform, if applicable

[J Run Day-End Processing * XAMAST -2
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What To Do Menu and Option

L] Perform a Daily Backup

[ Clear EDI Outgoing User Files EIMAIN - 10
[J Remove Pending Outgoing Product Activity Data (852) EIMAIN - 2
Documents

MONTHLY functions to perform, if applicable

L] Print the Intrastat Report IAREPT - 15
[ Purge Files XAMAST - 18
L] Run Month-End Processing ARMAST - 21
[J Run Period-End Processing SAMAST - 3
[J Run IM&P Monthly Update IMMAST - 4
L] Close Periods GLMAST - 12

YEARLY functions to perform, if applicable

[ Year-End Close (performed automatically through SAMAST - 3) SAMAST - 3

L] Run Year-End Processing GLMAST - 21
L] Reset YTD Fields POMAST - 5
L] AP 1099 Processing APMAST 14-16

* Day-End can be performed automatically if you define an automated Day-End job through Auto
Day-End Invoicing Job Name Maintenance (MENU OEFIL3).




cuapters  oSetup the Transaction Processor

You must have the authority to run the CRTSBSD, CRTUSRPRF, ADDAJE, CRTJOBQ, ADDRTGE,
CRTJOBQ and CRTJOBD commands in order to execute this option. Additionally, use this option
only if you are a system administrator and understand the implication of running this option.

This option allows you to initially set up the Transaction Processor for use in Distribution A+. The
Transaction Processor is a System i subsystem (APTPSCTL) that controls processing and master file
update functions to ensure that the system can be restarted.

If Mobile Order Entry, sales@work, and/or EDI are installed, two additional subsystems may exist:
ONSITECTL and/or APEDICTL. These subsystems are defined as single-thread subsystems, meaning
that only one updating procedure will be allowed to run at a time. From these subsystems, jobs
(OSTRANP and/or EDITRANP, if applicable) will be run and all the correct routing data will be
created.

NOTES:
* You should run this menu option only once.
*  When you run this option, all processing jobs will be routed and queued correctly.

 This menu option should process for approximately five minutes. If processing takes longer than
five minutes, check for error messages.

When you select this option (Setup Transaction Processor) from the Configuration Menu (MENU
XACFIG), the following procedures automatically occur:

1. Procedure CRTSBSD is invoked to set up a description for the Transaction Processor
subsystem, Sync Transaction Processor subsystem (if Mobile Order Entry or sales@work is
installed), and the EDI Transaction Processor subsystem (if EDI is installed).

2. Procedure CRTUSRPREF is invoked to create user profiles for user APLUSCTL,
ONSITECTL (if Mobile Order Entry or sales@work is installed), and/or EDICTL (if EDI is
installed).

NOTE: Do not delete these profiles.

3. Procedure ADDAJE is invoked to create an autostart job entry, so that when the processor(s)
(APTPSCTL, ONSITECTL, if Mobile Order Entry or sales@work is installed, and/or
APEDICTL, if EDI is installed) are started, it will know the job name to be used.

4. Procedure CRTJOBQ is invoked to create the Transaction Processor.
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5. Procedure ADDRTGE is invoked to specify the name of the program to be run when the
routing data matches the compare value.

6. Procedure CRTJOBD is invoked to create the job description object that contains a specific
set of job attributes.
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chapTer7  Create an Environment

This option allows you to create one or more file environments to run under Distribution A+ and/or to
initialize a file environment copied from another file environment. Each environment created is
basically a library containing a number of data files. Generally, two separate libraries are created:

 atest or training file environment containing practice data, and
+ alive file environment containing real data.

Since up to 99 different companies can be set up in each file environment, the need for multiple file
environments is almost non-existent.

NOTE: Establishing a new environment requires procedures similar to those identified in
CHAPTER 2: Cross Application and Distribution A+ Modules Setup of this User
Guide. Particularly, you will need the software media used during the initial
installation of Distribution A+. From this media, you will copy the blank file
library necessary for each of your new environments.

Environments are defined and/or identified through Create an Environment on the Configuration
Menu (MENU XACFIG).

Important

After an empty file environment has been created through this option, be sure to run a
file update so that the security files are populated and the file library is up-to-date. For
further details about creating an empty file environment via MENU XACFIG and running
a file update, refer to the Installations Instructions chapter in the Infor Distribution A+
Installation and Software Update Guide.

Create an Environment

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title

Create Environments Selection Screen

Purpose

Use to add a new environment in Distribution A+ or
modify a description of existing environment.

Create Environments Maintenance Screen

Use to select an environment name for the environment
you are adding, or to change an existing environment’s
name.

Create A New Environment Screen

Use to select a valid System i media device to which the
new environment file library will be loaded. A file
library must be built or already exist for the environment
you are adding.
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Create Environments Selection Screen

CREATE ENYIRONMENTS

Ervironment ID:

F3=Exit

This screen displays after selecting option 2 - Create an Environment from MENU XACFIG. Use this
screen to add a new environment or modify a description of existing environment.

Create Environments Selection Screen Fields and Function Keys

Field/Function Key Description

Environment ID This field represents the unique two character identifier of the environment
you are adding or whose description you are modifying. Files are distinct and
separate for each unique environment.

Key the environment to add or the environment for which the description

will be modified.

(A 2) Required
F3=Exit Press the F3=ExiT function key to exit this option and return to the menu.
Enter Press ENTER to confirm your selection. The Create Environments

Maintenance Screen (p. 7-4) will display.
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Create Environments Maintenance Screen

Ervironment ID: LY

Ervironment Mame:

CREATE ENYIRONMENTS

FlZ=Return

This screen displays after entering an Environment ID and pressing ENTER on the Create Environments
Selection Screen (p. 7-3). Use this screen to select an environment name for the environment you are
adding, or to change an existing environment’s name.

Create Environments Maintenance Screen Fields and Function Keys

Field/Function Key

Environment Name

Description

If you selected an environment previously created, this field displays the
name defined for the environment ID. If you are adding a new environment,
this is the name of the environment you are adding.

Key the name of this environment, or modifying the existing name (if one is
displayed).
(A 30) Required/Display

F12=Return Press the F12=ReTURN function key to return to the previous screen without
updating this screen.
Enter Press ENTER to confirm your selection. The Create A New Environment

Screen (p. 7-5) will display if you are adding an environment (i.e., file library
APLUSbbRee, where bb is the base ID and ee is the environment name, does
NOT exist on your system.) Otherwise, MENU XACFIG will display.
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Create A New Environment Screen

A file Library muszt be built for environment LY

Load the first wolume (APINSTYOLL) into Dewice:

CREATE A MEW ENYIROWHEWT

F3=Cancel

If you are adding a new environment, this screen displays after pressing ENTER on the Create
Environments Maintenance Screen (p. 7-4). This screen does not display if you are changing an
existing environment (i.e., file library APLUSbbRee, where bb is the base ID and ee is the
environment name, exists on your system). Use this screen to select a valid System i media device to
which the new environment file library will be loaded. A file library must be built for the environment

you are adding.

Create A New Environment Screen Fields and Function Keys

Field/Function Key

Load the first media
into Device

Description

This field represents the name of the device into which your software media
has been placed. If you do not know the device name, key WRKDEVD *TAP
(for tape devices) or WRKDEVD *OPT (for optical devices) on any command
line and press ENTER. This will display the devices on your system. Key the
device name.

Valid Values: The software media device name used during installation and
setup (see CHAPTER 2: Cross Application and Distribution A+ Modules
Setup)

(A 10) Required

F3=Cancel Press the F3=CANCEL function key to return to the Create Environments
Selection Screen (p. 7-3).
Enter Press ENTER to confirm your selection. The library will be copied from the

media to your new environment. When the copy is done, the Create
Environments Selection Screen (p. 7-3) displays.
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cuapters  Define Environment Library Lists

Use this option to define the default library list for each new environment you are setting up. You may
also run this option when you want to alter a current default library list that already exists. Up to 25
different libraries can exist on the list, with a maximum of 10 user-defined libraries either above or
below the installed Distribution A+ libraries.

Important

» If you plan to install and use FAX and are using Quadrant’s FastFax software, you must
include a FastFax library as a secondary library in your environment library list to
accommodate Quadrant’s requirements.

« If Warehouse Management is installed and you want to print bar-coded labels through
Warehouse Management and/or Radio Frequency, you MUST have T.L Ashford Barcode
software installed and should add the library TLABARCODE to your primary or secondary
library list. Refer to the Appendix section of the Warehouse Management User Guide for
important information regarding bar-coded labels.

When you exit from this option, the “Begin an A+ Session” program (APLUS6P) runs and
automatically adds the proper libraries to your library list. The menu selected for you based on
Register A+ User IDs (MENU XACFIG) will then display.
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Example: Library Lists

Assume you have already established a library list identifying three libraries named Libraryl,
Library2, and Library3, located above the Distribution A+ required libraries. The top of your
library list might look like this:

Libraryl

Library2

Library3

APLUSDbbFee (where bb is the base ID and ee is the environment name)
APLUSbbMee

APLUSbbM

APLUSbbU

APLUSbbC

APLUSbb

etc.

Now assume that you want to test a new version of a program that normally exists in Library]1.
Simply make the new version in Library3 and modify your library list as follows:

Library3

Libraryl

Library2

APLUSbbFee (where bb is the base ID and ee is the environment name)
APLUSbbMee

APLUSbbM

APLUSbbU

APLUSbbC

APLUSDbb

etc.

Because Library3 (containing your new version of the program) is higher in the library list than
Library1, containing the old version of the program, the hierarchy would use Library3 and its
programs.

Environment library lists are defined through Define Environment Library Lists on the Configuration
Menu (MENU XACFIG).

Define Environment Library Lists

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title

Define An Environment Selection Screen

Purpose

Use to select the environment for which you are adding
a default library list or the environment for which the
current library list is being altered.

Define An Environment Screen

Use to select the libraries needed to define this
environment’s library list.
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Define An Environment Selection Screen

DEFIME AN ENYIROWMENT

Ervironment IDY

F3=Exit

This screen displays after selecting option 3 - Define Environment Library Lists from MENU
XACFIG. Use this screen to select the environment for which you are adding a default library list or
the environment for which the current library list is being altered.

Define An Environment Selection Screen Fields and Function Keys

Field/Function Key Description

Environment ID This field represents the unique two character identifier of the environment
for which you are adding a default library list or for which the current library
list is being altered.

Key the two character identifier of the environment. Files are distinct and
separate for each environment.

(A 2) Required

F3=Exit Press the F3=ExiT function key to exit this option and return to the menu.

Enter Press ENTER to confirm your selection. The Define An Environment
Screen (p. 8-5) will display.
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Define An Environment Screen

Ervironment:

Primary Libraries:

Required Libraries:

Secondary Libraries:

Key any additional Libraries needed to define this enwvironments Library list:

DEFIME AN ENYIROWMENT

03 wE.03.80 ALL Modules

APLUSS3FDS  APLUSS3MDS  APLUSS3M APLUSE3C APLLSE3

FlZ=Return

This screen displays after pressing ENTER on the Define An Environment Selection Screen (p. 8-4). Use
this screen to select the libraries needed to define this environment’s library list.

Define An Environment Screen Fields and Function Keys

Field/Function Key

Primary Libraries

Description
Use these fields to select the names of the system libraries that will be placed
higher in your library list than the required libraries.

Key the appropriate library names; up to 10 may be keyed.
(10 @ A 10) Optional
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Define An Environment Screen Fields and Function Keys

Field/Function Key

Required Libraries

Description

The libraries that are displayed in these fields are required to run Distribution
A+ on your system and cannot be changed.

« APLUSbbFee - a file environment library in this base that contains all of
the files used by the software for a single environment. If you are using
multiple environments, you will have one data file library for each
environment. The source for these files will be found in the APLUSbb
library.

« APLUSbbMee - the program modification library specifically related to
the file environment library for this base

« APLUSbbM - the program modification library specifically related to the
base library

« APLUSbBbU - the program library that will exist only if the Service
Interface (SI) Update Pack has been installed for this base library

+ APLUSbbC - the patch update program library contains the programs
changed in the patch update specifically related to the base library

« APLUSDD - the program library contains the base Distribution A+ version/
release programs that run over the data file for the base library

e APLUS - the APLUS control library
Display

Secondary Libraries

Use these fields to select the names of system libraries that will be placed
lower in your library list than the required libraries.

Key the appropriate library names; up to 10 may be keyed.
(10 @ A 10) Optional

F12=Return Press the F12=ReTURN function key to return to the Define An Environment
Selection Screen (p. 8-4).
Enter Press ENTER to confirm your selections. The Start an A+ Session program is

called. Depending on the specific user setup, either the Begin an A+ Session
- Get Base Screen (p. 10-2) or the Begin an A+ Session - Get Environment
Screen (p. 10-4) will display.




CHAPTER 9 Register A+ User IDs

This option allows you to register valid IBM i User IDs. A user may be added, changed, or deleted
from having the authority to access Distribution A+. Only those users registered as a Distribution A+
User will be allowed to start a session through the Start an A+ Session (MENU XACFIG).

Through this option, you can access and print a list of registered users IDs and identify the ION IFS
User ID. IBM i User IDs are registered through Register A+ User IDs on the A+ Configuration Menu
(MENU XACFIG).

If you are copying user security settings from an existing user through User Maintenance (MENU
XASCTY), an initial registration record will be automatically created when the system detects that one
did not already exist for the new user you are adding.

When deleting a User ID through this menu option, the User ID will be removed from all user security
files in addition to the user configuration files.

Register A+ User IDs

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Register Users Screen Used to register an Distribution A+ user, change an
existing registered user, or delete an existing registered
user.

User Selection Screen Use to print a list of registered users and select a user to

change or delete.

Registered Users Listing Use to print a listing of the information specified for the
Distribution A+ users on the Register Users
Maintenance Screen (p. 9-8).
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Title

Register Users Maintenance Screen

Purpose

Use to specify sign-on options for the selected user.

User Workflow Options Screen

Use to maintain user Workflow Management
information.

IFS User Listing Screen

Use to review the users that have been registered as
Infor ION users.

sales@work User Registration Screen

Use to specify a sales@work user ID and password for
this user. The sales@work user ID and password for this
user must be the same as the user ID and password that
will be set up for the user on the client through
sync@work.

Change/Update Dates for Mobile Order
Entry Screen

Use to change/update the synchronization date fields.

Assign Salesrep Numbers to s@w Users
Screen

Use to assign company, territory, and sales rep security
to this user. These assignments control what level of
information the sales@work user can access from the
host.

sales@work Users Screen

Use to review the users that have been registered as
sales@work users. This screen displays the sales@work
user number, sales@work user ID, IBM i user ID, and
the user name.

Mobile Order Entry User List Screen

Use to register and define options for Mobile Order
Entry (MOE) users.

Change/Update Dates for Mobile Order
Entry Screen

Use to change/update the synchronization date fields.

Mobile Order Entry User List Screen

Use when you do not recall the user’s ID.

Assign Salesrep Numbers to M.O.E. User
Screen

For an explanation of this screen, refer to the field
descriptions for the Assign Salesrep Numbers to s@w
Users Screen (p. 9-25).
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Register Users Screen

REGISTER USERS

Function:  _ (A, Cor I
U=zer ID:

F3=Exit Fd=List

This screen displays after selecting option 4 - Register A+ User IDs from MENU XACFIG.

Use this screen to register a user, change an existing registered user, or delete an existing registered

user.

Register Users Screen Fields and Function Keys

Field/Function Key

Function

Description

Key A to add a new user.
Key C to change the information of an existing user.

Key D to delete an existing user.
(A 1) Required

User ID

This is the user ID which you would like to register into Distribution A+.

Key the ID of the user that you want to register, or the ID of the user to be
changed or deleted.

Valid Values: Any valid user ID (user profile) defined on the IBM i
(A 10) Required

F3=Exit

Press the F3=ExiT function key to exit this option and return to the menu.

F4=List

Press the F4=LisT function key to display a list of registered users. The User
Selection Screen (p. 9-5) will appear.
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Register Users Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm your selections. The Register Users Maintenance
Screen (p. 9-8) will display.
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User Selection Screen

USER SELECTION
Uzer ID Baze Env ID Dept Name
1  APDEWO z D1 System
Z  APDEMOGEL aC D5 System
3 APDEMOGE i D5 System
4  APDEMOGD3 r 01 System
3 APDEMOGR4 al D5 System
B APDEMOGS i 149 System
T APDEMOGR r 01 System
d  APDEMOGT z Dl System
9  APDEMOGS i D5 System
18  APDEMOE@Y al Rl System
11  APDEMOLA i 51 System
12 APLUS r D5 System
Hare. ..
Selection: _
FE=Print  FlZ=Return

This screen appears after you press F4=LisT on the Register Users Screen (p. 9-3). This screen displays a
list of registered user IDs and the environment ID and the department name associated with the user

ID.

Use this screen to:

 print a list of registered users

 select a user to change or delete

User Selection Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

Use the number in this field to select a user ID to change or delete.

Key the number that corresponds to the user ID you want to select in the
Selection field.

Display

Selection

Use this field to select a user ID.

Key the Reference Number that corresponds to the user ID you want to select
in this field.

(N 2,0) Optional

F6=Print

Press the F6=PRINT function key to print the Registered Users Listing (p. 9-7).
The “Report Options Screen” on page A-2 will appear.
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User Selection Screen Fields and Function Keys

Field/Function Key Description

F12=Return Press the F12=ReTurN function key to return to the Register Users Screen (p.
9-3) without making a selection.

Enter Press ENTER to confirm your selection. The Register Users Screen (p. 9-3) will
appear and the user ID you selected will display in the User ID field.
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Registered Users Listing

CFGB24  03/26/42 17:34:08 REGISTERED USERS I PAGE : 1
|----- E-Mail Options ------ |
Hult  Default Pop-Up Attn Henu H.0.E. Department  Curr Default Date Password

User IDV Env  Env Henu Henus  Henu Chgs User No Name Ovr  Time Zn  Fmt Password Protect Compress
E-mail Address

APDEHD 01 Y  APLUS N APLUS N 0000 System EST N N
APDEHOGAECOT f1ceSupply

APDEHOO1 D5 Y APLUS N APLUS N 0000 System Y EST 3

APDEH002 D5 Y APLUS Y APLUS N 0000 System Y EST

APDEM003 01 Y APLUS N APLUS N 0000 System

APDEMOO4 D5 Y APLUS N APLUS N 0000 System Y EST N N
APDEMOARCOT ficeSupply

APDEM005 19 ﬁ APLUS N APLUS N 0000 System Y EST N N
APDEHOEBAECOT ficeSupply

APDEMOOG iyl Y APLUS N APLUS N 0000 System

APDEMOOT 01 Y APLUS N APLUS N 0000 System

APDEMO0S D5 Y APLUS N APLUS N 0000 System N EST

APDEM009 RW N APLUS N APLUS N 0000 System Y

APDEMO10 51 N APLUS N APLUS N 0000 System Y N N
APDEHOEBAECOT ficeSupply

This listing prints after you press F6=PRINT on the User Selection Screen (p. 9-5) and then ENTER on the
Report Options Screen (p. A-2).

This listing prints the information specified for the users on the Register Users Screen (p. 9-3). For
more information about the fields that print on this listing, refer to those field descriptions.
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Register Users Maintenance Screen

REGISTER USERS | CHANGE [
Uzer ID: APDEMO
Default Baze? 18 Infor A+ 10K
ALlow Multi-Base: X Y .M
Default Environment’y Da o owlA.EE, 08 ALL Modules
Allaow Multi-Ervironments: Voo Y,M)

fllow Order Currency Override: ¥ (Y¥,M)

Default IngsRpt Time Zone’ EST,

Default Date Format: R S =)
Department Mame: Suskem
Default Menu Mame: APLUS, . ..,
Pop Up Menus: N0, N
Attention Menu: APLUS, ., ...
Allow Menu Changes: N0, H)

Uzer Email Addreszs: apdemofintor. com
"""""" C 'D'm'p'r*lels's':' H ' 'fY','N']' " Paszword 'P'P'D'tleln:'t':'g*l' ' 'fT','N'] Pazsword:
Point of Sale User: H ¥, M)

M.0.E. User Wumber: ., 1of 5H
glw Uzer Wumber: ?of 3
Flo==0w Rgstr Fl4=mM.0.E. Rgstr FlZ=Return

Fl1==@w lser List F15=H.0.E. User L=t

This screen displays after pressing ENTER on the Register Users Screen (p. 9-3). Use this screen to
specify sign-on options for the selected user.

Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

Default Base

Description

Use this field to specify the default base ID for this user. Users will be
prompted to specify a base ID when they sign into Distribution A+ if the
Allow Multi Base field is set to Y. This ensures that they are accessing the
correct program and file libraries, which are assigned to base IDs.

If the Allow Multi-Base field is set to Y, this user can override the default base
ID and access other bases. If the Allow Multi-Base field is set to N, this user
will not be prompted for the base ID.

(A 2) Required

Allow Multi Base

Use this field to specify whether or not this user can override the default base
ID specified in the Default Base field when he/she signs into Distribution
A+. This allows the user to access multiple bases.

Key Y in this field if this user is allowed to access multiple bases.

Key N in this field if this user is not allowed to access multiple bases.
(A 1) Required
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

Default Environment

Description

This is the environment that will be used as the default when the selected
user signs onto Distribution A+. The description of the environment displays
for convenience.

Key the desired environment. The user will have the ability to change this
environment if Allow Multi-Environments is set to Y.

(A 2) Required

Allow Multi-
Environments

This field determines if the user will be allowed to access multiple
environments.

Key Y to allow the user to access different file libraries. If this user is allowed
to use multiple environments, the Begin an A+ Session - Get Environment
Screen (p. 10-4) will display each time APLUS is keyed on any command line
within Distribution A+ or when Start an A+ Session (MENU XACFIG) is
selected.

Key N to bring the user into a specific environment (the default environment
defined) each time the user signs onto Distribution A+. The environment
keyed in the Default Environment field will be used and the Begin an A+
Session - Get Environment Screen (p. 10-4) will not be displayed.

(A 1) Required

Allow Order Currency
Override

This field displays only if International Currency is installed.

This field applies only if the Allow Order Currency Overrides system option
is set to Y in International Currency Options (MENU ICFILE).

Use this field to specify whether the selected user can override an order’s
currency with a currency other than the customer’s currency or alternate
currency specified through Customer/Ship to Master Maintenance (MENU
ARFILE).

Key Y to allow the user to enter orders in any currency.

Key N to prevent the user from entering orders in a currency other than the 2
currencies defined for the customer.

(A 1) Required
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

Default Ing/Rpt Time
Zone

Description

Use this field to specify the time zone that will be used as the default when
the selected user signs onto Distribution A+. Inquiries and reports that
include time and date information will show the time in the user’s default
time zone.

Key the code for the default time zone.

If the time zone code you key is not defined in Distribution A+, when you

complete your entries on this screen and press ENTER, you will be given the
opportunity to add the new time zone code. For more information, see the

description of the ENTER key.

Valid Values: A time zone defined through Time Zone Codes Maintenance
(MENU OEFIL3).

(A 3) Required

Default Date Format

Use this field to designate the default date format for this user.
Key 1 to use yy/mm/dd as this user’s default date format.
Key 2 to use mm/dd/yy as this user’s default date format.
Key 3 to use dd/mm/yy as this user’s default date format.

Leave this field blank to use the system Default Date Format as this user’s
default date format. The system Default Date Format is defined through
System Options Maintenance (MENU XAFILE).

Refer to Date Formats (p. 4-1) for further information about dates.

(N 1,0) Optional

Department Name

This optional field may be used to help distinguish this user.

Key the department name in which this user works. This name is not
validated and is for informational purposes only.

(A 10) Optional

Default Menu Name

This field reflects the menu that will display when the user signs onto
Distribution A+. The default menu is APLUS, the Main Menu.

Key the default name of the menu that will be displayed each time the user
initially signs onto Distribution A+.

(A 6) Optional

Pop Up Menus

Use this field to specify if pop up windows will appear in place of IBM i
menus for this user throughout Distribution A+.

Key Y to allow this user to use pop up windows.

Key N if pop up windows will not display for this user.
(A 1) Required
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

Attention Menu

Description

Use this field to specify the Distribution A+ menu that will display when the
user presses F5 to start a new task on the Task Selection Screen (p. C-6).

(A 6) Optional

Allow Menu Changes

Key Y to allow this user to change menus when pop up menus are being used.
IfY is selected, the function key F14=Menu CHANGES will appear for this user.

Key N if this user will not be allowed to change menus when pop up menus
are being used.

(A 1) Required

User Email Address

This field displays only if Mail Server is installed.

Use this field to assign an e-mail address to the user. The TO Address field on
the Email Options Screen will be automatically defaulted to the user’s email
address (that you key in this field, if any) that is running the listing or report,
if the Default TO Address to User Address for Listings & Reports field is Y in
Mail Server Options Maintenance (MENU MSFILE).

When you search for an e-mail address from the Email Options Screen, the
address keyed here will also be included in a listing of internal e-mail
addresses on the Internal Email Address Selection Screen. Refer to the Mail
Server User Guide for information about searching for addresses and the
Internal Email Address Selection Screen.

If this field is left blank, the sent from e-mail address will be defaulted to a
value keyed in a FROM Address on the Mail Server System Options
Maintenance Screen.

Key the user’s e-mail address.

NOTE: The address keyed here may be overridden on the Email
Options Screen. Refer to this screen as explained in the
Appendix B of the Mail Server User Guide.

(A 128) Optional
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

Compress

Description

This field displays only if Mail Server is installed.

Use this field to specify whether documents sent as e-mail attachments to the
address in the User Email Address field will be compressed.

Key Y to compress attachments sent to this user. You must key Y in this field
if you want to key Y in the Password Protect field to password protect
attachments.

If you key Y to compress document attachments, the user must have standard
data compression software or be using an e-mail client that supports
compression in order to open the attachment.

Key N to leave attachments sent to this user uncompressed.

NOTE: The value keyed here may be overridden on the Email Options
Screen. Refer to the Appendix chapters of the Mail Server User
Guide for information about that screen.

Default Value: N
(A 1) Required

Password Protect

Use this field to specify whether documents sent as e-mail attachments to the
address in the User Email Address field will be password protected. If you
select to password protect documents, the user will not be able to open the
attachment without the password.

Key Y to password protect attachments sent to this user.

If you key Y to password protect document attachments, then you must also
key Y in the Compress field.

Key N to send attachments sent to this user without password protection.

NOTE: The value keyed here may be overridden on the Email Options
Screen. Refer to the Appendix chapters of the Mail Server User
Guide for information about that screen.

Default Value: N
(A 1) Required

Password

This field is required if you keyed Y in the Password Protect field. If you
keyed N in the Password Protect field, then you must leave this field blank.

Key a password. The user must know the password and key it in order to
open the attachment.

NOTE: The password keyed here may be overridden on the Email
Options Screen. Refer to the Appendix chapters of the Mail
Server User Guide for information about that screen.

(A 10) Required/Blank
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

Point of Sale User

Description

Use this field to identify that this user will only be a Point of Sale user which
will provide access directly to Point of Sale Entry (Menu PSMAIN). The
Point of Sale type users are counted separately for security purposes and will
be counted in the POS User Count and not against the Distribution A+ user
count.

Key Y for the user if the only menu option they can access is Point of Sale
Entry (MENU PSMAIN).

Key N if the user has access to other menus and options within Distribution
A+.

(A 1) Required

M.O.E. User Number

This field displays only if Mobile Order Entry is installed on your system.

Use this field to assign a MOE user number to this user. Assign a number
only if the user will be performing Mobile Order Entry functions

Key the next available MOE User Number, as depicted to the right of this
field under the Next Available field heading. To register the user as a MOE
user, press the F14=M.O.E. RaesTR function key.

NOTE: If None Available appears under the Next Available field
heading, the maximum number of Mobile Order Entry users
that you are licensed to use has been reached.

NOTE: Ifyou assign a MOE User Number that is currently assigned to
an existing user, the existing user will no longer be able to use
Mobile Order Entry.

(N 4,0) Optional
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key Description

s@w User Number This field appears only if the sales@work module is installed.

Use this field to specify the sales@work user number for this user. You
should only assign a number to this user if you want this user to be
authorized to use sales@work.

Key the next available sales@work user number, shown in the Next
Available field. Press F10=s@w RGSTR to register this user as a sales@work
user.

NOTE: If there are no sales@work numbers available, None
Available will display under the Next Available heading. If
None Available displays, the maximum number of
sales@work users that you are licensed to use has been
reached. Do not enter a number larger than the number of
authorized users for which you are licensed. If you do, Number
exceeds number of authorized copies will appear.

NOTE: Ifyou use an existing sales@work user number for a new user,
the sales@work user number will be re-assigned to belong to
the new user and the existing user will no longer be able to use
sales@work.

Default Value: 1, if you are maintaining the user ID specified as the
sales@work server user through sales@work System Options Maintenance
(MENU SWFILE). User number 1 is automatically assigned to the
sales@work server user during sales@work System Options Maintenance
(MENU SWFILE).

Valid Values: A number greater than 0 and equal to or less than the number
of users specified in the Number of Authorized Users field in sales@work
System Options Maintenance (MENU SWFILE). The next available user
number and the total available appear under the Next Available heading. User
number 1 is reserved for the sales@work server user.

(N 4,0) Optional

F4=Time Zone Maint The F4=Time ZoNE MAINT displays only if you press ENTER and the time zone
code you keyed in the Default Inq/Rpt Time Zone field is not defined as a
valid time zone code in Distribution A+.

Pressing the F4=TiMe ZoNE MAINT function key displays the first screen of the
Time Zone Code Maintenance option (MENU OEFIL3). You can then add
the new time zone code to the system immediately, as part of the user
registration process. When you have finished adding the time zone code, you
will be returned to the Register Users Maintenance Screen (p. 9-8) to
complete the user registration.
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Register Users Maintenance Screen Fields and Function Keys

Field/Function Key

F10=s@w Rgstr

Description

F10=s@w RGsTR appears only if the sales@work module is installed.

Press the F10=s@w RasTR function key to register this user as a sales@work
user or to change the registration information for a previous registered user.
The sales@work User Registration Screen (p. 9-21) appears.

Fl1=s@w User List

F11=s@w UsER LisT appears only if the sales@work module is installed.

Press the F11=s@w UsEeR LisT function key to display a list of registered
sales@work users. The sales@work Users Screen (p. 9-28) will appear.

F12=Return

Press the F12=ReTURN function key to return to the Register Users Screen (p.
9-3) without updating this screen.

F14=M.O.E. Rgstr

F14=M.0.E. RasTR displays only if Mobile Order Entry is installed on your
system.

Press the F14=M.0.E. RasTR function key to register the user as a MOE user.
The Mobile Order Entry User Registration Screen (p. 9-30) will appear.

F15=M.O.E. User Lst

F15=M.0O.E. UsER LsT displays only if Mobile Order Entry is installed on your
system.

Press the F15=M.0O.E. UsER LsT function key to view a list of current MOE
users. The Mobile Order Entry User List Screen will appear. For an
explanation of this screen, refer to Customer Call Inquiry (MENU OSMAIN)
in the Mobile Order Entry Server section of the Mobile Order Entry User
Guide.

Enter

Press ENTER to confirm your selections. If Workflow Management is
installed, the User Workflow Options Screen (p. 9-16) will appear. If
Workflow Management is not installed, the Register Users Screen (p. 9-3)
will appear.

If the time zone code you entered in the Default Inq/Rpt Time Zone field is
not defined as a valid time zone code in Distribution A+, when you press
ENTER you will see the message: “Time Zone Code does not Exist - Press
F4 to add.”
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User Workflow Options Screen

USER WORKFLOW OPTIOMS
U=zer ID:  APDEMOD APLUS Demo Uszer

Alert Delivery Type: L1 (I - Internal, E - External)
Copy To Email: Mo (YsM)

Manager User ID7Y

Ezcalate To User IDY

Temporary Replacement User IDY

FE=IF5 Uszer List Fl#=Return

This screen appears only if Workflow Management is installed. This screen appears after pressing
ENTER on the Register Users Maintenance Screen (p. 9-8).

Use this screen to maintain user Workflow Management information.

User Workflow Options Screen Fields and Function Keys

Field/Function Key Description

Alert Delivery Type  This field appears only if you have the Mail Server module installed.

Use this field to specify how alert messages will be delivered to this user.
You can deliver alert messages via Distribution A+ Application Mail or e-
mail.

Alert messages delivered via e-mail cannot be escalated. If you want to
deliver messages via e-mail but also track them for escalation, key an | in this
field and a Y in the Copy to Email field. For more information, refer to the
description of the Copy to Email field.

Key I to send alert messages to this user via Application Mail.

Key E to send alert messages to this user via e-mail. If you key an E in this
field, you must also key an e-mail address in the User Email Address field on
the Register Users Maintenance Screen (p. 9-8).

Default Value: 1

Valid Values: If this user is the Workflow Management administrator, this
field must be .

(A 1) Required
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User Workflow Options Screen Fields and Function Keys

Field/Function Key

Manager User ID

Description

Key the user ID of this person’s manager.

If the user being maintained is assigned as an A/R Call Rep through A/R Call
Reps Maintenance (MENU ARFIL2), this Manager User ID field by
association becomes the Workflow Management Credit Manager recipient.

If the user being maintained is assigned to a sales rep as an Alert User ID
through Salesreps Maintenance (MENU SAFILE), this Manager User ID
field by association becomes the Workflow Management Sales Manager
recipient.

If the user being maintained is assigned to a buyer as an Buyer User ID
through Buyers Maintenance (MENU POFILE), this Manager User ID field
by association becomes the Workflow Management Purchase Manager
recipient.

Valid Values: A user ID defined through Register A+ User IDs (MENU
XACFIQG) that is not the ID of the user whose Workflow Management
options you are maintaining.

(A 10) Optional

Escalate to User ID

Use this field to specify whom alert messages to this user should be escalated
to. Messages can only be escalated for users with an | in the Alert Delivery
Type field.

If the user whose Workflow Management options you are maintaining does
not acknowledge an alert message received through Application Mail in the
time specified in the Escalation Interval field on the Alert Detail Screen
through Alert Tailoring (MENU MGFILE), the message will be forwarded to
the user ID in this field. If a message is sent to an e-mail address, escalation
will cease.

Key the user ID.

Valid Values: A user ID defined through Register A+ User IDs (MENU
XACFIG) that is not the ID of the user whose Workflow Management
options you are maintaining.

(A 10) Optional

Temporary
Replacement User ID

Use this field to specify who should receive alert messages addressed to the
user you are maintaining when the user is unavailable (e.g., away on
vacation). If you key a user ID in this field, all alert messages addressed to
the user you are maintaining will be sent to the Temporary Replacement User
ID until you return to this screen and blank out this field.

Key the user ID.

Valid Values: A user ID defined through Register A+ User IDs (MENU
XACFIQG) that is not the ID of the user whose Workflow Management
options you are maintaining.

(A 10) Optional
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User Workflow Options Screen Fields and Function Keys

Field/Function Key

IFS User ID

Description

Each Infor A+ User that will be accessing Infor Ming.le needs to have an IFS
User ID created and designed for their specific roles (functions) within the
company.

To be able to receive tasks, notifications, and alerts from Infor Ming.le to
Infor A+, each Infor ION User needs to be mapped to an Infor A+ User ID.

After creating the IFS User ID in security within Infor ION, assign the IFS
User ID to an Infor A+ User ID. Each Infor ION User can have only one
corresponding Infor A+ User ID. This field must be an exact mapping to the
Person ID field that displays through Infor ION Desk> Desk Permissions
which is loaded from your network domain email system.

Key the Infor ION ID that represents the role for this Infor A+ user.

(A 10) Optional

F2=IFS User List

Press the F2=IFS UsER LisT function key to displays a list of Infor A+ Users
that have been assigned Infor ION IDs. The IFS User Listing Screen (p. 9-19)
appears.

F12=Return Press the F12=ReTURN function key to return to the previous screen without
saving your entries.
Enter Press ENTER to save your entries. The Register Users Screen (p. 9-3) will

appear.
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IFS User Listing Screen

Last

IF5 USER LTISTIMG
Uzer Id Name
1 APDEMO APLUS Demo User
?  APDEMOGEM APLUS Demo User
3 APDEMO11 APLUS Demo User
Selection: _ | Fands
F&=IF3 User ID Flz=Return

This screen appears when you press F2=IFS UskR LisT on the User Workflow Options Screen (p. 9-16).
Use this screen to review and select an Infor ION IFS User ID from those that have previously been
created through this option.

IFS User Listing Screen Fields and Function Keys

Field/Function Key

(Reference Number)

Description

Use the number in this field to select a user ID to change or delete.

Key the number that corresponds to the user ID you want to select in the
Selection field.

Display
User ID / Name The top of the screen will present a rolling list of the Distribution A+ users
that have been assigned an Infor ION User ID through this option.
e User ID: is the Distribution A+ User ID
* Name / IFS User ID: this field will toggle with the F2=IFS UseRr ID /
F2=UsER ID NAME to display the Distribution A+ User ID or the Infor ION
User ID. The Infor ION ID is the role that has been assigned to the
Distribution A+ User ID.
Display
Selection Use this field to select an Infor ION User ID.

Key the reference number that corresponds to the user you want to select.
(N 2,0) Optional
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IFS User Listing Screen Fields and Function Keys

Field/Function Key

Find

Description

Use this field to search for a user based on the Distribution A+ user name. To
effectively use this search, you should position the screen to view the
Distribution A+ user name information (F2=IFS UseRr ID will be displayed).

Key all or part of the user name and press ENTER to reposition the list to the
first user that matches your entry.

(A 40) Optional

F2=IFS User ID /
F2=User ID Name

Press the F2=IFS UseRr ID / F2=UskeR ID NAmME function key to change the
display of the column on this screen to display either the Distribution A+
User Name or the Infor ION User ID field.

F12=Return Press the F12=ReTurN function key to return to the User Workflow Options
Screen (p. 9-16) without making a selection.
Enter Press ENTER to select the Infor ION User ID and update that field to the

Distribution A+ User that you are currently maintaining.
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sales@work User Registration Screen

=y zer Mumber: QEa3 ASC400 User ID: APDEMO
2w Uszer ID: APD gl Pazsword: APDEMO
Date 0Of:

La=t Customer Update:
Lazt Item File Update:
Lazt Salez Analyszis Update:

F9=Re=set z@w User ID F2=Chg Upd Date=s F1z=Return

zalesfwork User Registration

This screen appears after you press F10=s@w RGsTR on the Register Users Maintenance Screen (p. 9-8).

Use this screen to specify a sales@work user ID and password for this user. The sales@work user ID
and password for this user must be the same as the user ID and password that will be set up for the user
on the client through sync@work. This screen also displays the date of the last file updates for this

Uuser.

sales@work User Registration Screen Fields and Function Keys

Field/Function Key

s@w User ID

Description

If you are maintaining the sales@work server user, you cannot change the
value in this field.

Key the sales@work User ID that you want assigned to this user. This user
will use this ID to log on to sales@work.

Default Value: ZZZ., if you are maintaining the sales@work server user
(s@w User Number 1)

(A 3) Required

s@w Password

Key the sales@work password for this user. The user will use this password
to log on to sales@work.
Default Value: 1f you are maintaining the sales@work server user (s@w

User Number 1), the password specified in the s@w Server User Password
field in sales@work System Options Maintenance (MENU SWFILE).

(A 10) Required
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sales@work User Registration Screen Fields and Function Keys

Field/Function Key

Last Customer Update

Description

This field displays the date that this user last received customer changes from
the host. Typically, this date is automatically updated by sales@work;
however, you can override this date by pressing F2=CHG UPDATE DATES.

Display

Last Item File Update

This field displays the date that this user last received all item changes from
the host. Typically, this date is automatically updated by sales@work;
however, you can override this date by pressing F2=CHG UPDATE DATES.

Display

Last Sales Analysis
Update

This field displays the date that this user last received sales analysis changes
from the host. Typically, this date is automatically updated by sales@work;
however, you can override this date by pressing F2=CHG UPDATE DATES.

Display

F2=Chg Upd Dates

Press the F2=CHc UpPD DATEs function key to change the date fields on this
screen. The Change/Update Dates for sales@work Screen (p. 9-23) will
appear.

F9=Reset s@w User
IDs

For speed and efficiency, the sales@work synchronization process does not
receive data last updated by the user that is synchronizing on a remote client.
However, in some instances, such as a change in company and/or territory
security through Register A+ User IDs (MENU XACFIG) or the actual loss
of the remote client database, it is necessary for all data to be received by the
remote client user during synchronization.

Press the F9=ReseT s@w UsER IDs function key to reset the sales@work tables
and allow all data to be updated to a remote client during the next
synchronization.

F12=Return Press the F12=ReTurN function key to return to the Register Users
Maintenance Screen (p. 9-8) without saving your entries.
Enter Press ENTER to confirm your entries. The Assign Salesrep Numbers to s@w

Users Screen (p. 9-25) will appear.
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Change/Update Dates for sales@work Screen

EEF R R R EE R R R R AR I SRR R EE R R R S T

CHANGE /UPDATE DATES

Date 0f.
Last [ustomer Update: BROANR

Last Item File Update: BROARA

Last Sales fnalysis Update:  AOOGERD

+
+
+
+
+
+
%
*
+
+

F12=Return

F3 33T R I R EEE R EE R R R RS RS ER SRR EE RS R S

..
==

This screen appears after you press F2=CHc UPD DATES on the sales@work User Registration Screen (p.
9-21).

Use this screen to change/update the date fields. Because the synchronization extract gathers only the
data that has changed since the last synchronization, changing the date will affect what data is
extracted for the user during the next synchronization with the host. If there had been a technical
failure with that synchronization, you could reset the date here and synchronize again to ensure that the
client received the most current data. Under normal circumstances, the dates on this screen should not
need to be changed.

You must key dates in the date format specified in the Default Date Format field on the Register Users
Maintenance Screen (p. 9-8) for the user logged on to Distribution A+. If that field is blank, use the date
format specified in the Default Date Format field on System Options Maintenance Screen 1 in System
Options Maintenance (MENU XAFILE).

Change/Update Dates Screen Fields and Function Keys

Field/Function Key Description

Last Customer Update Key the last customer update date, if needed. If you clear the field, all
information will be sent during the next send request. From that point on,
only changes to the information will be sent.

(N 6.0) Optional
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Change/Update Dates Screen Fields and Function Keys

Field/Function Key

Description

Last Item File Update Key the last item file update date, if needed. If you clear the field, all
information will be sent during the next send request. From that point on,
only changes to the information will be sent.

(N 6.0) Optional

Last Sales Analysis Key the last sales analysis update date, if needed. If you clear the field, all

Update information will be sent during the next send request. From that point on,
only changes to the information will be sent.

(N 6.0) Optional

F12=Return Press the F12=ReTurN function key to return to the sales@work User
Registration Screen (p. 9-21), without saving your entries.

Enter Press ENTER to confirm your entries and return to the sales@work User

Registration Screen (p. 9-21).
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Assign Salesrep Numbers to s@w Users Screen

| ASSIGN SALESREP NUMBERS TO =@w LSER

=y Uzer Mumber: 3 =y Uzer ID: APD

Company Mumber?  Territory Humber?  Salesrep Mumber?

61

F3=Change Flz=Return

This screen appears after you press ENTER on the sales@work User Registration Screen (p. 9-21).

Use this screen to assign company, territory, and sales rep security to this user. These assignments
control what level of information the sales@work user can access from the host.

You can define up to 10 levels of security. Security can be based on any of the following:
» company only
¢ company and territory

« company and sales rep

You must assign a company to a user.

Example: To assign security to a user for company 01 and territory NE

Company Number Territory Number Salesrep Number

01 NE

Example: To assign security to a user for company 01 and sales rep numbers 1, 2, and 3

Company Number Territory Number Salesrep Number

01 1
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Example: To assign security to a user for company 01 and sales rep numbers 1, 2, and 3

01

2

01

3

Customer information and other secure information associated with company 01, territory NE, and
sales reps 1, 2, and 3 would be available to this user from sales@work. Information for all other
companies, territories, and sales reps would not be retrieved during synchronization.

Assign Salesrep Numbers to s@w Users Screen Fields and Function Keys

Field/Function Key

Company Number

Description

Use this field to specify the company number of the company whose
information you want to be available to this sales@work user. You can
further limit the company information this user can access by specifying a
territory number or a sales rep number.

Key the company number.

Valid Values: A company number defined through Company Name
Maintenance (MENU XAFILE).

(10 @ A 2) Required

Territory Number

Use this field to specify the territory number of the territory whose
information you want to be available to this sales@work user.

Key the territory number.

Valid Values: A territory number defined through Territory Maintenance
(MENU SAFILE) for the company specified in the Company Number field.
You cannot key a territory number on the same line as a sales rep number.

(10 @ A 3) Optional

Salesrep Number

Use this field to specify the number of the sales representative whose
information you want to be available to this sales@work user.

Key the sales representative number.

Valid Values: A sales rep number defined through Salesrep Maintenance
(MENU SAFILE) for the company specified in the Company Number field.
You cannot key a sales rep number on the same line as a territory number.

(10 @ N 5,0) Optional

F5=Change F5=CHANGE appears only if you are maintaining a previously defined user.
Press the F5=CHaNGE function key to make the fields on this screen available
for maintenance.

F12=Return Press the F12=ReTurN function key to return to the sales@work User

Registration Screen (p. 9-21) without saving your entries.
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Assign Salesrep Numbers to s@w Users Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to save your entries. If you have Workflow Management
installed, the User Workflow Options Screen (p. 9-16) will appear; otherwise,
the Register Users Screen (p. 9-3) will appear.
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sales@work Users Screen

SALESENORE USERS

sfw sl

lzer Mo User Id ASA400E Id M ame
1 1 i SEWSERYER
z z APD AFDEMO A+ Demo User ID

More. ..
Selection: _ Find:
Flz=Return

This screen appears after you press F11=s@w UsER LisT on the Register Users Maintenance Screen (p. 9-
8).

This screen lists the users that have been registered as sales@work users. This screen displays the

+ sales@work user number

+ sales@work user ID

« IBMiUser ID

* user name

sales@work Users Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  This column displays a reference number for every sales@work user in the
list. Key this number in the Selection field and press ENTER to select a user.

Display

Selection Use this field to select a sales@work user.

Key the Reference Number that corresponds to the user you want to select.
(N 2,0) Optional

Find Use this field to search for a user in the list by user name.

Key all or part of the first characters of a user name and press ENTER to
reposition the list to the first user that matches your entry.

(A 40) Optional
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sales@work Users Screen Fields and Function Keys

Field/Function Key Description

F12=Return Press the F12=ReTurN function key to return to the Register Users
Maintenance Screen (p. 9-8) without making a selection.

Enter Press ENTER to

* initiate the search process, if you keyed criteria in the Find field. The list
of users will be repositioned to the first user that matches the search
criteria.

« select a user, if you keyed a reference number in the Selection field. The
sales@work User Registration Screen (p. 9-21) will appear with the user
number you selected in the s@w User Number field.
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Mobile Order Entry User Registration Screen

M.0.E. User Mo: 1 ASAA00 User ID: APDEMO
M.0.E. Uzer ID: gPD M.0.E. Passzword: AFDEMD ..
Send Quantities: ¥, (M)
Show Costs: W (¥ M)

Date 0Of:
Lazt Cusztomer Update: Q0000
Lazt Item File Update: Q0000
Lazt Quantities lpdate: Q0000

MOEILE ORDER ENMTRY USER REGISTRATION

flternate Ship Cd? 1,
Order Source Code?  5R

Fi=Chg Upd Dates Fo=0rder Source Code Maint
Fd=Alternate Ship Cd Maint Flz=Return

This screen displays after pressing F14=M.0.E.RcsTR on the Register Users Maintenance Screen (p. 9-8).
Use this screen to register and define options for Mobile Order Entry (MOE) users.

NOTE: The options defined here for Mobile Order Entry users will override the system
options defined through M.O.E. Option Maintenance (MENU OSMAIN).

Mobile Order Entry User Registration Screen Fields and Function Keys

Field/Function Key

M.O.E. ID

Description

Key the Mobile Order Entry user ID that you want assigned to this user. This
user will use this ID to log on to the Mobile Order Entry remote client.

NOTE: The user ID ZZZ is reserved for the sales@work server user
and should not be used as a Mobile Order Entry user ID.

Valid Values: A-7;0-9
(A 3) Required

M.O.E. Password

Key the password to be entered by this user when signing on to the Mobile
Order Entry system from their remote PC. You will be keying this password
in the Mobile OE Password field on the Mobile Order Entry Options Window
when you set up the CLIENT for this user.

NOTE: This password is not related to the user’s IBM i password. It is
strongly recommended that this password be different from the
user’s IBM i password.

(A 10) Required
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Mobile Order Entry User Registration Screen Fields and Function Keys

Field/Function Key

Send Quantities

Description

NOTE: If'this field is N, cost-based pricing will not be available for the
remote MOE user.

Key Y to allow this user to view item quantities from their remote PC. MOE
users can view quantities only if the Track Quantity Available field is Y in
M.O.E. Option Maintenance (MENU OSMALIN).

Key N to prevent this user from viewing item quantities.

Default Value: The value defined in the Track Quantity Available field in
M.O.E. Option Maintenance.

Valid Values: N if the Track Quantity Available field is N in M.O.E. Option
Maintenance.

(A 1) Required

Show Costs

Key Y to display costs for this user. The Mobile Order Entry Warehouse List
Screen (or Form, as referred to on the remote Mobile Order Entry PC) will
show the item’s cost.

Key N to prevent costs from being displayed for this user.

Default Value: The value defined in the Show Costs field through M.O.E.
Option Maintenance (MENU OSMAIN).

Valid Values: N if any of the following fields is N
« Track Quantity Available field in M.O.E. Option Maintenance
« Show Costs field in M.O.E. Option Maintenance

» Send Quantities field on this screen
(A 1) Required
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Mobile Order Entry User Registration Screen Fields and Function Keys

Field/Function Key
Alternate Ship Cd

Description

NOTE: This field is required if the Send Quantities field is Y.

Use this field to specify the warehouse list for which this user will receive
quantities (that is, for which quantities are distributed to the remote Mobile
Order Entry systems.)

The warehouse list, which is defined through Alternate Shipping
Warehouses (MENU OEFIL2) can contain up to fifty warehouses. It is
recommended that you create an alternate ship code for use exclusively with
Mobile Order Entry. MOE users will utilize this as a warehouse list requiring
your main shipping warehouse at the top of the list.

Key the desired alternate ship code for this user. Each MOE user may be
assigned a different alternate ship code.

NOTE: Press F4=ALTERNATE SHIP CD MAINT to access the Alternate
Shipping Warehouse Maintenance Screen [for an explanation
of this screen and other screens that it may call, refer to
Alternate Shipping Warehouses Maintenance (MENU
OEFIL2) in the Order Entry User Guide.]

Default Value: The value defined in the Alternate Ship Cd field in M.O.E.
Option Maintenance (MENU OSMAIN).

Valid Values: An alternate ship code defined through Alternate Shipping
Warehouses Maintenance (MENU OEFIL2).

(A 2) Required

Order Source Code Key the order source code that will identify this MOE user’s orders.
Valid Values: An order source code defined through Order Source Codes
Maintenance (MENU OEFILE).
(A 2) Required

Update Dates You can change/update these dates by using the F2=CHe UPD DATES.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register A+ User IDs (MENU XACFIQG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(3 @ N 6,0) Optional

F2=Chg Upd Dates

Press the F2=CHg Urp DATES function key to change the date fields on this
screen. The Change/Update Dates for Mobile Order Entry Screen (p. 9-34)
will appear.

F4=Alternate Ship Cd
Maint

Press the F4=ALTERNATE SHIP Cb MAINT function key to display the Alternate
Shipping Warehouse Maintenance Screen. Refer to Alternate Shipping
Warehouses Maintenance (MENU OEFIL2) in the Order Entry User Guide
for an explanation of this screen.
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Mobile Order Entry User Registration Screen Fields and Function Keys

Field/Function Key Description

F5=0rder Source Code Press the F5=ORDER SouRcE CoDE MAINT function key to display the Order

Maint Source Code Maintenance Screen. Refer to Order Source Codes
Maintenance (MENU OEFILE) in the Order Entry User Guide for an
explanation of this screen.

F12=Return Press the F12=ReTurN function key to return to the Register Users
Maintenance Screen (p. 9-8) without saving your changes.

Enter Press ENTER to save your changes. The Assign Salesrep Numbers to M.O.E.
User Screen (p. 9-38) appears.
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Change/Update Dates for Mobile Order Entry Screen

EEF R R R EE R R R R AR I SRR R EE R R R S T

CHANGE /UPDATE DATES

Date 0f.
Last [ustomer Update: BROANR

Last Item File Update: BROARA

Last Sales fnalysis Update:  AOOGERD

+
+
+
+
+
+
%
*
+
+

F12=Return

F3 33T R I R EEE R EE R R R RS RS ER SRR EE RS R S

..
==

This screen appears after you press F2=CHc UpD DATES on the Mobile Order Entry User Registration
Screen (p. 9-30).

Use this screen to change/update the date fields. Because the synchronization extract gathers only the
data that has changed since the last synchronization, changing the date will affect what data is
extracted for the user during the next synchronization with the host. If there had been a technical
failure with that synchronization, you could reset the date here and synchronize again to ensure that the
client received the most current data. Under normal circumstances, the dates on this screen should not
need to be changed.

You must key dates in the date format specified in the Default Date Format field on the Register Users
Maintenance Screen (p. 9-8) for the user logged on to Distribution A+. If that field is blank, use the date
format specified in the Default Date Format field on System Options Maintenance Screen 1 in System
Options Maintenance (MENU XAFILE).

Change/Update Dates Screen Fields and Function Keys

Field/Function Key Description

Last Customer Update Key the last customer update date, if needed. If you clear the field, all
information will be sent during the next send request. From that point on,
only changes to the information will be sent.

(N 6.0) Optional
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Change/Update Dates Screen Fields and Function Keys

Field/Function Key

Description

Last Item File Update Key the last item file update date, if needed. If you clear the field, all
information will be sent during the next send request. From that point on,
only changes to the information will be sent.

(N 6.0) Optional

Last Sales Analysis Key the last sales analysis update date, if needed. If you clear the field, all

Update information will be sent during the next send request. From that point on,
only changes to the information will be sent.

(N 6.0) Optional

F12=Return Press the F12=ReTurN function key to return to the Mobile Order Entry User
Registration Screen (p. 9-30), without saving your entries.

Enter Press ENTER to confirm your entries and return to the Mobile Order Entry

User Registration Screen (p. 9-30).
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Mobile Order Entry User List Screen

MOBILE ORDER EMTRY USERS
M.0.E. M.0.E.
Uzer No User Id ASAA00 Td Name
1 1 MEE COPYFROM APLUS Demo User
Last
Selection: | | Fands
Flz=Return

This screen displays after pressing F15=M.0.E.UseR LsT on the Register Users Maintenance Screen (p.
9-8). This screen displays (in alphabetical sequence by user ID) Mobile Order Entry users defined
through Register A+ User IDs (MENU XACFIG).

Use this screen when you do not recall the user’s ID. After selecting the desired ID, press ENTER to
return to the previous screen. You may also reposition the display to a desired record containing the
find string entered.

Mobile Order Entry User List Screen Fields and Function Keys

Field/Function Key Description

(Reference Number)  The reference number associated with the Mobile Order Entry user. Key this
number in the Selection field to select the user for which detailed
information will display.

Display

User No The number of the MOE user defined through Register A+ User IDs(MENU
XACFIG).

Display

User ID The user ID defined through Register A+ User IDs (MENU XACFIG).
Display

AS/400 ID The IBM i user profile of the MOE user defined through User Maintenance
(MENU XASCTY).

Display
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Mobile Order Entry User List Screen Fields and Function Keys

Field/Function Key

Name

Description

The name of the IBM i user defined through User Maintenance (MENU
XASCTY).

Display

Selection

Key the reference number of the user you want to select, and press ENTER.
(N 2,0) Optional

Find

Use this field to search for and display (on the first line) the name that
matches the characters entered in this field. The screen will be positioned to
the record containing the find string and any user numbers defined after the
record found will sequentially display.

(A 40) Optional

F12=Return

Press F12=RETURN to return to the Register Users Maintenance Screen (p. 9-8)
without selecting a user.

Enter

Press ENTER after keying the reference number of the user you want to select.
The Register Users Maintenance Screen (p. 9-8) will appear.
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Assign Salesrep Numbers to M.O.E. User Screen

M.0.E. User Mumber: 1 M.0.E. User Id: APD

Company Mumber?  Territory Humber?  Salesrep Mumber?

[, ME.. L

ASSIGN SALESREP WUMBERS TO HM.O.E. USER

F3=Change Flz=Return

This screen appears when you press ENTER on the Mobile Order Entry User Registration Screen (p. 9-

30).

Assign Salesrep Numbers to M.O.E. Users Screen Fields and Function Keys

Field/Function Key

Company Number

Description

Use this field to specify the company number of the company whose
information you want to be available to this MOE user. You can further limit
the company information this user can access by specifying a territory
number or a sales rep number.

Key the company number.

Valid Values: A company number defined through Company Name
Maintenance (MENU XAFILE).

(10 @ A 2) Required

Territory Number

Use this field to specify the territory number of the territory whose
information you want to be available to this MOE user.

Key the territory number.

Valid Values: A territory number defined through Territory Maintenance
(MENU SAFILE) for the company specified in the Company Number field.
You cannot key a territory number on the same line as a sales rep number.

(10 @ A 3) Optional
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Assign Salesrep Numbers to M.O.E. Users Screen Fields and Function Keys

Field/Function Key

Salesrep Number

Description

Use this field to specify the number of the sales representative whose
information you want to be available to this MOE user.

Key the sales representative number.

Valid Values: A sales rep number defined through Salesrep Maintenance
(MENU SAFILE) for the company specified in the Company Number field.
You cannot key a sales rep number on the same line as a territory number.

(10 @ N 5,0) Optional

F5=Change F5=CHANGE appears only if you are maintaining a previously defined user.
Press the F5=CHANGE function key to make the fields on this screen available
for maintenance.

F12=Return Press the F12=ReTURN function key to return to the sales@work User
Registration Screen (p. 9-21) without saving your entries.

Enter Press ENTER to save your entries. If you have Workflow Management

installed, the User Workflow Options Screen (p. 9-16) will appear; otherwise,
the Register Users Screen (p. 9-3) will appear.
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chaprTer 10 Otart an A+ Session

Use this option to begin a session. From the Begin an A+ Session - Get Base Screen, you will be
allowed to select the base environment you wish to use, if you are allowed to access multiple base
environments [Allow Multi-Base has been defined as Y through Register A+ User IDs (MENU
XACFIG)]. If you are not allowed to access multiple base environments, you will not be able to select
the base environment you wish to be in; instead, the default base environment defined for you through
Register A+ User IDs (MENU XACFIG) will be used and the Begin an A+ Session - Get Environment
Screen (p. 10-4) will not display.

Begin a session through Start an A+ Session on the A+ Configuration Menu (MENU XACFIG).

Start an A+ Session

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Begin an A+ Session - Get Base Screen Use to confirm the default base ID, change the selected
base ID, or cancel the option.

Begin an A+ Session - Get Environment Use to confirm the selected file environment, change the

Screen selected file environment, or cancel the option.

Begin an A+ Session - Error Message This screen displays when the IBM i User ID entered
Screens has not yet been identified as a registered Distribution
A+ User.

Start an A+ Session - Command Not This page describes the series of error message screens
Allowed that may appear and the recommended action for those

specific screens.
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Begin an A+ Session - Get Base Screen

BEGIN AN A+ SESSIOM

Press EMTER tao confirm this Base,
change the Base, or press F3 to Cancel.

Bazet 2  wOG.03.0Z2 A+ Demo Masters

F3=Cancel

This screen displays after selecting option 5 - Start an A+ Session from MENU XACFIG if you are
allowed to access multiple base environments; otherwise, this screen will not display. Instead, either
the Begin an A+ Session - Get Environment Screen (p. 10-4) will display if you are allowed to access
multiple file environments or the default menu selected through Register A+ User IDss (MENU
XACFIG) will display.

Use this screen to confirm the selected environment, change the selected environment, or cancel the
option.

NOTE: If multiple environments are allowed, you also may display this screen by keying
APLUS on any command line within Distribution A+.

Begin an A+ Session - Get Base Screen Fields and Function Keys

Field/Function Key Description

Base A base ID represents a set of installed programs and files the user will use
when signed onto Distribution A+. Press ENTER to confirm the default base
ID, or key a different base ID.

Default Value: The default Base ID assigned to the user on the Register Users
Maintenance Screen (p. 9-8)

(A 2) Optional

F3=Cancel Press the F3=CANCEL function key to exit this screen and return to the menu.
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Begin an A+ Session - Get Base Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to confirm the selected environment.

If you are allowed to access multiple file environments the Begin an A+
Session - Get Environment Screen (p. 10-4) will display; otherwise the default
menu selected through Register A+ User IDs (MENU XACFIG) will display.
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Begin an A+ Session - Get Environment Screen

BEGIN AN A+ SESSIOM

Press EMTER ta confirm this environment, change
the Environment ID or press F3 to cancel.

Ervirorment IDT [ wBO53.03.02 A+ Mozt Modules

F3=Cancel

This screen displays after selecting:

« option 5 - Start an A+ Session from MENU XACFIG if you are allowed to access multiple file
environments but not allowed to access multiple base ID’s

 after pressing ENTER on the Begin an A+ Session - Get Base Screen (p. 10-2) if you are allowed to
access multiple file environments.

Important

If this screen displays with a Warning message:

WARMING: Thiz Erwirorment has not been initialized by
option 7 on menu KACFIG. Data corruption may
oceur in thiz envirorment unless option 2 on
meru #ACFIG 1z run before any other option,

Contact the Infor Distribution A+ System Administrator for further assistance before
completing any tasks to prevent data corruption.

Use this screen to confirm the selected file environment, change the selected file environment, or
cancel the option.
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NOTE: If multiple environments are allowed, you also may display this screen by keying
APLUS on any command line within Distribution A+.

Begin an A+ Session - Get Environment Screen Fields and Function Keys

Field/Function Key Description

Environment ID An environment represents a set of files the user will use when signed onto
Distribution A+. Press ENTER to confirm the environment, or key a different
environment ID.

Default Value: The default environment assigned to the user on the Register
Users Maintenance Screen (p. 9-8)

(A 2) Optional
F3=Cancel Press the F3=CaNncEeL function key to exit this screen and return to the menu.
Enter Press ENTER to confirm the selected environment. The the default menu

selected through Register A+ User IDs (MENU XACFIG) will display.
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Begin an A+ Session - Error Message Screens

BEGIN AN A+ SESSIOM

Your Uszer ID has not been registered as a walid A+ user.

Hawve your system manager register your Uszer ID or sign on
with a different User ID. This option will be cancelled.

Press enter to continue

This message displays when the IBM i User ID the being used has not yet been identified as a

registered Distribution A+ User ID. Contact your Infor Distribution A+ System Administrator for
further assistance.

Begin an A+ Session - Error Message Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to close this message screen and return to the menu. Contact

your Infor Distribution A+ System Administrator for further assistance.

10-6



Start an A+ Session

Start an A+ Session - Command Not Allowed

Procedure is not allowed to be called fram a ¥6 ar higher session.
¥ou will need to exit out of A+ and initiate a new session.

lze the APLUS command for executing a ¥6 or higher session.

Press EMTER to Continue

This screen displays after keying the APLUS2 command from within an Distribution A+ environment
that has been updated to Version 6 or greater. In this environment, the APLUS2 command is no longer
valid. Use the APLUS command instead. To switch between versions, you should sign out of
Distribution A+ and sign back in again.

There are several screens that display when an error condition or control condition exists and you
cannot continue.

Initial Menu

You are not on the initial menu for your User ID and based on System 1 security, you can only change
menu’s from your initial menu. Return to your initial menu and then select your task again.

Maximum A+ Users

The maximum number of authorized Infor Distribution A+users has been reached and you cannot sign
on at this time. Contact your Infor Distribution A+ System Administrator for further assistance.

Command APLUS Not Allowed

You keyed the APLUS command from within an Distribution A+ environment that has been at Version
5 or lower. In this environment, the APLUS command does not exist. Use the APLUS2 command
instead.To switch between versions, you should sign out of Distribution A+ and sign back in again.
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Attention Menu Active

This screen displays when you attempt to switch bases or environments after the activation of the
Attention Menu. Use the F12=ReTurN function key to back out of the Attention Menu functionality and
retry your command.

Missing RF or POS Security String
You are attempting to log directly in to Point of Sale Entry (MENU PSMAIN) or the Radio Frequency

Transaction Manager (MENU RFMAIN) and the security string for that modules has not been entered.
Contact your Infor Distribution A+ System Administrator for further assistance.

Maximum A+ Radio Frequency Users

The maximum number of authorized Infor Distribution A+Radio Frequency Transaction Manager
(MENU RFMAIN) users has been reached and you cannot sign on at this time. Contact your Infor
Distribution A+ System Administrator for further assistance.

Maximum A+ Point of Sale Users

The maximum number of authorized Infor Distribution A+ Point of Sale Entry (MENU PSMAIN)
users has been reached and you cannot sign on at this time. Contact your Infor Distribution A+ System
Administrator for further assistance.
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CHAPTER 11 Transaction Processor
Configuration

Use the Transaction Processor Configuration option on the Cross Applications Configuration Menu
(MENU XACFIG) to configure the Transaction Processor (TP). There are three tasks associated with
this option:

1. Adding and maintaining customer jobs.

If you have a custom job that requires processing through the Transaction Processor, use this option
to add the job to Distribution A+. When a job is added through this option, the Transaction
Processor Server will recognize the job as valid and will allow the processing of the job in one of
the available Transaction Processors. You also may use this option to change a previously added
custom Transaction Processor job.

In order for a custom job to run in one or all of the available Transaction Processors, you must
assign a Transaction Processor to the job through Transaction Processor Assignments. You will be
able to maintain a custom job Transaction Processor assignment through Transaction Processor
Assignments only after you have added the job through this option.

2. Making Transaction Processor Assignments.

This option also allows you to assign standard Application Open Systems jobs to the four available
Transaction Processors and to set the default run priority for each job type. All job assignment
screens will display through this option, regardless if you have the associated module installed on
your system.

3. Maintaining the run priorities of each available Transaction Processor.

Transaction Processor Configuration

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

Transaction Processor Configuration Use to specify the configuration task you want to
Selection Screen perform.
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Title

Maintain Custom Transaction Processor
Jobs Selection Screen

Purpose

Use to specify the application and program for a
customer job.

Maintain Custom Transaction Processor
Jobs Maintenance Screen

Use to provide a description for the custom job.

Transaction Processor Assignments
Selection Screen

Use to specify the environment ID for TP assignments.

Transaction Processor Assignments
Maintenance Screen

Use to specify the availability of a TP to the
environment.

Transaction Processor Assignments Screen

Use to specify the default availability of a TP to a job
and the default run priority for the job.

Maintain Transaction Processor Run
Priorities Selection Screen

Use to specify the run priorities of each TP.




Transaction Processor Configuration

Transaction Processor Configuration Selection Screen

TRANSACTION PROCESS0R COMFIGURATION

1. Haintain Custom Transaction Processor Jobs
?. Transzaction Processor Asslgnments

3. HMaintain Transzaction Processor Priorities

Sel:

Fi=Exit

Fl#=Return

This screen appears after you select option 6 - Transaction Processor Configuration option from the
Cross Applications Configuration Menu (MENU XACFIG). Use this screen to maintain custom
transaction processor jobs, maintain transaction processor assignments, or maintain transaction

processor run priorities.

Transaction Processor Configuration Selection Screen Fields and Function Keys

Field/Function Key Description

Sel Use this field to specify the task that you want to perform.

Key 1 in this field if you if you have a custom job that requires processing

through the Transaction Processor.

Key 2 in this field to assign environments, standard Distribution A+ and/or
custom jobs, and default run priorities for each job to the four available

Transaction Processors.

Key 3 in this field to maintain the run priorities of your Transaction

Processors.
(N 3,0) Required

F3=Exit Press the F3=ExiT function key to exit this option and return to the menu.

F12=Return Press the F12=ReTUrRN function key to return to the menu.
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Transaction Processor Configuration Selection Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press Enter to confirm your selection and continue.

If you keyed 1 in the Sel field, the Maintain Custom Transaction Processor
Jobs Selection Screen (p. 11-5) will appear.

If you keyed 2 in the Sel field, the Transaction Processor Assignments
Selection Screen (p. 11-8) will appear.

If you keyed 3 in the Sel field, the Maintain Transaction Processor Run
Priorities Selection Screen (p. 11-12) will appear.
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Maintain Custom Transaction Processor Jobs Selection Screen

MAIMTAIN CUSTOM TRAWSACTION PROCESSO0R JOBS

Function: (A,C)

Application:

Program MName:

Yalid A+ Applications

AP AR Ax BQ CL DM EI GL
Ip IC IM M OB OE 0P 05
PO RF SA WE WM WO XA

F3=Exit

This screen appears after you key 1 in the Sel field and press ENTER on the Transaction Processor
Configuration Selection Screen (p. 11-3). Use this window to add or change custom jobs to run in the
transaction processor. A custom job will not run in the transaction processor until it is added through
this option and then transaction processor assignments are maintained for it through this option as well.

Maintain Custom Transaction Processor Jobs Selection Screen Fields and Function Keys

Field/Function Key Description

Function Key A in this field to add a custom job to run in the Transaction Processor.

Key C in this field to change the program description of a previously added
custom job.

(A 1) Required

Application Use this field to specify the Application ID of the module for which you are
adding/changing a custom job to run in the Transaction Processor.

Key a valid Distribution A+ application from the list below into this field.
The ID keyed in this field determines the screen where the custom job will be
displayed when maintaining Transaction Processor assignments through this
option.

(A 2) Required
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Maintain Custom Transaction Processor Jobs Selection Screen Fields and Function Keys

Field/Function Key

Program Name

Description

In order for a custom job to run in the Transaction Processor, you must
specify the program that will be used to submit the job to the transaction
processor.

Key the program name of the job that will be run as a custom job in the
transaction processor. This will be the same as the first parameter you specify
on the CALL SUBMITP command when the job is submitted to the
Transaction Processor.

(A 10) Required

F3=Exit Press the F3=ExiT function key to return to the Transaction Processor
Configuration Selection Screen (p. 11-3).
Enter Press the ENTER key to confirm your entries and continue. The Maintain

Custom Transaction Processor Jobs Maintenance Screen (p. 11-7) will appear.
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Maintain Custom Transaction Processor Jobs Maintenance Screen

MAINTAIN CUSTOM TRANSACTION PROCESSOR JOBS [ ADD [

Application: 0E
Program Mame: DE1E1

Program Description:

Flz=Return

This window appears after you press ENTER on the Maintain Custom Transaction Processor Jobs
Selection Screen (p. 11-5). Use this screen to view the selected application/program name and to add or
change the program description.

Maintain Custom Transaction Processor Jobs Maintenance Screen Fields and Function

Keys

Field/Function Key

Program Description

Description

If you are changing a previously defined custom Transaction Processor
program, this field displays a description of the program that will be run in
the transaction processor.

If you are adding a new custom Transaction Processor program, key the
program’s description in this field. The description should be reflective of
the program to be used, and will be displayed when maintaining Transaction
Processor assignments through this option.

(A 25) Required

F12=Return Press the F12=ReTurN function key to return to the Maintain Custom
Transaction Processor Jobs Selection Screen (p. 11-5) without saving your
changes.

Enter Press the ENTER key to confirm your entries and continue. The Maintain

Custom Transaction Processor Jobs Selection Screen (p. 11-5) will appear.
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Transaction Processor Assignments Selection Screen

Transaction Processor Azsignments

Ervironment ID¢Y

F3=Exit

This screen appears after you keying 2 in the Sel field and press ENTER on the Transaction Processor
Configuration Selection Screen (p. 11-3). Use this window to select the environment in which you wish
to maintain the transaction processor assignments.

Transaction Processor Assignments Selection Screen Fields and Function Keys

Field/Function Key Description

Environment ID Key the ID of the environment in which you want to assign jobs to the
available Transaction Processors.

(A 2) Required

F3=Exit Press the F3=ExiT function key to return to the Transaction Processor
Assignments Selection Screen (p. 11-8) without saving your entry.

Enter Press the ENTER key to confirm your entry and continue. The Transaction
Processor Assignments Maintenance Screen (p. 11-9) will appear.
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Transaction Processor Assignments Maintenance Screen

Transaction Processor Azsignments

Erwironment ID: DS

Tranzaction Processor 12 Y (¥/N)
Transzaction Processor 22 Y (¥/N)
Transaction Processor 32 Y (¥/N)
Transaction Processor 42 Y (¥/N)

Flz=Cancel

This screen appears after you key an Environment ID and press ENTER on the Transaction Processor

Assignments Selection Screen (p. 11-8). Use this screen to assign transaction processors to the selected
environment.

Transaction Processor Assignments Maintenance Screen Fields and Function Keys

Field/Function Key Description

Transaction Processor Use these fields to select, for each Transaction Processor, whether or not you
1-4 want the Transaction Processor to be used for this environment.

Key Y if you want to use a Transaction Processor for processing jobs.

Key N if you do not want to use a Transaction Processor for processing jobs.
(4 @A 1) Required

F12=Return Press the F12=ReTurN function key to return to Transaction Processor
Assignments Selection Screen (p. 11-8) without saving your entries.

Enter Press the ENTER key to confirm your entries and continue. The Transaction
Processor Assignments Selection Screen (p. 11-8) will appear.
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Transaction Processor Assignments Screen

Transaction Processor Azsignments

Erwironment ID: DS

Accounts Payable TP TPZ TIP3 TP4 Priority
YOUCHER POST X M N N 20
PAYMENT SELECTION i H M H Akl
PRINT CHECKS i) H M N 20
RECORD CHECEK WIUMEERS iy H H H ar
POST CHECK REVERSALS Y H M H am
POST MAMUAL CHECES i) H M N 20
POST BAME ACCOUNT TRAWSACTIONS iy H H H ar
PRE-RECEIPT INVOICE VALIDATION X H H H an

F3=5tart Over Flz=Cancel

This screen appears after you press ENTER on the Transaction Processor Assignments Maintenance
Screen (p. 11-9). This screen displays all of the Transaction Processor jobs for each application and the
Transaction Processors selected on the previous screen. This allows you to assign up to four
transaction processors as the default setting for a particular job.

NOTE: In the example shown here, the Accounts Payable Transaction Processor jobs are
displayed. Each time you press ENTER on this screen, the next module’s
Transaction Processor jobs will be shown. The data entry fields will be the same
as the ones explained here.
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Transaction Processor Configuration

Transaction Processor Assignments Screen Fields and Function Keys

Field/Function Key

TP1-TP4

Description

The TP fields on this screen appear only if you keyed Y in the corresponding
Transaction Processor field on the Transaction Processor Assignments
Maintenance Screen (p. 11-9).

Use these fields to designate which processors can be used in this
environment to process each job displayed. It is possible to run a job in all of
the Transaction Processors. When a job is processed, the Transaction
Processor Server will verify that the available Transaction Processors can be
used and select the one that will actually process the job by using the options
you define through this menu option, as well as its own internal tables. These
settings can be overridden in the Transaction Processor before the job begins
to run.

Key Y in the TP fields to select the Transaction Processor for a particular
Transaction Processor job. At least one of the Transaction Processors
displayed must be selected.

Key N in the TP fields for the Transaction Processors that you do not want to
be available to process a particular Transaction Processor job.

(A 1) Required

Priority

Use this field to specify the default run priority for the job type. The system
uses this priority to determine the order in which to process pending jobs.
Jobs with a higher priority are selected for processing before jobs with a
lower priority. If there are multiple jobs with the same priority, they are
processed using the “first in, first out” (FIFO) rule.

Key the job priority value. This setting can be overridden in the Transaction
Processor before the job begins to run.

Default Value: 50

Valid Values: 01-99, where 01 is the highest priority and 99 the lowest.
(N 2,0) Required

F5=Start Over

Press the F5=STAaRT OVER function key to return to the Transaction Processor
Assignments Selection Screen (p. 11-8) without updating this screen.

F12=Cancel Press the F12=CanceL function key to return to the Transaction Processor
Assignments Maintenance Screen (p. 11-9) without saving your entries.
Enter Press ENTER to confirm your entries and continue. This screen will refresh

with a new list of jobs specific to the next module.
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Maintain Transaction Processor Run Priorities Selection Screen

HAIMTAIN TRAWSACTIONW PROCESSOR BUM PRIORITIES

Tranzaction Processor 1 FBun Priority: 20
Tranzaction Processor £ Run Priority: 30
Tranzaction Processor 3 Run Priority: 30

Tranzaction Processor 4 Run Priority: 30

Fi=Exit

This screen appears after you key 3 in the Sel field and press ENTER on the Transaction Processor
Configuration Selection Screen (p. 11-3). Use this screen to maintain the run priorities of your
Transaction Processors.

Maintain Transaction Processor Run Priorities Selection Screen Field and Function Keys

Field/Function Key Description

Transaction Processor Key the run priority at which you would like each Transaction Processor to

X Run Priority run on your System i. Priority of running is a value ranging from 1 (highest
priority) through 99 (lowest priority) that represents the importance of the
job when it competes with other jobs for machine resources.

(N 2,0) Required

F3=Exit Press the F3=ExiT function key to return to the Transaction Processor
Configuration Selection Screen (p. 11-3) without saving your entries.

Enter Press ENTER to save your entries and continue. You will be prompted to press
this key a second time and the Transaction Processor Configuration Selection
Screen (p. 11-3) will appear.
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CHAPTER 12 System Options Maintenance 1 2

This option, which must be performed during the initial setup of Distribution A+, is used to enter
overall information and general system values that apply to all companies within this environment.
Entries made through this option are used to tailor Distribution A+, affecting how Distribution A+ is
used for your business. You may change these entries at a later time, if desired.

System options are defined through System Options Maintenance on the Cross Application - File
Maintenance Menu (MENU XAFILE).

System Options Maintenance

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose
System Options Maintenance Screen 1 Use to add or change system options.
System Options Maintenance Screen 2 Use to specify additional system options.

System Options Maintenance Screen 3 Use to specify the settings for the customer search.
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System Options Maintenance Screen 1

Window Borders

Multi Company:
Default Company?
Default Date Farmat:
Search 2Znd Desc Line:
Show 2nd Desc Line:
FPrint 2nd Desc Line:
Longest Item Length:
Use Drop Ships:
Hazardous Materials:
Weight Measure:

Print F/M Audits:
Copy History PFrices:
Allow WH Fricing:

N
=

o

=IEEr O ==~
Tm
]

=
1]
o
=

This screen displays after selecting option 1 - System Options Maintenance from MENU XAFILE.

Help
Top & Bottom: .
Left & Right:
High Intensity:
Reverse Image:

SYSTEM OFTIONS

(Y, M) Multi Warehouse: he (Y, M)
Multi WAH Orders: A [, m)
(1,2,3) Warehouse Search: A [y,
(v, M) Yalidate State/Province: ¥ [
(v, M) Use Extend Item Cmnt: ¥ [, M
[v, N Warehouse Specific EIC: N (Y, N
Co/Customer Spec EIC: M (Y, N
(v,M) Uze Item EIC Groups: e (%, M)
(%, M) Uze Cust EIC Groups: hd (%, M)
Default Margin Marker: B2 (2-62)
(Y, M) Show ALl Qualifuying EIC: ¥ (Y, M)
(¥, M) Use Wertex Taxing: M [, m)
(Y1) Use GST/FST Taxing: A (Y, N
Upd Demand for Mfg Items: S (R,5)
Backup Dewice Mame: OPTWRTG1
Tape Density: *DEVTYPE
Pick 5lip Job Queue: pﬁﬁIpﬂIIII
(Y=Yes) APLIUS Master User: APDEMO
(¥=Yes) Uzer Security: hs ¥ LM
FProgram Security: A3 (¥ M
F12=Return

Use this screen to add or change System Options.

System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Multi Company

companies.

Key Y if you will be using more than one company. The company number

Description

Use this field to designate whether or not you will be using multiple

field will appear on most screens throughout the modules if multiple
companies are being used.

Key N if you will be using only one company. The company number field
will appear as display-only on screens throughout the modules and the

company number assumed will be 01 (see Default Company).
Default Value: Y

(A 1) Required
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System Options Maintenance

System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Default Company

Description

Use this field to select the default company to be used throughout the
modules of the software.

If using one company only (Multi Company is N), the default company
entered in this field must be 01. This is the company number that will be
assumed since the company number field does not display if these options
are not tailored to use multiple companies.

If using more than one company (Multi Company is Y), key the default
company to be used throughout the modules. This number will appear in the
company number field on most screens and you will have the option to
accept or override the default company number selected, if security is not
being used. If security is being used, that default company will override this
one.

Valid Values: 01 through 99
(N 2,0) Required

Default Date Format

Use this field to designate the default date format for the system, meaning for
all companies within this environment.

Key 1 to use yy/mm/dd as the system default date format.
Key 2 to use mm/dd/yy as the system default date format.
Key 3 to use dd/mm/yy as the system default date format.
Leave this field blank to use mm/dd/yy as the system default date format.

Valid Values: This system default date format can be overridden by the
user’s Default Date Format defined through Register A+ User IDs (MENU
XACFIQG) or the country’s Date Format defined through Country Name
Maintenance (MENU ARFIL2).

(N 1,0) Optional

Search 2nd Desc Line

When searching for items, this field determines if the second line of an
item’s description will be included in the search.

Key Y to include the second line of an item’s description in the search.

Key N to exclude the second line of an item’s description when searching for
an item.

NOTE: If you select N and later want to change it to Y, be sure to
Rebuild the Item Search File (MENU XAMAST) after
changing this option.

(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key Description
Show 2nd Desc Line  This field determines if the second line of an item’s description will display
on rolling screens where the item description is shown.

Key Y to include the second line of an item’s description. This will cause
each item to take up two lines on the screen.

Key N to exclude the second line of an item’s description on rolling screens.

NOTE: All roll screens that show the item number and description will
display the item description on a separate line or the item and
description on the same line, depending on your response in
this field. Also, regardless of your response here, you will be
able to change the display of a single or double line per item by
pressing F24=DouBLE LINE / F24=SINGLE LINE from a roll screen

(A 1) Required

Print 2nd Desc Line This field determines if the second line of an item’s description will print on
reports where the item’s primary description prints.
Key Y if you want the second line of an item’s description to print on various
reports, where applicable. This will cause each item to take up two lines on
the report.

Key N to exclude the second line of an item’s description from printing on
the applicable reports.

NOTE: Regardless of your response in this field, if you key a second
line of an item’s description it will always print on HAZMAT
documents for hazardous materials.

(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Longest Item Length

Description

Use this field to select the number of characters to be allotted for item
numbers that display on inquiry screens throughout the modules. Both the
item number and the item description are displayed on the same line during
inquiries. Usually, there is not enough space on one line to show all 27
characters of the item number and the entire item description.

If the average item length is less than 27 characters, enter that number in this
field. More of the item description will be displayed during inquiries because
less space is required for the item number.

If the average item number length is 27 characters (and you need to view all
27 characters during inquiries), enter 27 in this field. Fewer characters of the
item description will be displayed because more space is required for the
item number.

NOTE: This field is used for “displaying” item numbers only. You
may key item numbers up to 27 characters, regardless of the
number entered in this field. There is also a function key
available to view the entire item number, when desired.

Valid Values: 01 through 27
(N 2,0) Required

Use Drop Ships

Drop shipped items are those shipped directly from your vendor to your
customer. Drop shipped items do not affect inventory allocations or on-hand
quantities.

Key Y if you want drop shipped orders to be allowed during order entry.

Key N if drop shipped orders will not be allowed during order entry. The
field will not display on most screens.

(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Hazardous Materials

Description

If hazardous materials will be distributed, specific screens will allow for the
entry of hazardous material information. It will also create and print two
documents based on the hazardous material information entered into the
system. These documents are referred to as the HAZMAT Shipping Papers
and the HAZMAT Carrier Summary. Use this field to specify whether or not
you will be distributing hazardous materials.

Key Y if hazardous materials will be distributed. This activates this feature
and appropriate programs will set up, check, and produce hazardous material
information.

Key N if hazardous materials will not be distributed. All hazardous material
checks will be bypassed.

For additional information, refer to the following areas:

+ Item Master Maintenance (MENU IAFILE) of the Inventory Accounting
User Guide, where hazardous information may be defined for an item if
this field is Y and DOT Regulated is also set to Y.

« Warehouse Numbers Maintenance (MENU IAFILE) of the Inventory
Accounting User Guide, which requires the entry of hazardous
information if this field is Y.

» Hazardous Material Message Codes Maintenance (MENU IAFIL2) of the
Inventory Accounting User Guide, where hazardous message codes are
defined for hazardous material items.

» Hazard CAS# Maintenance (MENU IAFIL2) of the Inventory
Accounting User Guide, where Chemical Abstract Service Numbers are
defined so that hazardous chemicals/ingredients may be identified.

« Hazard Class Code (MENU IAFIL2) of the Inventory Accounting User
Guide, where class codes are defined so that you may assign hazardous
items to a certain class (e.g., marine hazard).

 Carrier Order Inquiry (MENU OEMAIN) of the Order Entry User Guide,
where the HAZMAT Shipping Papers and the HAZMAT Carrier
Summary are shown and explained.

(A 1) Required

Weight Measure

Use this field to define the system wide weight measure used for defining
weight for all items.

Key the weight measure.

Default Value: LBS
(A 3) Optional
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Print F/M Audits

Description

This field determines if an audit list will print after file maintenance has been
performed for a customer or a ship to address.

Key Y if you want an audit list printed after file maintenance has been
performed. This list displays the contents of the Customer Master File before
and after changes were made. It will print each time you perform Customer/
Ship to Master Maintenance (MENU ARFILE).

Key N if you do not want an audit list to print after performing Customer/
Ship to Master Maintenance.

Default Value: Y
(A 1) Required

Copy History Prices

Key Y to allow the following feature:

When entering an Invoice Only order (I type), if you are using order history
to select items for the order, instead of using current cost and pricing, the
price and cost will be copied in from history. This will allow you to do an
“adjustment” billing easily.

Key N if you do not want to use this copy history prices feature. Adding
positive quantity lines and negative quantity lines will both use current cost
and price information.

Default Value: N
(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Allow WH Pricing

Description

Order Entry allows for pricing at the item level or at the warehouse level.
Pricing at the warehouse level is useful if you would like to price an item
based on the location of the warehouse (e.g., ITEM 100 in WH 1 might be
more expensive than ITEM 100 in WH 2). Use this field to determine at
which level items will be priced.

Key Y to allow items to be priced at the warehouse level.Order Entry will use
prices at both the item (Item Balance record) and warehouse (Warehouse
Balance record) level.

Key N if you do not want items to be priced at the warehouse level. Order
Entry will price an item based on the item (Item Master record) level only.

NOTE: In order to use the Price Maintenance module for updating
prices at the warehouse level, this field must be Y.

Important

If you define this field as Y and then enter prices for a ware-
house through the Item Balance File, you will NOT be allowed
to change this field to N.

(A 1) Required

Top & Bottom

Use this field to select the character to display in the top and bottom borders
of the corresponding help and menu windows.

Key the desired character in the Help field that will display in the top and
bottom borders for help windows.

Key the desired character in the Menu field that will display in the top and
bottom borders for menu windows.

Leave either or both fields blank if you would like the top and bottom
window borders for help/menu windows to be solid.

Valid Values: Any character on your keyboard
(A 1) Optional
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Left & Right

Description

Use this field to select the character to display in the left and right borders of
the corresponding help and menu windows.

Key the desired character in the Help field that will display in the left and
right borders for help windows.

Key the desired character in the Menu field that will display in the left and
right borders for menu windows.

Leave either or both fields blank if you would like the left and right window
borders for help/menu windows to be solid.

Valid Values: Any character on your keyboard
(A 1) Optional

High Intensity

Use this field to designate if you would like the help and menu window
borders to display in high intensity.

Key Y in the Help field if you would like help window borders to display in
high intensity.

Key Y in the Menu field if you would like menu window borders to display in
high intensity.

Leave either or both fields blank if you do not want help/menu window
borders to display in high intensity.

Default Value: Y

Valid Values: Y or blank
(A 1) Optional

Reverse Image

Use this field to designate if you would like the help and menu windows to
display in reverse image.

Key Y in the Help field if you would like help windows to display in reverse
image.

Key Y in the Menu field if you would like menu windows to display in
reverse image.

Leave either or both fields blank if you do not want help/menu windows to
display in reverse image.

Default Value: Y

Valid Values: Y or blank
(A 1) Optional

Multi Warehouse

Use this field to designate whether or not you will be using multiple
warehouses.

Key Y if you will be using more than one warehouse.

Key N if you will be using one warehouse only.
(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Multi W/H Orders

Description

This field allows orders to be taken that will ultimately be shipped from more
than one warehouse. If multiple warehouses are used for an order, the order
will be split into a multiple order at end order time and multiple Pick Lists
will be created; each will be confirmed and invoiced individually.

Valid Values: This field must be N if Multi Warehouse is N.
(A 1) Required

Warehouse Search

If using multiple warehouse orders, this field enables the following ifa Y is
selected:

» Ifyou have items that are not stocked in all of your warehouses, you will
be able to pick a different warehouse for the item(s) entered on an order
that are not stocked in the order’s warehouse. [Not stocked meaning no
Item Balance record exists in that warehouse for the item; the Item
Balance record is maintained through Item Balance Maintenance (MENU
IAFILE)].

* An Alternate Warehouse List will be presented. This will allow the user
entering the order to pick from any of the warehouses where the item is
stocked from which this customer is allowed to have items shipped. This
depends on the alternate warehouse sequence code in the customer record
(MENU ARFILE), or for the warehouse (MENU IAFILE).

This field must be N if multiple warehouse orders are not being used. If
multiple warehouse orders are being used and you do not want items that are
not stocked in the order’s warehouse to be shipped from an alternate
warehouse, select N.

Valid Values: This field must be N if Multi W/H Orders is N.
(A 1) Required

Validate State/Province

Key Y to specify that entries in all State/Province fields (except those in
State/Province search fields) will be validated against codes defined through
State/Province Codes Maintenance (MENU OEFIL3).

Key N to allow users to enter any text in State/Province fields throughout
the modules.

(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Use Extend Item Cmnt

Description

This field designates whether or not you will use extended item comments
(EICs). EICs allow you to enter up to 9,999 lines (62 characters per line) of
additional information about an item, such as warranty information, picking/
packing instructions, or promotional information. Once defined, these EICs
can not only be reviewed during order entry processing, but based on user
selections, may be presented on various order entry documents (e.g., Pick
Lists, Invoices, etc.).

EIC related selections made on this screen determine if EICs will be created
for a specific item or item EIC group, and can be limited to specific
customers or customer EIC groups. Additionally, EICs can be created for a
specific warehouse or can be across all warehouses (i.e., across all those
warehouses defined as not using warehouse-specific EICs). Refer to the
Warehouse Specific EIC field description for details.

All comments are created with “begin” and “end” dates (defaults of 00/00/00
and 99/99/99 respectively will ensure a comment is not limited by date) and
dated comments may exist “nested” within other dated comments. Refer to
Item Master Maintenance (MENU IAFILE) or Customer/Ship-to Master
Maintenance (MENU ARFILE) for details about defining EICs.

The entry in the Show All Qualifying EIC field determines whether only the
one EIC determined to be most applicable for the item and order will display
and print, or whether more than one EIC can be used. For more information,
refer to the description of the Show All Qualifying EIC field.

Key Y to use EICs.
Key N to not use EICs.

NOTE: If you key N in this field, you must also key an N in the
following fields: Warehouse Specific EIC, Co/Cust Spec EIC,
Use Item EIC Groups, Use Cust EIC Groups, and Show All
Qualifying EIC.

Default Value: N
(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Warehouse Specific
EIC

Description

Use this field to identify whether you will use warehouse-specific EICs.
Warehouse-level comments are those created with the specification of a
particular warehouse and apply only to order line items created for that
warehouse. System-level comments are those created without specification
for any particular warehouse and apply to all order line items created for any
warehouse that is set up not to use warechouse-level comments.

NOTE: The determination as to which warehouses will use warehouse-
level comments versus system-level comments is made at the
warehouse level. Refer to Warehouse Numbers Maintenance
(MENU IAFILE) for details.

Key Y allow warehouse-level EIC to be brought into order entry.

Key N to not allow warehouse-level EIC to be brought into order entry. This
prevents the option to use warehouse-level comments from displaying at the
individual warehouse level. Only comments created without the specification
of a warehouse will be included, for any warehouse, in order entry.

Default Value: N

Valid Values: This field must be N if Use Extend Item Cmnt is N.
(A 1) Required

Co/Customer Spec EIC

Use this field to identify whether company/customer specific comments will
exist.

Key Y to allow the entry of company/customer specific EICs.
Key N to not allow the entry of company/customer specific EICs.
Default Value: N

Valid Values: This field must be N if Use Extend Item Cmnt is N.
(A 1) Required

Use Item EIC Groups

Use this field to identify whether or not item EIC group comments will exist.
Note that item EIC groups are created through Item EIC Groups
Maintenance (MENU OEFIL2) and assigned to items through Item Master
Maintenance (MENU IAFILE).

Key Y to allow the entry of item EIC group comments.
Key N to not allow the entry of item EIC group comments.
Default Value: N

Valid Values: This field must be N if Use Extend Item Cmnt is N.
(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Use Cust EIC Groups

Description

Use this field to identify whether or not customer EIC group comments will
exist. Note that customer EIC groups are created through Customer EIC
Groups Maintenance (MENU OEFIL2) and assigned to customers through
Customer/Ship-to Master Maintenance (MENU ARFILE).

Key Y to allow the entry of customer EIC group comments.
Key N to not allow the entry of customer EIC group comments.
Default Value: N

Valid Values: This field must be N if Use Extend Item Cmnt is N.
(A 1) Required

Default Margin Marker

Use this field to identify the default column length, indicated with a
highlighted marker, to be used as a typing aid when creating EICs through
Item Master Maintenance (MENU IAFILE) or Customer/Ship-to Master
Maintenance (MENU ARFILE). The default margin marker is a marker that
appears on the Extended Item Comment Maintenance Screen that assists you
when keying comments so that a desired column length might not be
exceeded. Note that this marker is a typing aid only and does not prevent
comments from extending beyond this length. Also note that the default
identified here may be overridden during EIC maintenance.

Default Value: 62

Valid Values: 2 - 62
(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Show All Qualifying
EIC

Description

If the Use Extend Item Cmnt field is set to N, you must key N in this field.

Use this field to specify the type of extended item comments that will display
and print for an item and order. If dated EICs exist, they will also display and
print based on the value specified in this field.

Key Y if you want all qualifying extended item comments, regardless of the
comment type, to display on inquiries and print on reports. All applicable
dated and non-dated EICs will display and print for all types of EICs.

Key N if you want the most specific type of extended item comments, based
on the decision hierarchy, to display in inquiries and print on reports. All
applicable dated and non-dated EICs will display and print only for the most
unique type of EIC.

The following decision hierarchy is used to determine which EIC applies:
» Are there any comments for the item number and the company/customer?
» Are there any comments for the item EIC group and company/customer?

» Are there any comments for the item number and the customer EIC
group?

+ Are there any comments for the item EIC group and the customer EIC
group?

» Are there any comments for the item number?

+ Are there any comments for the item EIC group?

These rules apply regardless of whether specific warehouses use EICs. If a
warehouse is using warehouse specific comments, the searches will be
implemented with a warehouse ID as part of the search.

Default Value: N

(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Use Vertex Taxing

Description

NOTE: If you select to use the Vertex Sales Tax interface feature and
key Y in this field, your response of Y will not be activated until
you follow the guidelines listed in APPENDIX H: Vertex
Interface Guidelines.

Use this field to determine whether you will use Vertex Taxing with
Distribution A+.

Key Y in this field to indicate that Distribution A+ will interface with the
Vertex Taxing system only if you installed Vertex software onto your
system.

Key N in this field to indicate that Distribution A+ will not run with the
Vertex taxing software and that you will use Distribution A+ taxing tools.
Default Value: N

Valid Values: If you do not have the Vertex taxing software installed on your
system, this field must be N.

(A 1) Required

Use GST/PST Taxing

Use this field to indicate whether you want to use Goods/Services Taxing
and/or Provincial Sales Taxing with Order Entry. This field controls whether
the GST/PST Taxing fields will display when you maintain tax bodies
through Tax Body Maintenance (MENU OEFILE or MENU ARFILE) and
whether the ability to calculate GST for purchases can be made available for
Voucher Entry through AP Options Maintenance (MENU APFIL2).

NOTE: If you define one or more tax bodies that use GST/PST taxing,
then change this field to Y (you will not be able to use those tax
bodies in Order Entry).

Key Y to indicate that Order Entry will use GST/PST Taxing.
Key N to indicate that Order Entry will not use GST/PST Taxing.

Default Value: N
(A 1) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

Upd Demand for Mfg
Items

Description

Use this field to determine if you want to update demand for the components
of manufactured items at the time of receipt of the parent item or at the time
of sale of the parent item. Regardless of which option is chosen, the list of
components for which demand will be updated will include all levels on
multi-level bills of material.

Key R if you wish demand to be updated at the time of receipt. This method
of updating demand will use the exact list of components that was used to
create and receive the manufactured parent item in Receipt Post (MENU
WOMAIN) if you have Value Added Services installed, or in Process
Transactions (MENU OBMALIN) if you do not have Value Added Services
installed. This option would best suit an environment in which bills of
material for manufactured parent items are usually modified and the desire
exists to track the true demand. This field must be set to R If Value Added
Services is installed and your component warehouse is different from your
finished goods warehouse.

Key S if you wish demand to be updated at the time of sale. Since the time of
sale can be long after the manufactured parent item was created and received
into your system, this method of updating demand will use the list of
components defined in Bill of Material Maintenance (MENU OBFILE) for
the generic or customer-unique bill of material. If you have Value Added
Services installed, demand will be updated using the latest revisions and/or
effective dates of the bill of material. This option always updates demand for
a customer-unique bill of material ahead of a generic bill of material.

Important

The update demand system option impacts forecasting and
minimum and maximum stocking levels. Therefore, be sure to
review forecasting methodologies before determining how you
want demand adjusted. Refer to the Inventory Management &
Planning User Guide for details.

(A 1) Required

Backup Device Name

Use this field to indicate the type of media that will be used when performing
backups.

Key the name of the backup device that will be used for backups.

Valid Values: A valid backup device name defined on your system
(A 10) Required
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Field/Function Key

Tape Density

Description

Key the tape density that will be used in the initialization of a tape for backup
of files.

Default Value: *DEVTYPE

Valid Values:
« *DEVTYPE
« 1600
» *FMT3480
+ 3200
+ *FMT3490E
* 6250
« *QICI120
+ 10000
» *QICS525
+ 16000
« *QIC1000
+ 38000

* 43200
(A 11) Required

Pick Slip Job Queue

Key the job queue to which Pick Lists will be processed after pressing
F5=P/F Pck on the End Order Screen during Enter, Change, & Ship Orders
(MENU OEMAIN) or when submitting pick list prints from Print Pick Lists
(MENU OEMAIN).

For additional information, refer to APPENDIX G: Pick List Job Queues.
Default Value: QINTER

Valid Values: A valid job queue defined on your system
(A 10) Required

APLUS Master User

NOTE: This field will only display the first time accessing this option,
or if you are signed on as the software master-user (as defined
in this field the first time through this option).

The APLUS master user is authorized to maintain all options on this menu.
This is the user who will be allowed to create and define initial security
options using the Distribution A+ Security Menu (MENU XASCTY).

Key the user ID of the user who will be allowed access to all options and
responsible for defining the initial program security.

(A 6) Required
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System Options Maintenance Screen 1 Fields and Function Keys

Field/Function Key

User Security

Description

This field displays only if you have access to System Options Maintenance
(MENU XAFILE). Only the master user, defined in the APLUS Master User
field on this screen, will be allowed to change this field.

Use this field to specify if you want user security activated.

Key Y to require all users to be registered as a valid user through User Master
Maintenance (MENU XASCTY) before they can use any menu options in
the system.

Key N if you do not want to require all users to be registered as a valid user.
All System i users will be allowed access to any menu options in the system.

Important

If you key an N in this field, the Program Security field will be
ignored.

(A 1) Optional

Program Security

This field displays only if you have access to System Options Maintenance
(MENU XAFILE).. Only the master user, defined in the APLUS Master User
field on this screen, will be allowed to change this field.

Use this field to specify if you want access limited to a menu option by user
1D.

Key Y to limit access by user ID. You will be allowed to maintain program
security through the Distribution A+ Security Menu (MENU XASCTY).

Key N if you do not want access to a menu option limited by user ID. You
will not be allowed to maintain program security.

(A 1) Required

F12=Return

Press F12=RETURN to return to the menu without updating this screen.

Enter

Press ENTER to confirm your selections. The System Options Maintenance
Screen 2 (p. 12-19) will appear.
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System Options Maintenance Screen 2

SYSTEM OPTIOMS

Yalidate Harmonized Tariff Code: H ¥,H)
Allow Blank Harmonized Code: ¥ (Y,M)
Yalidate Commodity Code: N ¥,H)
Allow Blank Commodity Code: ¥ (Y,M)
Allow Blank Phone Delimiters: ¥ oo ,MH)
Form Type: L S
Address Layout Sequence: 1 (1,2
Activate Executive Summary: ¥ (Y,M)
Enter Output Quews Overrides By: n b,
System Security
Activate Company Security: ¥ 0,
Activate Warehouse Security: ¥, )
Activate Salesrep Security: R & R

Application Mail

Mumber of days to keep deleted meszages: | 0
Mumber of daysz to keep szent meszsages: i

FlZ=Return

This screen appears after you press ENTER on System Options Maintenance Screen 1 (p. 12-2). Use this
screen to specify additional system options.

System Options Maintenance Screen 2 Fields and Function Keys

Field/Function

Validate Harmonized
Tariff Code

Description

Key Y to specify that entries in all Harmonized Tariff Code fields must be
defined through Harmonized Tariff Codes Maintenance (MENU [AFIL2).

Key N to allow users to enter any numerical code in the Harmonized Tariff
Code fields throughout Distribution A+.

For more information on Harmonized Tariff Codes, refer to Harmonized
Tariff Codes Maintenance (MENU [AFIL2).

(A 1) Required

Allow Blank
Harmonized Code

Key Y to allow users to leave the Harmonized Tariff Code fields blank
throughout Distribution A+.

Key N to require an entry in all Harmonized Tariff Code fields.
(A 1) Required
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System Options Maintenance Screen 2 Fields and Function Keys

Field/Function

Validate Commodity
Code

Description
Key Y to specify that entries in all Commodity Code fields must be defined
through Commodity Codes Maintenance (MENU IAFIL2).

Key N to allow users to enter any numerical code in the Commodity Code
fields throughout Distribution A+.

NOTE: If you are located in country that is a member of the European
Community and you are required to submit a monthly Intrastat
Report, commodity code information is required on the report.

For more information on Commodity Codes, refer to Commodity Codes
Maintenance (MENU IAFIL2).

(A 1) Required

Allow Blank
Commodity Code

Key Y to allow users to leave the Commodity Code fields blank throughout
Distribution A+.

Key N to require an entry in all Commodity Code fields.
(A 1) Required

Allow Blank Phone
Delimiters

Key Y to allow blank spaces between groups of numbers, such as country
code and area code, when users key telephone and fax numbers in the Phone
and Fax fields throughout Distribution A+.

Key N to prohibit the use of blank spaces as delimiters when users key
telephone and fax numbers.

For a list of valid symbol delimiters, refer to Telephone and Fax Number
Delimiters (p. 4-18)

EXAMPLE:

Assume you are entering a phone number with an area code of 781 and an
exchange code of 555.

If this field is Y, you can key the number as follows:
» Using symbols as delimiters: (781)555-1212
» Using blank spaces as delimiters: 781 555 1212
+ Using blank spaces & symbols as delimiters: 781 555-1212
» Without delimiters: 7815551212

If this field is N, you must key the number using symbols as delimiters or key
the number without delimiters:

» Using symbols as delimiters: (781)555-1212

«  Without delimiters: 7815551212
(A 1) Required
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System Options Maintenance Screen 2 Fields and Function Keys

Field/Function

Form Type

Description

Use this field to specify which form type to use when printing or faxing the
following documents:

» Acknowledgments (MENU OEMAIN)

¢ Checks (MENU APCHCK)

» Customer Quotes (MENU BQMALIN)

» Demand A/R Statements (MENU ARREPT)

+ HAZMAT Shipping Papers (MENU OEMAIN)
» Invoices (MENU OEMALIN)

» Overdue Notices (MENU ARREPT)

» Pack List (MENU OEMAIN)

+ Pick List (MENU OEMAIN)

» Purchase Orders (MENU POMAIN)

» Return Req Pick/Pack (MENU POMAIN)

¢ RGA Slips (MENU OEMAIN)

* Summary Pick Lists (MENU OEMAIN)

¢ Vendor RFQs (MENU BQMAIN)

Form Type 1 is a form type printed on 8.5 x 11 paper. This form will include
only the first 2 characters of the State/Province field. The Addr 4 and
Country fields will not print on this form.

Form Type 2 allows you to choose a paper size (8.5 x 11 or 8.25 x 11.75) for
each company. This form includes the full 30 characters of the State/
Province field and the Addr 4 and Country fields will print. This form also
accommodates the printing of order currency and benchmark totals, if
International Currency is installed and activated through Activate
International Currency (MENU ICMAST).

Key 1 to select form type 1.

Key 2 to select form type 2. If you select form type 2, you can select a paper
size through Company Name Maintenance (MENU XAFILE).

Default Value: 1
(A 1) Required
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System Options Maintenance Screen 2 Fields and Function Keys

Field/Function Description
Address Layout The Address Layout Sequence establishes the print sequence of the City,
Sequence State/Province, and Zip/Postal Code fields for customer and vendor

addresses. Sequence 2 is only available when the Form Type field is set to 2.
This field may be further defined for a specific Country Code within Country
Names Maintenance (MENU ARFIL2).

Key 1 to use the following format when printing customer and vendor
documents:

Addr line 1

Addr line 2

Addr line 3

Addr line 4

City, State/Province, Zip/Postal Code
Country

Key 2 to use the following format when printing customer and vendor
documents:

Addr line 1
Addr line 2
Addr line 3
Addr line 4
Zip/Postal Code, City, State/Province

Country
(N 1,0) Required
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System Options Maintenance Screen 2 Fields and Function Keys

Field/Function

Activate Executive
Summary

Description

Use this field to determine if you want access to the Executive Summary
Inquiry (MENU XAESUM). When you access the Executive Summary
option, the system will verify the value in this field to determine if you will
be allowed to inquire into various business information.

Key Y to activate the Executive Summary Inquiry, allowing you to review (in
one centralized location) executive information in six key business areas of
your company. You will be able to review summary information for a
particular company and date pertaining to Order Entry, Accounts Receivable,
Sales Analysis, Accounts Payable, Inventory Accounting/Purchasing, and
General Ledger. If you want more detailed information, you will be able to
drill down into each of these business areas based on limiting criteria. You
will also be able to gain direct access into other key inquiries and reports
throughout Distribution A+ to assist you in your assessment of the business.

NOTE: Ifyou key Y, the Executive Summary Update will be included
during Day-End Processing (MENU XAMAST).

Key N if you do not want to activate the Executive Summary Inquiry. You
will be able to gain access into the menu option, but as soon as you attempt to
review information pertaining to a company or date, you will be returned to
the Main Menu.

NOTE: If you key N, the Executive Summary Update will be skipped
during Day-End Processing (MENU XAMAST).

(A 1) Required

Enter Output Queue
Overrides By

Use this field to determine if output queue overrides will be set up by display
device ID or by user id.The screen default values for Output Queue
Overrides Maintenance (MENU XAFIILE) will be displayed based on this
system option.

NOTE: When using A+WEB, each user is automatically assigned the
next available AANY Wnnnn Device ID. When determining
how to create and assign your output queues, consider using
User ID if you wish to direct output to specific printers with an
A+WEB deployment.

Key D to have the output queue default values determined by the display
device ID.

Key U to have the output queue default values determined by user ID.

Default Value: D
(A 1) Optional
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System Options Maintenance Screen 2 Fields and Function Keys

Field/Function

Activate Company
Security

Description

Use this field to determine if you want security for application functions
based on company. If you select to activate security for a company, the
system will perform a security check and see if you are allowed to perform
the function for the indicated company.

Key Y to activate company security. By default, all users, user groups and
application functions (menu options) will be subject to company authority
verification. If you do not want a particular user, user group, or application
function subject to company authority verification, you can select to exclude
that user, user group or application function at the users' authority profile
level through Authority Profile (MENU XASCTY) or function application
level through Company/Warehouse/Salesrep Authority Maintenance
(MENU XASCTY).

Leave this field blank if you do not want to activate company security. The
system will not perform a company authority verification check.

NOTE: Regardless of this field, if a user is a "Master" user they will
always have access to all functions for all companies,
warehouses, and sales reps.

(A 1) Optional

Activate Warehouse
Security

Use this field to determine if you want security for application functions
based on warehouse. If you select to activate security for a warehouse, the
system will perform a security check and see if you are allowed to perform
the function for the indicated warehouse.

Key Y to activate warehouse security. By default, all users, user groups and
application functions (menu options) will be subject to warehouse authority
verification. If you do not want a particular user, user group, or application
function subject to warehouse authority verification, you can select to
exclude that user, user group or application function at the users' authority
profile level through Authority Profile (MENU XASCTY) or function
application level through Company/Warehouse/Salesrep Authority
Maintenance (MENU XASCTY).

Leave this field blank if you do not want to activate warehouse security. The
system will not perform a warehouse authority verification check.

NOTE: Regardless of this field, if a user is a "Master" user they will
always have access to all functions for all companies,
warehouses, and sales reps.

(A 1) Optional
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Field/Function

Activate Sales Rep
Security

Description

Use this field to determine if you want security for application functions
based on sales rep. If you select to activate security for a sales rep, the system
will perform a security check and see if you are allowed to perform the
function for the indicated sales rep.

Key Y to activate sales rep security. By default, all users, user groups and
application functions (menu options) will be subject to sales rep authority
verification. If you do not want a particular user, user group, or application
function subject to sales rep authority verification, you can select to exclude
that user, user group or application function at the users' authority profile
level through Authority Profile (MENU XASCTY) or function application
level through Company/Warehouse/Salesrep Authority Maintenance
(MENU XASCTY).

Leave this field blank if you do not want to activate sales rep security. The
system will not perform a sales rep authority verification check.

NOTE: Regardless of this field, if a user is a "Master" user they will
always have access to all functions for all companies,
warehouses, and sales reps.

(A 1) Optional

Number of days to
keep deleted messages

Use this field to specify the number of days that you want to keep deleted
Application Mail messages. The number of days can also be specified for
each user on the Application Mail - User Settings Screen in Application
Mail. Deleted messages older than the number of days specified here will be
purged for users that have not specified user values. Refer to the Mail Server
User Guide appendix chapter on Application Mail for more information.

Key the number of days to keep deleted messages. When you delete a
message from Application Mail, the message status will be changed to DEL
(deleted) and it can be reviewed through Application Mail until it is purged
by the system, based on the number of days specified here.

Key 0 if you do not want to save deleted messages. When you delete a
message from Application Mail, it will be removed from the system and will
no longer be available.

(N 3,0) Required
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Field/Function

Number of days to
keep sent messages

Description

Use this field to specify the number of days that you want to keep messages
sent via Application Mail. The number of days can also be specified for each
user on the Application Mail - User Settings Screen in Application Mail.
Messages older than the number of days specified here will be purged for
users that have not specified user values. Refer to the Mail Server User
Guide appendix chapter on Application Mail for more information.

Key the number of days to keep sent messages. Messages that you send can
be reviewed through Application Mail until they are purged by the system,
based on the number of days specified here.

Key 0 if you do not want sent messages to be saved. Messages that you send
will be removed from the system as soon as they are sent.

(N 3,0) Required

F12=Return Press F12=RETURN to return to System Options Maintenance Screen 1 (p. 12-2)
without saving your entries.
Enter Press ENTER to save your entries and return to MENU XAFILE.
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SYSTEW QPTIOMWS

- chip To & Qpti

Search on Address L@ ¥ GWLMD
Search on Address 2: ¥ LWLMY
Search on Address 3: ¥ (WaNg
Search on Address 4: ¥ LWLMY
Search on Zip Code: ¥ LWLMY
Search on Contact Mame: ¥ (WaNg
Include Ship To Information in Customer Search: ¥ (¥, M)
Buying Restrictions (PO): ¥ GWLMD
Selling Restrictions (0E}: ¥ VLM
Suppress StartsEnd Job TP nessages: RN
Suppress Job Submitted to TP message: ¥ LWLMY
Display HTML Help Text: ¥ (¥, N
HTHL Help Serwer IP Address: i s s P s
Use HTTPS: Yo, N
Server IP Address: i I s s O

Fl1z=Return

This screen appears after you press ENTER on the System Options Maintenance Screen 2 (p. 12-19). Use
this screen to specify customer search settings and country of origin restriction settings.

NOTE: When specifying customer search settings, keep in mind that the more
information you select to include in the search, the larger your sear