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CHAPTER 1 Order Entry Overview

Order Entry (O/E) is designed to help your company manage its customer service, enter and maintain
orders, create open purchase orders, print Pick Lists and Invoices, and save order history.

This section provides you with information on:

O/E Interfaces

Vertex Taxing Interface
Inventory Reservations
Pricing

Order Processing

Customer Service Comments
Off-Line Order Entry

O/E Inquiries

Reports

Manual Order Commitment

O/E Interfaces

Since O/E is where most activity for a distributor begins, O/E interfaces with many different
Distribution A+ modules. Additionally, O/E interfaces with many third-party software packages.

Inventory Accounting Interface

O/E interfaces with Inventory Accounting enabling you to immediately check inventory availability
while placing an order.
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Minimum Gross Margin

Inventory Accounting allows you to set a minimum gross margin percent at the item class/sub-class
level. You can also select to put an entire order on hold during order entry if any one item on the order
from this item class/sub-class falls below the minimum gross margin.

The minimum gross margin percent and gross margin hold for an item class/sub-class are entered in
Inventory Accounting through Item Class/Sub Class Maintenance (MENU IAFILE). Refer to the
Inventory Accounting User Guide for more details.

Inventory Accounting allows item taxing information and item tax override information to be assigned
at the Item Master level and at the Item Balance level. This taxing information and item tax override
information will be used for item pricing during order entry (MENU OEMAIN) and off-line order
entry (MENU OEMAIN).

Global Trade Item Number (GTIN) Usage

O/E also interfaces with Inventory Accounting to use Global Trade Item Numbers (GTINs). GTINSs are
available to help you manage your products better, and to provide for improved and effective
communication between distributors and their vendors, and distributors and their customers. As
defined in the “An Introduction to the Global Trade Item Number” document, a GTIN is a unique
identifier for trade items developed by the GS1(a non-profit global standard association) which include
both products and services that are sold, delivered, and invoiced at any point in the supply chain. Such
identifiers are used to look up product information in a database (often by inputting the number
through a bar code scanner pointed at an actual product) which may belong to a retailer, manufacturer,
collector, researcher, or other entity. The uniqueness and universality of the identifier is useful in
establishing which product in one database corresponds to which product in another database,
especially across organizational boundaries.

Through UPC Item/UOM Cross Reference Maintenance (MENU IAFILE), you have the option to set
up cross references in Inventory Accounting that can later be used in Order Entry and Purchasing. In
Enter, Change, & Ship Orders (MENU OEMAIN) you will be able to enter GTINs for customers
placing orders. The GTIN will be replaced by the Distribution A+ Item Number, and the GTIN will be
stored as the Original Item Number for the line item. In Enter or Change Requisition (MENU
POMAIN), you will be able to enter GTINs when placing an order with a vendor. The GTIN will be
replaced by the Distribution A+ Item Number.

Throughout all applications, where the search item Find field is available, you will also be able to
search for a GTIN by keying G/ preceding your partial or full GTIN number.

NoOTE: Ifa GTIN is entered and it is the same as a customer/item number that has been
previously set up, no edit will occur and you will not be notified. Therefore, be
sure to check your customer/item number references for any conflicts.
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Accounts Receivable Interface

You can specify a credit limit for each customer through Customer/Ship to Master Maintenance
(MENU ARFILE). This limit is then used in Order Entry to determine if a customer has exceeded their
credit limit. The credit limit calculation determines the total credit used and then compares the
calculated amount to the credit limit in the Customer Master File. The values used to calculate the total
credit used are based on the value specified in Order Entry Options Maintenance (MENU XAFILE).
Refer to the Cross Applications User Guide for the specific calculations.

Field changes made in Customer/Ship to Master Maintenance (MENU ARFILE) may affect a
customer’s open orders. Based on the Order Entry option Update Open Orders from Customer/Ship-
To Maintenance, changes made to specific fields will be updated to open orders that are status
1=Ready for Pick, 2=Pick List Printed, and 9=Hold. Refer to Customer/Ship to Master Maintenance
(MENU ARFILE) for field specific information.

You can review a customer’s credit limit, current overdue balances, and available credit during order
entry from the Order Header Screen in Enter, Change & Ship Orders (MENU OEMAIN). When
entering a new order, you will receive a warning on the Order Header Screen if the customer is over
their credit limit or if no credit limit has been set. When changing an existing order, you will receive a
warning on the Order Header Screen if the customer is over their credit limit, if no credit limit has been
set, or if the order is on slow pay or credit hold. A summary of the customer’s credit information will
also display on the End Order Screen (MENU OEMAIN).

Once an order is invoiced, the information contained on that invoice is transferred to Accounts
Receivable.

A Return (type R) order creates a Credit Memo for the customer in Accounts Receivable. You can
create a Credit Memo automatically for any order in history through a function key in Customer Order/
Shipment Inquiry (MENU OEMALIN). You can also rebill the order through the same F15=CRepIT
OpTIoNs Function key. Rebilling creates a new Invoice-only (type I) order with the same items,
quantities, and pricing as the original order, but using the current tax values from the Customer Master
File. Additionally, the Select Items for Credit and Rebill Screen (p. 16-67) can be used to select specific
items for which you want to change quantities for the credit and rebill orders created.

Sales Analysis Interface

Order Entry interfaces with Sales Analysis to give you up-to-date sales information. You may keep
sales information on a detailed or summary level.

Through the Sales Recap Inquiry (MENU OEINQY) menu option of Order Entry you can view sales
recap order information for stock item orders, drop ship orders, warehouse transfer orders, and special
orders that have been completely processed and moved to history during day-end.

The Sales Recap Inquiry (MENU OEINQY) menu option of Order Entry also has the ability to
calculate a projection of sales data for stock orders, drop ship orders, special orders, and warehouse
transfer orders for a sales period that is not yet complete, (i.e., for a sales period in which sales have
not yet been recorded for the entire period).
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The projection calculation uses three fields defined in SA/PO Fiscal Calendar Maintenance (MENU
SAFILE):

 the number of business days contained in the entire incomplete period, as defined in the Business
Days Per Period field on the SA/PO Fiscal Calendar Screen

 the number of business days specified in a sub-period of the incomplete period, as defined in the
Business Days field on the Business Day Distribution Pop-up Window

« the percent of the period’s sales that are expected to occur during the specified sub-period of the
incomplete period, as defined in the Percent of Period Sales field on the Business Day Distribution
Pop-up Window

Refer to the Sales Recap Projection discussion in this Overview section for an explanation of the
projection calculation.

When a customer’s class/sub-class is changed via Customer/Ship to Master Maintenance (MENU
ARFILE), the measurement files used for Sales Recap Inquiry (MENU OEINQY) are not updated at
the same time as the sale analysis files that are used for the inquires of MENU SAMAIN. Therefore,
depending on when you view the data via the Sales Recap Inquiry or one of the Sales Analysis
inquiries, it may be possible for values not to match. Refer to the following examples:

Example:

Customer 100 is defined to have a customer class of XX, (assume that this is the only customer with
this class.)

Customer 100 has 5 sales orders in the first half of the month of June, for $100 each, totaling $500.

A Sales Analysis inquiry of customer class XX for period 6 (June) would show total sales of $500. A
Sales Recap Inquiry of June 1 through June 15 for customer class XX would show total sales of $500.

On June 16, customer maintenance is performed to change customer 100 to a class of YY. The
customer maintenance function would automatically change the sales files of customer 100 to be
customer class Y'Y, but it would not affect the measurement files.

A Sales Analysis inquiry of customer class XX would show total sales of $0. A Sales Analysis inquiry
of customer class YY would show total sales of $500. A Sales Recap Inquiry of June 1 through June
15 for customer class XX would show total sales of $500. A Sales Recap Inquiry of June 1 through
June 15 for customer class YY would show total sales of $0.

However, from June 16 on, sales will be posted to the measurement files with the new customer class
of YY. Therefore, when inquiring on dates after the date that the customer class was changed (or when
inquiring on the Sales Analysis period that includes that date), the values will once again match.

Example:

Customer 100 has 4 sales in July, for $250 each, totaling $1000.

On July 31, a Sales Analysis inquiry of customer class YY for period 7 (July) would show total sales
of $1000.
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On July 31, a Sales Recap Inquiry of July 1 through July 31 for customer class YY would show total
sales of $1000.

Purchasing Interface

O/E interfaces with Purchasing to allow you to create special orders from within O/E. Special orders
are any orders with drop-ship items, non-inventory items, or orders of unusually high quantities.
Purchasing options exist to allow release of orders received through Account Payable’s drop ship
receipt validation processing. Warehouse transfers, a particular type of special order, also can be
generated directly from order entry and processed through Purchasing. Additionally, you may copy
comments from an order to a purchase order.

Global Trade Item Number (GTIN) Usage

For details on how the Order Entry module interfaces with Purchasing regarding GTINs, refer to
Global Trade Item Number (GTIN) Usage (p. 1-2).

General Ledger Interface

O/E interfaces with General Ledger (G/L). G/L is updated on a daily basis. For more information on
the accounts affected, refer to the General Ledger Interface User Guide.

EDI and FAX Interfaces

Invoices and Acknowledgments can be sent via EDI and FAX. Advance Shipping Notices can be sent
using EDI as well. Using A/R, you determine customer EDI/FAX defaults as they relate to these
documents. You may override the defaults selected on the End Order Screen during order entry.

Additionally, you can send Pick Lists and Pack Lists via FAX, and may receive customers’ Purchase
Orders via EDI and FAX. EDI orders are automatically entered through Off Line Order Entry (MENU
OEMAIN); FAX orders produce output documents in your spool file.

Mail Server Interface

Invoices and Acknowledgments can be automatically e-mailed to a customer, if that customer is set up
with an e-mail address and those documents are selected to e-mail through Customer/Ship-to Master
Maintenance (MENU ARFILE). Pick Lists and Pack Lists can be automatically e-mailed to a
warehouse, if that warehouse is set up with an e-mail address through Warehouse Numbers
Maintenance (MENU IAFILE).

If those documents are not selected to e-mail automatically, they can still be e-mailed from Order Entry
on an individual basis through the following options:
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« Enter, Change, Ship Orders (MENU OEMAIN)
» Carrier Order Inquiry (MENU OEMALIN)

» Print Acknowledgments (MENU OEMAIN)
 Print Pick Lists (MENU OEMAIN)

¢ Print Invoices (MENU OEMAIN).

In addition, any report or listing that can be printed from the Report Options Screen and documents
that can be faxed can be e-mailed.

Customer Consignment Interface

If Customer Consignment is installed, Order Entry allows you to perform several processing functions
that allow you to transfer consignment inventory to a customer’s site and later bill the customer for the
inventory that have been sold or used. Refer to the Overview and Introduction chapters of the
Customer Consignment User Guide for details.

Vertex Taxing Interface

NOTE: To use Vertex, you must purchase this third-party software and install it. Before
actively using this interface you need to select it for use through System Options
Maintenance (MENU XAFILE).

O/E and other modules interface with Vertex Taxing software to allow for the use of complicated tax
overrides, taxing at the jurisdiction level, and the ability to generate returns for filing taxes. Taxing
involves complex calculations, so this option to use Vertex with orders allows for more flexibility in
generating specific taxes for customers and items. O/E uses the customer/ship to information identified
through Customer/Ship-to Master Maintenance (MENU ARFILE) for the order header information in
Enter, Change & Ship Orders (MENU OEMAIN). Geographical codes (GeoCodes) generated from the
customet/ship to information match a Vertex associated tax. O/E functions use this GeoCode in
calculating the appropriate sales tax for each item. Additionally, you can assign product IDs in O/E to
special charges and items. These product ID’s can be used to set up tax overrides within the Vertex
Interface.

Customer Inventory Reservations

Order Entry allows you to reserve inventory for a specific customer. You can create customer
inventory reservations for a company, customer, warehouse, and item. Inventory reservations can also
be created for an A/R customer number. Customers assigned to the A/R customer number will be able
to access the quantity reserved for that A/R customer number.

You can create two types of customer inventory reservations: a non-reducible reservation that
perpetually holds a specific quantity for a customer or a reducible reservation that holds a specific
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quantity for a customer and reduces the reservation as inventory ships to the customer. A non-reducible
reservation does not automatically reduce the reservation as a customer orders inventory and affects
the order entry net available for sale calculations for all customer orders. A reducible reservation will
calculate the total quantity shipped to the customer for all open orders (excluding returns, future
orders, master orders, and quotes) and automatically reduce the reservation by that value.

NOTE: Total quantity shipped values for AR customers will include shipments for all
customers associated with the AR customer number, unless the customers have
their own reservations. Ordering units of measure will be converted to the
reservation unit of measure and rounded down before calculating reductions.

When the reserved quantity reaches zero, the reservation will be deleted during Day-End Processing.
Automatically reducing reservations and allowing fulfilled reservations to be deleted automatically
eliminates a manual intervention for those types of reservations and makes the inventory available for
other customer orders.

You can track customer inventory reservation activity and review it through Customer Inventory
Reservations Maintenance (MENU OEFILE) if you set the Days to Keep Customer Inventory
Reservation Activity field in Order Entry Options Maintenance (MENU XAFILE) to a value other
than zero. Activity will be kept for the number of days you specify in Order Entry Options
Maintenance (MENU XAFILE).

Pricing

The pricing functions provided by Distribution A+ give you the ability to set up pricing in a manner
specific to your business.

O/E provides you with many ways to price your orders. You may use any combination of pricing
schemes to arrive at the customer’s final price of an customer inventory reservation activityThe Price
matrix (markup, discounting, and gross margin pricing)

* Quantity discounting
 Contract pricing

» Promotional pricing
» Group pricing

» Warehouse level (balance) pricing, if determined through System Options Maintenance (MENU
XAFILE) and defined for a warehouse through Warehouse Numbers Maintenance (MENU
IAFILE). This type of balance pricing allows for the creation of unique warehouse prices for items
that are stored in more than one warchouse.

» Best Pricing, which uses the best/lowest price found for the customer instead of the standard Order
Entry Pricing hierarchy.

NOTE: The price source of an ordered item will also be tracked to identify where the
price of the item originated (for example, from contracts, rebates, matrix, quantity
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breaks, etc.). Visibility to this price source is available in multiple places
throughout the Order Entry module.

Order Processing

Order processing is the means by which orders are entered, shipped and invoiced. Orders are entered
individually into Distribution A+. If necessary, a Pick List is printed and a shipping confirmation is
performed. At this point the Invoice for the order is printed and the order is ready to be processed
through Day-End Processing (MENU XAMAST).

Order processing is performed through the O/E Main Menu (MENU OEMAIN).

Item Price Inquiry/Quotes

When a customer calls to check pricing, you may perform an Item Price Inquiry (MENU OEINQY), or
create a quote. If you create a quote, you may save the quote and send it to the customer in the form of
an Acknowledgment. The Acknowledgment may be converted into an order at any time;
Acknowledgments also may be sent for orders.

Additionally, a review date is entered for the quote and may be used on the Quote Review Date Report
(MENU OEREPT), or to follow-up on open quotations. This date also is used as the expiration date for
Acknowledgments. Acknowledgments may be sent via EDI or FAX, if installed.

Orders

Orders may be entered directly or converted from a quote to an order. Once an order is entered, a Pick
List is ready to be printed (as long as the order has not been placed on any type of hold).

Shipping Confirmation

You may create a shipping confirmation in the O/E module by entering information into O/E regarding
the items and amounts that have been picked. If any items ordered were not found for shipping, they
will go on backorder (if the customer allows backorders), and the amount that was picked will be
invoiced. Shipping confirmation can be performed through one of the following methods:

« Enter, Change & Ship Orders (MENU OEMAIN)
¢ Ship Confirm Multiple Orders (MENU OEMAIN)

¢ Confirm Box Shipments (MENU WMMAIN), if you have Warehouse Management installed and
are using the boxing function

+ Transaction Manager (MENU RFMAIN), if you are using Radio Frequency
» Radio Frequency Options Maintenance (MENU RFFILE), if you using Radio Frequency
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« Shipment Management, if installed

If the Track Order Activity field is set to Y in Order Entry Options Maintenance (MENU XAFILE), and
special charges are added to an order by pressing F5=App Spec CHRGs on the Ship Confirm Multiple
Orders Charges/PPD Screen (MENU OEMAIN), the Order Activity File will be updated with an
activity of 02 - Order Changed and 03 -Multiple Ship Confirm.

Invoices

You may print an Invoice for an order from a menu option or from the End Order Screen (MENU
XAFILE). Invoices will print using form type 1 or form type 2, depending on your selection in System
Options Maintenance (MENU XAFILE). Invoices may be sent via EDI, FAX, or e-mail if those
applications are installed. Once an order is invoiced at day-end, invoice information is copied to A/R.

NOTE: Distribution A+ allows you to specify, at the warehouse level, whether or not
receipt of warehouse transfer POs will be automatically posted in the receiving
(“to”’) warehouse when the Invoice prints for the sending (“from’) warehouse.
This will automate the receiving and posting of PO receipts when goods arrive at
the receiving warehouse.

For additional information regarding the automatic receipt of warehouse transfers at invoice print,
refer to:

« Purchasing Options Maintenance (MENU XAFILE)

» The Auto Receive Incoming WH Transfers at Invoice Print is used to indicate whether or not
you want to have transfer POs automatically received in the “to” warehouse when the Invoice is
printed for the “from” warehouse.

» Enter, Change & Ship Orders (MENU OEMAIN)

» Ifyou request an invoice print with F6=INnvoICE PRINT for a transfer order and the receiving
warehouse has selected the “auto receive” process, you will be prompted for the G/L posting
date of the receipt.

 Print Invoices (MENU OEMAIN)

» If you are printing Invoices for the transfer company and any warehouse has selected the “auto
receive” process, you will be prompted for the G/L posting date of the receipt.

For information regarding warehouse transfers, refer to the Warehouse Transfers Overview chapter
of the Purchasing User Guide.

Consolidated Invoices are available for those customers who have their invoices consolidated over the
same defined time periods. Consolidated Bill Codes are created through Consolidate Bill Code
Maintenance (MENU ARFIL2). A consolidated bill code is available through Print Invoice (MENU
OEMAIN). You may select invoice print groups by individual bill codes through this option to print
Consolidated Invoices. You also have the option to consolidate invoices for multi-warehouse split
orders. For more information about this feature, refer to “Multi-Warehouse Split Order Invoice
Consolidation” on page 4-49.

Invoices may also be processed automatically. Auto Day-End Invoicing Job Name Maintenance
(MENU OEFIL3) allows you to define an automated job. Jobs defined through this option can perform
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Day-End Processing, Invoicing, or both. Automated Invoicing jobs will perform the same Invoicing
functions that are performed when Day-End is run through Day-End Processing (MENU XAMAST),
however, Consolidated Invoice orders will not be included.

Order History

All orders entered into Distribution A+ are saved in the Order History Files. Information is available
through inquiries and reports.

Distribution A+ retains customer order history for a variety of reasons. Some reasons order history
information can be used are:

» Asareference to view what a customer has purchased in the past and the price paid.

» As an “order pad” to easily order more of the same items that a customer has ordered in the past.
Customer order history also has the ability to drop items from the order history display. For
example, this can be used to drop substitute items so that only regularly sold items are displayed.

» To view month-to-date and year-to-date sales data of items on the customer order history.
» For adjustment billing.

» To automatically create returns (credit memos) or duplicate orders.

Activity User/Date/Time Stamps

As a system default, Distribution A+ records the user IDs of the user who enters each order (the
“original” user) and the last user who performed an activity on the order. Distribution A+ also records
the date and time when a user performs any of the following activities:

» Enter an order

¢ Print a Pick List

 Print an Acknowledgment
» Confirm a shipment

e Print an Invoice

The user IDs, dates, and times are displayed when you inquire on orders through the Inquiry options on
MENU OEMAIN, and are retained in the Order History File. The user ID, date, and time associated
with deleted orders and line items are retained in the Deleted Order History File.

New orders can be entered manually through Enter, Change & Ship Orders (MENU OEMAIN) or
created automatically when you:

» Release blanket orders, held orders, or backorders
» Split an order between multiple warehouses
» Load orders through Offline Order Entry (MENU OEMAIN)

* Receive orders electronically through EDI
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The user ID, date, and time of order entry are recorded for each new order created by any of these
processes.

Times for the specific activities are displayed in the Order Entry inquiries in the user’s default time
zone. Time zone codes are defined through Time Zone Codes Maintenance (MENU OEFIL3) and
assigned to users through Register A+ User IDs (MENU XACFIG).

Detailed Order Activity Tracking

The Track Order Activity field in Order Entry Options Maintenance (MENU XAFILE) allows you to
perform more detailed order tracking. If you select to track order activity, the system records the user
ID, date, and time of every action performed on an order, except:

»  Work order tasks

 Shipping confirmation performed through the Boxing option in the Warehouse Management
module

» Shipping confirmation performed through the Radio Frequency Transaction Manager shipping task

» System holds that are released automatically through normal order processing activities, rather than
being released by the user (such as a order being released from Warehouse Management hold once
all locations have been assigned).

If you select to track order activity and an order is changed or ship confirmed, the activity of several
fields on the Order Header, Second Order Header, End Order, and Order/ Item Detail Screen are
tracked for changes. If a change is made to fields such as price, quantity, and warehouse, the Order
Activity Inquiry Screen (MENU OEMAIN) displays the number of changes that were made to the
order, per user. When International Currency is installed, if exchange rates are changed, the new local
equivalent price changes will be tracked. You can view the detail of these changes on the Order
Activity Detail Screen (MENU OEMAIN).

The system makes an entry in the Order Activity File every time an order is entered, changed, held,
backordered, split, or ship confirmed, and every time a document related to the order (such as a Pick
List) is printed. The system also makes an entry in the Order Activity File every time the user releases
an order from hold through one of the following:

» Release Held Orders, Quotes, Backorders & Futures (MENU OEMAIN)
» Release “New Customer” Orders (MENU OEMAIN)

» Release Blanket Orders (MENU OEMAIN)

» Automatic Backorder Release (MENU OEMAST)

» The F9=REeL OrD function key on the End Order Screen in Enter, Change & Ship Orders (MENU
OEMAIN)

» The F6=0rD ReLEASE function key in various Order Entry inquiries

» Releasing held orders and new customer orders from Infor Ming.le uses the same order entry
release programs and therefore order activity will be generated.

If there are multiple holds on an order, there will be one entry for each time the order is put on hold and
a separate entry for each release from hold.
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Detailed order tracking information is stored in the Order Activity File (ORACT). You can display the
list of activities for an order through a function key on the following Order Entry inquiry screens:

» Open Order Inquiry Screen (p. 15-7)

* Order Activity Detail Screen (p. 15-36)

» Customer Order/Shipment Inquiry Screen (p. 16-9)

» Invoice Display Screen (p. 16-28)

* Order Inquiry by Order or P/O Number List Screen (p. 21-5)
» Deleted Orders Analysis Inquiry Screen (p. 100-9)

When the activities for an order are displayed, you can toggle between viewing activity times in your
own time zone or in the time zone in which they occurred. You can also print the list of activities.

Order Header Fields

» Allocate code « Future Date
* AR Terms code + Invoice Date
 Bill-To Customer Number » Invoice Number
+ Bill-To Name * Note
 Bill-To Address (4 address lines, city, state, + Payment Code

zip code, country)
 Bill-To Contact » Price Discount Code
 Bill-To Phone Number » Requested Ship Date
» Cancel date * Route and Stop
e Carrier » SalesReps 1,2, &3
e (Cash Discount Date » Ship-To Address - 4 address lines, city, state,

zip code, country

» Consolidated Bill Code * Ship-To Name

« Credit Card Number and expiration date + Ship-To Contact

» Customer Class and Subclass  Ship-To Phone Number
» Customer Price List  Ship-To Tax Body

» Customer Purchase Order » Ship Date

» Deposit Amount » Shipping Instructions
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» Expected Ship Date

Territory

« Extended GL Order Cost

Trade Discount Percent

» Extended OE Order Cost

Trading Amount Tendered

o Federal Excise Tax

Update Demand Flag

FOB Code

Update Demand

Order Detail Fields

e Actual Sell Price

OE Invoice Cost

» Allow Cash Discount Code Price List

» Base Price Quantity Ordered

+ Billing Class and Subclass Quantity Shipped

» Commission Cost Rebate ID

» Discount 1 Rebate Vendor Number
e Discount 2 Special Order Code

» Drop Ship Taxable Code

* Due Date Tax Exempt Code

» Expected Ship Date Trading Actual Cost

» Final Price Override Code

Trading Actual Sell Price

e GL Cost

Trading Base Price

* GL Invoice Cost

Trading Item Quantity Discount

* GL System Cost

Unit of Measure

» Lot Charge Code

Update Demand

* OE Cost

Warehouse 1D

* OE System Cost

The Order Activity File is purged automatically whenever you run Reorganize A+ History Files
(MENU XAMAST) and select Order History. However, if you want to purge data from the Order
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Activity File more frequently than from the other order history files, you can select to reorganize only
that file. To do this, run Reorganize A+ History Files and select Order Activity History.

Adjustment Billing

Adjustment billing is used to correct pricing and costing errors. You can enter adjustments manually
through Enter, Change & Ship Orders (MENU OEMAIN) or rebill an entire order automatically
through Customer Order/Shipment Inquiry (MENU OEMAIN).

Manual Adjustments

To perform adjustment billing manually, use Enter, Change & Ship Orders (MENU OEMAIN).Enter
an Invoice Only order and then select the item from the Customer Order History Screen (p. 6-210). If in
System Options Maintenance (MENU XAFILE), the Copy History Prices field is set to yes, the copied
line will have the same price and cost of the actual invoice instead of the current price and cost. You
can change the quantity fields to negative amounts which reverses the incorrect information, and then
enter a new line with the correct information.

NOTE: If Warehouse Management is installed, be sure to use the same location for the
debit and credit so inventory quantities are not affected.

Automatic Rebilling

You can rebill an entire order in history automatically through a function key in Customer Order/
Shipment Inquiry (MENU OEMALIN). Rebilling the order creates a new, invoice-only order with the
same line items, quantities, and prices as the original order, but using the current tax values from the
Customer Master File.

You also have the option in Customer Order/Shipment Inquiry (MENU OEMAIN) to specify whether
or not you want inventory to be allocated for a rebill. If you select Y, inventory will be allocated. If you
select N, inventory will not be allocated; and, if the Allow Shipment of Unallocated Orders field is set
to N in Order Entry Options Maintenance (MENU XAFILE), you will not be able to create the rebill.

Additionally, the Select Items for Credit and Rebill Screen (p. 16-67) can be used to select specific
items for which you want to change quantities for the credit and rebill orders created.

Returns

Order history is particularly useful when you are entering returns. You can enter returns in order entry
as an “R” type order with negative amounts. You can enter returns manually, through Enter, Change &
Ship Orders (MENU OEMALIN) or automatically through Customer Order/Shipment Inquiry (MENU
OEMALIN). Refer to the Returns topic within CHAPTER 4: Order Entry Order Processing for more
information on each of these methods.

When you create a return, you may reference the invoice number of the original order on the Second
Order Header Screen (p. 6-48) to ensure that A/R is affected correctly by the return.
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Additionally, you can select to have Distribution A+ perform a check when you are entering a return to
ensure that the return amount entered for the customer is not greater than the original order amount
shipped to the customer (including all generations of the order). Previous returns of the item are taken
into consideration.

You can also select to update the quantity on-hand for returns immediately when you print a return
Invoice. By setting Immediate Resale of Returned Items to Y in Order Entry Options Maintenance
(MENU XAFILE), returned items become available for resale immediately instead of waiting for Day-
End Processing to make them available.

Through Order Entry Options Maintenance (MENU XAFILE), you can Place new returns on RGA
hold and specify a Default Hold Code. If you select to put new returns on hold, when the return order is
entered, the status of the order will be HOLD — XX (where XX is the default hold code that was
selected).

Expected Ship Date

The expected ship date in Order Entry provides you with a more accurate date that reflects when the
customer should expect their order to be shipped. This date is included on the order and is stored in the
Order Header File (ORHED) and Order Detail File (ORDET). Depending on tailoring options, the
expected ship date in the order header will default to either the date that was calculated for the
requested ship date, or the current date when the new order was placed. An expected ship date can also
be maintained on the item level. If desired, the vendor lead time of an item can be used to calculate the
expected ship date if inventory is not available for the item. For special order items, you can also
optionally update the line item’s expected ship date with the due date on the purchase order once it is
available. Otherwise, the default expected ship date for the line item will be the same as the one on the
Order Header Screen.

The expected ship dates are completely independent of the current existing requested ship dates and
will not be affected by the features and options that apply to the requested ship dates.

Calculation of the Expected Ship Date based on Tailoring Options

The expected ship date is calculated during Order Entry based on the tailoring options defined through
Order Entry Options Maintenance (MENU XAFILE).

» Ifthe Expected Ship Date tailoring option Default Header With Requested Ship Date is Y in Order
Entry Options Maintenance (MENU XAFILE), then the expected ship date will default the date that
was calculated for the requested ship date on the Order Header Screen. If the tailing option is N,
then the expected ship date will default to the current date when a new order is started.

In addition to the order header level, an expected ship date can also be maintained on the line item
level. The expected ship date on the line item level could be different than the expected ship date on
the order header level. The expected ship date field may be maintained immediately or at any time the
line item is maintained. Any changes to a line item’s expected ship date will be tracked as part of Order
Activity.

« Ifinventory is unavailable (i.e. zero available to ship) and the tailoring option Use Vendor Lead
Time if Inventory Unavailable is Y in Order Entry Options Maintenance (MENU XAFILE), the
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vendor lead time will be used to calculate the expected ship date for the line item. For the line
which is going on back order (any back order quantity), the system will add the lead time of this
item to today’s date to calculate the line item’s expected ship date.

The vendor lead time for the item will be determined using the following hierarchy:
1) IM&P Balance Record (if item/warehouse is a planned by IM&P)

2) AIM Balance Record (if item/warehouse is a planned by AIM)

3) Vendor Item Record

4) Vendor Master Record

If Use Vendor Lead Time if Inventory Unavailable is N to not use the vendor lead time if inventory
is unavailable, then the system will use the current value of the order header expected ship date
field.

« For special order line items, if the Expected Ship Date tailoring option Use PO Due Date is Y in
Order Entry Options Maintenance (MENU XAFILE), the line item level expected ship date will be
updated with the due date of the PO line item, when the purchase order is generated at the initial PO
print time.

 If the tailoring option Include Expected Ship Date for Duplicate Date is Y or P in Order Entry
Options Maintenance (MENU XAFILE), you may replace the expected ship date for all applicable
items in an order with the expected ship date on the Order Header Screen by using the F23=Dup DT
function key on the Order Header Screen.

Customer Service Comments

Distribution A+ allows you to enter comments that are specific for a customer or customer’s ship-to
address. When an order is placed for the customer or ship-to address specified, the associated
comments are automatically displayed. Use these comments as a reminder of any special
considerations for a customer.

There are four types of comments: management, user, order, and consolidated. Management and user
comments are those that display when an order is placed for a specific customer or customer’s ship-to
address. Order comments are automatically copied onto an order as a comment line for a specific
customer or ship-to address. This allows you to enter line comments for specific customers only once
instead of keying the comment each time an order is placed by that customer. Consolidated comments
are restricted to customers that are defined with a consolidated bill code in Customer/Ship to Master
Maintenance (MENU ARFILE). These comments will print once per consolidated invoice.

Off-Line Order Entry

Orders which do not originate in O/E may be imported through Off-Line Order Entry (MENU
OEMAIN). Off-Line Order Entry requires the order to be in a certain format so that Distribution A+
can import it. To format your data so that the order is in the correct format for entry, a program may be

1-16



Order Entry Overview

written. The proper format required to use this menu option is included within the Appendix section of
this User Guide.

NOTES:

Off-Line Order Entry also utilizes the Product Restriction Authorized Checking program to
perform authorization checking for restricted items. Refer to the CHAPTER 4: Order Entry Order
Processing and CHAPTER 11: Offline Order Entry for additional information.

If the customer or ship-to number for an order has an assigned Authorized Item Code (AIC), it is
possible that an item may be skipped during the Offline Order Entry process if the item is not
specified on the customer’s AIC by item number or item class/subclass. If this occurs, either an
error or warning (depending on the user’s authority), will print on the Offline Order Entry

Report (p. 10-3), and the item will not be added to the order. The possible error = “3600: Customer
is not authorized to purchase this item.” The possible warning = “3010: Warning! Customer is not
authorized to purchase this item.”

NOTE: AIC codes are defined through Authorized Item Codes Maintenance (MENU
OEFIL3), and you will also be able to assign a system defined AIC of *CONTR to
a customer or ship-to which will allow the customer or ship-to to only order items
for which a current contract has been set up, if Use Customer Contracts is Y in
Order Entry Options Maintenance (MENU XAFILE). Therefore, items for which
a current contract has not been set up if assigned an AIC of *CONTR may also be
skipped during the Offline Order Entry process.

If you installed Vertex software and have selected it for use through System Options Maintenance
(MENU XAFILE), Off-Line Order Entry interfaces with Vertex to perform sales tax calculations.

Any customer’s Purchase Order received through EDI automatically is turned into an order in
Distribution A+ through the Off-Line Order Entry feature. No manual intervention through MENU
OEMAIN is necessary.

O/E Inquiries

O/E provides you with many inquiries. These inquiries allow you to:

View open and shipped orders for your customers. Information such as warehouse, order type,
order status, customer, requested ship date, expected ship date, cancel date, and order value are
displayed. You may view line items on the order or perform a variety of functions once the order
you are looking for is located.

NOTE: If Track Order Activity is set to Y in Order Entry Options Maintenance (MENU
XAFILE), you may also view a list of the actions performed on an order, with the
user ID, date, and time of each action. Also, if an order is changed or ship
confirmed, the activity of several fields are tracked for changes and can be
viewed in detail.

View information on shipment dates, shipment totals, and pending backorders.

Access item information, before or while entering the order, which may be pertinent to the order
entry person.
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» Access detailed customer information, such as the total amount outstanding, average payment days
for the last 90 days, average payment days to date, and detailed payment information.

» View shipped order information for days in process calculations for both original and backordered
orders.

» View gross sales, net cost amounts, weights and counts for sales of stock, costs of stock, drop
shipments, warehouse transfer orders, and special orders.

» View orders that have been returned.
» View orders/line items that have been deleted.
» View item price information without creating an order or quote.

» View open order recap values for stock, drop-shipments, special orders, and warehouse transfers.

Sales Recap Projection

The Sales Recap Inquiry (MENU OEINQY) menu option has the ability to calculate a projection of
sales data for stock orders, drop ship orders, special orders, and warehouse transfer orders for a sales
period that is not yet complete, (i.e., for a sales period in which sales have not yet been recorded for the
entire period).

In the Sales Recap Inquiry menu option, on the Measurement Systems Sales Recap Inquiry Selection
Screen you may either key just the incomplete period or a range of periods that contain the incomplete
period. By pressing the F5=ProJecTioN function key, processing will initiate the projection calculation
for the incomplete period.

Important

You must run day-end for each business day in the period. If day-end is run more than
once in a day, the projection process still considers day-end to be run once for that date.

The projection calculation uses three fields defined in SA/PO Fiscal Calendar Maintenance (MENU
SAFILE):

 the number of business days contained in the entire incomplete period, as defined in the Business
Days Per Period field on the SA/PO Fiscal Calendar Screen

 the number of business days specified in a sub-period of the incomplete period, as defined in the
Business Days field on the Business Day Distribution Pop-up Window

« the percent of the period’s sales that are expected to occur during the specified sub-period of the
incomplete period, as defined in the Percent of Period Sales field on the Business Day Distribution
Pop-up Window

CALCULATION:
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T = Total Gross Sales (for one of the following order types: sales, drop ship, special, or warehouse
transfer)

A = Aggregate of the Percentages of Period Sales

i.e., the number of business days gone by in the sub-period, divided by the total number of Business
Days in that sub-period. Then multiply that quotient by the Percent of Period Sales assigned to that
sub-period. Finally, add to this product the Percent of Period Sales assigned to each of the sub-
periods preceding this sub-period.

Projected Gross Sales=T /A

Example:
Assume today is April 12 and that this is the fourth period of your fiscal year.

Assume it is the end of the day and that you have run day-end. Also assume that you have run day-
end for each of the previous business days of this incomplete period.

Assume Total Gross Sales for this incomplete period is $1075.00
Assume the Business Days Per Period field for this period is 25.

Assume the Business Days and Percent of Period Sales fields for this period are:

Business Days Percent of Period Sales
1 5 10.00
2 5 15.00
3 5 20.00
4 5 35.00
5 5 20.00

The projection will be based upon 12 out of 25 days since this is the 12th day of the current period,
and the period is defined as 25 days long.

The projection would be calculated as follows:

Since today is the 12th business day of period 4, this would mean you are now in the third sub-
period of period 4. Therefore, 2 business days have gone by in this sub-period; there are 5 total
business days in this sub-period; and the Percent of Period Sales for this sub-period is 20%. Also,
the Percent of Period Sales assigned to each of the sub-periods preceding this sub-period is 10%
and 15%.

A={(2/5)* .20} +.10 +.15=.33
T=81075.00
Projected Gross Sales = 1075 /.33 = $3257.58
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Reports

O/E has a variety of reports to track your open orders, open line items, shipped orders, backorders,
prices on items, taxes, non-inventory items, quotes, comments, restricted products, unauthorized
requests for restricted products, unauthorized requests for Authorized Item Codes (AICs), and Safety

Data Sheet (SDS) items.

You may print the following reports through the O/E Reports Menu (MENU OEREPT):

Open Order Summary Report (p. 26-5)

Open Order Detail Report - By Customer (p. 27-5)

Open Order Summary Report - By Customer (p. 27-7)
Open Order Detail Report - By Item (p. 27-9)

Open Order Summary Report - By Item (p. 27-11)
Shipped Order Detail Report - By Item (p. 28-5)

Shipped Order Summary Report - By Item (p. 28-7)
Shipped Order Detail Report - By Customer (p. 28-9)
Shipped Order Summary Report - By Customer (p. 28-11)
Back Order Summary Report - By Item (p. 29-5)

Back Order Detail Report - By Item (p. 29-7)

Back Order Summary Report - By Customer (p. 29-10)
Back Order Detail Report - By Customer (p. 29-12)

Item Price List Report (p. 30-7)

Sales Tax Report (p. 31-4)

Non-Inventory Item Detail Report (p. 32-4)

Quote Review Date Report (p. 33-4)

Comment Review Date Report (p. 34-4)

Restricted Product Sales Report (p. 35-8)

Unauthorized Requests For Restricted Products Report (p. 36-6)
Unauthorized Requests for Authorized Item Code Report (p. 36-9)
SDS Picking List Report (p. 37-5)

Order Cancel Date Report (p. 38-4)

Non-Stock Item Sales Detail Report (p. 39-12)
Non-Stock Item Sales Summary Report (p. 39-14)
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Manual Order Commitment

You have the option of committing inventory to orders automatically or manually. Inventory is
committed automatically using the Assume Full Shipments field in Order Entry Options Maintenance
(MENU XAFILE). If you key Y for this field, you force commitment to orders regardless of inventory
availability. If you key N, commitment is based on inventory availability. Distribution A+ either
assumes full shipment (no backorders) or commits inventory based on the net availability of inventory
(backorders allowed). Also, inventory is committed for an entire order before any is committed to
another order. Regardless of the way commitment occurs, inventory is always allocated.

To manually commit inventory for orders, you must have backorders to commit inventory to. Setting
the Assume Zero Shipments field to Y in Order Entry Options Maintenance (MENU XAFILE)
establishes that all orders will become backorders. Backorders can then have inventory manually
committed to them through Inventory Commit/Uncommit (MENU OEMAST). Inventory commitment
can be spread across multiple orders by either a fill quantity or fill percentage, ensuring all specified
orders receive some commitment rather than some orders receiving all inventory commitment.

In addition, you can create an “inventory commitment matrix” where groups of items are linked with
groups of customers through Inventory Commitment Matrix (MENU OEMAST). This matrix is used
during manual commitment to commit inventory for an exact item/customer combination.

NOTE: Manual order commitment applies to regular orders only and only orders with a
print pick list date equal to zero.
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The means to arrive at the final price of an item in Order Entry is very flexible. This flexibility allows
you to use item level pricing, warehouse level (balance) pricing, or best pricing logic, as well as allows
you to assign discounts or markups to any combination of items, customers, customer ship-tos, or
order specifications. Order Entry allows you to set up your pricing to be simple or advanced,
depending on your requirements. The manner in which the price of an item is determined in Order
Entry is referred to as order entry pricing. Order entry pricing can be performed through Enter, Change
& Ship Orders (MENU OEMAIN) when creating an order, or through Item Price Inquiry (MENU
OEINQY) when inquiring about an item for a customer or customer ship-to. Best pricing options are
determined through Order Entry Options Maintenance (MENU XAFILE).

This section will help you understand how you should use order entry pricing through the following:

Pricing Concepts
Introduces the methods of pricing that may be used with examples.
Entering An Order

Illustrates where different pricing methods are used by identifying which pricing fields are used on
what screens Enter, Change & Ship Orders (MENU OEMALIN).

Inquiring About Item Prices

Illustrates order entry pricing methods. This allows the Item Price Inquiry (MENU OEINQY) to
display customer or customer ship-to/item pricing identical to that utilized during order entry.

Pricing Concepts

The pricing concepts discussed in this section are:

Base Price

Item Level and Warehouse Level (Balance) Pricing
Pricing Hierarchy

Discount, Markup, & Gross Margin Pricing

Price Matrix Pricing

Override Pricing
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» Contract Pricing

¢ Quantity Discount Pricing

« Best Pricing

* Vendor Rebates

» Final Price

« Promotional Pricing

» Trade Discounts

» Gross Margin Repricing

¢ Order Entry Pricing Options

» Security for Pricing - Application Action Authority

» Price Source

Base Price

The base price of an item on an order is the price of an item determined before any of the pricing
methods in the pricing hierarchy are used. Therefore, if none of the pricing hierarchy methods are used
(See “Pricing Hierarchy” on page 2-7), the final price of the item is the same as the base price of the
item.

One of the five list prices defined for the item or, if applicable, the item/warehouse, is used for the
corresponding Price List Code assigned to the customer (or optionally overridden on the customer
ship-to level) through Customer/Ship to Master Maintenance (MENU ARFILE) (See “Item Level and
Warehouse Level (Balance) Pricing” on page 2-3).

Additionally, if a surcharge is specified in Item Master Maintenance (MENU IAFILE) for a unit of
measure for an item, the surcharge is applied to the base price.
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Example: List Price Selection
When adding item A750 through Item Master Maintenance (MENU IAFILE), assign the following
list prices (priced by case):

Price 1: 12.00

Price 2: 13.00

Price 3: 14.00

Price 4: 15.00

Price 5: 16.00

When adding item A750 to warehouse 2 through Item Balance Maintenance (MENU IAFILE), assign
the following list prices (priced by case):

Price 1: 12.50
Price 2: 13.50
Price 3: 14.50
Price 4: 15.50
Price 5: 16.50

When adding customer 100 through Customer/Ship to Master Maintenance (MENU ARFILE),
specify 4 in the Price List field.

NOTE: The Price List field value for a customer or ship-to level can be overridden through
Customer/Ship to Master Maintenance (MENU ARFILE). Therefore, if you are adding
an order for a specific customer 100 ship-to, then, for this pricing example, do not assign
a ship-to level Price List field for this ship-to (or make sure that the value on this ship-to
level is 4).

When keying an order for warehouse 1 which has no warehouse level (balance) pricing, the default
list price used for customer 100 is the price specified in the Price 4 field for the item. For item A750,
customer 100’s list price is $15.00 per case.

When keying an order for warechouse 2 which has warehouse level (balance) pricing, the default list
price used for customer 100 is the price specified in the Price 4 field for the item/warehouse. For item
A750 in warehouse 2, customer 100°s list price is $15.50 per case.

Item Level and Warehouse Level (Balance) Pricing

Item Level Pricing

The list prices (up to 5) of an item are maintained through Item Master Maintenance (MENU IAFILE)
if item level pricing is being used. The 5 prices defined in the Price fields are based on the Price U/M.
This unit of measure may be the same as any of the three stocking unit of measures or it may be
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completely different. If the pricing unit of measure is the same as the first stocking unit of measure, the
conversion factor is 1 for the pricing unit of measure. The price unit of measure for the item is used
with quantity breaks, contracts, and the price matrix.

When International Currency is installed, the 5 list prices from the Item Master File may also be
available at Country and Currency Code level, Country Code level, and/or Currency Code level based
on the Use Multiple Country/Currency Pricing option in International Currency Options (MENU
ICFILE). In addition, the surcharge code (%/ C), surcharge amount, and container charge fields for
each stocking unit of measure may be defined with the country/currency list prices.

Warehouse Level (Balance) Pricing

When items are defined, warehouse level (balance) pricing can be established if determined through
System Options Maintenance (MENU XAFILE) and the Allow WH Pricing field, and then allowed for
a warehouse with the Use WH Pricing field in Warehouse Numbers Maintenance (MENU IAFILE).
This allows for the creation of warehouse unique prices for items that are stored in more than one
warehouse.

Warehouse level (balance) prices are created in the Item Balance File and are used instead of the prices
identified in the Item Master File. Once it has been determined that a particular warehouse will be
using warehouse level (balance) pricing, Order Entry will utilize the following data from the Item
Balance File for that warehouse:

e Price Class
¢ Quantity Break Class
e Cash/Trade Discount

» Five List Prices

Important

Since the Item Balance File is searched for this data rather than the Item Master File for
any warehouse using warehouse level (balance) pricing, it is imperative that this data be
in the Item Balance File for all items - even those which do not have warehouse unique
pricing requirements. If the warehouse is defined as one which will use warehouse level
(balance) pricing, but balance pricing data is not established for the items, the prices for
the items will be 0 (zero) when called into Order Entry.

When International Currency is installed, the list prices from the Item Balance File may also be
available at Country and Currency Code level, Country Code level, Currency Code level based on the
Use Multiple Country/Currency Pricing option in International Currency Options (MENU ICFILE). In
addition, the surcharge code (%/ C), surcharge amount, and container charge fields for each stocking
unit of measure may be defined with the country/currency list prices.

To assist in creating balance pricing data for all items in a warehouse, the Copy Price Info from Item
Master by Warehouse (MENU OEMAST) will copy the needed price related data from the Item
Master File to the Item Balance File for all items. This copy will not overwrite any unique pricing data
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already established in the Item Balance File. Only pricing data for those items with no pricing field
data in the Item Balance File will be copied.

Whether or not the warehouse identified on an order’s header and the identified shipping warehouse on
an order’s detail use warehouse level (balance) pricing has an effect on the prices used in the order
itself. The rules Order Entry pricing follows are described below:

1. If the order header and the shipping warehouse are the same, and

 the warehouse is using warehouse level (balance) pricing, the prices in the Item Balance File are
used.

 the warehouse is not using warehouse level (balance) pricing, the prices in the Item Master File
are used.

2. If the order header and the shipping warehouse are not the same, and

+ the order header warehouse is using warehouse level (balance) pricing, and the shipping
warehouse is also using warehouse (level) balance pricing, the balance price from the header
warehouse is used unless the item is not stocked in the header warehouse; then the shipping
warehouse balance price is used.

+ the order header warehouse is using warehouse level (balance) pricing, and the shipping
warehouse is not using warehouse level (balance) pricing, the balance price from the header
warehouse is used unless the item is not stocked in the header warehouse; then the price in the
Item Master File will be used.

« the order header warehouse is not using warehouse level (balance), but the shipping warehouse
is using warehouse level (balance) pricing, the price in the Item Master File is used unless the
item is not stocked in the header warehouse; then the balance price for the shipping warehouse is
used.

+ the order header warehouse is not using warehouse level (balance) pricing, and the shipping
warehouse is not using warehouse level (balance) pricing, the prices in the Item Master File are
used.

The Warehouse Prices Table, below, illustrates the pricing directions explained above.

Setup includes: Allow Warehouse Pricing (MENU XAFILE), and Use Warehouse Pricing (MENU
IAFILE).

Examples include: WH 1 - Use WH Pricing =Y, WH 2 - Use WH Pricing =N, WH 3 - Use WH
Pricing = N, and WH 4 - Use WH Pricing =Y.

WAREHOUSE PRICES

Order Header Order Detail  Detail
Warehouse Warehouse

1 1 Item Balance ( ) Pricing will be used
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WAREHOUSE PRICES

2

Item Balance (ITBAL) Pricing from WH 1 will be used; If no
(ITBAL) record for WH 1, then it will use Item Master (I TMST)
Pricing

Item Balance (ITBAL) Pricing from WH 1 will be used; If no
(ITBAL) record for WH 1, then it will use Item Master (ITMST)
Pricing

Item Balance (ITBAL) Pricing from WH 1 will be used; If no
(ITBAL) record for WH 1, then it will use the Item Balance (ITBAL)
Pricing from WH 4

Item Master (ITMST) Pricing will be used unless there is no (ITBAL)
record for WH 2, then it will use the Item Balance (ITBAL) Pricing
from WH 1

Item Master (ITMST) Pricing will be used

Item Master (ITMST) Pricing will be used

Item Master (ITMST) Pricing will be used unless there is no (ITBAL)
record for WH 2, then it will use the Item Balance (ITBAL) Pricing
from WH 4

Item Master (ITMST) Pricing will be used unless there is no (ITBAL)
record for WH 3, then it will use the Item Balance (I TBAL) Pricing
from WH 1

Item Master (ITMST) Pricing will be used

Item Master (ITMST) Pricing will be used

Item Master (ITMST) Pricing will be used unless there is no (ITBAL)
record for WH 3, then it will use the Item Balance (ITBAL) Pricing
from WH 1

Item Balance (ITBAL) Pricing from WH 4 will be used; If no
(ITBAL) record for WH 4, then it will use the Item Balance ([TBAL)
Pricing from WH 1

Item Balance (ITBAL) Pricing from WH 4 will be used; If no
(ITBAL) record for WH 4, then it will use the Item Master (ITMST)
Pricing

Item Balance (I TBAL) Pricing from WH 4 will be used; If no
(ITBAL) record for WH 4, then it will use the Item Master (ITMST)
Pricing

Item Balance (ITBAL) Pricing from WH 4 will be used
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Redirect List Prices

There are two methods by which you can redirect the Price List Code assigned to a customer or
customer ship-to through Customer/Ship to Master Maintenance (MENU ARFILE).

The first method is to enter a value for Price List in Contract Prices Maintenance (MENU OEPRCE).

The second method is to enter a value of 1-5 in the Price List Redirect field in Price Matrix
Maintenance (MENU OEPRCE). Using either of these methods will cause Order Entry to be
redirected to select a different list price for the base price of the item than the list price identified by the
Price List Code assigned to the customer or customer ship-to through Customer/Ship to Master
Maintenance (MENU ARFILE).

If you use discount pricing for an item, the discount amount identified will be deducted from the
redirected base price to determine the ordering price of the item.

Pricing Hierarchy

The methods of order entry pricing are:

1. Rebate Pricing

Contracts

Price Matrix

Item Quantity Discounts
Class Quantity Discounts
Gross Margin Repricing

N o o A~ 0D

Trade Discounts

The list of pricing methods above indicates the hierarchy in which the pricing methods are used (refer
also to Base Price (p. 2-2)). If a pricing method in the list is not used, then the next method of pricing in
the list is reviewed. If that method is not used, then the next method is reviewed, etc.

Example:

If override pricing is not used, then contract pricing is reviewed; if contract pricing is not used then
price matrix pricing and/or quantity discount pricing is reviewed. If none of these methods are used,
then the base price of the item as determined by Order Entry pricing is used to price an item on an
order.

Order Entry pricing options can be set to force gross margin repricing to incorporate, in its review, the
following:

 prices that have already been manually overridden (Override Pricing including manual and vendor
rebates)

* prices that have been set via contracts (Contract Pricing)
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 prices that have been set via quantity breaks (Quantity Discount Pricing)

 or, the options can be set so that gross margin repricing will not consider items priced by these
methods and therefore those items will not be repriced

Note, however, that Trade Discount Pricing may be used regardless if the other pricing methods are
used or not, since trade discounts apply to an entire order (not any single order line item).

Important

Quantity breaks and contracts are not considered if a rebate, defined to use an override
price amount or discount, is applicable when determining item pricing/cost information
through Enter, Change & Ship Orders (MENU OEMAIN) or through Item Price Inquiry
(MENU OEINQY). To determine if a rebate has been defined to use an override price
amount or discount, refer to Rebate Master Maintenance (MENU OERMAIN).

Discount, Markup, & Gross Margin Pricing

Order Entry allows you to use either apply discounts, gross margins, or markups to prices to arrive at
the final price of an item on an order.

Discount Pricing

Discount pricing, or list-less pricing, is subtracting a specified discount to be taken from the list price
of an item. (See “Item Level and Warehouse Level (Balance) Pricing” on page 2-3 for more list prices
information). This is the most commonly used approach to determine the base price of an item.

Discount pricing applies to an item or group of items and can be brought into an order automatically if
established with a contract or price matrix. Contract Prices Maintenance (MENU OEPRCE) and Price
Matrix Maintenance (MENU OEPRCE) allow for the definition of a “D” type code to indicate a
discount value. Additionally, manual discount overrides at the line item level are allowed.

Example: Discount Pricing Calculations base price - [price * (discount / 100)] = value

Assume item price of $120.00 and discount of 20%

discount / 100 = work 20.00 / 100 = .20
price * work = work1 120.00 * .20 = 24.00
price - workl = value 120.00 - 24.00 = 96.00
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Markup Pricing

Markup pricing, or cost-plus pricing, is adding a specified percentage to the cost of an item. (See
“Order Entry Cost Options” on page 3-1 for more cost setup information).

To use markup pricing in Order Entry, answer Y to the Use Markup Pricing field in Order Entry
Options Maintenance (MENU XAFILE). You must also specify the Cost to be Used for Markup
Pricing as the average cost, standard cost, user cost, last cost, commission cost, or OE Cost. The OE
Cost selection will then use the value chosen in the Cost to be Used for OE field.

Markup pricing applies to an item or group of items and can be brought into an order automatically if
established with a contract or price matrix. Contract Prices Maintenance (MENU OEPRCE) and Price
Matrix Maintenance (MENU OEPRCE) allow for the definition of an “M” type code to indicate a
markup amount, as opposed to a gross margin or discount amount. Additionally, manual markup
overrides at the line item level are allowed.

Example: Markup Pricing Calculations cost * [1 + (discount / 100)] = value

Assume item cost of $5.00 and mark up of 20%

discount / 100 = work 20.00 / 100 = .20
1 + work = workl 1+ .20 =1.20
cost * workl = value 5.00 * 1.20 = 6.00

Gross Margin Pricing

Gross margin pricing is a form of cost-plus pricing and allows for the identification of a specified
percentage to be added to the cost of an item to bring it in line with a pre-determined gross margin.
(See “Order Entry Cost Options” on page 3-1 for more cost setup information.) Gross margin
percentages may be defined for a contract, price matrix, line item, or for an order, depending on the
order entry options selected. To use gross margin pricing, answer Y to the Allow Gross Margin Pricing
field in Order Entry Options Maintenance (MENU XAFILE).

Example: Gross Margin Pricing Calculations cost/ [1 - (discount / 100)] = value

Assume item cost of $5.00 and gross margin of 20%.

discount / 100 = work 20.00 / 100 = .20
1 - work = workl1 1 -.20 = .80
cost / workl = value 5.00 / .80 = 6.25
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Price Matrix Pricing

The system of deriving the discount amount for a specific item sold to a specific customer or customer
ship-to uses a tool in Order Entry pricing called the price matrix. The price matrix is used to determine
the discount, gross margin, or markup for an item (which has been assigned an Item Price Class) when
the item is ordered by a specific customer or customer ship-to (who has been assigned a Customer
Price Discount Code.)

Price matrix pricing and/or quantity breaks are normally used only when override pricing or contract
pricing is not used for an order. The exception to this is when the contract defined is a redirect to a new
price discount code of the price matrix. Either or both the price matrix and the quantity discount are
used to determine the discount/markup of an item. If only the price matrix is applicable, or if only
quantity discounts are applicable, then only the respective pricing method is used; if both are
applicable, then both are used to price an item on an order.

Price Matrix

The price matrix specifies a discount amount, gross margin percentage, or cost-plus markup
percentage that is applied to the item’s base price/cost when an item is ordered by a specific customer
or customer ship-to. This value is determined using the Item Price Class Code assigned to the item on
the order, and the Customer Price Discount Code that is assigned to the customer or customer ship-to
placing the order. Additionally, the price matrix may specify a Price List Redirect which is used to
redirect the item to a different list price than the list price identified by the Price List Code assigned to
the customer or customer ship-to through Customer/Ship to Master Maintenance (MENU ARFILE).

To use price matrix pricing, Use Price Matrix must be Y in Order Entry Options Maintenance (MENU
XAFILE).

Iltem Price Class

The Item Price Class is a three digit code used to classify items for pricing. You may use up to 999
item price classes for each company. After creating item price classes through Price Class Maintenance
(MENU OEPRCE), they are assigned at the item level through Item Master Maintenance (MENU
IAFILE) and, if applicable, at the item/warehouse level through Item Balance Maintenance (MENU
TIAFILE).

For each Item Price Class, there are 999 input fields available that represent the Customer Price
Discount Codes. The Customer Price Discount Code is assigned a discount, gross margin, or markup
value. This value is used to determine the amount of list-less or cost-plus to be considered when an
item is sold to a specific customer or customer ship-to.

Customer Price Discount Code

The Customer Price Discount Code is a three digit code used to classify customers or customer ship-
tos for pricing. You can define discount, cost-plus markup and gross margin percentages for up to 999
Customer Price Discount Codes for each Item Price Class through Price Matrix Maintenance (MENU
OEPRCE). Each Customer Price Discount Code is assigned a value representing the discount, gross
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margin, or cost-plus markup to be applied to obtain an item’s final price. Customer Price Discount
Codes are assigned to individual customers (or overridden on the customer ship-to level) through
Customer/Ship to Master Maintenance (MENU ARFILE).

Price List Redirect

The Price List Redirect field indicates which of an item’s five list prices [as defined through Item
Master Maintenance (MENU TAFILE) or, if using warehouse level (balance) pricing for a warehouse,
through Item Balance Maintenance (MENU IAFILE)] the item will be redirected to use for this
customer or customer ship-to as a base price in pricing functions. This field can be used to redirect to a
different list price for this item than the default list price defined for this customer (or overridden on
the customer ship-to level) in Customer/Ship to Master Maintenance (MENU ARFILE). If a pricing
discount was also assigned to the redirect matrix contract, then it will still be applied. You cannot
assign markup or gross margin pricing with a redirect. Pricing calculations will then stop and not
continue with any other pricing calculations.

When keying an item on an order, the Customer Price Discount Code assigned to the customer (or
overridden on the customer ship-to level) is cross-referenced with the Item Price Class assigned to the
item to determine the discount, gross margin, or markup to be applied to obtain an item’s final price.
This cross-reference is performed using the price matrix.

Example: Price Matrix Pricing

For items A150, A160, and A170 you wish to establish different discounts for different customers. If
you want customers 70, 80, and 90 to receive a 9% discount, and customers 100, 110, and 120 to
receive a 10% discount, you may apply the discount using the price matrix by doing the following:

1. Define item price class 200 through Price Class Maintenance (MENU OEPRCE).

2. Through Item Master Maintenance (MENU IAFILE), assign item price class 200 (in the Price
Class field) for items A150, A160, and A170.

3. Through Customer/Ship to Master Maintenance (MENU ARFILE), assign Customer Price
Discount Code 002 in the Price Disc Code field for customers 100, 110, and 120, and Customer
Price Discount Code 001 to customers 70, 80, and 90.

NOTE: The Price Disc Code field value for a customer or ship-to level can be overridden
through Customer/Ship to Master Maintenance (MENU ARFILE). Therefore, for this
pricing example demonstration, do not assign a ship-to level Price Disc Code or make
sure that the value is the same as on the customer level.

4. Through Price Matrix Maintenance (MENU OEPRCE), add a price matrix definition for item price
class 200. In the price matrix definition, 999 fields will display (numbered 1 through 999). Each
one of these fields represents a Customer Price Discount Code. Key 9.00 in field 001, and 10.00 in
field 002.

5. When customer 70 places an order for item A150, a 9% discount is applied to the base price. When
customer 100 places an order for item A150, the 10% discount is used. Additionally, if a value had
been entered in the Price List Redirect field of the Price Matrix for Customer Price Discount Code
001 and 002, the discount would be applied to a redirected base list price. If an item quantity
discount has been created for item A150, it will be applied in addition to the price matrix discount.
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If item quantity discounts apply for the items ordered, they will be used regardless if price matrix
pricing has been used or not. Therefore, quantity discount pricing may be used in addition to the price
matrix (if the price matrix is applicable), instead of the price matrix (if price matrix pricing is not
applicable), or not at all (if quantity discount pricing is not used).

Override Pricing

Manual

Override pricing is the most direct method of pricing. When determining item pricing/cost information
through Enter, Change & Ship Orders (MENU OEMAIN) or through Item Price Inquiry (MENU
OEINQY), you may key a value other than the default values in the base price, discount, or final price
fields. That is, you may override the default values.

The new values that you key in any of these fields are used to determine the new price of the item on
the order. Prices determined from contracts, the price matrix, or quantity breaks are ignored when
override pricing is used.

If override pricing is not used, contracts (if used) are examined next to determine discount, gross
margin, markup percentages, or price list or discount code redirects for an item; if not used, contracts
are not examined.

Note however, that if allowed through Order Entry Options (MENU XAFILE), gross margin repricing
may be used to “override the override” in an attempt to bring the line item’s price into sync with a pre-
determined gross margin amount. See “Gross Margin Repricing” on page 2-25 for more information.

To allow override pricing, the Allow Changes to Item Price - Item Entry field must be set to Y through
Application Action Authority (MENU XASCTY). If this option is Y, you can specify which users will
be allowed to change prices. Only the users you specify, the authorized user defined through Company
Name Maintenance (MENU XAFILE), and master users will be allowed to override prices. If this
option is N, only the authorized user and master users may override prices when entering orders
through Enter, Change & Ship Orders (MENU OEMAIN).

Example: Manual Price Overrides

If you wish to change the base price of item A750 for customer 100 from $15.00 to $13.50, you may
override the $15.00 displayed as the base price by keying $13.50 in the same field, and blanking out
the Discount (if applicable) and Final Price fields for recalculation.

Contract Pricing

When manual override pricing and rebate pricing are not used, contract pricing (if applicable) is used
to determine if any special pricing conditions exist for the order.
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Contract pricing uses a contract that is defined either for one customer, a customer/ship-to, a group of
customers, or all customers for an item or a group of items and applied to an order meeting a pre-
determined combination of criteria related to start and expiration dates, quantity limits and best pricing
inclusion. When an order is created matching the customer and item criteria, the contracts pricing rules
automatically are applied.

Contract pricing will search for applicable contracts based on the following hierarchy for both Named
and Unnamed Contracts. Universal contracts apply to all customers.

Named Contracts

+ Customer/Ship-To/Item

¢ Customer/Ship-To/Item Group
» Customer/Item

¢ Customer/Item Group

e Customer Group/Item

« Customer Group/Item Group

» Universal/Item

* Universal//Item Group

Unnamed Contracts

¢ Customer/Ship-To/Item

¢ Customer/Ship-To/Item Group
» Customer/Item

+ Customer/Item Group

« Customer Group/Item

« Customer Group/Item Group

» Universal//Item

« Universal//Item Group

Contracts can be defined with a specific contract number or can be “unnamed” contracts by leaving the
Contract Number field blank when creating your contracts. Named contracts must be specified on the
Second Order Header Screen (p. 6-48) for those contracts to be valid for the order. If Infor Storefront is
also installed, using a contract number of WEB creates contract prices specifically for orders placed
through Infor Storefront. If Distribution A+ Point of Sale is also installed, using a contract number of
POS creates contract prices specifically for orders placed through Distribution A+ Point of Sale.

If multiple contracts for the same customer/item combination exist, the first contract that is detected
for that combination will be used. An exception to this is when Best Pricing logic is being used. Refer
to Contract Best Pricing Logic (p. 2-20) for details.

NOTE: If the contract used for pricing is a Named Contract, the Contract Number will be
displayed in the Price Source field.
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When creating contracts for a single entity (e.g., one customer/one item), only the entity’s
identification is required (e.g., customer number/item number) in addition to the pricing data and start/
expiration dates. To easily define contracts for criteria consisting of more than one entity (e.g.,
customers 100, 110, and 120/items A750, A760, A770), two levels of classification can be used:
Customer Contract Codes and Item Contract Codes or Item Class/Sub-Class/Category.

Iltem Contract Codes

Item Contract Codes are pricing classifications defined for groups of items when using contract
pricing. Items can be grouped using either item contract codes created through Item Contract Code
Maintenance (MENU OEPRCE) or item classes/sub-classes/categories created through Item Class/
Sub Class Maintenance. Item contract codes are assigned to individual items through Item Master
Maintenance (MENU IAFILE) and, if using warehouse level (balance) pricing, through Item Balance
Maintenance (MENU IAFILE). Item classes/sub-classes/categories are assigned to individual items
through Item Master Maintenance (MENU IAFILE) only.

When contracts are based on item contract code groups, the system uses the following hierarchy to
determine the contract to use:

1. Contract for the item’s item contract code.

2. Contract for the item’s class, sub-class and category.
3. Contract for the item’s class and sub-class.

4. Contract for the item’s class.

Customer Contract Codes

Customer Contract Codes are pricing classifications defined for groups of customers or customer ship-
tos using the same contract pricing. Customer Contract Codes are created through Customer Contract
Code Maintenance (Menu OEPRCE) and are assigned to individual customers or customer ship-tos
through Customer/Ship to Master Maintenance (MENU ARFILE).

If an order meets the conditions of a contract (i.e., same customer number, customer ship-to, item
number, customer contract code, item contract code, the date the order is placed falls within the
contract start and expiration dates, etc.), then (1) the discount, gross margin, markup percentage, or
override price on the contract is applied to the item’s base price; or (2) the price list or price discount
code will be redirected to new values. When a valid contract is found and used for pricing, other price
matrix and quantity discount pricing are ignored.
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Example: Contract Selection

If for customers 100, 110, and 120, you wish to apply a 10% discount when items A750, A760, and

A770 are ordered. Do the following:

1. Define item contract code 2000 through Item Contract Code Maintenance (MENU OEPRCE).

2. Through Item Master Maintenance (MENU IAFILE), assign item contract code 2000 (in the Itm
Contract Cd field) for items A750, A760, and A770.

3. Define customer contract code INTL through Customer Contract Code Maintenance (MENU
OEPRCE).

4. Through Customer Master Maintenance (MENU ARFILE), assign Customer Contract Code INTL
(in the Contract Code field) for customers 100, 110, and 120.

NOTE: The Contract Code field value for a customer or ship-to level can be overridden through
Customer/Ship to Master Maintenance (MENU ARFILE). Therefore, for this pricing
example demonstration, do not assign a ship-to level Contract Code or make sure that
the value is the same as on the customer level.

5. Create a contract through Contract Prices Maintenance (MENU OEPRCE) with no contract
number, for the group of customers with Customer Contract Code INTL, and for the group of
items with item contract code 2000. In the contract definition, specify a 10% discount.

When customer 100, 110, or 120, places an order for item A750, A760, or A770, a 10% discount is
applied to the base price of the item. The word CONTRACT is displayed when keying this item.

If an order does not match the specifications of a contract, contract pricing is not used; the price matrix
and quantity discount pricing may be used.

There is one case in which an order can meet the conditions of a contract but still use price matrix
pricing. When creating or modifying the terms of a contract in Contract Prices Maintenance (MENU
OEPRCE)), if a customer or customer ship-to Price Discount Code is specified on the Contract File
Maintenance Screen (p. 91-33), then that code will redirect you to the discount, markup, or gross
margin percentages defined in the price matrix price discount code fields for this company and item
price class.

According to the pricing hierarchy, contract pricing values are used before all other pricing that has
also been set up for the same items and customers. The prices and discounts on the order may be
overridden, however, with override pricing, or if applicable, gross margin repricing.
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Example: Contracts to Redirect Price Matrix Values

When customer 10 orders item A100, you wish to redirect the Customer Price Discount Code that was
assigned to this customer through Customer/Ship to Master Maintenance (MENU ARFILE) to price
discount code 102. Do the following:

Create a contract through Contract Prices Maintenance (MENU OEPRCE) with no contract
number for customer 10 and for item A100. In this contract definition, on the Contract File
Maintenance Screen (p. 91-33) you specify a Price Disc. Code of 102.

When customer 10 places an order for item A 100, pricing is redirected to the value found in Price
Disc. Code 102 in the Price Matrix.

If you also want to redirect the price list used in this example, enter a redirect price list value in the
Price List field on the Contract File Maintenance Screen (p. 91-33). When customer 10 orders item
A100 a redirected base price will be used.

To use contracts during Enter, Change & Ship Orders (MENU OEMAIN), Use Customer Contracts
must be Y in Order Entry Options Maintenance (MENU XAFILE). If this is the case, you must select
which types of contracts are used by keying Y or N for the following:

¢ Customer/Ship-To/Item Contracts

¢ Customer/Ship-To/Item Group Contracts
» Customer/Item Contracts

¢ Customer/Item Group Contracts

» Cust Contract Code/Item Contracts

¢ Cust Contract Code/Item Group Contracts
» Universal/Item Contracts

¢ Universal/Item Group Contracts

Answer Y only if you are using that type of contract. This will speed up the pricing search.

NOTE: Contract numbers are established through Contract Prices Maintenance (MENU
OEPRCE). Once they are established, that number must be identified on the
Second Order Header Screen (p. 6-48) of an order for that named contract to be
used.

Multiple Contracts

Order Entry also provides the ability to define multiple contracts for the same customer ID/item ID
combination with different start and expiration dates. You must be sure when defining contracts in
Contract Prices Maintenance (MENU OEPRCE) that the start and expiration dates of these multiple
contracts do not overlap. Pricing calculations will check the contract dates to determine which contract
to use.
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Contract Calculator

The contract calculator is a tool that can be accessed from within Enter, Change & Ship Orders
(MENU OEMALIN) or Contract Prices Maintenance (MENU OEPRCE). To access it from within
Enter, Change & Ship Orders, a C is keyed in the O (Override) field during item entry/item review on
the Item Entry Screen (p. 6-71) or Item Review Screen (p. 6-115). The Contract Calculator Screen (p. 91-
40) will appear allowing you to determine the values that will become the prices for this order and/or a
new contract. To access it from within Contract Prices Maintenance (MENU OEPRCE), F7=CoNTRACT
CALCULATOR i1s available on the Contract File Maintenance Screen (p. 91-33).

From either location, on the Contract Calculator Screen (p. 91-40), the user can toggle between entering
the sell price or the discount/markup/gross margin percent with the F2=PERCENT / F2=SELL PRICE
function keys. With a Price Code of D, M, or G and the F2=PercenT function key, the user is allowed to
open the appropriate fields for entry based on the price code value. Press F9=CRT CNT to create the
customer/item contract based on the date from the calculator window.

The discount percent, markup percent, and the gross margin percent will be calculated based on the
price and the cost from the order, when the contract calculator is accessed from Enter, Change & Ship
Orders (MENU OEMALIN) and when entering the sell price. The Cost for Contract Calculator when
Ordering field in Order Entry Options Maintenance (MENU XAFILE) will determine which cost from
the order is used (that is, the OE Cost or the GL Cost) for markup or margin calculations.

The discount percent, markup percent, and the gross margin percent will be calculated based on the list
price and the cost from the user’s default warehouse, when the contract calculator is accessed from
Contract Prices Maintenance (MENU OEPRCE) and when entering the sell price. Note that when the
Cost to be Used for Markup Pricing field in Order Entry Options Maintenance (MENU XAFILE) is O
for Order Entry cost, the system will determine the cost selected in the Cost to be Used in OE field in
Order Entry Options Maintenance (Standard, Average, User, Last or Commission), and use that cost.

Warning messages will be issued if there are existing contracts for the selected customer and item. If
you select to create a new contract when there is an existing contract, the existing contract will
automatically have it’s expiration date set to one day prior to the start date of the new contract which
uses today’s date as the start date. This process makes the new contract the new price for the customer.

Additionally, you cannot create a contract:

 using markup from cost unless the Use Markup Pricing field is set to Y in Order Entry Options
Maintenance (MENU XAFILE).

¢ using gross margin pricing unless the Allow Gross Margin Pricing field is set to Y in Order Entry
Options Maintenance (MENU XAFILE).

« from within Enter, Change & Ship Orders (MENU OEMAIN) when the item is already part of a
rebate.

Detailed Contract Activity Tracking

The Track Contract Activity field in Order Entry Options Maintenance (MENU XAFILE) allows you
to capture an audit trail of the pricing history associated with each contract.
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If you select to track contract activity, any activity within Contract Prices Maintenance (MENU
OEPRCE) will be tracked in the Contract Activity Detail File (CNACD), and you will be able to inquire
into the activity details from within Contract Prices Maintenance. Contracts added from released
quotation orders or from the contract calculator will also be tracked.

You will only be able to inquire into contract activity details if Order Entry contract pricing activity
records exist. A ‘contract added’ activity record is created after a new contract pricing record has been
added during the contract pricing maintenance process.

During Order Entry, from the Item Review Screen (p. 6-115), you will be able to access the Contract
Calculator Screen (p. 91-40) by keying a C in the Price Override field. On the Contract Calculator
Screen (p. 91-40), the F9=CRT CNT function key will display and allow you to determine a contract price
and create an Order Entry contract pricing activity record. Also, a ‘contract added’ activity record is
auto-created during the quote release process in Order Entry when a quote is released that creates
contract pricing.

When the activities for a contract are displayed through Contract Prices Maintenance, you can toggle
between viewing activity times in your own time zone or in the time zone in which they occurred. You
can also print the list of contract activities.

When activities exist for a contract and you select to delete a contract record through Contract Prices
Maintenance, the contract will be deleted from the Contract File (CONTR), but the activity will not be
deleted from the Contract Activity Detail File (CNACD). Instead, it marks the records as ‘deleted’ by
entering a delete contract date value. This allows you to retain this pricing activity information should
an audit occur. Deleted contract activity records can then be completely removed from the Contract
Activity Detail File (CNACD), when desired, by running Reorganize A+ History Files (MENU
XAMAST) for deleted contract activity, if activity is older than the purge date specified.

Quantity Discount Pricing

A quantity break discount is a monetary amount or percent discount that is used when a specified item
quantity or monetary amount is met or exceeded for an item or group of items ordered. Quantity breaks
and discounts are defined for either a single item or for a group of items in a quantity break class. If
you wish to use quantity break classes, you must first create a quantity break class through Quantity
Break Class Maintenance (MENU IAFILE). Next you must assign quantity break classes at the item
level through Item Master Maintenance (MENU IAFILE), and, if applicable, at the item/warehouse
level through Item Balance Maintenance (MENU IAFILE).

Quantity break discounts are defined for items or quantity break classes through Quantity Discount
Maintenance (MENU OEPRCE). When keying an order, if the ordered item quantity (or monetary
amount) exceeds the quantity break set up for that item, then the corresponding monetary or percent
discount is used to calculate the final price of the item.

To use quantity break discounts for groups of items (quantity break classes), Use Class Quantity
Discounts must be Y in Order Entry Options Maintenance (MENU XAFILE). To use quantity break
discounts for individual items, Use Item Quantity Discounts must be Y in Order Entry Options
Maintenance (MENU XAFILE).
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Example: Class Quantity Discounts

Assume that you wish to create quantity break discounts for items A150, A160, and A170. You wish
to establish the same quantity discount for all of these items for all customers as follows:

+ If the quantity ordered exceeds 200 cases, apply a 2% discount.
+ If the quantity ordered exceeds 300 cases, apply a 3% discount.
+ If the quantity ordered exceeds 400 cases, apply a 4% discount.
+ If the quantity ordered exceeds 500 cases, apply a 5% discount.
To use the appropriate discount when ordering any of these items, do the following:

1. Create Quantity Break Class Code Q1 through Quantity Break Class Maintenance (MENU
IAFILE).

2. Assign the Quantity Break Class Code to items A150, A160, and A170 at the item level through
Item Master Maintenance (MENU IAFILE) or at the item/warehouse level through Item Balance
Maintenance (MENU IAFILE) in the Qty Break Class field.

3. Define the quantity break for quantity break class Q1 through Quantity Discount Maintenance
(MENU OEPRCE) as follows:

» Specify the Qty Break Code as Q. This indicates that the quantity break is based on a quantity,
not a monetary amount.

« Key 500, 400, 300, and 200 in the Break column, and 5.0, 4.0, 3.0, and 2.0 in the corresponding
Discount column.

When any customer places an order for 450 cases of item A150, a 4% quantity break discount is
applied.

If a price matrix discount is also being used for the item, that discount is also applied.

NOTE: Depending on the gross margin options, as defined through Order Entry Options
Maintenance (MENU XAFILE), quantity breaks may or may not be repriced if
gross margin repricing occurs. Refer to Gross Margin Pricing (p. 2-9) for details.

Chain Discount

When a price matrix discount is applied, the quantity discount percent is a chain discount. That is, the
quantity discount is applied to the base price of the item after the price matrix discount is used. Two
chain discount percentages of 5% are not the same as a single discount percent of 10%. For example, a
$100 item with two 5% chain discounts will yield a $90.25 final price, as follows: $100 - 5% ($5) =
$95; $95 - 5% ($4.75) = $90.25. The same $100 item with a 10% percent discount yields a $90.00 final
price, as follows: $100 - 10%($10) = $90.00.
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Best Pricing

Best Pricing logic may be used in Order Entry (instead of the standard Order Entry Distribution A+
Pricing Hierarchy) to determine the best price or lowest price of an item found for the customer.

Best Pricing logic can be established through Order Entry Options Maintenance (MENU XAFILE) via
the Use Best Pricing field. If you select to use Best Pricing logic to price an item in Order Entry, then
the best price of the item for the customer will be determined for all scenarios and that best price will
be used. The standard Distribution A+ Pricing Hierarchy (p. 2-7) is used if Best Pricing logic is not
established. Steps for Best Pricing logic include:

» All price checking will be performed, rather than the system using the first price found in the
Distribution A+ Pricing Hierarchy.

« The lowest/best price that is selected is verified after each possible price is calculated for the item.
This will be used as the final price for the item, and the Price Source of the best price will be
tracked.

Important

If a rebate with a price override or price discount is found, then this rebate price will take
precedence even if there is a better price found from other pricing options. This includes
rebate contract pricing.

Contract Best Pricing Logic

When using Best Pricing logic, you also have the option to use Contract Best Pricing logic in Order
Entry (instead of using the standard Distribution A+ Contract Price Hierarchy) to determine the best
contract price or lowest contract price of an item found for the customer. If you select to use Contract
Best Pricing logic to price an item in Order Entry, then the best contract price that exists for the item
will be used, if contracts exist for the customer and item.The standard Distribution A+ Contract Price
Hierarchy is used if Contract Best Pricing logic is not established. The standard Distribution A+
Contract Price Hierarchy is explained in Contract Pricing (p. 2-12).

Contract specific best pricing steps include:

 If a contract number is applicable, the system will verify the Bypass Best Pricing flag in Contract
File Maintenance (MENU OEPRCE). If the flag is Y and the contract number is a valid contract for
the item, then the contract price will be used as the price for the item. Otherwise, the next steps will
be used.

» If Use Contract Best Pricing is Y, then all possible contracts will be considered and the one with the
best price will be used as the contract price. Note that this might not necessarily be the best price
overall when considering other pricing options, so it might not be the one chosen as the item’s
price.

» If Use Contract Best Pricing is N, then the contract price will be determined using the existing
Contract Hierarchy explained in Contract Pricing (p. 2-12).
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Vendor Rebates

A vendor rebate, defined through Rebate Master Maintenance (MENU OERMAIN), may be set up to
be used as an override price amount or discount. When determining item pricing/cost information
through Enter, Change & Ship Orders (MENU OEMAIN) or through Item Price Inquiry (MENU
OEINQY), if a rebate override price or override discount percent is found, quantity breaks and rebate
contracts will NOT be considered. Note, however, that you may still perform a manual override, if
desired.

NOTE: In order for a rebate to be applied to an order, the rebate cost identified through
Rebate Master Maintenance (MENU OERFILE) must be lower than the
identified rebate’s original cost.

Once an item on an order is identified as a rebate item, the rebate information defined for that item is
extracted from the rebate definition. The rebate cost is used as the item’s unit cost, and the override
price information (if any) replaces the item’s base price, discounts, and final price accordingly,
regardless if contract or quantity discount pricing is normally used. If override pricing is not used,
normal Distribution A+ pricing is used. Refer to the Order Entry Rebates User Guide for more detailed
information.

Rebate Contracts

From within Rebate Maintenance (MENUOERFILE), access is provided to Contract Prices
Maintenance providing the ability to create a rebate-specific contracts. When a sales order includes an
item that is part of a rebate, that item’s pricing would be determined by the rebate contract if one exists.

Final Price

The final price field displays the selling price of the item. If Show Prices in Order Entry is set to P in
Order Entry Options Maintenance (MENU XAFILE), this price is in the unit of measure that has been
established as the pricing unit of measure for the item [defined through Item Master Maintenance
(MENU IAFILE)]. This price is shown in the ordering unit of measure if Show Prices in Order Entry is
set to O in Order Entry Options Maintenance (MENU XAFILE). This unit of measure is different than
the pricing unit of measure which will be stored in the Order Detail File. The system values will also
display in the ordering unit of measure for consistency.

Example: Pricing Option to Show Prices in Order Entry

Show Prices in Order Entry is set to O in Order Entry Options Maintenance (MENU XAFILE).

For example, the pricing unit of measure in the Item Master File is DOZ, the price for 1 DOZ is
$12.00, and there are 12 EA in 1 DOZ:

+ ifyou order 12 EA, the base price and the final price will display as $1.00 in the ordering unit of
measure

« if you order 1 DOZ, the base price and the final price will show as $12.00
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Example: Pricing Option to Show Prices in Order Entry

Show Prices in Order Entry is set to P in Order Entry Options Maintenance (MENU XAFILE),

For example, the pricing unit of measure in the Item Master File is DOZ and the price for 1 DOZ is
$12.00, and there are 12 EA in 1 DOZ:

» if you order 12 EA, the base price and the final price will display as $12.00 in the pricing unit of
measure

» if you order 1 DOZ, base price and the final price will display as $12.00

In addition to the discounts specified in the Dsc 1 and Dsc 2 discount fields, any quantity discounts are
calculated and applied to the final price displayed. Quantity discounts are created through Quantity
Discounts Maintenance (MENU OEPRCE) and may be created for a specific warehouse, if you are set
up to use multiple warehouses as defined through System Options Maintenance (MENU XAFILE).
Quantity discount definitions are allowed at the warehouse level for the specified company, as
determined through Order Entry Options Maintenance (MENU XAFILE)

You may override the final price by keying the letter O in the override field (displayed to the
immediate left of this field), and by blanking out the discount amounts (Dsc 1 and Dsc 2 for this item).
Then key the final price for this item based on the pricing unit of measure. This is how override pricing
is performed in Order Entry.

If you change a price on this screen and Enter Prices in Ordering U/M is Y in Order Entry Options
Maintenance (MENU XAFILE), then the price you enter is related to the ordering unit of measure and
will be converted by Order Entry to the pricing unit of measure [defined through Item Master
Maintenance (MENU IAFILE)]; this pricing unit of measure will be stored in the Order Detail File.

Example: Enter Prices in Ordering U/M Option in Order Entry

Enter Prices in Ordering U/M is set to Y and Show Prices in Order Entry is set to O for the ordering
unit of measure; assume there are 12 EA in 1 DOZ, the price for 1 DOZ is $12.00

Customer orders 12 EA. To set the price to be $0.50 EA instead of $1.00 EA, key $0.50 into the Base
Price field; the system will convert this to $6.00 a DOZ (dozen) for the actual selling price in the
Order Detail File. System values will display $1.00 EA instead of $12.00 DOZ for consistency.

Enter Prices in Ordering U/M is set to N and Show Prices in Order Entry is set to O for the ordering
unit of measure

Customer orders 12 EA. To set the price to be $0.50 EA instead of $1.00 EA, you would have to key
$6.00 into the Base Price field to arrive at $0.50 EA for the base and final price. System values will
still display the $1.00 EA.

Promotional Pricing

Promotional pricing [Promotions Maintenance (MENU OEPRCE)] is a feature that will reduce prices
to qualified customers, customer/ship-to’s, or customer classes by using Buy and Get requirements to
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specify discounts off the sell price of the items or provide additional items at reduced prices within a
specified period of time. A promotion can include multiple levels that allow you to specify better deals
for a customer, if that customer purchases more of a particular item or items. Promotional pricing
supersedes the price hierarchy for items when being added to orders.

The Buy requirements define the item or items that must be purchased by the customer with the
minimum order quantity for that customer to qualify for the level of the promotion. Based on the
customer’s order quantity, an order may qualify for multiple Buy requirements therefore enabling
multiple Get items or discounts to be applied.

The Get requirements define what the customer gets when they meet all the Buy requirements. The Get
types of qualifying criteria are:

« D indicates the customer will get a flat discount amount off the entire order when the promotion is
applied.

 lindicates the customer will get an additional item at a discounted price. The item will be added to
the order in Order Entry when the promotion is applied.

» P indicates the customer will get a percentage off the entire order, with the calculated discount
amount based on the items that are buy requirements when the promotion is applied.

When the Distribution A+ Bill of Material module is installed, these Get types are also available
utilizing assortment items set up as a Bill of Material type A parent items.

» Cindicates the customer will get a choice of items at a discounted price. The customer will be
prompted at end order time in Enter, Change & Ship Orders (MENU OEMALIN) to choose any
combination of components on the assortment up to the Get quantity that is specified. The selected
item(s) will be added to the order in Order Entry when the promotion is applied.

¢ Aindicates the customer will get an assortment of items at a discounted price. All items for this
assortment will be added to the order in Order Entry when the promotion is applied.

Trade Discounts

The final type of discount in the pricing hierarchy that may be applied is a trade discount. Trade
discounts apply to the total monetary amount of the order. Therefore, trade discounts are always
examined for use regardless if the previous pricing methods are used or not.

A trade discount is applied to an entire order for a customer. When a customer’s order exceeds a
specified monetary amount, that customer receives a trade discount percentage for the order.

A trade discount, defined for a company through Trade Discounts Maintenance (MENU OEPRCE), is
applied to the total value of a customer’s order. The method used to calculate this monetary amount is
to add up the value of selected individual line items. Items are selected for inclusion into this
calculation by a Y in the Cash/Trade Disc field in the Item Master File [or, for warehouse level
(balance) pricing, in the Item Balance File].

Once a trade discount is created, it can be assigned to one or more customers through Customer/Ship to
Master Maintenance (MENU ARFILE) so that the trade discounts will be applied to orders placed for
those customers.
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The determination as to exactly how trade discounts will be applied is made through Order Entry
Options Maintenance (MENU XAFILE). To use trade discounts at all, the Use Trade Discounts must
be Y. To use trade discounts based only on the customer’s assigned trade discount code, the Calculate
Trade Disc Percent must be N. To use trade discounts based on the value of the order and/or the
customer’s assigned trade discount code, the Calculate Trade Disc Percent must be Y.

Up to nine Trade Discount Codes (1 through 9) may be established for a company through Trade
Discounts Maintenance (MENU OEPRCE). For each code you determine the percentage of the
discount, and the minimum monetary amount of the order for which that discount will be used.

The value in the Calculate Trade Disc Pct field in Order Entry Options Maintenance (MENU
XAFILE), has an impact on how trade discounts are applied. Trade discount codes are assigned via the
Trade Discount Code field in Customer/Ship to Master Maintenance (MENU ARFILE).

If Calculate Trade Disc Pct is a N, trade discounts are defined by keying a straight percentage discount
to be taken. Each customer to receive a trade discount will be assigned the desired trade discount code
and, as a result, will receive the associated percentage discount. If this field is N, and you wish for a
customer to receive no discount, then you would assign a trade discount code of 0 to the customer.

If this field is a Y, trade discounts are defined in one of two ways by keying a straight percentage
discount to be taken or by indicating a minimum monetary amount of the order’s total value which
must be reached for the indicated percentage to be taken (for those customers defined with a 0 as their
trade discount code.)

If you wish for a customer to receive no discount, then you must define one of the trade discount codes
to indicate a 0% and assign that code to the customer. You may not assign a trade discount code of 0 to
a customer if you want that customer to receive no discount because a trade discount code of 0
indicates that the system will calculate the trade discount when the Calculate Trade Disc Pct field is a
Y.

Trade Discount Example

Trade Discount Code Discount Percentage Order Value
1 10.00 1000.00
2 15.00 1500.00
3 20.00 2000.00
4 30.00 3000.00
5 35.00 3500.00
6 40.00 4000.00
7 45.00 4500.00
8 50.00 5000.00
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Trade Discount Example

Trade Discount Code Discount Percentage Order Value

9 00.00 000.00

Example: Calculate Trade Disc Pct set to N

Example 1 - If customer 100 is coded as 0, the Tr Disc field will not display on the End Order
Screen during Order Entry since this customer is not participating in trade discounts.

Example 2 - If customer 190 is coded as 9, the Tr Disc field will not display on the End Order
Screen during Order Entry since 0% discount is to be applied.

Example 3 - If customer 200 is coded as 5, the Tr Disc field on the End Order Screen during Order
Entry will display indicating a value equal to 35% of the order’s total value.

Example: Calculate Trade Disc Pct set to Y

Example 4 - If customer 150 is coded as 1-9, that customer will receive the straight percentage
discount associated with the trade discount code.

Example 5 - If customer 300 is coded as O, the Tr Disc field during Order Entry will display a value
equal to:

» 10% of the order’s total value if the order is between $1000.00 and $1499.99
15% of the order’s total value if the order is between $1500.00 and $1999.99
* 20% of the order’s total value if the order is between $2000.00 and $2999.99
* 30% of the order’s total value if the order is between $3000.00 and $3499.99
* 35% of the order’s total value if the order is between $3500.00 and $3999.99
* 40% of the order’s total value if the order is between $4000.00 and $4499.99
* 45% of the order’s total value if the order is between $4500.00 and $4999.99
¢ 50% of the order’s total value if the order is at least $5000.00

Gross Margin Repricing

Gross margin repricing occurs at the order level (as opposed to the line item level). This repricing
consists of reviewing items’ prices (all items in the order) and comparing them to a selected gross
margin percentage. Should any of the prices result in a gross margin that does not match the desired
gross margin, recalculation of the prices will occur in efforts to match the selected gross margin.

Within Order Entry Options Maintenance (MENU XAFILE), the GM % for Hold based on field is
used to specify which items to include when calculating the gross margin for an order for purposes of
hold code verification. You can calculate the gross margin using either all items on the order including
special order, drop ship, and backordered items or only those items that are available to ship. Special
order, drop ship, and backordered items will not be included in the gross margin calculation since they
have no ship quantity.
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Example: All items available for GM repricing

An order has three line items, two are regularly priced items and one has a price override. By default,
the regularly priced lines have a gross margin percent of 30 and the overridden item has a gross
margin percent of 20. On the End Order Screen, a 50% value is keyed in the Target GM% field and
the F15=ArPPLY MARGIN function key is pressed. All items are available and the user has authority to
perform gross margin repricing. Therefore, the entire order’s gross margin is (50% + 50% + 50%) / 3
=50%.

Note that since it may not be desirable to reprice every item whose gross margin is different than the
desired gross margin (e.g., prices determined with a specified contract), or that all users should not
have the ability to perform this level of repricing, Application Action Authority (MENU XASCTY)
options are available for identifying which users permissions allow that functionality to occur.

The initial action authority is Allow Gross Margin Repricing. Once a user has been granted permissions
to this authority, the remaining 3 authorities will be checked based on the individual items in the order:

* Allow Gross Margin Repricing - Override/Rebate Priced Items
* Allow Gross Margin Repricing on Contract Priced Items

* Allow Gross Margin Repricing on Qty/Family Priced Items

Example: Some items available for GM repricing

An order has three line items, two are regularly priced items and one has a contract price. By default,
the regularly priced lines have a gross margin percent of 30 and the contract priced item has a gross
margin percent of 20. On the End Order Screen, a 50% value is keyed in the Target GM% field and
the F15=ArPPLY MARGIN function key is pressed. All items are available, the user has authority to
perform gross margin repricing but not authority to perform gross margin repricing on contract priced
items. The first two lines will be repriced so that their gross margins equal 50%, but the third line
item, which was excluded from the reprice, remains with a 20 % gross margin. Therefore, the entire
order’s gross margin is (50% + 50% + 20%) / 3 = 40%.

If the Cost to be Used for GL (standard, user, average) is different than the Cost to be Used for Markup
Pricing (standard, user, average, last, commission, order entry) [both of which are determined through
Order Entry Options Maintenance (MENU XAFILE)]. Gross margin repricing is calculated on the End
Order Screen (p. 6-248), the value shown in the Dsc 1 field on the Item Review Screen (p. 6-115) is
updated to show the Target GM% that was entered on the End Order Screen (p. 6-248) The Margin %
display field may not exactly reflect the gross margin value. During the gross margin repricing, the
value for the Dsc 1 field is being calculated based on the Cost to be Used for GL, but the line item’s
gross margin percent is based on the Cost to be Used for Markup Pricing. The two percentages
displayed can be different if the two costs are different.

Additionally, the F15=APpLY MARGIN is different for Bill of Material kit items than for non-kit items.
Enter, Change & Ship Orders (MENU OEMAIN) order kit items - F15=APPLY MARGIN:

e When the (Discount Code) field is D for discount, the Base Price field will:
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+ use the overridden cost based on the Cost to be Used for GM Hold and apply the margin
amount to it.

+ get the cost based on the Cost to be Used for Markup Pricing and load it to the Base Price
field and apply the margin amount to it.

*  When the (Discount Code) field is M/ G for markup/gross margin, the Base Price field will:

* use the existing cost that has already been loaded to the Base Price field and apply the margin
amount to it

For non-kit items within Enter, Change & Ship Orders (MENU OEMAIN) F15=APpPLY MARGIN:
*  When the (Discount Code) field is D for discount, the Base Price field will:

« get the cost based on the Cost to be Used for Markup Pricing and load it to the Base Price
field and apply the margin amount to it.

*  When the (Discount Code) field is M/ G for markup/gross margin, the Base Price field will:

* use the existing cost that has already been loaded to the Base Price field and apply the margin
amount to it

Gross Profit Percentage Calculations

Profit is a critical piece of information for the distributor. In some instances, the amount of profit
generated by items and orders is considered confidential and is not shown to all users. See Security for
Pricing - Application Action Authority (p. 2-29) regarding the pricing function security.

The order gross profit calculation is the same as the item gross profit calculation.

Example: Item Gross Profit Calculations

Assume item cost of $2.16 and sell price of $6.50

extended item sell price - extended item cost = profit ~ $6.50 - $2.16 = $4.34

profit / extended item sell price * 100 = gross profit ~ (4.34/6.50) * 100 = 66.77%
percentage

Example: Order Gross Profit Calculations

Consider an order with three (3) items:

Item Sales Extended Cost Profit $ Profit %
12.00 10.00 2.00 16.67%
14.00 13.00 1.00 7.14%
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Example: Order Gross Profit Calculations

16.00 9.00 7.00 43.75%
Order Totals
42.00 32.00 10.00 23.81%

The order totals will not sum the items and divide by number of items in the order:
(16.67 +7.14 + 43.75) / 3 = 22.52%).

Order Entry Pricing Options

Order Entry Options Maintenance (MENU XAFILE) contains several options that pertain to pricing,
and are mentioned in each pricing sub-topic. They are summarized and presented in the following
bullet list.

« Use Markup Pricing

» Use Price Matrix

» Use Class Quantity Discounts

» Use Item Quantity Discounts

» Use Second Discount

» Use Trade Discounts

» Calculate Trade Discount Percent

» Round Prices to Two Decimals

» Use Customer Contracts
+ Customer/Ship-To/Item Contracts
+ Customer/Ship-To/Item Group Contracts
» Customer/Item Contracts
¢ Customer/Item Group Contracts
» Customer Contract Code/Item Contracts
¢ Customer Contract Code/Item Group Contracts
» Universal/Item Contracts
« Universal/Item Group Contracts

» Use Best Pricing

e Create Contracts from Quotes

» Track Contract Activity

« Use Contract Best Pricing

» Cost to be Used for OE

» Cost to be Used for GL
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e Cost to be Used for Markup Pricing

¢ Cost for Contract Calculator when Ordering

» Allow Gross Margin Pricing

¢  Minimum Gross Margin Percent

« Hold Below Minimum Gross Margin

¢  Maximum Gross Margin Percent

« Hold Above Maximum Gross Margin

* GM % for Hold based on Shipped or Ordered

» Cost to be Used for GM Hold

« Allow Quantity Discounts Defined at WH Level
e Show Prices in Order Entry

« Enter Prices in Ordering Unit of Measure

» Promotional Pricing Options: Best Deal Selection

« Promotional Pricing Options: Include Promo Items in Gross Margin Checking

When International Currency is installed, through International Currency Options (MENU ICFILE)
System level options include:

» Use Multiple Country/Currency Pricing

¢ Allow Order Currency Overrides

International Currency Options (MENU ICFILE) Company level options include:
» Use Multiple Country/Currency Pricing: Discounts

» Use Multiple Country/Currency Pricing: Contracts

» Use Multiple Country/Currency Pricing: Trade Discounts

Security for Pricing - Application Action Authority

Application Action Authority Maintenance (MENU XASCTY) contains the pricing functions that are
restricted based on a specific user or user group. For these application actions, you determine who will
be allowed to perform the application actions: all users (A), master users only (M), selected users or
user groups (S), or no users (N). Refer to the User Security User Guide for details about a particular
menu option and how the selections made will affect pricing.

» Display GM% and Profit in Order Entry

» Allow Gross Margin Repricing

» Allow Changes to Item Price - Item Entry

» Allow GM Repricing on Contract Priced Items

¢ Allow GM Repricing on Quantity/Family Priced Items
» Allow GM Repricing Override/Rebate Priced Items
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» Allow Access to the Contract Calculator
» Allow Contract Creation from Contract Calculator
» Allow Changes to GL Cost - Item Entry
« Allow Changes to OE Cost - Item Entry

Price Source

The Price Source of an ordered item is tracked and visible throughout various Order Entry menu
options. The Price Source identifies where the price of the item originated (e.g., contracts, rebates,
matrix, quantity breaks, etc.). Possible Price Sources are:

* RB - Rebate Override Price or Discount

» This code only applies to rebates that have an override price and/or a discount specified. It is
possible for a rebate to be found and used for an item’s cost, and for that item’s price source to
be something other than RB, if there is no price information for the item specified on the rebate.

» For Rebate Contracts, the source code will be RB.

» Czy or CNzy - Contract Price, where Z is the Contract Type and Y is the Contract Hierarchical
Level

» Contract Types:
e $ =TFixed Price
* G = Gross Margin
+ D= Discount
* M = Markup
e N = Other (None)
» Contract Hierarchical Level - Named Contracts:
e M = Customer/Ship-To/Item
e N = Customer/Ship-To/Item Group
» A= Customer/Item
e B = Customer/Item Group
» C = Customer Group/Item
e D = Customer Group/Item Group
e E = All Customers/Item
e F = All Customers/Item Group

NOTE: Note that if the contract used for pricing is a Named Contract, the Contract
Number will be displayed in the Price Source field.

o Contract Hierarchical Level - Unnamed Contracts:
¢ O = Customer/Ship-To/Item
e P = Customer/Ship-To/Item Group
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* G = Customer/Item
« H = Customer/Item Group
« I =Customer Group/Item
« J = Customer Group/Item Group
+ K =All Customers/Item
« L =All Customers/Item Group
MX - Matrix Pricing
MXQ@B -Matrix Pricing and an Item or Class Quantity Discount
« The Quantity Break Class code already displays so the source will be concatenated to MXQB.
MXR or MXRED - Matrix Price Redirect
« Matrix used for pricing, but a contract was used to redirect to a different part of matrix.

« MXREDRCT will appear in upper right corner of this screen below the warehouse, if the matrix
entry had a price list redirect specified.

LS - List Price

LSR or LSRED- List Price Redirect

 List price used for pricing, but a Contract was used to redirect to a specific list
QB - Item and Class Quantity Discounts

+ Class Quantity Discount (QB)

CM - Component Override Price

* Only applicable for assortment components that have an override price specified.

PM - Promotion Override Price

NOTE: The fourth position of the price source shown will have a:
* if a promotional discount was applied to the base price for a “get” item;
# for an overridden price.

The Price Source of the item appears in:

Enter, Change & Ship Orders (MENU OEMALIN) on the Item Review Screen (p. 6-115). If Use Best
Pricing is Y, the ordered items’ price will now be the best one for the customer, rather than the first
one found in the standard Distribution A+ Pricing Hierarchy.

» Within this option, the display of price source information has been shortened to Czy from
CNzy due to space considerations.

Open Orders Inquiry (MENU OEMAIN) on the Item Detail Display Screen (p. 15-55).

Customer Order/Shipment Inquiry (MENU OEMALIN) on the Item Detail History Display
Screen (p. 16-89).

Open Orders by Item Inquiry (MENU OEMAIN) on the Open Orders By Item - Item Detail
Screen (p. 17-13).

Shipped Orders by Item Inquiry (MENU OEMAIN) on the Shipped Orders By Item - Item Detail
Screen (p. 18-12).
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e Item Price Inquiry (MENU OEINQY) on the Item Price Inquiry Screen (p. 101-11). If Use Best
Pricing is Y, the item’s price displayed will now be the best one for the customer, rather than the first
one found in the standard Distribution A+ Price Hierarchy.

Entering An Order

The fields presented in Enter, Change & Ship Orders (MENU OEMAIN) which relate to pricing
(called pricing fields) are identified in the tables below based on the screens the display on.

NOTE: The display of certain pricing fields is determined through Order Entry Options
Maintenance (MENU XAFILE). Some fields also require authorization to view
them. Authorization is determined through Application Action Authority (MENU
XASCTY).

Second Order Header Screen

The pricing fields on the Second Order Header Screen apply to all items that are keyed on an order.
The default values are based on the customer as defined through Customer/Ship to Master
Maintenance (MENU ARFILE). These default values may be accepted or overridden.

The values that you key (or defaults that you accept) are used on the Item Entry Screen (p. 6-71) to
determine the price of an item.

NOTE: O/E may be tailored through Order Entry Options Maintenance (MENU
XAFILE) so the Second Order Header Screen will not automatically display for
every order. If this is the case, the default values that would display on that screen
are still used when pricing items.
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Second Order Header Screen

Field Name

Price List

Description

This field displays only if OE company options are set up to
allow cost and price overrides.

The price list is used to select one of the five prices that are
assigned at the item level through Item Master Maintenance
(MENU IAFILE) and, if applicable, at the warehouse level
(balance) through Item Balance Maintenance (MENU
IAFILE).

The default price list for an order is that which is assigned to
the customer through Customer/Ship to Master Maintenance
(MENU ARFILE) (unless the values of pricing fields on the
Ship-to level are overridden, then these ship-to level values
will be used as default values instead of the customer level
values). The value in this field may be 1 through 5,
representing the price list used by the customer for whom
the order is keyed. A price list is required for all orders.

Price Discount Percent

When keyed on the Second Order Header Screen (p. 6-48),
the price discount percentage becomes the one that applies
to all items keyed for an order. The discount percentage for
all items keyed on the Item Entry Screen for the order will
be overridden with the discount percentage keyed in this
field. Use this field when an item discount is given
regardless of discounts determined by contracts or the price
matrix.

Price Discount Code

The Customer Price Discount Code (001-999), is a three
digit code used to classify customers for pricing when using
the price matrix. Each customer may be assigned a
Customer Price Discount Code through Customer/Ship to
Master Maintenance (MENU ARFILE).

The default Customer Price Discount Code is that which is
assigned to the customer (unless the values of pricing fields
on the Ship-to level are overridden, then these ship-to level
values will be used as default values instead of the customer
level values). You may accept or override the default code.

Trade Discount Percent

The trade discount percentage for an order is used only if
you have selected to use trade discounts through Order Entry
Options Maintenance (MENU XAFILE).
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Second Order Header Screen

Field Name

Contract Code

Description

The Customer Contract Code is a code used to classify
groups of customers when using contract pricing. Each
customer may be assigned a Customer Contract Code
through Customer/Ship to Master Maintenance (MENU
ARFILE).

The default Customer Contract Code is that which is
assigned to the customer (unless the values of pricing fields
on the Ship-to level are overridden, then these ship-to level
values will be used as default values instead of the customer
level values). You may accept or override the default code.

Contract

If you have selected to use customer contracts through Order
Entry Options Maintenance (MENU XAFILE), then an
order may have a discount, gross margin, or markup applied,
as specified in a contract. A contract is a specific amount or
percentage that pertains to a specific time period and/or
quantity of items that is used to determine pricing of an
order.

You may specify a contract number. This number is specific
to the customer and is used only if a contract number is
keyed. When a contract number is keyed, that contract [as it
has been defined through Contract Prices Maintenance
(MENU OEPRCE)] is used to price the order.

ltem Entry Screen

Unlike the pricing fields on the Second Order Header Screen, the pricing fields on this screen are
specific to each item in an order. When you key an item number, all pricing fields are blank. You may
key any of the pricing fields to arrive at your final price. When you do this, you are using override
pricing; the values that Order Entry calculates for these fields will display below the overridden fields
on the Item Review Screen. You may override any of the following fields: Base Price, Discount 1,
(Discount, Gross Margin, or Markup), Discount 2, Final Price.

When you leave any of these fields blank, their values are calculated as described in the previous sub-

topics.
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Item Entry Screen

Field Name

Base Price

Description

This is the base price of the item. The base price is
determined by one of the following:

* One of the five list prices defined at the item level
through Item Master Maintenance (MENU IAFILE) and,
if applicable, at the item/warehouse level Item Balance
Maintenance (MENU IAFILE). Which of the five prices
is based on the price list code defined in the Price List
field on the Second Order Header Screen or redirected
through contract pricing or price matrix pricing.

*  When the price of an item is determined by a gross
margin or markup from cost [i.c., Allow Gross Margin
Pricing and Use Markup Pricing have been defined Y in
Order Entry Options Maintenance (MENU XAFILE)],
the base price displayed is the cost of the item.

Discount 1

The first discount, gross margin, or markup amount applied
to the base price/cost to calculate the final selling price. If
you do not key a percentage, it is calculated from the
following hierarchy for this item:

» A contract, or contract criteria, that match this order.

» The price matrix and quantity breaks for the Price
Discount Code defined on the Second Order Header
Screen.

Discount, gross margin, or markup pricing may be used
alone or with contract pricing.

If the amount in the Dsc 1 field is a discount amount, the
letter D is displayed directly to the right of the Dsc 1 field on
the Item Review Screen.

If the amount in the Dsc 1 field is a gross margin amount, the
letter G is displayed directly to the right of the Dsc 1 field on
the Item Entry Screen.

If markup pricing is used, and the value in the Dsc 1 field is
a markup, the letter M is displayed directly to the right of the
Dsc 1 field on the Item Review Screen.
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Item Entry Screen

Field Name

Discount 2

Description

This is an optional second discount amount. Through Order
Entry Options Maintenance (MENU XAFILE), you
determine whether or not this field will be used [i.e.,
displayed on the Item Entry/Review Screens in Enter,
Change & Ship Orders (MENU OEMAIN)].

The discount amount that you key in this field is an
additional discount that is applied to the value of the base
price after it has been discounted by the percentage in the
first discount (Dsc 1) field.

The second discount is a chain discount when the first
discount is used (Refer to Chain Discount (p. 2-19) for
examples and more information.). Additionally, this field is
always a discount regardless if G or M is used for the Dsc 1
field. Note however, that if a gross margin reprice has
occurred which affected this line, gross margin values will
take precedence and a G will be presented instead of the D.

If a quantity discount is applied to an item, the quantity
discount percentage will display below this field. The
quantity discount is, however, independent from the
discount keyed in this field. If all three discounts (Dsc 1, Dsc
2, and quantity discount) are used, their discount
percentages are also chained.
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Item Entry Screen

Field Name

O (Override)

Description

This field indicates how the value in the Final Pr field has
been calculated. To manually key a value in the Final Pr
field, this field must be an O to indicate the override status.

Access to this field is based on the Application Action
Authority to Allow Price Changes During OE field being set
to Y and you are authorized to change prices or access is
granted if you are the authorized user ID defined through
Company Name Maintenance (MENU XAFILE), or you are
a master user.

When the Final Price reflects the system calculated value
determined in accordance with the normal pricing rules, this
field should be blank.

This field can also be used to access the contract calculator
for users that have access to the calculator through
Application Action Authority (MENU XASCTY). You
cannot access the contract calculator for items that are part
of a rebate. Key a C in this field to display the Contract
Calculator Screen (p. 91-40) before the Item Review Screen.

Note that if the Final Price reflects a value calculated
because of the gross margin reprice function, this field will
display a G when presented on the Item Review Screen.
Note that a G may not be keyed on this screen, and it is a
display-only value since it reflects a system determined
process and not a manually keyed value.

Final Price

The final price field displays the selling price of the item.

If Show Prices in Order Entry is set to P in Order Entry
Options Maintenance (MENU XAFILE), this price is in the
unit of measure that has been established as the pricing unit
of measure for the item [defined through Item Master
Maintenance (MENU IAFILE)]. This price is shown in the
ordering unit of measure if Show Prices in Order Entry is set
to O in Order Entry Options Maintenance (MENU
XAFILE).

L (Lot Charge)

This field indicates that this item is sold as a lot. The final
price will be used as a lot charge and will be the total amount
for whatever quantity of the item is ordered on this line. This
is considered “lot pricing” and is normally used for
clearance type of sales.
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Item Entry Screen

Field Name Description

OE Cost The OE cost of the item is determined as the average,
standard, user, or last cost for this item in this warehouse as
defined through Item Balance Maintenance (MENU
IAFILE), or the commission cost. See “Cost to be Used for
OE” on page 3-2 for more information on the determination
for value of the OE Cost.

GL Cost The GL cost of the item represents the unit General Ledger
cost of the item. The GL cost is determined as the average,
standard, or user cost for this item in this warehouse as
defined through Item Balance Maintenance (MENU
IAFILE). See “Cost to be Used for GL” on page 3-3 for
more information on the determination for value of the GL
Cost

ltem Review Screen

The Item Review Screen displays after you press ENTER from the Item Entry Screen. It displays the
pricing information from the Item Entry Screen for verification. You may override the calculated
values in the pricing fields on this screen. If you do, you must blank out the fields to the right of the
overridden value. This is so Order Entry can calculate the new values for those fields. The value that is
originally put in those fields will display below each overridden field. You may use these values by
blanking out the overridden fields and pressing ENTER.

Refer to the previous sub-topics for calculations and details of these fields.

Item Review Screen

Field Name Description
Pricing fields on the Item Review Base Price
Screen that are the same on the Item Discount 1
Entry Screen )
Discount 2
O (Override)
L (Lot Charge)
Pr Lst
OE Cost
GL Cost
Final Price The unit monetary amount of this item in this order based on

the pricing that was applied.
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Item Review Screen

Field Name

M%

Description

Between the Final Price and the Total fields on the Item

Review Screen, indications will be presented if the item is
below gross margin. If gross margin is being used, the line
item’s selected gross margin percentage will be presented.

Total

When IC is installed Total displays as Tot XXX where XXX
is the currency symbol.

The extended monetary amount of this item in this order
based on the pricing that was applied.

Price List

The price list code keyed in the Price List field on the
Second Order Header Screen defaults in this field. If you did
not display the Second Order Header Screen, this is the price
list code used for the customer placing the order, or the
Redirect Price List determined by contract pricing or price
matrix pricing.

Quantity Break Class

When a quantity discount is available for and item or has
been applied to the final price or the item, the Quantity
Break Class code selected displays for review.

End Order Screen

The End Order Screen (p. 6-248) displays the total amount due for this order. Special charges, sales tax,
and trade discounts are applied to determine the order total. The only two elements used in pricing that
are displayed and calculated on this screen are the trade discount, and the gross margin values, if any,

for this order.

NoOTE: If using Vertex Taxing software, the sales tax for an item or special charge is
calculated using Vertex as items and special charges are added to the sales order
and shown in the Sales Tax field. The Vertex Tax Register File (VTSREG) does
not update until the sales order is invoiced.

Field Name

Trade Discount

Description

The trade discount percent for this order is used to calculate
the trade discount amount if the order exceeds a specified
monetary amount.

2-39



Infor Distribution A+ Order Entry User Guide

Field Name Description

GM%/Profit Amount If Order Entry Options Maintenance (MENU XAFILE) are
set to use gross margin pricing and you are a master user or
an authorized user, the order’s overall gross margin
percentage and the profit amount are presented for review.

Target GM% If any changes are desired, a value may be keyed in the
Target GM% field and the F15=ApPpPLY MARGIN function key
may be used to reprice the order’s line items to bring them in
sync with the target value keyed.

Inquiring About Item Prices

This section discusses how the Item Price Inquiry (MENU OEINQY) uses the order entry pricing/
costing concepts to provide a powerful and insightful tool.

Item Price Inquiry

Item Price Inquiry (MENU OEINQY) allows for the determination of item prices as if they were
currently being ordered by selected customers or customer ship-tos. The same pricing/cost logic found
in Enter, Change & Ship Orders (MENU OEMAIN) is utilized through this option to provide price/
cost information from an inquiry rather than from placing the order.

While displaying price/cost data for an item/customer (or item/customer ship-to) or, if applicable,
item/warehouse/customer relationship, you can key new or different criteria to modify the results of
the display. For example, you can display the price/cost data for one item, or for a selected quantity
break for the same item; you can locate alternates, replacements, substitutes and include their pricing/
cost data; you can access the customer inquiry and the item inquiry; and you can even display the same
data for an item in different warehouses for comparative evaluation. Basically, this inquiry provides
the depth and completeness of order entry without the need to actually create the order.
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The costs incurred in the business transaction cycle are critical to the profitability of an organization.
Distribution A+ Order Entry provides you with 5 types of costs and several mechanisms to maintain
those costs. Distribution A+ Purchasing includes the PO Cost and the vendor/item cost; Distribution
A+ Warehouse Management includes the warehouse management cost.

Distribution A+ provides the flexibility to have one cost (GL Cost) for posting to General Ledger,
Inventory Accounting, and Sales Analysis and another cost (OE Cost) for everything else that happens
in Order Entry including calculating the sales price for markups, gross margin pricing and contract
calculators.

It is important that Sales Analysis is updated with the GL Cost because this is a sub-ledger; but at the
same time it is beneficial for users to see the OE Cost in Sales Analysis.

The initial cost values are created with the items through Distribution A+ Inventory Accounting. The
basic cost fields are standard cost, average cost, user cost, and last cost. Costs of an item are
maintained through Item Balance Maintenance (MENU IAFILE), or Enter/Update Transactions
(MENU TAMAIN) if Cost Maintenance Transactions Allowed is set to Y in Inventory Accounting
Options Maintenance (MENU XAFILE).

Different methods are provided to calculate a commission cost. This chapter will discuss how these
costs are utilized in the order cycle.

Protection of who should see what costs is accomplished through Application Action Authority
Maintenance (MENU XASCTY) and can be accomplished for all users, selected users or user groups,
master users, or no users.

Beginning with the Order Entry Options (MENU XAFILE), company level set up determines what
costs will be used in order entry and where the selected costs will be applied.

Order Entry Cost Options

Order Entry Options Maintenance (MENU XAFILE) contains several options that pertain to costs, as
presented in the following bullet list. Refer to the Cross Applications User Guide for details about a
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particular menu option and how the cost selections made will affect the sales order and other
Distribution A+ modules and reporting.

» Cost to be Used for OE
» Cost to be Used for GL
» Cost to be Used for Markup Pricing
» Cost for Contract Calculator when Ordering
» Cost to be Used for GM Hold
» Update GL Cost when Backorders are Released
» Update OE Cost when Backorders are Released
» Commission Cost Flag
» Re-Cost Inventory OE Cost at Day-End
» Re-Cost Inventory GL Cost at Day-End
* Recost Method

Cost to be Used for OE

The Cost to be Used for OE determines which cost will display in the OE Cost field in Enter, Change &
Ship Orders (MENU OEMALIN) on the Item Review Screen (p. 6-115) and will then be carried through
the item detail data for each sales order. The selected cost is extracted from the Item Balance File

[maintained through Item Balance Maintenance (MENU IAFILE)] and can be used to calculate profit.

Additionally, this value will be used to re-cost inventory at Day-End, if the order entry option to Re-
cost Inv OE Cost at Day End is set to Y in Order Entry Options Maintenance (MENU XAFILE). Valid
selections are Standard cost, User cost, Average cost, Last cost, and Commission cost.

When the OE cost is calculated from the commission cost, the commission cost can be derived from
the Item Balance standard, average, user, vendor/item, and rebate cost, and then have cost load factors
(maintained through Cost Load Factors Maintenance (MENU IAFIL2)) added onto this cost.

In order for the rebate cost to be used, however, the Use Rebate Cost as Base Commission Cost in
Rebate Options Maintenance (MENU OERFILE) would have to be Y and a Commission Cost Load
Factor of $, %, or L would have to be entered on the rebate item.

The Last Cost Date field, showing the date of the last average cost determination, will display on the
Item Review Screen (p. 6-115) of Enter, Change & Ship Orders (MENU OEMALIN) if either this field or
the Cost to be used for GL field is set to A for Average Cost, and the Display OE Cost and Profit (OE,
SA, AR, some PO) and Display GL Cost and Profit (OE, SA, AR, some PO) is visible for that particular
field.

If the item is a kit item, the OE cost can be a rolled up value of the OE Cost from individual component
items instead of the parent item. In order for this to occur, the Allow Roll-Up OE Cost must be Y on the
kit item (MENU OBFILE).
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If Cost to be Used for GM Hold is O for the OE cost in Order Entry Options Maintenance (MENU
XAFILE), the OE cost field displays the cost of the item that will be used to calculate the item’s profit
margin.

Cost to be Used for GL

The entry in this field determines which cost will display in the GL Cost field in Enter, Change & Ship
Orders (MENU OEMALIN) on the Item Review Screen (p. 6-115) and will then be carried through the
item detail data for each sales order. The selected cost is extracted from the Item Balance File
[maintained through Item Balance Maintenance (MENU IAFILE)] and is always used to calculate cost
of goods sold and can be used to calculate profit.

Additionally, this value will be used to re-cost inventory at Day-End, if the order entry option to Re-
cost Inv GL Cost at Day End is set to Y in the Order Entry Option Maintenance (MENU XAFILE).

Also note that the type of cost selected here will be brought into the first record added to the Vendor/
Item File when creating that record for a vendor/item. For details, refer to the Vendor/Item Cost field
on the Vendor/ltem File Screen in Vendor/Item Information Maintenance (MENU POFILE), as
described in the Purchasing User Guide.

Key S for Standard cost. When Standard cost is selected, if the interface between Inventory
Accounting and General Ledger is set to Y in Company Name Maintenance (MENU XAFILE), the
Standard cost is used to update inventory during receipt posting, thereby being used for purchases
clearing in General Ledger.

Key U for User cost.
Key A for Average cost.

The Last Cost Date field, showing the date of the last average cost determination, will display on the
Item Review Screen if either this field or the Cost to be used for OE field is set to A for Average Cost,
and the Display OE Cost and Profit (OE, SA, AR, some PO) and Display GL Cost and Profit (OE, SA, AR,
some PO) is visible for that particular field. Display cost and profit is determined through security
options in Application Action Authority Maintenance (MENU XASCTY).

This cost field represents the unit GL cost of the item. The GL cost is determined as the average,
standard, or user cost for this item in this warechouse as defined through Item Balance Maintenance
(MENU IAFILE). The cost used (average, standard, or user) is based on the Cost to be Used for GL
setting in Order Entry Options Maintenance (MENU XAFILE).

If Cost to be Used for GM Hold is G for the GL cost in Order Entry Options Maintenance (MENU
XAFILE), this field displays the cost of the item that will be used to calculate the item’s profit margin.

If you have a vendor rebate that is greater than the current average cost of the item, the vendor rebate
will be ignored and the current average cost will be used. Refer to Rebate Master Maintenance (MENU
OERMAIN) for details about rebates.
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When International Currency is installed, costs will always display in the local currency of the
company that is taking the order. The currency symbol for the company’s local currency will display to
the right of the field heading.

Cost to be Used for GM Hold

When the Cost to be Used for GM Hold is set to O for the Order Entry cost in Order Entry Options
Maintenance (MENU XAFILE), the OE Cost field (default cost or an overridden cost) will be used as
the cost basis for the gross margin check.

When the Cost to be Used for GM Hold is set to G for the General Ledger cost in Order Entry Options
Maintenance (MENU XAFILE), the GL Cost field default cost or an overridden cost) will be used as
the cost basis for the gross margin check.

If the cost basis value is greater than the Final Price minus the Minimum Gross Margin Percent of the
total price [as defined through Item Class/Sub Class Maintenance (MENU IAFILE) for the item class/
sub-class or through Order Entry Options Maintenance (MENU XAFILE) for the entire order], then
the message Low Marg will display in reverse image next to the Final Price field on the Item Review
Screen (p. 6-115).

Example: Gross Margin Hold

If the final price of an item is $10.00, the minimum gross margin percent is 10%
+ With a cost basis of $9.10, the low margin message will display

 Final Price minus Gross Margin Percent equals Margin Check Value; Margin Check Value
compare to cost basis

+ $10.00 minus 10% equals $9.00; $9.00 is less than the $9.10 cost basis to trigger the
minimum gross margin message

If Hold order if line item falls below margin percent is Y at the item class/sub-class level [through
Item Class/Sub Class Maintenance (MENU IAFILE)] or if Hold Below Gross Margin is Y at the order
level [through Order Entry Options Maintenance (MENU XAFILE)], the order will be held with a
Gross Margin Warning (GM) hold.

When items are added to a sales order as a result of a promotion being applied (see CHAPTER 96:
Maintaining Promotions) and the Order Entry option to Include Promo Items in Gross Margin
Checking is N, the items will not cause the order to go on gross margin hold if they trigger the
minimum gross margin message. If the Order Entry option to Include Promo Items in Gross Margin
Checking is Y, the sales order would be put on minimum gross margin (GM) hold.

Application Action Authority

Application Action Authority Maintenance (MENU XASCTY) contains the cost functions that are
restricted based on a specific user or user group. For these application actions, you determine who will
be allowed to perform the application actions: all users (A), master users only (M), selected users or
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user groups (S), or no users (N). Refer to the User Security User Guide for details about a particular
menu option and how the selections made will affect item and order costs.

» Display Average Cost

» Display Commission Cost

» Display Last Cost

» Display PO Cost

» Display Standard Cost

» Display User Cost

» Display Vendor/Item Cost

» Display WM Cost

» Display GL Cost and Profit (OE, SA, AR, some PO)
» Display OE Cost and Profit (OE, SA, AR, some PO)
» Display GM% and Profit in Order Entry

» Allow Access to Cost Load Window

» Allow Changes to GL Cost - Item Entry

» Allow Changes to OE Cost - Item Entry

Commission Costs

Commission Cost Loads - Warehouse and Item Levels

A commission cost load factor allows you to factor extra costs, such as carrying and orders costs, into
the line item commission cost to create a loaded commission cost. You can define a commission cost
load factor at both the warehouse level through Warehouse Numbers Maintenance (MENU IAFILE)
and the item balance level through Item Balance Maintenance (MENU IAFILE).

For a warehouse, the commission cost load factor can be defined as a positive or negative percentage
or set to Cost Load Factors through Warehouse Number File Maintenance (MENU IAFILE). For an
item in a warehouse or on a rebate, you can set a fixed amount, a percentage, a currency amount, or
Cost Load Factors for the commission cost through Item Balance Maintenance (MENU IAFILE). If
you do not define a commission cost load factor for an item at the warehouse or rebate level, then the
warehouse commission cost load factor will be used.

The base cost to use for calculating commissions is based on the Commission Cost Flag field in Order
Entry Options Maintenance (MENU XAFILE). You can select to use the Average, Standard, User,
Last, or Vendor/Item cost for calculating commissions. You can also specify to use the rebated cost of
an item as the base commission cost through Rebate Options Maintenance (MENU OERFILE).

A Vendor/Item cost will only be available if a vendor/item record exists. If this cost is selected, the
system will attempt to locate a vendor/item record using the following hierarchy:
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» Special Order Vendor (when not a transfer vendor) and vendor/item exists
« Item Balance Vendor (when not a transfer vendor) and vendor/item exists

« Item Master Vendor (when not a transfer vendor) and vendor/item exists

If a vendor/item record is not found, the system will use the cost code (Standard, Average, User) that is
defined in the Cost to be Used for GL field or the last cost if the Cost to be Used for GL field is blank.

Loaded Commission Cost

A Loaded Cost is a cost that starts with a base value and then other costs (based on many different
factors) are applied based on Vendor, Item Class/Subclass, and Item. This Loaded Cost can then used
in Order Entry and Sales Analysis as the Commission Cost; markup pricing could also then be based
on this loaded cost value.

Most often, the term loaded cost is synonymous with commission cost and therefore the calculated
Loaded Cost will be stored in the Commission Cost field for sales orders and will be calculated on
demand for other inquiries that are not related to sales orders (i.e. [tem Inquiry).

Based on tailoring options, Commission Cost can be updated at different points during the life cycle of
an order after initial entry.

¢ Changing an order

e Release Held Orders, Quotes, Backorders and Futures
» Automatic Backorder Release

» Print Purchase Orders for Special Order

« Print PO Receipts Register for Special Order Receipt
« Day-End (due to rebate changes or cost updates)

Cost Load Window

Use this pop-up screen to review any additional cost factors applied to the base commission cost. Cost
load factors are defined through Cost Load Factors Maintenance (MENU IAFIL2). You will also be
able to select a cost load factor to review further details.

Information on this pop-up screen varies depending on certain factors. For example, the Base Cost
Vendor field will only display on the first line if the Commission Cost Flag field is set to V for Vendor/
Item (in Order Entry Options Maintenance (XAFILE)) or the F7=TRANSFER COST / F7=REGULAR COST /
F7=SPec ORD CosT function key on this pop-up screen, if displayed, has been pressed to view the
transfer/special order cost. The second line will either display the cost that is used for the commission
calculation (from the Commission Cost Flag), the warehouse transfer or vendor/item (if the item is
transferred or special ordered), or the fixed cost (if the commission cost factor, from Item Balance, is
an F for Fixed). Customer specific cost factors (whether a drop ship or not) will only be shown on this
pop-up screen when accessed through the Item Price Inquiry (MENU OEINQY).
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If cost load factors are not being used at the Item Rebate, Item Balance or Warehouse levels, then only
one of the following cost load lines will appear if commission cost factors and codes have been entered
at the Item Balance or Warehouse levels:

* *ltem Balance Fixed Cost* (if the Item Balance commission factor code is F, as defined in the Cd
field on the Balance File Maintenance Screen of Item Balance Maintenance (MENU IAFILE)

+ *ltem Balance Currency Amount* (if the Item Balance commission factor code is $, as defined in
the Cd field on the Balance File Maintenance Screen of Item Balance Maintenance (MENU
IAFILE)

* *ltem Balance Percent* (if the Iltem Balance commission factor code is %, as defined in the Cd
field on the Balance File Maintenance Screen of Item Balance Maintenance (MENU IAFILE).

» *Warehouse Percent* - The Item Balance factor code is blank, as defined in the Cd field on the
Item Balance File Maintenance Screen 1 in Item Balance Maintenance (MENU IAFILE), and the
Warehouse commission factor code (Comm Cd) is blank and a commission load factor (Comm Load
%) has been entered for the warehouse through Warehouse Numbers Maintenance (MENU
IAFILE).

The loaded cost calculations are as follows:
» summarize all the currency amounts
» summarize all the percentage values
* add the summarized currency amounts to the base cost amount

+ apply the summarized percentage total to the working loaded cost amount
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Example: Loaded Cost Window Calculations

Item A200 has a base cost of $4.99.
The cost loads for Warehouse 1 are:
e 11.24987 % Recycling Fee
e 22.78965 Removal Charge
e 12.34567 % Processing Fee
e 23.45678 Handling Charge

» Summarize the monetary charges to $46.24643. Add the base cost to create the working loaded
cost amount of $51.23643.

* Summarize the percentage values to 23.59554%.

« Apply the total percent (23.59554) to the working loaded cost amount (51.23643) to create the
load amount.

(23.59554/100) * 51.23643 = 12.08951

» Add the total monetary amount (46.24643) to the load amount (12.08951) to create the total loaded
amount.

$46.24643 + $12.08951 = $58.33594
+ Base Cost ($4.99) + total loaded amount ($58.33594) = Total Commission Cost
$4.99 + 58.33594 = $63.32594

Cost Loads and Rebates

It is important to note that when the Distribution A+ Order Entry Rebates module is installed, there is
an additional tailoring option Use Rebate Cost for Base Comm Cost in Rebate Options (MENU
OERFILE) that would also affect the base cost that is used in the above calculation.

The items of a rebate will then identify the commission cost and the commission cost code (fixed cost,
currency, percentage or Cost Load Factors) to be used for the calculation of the commissions cost.
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Example: Loaded Cost Calculations with Rebates

NOTE: This example is based on Y being set as the Use Rebate Cost for Base Comm
Cost in Rebate Options Maintenance (MENU OERFILE).

Item A900 has a Vendor/Item cost of $71.87 that is set to be used as the original cost. In the rebate,
there is a 5% rebate adjusting the original cost to a $68.27650 rebate cost, and also L (Load) was
specified in the commission code field. The rebate cost of $68.27650 will be used for the commission
cost base instead of what was specified in OE Options for Commission Cost Flag of A, S, U, L or V.

The cost loads for Warehouse 2 are:
+ 3.50000 Handling Charge
+ 2.50000 % Holding Fee
* 35.00000 Import Charge
* 1234567 % Processing Fee

« Summarize the cost load monetary charges (handling charge and import charge) to $38.50000.
Add to the adjusted original cost of $68.27650 to create the working loaded cost amount of
$106.77650.

« Summarize the cost load percentage values (holding fee and processing fee) to 14.84567%.

» Apply the total percent (14.84567) to the working loaded cost amount (106.77650) to create the
load amount.

(14.84567/100) * 106.77650 = 15.85168

« Add the cost load total monetary charges (38.50000) to the load amount (15.85168) to create the
total loaded amount.

$38.50000 + $15.85168 = $54.35168

e Adjusted original cost ($68.27650) + total loaded amount ($54.35168) = total commission cost
work amount.

$68.27650 + 54.35168 = $122.62818

» Total commission cost work amount - (adjusted base cost - commission cost adjustment) = total
commission cost.

$122.62818 - (§68.27650 * 5%) = 119.21436
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Order Processing, performed mainly through Enter, Change & Ship Orders (MENU OEMAIN), is the
means by which orders are entered, changed, shipped and invoiced in Order Entry. Orders are
processed individually and allocate inventory immediately.

NOTE: Inventory is not allocated for quotes or future, master or blanket orders.

This section provides a summary of functionality in each of the following areas:

Order Processing Components
Order Entry Features and Functions
Special Order Processing

Order Processing Lists
Multi-Warehouse Orders

Processing Orders with Restricted/Authorized Items

Order Processing Components

Order Processing may include up to six components, or activities. These activities include entering an
order, printing a Pick List, performing a shipping confirmation, printing Invoices, holding an order,
and releasing an order.

1.

Entering an Order

Orders are keyed individually for each customer. In addition, pricing inquiries are performed
through Enter, Change & Ship Orders (MENU OEMAIN).

2. Printing a Pick List

Pick Lists can be printed individually from the End Order Screen (p. 6-248), or may be printed as
a group through Print Pick Lists (MENU OEMAIN).

NOTE: Pick list sequencing may not be overridden at print time.

3. Performing a Shipping Confirmation

Pick list counts are verified and the shipment is confirmed through one of the following:
» Enter, Change & Ship Orders (MENU OEMAIN)
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Ship Confirm Multiple Orders (MENU OEMAIN)

Confirm Box Shipments (MENU WMMAIN?2), if you have Warehouse Management installed
and are using the boxing function

Transaction Manager (MENU RFMAIN), if you are using Radio Frequency
Radio Frequency Options Maintenance (MENU RFFILE), if you using Radio Frequency

Shipment Management, if installed

NOTE: Pack Lists are automatically printed if selected through Order Entry Options
Maintenance (MENU XAFILE).

Printing Invoices

Once the order is ship confirmed, that order is invoiced through Print Invoices (MENU OEMAIN).
At day-end, the orders become open receivables and may be viewed through Customers Inquiry
(MENU).

NOTE: Purchasing Options - Warehouse (MENU XAFILE) allows you to specify, at the
warehouse level, whether or not receipt of warehouse transfer POs will be
automatically posted in the receiving (“to”) warehouse when the Invoice prints
for the sending (“from’”) warehouse. This will automate the receiving and posting
of PO receipts when goods arrive at the receiving warehouse.

For additional information regarding the automatic receipt of warehouse transfers at invoice print,
refer to:

Purchasing Options Maintenance (MENU XAFILE). The Auto Receive Incoming WH Transfers
at Invoice Print is used to indicate whether or not you want to have transfer POs automatically
received in the “to” warehouse when the Invoice is printed for the “from” warehouse.

Enter, Change & Ship Orders (MENU OEMAIN). If you request an invoice print (F6=PRT INV)
for a transfer order and the receiving warehouse has selected the “auto receive” process, you will
be prompted for the G/L posting date of the receipt.

Print Invoices (MENU OEMAIN). If you are printing Invoices for the transfer company and any
warehouse has selected the “auto receive” process, you will be prompted for the G/L posting
date of the receipt.

For information regarding warehouse transfers, refer to the Warehouse Transfers Overview chapter
of the Purchasing User Guide.

Holding an Order
An order may be put on hold on the End Order Screen (p. 6-248). This occurs automatically when

the order meets certain criteria, as explained in “Hold Codes” on page 4-21. A hold occurs
manually by entering a user defined hold code on the End Order Screen.

Releasing an Order

You can perform order release through Release Held Orders, Quotes, Backorders & Futures
(MENU OEMAIN). You can release the following:

held orders when those orders are ready to ship or invoice
quotes or future orders which converts them to new orders that you may ship and invoice

backorders when adequate inventory is available so you may ship and invoice them
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The order processing activities and corresponding order status types are summarized in the following
table (see the “Order Status” topic within this section for more information):

Activity Order Status

Enter an order Ready for Pick List Print

Print pick list Pick List Printed

Perform ship confirmation Ready for Invoice Print

Print Invoice Invoice Printed (order complete)
Hold order Order Held

Release order Order Status before Held

NOTE: You also may automatically release one or more marked orders using the F6=ORD
REeLEAsE function key on some of the inquiry screens in Order Entry. See the
“Automatic Order Release” topic which follows for more information.

7. Automatic Order Release

In addition to releasing orders through Release Held Orders, Quotes, Backorders & Futures
(MENU OEMAIN), you have the option to automatically release one or more marked orders using
F6=ORD RELEASE through the following menu options:

* Open Orders Inquiry (MENU OEMAIN)
» Customer Order/Shipment Inquiry (MENU OEMAIN)
¢ Order Inquiry by P/O or Order MENU OEMAIN)

This function key, F6=ORD RELEASE, allows you to select one or more open orders for release without
requiring any interaction from you unless an error is detected when the order is being released. This
allows for the release of orders in a more timely manner since you can release orders all at once
instead of one at a time.

For the automatic release process to work independently, you need to set the Automatically Release
Marked Orders field to Y through Order Entry Options Maintenance (MENU XAFILE). By setting
this option to Y, when you press F6=ORD RELEASE to release the order through any of the menu
options listed above, you can automatically release the marked orders and you are not required to
intervene. However, if there are any orders that require you to intervene, the release process stops at
the order and displays the Order Release Screen (p. 7-5) in Release Held Orders, Quotes, Backorders
& Futures (MENU OEMAIN), where you are prompted as to the required action. If you press
F6=ORD RELEASE to get the next order, the following message displays: Press F6=0rd Release
again to auto-release the remainder of the marked orders. After you press F6=ORD RELEASE
again the process continues automatically releasing any orders that follow.

If you do not want to allow marked orders to be released automatically without prompting, you can
set the Automatically Release Marked Orders field to N, or leave it blank. The release function will
process as normal through Release Held Orders, Quotes, Backorders & Futures (MENU
OEMAIN), requiring that you intervene to release each order individually.
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A variation of automatic backorder release is available through the Accounts Payable/Purchasing
drop ship receipt validation process if the drop ship originated through Order Entry. Purchasing
warehouse-level options exist which can allow the automatic release of drop ship orders when the
purchase order receipts are processed through the Account Payable drop ship receipt validation
process. Refer to the Accounts Payable User Guide for further details.

Order Entry Features and Functions

Order entry is the process of creating an order containing items, order messages, and special charges.
This process includes many different tailorable features and functions that are included through the
steps outlined above.

Order Numbers

Order numbers can be assigned automatically or manually. To have order numbers assigned
automatically, you do not key an order number. The next sequential order number for a company is
assigned. If you select to manually override automatically assigned order numbers, you must key in a
unique order number for each order created. Furthermore, you can specify in Order Entry Options
Maintenance (MENU XAFILE) how many order numbers Order Entry can generate before they
“wrap” or begin over again. You can specify as few as 99,999 order numbers before they wrap to over
10,000,000.

Order Status

The order status indicates the previous and next activity for an order at any particular moment. An
order does not have to progress through all status types. An order may be one of five status types:
1. Ready for Pick List Print

The order has been entered and the Pick List has not been printed.

2. Pick List Printed
The Pick List has been printed for this order, but the shipping confirmation has not been performed.

3. Ready for Invoice

The Pick List has been printed and shipping confirmation has occurred for this order and generation
number (See Backorders), or a return order has been entered, or an invoice only order has been
entered.

If Radio Frequency is installed, the option to automatically set the order status to “Ready for
Invoice” after an order has been “Pick Confirmed” may be set through Radio Frequency Options
(MENU RFFILE). If you select Y through this option, the order status will be changed to “Ready
for Invoice” after all items have been picked.

If you are using Warehouse Management, you may set the status of an order to automatically
change to “Ready to Invoice” after the last box is confirmed for shipment by setting the Chg Order
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Status after Last Box field to Y through Warehouse Management Options Maintenance (MENU
WMFILE).

If the Print Pack List after Ship Cnfrm field is set to Y through Order Entry Options Maintenance
(MENU XAFILE), Pack Lists will automatically print for an order after that order has been ship
confirmed.

4. Invoice Printed
The Invoice has been printed from the End Order Screen (p. 6-248), or through Print Invoices
(MENU OEMAIN).

5. Order Held

An order may be put on hold because of minimum gross margin (GM), maximum gross margin
(GX), slow payment (SP), credit limit (CR), new customer hold (NC), off-line order entry errors
(OH), or through user-defined hold codes (e.g., return goods authorizations, warehouse
management, work orders, or order minimum holds).

NOTE: Order Entry will automatically put an order on hold with one of these hold codes
(GM, GX, SP, CR, NC, OH), if appropriate.

Orders on hold may be released through Release Held Orders, Quotes, Backorders & Futures
(MENU OEMAIN), and Release “New Customer” Orders (MENU OEMAIN). The user must have
authority to release orders.

Order Types

Order types determine the number of steps required to enter an order, the way an order is entered, and
the status of an order. An order type may be one of the following:

Order

An order type of Order (O) indicates that Order Entry will require that you print a Pick List and ship
confirm this order before it can be invoiced. Quotes and price checking should be entered as an order
type of O. When an order is entered with this order type, it will have an order status of Ready for Pick
List Print.

Invoice Only
When an order is entered with an order type of Invoice Only (I), it will have an order status of Ready

for Invoice. The statuses of Ready for Pick List Print and Pick List Printed will be skipped. This is
particularly useful in “over the counter” situations.

Return

A Return (R) Order type reflects an order that puts stock away and credits the customer’s account.

You may enter the invoice number of the original order on the Second Order Header Screen (p. 6-48);
this will not affect your G/L accounts.
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Additionally, you may select to have a check performed when you are entering a return to ensure that
the return amount entered for the customer is not greater than the original order amount shipped to the
customer (including all generations of the order). Previous returns of the item are taken into
consideration. For further details, see the “Returns” topic explained later in this section.

Through Order Entry Options Maintenance (MENU XAFILE), you have the option to Place new
returns on RGA hold and specify the Default Hold Code. If you select to put new returns on hold, when
the return order is entered, the status of the order will be “HOLD — XX (XX being the default hold
code that was selected).

If you have set the Immediate Resale of Returned Items field to Y in Order Entry Options
Maintenance (MENU XAFILE), returned items designated as return-to-stock become available for
resale immediately instead of waiting for day-end processing to make them available. An inventory
receipt group is created and posted automatically from invoice print.

Future Orders

A Future Order (F) type reflects an order which you would like to enter immediately, but ship at a later
date. The requested ship date may be changed to the date that you would like to ship the order. Note
that if a carrier-specific schedule has been determined through Carrier Codes Maintenance (MENU
OEFIL2), the date that you identify must fall on one of the scheduled delivery days. If it does not, the
system will automatically change the date to the next date falling on a scheduled day of the week.

You may create a future order by entering the order with an order type of F or by using allocation time
periods with regular type O orders. See “Allocation Outside of Requested Ship Date” in the Allocating

Inventory topic of this section for details.

Additionally, inventory will not be allocated for future orders.

Master Orders

A Master Order (M) type reflects an order which can be copied many times. Once an order is created
as a master, it can be used as a shell for other orders. Be careful when prices change on the items
contained in a master order; you should go through your master orders and re-price them.

Master orders are also used to create blanket orders. After creating a blanket order, individual
shipments are released as new orders through Release Blanket Orders (MENU OEMAIN).

NOTE: Inventory will not be allocated for master orders or blanket orders.

Special Orders

A Special Order is an order such as a drop-shipment, non-stock, or an order of such a large quantity
that you do not want to remove the items from stock. Special orders are entered into O/E in the same
manner in which you would enter a regular order (type “O”), with some minor differences. The
Purchasing module allows special order inclusion/exclusion into/from a requisition by simple selection
from a special order list. When that requisition becomes a purchase order and is then received, the
received quantities update the order’s ship quantities. If the order and purchase order are drop shipped,
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and the receipt process is performed through the Account Payable drop ship receipt validation process,
the orders may also be automatically released. Refer to the Accounts Payable User Guide for further
details about this process.

Special order company options for extended special order processing features can be defined through
Special Order Options Maintenance (MENU XAFILE). These options determine how special orders/
drop-ships will be handled by each company. For each company, you define the requirements for the
special order extraction process, the auto-creation process, the change request process, the receipt post
process, as well as other processes related to special orders. Some tailoring options also have vendor-
level and customer/ship-to level overrides available. Special order processing extended features
streamline your special order process and provide you with many benefits. When a special order needs
to be changed, rules are provided that drive automation, communication, change control, and improve
the visibility of the special order elements.

Note that in order to utilize special order processing, Special Order Processing Active must be Y in
Order Entry Options Maintenance (MENU XAFILE).

Quotes

A quote is entered as a normal order (type “O”). This ensures that you are providing the correct pricing
for that customer. You simply press function key F11=QuoTe on the End Order Screen (p. 6-248) which
stores the order information on the screen as a quote. Also, you may enter a review date so you can
follow up on outstanding quotes by printing the Quote Review Date Report (MENU OEREPT).

NOTE: Inventory will not be allocated for quotes. However, if you have selected to use
allocation time periods for a warehouse, an allocation date will be calculated for
any quote for items from that warehouse that meet the allocation criteria, at the
time that the quote is converted to an order.See the Allocating Inventory (p. 4-9)
section for more information.

Ship Confirmation/Backorders

Once an order has been picked from the shelves, you report which items and the amounts that were
picked. If there are items that could not be shipped, a partial order will be shipped and the remaining
items will go on backorder.

You have the option of requiring that, under certain circumstances, freight charges must be entered
before an order can be ship confirmed. If the Freight Charges Required to Ship Confirm Orders field in
Order Entry Options Maintenance (MENU XAFILE) is Y, and the FOB CD entered on the Order Header
Screen is defined with Cost Liability set to R, (the recipient is responsible for freight damages), there
must be at least one order level shipping charge on the order that is defined as a freight charge before
you will be allowed to ship confirm the order. Order level charges are defined as freight charges
through Special Charge Definitions Maintenance (MENU OEFILE).
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Quantity Ordered / Quantity Shipped

The quantity ordered is the quantity of the item ordered in the item’s selected unit of measure. The unit
of measure may be any of the item’s stocking units of measure.

When entering a sales order, the stocking unit of measure quantity [Item Master File Unit of Measure
File (ITMST)] as well as the additional unit of measure quantity [Item Master Additional Unit of
Measure File (IMAUM)] in the (Customer Qty) Ord field on the Item Review Screen may be changed.
The quantity that has changed will cause the other quantity to be converted.

Example: Additional U/M and Fraction Code Y
For example, assume item A100 has a stocking unit of measure of EA (each) and an additional unit of
measure has been defined for CAS (case), where there are 10 EA/ CAS and the fraction code is Y.

If the quantity ordered is 60 for the unit of measure EA (stocking U/M) and the quantity shipped is 40,
the following would then display on the Item Review Screen:

e 60 ordered
» 40 shipped
e 20 backordered for UM EA

If the quantity ordered is 10 for the unit of measure of CAS (additional U/M), and the quantity
shipped is 5, the following would display on the Item Review Screen:

¢ 50 ordered
» 25 shipped
+ 15 backordered for UM EA
-AND- on the alternate ordering unit of measure line
» 10 ordered
» 5 shipped
» 3 backordered for UM CAS

If you changed the quantity shipped field (on the alternate unit of measure line) to 10, with a unit of
measure of CAS, the following would then display on the Item Review Screen:

* 50 ordered
» 50 shipped
» 0 backordered for UM EA
-AND- on the alternate ordering unit of measure line
* 10 ordered
» 10 shipped
* 0 backordered for UM CAS
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If both unit of measure quantities are changed (the values in the quantity ordered and the (Customer
Qty) oOrd field), the additional unit of measure quantity will be converted into the stocking unit of
measure. That is, the additional unit of measure quantity ordered takes precedence and the stocking
unit of measure value will be converted.

For items using additional units of measure, to order small amounts or to break stocking quantities, the
Fraction Code in Item Master Maintenance (MENU IAFILE) should be Y.

Customer/ltem Default Units of Measure

A default customer/item unit of measure 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. These conversions will
display and process in Order Entry as the additional units of measure explained above.

Example:

If customer 100 consistently purchases item C300 by the CTN (carton) but item C300 is only stocked
as EA (each), you can set up an additional unit of measure through Item Master Maintenance (MENU
IAFILE) for item C300.

Then, use Customer/Item Default Unit of Measure Maintenance (MENU ARFILE) to establish the
default so that when customer 100 orders item C300, the ordering unit of measure defaults to CTN
instead of EA during Order Entry.

This process will only be checked when Use Customer Default U/M field is set to Y in Order Entry
Options Maintenance (MENU XAFILE).

Allocating Inventory

Order Entry automatically updates available inventory counts by allocating inventory when orders are
placed. The following definitions and examples will help you understand how inventory is updated.

NOTE: Inventory is not allocated for quotes, future, master, or master blanket orders.
However, if you have selected to use allocation time periods for a warehouse, an
allocation date will be calculated for any quote at the time the quote is converted
to an order. Items that are not planned and have no Vendor/Item Master File or
Vendor Master File records in Purchasing cannot have an allocation date
calculated due to the missing lead time field value.

Available

Available inventory consists of items that are available for sale; they are not backordered and are not
allocated.

Quantity available, without Warehouse Management, is calculated as:
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Available = Qty On-hand - Allocated + In Process

NOTE: If you use a query to investigate allocations, be aware that there is a SPSUM file
which is used to figure out availability, if any special orders are applicable, as
follows:

Availability = Qty On-hand - Allocated + In Process + SPSUM Value (special order value)

Therefore, this file should be taken into account when you use IBM i query. Refer
to the topics on special orders within this section for details.For example, there
are currently 10 item A’s in your warehouse. As long as no orders are pending for
the item (i.e., allocated), the available quantity of item A is 10.

Quantity available, with Warehouse Management, is calculated as:

Available = Qty On-hand - Allocated + In Process - Unavailable + Return Qty* + Special Order Qty

Return Qty* is the sum of all the quantity returned for open orders with Allocate Inventory setto Y. For
example, there are currently 10 item A’s in your warehouse. As long as no orders are pending for the
item (i.e., allocated), no orders are in the returns location, no items are in locations considered
unavailable, and no items are on special order, the available quantity of item A is 10.

On-hand

Inventory on-hand is the quantity of an item that is in stock, whether it is allocated for an order or not.
Therefore, the quantity of an item that is on-hand equals the sum of the items allocated for shipment,
plus the items that are available for sale.

For example, a customer places an order for 8 of item A’s. The on-hand quantity of item A remains at
10, since none of the 8 allocated items have been shipped, and 2 items remain available for sale.

At Day-end, the on-hand quantity of the item is decreased by the quantity of the item that was shipped.

For example, once the order for 8 item A’s is invoiced at Day-end, the on-hand quantity of the item
(10) is decreased by the shipped quantity (8), resulting in a new on-hand quantity of 2.

Allocated

Allocated inventory consists of items that have been placed on an order through Enter, Change & Ship
Orders (MENU OEMALIN) but not yet shipped. When inventory is allocated, it is no longer available
for sale, but remains on-hand. Return requisitions will also allocate inventory if the Update Inv field is
set to Y through Enter or Change Requisitions (MENU POMAIN).

NOTE: Inventory is not allocated for quotes or for future, master, and blanket orders.

For example, there are currently 10 item A’s in your warehouse. A customer places an order for 8 item
A’s. To prevent another customer from ordering the same 8 items, the allocated quantity of item A
becomes 8.
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Inventory is allocated dynamically as you enter any order, but not allocated for quotes, future orders,
master orders, or blanket orders. As soon as an item is confirmed on the Item Review Screen (p. 6-115),
the available quantity of the item is decreased by the allocated quantity of the item.

NOTE: Processing for an invoice-only order is a little different than processing for a
normal order. However, the inventory allocation process is identical. Refer to
“Order Processing Lists” on page 4-41 for additional information.

Allocation Outside Requested Ship Date

Rather than immediately allocating inventory for orders that are not due to ship in the next few days,
Order Entry allows you to set a flag to Use Allocation Time Periods at the warehouse level through
Warehouse Numbers Maintenance (MENU IAFILE). Using allocation time periods enables Order
Entry to calculate an inventory allocation date for the order that takes into account the requested ship
date and the lead times and order frequencies of the items ordered.

If you are using this feature, regular (type O) orders for that warehouse will be automatically converted
to future (type F) orders if the requested ship date is outside a system-calculated allocation window
(i.e., the allocation date is greater than or equal to the current date). No inventory will be allocated for
these future orders until they are released manually or through Day-End Processing. On the End Order
Screen (p. 6-248), the allocation date displays to the right of the Hold Code field, and the message
“Allocation days used. Order will be turned into Future Order” displays to the user.

When you enter a regular order, the lead time is added to the order frequency (both expressed in
weeks) for each item and subtracts the largest total number of weeks from the requested ship date to
determine the allocation date for the order. So, the allocation date equals:

Requested Ship Date - (Lead Time + Order Frequency)

The lead time and order frequency from the primary vendor are used for the item. If Inventory
Management & Planning is installed, the lead time and order frequency are taken from the Inventory
Management & Planning Balance File (IMBAL). If Inventory Management & Planning is not installed,
lead time and order frequency are checked in the following Purchasing files in this order:

« Vendor/Item Master File (VNITM)
e Vendor Master File (VENDR)

During Day-End Processing, the allocation date for the order is compared to the current date. When the
allocation date is less than (before) the current date, the order is released automatically and inventory is
allocated. At that time the order is checked for possible backorders or other types of holds.

You may release future orders created through the use of allocation time periods manually at any time
through Release Held Orders, Quotes, Backorders & Futures (MENU OEMAIN). You can specify
whether authorization is required for users to release future orders.

Allocation dates are also calculated for regular orders entered through Off Line Order Entry (MENU
OEMAIN).
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Recalculating Allocation Dates

If the lead time and/or order frequency for one or more items change, you will need to recalculate the
allocation dates on future orders so that inventory will continue to be allocated at the correct time.
Reset Allocation Date of Future Orders (MENU OEMAST) automatically recalculates the allocation
dates of future orders based on the current lead times and order frequencies.

An allocation date is calculated only if all of the following conditions are true:

e Use Allocation Time Period is set to Y in Warchouse Number Maintenance (MENU IAFILE)
» The order is a first-generation type order or backorder with no pick list date

e The order is not a future order that has been manually released

» No line items are drop ship or special order items

e The order is not a new customer order (on NC hold)

» The order is not a work order (if the Value Added Services module is installed).

If an allocation date is calculated, Order Entry clears the Hold Code field and the Alloc Inv field
displays an N. You will not be allowed to make an entry in either of these fields. The order will be
stored as a future order, and the order type will be changed to F.

During Day-End Processing, the allocation date of future orders is compared to the current date.
Inventory is allocated for any orders where the current date is beyond the allocation date. The order
type will be changed to an O, and the order will be automatically released. Future orders may also be
released by authorized users at any time. Inventory is allocated for the released order at the time it is
released.

Automatic Release of Future Orders

Regular orders that are changed to future orders based on the allocation date are released automatically
during Day-End Processing when the allocation date is less than the current date, unless the order has
been put on an “Off-Line” (OH) hold.

You can also select to have future orders (orders originally entered as future orders) released
automatically during Day-End. To do this, run Reset Allocation Date of Future Orders (MENU
OEMAST) and key Y in the Recalculate Pre-existing Future Orders field. This will calculate an
allocation date for all future orders, regardless of how the order was created. The allocation date will
then be used during Day-End Processing to determine when the order should be released.

Any future orders entered after that program is run will have to be released manually until you run
Reset Allocation Date of Future Orders again.

If you are not using allocation time periods for a warehouse, Order Entry allocates inventory for each
order for that warehouse when the order is entered.
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Backorders

If an order is placed for an item that cannot be completely shipped, the quantity of items allocated for
the order is the total quantity of items ordered. The quantity that cannot be shipped is backordered
inventory. The quantity of items intended for shipment is committed inventory. The committed amount
is the value shown in the Quantity Shipped field.

To allow items to remain allocated for a specific order that is backordered, the quantity backordered is
calculated as:

Qty Backorder = Allocated - Quantity Committed

For example, the quantity on-hand of item A is 2. When an order is placed for 5 item A’s, 5 items are
allocated, 2 items are committed (those available for shipment are intended to be shipped), and a
quantity of 3 items are backordered.

Backorders are created continually in Order Entry. If, when an order is processed, the desired quantity
of any items cannot be shipped, a second generation of the order is created automatically to contain
only those items that could not be shipped. Order Entry copies the unshipped items from the original
order number to the next “generation” order number. In other words, the invoice print job for an order
that cannot be completely filled evokes the backorder creation in the Transaction Processor.

Example: Backorders

Order number 10010/00 [where the /00 indicates the first (original) generation of this order] is able to
ship every item excluding 10 of item A1700. Order Entry will ship all other items in the original order
number, then generate order number 10010/01 (where the /01 indicates the second generation of this
order) with the only item being the A1700 with a quantity of 10. The item on order 10010/01 is now a
backordered item.

Also, you can affect the way a backorder is handled in Order Entry. If you would like to ship an order
complete, you have the option to do so with the Complete Ship field on the Second Order Header
Screen (p. 6-48). Enter an H and the order will go on hold until you can ship every item in full.
Alternatively, you may delete all backorders simply by changing the Complete Ship field to D.

Manual Backorder Release

To release a backorder manually, use Release Held Orders, Quotes, Backorders & Futures (MENU
OEMAIN). You enter the order number, along with the generation and order status. You may
optionally go into Enter, Change & Ship Orders (MENU OEMALIN) at the time of releasing the order.
This allows you to view the order and check the status of the line items.

Automatic Backorder Release

When you receive a large amount of inventory into stock, it may be cumbersome to release every order
individually. Automatic Backorder Release (ABR) streamlines the number of steps required to release
an order. Refer CHAPTER 5: Order Entry Managing Backorders for more information.
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Semi-Automatic Backorder Release

There are some instances in which an order might be released as a result of another process. Such is the
case when receiving drop ship purchase orders (that originated from a customer order) through
Account Payable’s drop ship receipt validation process. If Purchasing Options (MENU XAFILE)
warehouse-level options are set, the originating order will be released to invoice when the receipt
validation process is complete. Refer to the Accounts Payable User Guide for further details about this
process.

Blanket Orders

NOTE: Inventory is not allocated for master blanket orders. You specify whether
inventory is allocated for individual blanket orders released from the master
blanket order, at the time of release.

A blanket order is an order in which the total quantity will be released and shipped in two or more
increments. A shipping schedule (requested ship dates and quantities) can be supplied by the customer
when the order is entered, or items can be released and shipped on the customer’s request.

Order Entry stores blanket orders as a special type of master order. Master blanket orders are entered
through Enter, Change & Ship Orders (MENU OEMAIN). Blanket orders are released through
Release Blanket Orders (MENU OEMALIN).

Determining the Release Method

There are two methods of releasing blanket orders. Which method you intend to use determines how
the order is entered through Enter, Change & Ship Orders (MENU OEMAIN).

» Method 1 - Pre-defined release dates
Use this method when both of the following are true:

+ The customer can provide a shipping schedule at the time the order is placed

- Items with the same requested ship date will be sent to the same ship-to

Example:

Your customer knows that he wants a total of 1200 cases of copy paper and that he wants the paper
shipped at the rate of 100 cases per month for 12 months, on the 15th of each month. Additionally, all
shipments will go to the company’s central office.

¢ Method 2 - Release on request
Use this method when either of the following is true:

+ The customer is not able to provide a shipping schedule at the time the order is placed

- Items with the same requested ship date must be sent to different ship-tos.
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Example:

Your customer knows that she will need a total of 300 cases of fax paper over the next six months.
However, she cannot accept delivery of all 300 cases at once. Additionally, fax paper usage fluctuates
and is not predictable. Finally, the customer wants the ability to direct shipments to any of her
company’s three offices, which may require shipping to more than one office at the same time.

There are other differences between the two release methods which should be considered when
deciding which one to use:

»  With Method 1, the total of one line of the order will be released and shipped. With Method 2, you
can release a portion of the quantity of one line of the order and hold the remaining quantity for
later release.

» With Method 1, releases may occur for more than one master order. With Method 2, releases occur
for only one master order at a time.

Entering the Master Blanket Order

Regardless of the release method you plan to use, all master blanket orders have an order type of M
(Master Order) and a Y in the Blanket field on the Order Header Screen (p. 6-18). The following table
summarizes the differences in the order entry process depending on the release method you will be
using for the order. Notice that all master blanket orders for Method 2 require a requested ship date of
December 31, 2049. Order Entry uses this requested ship date to identify which master blanket orders
have set up as “release on request” orders.

Method 1 - Pre-defined Release Dates Method 2 - Release As Needed

Start Order  Key M in the Order Type field. Key M in the Order Type field.
Screen

Order Header Change the entry in the Blanket field to Key the date December 31, 2049 in the

Screen Y. Req Ship field.
Change the entry in the Blanket field to
Y.
Item Entry Enter a separate line for each shipment Enter one line per item with the total
Screen of an item, with the quantity for that quantity for all shipments of the item.
shipment.
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Method 1 - Pre-defined Release Dates Method 2 - Release As Needed

Item Review The Shp field displays the quantity of  The Shp field displays 0.

Screen the item available to ship. The B/O field displays the quantity
Change the date in the Req Sh field to  ordered.
the requested ship date for this shipment T} Req Sh field displays the date

of the item. December 31, 2049. Do not change this
date.

Releasing Blanket Orders

The first step in releasing a blanket order is to select the release method using the Release Method field
on the Blanket Order Release Screen (p. 10-3). Your entry in this field determines which screens will
display and how Order Entry will process your entries. The release process differs in several ways
depending on the release method you select:

e Method 1 - Pre-defined release dates
If you select Method 1:
« Your entries on the Blanket Order Release Screen are used to select which blanket orders to
release.
- All blanket orders that meet the selection criteria will be released automatically. You will not
have the opportunity to modify any individual blanket order before it is released.
» Method 2 - Release as needed

If you select Method 2:

« Your entries on the Blanket Order Release Screen are used to select which master blanket orders
to display on the Blanket Order List Summary Screen (p. 10-10). You can then select the master
blanket order you want to work with.

- You must enter the item quantities and requested ship date for each blanket order to be released.
You also have the option of entering a ship-to for the blanket order you are releasing that is
different from the ship-to originally entered on the master blanket order.

« You release an individual blanket order by pressing a function key.

Regardless of the release method you use, Order Entry creates a new order for each blanket order to be
released and assigns the next available order number to the new order. The new order’s generation
number (sequence number) will be 50 and the original master blanket order number will be placed in
the Ref No field on the Second Order Header Screen (p. 6-48).

NOTE: Do not modify the program to remove the edit of this field, since Distribution A+
uses it in the restart procedures.

Item comments will be copied to the new order only when the associated item is released for shipment.
The item comment is removed from the original master blanket order when all of the quantity for that
line on the order has been released.
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Order comments will be copied to each blanket order released from the master blanket order. Order
comments are retained with the master blanket order until all of the items have been released and are
deleted when the master blanket order is deleted.

Item special charges will be copied to the new order only when the associated item is released for
shipment. The item special charges are removed from the original master blanket order when all of the
quantity for that line on the order has been released.

Once the original master blanket order is completely released, it will be deleted by the blanket order
release program.

Cross-reference, Replacement, and Complement Iltem Entry

O/E provides flexibility when entering an item on an order with cross-reference, replacement, and
complement items. With these types of items you can do the following:

» Key items using the customer’s item number instead of your own.
» Select an item that is an adequate replacement of the item ordered.

 Indicate other items to the customer that may be used with (or complement) an item.

Cross-Reference ltems

For each customer, you may set up an item cross-reference through Customer/Item Numbers
Maintenance (MENU OEFILE) for any of your items. This cross-reference allows the customer to
place an order using the customer’s item number instead of your item number. When you enter the
customer’s item number in Enter, Change & Ship Orders (MENU OEMALIN), the customer’s item
number is cross-referenced with your item number [as defined through Item Master Maintenance
(MENU IAFILE)], and your item number is used on the order. You can choose which item number (or
both) will print on Pick Lists, Pack Lists, Acknowledgments, and Invoices through Order Entry
Options Maintenance (MENU XAFILE).

The pre-requisite for using item number cross-references is to define the cross-reference through
Customer/Item Numbers Maintenance (MENU OEFILE).

You may want to use item number cross-references for customers who frequently place orders.
Allowing customers to order items using their own item numbers improves your level of customer
service.

Replacement ltems

With replacement items, you can inform the customer that you have items that are identical to, similar
to, or better than the item originally ordered. This is particularly helpful when the item originally
ordered is out of stock. When an order is placed for the original item number, you may press F4 from
the Item Review Screen (p. 6-115) to display replacement items.

There are three different types of replacement items:
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» Replacement
» Alternate

« Upgrade

NOTE: A fourth type, known as pattern items, is available for use in Inventory
Management & Planning only.

For replacement type items, you define the replacement using the original item number and the new
item number through Item Replacements /Complements Maintenance (MENU OEFILE). The original
and new item numbers must have been defined through Item Master Maintenance (MENU IAFILE).

Alternate and upgrade replacement type items are very similar to one another. Both are provided so
you may differentiate between items that are similar to the original item (alternates), and items that are
better than the original item (upgrades). Neither type requires that the original item number is defined
through Item Master Maintenance (MENU IAFILE). This will allow you to create an internal item
number cross-reference. Unlike the customer/item cross-reference, which defines the customer’s item
number with your item number for one customer, you may use this internal cross-reference to create an
alias for your items. An alias may be used instead of the actual item number when entering items.

NOTE: Replacement items can also be used by Inventory Management & Planning
(IM&P) in determining item demand sales analysis data, etc. Refer to the
Inventory Management & Planning User Guide for additional information.

ltems Complements

An item complement is an item that may be ordered in addition to the item originally ordered. Such an
item may be required by the original item (e.g., suggest light bulbs when the customer orders a table
lamp), or will enhance the original item (suggest a table lamp when the customer orders a table).
Complement items may be displayed by pressing F9=CmpT from the Item Entry Screen (p. 6-71), or will
display automatically whenever an item defined to have complements is ordered.

Define item complements using the original item number and the new item number through Item
Replacements/Complements Maintenance (MENU OEFILE). The original item number is the first
item ordered by the customer; the new item number is the item that you suggest that the customer
should order.

Drop Shipments

If an item is back-ordered and you would like to ship it directly from your vendor, you may use a drop
shipment. Drop shipments allow you to avoid customer delays.

To avoid any redundant keying, Special Order Processing allows you to turn an order into a
maintainable purchase order if you have Purchasing installed. Therefore, you do not have to re-key
drop ship orders. When the purchase order is received, the quantities are used to update the order’s
ship quantities so that it may be processed to invoice. Refer to “Special Order Processing” on page 4-
37 for additional information.
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Extended Item Comments (EICs)

Extended item comments (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.). Refer to Item Master Maintenance (MENU IAFILE) as described in the
Inventory Accounting User Guide for details about defining EICs.

EIC related selections made through System Options Maintenance (MENU XAFILE) determine if
EICs will be created for a specific item or item EIC group, and EICs can be limited to specific
customers or customer EIC groups. Additionally, EICs can be created for a specific warehouse or can
be used across all warehouses (i.e., across all those warehouses defined as not using warehouse-
specific EICs). Refer to the Cross Applications User Guide for details about EIC uses. If item EIC
groups and/or customer EIC groups are to be used, refer to Item EIC Groups Maintenance (MENU
OEFIL2) and/or Customer EIC Groups Maintenance (MENU OEFIL2), respectively. For individual
warehouse level determinations related to EIC use, refer to Warehouse Numbers Maintenance (MENU
IAFILE).

During order entry, the EICs for an item are selected based on the warehouse, item, item EIC group,
company, customer, and/or customer EIC group of the order. The Show All Qualifying EIC field in
System Options Maintenance (MENU XAFILE) determines whether only the one EIC determined to
be most applicable for an item will display and/or print, or multiple EICs, if more than one apply.

The following decision hierarchy is used to determine which EICs apply:

» 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?

All EICs are created with start 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. If there are two EICs at the same level of the decision hierarchy, the EIC to use will be
selected based on the start and end dates. The EIC selected will be the EIC with the smallest date range
that includes the order’s requested ship date.

The rules of the decision hierarchy apply regardless of whether the specific warehouses use EICs or
not; the only difference is that if a warchouse is using warehouse specific comments, the searches will
be implemented with a warehouse ID as part of the search.

If the Show All Qualifying EIC field is Y in System Options Maintenance (MENU XAFILE), one EIC
at each level of the decision hierarchy for which EICs have been defined will display in inquiries and
print on reports, Pick Lists, etc., as determined by the print code assigned to the EIC. If the Show All

Qualifying EIC field is N, only the one EIC determined to be most applicable will display and/or print.
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If an EIC is used for an order, that EIC may be reviewed through order entry and any inquiries which
provide access to the order itself. EICs will show exactly the same for open orders as for orders already
moved to history. This is because the EIC is an entity unto itself and is not retained as part of any order.
Rather the order’s requested ship date is used to select the most appropriate EIC at the time the order is
being processed (either during order entry or order review). Therefore, if a comment were to change,
the original comment, as selected for applicable orders prior to the change, would be lost. To retain
comments that are no longer applicable (for historical purposes), create EICs as date-sensitive and do
not modify them. Instead, create new comments for the new information with new effective dates.

Hazardous Materials

Distribution A+ allows for the entry of hazardous material information if, in Item Master Maintenance
(MENU IAFILE), the DOT Reg field is Y or the SDS Date field contains a value and if, in System
Options Maintenance (MENU XAFILE), Hazardous Materials is set to Y. This information may be
entered for viewing purposes only or may be entered for both viewing and tracking purposes.

With the use of hazardous material information, two documents will be created based on the hazardous
material information entered into the system. These documents are referred to as the HAZMAT
Shipping Papers (p. 20-59) and the HAZMAT Carrier Weight Summary Report (p. 20-64).

If hazardous materials will be distributed and tracked by the system, Distribution A+ will set up,
check, and produce hazardous material information for “HAZMAT” items entered on an order through
Enter, Change & Ship Orders (MENU OEMAIN).

For additional information, refer to the following areas:

» System Options Maintenance (MENU XAFILE), of the Cross Applications User Guide, where you
indicate if hazardous materials will be distributed and the weight measure (e.g. LBS) being used.

¢ Warchouse Numbers Maintenance (MENU IAFILE), in the Inventory Accounting User Guide,
provides the warehouse address and emergency contact and contract information, as well as
identification of when to print the HAZMAT Shipping Papers and Weight Summary.

» Item Master Maintenance (MENU IAFILE), in the Inventory Accounting User Guide, where
hazardous material information may be entered about an item if an SDS Date is entered or DOT Reg
field is set to Y.

» Hazardous Material Message Codes Maintenance (MENU IAFIL2), in the Inventory Accounting
User Guide, where material message codes are defined so that they may help identify a hazardous
item.

» Hazard CAS# Maintenance (MENU IAFIL2), in the Inventory Accounting User Guide, where
Chemical Abstract Service Numbers are defined so that you may identify an item’s chemical
ingredients.

¢ Hazard Class Code Maintenance (MENU IAFIL2), in the Inventory Accounting User Guide, where
class codes are defined and associated pictograms are assigned.

« Hazard DOT# Maintenance (MENU IAFIL2), in the Inventory Accounting User Guide, to maintain
the unique hazardous materials identifiers provided by the Department of Transportation.

» Hazard Pictogram Code Maintenance (MENU IAFIL2), in the Inventory Accounting User Guide,
to identify the standard hazardous materials pictograms.
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 Carrier Order Inquiry (MENU OEMAIN), in this user guide, where the HAZMAT Shipping Papers
and the HAZMAT Carrier Weight Summary Report are shown and explained.

Hold Codes

Hold codes are used to temporarily suspend orders. The specific hold code will tell you which orders
are on hold and why they are on hold. Order Entry will automatically put an order on hold with one of
the following system-defined hold codes, if appropriate: GM, GX, SP, CR, NC, or OH.

Certain user-defined hold codes that have been specified for a unique purpose through a system/
company/warchouse option, will also be used, when applicable, to automatically put an order on hold.
For example, if RG is identified as the RGA hold code, when returns are processed, they may
automatically be put on RG hold. These user-defined holds apply to the following: Boxing hold,
Consolidated Invoice hold, Order Minimum hold, RGA hold, or Warehouse Management hold. These
user-defined hold codes (and any additional hold codes) are created through Order Hold Codes
Maintenance (MENU OEFILE) and then assigned to the applicable options record. For details, refer to
the below listed hold codes.

Additionally, other applications that create/update orders from a specific process and have user-
defined hold codes that have been specified for a unique purpose through a system/company/
warehouse options will place orders on hold. These user-defined holds apply to the following: drop
ship hold from A/P Receipt Validation, incoming purchase orders through the EDI module, automated
invoicing and replenishment orders through the Consignment module, processing errors for orders
being paid with Electronic Payments, and delivery discrepancy hold when importing delivered orders
from Advanced Mobile.

Once an order is placed on hold, you may release it on demand through Release Held Orders, Quotes,
Backorders & Futures (MENU OEMAIN). New customer orders (hold code NC) must be released on
demand through Release “New Customer” Orders (MENU OEMAIN).

You may also release the following hold codes with the F9=ReLeAsE function key on the End Order
Screen through Enter, Change & Ship Orders (MENU OEMAIN):

» Credit Exceeded - CR

» Gross Margin Minimum - GM

» Gross Margin Maximum - GX

+ Off-line Order Entry - OH

» Slow Pay - SP

* Order Minimum

» Returned Goods Authorization

» Automated Consignment Invoicing
» Automated Consignment Replenishment
» EDI Order

» EDI Order Error

4-21



Infor Distribution A+ Order Entry User Guide

» Received Drop Shipment

If the order qualifies for a second hold code according to the Check Order Hold hierarchy, that hold
code will be applied. Only hold codes that do not require additional user interaction will be available
for the F9=ReLEASE function key on the End Order Screen.

Display All Order Hold Codes

During Order Entry, when placing an order, it is possible for the order to go on multiple holds
simultaneously, based on an order hold code hierarchy.

Order Hold Code Hierarchy

Offline Entry Hold

ES Company Options Hold
Drop Ship Hold
Automated Invoicing Hold

-

Replenishment Hold

EDI Order Hold

Web/Storefront Order Hold

EDI Order Error Hold

Web/Storefront Order Error Hold
. Gross Minimum Hold

© ® N o o ~ 0D

-
o

11. Gross Maximum Hold

12. New Customer Hold

13. Order Minimum Hold

14. Credit Hold

15. Slow Pay Hold

16. Return Goods Authorization Hold
17. Warehouse Transfer Order Hold
18. Warehouse Management Hold

19. Consolidated Hold

20. Boxing Hold

21. Delivery Discrepancy Hold

22. Pending Authorization Hold (CC)
23. Processing Error Hold (CC)

24. Expired Authorization Hold (CC)
25. Declined Credit Card Hold (CC)

For example, it could potentially go on a shipping hold, credit hold, gross margin hold, etc.
Distribution A+ enables you to see all holds that apply to the order, so the correct people can be
contacted to release those holds. The ability to release selected or all holds is also available, if
authorized.
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The Show All Hold Codes Before End Order tailoring option in Order Entry Options Maintenance
(MENU XAFILE) allows you to determine if you want to view an additional screen before end order
time during Enter, Change & Ship Orders (MENU OEMAIN) that shows all hold codes associated
with the order. If this option is Y, then when you press F10=EnD from the Order Header Screen (p. 6-18)
or F10=END ORD from the Item Entry Screen (p. 6-71) during Order Entry to end the order, the Order
Hold Code Summary Screen (p. 6-243), will appear if more than one hold code applies to the order. If
this option is N, when you press F10=EnD from the Order Header Screen (p. 6-18) or F10=END ORD from
the Item Entry Screen (p. 6-71) during Order Entry to end the order, the End Order Screen (p. 6-248) will
appear with the first applicable hold code for the order.

The Order Hold Code Summary Screen (p. 6-243) allows you to review all holds that apply to the order
and determine which holds, if any, you want to release (if authorized) prior to the display of the End
Order Screen (p. 6-248). You will be allowed to release one or more holds simultaneously. If you are not
authorized to release any of the hold codes for the order, the screen will still appear so that you can
review the holds and notify the appropriate departments that the holds require attention.

When accessing the Order Hold Code Summary Screen (p. 6-243) from Enter, Change, & Ship Orders
(MENU OEMAIN), you will be allowed, if authorized, to release only the following hold codes
(which are the same ones that can be released on the End Order Screen (p. 6-248):

» Automated Invoicing Hold (defined in Consignment Company Options)
e Credit Hold (CR)

» Drop Ship Hold (defined in Purchasing Company Options)

» EDI Order Hold (defined in EDI Company Options)

» EDI Order Error Hold (defined in EDI Company Options)

e Gross Minimum Hold (GM)

¢ Gross Maximum Hold (GX)

+ Offline Entry Hold (OH)

* Order Minimum Hold (defined in Order Entry Company Options)

» Returned Goods Authorization Hold (defined in Order Entry Company Options)
» Replenishment Hold (defined in Consignment Company Options)

» Slow Pay Hold (SP)

The following hold codes will not be allowed to be released from the Order Hold Code Summary
Screen, because they require user interaction via screen processing or require orders to be at a certain
order status prior to being released:

« Consolidated Hold (defined in Order Entry Company Options)

¢ New Customer Hold (NC)

« Pending Authorization Hold (CC) (defined in Credit Card Company Options)
» Processing Error Hold (CC) (defined in Credit Card Company Options)

» Expired Authorization Hold (CC) (defined in Credit Card Company Options)
» Declined Credit Card Hold (CC) (defined in Credit Card Company Options)
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The Order Hold Code Summary Screen can also be accessed from the F13=View ALL HoLps function key
on the Order Release Screen or Order Release Order Header Screen in Release Held Orders, Quotes,
Backorders, and Futures (MENU OEMAIN) and F11=HoLps function key on the Order Display Screen
during the Order Display Inquiry (MENU OEMAIN). When accessed from the Order Display Inquiry,
you will be in Inquiry mode only and the Order Hold Code Summary Screen will be for viewing
purposes only (i.e., you will not be able to release hold codes associated with the order).

Credit Exceeded

Credit exceeded is a system-defined hold code CR. You can specify a credit limit for each customer
through Customer/Ship to Master Maintenance (MENU ARFILE). This limit is then used during order
entry to determine if a customer has exceeded their credit limit. The credit limit calculation determines
the total credit used and then compares the calculated amount to the credit limit in the Customer
Master File. The values used to calculate the total credit used are based on the value specified in the
Include Future Invoices in Credit Limit Check field in Order Entry Options Maintenance (MENU
XAFILE). Refer to Order Entry Options Maintenance in the Cross Applications User Guide for the
specific calculations. If the customer’s credit limit is exceeded, their orders will go on hold with the
hold code CR. When changing an order through Order Entry, you will receive a warning if the order is
on credit hold.

Gross Margin - Minimum

Minimum Gross Margin is a system-defined hold code of GM. If an order falls below the percentage
you specified in Order Entry Options Maintenance (MENU XAFILE), the order will go on hold with
hold code GM. Additionally, if any one item on an order falls below the percentage you specified for
the item class/sub-class in Item Class/Sub Class Maintenance (MENU IAFILE), the order will also go
on hold with hold code GM. Note that warehouse transfer orders are exempt from gross margin hold.
Also note that free or discounted items added as part of a promotion may also be exempt if the Order
Entry option to Include Promo Items in Gross Margin Checking is set to N.

Gross Margin - Maximum

Maximum Gross Margin is a system-defined hold code of GX. If an order falls above the percentage
you specified in Order Entry Options Maintenance (MENU XAFILE), the order will go on hold with
hold code GX.

Off-Line Order Entry

Off-line Order Entry is a system-defined hold code of OH. When the offline order entry program has
uploaded an order and determined that there is missing required criteria in the order, the order will go
on hold with hold code OH.

New Customer

New Customer is a system-defined hold code of NC. Before a new customer is defined in the system,
Accounts Receivable has to determine their credit limit. Accounts Receivable can quickly locate
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customers who need credit limits and customer numbers assigned by inquiring on orders with hold
code NC; however, if the order also meets the requirements for gross margin or maximum gross margin
hold, those holds will be applied first.

Slow Pay

Slow Pay period is a system-defined hold code of SP. If an open order amount appears in or above the
aging period you specified as your slow pay hold period through A/R Aging Codes Maintenance
(MENU ARFILE), for the aging code assigned to the customer placing the order, the order goes on
hold with the hold code SP. When changing an order through Order Entry, you will receive a warning
if the order is on slow pay hold.

Automated Consignment Invoicing

When Consignment is installed and the offline order entry program has uploaded an order from the
Generate Invoices (MENU CNINVC) option where the user selected Hold Orders Y, the user defined
hold code for Automated Invoicing Hold Code (Consignment Options MENU CNFILE) will be used
to place the order on hold.

Automated Consignment Replenishment

When Consignment is installed and the Create Consignment Replenishment Orders (MENU
CNMAST) option runs where the user selected Hold Orders Y, the offline order entry program will
upload orders with the user defined hold code for Replenishment Hold Code (Consignment Options
MENU CNFILE).

Boxing

If Warehouse Management is installed and boxing is being used, an order will be placed on this hold if
all the items have not been properly associated with a box in which they are to be shipped. This hold
code is assigned through Warehouse Management Options Maintenance (MENU WMFILE).

Consolidated Invoice

If the next invoice date for a bill code is in error (i.e., blank or has passed), all invoices created with
that bill code will be automatically placed on this hold. This hold code is assigned through Order Entry
Options (MENU XAFILE). To release orders from this hold, the invoice date must first be updated
through Consolidated Bill Code Maintenance (MENU ARFIL2), then the orders may be released.

Delivery Discrepancy

When an order is delivered, there could be delivery discrepancies such as damaged goods or customers
refusing to sign for the orders. During the Import Delivered Orders (MENU AMMAIN) option, key a
hold code to place these orders on hold. Any user-defined hold code is valid for this option and may be
changed for each individual import.
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EDI Orders

When EDI (Electronic Data Interchange) is installed and the EDI Options (MENU EIMAIN) have a
default hold code value assigned to the Order Hold Code field, orders created by the EDI receipt of an
incoming PO will be placed on a user-defined hold code.

EDI Order Error

When EDI (Electronic Data Interchange) is installed and the EDI Options (MENU EIMAIN) have a
default hold code value assigned to the Order Error Hold Code field, orders created by the EDI receipt
of an incoming PO that are found to have an error condition will be placed on a user-defined hold code.

Electronic Payments

The Electronic Payment module has 4 user defined hold codes related to the status of the payment
transaction that will place an order on hold.

Pending Authorization Hold

The order is marked to be paid by credit card but the authorization process has not been completed.

Processing Error Hold

The order is marked to be paid by credit card but the authorization process did not successfully
complete.

Expired Authorization Hold

The order is marked to be paid by credit card, was previously authorized, but the expiration days
specified for the specific payment type has passed and the order will need to be authorized again.

Declined Credit Card Hold

The order is marked to be paid by credit card but the credit card information submitted for
authorization was declined.

Order Minimum

If the order value does not meet the minimum order amount required for a company and/or customer/
ship to, the order will go on hold with the assigned hold code. An order minimum hold is checked only
if the Check Order Minimum Hold field is set to Y in Order Entry Options Maintenance (MENU
XAFILE). You can specify an order minimum amount for a company and/or customer/ship to. When
determining the minimum order amount to use, the system uses the following hierarchy:

 customer ship-to address
e customer

e company
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An order on minimum order hold will be automatically released once the order value rises above the
order minimum. Additionally, Order Entry will check for this type of hold only on order type of “O”
for first generation orders (generations “00” and “50”), type “Q” for quote for first generation orders
(generations “00”), and check for this hold between a gross margin hold (GM) and a credit hold (CR).
The same rules apply for Off Line Order Entry.

Received Drop Ship

If Purchasing Options (MENU XAFILE) are set to automatically hold orders whose items are all
backordered but are not entirely drop ship items, but contain a drop ship line whose quantities have
been received through the Account Payable drop ship receipt validation process, then a hold code must
be assigned. This hold code is assigned through Purchasing Options (MENU XAFILE).

RGA (Return Goods Authorization)

If Order Entry Options (MENU XAFILE) are set to automatically hold new returns, then a default hold
code must also be assigned so that all new returns will automatically be placed on this hold. This hold
code is assigned through Order Entry Options (MENU XAFILE).

Warehouse Management

If Warehouse Management is installed and an order is lacking the specification of specific lots, serials,
or locations, the order will be placed on this hold. This hold code is assigned through Warehouse
Management Options Maintenance (MENU WMFILE).

Additional User Defined

The user may define any additional hold codes through Order Hold Codes Maintenance (MENU
OEFILE). At the End Order Screen, you key the hold code. The order will be held with that hold code

type.

Invoicing

Consolidated Invoice Printing

Consolidated invoicing provides the ability to mark invoices with a Consolidated Bill Code so invoices
will not be printed immediately. Instead, they will be retained and held until a designated time and then
printed for a customer or set of customers through Print Invoices (MENU OEMAIN). The
Consolidated Bill Code is assigned at the customer level and carries through the order to the invoice
and into order history. All invoices processed for this customer with the same payment type and
currency can be consolidated on to one invoice.

Each consolidated invoice bill code has a Next Invoice Date field assigned to it. All invoices processed
before this date for a customer with this consolidated invoice bill code will change to a status of Ready
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for Consolidated Invoicing on the day they are invoiced and each will get the same invoice number
and the same invoice date based on the date assigned to the consolidated bill code.

An actual invoice is not generated at the time the initial invoice print occurs; however, when Day-end
is processed, the invoiced orders are moved to order history and will update Accounts Receivable. The
actual invoices for customers with the same bill code are consolidated and printed in one process. For
example, for a bill code (MN) that represents a monthly consolidation, at the end of the month, the
consolidation occurs for the monthly consolidated bill code by entering the bill code (MN) when
selecting Print Invoices (MENU OEMALIN). At this time, all invoices marked as Ready for
Consolidated Invoicing, for this bill code, in open orders and order history, will be processed and a
combined invoice will be generated for each customer using this bill code. The body of the invoice
begins with the details of the first order, followed by the order number and shipping detail for the
second order, and so on.

When the consolidated invoice is generated, the user can change the Next Invoice Date field to be
assigned to the next set of consolidated invoices. If the date is not changed (or any time a bill code has
a date prior to today’s date), all other invoices processed after this date will temporarily go on
consolidated invoice hold. For example, if the monthly consolidated invoice print run has not been
completed before another invoice in the new month is printed based on the date assigned to the bill
code, the new invoice will be placed on consolidated invoice hold. After the combined invoice is
printed and the Next Invoice Date field for each consolidated invoice bill code is updated to the next
print date, the invoices that are on hold are automatically released from that hold when the next batch
process of printing invoices is completed.

Manufacturer’s Part Number ltem Entry

O/E provides you with the ability to enter a manufacturer’s part number [as defined for the item
through Vendor/Item Information Maintenance (MENU POFILE)] in the Item No field on the Item
Entry Screen during item entry. To search for a manufacturer’s item number, prefix your search criteria
with M/. The system will search the Vendor/Item file for a valid manufacturer item number. If only one
match is found, the system will replace the manufacturer’s part number entered with the actual item
number. If multiple matches are found, as could be the case if a partial manufacturer’s part number is
entered, the Item Description Search Screen will display showing all matches. Refer to the Item
Description Search Screen as explained in the Inventory Accounting User Guide.

Example:

If the manufacturer’s part number is ITEM1 (and “our” or the actual item number is TOOLS), by
entering M/ITEM1 in this field, the system will replace the manufacturer’s part number with the actual
item number (TOOLS) since only one match will be found.

Order Priority

The order priority code may be 1 through 7. Codes 1 through 6 are used by Automatic Backorder
Release (ABR) to determine how orders are released, based on the urgency to ship a backorder and
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whether inventory is committed to the backorder or not. Priority code 7 is used for orders that will not
be released using ABR. Refer to CHAPTER 5: Order Entry Managing Backorders for more information.

Order Sources

The order source can be used to identify to whom your orders can be attributed. This may be a
marketing campaign, advertising, or direct mail. It will help you gauge the effectiveness of a marketing
effort or a particular marketing channel. If used, order source will be required on the Start Order
Screen (p. 6-6)). The order source is used in the hierarchical selection of which G/L accounts will be
updated during Day-end Processing. Therefore, you may measure dollar volumes generated by order
source.

Returns

A return is an type R order with negative item quantities. Processing a return automatically generates a
credit memo for the customer in Accounts Receivable.

Returns can be entered in 2 ways:
¢ Manually, through Enter, Change & Ship Orders (MENU OEMAIN)
« Automatically, from order history, through Customer Order/Shipment Inquiry (MENU OEMAIN).

Creating Returns Manually

The order will be held, as indicated on the End Order Screen (p. 6-248), if in Order Entry Options
Maintenance (MENU XAFILE) you designated to Place new returns on RGA hold and specified the
Default Hold Code. The item will be flagged as a return if the Qty Ord field on the Item Entry

Screen (p. 6-71) or the Ord field on the Item Review Screen (p. 6-115) is a negative value, regardless of
the order type (I, O, or R) specified in the Function field on the Start Order Screen (p. 6-6). If the Return
to stock field, assigned to a return reason code through Return Reason Code Maintenance (MENU
OEFIL2), is set to Y, then the allocate inventory code at the line level will be updated to Y. If the Return
to stock field is set to N, then the allocate inventory code will be updated to N. If the allocate inventory
code is set to Y, then the inventory will be updated. If the allocate inventory code is set to N, then the
inventory will not be updated.

You can also select to update the quantity on-hand for returns immediately when you print a return
Invoice. By setting Immediate Resale of Returned Items to Y in Order Entry Options Maintenance
(MENU XAFILE), returned items become available for resale immediately instead of waiting for Day-
End Processing to make them available.

You can choose to perform a check when you are entering a return to ensure that the return amount
entered for the customer is not greater than the original order amount shipped to the customer
(including all generations of the order). Previous returns of the item are taken into consideration.

To perform the original order information check, use the Allow Returns without Original Order
Reference authority in Application Action Authority (MENU XASCTY) to determine who will be
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allowed to enter returns without having to specify an order number (i.e. who can enter a return without
having the system do the original order information check. Set the authorization to No Users to always
require an original order number, Master Users Only allows master users to create return orders
without an original order number, Selected Users provides for a list of specific users and/or selected
user groups.

Then, on the Item Review Screen (p. 6-115), after a return has been entered with a negative amount on
the Item Entry Screen (p. 6-71), unless you are allowed to enter returns without an original order
reference, you will be required to enter an original order number. (If you do not recall the original
order number, use the F11=HisT function key on the Item Review Screen (p. 6-115) to identify the
original order from history.) This prompts Order Entry to check the Order History Files to see if the
item being returned exists in the files on the original order number entered, and if the return amount
keyed (taking into account all previous returns of the item by the customer) is greater than the original
order amount shipped to the customer on all generations of the sales order. If the return amount keyed
is greater than the original quantity shipped (less any cumulative returns, with a positive amount
remaining), the Order Returns Listing Screen (p. 6-232) will appear. This screen shows all quantities of
items on the original order, and the cumulative quantities that have already been returned for the
indicated items.

Since orders are sometimes purged from history or returns processed on old computer systems must be
accepted, Application Action Authority (MENU XASCTY) allows for a flexible setup of the original
order information requirement.

NOTE: The original order information check applies not only to returns, but to orders,
invoices, and future orders entered with negative quantities through Enter,
Change & Ship Orders (MENU OEMAIN).

Creating Returns Automatically

You can create a return (credit memo) automatically for any regular order (type O) or invoice-only
order (type I) in history through the F15=CrebiT OpTiONS function key on the Invoice Display Screen (p.
16-28). This screen displays when you use Customer Order/Shipment Inquiry (MENU OEMAIN) and
select an order in history.

The return will be created for the quantity shipped on the order/generation you selected, using the
pricing and tax values from that order. The return order will not include items that were backordered or
on another part of a split order (with a separate order number). If the order for which you are creating a
return is one of a group processed using a Consolidated Invoice, the return will be created for only the
amount of the one order you selected, not for all of the orders on the Consolidated Invoice. The invoice
number from the selected order will be included on the return.

If you have already processed a partial return for this order through Enter, Change & Ship Orders
(MENU OEMAIN), the return you create will be for the total of the items and quantities remaining on
the order/generation. Whether returned items are put back into inventory and whether the order is
placed on hold are determined in the same way as for manually entered returns.
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Safety Data Sheet Items

A Safety Data Sheet (SDS) is a document that may be required by the Occupational Safety & Health
Administration (OSHA) to be provided to every customer who receives a hazardous (SDS) item. If it is
required that an SDS be provided, an SDS tracking feature is available. This feature allows you to
easily track the requirement of providing a SDS, informing you when the SDS should be sent to
customers with their first shipment and with any subsequent shipments if the chemical formulation has
changed.

SDS tracking may be activated through Order Entry Options Maintenance (MENU XAFILE). If
activated, you may specify to print an SDS message (** SDS **) on Pick Lists, Pack Lists, and/or
Invoices. This message alerts the distributor to send the appropriate SDS along with the shipment. If
you choose not to print a message on any of the above mentioned documents, the system will still track
the need to send a message in the Pending SDS File (OEPMS); information is added to this file each
time applicable invoicing occurs.

Conversely, you may print a report identifying any pending SDS requirements found in the Pending
SDS File for the selected company or all companies. This report, referred to as the SDS Picking List
Report, may be generated on demand through SDS Picking Instructions (MENU OEREPT), or
automatically during Day-End Processing (MENU XAMAST).

A history of all SDS requirements will be retained. This data may be used to generate any required
reports and provides an audit trail into the requirements and distributions of an item tracking SDS.

For additional information, refer to the following menu options:

* Order Entry Options Maintenance (MENU XAFILE) in the Cross Applications User Guide, on the
Maintain O/E Options - Miscellaneous Settings Screen 3, to identify the usage of Safety Data
Sheets for this company, and the method to notify the staff that new Safety Data Sheets must be sent
to the customer for purchased items.

» Item Master Maintenance (MENU IAFILE) of the Inventory Accounting User Guide, where an
item will be identified as needing to supply Safety Data Sheets to customers by entering an SDS
Date.

» Customer/Ship to Master Maintenance (MENU ARFILE), where the customer or customer ship-to
may be flagged as being a customer or customer ship-to who requires a SDS.

» SDS Picking Instructions (MENU OEREPT) in this Users Guide, where, based on set up choices,
Safety Data Sheet picking instructions and customer shipping labels may be available for printing.

Special Charges

Special charges can be added manually for each order or automated order charges can be defined based
on numerous criteria that will be automatically added to orders. Item level charges that pertain to a
specific item in an order also can be added manually within an order or automated item charges can be
defined based on numerous criteria. Line charges will print within the body of the order on special
forms; where order charges print as part of the totals section on special forms.
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The automated order charges can be a fixed monetary amount or based on a percentage of the total
item sales amounts or weight. Refer to CHAPTER 75: Maintaining Automated Order Charges for more
information. The automated item charges can be a fixed monetary amount or based on a percentage of
item sales with an additional choice to be based on per unit sold. Refer to CHAPTER 74: Maintaining
Automated Line Charges for more information.

Taxing Information

Tax Body Codes

NOTE: These tax codes are not used at all during Order Entry processing if you have
Vertex software installed and have, selected to use Vertex via System Options
Maintenance (MENU XAFILE). Refer to the Vertex manuals for details.

Order Entry allows a variety of means by which taxes can be assigned. Tax and tax exemption codes
are defined at all levels: locations, customers, ship-to-addresses, and items. These codes are utilized,
often in combination with each other, to allow for great flexibility in the ever-changing tax arena.

For example, tax bodies are defined for area locations (e.g., states) through Tax Body Maintenance
(MENU OEFILE) and apply to all companies. A tax body code represents a taxing jurisdiction. When
defining a tax body, you specify the base tax rate of the taxing jurisdiction. You may create as many tax
bodies as necessary (at least one tax body must be created), and may define up to four local taxes per
tax body. Typically, tax body codes represent states; since sales tax rates differ among states, you may
assign a tax body code to each state. Additionally, taxes may be changed in the future depending on the
date entered through this option. When taxes are calculated for an order, the new tax rates are used if
the invoice date is greater than or equal to the effective date.

Once tax bodies have been defined, they are then assigned to each customer and ship-to-address (via
Customer/Ship to Maintenance.) As orders are created for customers and/or ship-to-addresses, the
taxes will be automatically accounted for and included in your order processing.

Defaults and overrides are available to ensure the desired taxes are applied. For example, a ship-to
address’ tax body code will override a customer’s tax body code if a shipping address is not keyed at
order entry. Furthermore, the tax exemption certificate number, a requirement of non-taxable orders, is
used in concert with the item re-use code [assigned to individual items at the Item Master level through
Item Master Maintenance (MENU IAFILE) or the Item Balance level through Item Balance
Maintenance (MENU IAFILE) to determine which items on that order are taxable. For example, when
creating an order through Enter, Change & Ship Orders (MENU OEMALIN), you can:

 Identify the customer or ship-to address as taxable; since all items on the order will be taxed or not
taxed based on the tax code in the Item Master File or in the Item Balance File, regardless of their
re-use code.

« Avalue of 0 (zero) indicates this customer is taxable. All items with a tax code of 0 will be
taxed. The Re-use Code of an item is disregarded.

 Identify the customer or ship-to address as tax exempt; all items on the order are not taxed
regardless of their re-use code.
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« Avalue of 1, 2, or 3 indicates this customer is tax exempt in one of three categories. You define
what type of tax exemption each of these categories represent. All items on the order are not
taxed, regardless of their tax code or their Re-use Code.

« Even if an item’s tax code is 0 (taxable), that item will still not be taxed.

* Identify the customer or ship-to address as one to be taxed based on the re-use code of the
individual items ordered: all items with a code of 0 that are re-usable will be taxed; all items with a
code of 0 that are not re-usable will not be taxed; any items with a code of 1, 2, or 3 will not be
taxed. The re-use code can be defined at the Item Master level or at the Item Balance level.

¢ Identify the customer or ship-to address as J (for jobber) to tax the customer based on the Re-use
Code of the individual items ordered. All items with a tax code of 0 and a Re-use Code of Y are
taxed. All items with a tax code of 0 and a Re-use Code of N are not taxed. All items with a tax code
of 1, 2, or 3 will not be taxed.

How Tax Codes Work

Customer Tax Cd Item Tax Cd Result

1,2,0r3 no items on the order will be taxed
0 0 items are taxed

0 1,2,0r3 items are not taxed

J 0, Re-use Code Y items are taxed

J 0, Re-use Code N items are not taxed

J 1,2,0r3 items are not taxed

Tax Classes

Another method by which tax exemptions are maintained is through the use of customer tax classes
and item tax classes. These classes allow you to group together customers or items for tax exemption
purposes. Once grouped, overrides for one or more than one (all in the same customer tax class)
customer who orders one or more than one (all in the same item tax class) item, can be attributed a
defined tax exemption status. The customer tax classes, item tax classes, and tax overrides are defined
through MENU OEFIL2. Item tax classes can be assigned at the Item Master level or at the Item
Balance level. Note that the level to which overrides may be applied is determined through Order
Entry Options Maintenance (MENU XAFILE). The available options are:

» one customer/one item
« one customer/many items (item tax class)
¢ many customers (customer tax classes)/one item

¢ many customers (customer tax classes)/many items (item tax class)

If any of the above four options are activated, and Use WH Tax Overrides is Y on the Warehouse
Number File Maintenance Screen (MENU IAFILE), then you may also create that activated level of
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tax override at the [tem Balance level (i.e., for an item in a particular warehouse). This would add up to
four more possible options:

» one customer/one item/one warehouse
» one customer/many items (item tax class)/one warehouse
* many customers (customer tax classes)/one item/one warehouse

* many customers (customer tax classes)/many items (item tax class)/one warehouse

Both order entry [Enter, Change & Ship Orders (MENU OEMAIN)] and off-line order entry [Off Line
Order Entry (MENU OEMAIN)] will search for established overrides for ordered items, and the tax
exempt status will be applied.

NOTE: The established overrides that will be searched for and used depends on the
override levels selected through Order Entry Options Maintenance (MENU
XAFILE).

Item Balance Level Taxing

In addition to defining taxing information at the Item Master level, taxing information can be defined
at the Item Balance level, (i.e., for an item in a particular warehouse) via MENU IAFILE. The Tax
Code, Item Tax Class, and Re-use Code fields are provided at both the Item Master and the Item
Balance level. If taxing information is defined for these fields at the Item Balance level, it will
supersede any taxing information defined at the Item Master level, and will therefore be brought into
Order Entry as the default.

Similarly, item tax overrides, created with the F4=Tx OvrR MNT function key in either Item Master
Maintenance (MENU IAFILE) or Item Balance Maintenance (MENU IAFILE), and special charge tax
overrides, created with the F4=Tx OvR MNT function key in Special Charge Definitions Maintenance
(MENU OEFIL2), may be created with or without specifying a warehouse.

Order Entry options allow for the optional creation of tax overrides for the following four
combinations:

* One customer/one item
¢ One customer/many items (item tax class)
« Many customers (customer tax class)/one item

¢ Many customers (customer tax class)/many items (item tax class)

If a particular warehouse has its options set to use warehouse level tax overrides, via Warehouse
Numbers Maintenance (MENU IAFILE), then when the tax overrides for the above four combinations
are created, they may be created with or without the identification of a warehouse. Specifying a
warehouse allows for creating tax overrides for four more combinations:

* One customer/one item/one warehouse
¢ One customer/many items (item tax class)/one warehouse
¢ Many customers (customer tax class)/one item/one warechouse

¢ Many customers (customer tax class)/many items (item tax class)/one warehouse
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During order entry or off-line order entry, warechouse specific tax overrides will be retrieved for the
shipping warehouse of each line item of the order.

NOTE: You should not use item tax overrides if you have Vertex taxing software installed
and you selected to use Vertex taxing through System Options Maintenance
(MENU XAFILE).

Taxing Hierarchy

If any tax overrides are enabled in Order Entry Options Maintenance (MENU XAFILE), and Use WH
Tax Overrides is set to Y in Warehouse Numbers Maintenance (MENU IAFILE), then the taxing
hierarchy will be in the following order:

» Look for any tax overrides that were created for this particular warehouse in Tax Overrides
Maintenance (MENU OEFIL2)

» Ifnone found, look for any tax overrides that were created without specifying a warehouse in Tax
Overrides Maintenance (MENU OEFIL2)

» If none found, look for any item tax overrides that were created for this item and this particular
warehouse with the F4=Tx OvR MNT function key in Item Master Maintenance (MENU IAFILE) or
Item Balance Maintenance (MENU IAFILE)

« If none found, look for any item tax overrides that were created for this item without specifying a
warehouse with the F4=Tx OvR MNT function key in Item Master Maintenance (MENU IAFILE) or
Item Balance Maintenance (MENU IAFILE)

» Ifnone found, look for any tax information that was defined for this item and this particular
warehouse via Item Balance Maintenance (MENU IAFILE)

» If none found, look for any tax information that was defined for this item without specifying a
warehouse via Item Master Maintenance (MENU IAFILE)

If any tax overrides are enabled in Order Entry Options Maintenance (MENU XAFILE), and Use WH
Tax Overrides is set to N in Warechouse Numbers Maintenance (MENU IAFILE), then the taxing
hierarchy will be in the following order:

» Look for any tax overrides that were created without specifying a warehouse in Tax Overrides
Maintenance (MENU OEFIL2)

» If none found, look for any item tax overrides that were created for this item and this particular
warehouse with the F4=Tx Ovr MNT function key in Iltem Master Maintenance (MENU IAFILE) or
Item Balance Maintenance (MENU IAFILE)

« If none found, look for any item tax overrides that were created for this item without specifying a
warehouse with the F4=Tx OvrR MNT function key in Item Master Maintenance (MENU IAFILE) or
Item Balance Maintenance (MENU IAFILE)

» Ifnone found, look for any tax information that was defined for this item and this particular
warehouse via Item Balance Maintenance (MENU IAFILE)

» If none found, look for any tax information that was defined for this item without specifying a
warehouse via Item Master Maintenance (MENU IAFILE)
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GST/PST Taxing

You may define whether to use goods and services taxing (GST), provincial sales tax (PST), or both
for orders. You can select to use GST/PST taxing through Systems Options Maintenance (MENU
XAFILE). If you key Y in the Use GST/PST Taxing field, GST/PST taxing will be applied and used
throughout Order Entry and will appear on inquires, reports, and invoices.

GST can also be calculated for purchase order line items that are taxable. Refer to Calculating GST for
Purchase Orders in the A/P Voucher Processing section of the Accounts Payable User Guide for more
information.

Setup Options for GST and PST Taxing

Follow these steps to set up GST and PST taxing for Order Entry:

1. Set the Use GST/PST Taxing field to Y and the Use Vertex Taxing to N through System Options
Maintenance (MENU XAFILE).

2. Provide a GST registration number through Warehouse Numbers Maintenance (MENU IAFILE).

3. Define tax bodies and set the Use GST and Use PST fields to Y through Tax Body Maintenance
(MENU OEFILE).

4. Define GST and PST general ledger accounts through Sales Tax Accounts from the GL Transfer
Definition (G/L Transfer Definition Sub-Menu).

5. Assign tax bodies to customers through Customer/Ship to Master Maintenance (MENU ARFILE).

Calculating GST and PST for Orders

Orders may be charged GST alone, PST alone, or GST and PST combined. PST can be charged at a
flat rate or a compounded rate. These taxes will be calculated instead of normal tax calculations. This
section provides the calculation that is used in each scenario.

GST is calculated for all items assigned a tax code of 0 or 1 through Enter, Change & Ship Orders
(MENU OEMALIN). PST is calculated for all items assigned a tax code of 0.

Example: Order is for items A, B, and C

Item A has tax code 0 and a value of $100.00
Item B has tax code 1 and a value of $50.00
Item C has tax code 2 and a value of $25.00
GST rate is 3%

PST rate is 1%

A 10% trade discount applies to the order
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Example: Order is for items A, B, and C

Calculating GST:
Item A plus item B (codes 0 and 1)
$100.00 + 50.00 = $150.00
$150.00 less 10% trade discount = $135.00
$135.00 x 3% GST = $4.05
Thus GST = $4.05

Calculating Compounded PST:
Item A (code 0)
$100.00 - 10% trade discount = $90.00
$90.00 + $4.05 GST = $94.05
$94.05 x 1% PST = $.94
Thus PST = $.94

Calculating order total:
$100.00 + $50.00 + $25.00 = $175.00
$175.00 less 10% trade discount = $157.50
$157.50 + $4.05 GST + $.94 PST = $162.49

Open Order Warnings

When entering new orders, Order Entry can alert you when open orders exist for a particular customer/
company, ship-to number, and order source code. Therefore, instead of creating a new order every time
the same customer places an order, you can choose to append to an existing open order if one exists.
Thus, instead of shipping multiple orders to the customer, you can send a single shipment. Also, you
may be able to avoid an order being put on order minimum hold by appending to an existing open
order. To use this feature, you must set Warn if Open Orders Exist to Y in Order Entry Options (MENU
XAFILE).

Special Order Processing

Special order processing is the means by which you handle orders for things such as drop-shipments,
non-stocks, or of such a large quantity that you do not want to remove the items from stock. They are
entered into O/E in the same manner in which you would enter an order (type “0”), with some minor
differences. In order to utilize special order processing, Special Order Processing Active must be Y in
Order Entry Options Maintenance (MENU XAFILE).

Special order company options defined through Special Order Options Maintenance (MENU
XAFILE) determine how special orders/drop-ships will be handled by each company. For each
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company, you define the requirements for the special order extraction process, the auto-creation
process, the change request process, the receipt post process, as well as other processes related to
special orders. Some tailoring options also have vendor-level and customer/ship-to level overrides
available.

Entering a Special Order

A special order begins in Order Entry. There are four ways in which items on an order (or an entire
order) may be processed as a special order; they are as follows:

Drop-Ship Items

Drop-ship items may be defined through Item Balance Maintenance (MENU IAFILE) by the Special
Ord Cd being set to D. When entering an item defined this way through Enter, Change & Ship Orders
(MENU OEMAIN), the Drp Sh field will automatically be set to Y on the Item Entry Screen (p. 6-71),
and the item will be drop shipped. Note that when a Y is identified in the Drp Sh field on the Item Entry
Screen (p. 6-71), the Sp Ord field on the same screen will default to Y.

Drop-Ship Order

Alternatively, you may override the default of N in the Drp Shp field on the Order Header Screen (p. 6-
18) to Y during Enter, Change & Ship Orders (MENU OEMALIN). This will convert the entire order
into a special order.

You also have the ability to convert stocked items to special order items on a particular order. To do
this, you override the Sp Ord field on the Item Review Screen (p. 6-115) to Y for the applicable items.

Non-Stock Order

Non-stock orders (orders which are flagged as being non-stock orders through Item Master
Maintenance) may be special ordered. When entering an order through Enter, Change & Ship Orders
(MENU OEMAIN), if the item you key on the Item Entry Screen is a non-stock item (identified as
being non-stock through the Update Inventory field in Item Master Maintenance), NS will display next
to this field on the Item Review Screen. The Sp Ord field on the Item Review Screen (p. 6-115) will
defaultto Y.

Special Order Iltem

If a customer orders an unusually high quantity of an item, or you are out of stock of an item that the
customer wants shipped promptly, you may special order the item. This is accomplished by changing
the Sp Ord field on the Item Review Screen (p. 6-115) to Y.
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Assigning a Vendor

The Purchasing module provides a variety of available functions for you to perform for your special
orders. For example, if you leave the Vendor field blank in Work With Special Orders (MENU
POMALIN), the special ordered items which have not been assigned a vendor will be displayed on the
Work With Special Orders Screen. From this screen, you may key C to change the special order, key a
vendor, search on a vendor, or use F17=VND SEARCH to access the vendor item inquiry. This will show
you all of the vendor/item records for the item in question. You can then select one for detail. F11 will
select the vendor and assign it to the item. If you are using the change request process as determined by
company-level special order options defined through Special Order Options Maintenance (MENU
XAFILE), you can key Q to request a change to the special order or drop-ship item or key A to review
all change requests for this item. Keying V allows you to review the item’s order information.

Once the vendor has been assigned and you press ENTER to confirm, the record is updated in the Special
Order File ( ).

Hierarchy for Defaulting a Vendor

The following hierarchy for defaulting a vendor is used during Order Entry (note that #1 takes priority
over #2, #2 takes priority over #3, etc.):

. If a vendor is entered during item review, that vendor will be used.

. If a default is keyed in Item Balance Maintenance (MENU IAFILE), that default will be used.

. If a default is keyed in Item Master Maintenance (MENU IAFILE), that default will be used.

. If no match on any of the above has been found, then the vendor must be assigned using Work With
Special Orders (MENU POMALIN).

6
7
8
9

Creating the Special Order File

The Special Order File (SPORD) is created or added to in one of the following two ways:

1. When a vendor is assigned or defaulted in Enter, Change & Ship Orders (MENU OEMAIN), at end
order time.

2. When a vendor has been assigned via the process of “Assigning a Vendor.”

Creating a Requisition for Special Orders

Once a special order has been entered and the Special Order File has been built, the requisition may be
created.

Enter a special order in the same manner that you enter a normal purchase order. However, once you
have accessed the Requisition Header Screen [in Enter or Change Requisitions (MENU POMAIN)],
press the F6=Sp ORD function key to display all open special orders.
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NOTE: When processing drop-ship (D/S) special orders, Purchasing will warn you to
ship to one customer only. Use the F9=CusToMER / F9=ITEM toggle function key
during item selection to view one customer at a time.

If you select items to be shipped to multiple customers, it will still create just one requisition using the
ship-to of the first item selected.

If you are using the auto-creation process as determined by company-level or vendor-level special
order options defined through Special Order Options Maintenance (MENU XAFILE) and Vendors
Maintenance (MENU POFILE) respectively, requisitions/purchase orders can be automatically
created/updated at end order time. Refer to Special Order Options Maintenance (MENU XAFILE) in
the Cross Applications User Guides and Vendors Maintenance (MENU POFILE) in the Purchasing
User Guide for explanations of setting up the auto-creation process.

Maintaining Special Orders

Special orders should be treated differently during the customer order and purchase order change
operations. It is possible that while you maintain an order that is in Order Entry, paperwork on this
order may have already been sent to the vendor for shipment to your customer. Distribution A+ will
warn you if you are maintaining a special order and/or special order line item.

Through Order Entry Options Maintenance (MENU XAFILE) you can prevent special order line items
and entire orders with one or more special order line items from being deleted, except by master users
and the Authorized User ID defined through Company Name Maintenance (MENU XAFILE).

NOTE: If you are not using the change request process as determined by company-level
special order options defined through Special Order Options Maintenance
(MENU XAFILE), changing the contents of a customer order will not change the
special order or requisition/purchase order information. Also, changing the
special order or requisition/purchase order will not affect the customer order
information. Therefore, any changes made in one place must also be made in the
other. However, if you are using the change request process, special order
elements can be automatically updated when a change request is approved (if
approval is required) and closed.

Receiving Special Orders

When purchase orders created from special orders are received, their quantities will be used to
automatically update the order’s quantities. Additionally, for drop ship orders whose quantities were
received through the Account Payable drop ship receipt validation process, the orders may be released
if the Purchasing Options (MENU XAFILE) are set to do so. Otherwise, normal release procedures
may be used to process the orders.

Special order receipts for over/under shipments can be tailored based on special order company-level
options defined through Special Order Options Maintenance (MENU XAFILE) or customer-level
options defined through Customer/Ship-to Master Maintenance (MENU ARFILE). Refer to Special
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Order Options Maintenance (MENU XAFILE) in the Cross Applications User Guide and Customer/
Ship-to Master Maintenance (MENU ARFILE) in the Accounts Receivable User Guide for details.

NOTE: Special orders can cause the ordered item to be split off into a separate order if, at
receipt time, the Pick List of the original order has been printed.

Order Processing Lists

The basic steps which need to be performed to process orders in Order Entry are listed in this section.
Each list is preceded by a brief explanation of the function being performed. Although Order Entry
provides many additional features, they are not explained in these lists. These lists are intended to help
you understand the typical processing sequences used in Order Entry.

Processing an Order

Use this list to process an order (type “O”) in Order Entry. This type of order requires a Pick List and
shipping confirmation prior to invoicing.

1. Select Enter, Change & Ship Orders (MENU OEMAIN). Specify the order type as O on the Start
Order Screen (p. 6-6).

2. Enter an item and order quantity on the Item Entry Screen (p. 6-71). You may enter special charges
by pressing F4=CHARGES, and comments by pressing F5=CoMMENTs. Press ENTER to display the Item
Review Screen (p. 6-115).

3. Verify or make changes on the Item Review Screen to the line entered.

4. When all items, special charges, and comments are entered, press F10=END from the Item Entry
Screen (p. 6-71) to end the order. The End Order Screen (p. 6-248) will display. When you press
ENTER on the End Order Screen, the status of the order will be Ready for Pick List Print.

5. To ship the order as soon as possible, print a pick list for the order using Print Pick Lists (MENU
OEMAIN), or by pressing F5=PRT Pck from the End Order Screen. After the pick list successfully
prints, the status of the order becomes Pick List Printed.

6. Send the pick list to the warehouse where the merchandise is picked and the order is shipped.

7. To verify that the order has been shipped, you must perform a shipping confirmation. Do this
through Enter, Change & Ship Orders (MENU OEMAIN) by specifying the order type as S on the
Start Order Screen (p. 6-6), and keying the number of the order for which shipment will be
confirmed.

8. If there were any changes between what was ordered and what was picked, make those changes on
the shipping confirmation on the Item Review Screen (p. 6-115) by using the F13 through F20
function keys.

9. Press F10=END, from the Item Entry Screen, to end the shipping confirmation. The End Order
Screen will appear. After you press ENTER on the End Order Screen, the status of the order is Ready
for Invoice Print.

NOTE: A Pack List will automatically print if so determined through Order Entry
Options Maintenance (MENU XAFILE).
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10. Select Print Invoices (MENU OEMALIN) to print invoices. Specify the invoices you want to print
using the ranges, or print by pressing the F6=PRT INv function key on the End Order Screen. After
Invoices are printed, the status of the order is Invoice Printed, and the order is completed.

Consolidated invoices are available to group customer invoices for those customers who have their
invoices consolidated over the same defined time periods. A consolidated bill code is available through
Print Invoice (MENU OEMALIN) to print Consolidated Invoices. Consolidated Bill Codes are created
through Consolidate Bill Code Maintenance (MENU ARFIL2). You also have the option to
consolidate invoices for multi-warehouse split orders. For more information about this feature, refer to
“Multi-Warehouse Split Order Invoice Consolidation” on page 4-49.

NOTE: When using the Vertex Taxing Interface for calculating sales tax, the Vertex Tax
Register File ( ) that contains all of the pertinent tax data, does not update
until the order is invoiced.

Processing an Invoice Only Order

Use this list to process an invoice only order (type “I”’) in Order Entry. An invoice can be printed
immediately after entering the order.

1. Select Enter, Change & Ship Orders (MENU OEMAIN). Specify the order type as I on the Start
Order Screen (p. 6-6).

2. Enter an item and order quantity on the Item Entry Screen (p. 6-71). You may enter special charges
by pressing F4=CHARGES, and comments by pressing F5=CoMMENTS. Press ENTER on the Item Entry
Screen to display the Item Review Screen (p. 6-115).

3. Verify or make changes on the Item Review Screen to the line entered.

4. When all items, special charges, and comments are entered, press F10=END to end the order. The
End Order Screen (p. 6-248) will display. When you press ENTER, the status of the order will be
Ready for Invoice Print.

5. Press F6=PRT INv from the End Order Screen, or select Print Invoices (MENU OEMAIN) to print the
invoice for the order. After the invoice prints, the status of the order is Invoice Printed, and the
invoice only order is complete.

Processing a Return

Use this list to process a return (type “R”) in Order Entry. A return order is used when a customer
returns merchandise and the applicable accounts receivable must be credited.

1. Select Enter, Change & Ship Orders (MENU OEMAIN). Specify the order type as R on the Start
Order Screen (p. 6-6). If the invoice number of the original customer order is known, key that
invoice number on the Second Order Header Screen (p. 6-48) while entering this return (this is
optional). If you do not know the invoice number of the original order, you may leave it blank on
the return or use shipment inquiry to locate the number.

2. Enter an item and negative order quantity on the Item Entry Screen (p. 6-71) for the returned item.

You may enter special charge returns by pressing F4=CHARGES, and comments by pressing
F5=CoMMENTS. Press ENTER to display the Item Review Screen (p. 6-115).
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NOTE: Return to Stock is defined at the order level. However, the Item Entry Screen has
a Return Reason Code that designates the Rtn to Stock (Y/N) value. If all line
items’ return to stock values agree, defaults that value to the End Order Screen (p.
6-248). Otherwise, Order Entry will leave the value on the End Order Screen
blank so that you may key in a value.

3. Verify or make changes on the [tem Review Screen (p. 6-115) to the line entered. To check the return

against the original shipped quantity you can enter the original order number on this screen,
provided it is in the Order History Files. To locate an original order number, use the F11=0ORD/SHIP
INa function key on the Start Order Screen (p. 6-6) to identify the original order from history.

NOTE: To return the same number of items that were ordered, you must enter the original
order number. You are required to enter the original order number in the Ord field
on the Item Review Screen only if the Original Order Info Required field is
defined as Y in Application Action Authority (MENU XASCTY). However, if
you are a user in the user group that was keyed in the Override User Group field
(unless *NONE was selected) in Application Action Authority, you will not be
required to enter the original order number.

When all returned items, special charges, and comments are entered, press F10=END to end the
return order. The End Order Screen (p. 6-248) will display. When you press ENTER, the status of the
order will be Ready for Invoice Print.

NOTE: When returning an order for a customer, the order is put on “hold” if in Order
Entry Options Maintenance (MENU XAFILE) you designated to Place new
returns on RGA hold and selected the Default Hold Code.

On the End Order Screen, you may indicate if you want to allocate the merchandise on the return
order and update inventory in general ledger by keying Y in the Allocate Inv and Return to Stk
fields. If you key N in these fields, inventory quantities are not updated for the returned
merchandise and General Ledger is updated due to the damaged goods.

Press F6=PRT INv from the End Order Screen, or select Print Invoices (MENU OEMAIN) to print the
credit memo invoice for the order. After the credit memo invoice is printed, the status of the return
order is Invoice Printed, and the return order is complete.

If you have set the Immediate Resale of Returned Items field to Y in Order Entry Options
Maintenance (MENU XAFILE), returned items designated as return-to-stock become available for
resale immediately instead of waiting for Day-End Processing to make them available. An inventory
receipt group is created and posted automatically from invoice print.

Creating and Releasing a Future Order

Use this list to create a future order (type “F”) in Order Entry. A future order must be released
(converted to an order) at a later date.

1.

If Use Allocation Time Period is Y in Warehouse Number Maintenance (MENU IAFILE), Order
Entry automatically changes any regular order for that warehouse to a future order if the requested
ship date is outside the system-calculated allocation window (see Allocating Inventory within this
section). These orders are released automatically during Day-End Processing at the allocation date.
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They may also be released manually by an authorized user at any time. Select Enter, Change & Ship
Orders (MENU OEMALIN). Specify the order type as F on the Start Order Screen (p. 6-6).

Follow steps 2, 3, and 4 of “Processing an Invoice Only Order” on page 4-42. The order will remain
a future order until it is released in the next step.

When you are ready to release (i.e., create an order or invoice for) the future order, select Release
Held Orders, Quotes, Backorders & Futures (MENU OEMAIN). Enter the company and order/
generation number of the future order on the Order Release Screen (p. 7-5).

On the Order Release Screen, indicate if you want the future order to be converted to an order or an
invoice by keying O or | in the New Order Type field, respectively.

If you key O, follow steps 5 through 10 of “Processing an Order” on page 4-41. The status of the
order will be Pick List Ready to Print.

If you key |, the status of the order will be Ready for Invoice Print. Select Print Invoices (MENU
OEMAIN) to print the invoice for the order.

After the invoice is printed, the status of the order is Invoice Printed, and the order is complete.

Creating a Quote

Use this list to create a quote. A quote can be used to check item prices for a particular customer. If the
customer decides to place the order, you must release the quote. This converts the quote to an order or
an invoice.

1.

Select Enter, Change & Ship Orders (MENU OEMAIN). Specify the order type as O on the Start
Order Screen (p. 6-6).

Follow steps 2 and 3 of “Processing an Invoice Only Order” on page 4-42.

When all items, special charges, and comments are entered, press F10=END to end the order. The
End Order Screen (p. 6-248) will display.

Enter a quote review date and press F11=QuUOTE to store the order as a quote. The order will remain a
quote until it is released. You may use the quote review date to print the Quote Review Date
Report (p. 33-4) if you wish to follow up the quote with a sales call.

When you are ready to release (i.c., create an order or invoice for) the quote, select Release Held
Orders, Quotes, Backorders & Futures (MENU OEMAIN). Enter the company and order/
generation number of the quote on the Order Release Screen (p. 7-5).

On the Order Release Screen, indicate if you want the quote to be converted to an order or an
invoice by keying O or | in the New Order Type field, respectively.

If you key O, follow steps 5 through 10 “Processing an Order” on page 4-41. The status of the order
will be Pick List Ready to Print.

If you key |, the status of the order will be Ready for invoice print. Select Print Invoices (MENU
OEMAIN) to print the invoice for the order. See “Invoice/Credit Memo” on page 25-21 for a
sample invoice.

After the Invoice is printed, the status of the order is Invoice Printed, and the order is complete.
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Creating and Releasing a Blanket Order

A blanket order is an order in which the total quantity will be shipped in two or more increments. A
shipping schedule (requested shipping dates and quantities) can be supplied by the customer when the
order is entered, or items can be shipped at the customer’s request. The process of creating and
releasing blanket orders with a pre-defined shipping schedule is different from the process of creating
and releasing blanket orders that will be released upon request. The following lists provide instructions
for creating and releasing both types of blanket orders.

Blanket Order with a Pre-Defined Shipping Schedule

This method of creating and releasing blanket orders allows you to set up scheduled shipments of an
item over a period of time and then release those shipments according to the customer’s schedule.

1. Select Enter, Change & Ship Orders (MENU OEMAIN). Specify the order type as M (for master
order), and key any order number in the Order No/Seq field on the Start Order Screen (p. 6-6).
2. On the Order Header Screen (p. 6-18), key Y in the Blanket field.

3. Enter an item and the order quantity for the first shipment of that item on the Item Entry Screen (p.
6-71). You may enter special charges by pressing F4=CHARGES and comments by pressing
F5=CoMMENTS. Press ENTER from the Item Entry Screen to display the Item Review Screen (p. 6-115).

4. On the Item Review Screen, enter the requested ship date for the first shipment of the specified item
and quantity. Verify or make changes to the line entered, and press ENTER to return to the Item Entry
Screen.

5. For the second shipment of the same item, enter the item number again on the Item Entry Screen
with the quantity for the second shipment. Enter the requested ship date for the second shipment of
the order on the Item Review Screen. Continue entering the same item number with different
quantities and requested ship dates until you have entered all shipments of this one item, then begin
entering the next item on the customer’s order.

6. When all items (with different requested ship dates), special charges, and comments are entered,
press F10=END to end the order. The End Order Screen (p. 6-248) will display. When you press ENTER,
the order remains a master blanket order until the last blanket order (the last shipment scheduled) is
released.

7. To release one or more shipments under the master blanket order (i.e. create an order or invoice for
each item for the appropriate requested ship date), select Release Blanket Orders (MENU
OEMAIN).

8. On the Blanket Order Release Screen (p. 10-3), key 1 in the Release Method field (Pre-defined
release dates).

9. Select which blanket orders to release by entering ranges for one or more of the following:
* Master blanket order number

» Requested ship date

» Customer number

» Customer PO number
+ Item number

All blanket orders that meet the selection criteria you enter will be released.

4-45



Infor Distribution A+ Order Entry User Guide

10.

On the Blanket Order Release Screen, indicate if you want the order being released to be an order or
an invoice by keying O or | in the New Order Type field, respectively.

NOTE: If you have Warehouse Management installed, the blanket order may be released
only as an order (type O).

1.

12.

On the Blanket Order Release Screen, key a Y or an N in the Allocate field to indicate whether you
want inventory to be allocated for the new order being released.

Press ENTER to confirm your entries and release the blanket orders. All of the orders that meet the
selection criteria you entered will be released. Each new orders created will be assigned the next
sequential order number with a generation number of 50. Additionally, the Blanket Order Release
Report (p. 10-17) will print. This report will print the new order number of the blanket order, and
indicate how many, if any, blanket orders remain for the master order.

NOTE: After the new order has been created and you access the order to review or
maintain it through Enter, Change & Ship Orders (MENU OEMAIN), the
requested ship date will be checked against the carrier’s schedule [if any, as
defined through Carrier Codes Maintenance (MENU OEFIL2)]. If the date does
not reflect a day of the week on which that carrier is scheduled to deliver, the
system will update the date to the next day of the week identified as a scheduled
delivery day.

13.

When you release a blanket order, the line item comments and special charges associated with that
line on the master blanket order are copied to the new order and deleted from the master blanket
order. The order comments are copied to the new order, but also remain with the master blanket
order until it is deleted.

When you release the last item quantity from a master blanket order, the master blanket order and
all associated order comments are deleted from the system automatically.

Released orders are checked for any applicable hold codes. Therefore, although you may release a
blanket order, the order may not be available to ship because it has been placed on hold.

If you keyed an O in the New Order Type field, follow steps 5 through 10 of “Processing an Order”
on page 4-41. The status of the order will be Pick List Ready to Print.

If you keyed an | in the New Order Type field, the status of the order will be Ready for Invoice
Print. Select Print Invoices (MENU OEMALIN) to print the invoice for the order.

After the Invoice is printed, the status of the order is Invoice Printed, and the order is complete.

Blanket Order to be Released on Request

Because customers do not always know when they place an order exactly when they will need
shipments of the item, Order Entry allows you to enter a master blanket order without a pre-defined
schedule and to release blanket orders from that master blanket order as requested. The requested
quantity and ship date for each shipment are entered at the time of release.

1.

Select Enter, Change & Ship Orders (MENU OEMAIN). Specify the order type as M (for master
order), and key any order number in the Order No/Seq field on the Start Order Screen (p. 6-6).

On the Order Header Screen (p. 6-18), key the date December 31, 2049 in the Req Ship field, and key
Y in the Blanket field. You must enter a requested ship date of December 31, 2049 to be able to
release quantities on an as-needed basis with the Blanket Order Release option (MENU OEMAIN).
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Enter an item and the total order quantity for the item (i.e., the total for all shipments of the item on
this master blanket order) on the Item Entry Screen (p. 6-71). You may enter special charges by
pressing F4=CHARGEs and comments by pressing F5=CoMMENTS. Press ENTER from the Item Entry
Screen to display the Item Review Screen (p. 6-115).

NOTE: When you use a requested ship date of December 31, 2049 and enter the item
quantity, the Shp field will show 0.00. The total quantity ordered will display in
the B/O field.

On the Item Review Screen, verify or make changes to the line entered. Do not change the
requested ship date.

When all items, special charges, and comments are entered, press F10=END to end the order. The
End Order Screen (p. 6-248) will display. When you press ENTER, the order remains a master blanket
order until the quantity remaining to be shipped for each item is zero.

Select Release Blanket Orders (MENU OEMALIN) to release blanket orders (i.e. create an order or
invoice for one or more items on a master blanket order).

On the Blanket Order Release Screen (p. 10-3), key 2 in the Release Method field (Assign release
dates).

Select which master blanket orders you want to work with by entering ranges for one or more of the
following:

» Master blanket order number
» Requested ship date

» Customer number

» Customer PO number

+ Item number

All of the master blanket orders that meet the selection criteria you enter will be displayed on the
Blanket Order List Summary Screen (p. 10-10).

On the Blanket Order Release Screen, indicate if you want the blanket order to be an order or an
invoice by keying O or | in the New Order Type field, respectively.

NOTE: If you have Warehouse Management installed, the blanket order may be released
only as an order (type O).

10.

1.

12

On the Blanket Order List Summary Screen, select the master blanket order from which you want
to release one or more orders for shipment.

On the Blanket Order Release Detail Screen (p. 10-12), select the first item to be included on the
order being released and enter a quantity for the item, then press ENTER. Continue selecting items
and entering quantities until you have identified all the items for this one order.

Enter a release date (requested ship date) for the new order. If you want this shipment delivered to a
different ship-to address than the ship-to on the master blanket order, enter the ship-to address.
Press F10=RELEASE to release the order. All of the items you select before you press F10=RELEASE
will be released on the same order, with the requested ship date and ship-to address (if any) you
entered.

If there are other orders you want to release, select the next master blanket order you want to work
with and repeat this process.

Each new orders created will be assigned the next sequential order number with a generation
number of 50. Additionally, the Blanket Order Release Report (p. 10-17) will print. This report will
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print the new order number of the blanket order, and indicate how many, if any, blanket orders
remain for the master order.

NOTE: After the new order has been created and you access the order to review or
maintain it through Enter, Change & Ship Orders (MENU OEMAIN), the
requested ship date will be checked against the carrier’s schedule [if any, as
defined through Carrier Codes Maintenance (MENU OEFIL2)]. If the date does
not reflect a day of the week on which that carrier is scheduled to deliver, the
system will update the date to the next day of the week identified as a scheduled
delivery day.

When you release a blanket order, any line item comments and special charges for an item are
copied to the new order. Item comments and special charges are deleted from the master blanket
order when the total quantity for the item has been released. Order comments are copied to the new
order, and remain with the master blanket order until it is deleted.

When you release the last item quantity from a master blanket order, the master blanket order and
all associated order comments are deleted from the system automatically.

Released orders are checked for any applicable hold codes. Therefore, although you may release a
blanket order, the order may not be available to ship because it has been placed on hold.

13. If you keyed an O in the New Order Type field, follow steps 5 through 10 of “Processing an Order”
on page 4-41. The status of the order will be Pick List Ready to Print.

If you keyed an | in the New Order Type field, the status of the order will be Ready for Invoice
Print. Select Print Invoices (MENU OEMALIN) to print the invoice for the order.

After the Invoice is printed, the status of the order is Invoice Printed, and the order is complete.

Multi-Warehouse Orders

The Multi-Warehouse Orders feature allows orders to be taken that will ultimately be shipped from
more than one warechouse (WH). When the order is completed, the system will automatically create a
separate order for each warehouse. Therefore, multiple Pick Lists will be printed and each will be
confirmed and invoiced individually. The user can define an alternate warehouse sequence by WH or
by Customer/WH. When alternate warehouses are requested during order entry, the system will
display alternate warchouse availability in the pre-defined sequence. The customer order/shipment
inquiry will provide customer service representatives with a consolidated view of the original
customer order.

If an item is not available from every warehouse, you do not have to set up the item balance for every
warehouse from which it may be sold. You can use the Override Shipping Locations feature. This
allows you to set up the item balance only in the warehouse in which the item is stocked. You can then
override the warehouse indicated for this item. At order entry time, when the item is ordered, the
override warehouse where the item is stored will automatically be selected.

The following rules apply:

» The Multi Warehouse field must be set to Y through System Options Maintenance (MENU
XAFILE).
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The Multi W/H Orders field must be set to Y to System Options Maintenance (MENU XAFILE).
The order cannot be an invoice, master, or return order

The order cannot be an order for a transfer company

The customer must not require a complete shipment

The pick list cannot have been already printed

Setting up Multi-Warehouse Orders

You must have the following setup to process multi-warehouse orders.

Alternate Warehouse

An alternate warehouse sequence must be defined through Alternate Shipping Warehouses
Maintenance (MENU OEFIL2), if multi-warehouse orders are to be used.

Warehouse Management Options

All warehouse management options should be reviewed to ensure that you take advantage of
available features. See the Warehouse Management User Guide for details.

Carrier Code
Carrier codes should be set up through Carrier Codes Maintenance (MENU OEFIL2).

Customers may be set up with a default carrier through Customer/Ship to Master Maintenance
(MENU ARFILE).

Boxes

Create boxes from Box Master Maintenance (MENU WMFILE). You should measure your boxes
and enter each one with a box identification.

Update Item Master Maintenance (MENU IAFILE) with all information necessary for boxing
items; measure the items which you would like to have considered for boxing.

NOTE: Box Maintenance also may be performed via the F13=Boxes function key on the
End Order Screen in Order Entry, or where the F13=Boxes function key is
available through various Order Entry inquiries.

Pallet

Optionally set up the pallet class for items through Pallet Classes Maintenance (MENU WMFILE).
This allows you to group types of pallets.

Optionally set up the pallet ID through Item Balance Maintenance (MENU IAFILE).

Each pallet that will be received should be identified by the pallet ID. This is performed through
Pallet Master Maintenance (MENU WMFILE).

Multi-Warehouse Split Order Invoice Consolidation

You can consolidate invoices for split orders shipped on the same day from different warehouses.
Invoices for the split orders will be consolidated when invoices are printed, either by pressing the
F6=PRT INv function key on the End Order Screen (p. 6-248), via the Print Invoices option (MENU
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OEMAIN), or when they are submitted by an auto day-end invoice job. Consolidating invoices for
multi-warehouse split orders will make split order processing invisible to your customers because they
will receive a single invoice for same day shipments. To use consolidation for multi-warehouse split
order, set the Consolidate Multi-Warehouse Split Orders field to Y in Order Entry Options
Maintenance and specify a split code. The code you assign is given the description “multi-warehouse
split code.” Neither the code nor the description can be changed once assigned. The split code
character combination will not be available as a consolidated bill code. For example, if your split code
is ZZ, you will be prevented from creating consolidated bill code ZZ in Consolidated Bill Code
Maintenance (MENU ARFIL2).

When entering an order that generates a multi-warehouse split without a consolidated bill code,
invoice date, cash discount date, future date, AR customer number, or invoice number specified, if the
Consolidate Multi-Warehouse Split Orders field is set to Y, the system will assign the split code to the
orders during the order split process as long as a split code has been defined and the A/R terms code
assigned to the order is not a split terms code. The multi-warehouse split code will display on the
Second Order Header Screen (p. 6-48) for each split order. You may override the consolidation for one
or more split orders by clearing the split code from the Consolidated Bill Code field on the Second
Order Header Screen (p. 6-48); however, once the change is made and confirmed, the order cannot be
returned to consolidation status.

When invoices are printed for any orders with a split code assigned, qualified orders (orders with a
company, currency, and customer match that are ready to invoice) will be assigned. An consolidated
invoice control number, an invoice number, invoice date, invoice print date, net date and due date will
be assigned and the order status updated to invoice printed. Invoices will print using the consolidated
invoice print format. Orders with different payment types will be processed with a separate invoice
control number. Orders with currency or AR terms code discrepancies that cannot be consolidated are
invoiced individually and listed on the Multi-Warehouse Consolidation Exception Report (p. 25-28).

Processing Orders with Authorized/Restricted
ltems

Authorized ltem Codes (AlICs)

To restrict a particular customer from only ordering from a subset of your available items, AICs may
be created through Authorized Item Codes Maintenance (MENU OEFIL3). AICs allow you to
designate which items you want your customers or ship-to’s to be authorized to purchase.

Once AICs are created, you can assign items and/or item classes/sub classes to each applicable AIC,
and then add the AIC to each customer or ship-to number. Those customers or ship-to’s will then only
be able to place orders for items specified on the assigned AIC either by item number or by its item
class/subclass.

In addition to creating AICs through Authorized Item Codes Maintenance, you will also be able to
assign a system defined AIC of *CONTR to a customer or ship-to which will allow the customer or
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ship-to to only order items for which a current contract has been set up, if Use Customer Contracts is Y
in Order Entry Options Maintenance (MENU XAFILE).

If any unauthorized requests to purchase items were made for customers set up with an AIC, you can
also select (through Authorized Item Codes Maintenance) to have the unauthorized requests logged/
recorded. If so, whenever a customer attempts to purchase an item that is not included on their AIC, a
record will be recorded in the OE Unauthorized Orders File ( ) even if the request was
overridden by an authorized user during Order Entry. You can then print the Unauthorized Requests for
Authorized Item Code Report (p. 35-9) through Unauthorized Req for Restricted Products (MENU
OEREPT) to view all unauthorized requests that were made.

Product Restrictions

Since distributors may have the need to restrict certain customers from ordering certain items, product
restriction codes are provided which allow or deny the sale of certain items for certain customers. In
some instances, the products can only be sold to customers with valid licenses; in other instances,
items are stocked only for certain customers. Products may also be excluded from some states.

Product restriction codes are provided to identify restricted items and to define the parameters
necessary to perform these restrictions. Fields in the Customer and Ship-to Master files will specify if
a customer should be checked for product restrictions. License number and expiration date verification
can also be part of the restriction checking process. To minimize item maintenance, restrictions can be
defined to either prevent or allow the sale of an item.

As part of the product restriction code definition, options are provided for tracking unauthorized
requests. Requests for those restricted products, for which tracking has been requested, will be logged
in a history file. In addition, reports are provided that list the unauthorized requests and details
regarding the violations.

During Order Entry, when an order is placed for a restricted item that the customer is not authorized to
purchase, the Restriction Code will appear on the Item Entry Screen to indicate what the restriction
code was that caused the item to be restricted. It will also print on the Offline Order Entry Report.

Selection Hierarchy for Authorization Checking

If using the Product Restriction feature, O/E will perform authorization checking for restricted items
when orders are entered. The system will verify the Customer Authorizations File ( ) whenever
a restricted item is entered for a customer who requires checking to determine if the customer will be
allowed or prevented from purchasing the restricted item.

Order Entry determines if the customer will be allowed or prevented from purchasing the restricted
item based on the following selection hierarchy:

* Does the customer or customer ship-to need to check restriction?
 Isrestriction checking determined at the ship-to level?

+ Has the address been changed (overridden)?
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« Does the restriction code allow for address changes (overrides)?

Is the restriction code an ALLOW or PREVENT restriction?

For ALLOW restriction codes

 Isthere a valid customer authorization on file? If so, access is granted. Else, access is denied.
»  When no customer authorization exists, check Restriction Code variables.

« Determine what variables (state, territory, county, city, zip/postal code, warehouse, vendor,
and purchasing line) have been set to S for selected data.

» If the customer does not match the exception to the allow data, the purchase is allowed.
 If the customer does match the exception to the allow data, the purchase is denied.
For PREVENT restriction codes
 Is there a valid customer authorization on file? If so, access is denied. Else, access is granted.
»  When no customer authorization exists, check Restriction Code variables.

» Determine what variables (state, territory, county, city, zip/postal code, warehouse, vendor,
and purchasing line) have been set to S for selected data.

 If the customer does not match the exception to the prevent data, the purchase is denied.

 If the customer does match the exception to the prevent data, the purchase is allowed.

Refer to the following areas for additional information:

Product Restriction Codes Maintenance (MENU OEFIL2)

Item Master Maintenance (MENU IAFILE)

Restricted Items; Overview section of the Inventory Accounting User Guide
Customer/Ship to Master Maintenance (MENU ARFILE)

Customer Authorizations Maintenance (MENU OEFIL2)

Restricted Product Sales Report (MENU OEREPT)

Unauthorized Req for Restricted Products Report (MENU OEREPT)

Enter, Change & Ship Orders (MENU OEMAIN); Item Entry Screen

Warehouse Transfers

Set up the warehouse transfer company through Company Name Maintenance (MENU XAFILE).
Company 99 is suggested.

Distribution A+ allows you to identify at the warehouse level [Purchasing Options - Warehouse
Maintenance (MENU XAFILE)], the warehouse transfer customer number and vendor number to be
used for each warehouse transferring and receiving inventory. Pricing, discount/markup percents, hold
codes, and demand tracking defaults are also established.
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Warehouse transfers begin with a PO Requisition to order inventory from a warehouse transfer vendor
which is another of your warehouses. Printing that purchase order automatically creates the
warehouse transfer sales order and allocates inventory in the warehouse transfer vendor warehouse.
That sales order is picked, packed, and shipped.

Distribution A+ allows you to specify, at the warehouse level [Purchasing Options - Warehouse
Maintenance (MENU XAFILE)], whether or not receipt of warechouse transfer POs will be
automatically posted in the receiving (“to”) warehouse when the Invoice prints for the sending
(“from”) warehouse. This will automate the receiving and posting of PO receipts when goods arrive at
the receiving warehouse.

Return purchase orders/sales orders are not allowed for warehouse transfers. To return a warehouse
transfer, create a new warehouse transfer PO requisition to transfer the inventory back to the original
warehouse that shipped the inventory.

For more information on setting up warehouse transfers, refer to the Warehouse Transfers Overview
chapter of the Purchasing User Guide.

Shipping and Boxing Orders

With Warehouse Management installed, the ability to recommend the appropriate shipping box or
boxes for a customer order becomes available. This support works well in a unit picking environment
where less than full cases are picked to boxes or totes. Boxing not only enhances the flexibility within
the picking process, but also provides the basis for the generation of the EDI Advance Shipping
Notification (ASN). The Distribution A+ box number is the equivalent to the ASN carton/container
identifier, and the logic of the box/carton/container is also supported.

The setup begins in the Warehouse Management module. Refer to the Warehouse Management User
Guide for details on the features mentioned here.

1. Warehouse Management Options Maintenance
» Case/Shipping Labels to Y
» Select Box by Size (N, A, L)
* Minimum Head Space Percentage
¢ Minimum Fill Percentage
» One Box per Pick List Page
* Dunning Weight per Cube
» Track Boxes setto Y

» This option should not be set to Y until all the supporting set up options and data
requirements are completed

2. Box Maintenance

» Add each size box used for shipping including the length, width, and height dimensions and
other specifics for tare weight and maximum weight
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3. Pick Section Maintenance

Calculate Box Size

 This field will only display when the Select Box by Size field is set to L for location in
Warehouse Management Options Maintenance (MENU WMFILE)

Item Master Maintenance (MENU IAFILE) must be performed to identify length, width, and height
dimensions for all unit of measure for each stocking unit of measure. For items shipped as full cases,

the case quantity information needs to be completed through Item Balance Maintenance (MENU
IAFILE).

Boxing Calculation Logic

The following is a brief outline of the logic/calculations used to “box” items.

1. Do items on the order have any “special” box types? If so, the items are split into multiple groups
and each group is boxed separately. The remaining steps are described for when there are no special
box types on the order.

2. Items that are identified as case quantity items will not be boxed. They have already been assigned
a box number on their case picking/shipping labels.

3. Based on the total cube size for the order, try to find the smallest box available which will hold the
entire order. This establishes a starting point for analyzing box filling.

When selecting the initial box, consider the minimum head space requirement.

If no single box will hold the entire order, begin the fill analysis with the largest available box. If
multiple boxes are necessary, the system will return and complete analysis for the remaining
items after the first box is filled.

4. Once an initial box has been selected, check the minimum fill percentage.

5. Check individual items vs. box dimensions:

Analysis is performed in picking sequence.

Although it is possible, the initial check of item cubes vx. box cubes might indicate a particular
box should work, we might find that individual item dimensions might force us to try to find a
different box.

If an item cannot fit in the initial smallest box available, then that box will be rejected and the
system will begin the process of box selection again with the next larger box.

Based on the reiterative cycle, the system will continue the attempt to box the order until it finds
a potential fit.

6. Ifall items fit in a box, check the minimum fill percentage:

If the box is sufficiently full, the analyzed box is selected and the system proceeds to the next
order.

Since the process began with the smallest available box, if the box is not sufficiently full, the
system is unable to find an appropriate box. The system will still assign a box number to the
group of items but will indicate a message Box Not Found on the pick list, thereby forcing the
picker to manually select a box.

7. If most of the order fits in the box but an item or items cannot fit because of their dimensions:
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« Ifthe system cannot find a box which will hold all the items based on the actual dimensions of
some of the products, it will restart the boxing process at Step 2.

 This time through, the system will place items in the box unless they will not fit dimensionally.
If an item will not fit, the system will skip that item and continue to box the other items.

» At the end of the boxing process, it is possible that the system has a filled box plus one or more
items which did not fit in the box. The system will then try to box these odd shaped items
separately. If no box can be located to fit the item’s dimensions the system will assign it a
separate box number and indicate a message Box Not Found on the pick list.

NOTE: If the boxing feature is activated while there are existing sales orders in multiple
status, orders that are at a status of Pick List Printed or higher will require manual
identification of the boxes used for shipping to complete the ship confirmation
process. If Radio Frequency is being used, the box ID may need to be provided
for RF picking.

Box History

Tracking box history is established through Warehouse Management Options Maintenance. The
number of days to keep box history and the selection to track the individual items and quantities
content in the boxes are user selections.

For open sales orders, the box information is stored in the Box Header File (OEBHD) and Box Detail
File (OEBDT). Once the order is invoiced, Day-End Processing (MENU XAMAST) completes the
order and moves the information to the History Box Header File (HSBHD) and History Box Detail File
(HSBDT).

Boxing and EDI

Without Warehouse Management

To provide box information for Outgoing EDI Advance Shipping Notices, box information will need
to be manually entered before or during the ship confirmation process. On the End Order Screen (p. 6-
248), the user will press the F13=Boxes key to open the Box List Screen (p. 16-47). From here, the
F6=CREATE Box function key is used to access the shared boxing programs. The Print/Reprint Labels
Screen [Box Maintenance (MENU WMMALIN)] will be presented and the user will use the F5=Box
MAINT to display the Box Header Maintenance Screen [Box Maintenance (MENU WMMAIN)]. The
user will create unique box IDs and identify the items packed in the boxes. Additional fields for PRO
Number, BOL Number, DIM weight, Box ID, Box Weight, etc. can be filled. After the first box is
filled for multi-box orders, the user will return to the Box List Screen and create/fill the next box.
When all the items are boxed, the user will return to the End Order Screen and complete the ship
confirmation process.

For the Outgoing 856 EDI Advance Shipping Notice, the PRO Number field will create an EO856D20
record REF CN if you are not using boxing. The BOL Number field will create an EO856D20 record
REF BM when using boxing.
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With Warehouse Management

Boxing with Warehouse Management can be completed similarly as described above. In most cases,
based on the business practices of the warehouse, as orders are picked and packed, the box ship
confirmation is usually completed in the warehouse through Box Maintenance (MENU WMMAIN)
and/or through Confirm Box Shipments (MENU WMMAIN). Printing the pick lists will auto-create
the applicable boxes so they will not need to be manually created. When Radio Frequency is installed,
RF Shipping completes many of the boxing steps based on set up options.
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A backorder is an order that is created for any items that cannot be shipped when an order is invoiced.
Those items that cannot be shipped from the original order are placed on a second generation of the
original order. This second generation order is the backorder. This situation occurs when the quantity
ordered is greater than available inventory.

Backorders can also be created when the Assume Zero Ship field is Y in Order Entry Options (MENU
XAFILE). In this situation, when you enter a new order, the Qty Shp field on the Item Entry Screen is
forced to zero and the order automatically becomes a backorder. You then have the option of manually
committing inventory to the backorder through Inventory Commit/Uncommit (MENU OEMAST).

After you receive items from your vendor that have been put on backorder, you will want to send them
to the customer as soon as possible. The process of converting a backorder into a working order (i.e.,
an order that will be picked and ship confirmed, or invoiced), is called releasing the backorder.
Backorders may be released manually or released automatically for the indicated customer using the
Automatic Backorder Release (ABR) function.

Manual Backorder Release

To release backorders manually, you have two options. First, you can specify the order number of the
backorder to release through Release Held Orders, Quotes, Backorders & Futures (MENU OEMALIN).
Through this option, you may release only one backorder at a time.

The second way for releasing backorders manually is through Inventory Commit/Uncommit (MENU
OEMAST). Through this option you can release backordered line items which in some instances will
result in the entire backorder being released. Inventory commitment can be spread across multiple
orders by either a fill quantity or fill percentage, ensuring all specified orders receive some
commitment rather than some orders receiving all commitment.

In addition, you can create an inventory commitment matrix where groups of items are linked with
groups of customers through Inventory Commitment Matrix (MENU OEMAST). This matrix is used
during manual commitment to commit inventory for an exact item/customer combination.
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Automatic Backorder Release

Automatic Backorder Release (ABR) allows you to release a group of backorders that meet specified
criteria. This is helpful when you receive a large amount of inventory since you will not have to release
every backorder individually. With ABR, the number of steps to release backorders is significantly
reduced. ABR allows you to release several backorders at one time. You specify the conditions of the
backorders that will be released. ABR is performed through Automatic Backorder Release (MENU
OEMAST).

If enough items have been received so all items on a specific backorder can be shipped, the backorder
is completely shippable. For completely shippable backorders, if an order meets the conditions
specified during Automatic Backorder Release (MENU OEMAST), the backorder is released.

Only Backorders and Pick List Ready orders will normally be processed by ABR. All other types of
orders (including Pick List Printed, Invoice Ready, Invoice Printed, Future Orders, Master Orders, and
Blanket Orders) will be completely ignored by ABR. The option Reserve Unshipped Backordered
Inventory will include Pick List Printed, Ready for Invoicing, and Invoice Printed orders when set to
Y. ABR can be run specifically for either backordered order entry orders, backordered work orders (if
the Value Added Services module is installed) or both.

Backorders that qualify for release (based on additional criteria) will be released as Pick List Ready
orders. The ship quantities for the line items on these orders will be changed to the new ship quantity
that ABR calculates based on the inventory availability.

Pick List Ready orders are orders which have been entered into the system but have not yet had a pick
list printed. Although Pick List Ready orders are not normally held (and therefore do no need to be
released), ABR will re-calculate the ship quantities for the line items on these orders based on current
availability. The following example shows the benefit of re-calculating ship quantities for Pick List
Ready orders:

Example:

» On Monday morning an order is entered for 10 widgets to be shipped on Tuesday, but currently
only 6 are available in the warehouse. The order is entered with a ship quantity of 6.

* On Monday afternoon, there is a delivery of 100 widgets to your warehouse. The receipts are
entered and posted.

¢ ABR is run. ABR determines that more inventory has become available for this order and,
consequently, will automatically change the ship quantity from 6 to 10.

¢ On Tuesday morning, the pick list is printed with the correct ship quantity. The ship quantities will
not be changed during Shipping Confirmation because ABR has already made the necessary
changes.

» If some of the items on a backorder may be shipped, that backorder is partially shippable. During
ABR, you provide additional criteria that pertains only to partially shippable backorder.
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Orders Considered

Orders that are considered by ABR are those that meet the conditions specified through Automatic
Backorder Release (MENU OEMAST). These include:

» Matching the *requested ship date through which backorders are released

» Matching the cancel date through which backorders are released

+ Falling within the range of order priorities of orders to be released

» Falling within the range of warehouses containing backordered items to be released

+ Falling within the range of items on backorder to release. If one item on the order falls within the
range, the entire order will be reviewed.

» Matching the customer commitment code for which backorders will be released
» Matching the single customer for whom backorders will be released
» Matching the AR customer number for which backorders will be released

» Matching the customer PO number for which backorders will be released

*The requested ship date specified on the Order Header Screen (p. 6-18) is compared to the requested
ship date specified on the Automatic Backorder Release Screen (p. 79-6) to determine if the order
should be examined for ABR. The line item’s requested ship date on the Item Review Screen (p. 6-115)
is then examined to determine if that line should be considered for releasing. Be sure that the order
header’s requested ship date is the same or earlier than the earliest requested ship of the line items in
that order.

NOTE: ABR accommodates BOM Kkits, using both parent and component item
availability.

Orders that are not considered include:
 If the order default for allocate inventory is no, ABR skips this order.
e Orders on the New Customer Hold (NC) are skipped.

» Backorders on hold for other types of hold codes (i.e. Gross Margin (GM) Hold or Credit (CR)
Hold) may be released from backorder hold but will still remain on hold for the original reason.

« If Order Entry Options (MENU XAFILE) Assume Full Shipment field is set to Y, ABR will not run.

Customer Inventory Reservations

The customer inventory reservations feature with ABR will use the quantity on hand as the basis to be
lowered by the quantity of the item specifically set aside, or reserved, for particular customers. When
there are inventory reservations for an item, the quantity on hand that is used by ABR has been reduced
by the total quantity of the reservations for non-reservation customers. The customers with
reservations will have a quantity on hand reduced by all reservations that are for other customers.
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Reserving Unshipped Backordered Inventory

Inventory can be reserved for open orders with backordered line items and an order status of Pick List
Printed or greater during Automatic Backorder Release (MENU OEMAST) if you key Y in the
Reserve Unshipped Backordered Inventory field on the Maintain O/E Options - Order Priorities
Window (MENU XAFILE).

If you key Y, open orders with backordered line items and an order status of Pick List Printed or greater
will have inventory reserved for them before it is given to backordered orders that meet the criteria for
automatic backorder release. The quantity available to commit to backordered orders that meet the
criteria for automatic backorder release will be reduced by the reserved quantity.

If you key N, no inventory reservation will be made and there will be no reduction to the quantity
available to commit to backordered orders.

ABR Commitment Sequence

You can specify a commitment sequence that ABR will use as it sorts backorders for release. You can
use one or all four sequence criteria to sort your backorders so that they will be released exactly to your
specifications. The four sequences are as follows:

 Order Priority: Sort backorders based on their order priority. Backorders with high order priority
(1,2) will be released before normal (3,4) or low (5,6) order priority backorders.

¢ Requested Ship Date: Sort backorders based on their requested ship dates. Backorders with the
oldest requested ship dates will be released before backorders with more recent requested ship
dates.

» Cancel Date: Sort backorders based on their cancel dates. The cancel date comes from the Cancel
Dt field on the Second Order Header Screen in Enter, Change & Ship Orders (MENU OEMAIN)
Backorders with cancel dates closest to the date you run ABR will be released first.

* Priority Matrix: Sort backorders based on the priority matrix set up through Priority Matrix
Maintenance (MENU OEMAST).

Order Priorities

The Order Priority is the value ABR uses to calculate which orders should be released. You should
assign order priorities to orders based on the urgency of the need to ship the backorder, and whether or
not inventory is committed to the order. The valid values (1-7) are defined as follows:

¢ Odd numbered order priorities, 1, 3, and 5 (high, medium, and low respectively), always commit
(reserve) inventory to backorders regardless if the backorder can be released. When ABR runs, is
may or may not release certain backorders (as determined by additional criteria). Inventory will be
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committed to items on this backorder, even if the order is not released. Other backorders will not be
able to use this inventory.

Even numbered order priorities, 2, 4, and 6 (high, medium, and low respectively), commit (reserve)
inventory only if the backorders can be released. If ABR determines that the backorder should not
be released, then inventory is not committed for backorders with even numbered priorities. Other
backorders will still have this inventory available when ABR considers them for release.

Order priority 7 indicates you do not want this customer or order included in calculations for ABR.

NOTE: It is recommended that you use either odd or even numbered order priorities for a
specific customer’s orders, NOT both.

Through Order Entry Options Maintenance (MENU XAFILE), you determine which order priorities
can and cannot be used for a company’s orders. You also specify the default order priority.

NOTE: When you set up the default order priority through Order Entry Options
Maintenance (MENU XAFILE), use priority 3 or 4. This will allow you to
priority ship more important orders (priorities 1, 2) and vice-versa (priorities 5,
6).

Partially Shippable Conditions

Default values for ABR are defined through Order Entry Options Maintenance (MENU XAFILE).
These definitions apply to partially shippable backorders only:

The dollar value for which partial shipments of a greater than or equal to value will be released.
The dollar value for which partial shipments of a less than or equal to value will not be released.

The total shippable order value that is compared to the total order value as a percentage (this
percentage is examined in the first pass - see below).

Two additional percentages of the total order value that partial shipments must be greater than or
equal to so they may be released (these are examined in the second and third passes).

NOTE: The default for Partially Shippable Conditions is dollar value. However, ABR can
examine orders based on weight or quantity also.

Pass

During ABR, you must specify at least one percentage (up to three) for up to three passes. A Pass is
when ABR reads the Open Orders Header File (ORHED) looking for, releasing, and committing
inventory for backorders according to selection criteria which you determine. Partial shipments having
a value that is greater than or equal to the specified first pass percentage of the total order value will be
released first. Remaining partial shipments of a lower percentage of the total order value may be
released using the optional second and third pass percentages.
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The values available can be based on V-total order value (currency), Q-total order quantity, or W-total
order weight. ABR will always make at least one pass through the Open Orders Header File. The first
few times you use ABR, we suggest you run it with only one pass. The second and third passes are not
run unless there are percentage values entered on the prompt screen. Once you have become familiar
with it and wish to use the full capabilities of the program, you may then use the second and third
passes.

Pass Percentage = Example

1 100 That is, the shippable value of that backorder is 100% of the total
backorder value or the shippable value is greater than or equal to
the "Release Partial Shipments greater than/equal to ? Dollars"
which is entered on the ABR Prompt screen. This enables you to
use available inventory to ship as many "completely shippable"
backorders as possible shippable backorders.

2 75 Use remaining inventory to ship all backorders which may have
a shippable value which is only75% of the total backorder value.

3 50 There may still be some available inventory left for various
items. You may now release backorders which have a shippable
value of 50% of the total backorder value.

Orders Released

The orders that meet the ABR conditions are considered for release. However, orders are not released
until they pass the criteria outlined below. To determine if a considered backorder can be released, the
following steps are performed:

1. Checks if the order can be shipped completely. If it can, the order will be released (and the
remaining steps will be skipped; otherwise, the next step will be executed).

2. If it is determined that the order cannot be shipped completely, check if the customer allows partial
shipments [Accept B/O field in Customer/Ship to Master Maintenance (MENU ARFILE)]. If the
customer does not allow partial shipments, the order will not be released (and the remaining steps will
be skipped; otherwise, the next step will be executed).

3. If it is determined that the customer allows partial shipments, check if the order may be partially
shipped [Compl Ship field on the Second Order Header Screen (p. 6-48) is not blank]. If the order
cannot be partially shipped, the order will not be released (and the remaining steps will be skipped;
otherwise, the next step will be executed).

NOTE: Backorders which have an H (hold until completely shippable) or a D (delete any
backordered items when the order is shipped) in the Compl Ship field will never
be released (unless they are fully shippable) regardless of the shippable value.
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4. If the order can be partially shipped, check the ABR conditions selected during Automatic
Backorder Release (MENU OEMAST). If the order meets these conditions, the order will be released.
If it does not meet these conditions, the order will not be released.

If the order priority is odd, and the order cannot be released, inventory is still committed to the
backorder. If the order priority is even, and the order cannot be released, inventory is not committed to
the backorder.

When ABR searches for orders that can be released, it first looks at order priority and then at the
requested ship date.

NOTE: Order priority and requested ship date are the default settings in the ABR
Commitment Sequence (see first example below). If you change these defaults
(see the second example), ABR searches for orders to be released based on the
sequence(s) you specify.

Order Release Conditions

Always Release These Backorders (Partial): Any backorder that has a partially shippable order value
greater than or equal to the order value specified on the ABR prompt screen in the Release partial
shipments greater than ? dollars field will be released by ABR.

Never Release these Backorders (Partial): Any backorder which has a partially shippable order value
less than or equal to the value specified on the ABR prompt screen in the Don't release partial
shipments valued less than ? dollars field, will not be released by ABR. However, if the backorder has
an odd numbered Priority Code, (1,3,5), available inventory will still be committed to the item. Other
backorders will not be able to use the "shippable" quantities on this unreleased backorder.

Check the "Pass Percentage Amount" Before Releasing these Backorders: For those orders which
have a non-extreme shippable value (below the release amount, but above the don't release amount) a
separate calculation is made to determine if the backorder should be released.

» ABR calculates the shippable value of the backorder as a percentage of the total backorder value for
this backorder. For example, if the total backorder value is $500 and the shippable value is $250
then the percentage is 50%.

» ABR then compares this percentage amount to the "Pass Percentage" which was entered on the
ABR prompt screen. It will use either the First, Second, or Third Pass Percentage depending on
which Pass ABR is currently running.

 Ifthe Order Percentage is greater than or equal to the "Pass Percentage" then the backorder is
released. If the Order Percentage Amount is less than the "Pass Percentage" then the backorder is
not released. However, if the Priority Code for the order is 1, 3, or 5, then the shippable quantity
will still be committed (made unavailable for other backorders).
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Example:

Orders with order priority 1 will be considered before orders with priority 3 codes are considered.
It will commit inventory to the oldest requested ship date within order priority 1 first, then move
forward to the requested ship date keyed when you executed ABR through Automatic Backorder
Release (MENU OEMAST).

You can use a single priority sequence or all four. When more than one is used, they are
considered simultaneously, with higher values taking precedence over lower values.

Example: Consider the following ABR commitment sequence, with order priority first,
requested ship date second, and cancel date third

Backorders Order Priority (1) Req Ship Date (2) Cancel Date (3)
10000/01 1 February 8 February 15
20000/01 1 January 8 January 15
30000/01 3 January 8 January 15

These orders will be released in this sequence:

« Backorder 20000/01 will be released before 30000/01 and 40000/01 because it is a higher
order priority. It will be released before 10000/01 because it has an earlier requested ship date,
even though it is the same order priority

« Backorder 10000/01 will be released next because it is a higher order priority than 30000/01
and 40000/01

« Backorder 40000/01 will be released next because even though order priority and requested
ship dates are the same as 30000/01, it has an “earlier” cancel date

« Backorder 30000/01 will be released last

Semi-Automatic Backorder Release

There are some instances in which an order may be released as a result of another process. Such is the
case when a drop shipment is processed through Account Payable’s drop ship receipt validation
process. Purchasing Options (MENU XAFILE) warehouse-level options exist to allow for an
originating drop ship customer order to be released to invoice or released to a drop ship hold when the
purchase order receipts are posted. Refer to the Accounts Payable User Guide for further details about
this process.
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Update Order Costs

Orders released from backorder hold may need to have their cost updated to reverify the gross margin
of each item. Based on an Order Entry Option to Update Order Cost when Backorders are Released,
you have the choice to update the item’s costs and the order’s costs before the normal additional hold
code checking of the Automatic Backorder Release and Release Held Orders, Quotes, Backorders &
Futures. Refer to Order Entry Options (MENU XAFILE) for more information.




Infor Distribution A+ Order Entry User Guide

5-10



cuaprters  ENtering, Changing, and Shipping
Orders

Use the Enter, Change & Ship Orders option on the Order Entry Main Menu (MENU OEMAIN) to
enter an order into Distribution A+. Depending on the type of order entered, there are several types of
orders and different steps of processing an order. For an understanding of order processing functions
performed through this option, refer to CHAPTER 4: Order Entry Order Processing.

When creating a new order, different checks are performed by the system:

¢ The PO check program will run, if the Last Status For Duplicate PO Check setting in Order Entry
Options Maintenance (MENU OEMAIN) is set to a status other than zero. If the status of 5
(representing order history) is selected, all open order statuses (1-4) and order history orders
(considered status 5 for this setting) will be reviewed in order to determine if the PO number
entered on a new order matches any of those records.

« Based on the Prevent Duplicate PO Entry setting, either a warning or error will be shown when a
duplicate PO has been entered. During regular order entry, the duplicate PO message displays as
an interactive warning or error. Whereas, the appropriate warning/error will display on the
offline report when generated as a result of offline order entry. The error will restrict the offline
order from being created, whereby the warning will not.

» The Number of Days to Check Last Status setting is taken into consideration for the selected
“unshipped” status, if the number of days is not zero. For example, if the number of days was set
to 100 and an open and/or history order was found to match the same PO number as the current
order, the PO warning/error will be issued if that open/history record was less than or equal to
100 days ago. If it is greater than 100 days, the PO warning/error will not be issued (ignored) as
the order is considered too old based on the setting.

*  When determining the number of days range, open orders (status 1 — 4) will age based on the
difference between today and the order entry date of the matching PO number record. History
orders (status 5) will age based on the difference between today and the invoice date of the
matching PO number record.

»  When checking for duplicate POs, the PO number search functionality includes both case and
non-case sensitive matches.

¢ Order Entry will perform authorization checking for restricted items when entering an order
through this option, if the Product Restriction feature is being used. The system will verify the
Customer Authorizations File (OECAU) whenever a restricted item is entered for a customer who
requires checking to determine if that customer will be allowed to or denied from purchasing the
restricted item. An item is restricted by entering a Restrict Code for that item through Item Master
Maintenance (MENU IAFILE); a customer requires authorization checking if Chk Prd Rstr has
been defined as Y through Customer Master Maintenance (MENU ARFILE), or defined as Y
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through Customer Master Maintenance at the ship-to level. For a logic flow for authorized
checking, refer to the “Product Restrictions” on page 4-51. Product Restriction codes are defined
through Product Restriction Codes Maintenance (MENU OEFIL2).

» The system will verify if a customer or ship-to has been set up with an Authorized Item Code
(AIC). An AIC allows you to designate which items you want your customers or ship-to’s to be
authorized to purchase. Assigning an AIC to a customer or ship-to can be done with or without
setting up an item as a restricted item. An AIC is defined through Authorized Item Codes
Maintenance (MENU OEFIL3) with items or item classes/subclasses assigned to it. An AIC can
then be assigned to a customer and/or ship-to so that when the indicated customer places an order
through this option, only orders for items specified on the assigned AIC will be authorized to be
purchased. You will also be able to assign a system defined AIC of *CONTR to a customer and/or
ship-to which will allow the customer and/or ship-to to only order items for which a current
contract has been set up, if Use Customer Contracts is Y in Order Entry Options Maintenance
(MENU XAFILE). Depending on your User ID authority, you may be able to perform an override
of the unauthorized item(s) if the application action Allow Override of Unauthorized Items is set
accordingly in Application Authority (MENU XASCTY).

NOTE: Applicable for customers and/or ship-to numbers that are set up with an AIC of
*CONTR only. If a valid contract is found for an item and customer, then the item
will be authorized for purchase, even if a different price hierarchy is used by
Order Entry Pricing when an order is placed through this option. The existence of
a valid contract indicates that the customer will be allowed to purchase the item.

Enter, Change & Ship Orders

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

Start Order Screen Use to specify the type of order being entered and any
required order information.

Ship-To Search - No Ship-To’s Exist Screen Use to select and view all customer ship-to records or
return to the screen calling the Ship-To Search.

Order Header Screen Use to provide header information for the order, such as
bill to and ship to addresses, PO number, and requested
ship date.

Copy Ship To Screen Use to create a new ship to address for the customer.

Customer Credit Information Screen Use to review credit information for the customer.
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Title

Expected Ship Date Screen

Purpose

Use to enter whether or not the expected ship date on the
Order Header Screen (p. 5-16) will be used to update all
applicable line items on the order.

Second Order Header Screen

Use to provide additional header information for the
order.

Currency Information Screen

Use to override the exchange rate for this order when
International Currency is installed.

Item Entry Screen

Use to add line items to an order.

Special Charges Screen

Use to review and add special charges, such as freight or
handling, for the order.

Order Comments Screen

Use to review or add line or order comments for the
order. Comments can be internal of printed on customer
documents, like the invoice.

Display Complementary Items Screen

Use to select the item for which you want to select a
complementary item.

Select Complementary Items Screen

Use to select items that complement an item entered for
the order.

Complementary Item Comments Screen

Use to review comments specific to the complementary
item relationship.

Unit of Measure Selection Window

Use to select a stocking or additional unit of measure.

Standard Pack Warning Message Window

Use to review and accept the change to the order
quantity to be a multiple of the standard pack.

Item Review Screen

Use to review and/or change information for a line item
on the order.

Alternate Warehouse Selection Screen

Use to select the warehouse from which to order the
item.

Replacements Selection Screen

Use to select an alternate, replacement, or upgrade item.

Replacements Selection Comments Screen

Use to review comments for a selected replacement
items.

Order Location Selection Screen

Displays a list of warehouse locations storing an item.
Use to select the location or make a reservation.

Location Reservations Entry Screen

Use to maintain the location of the reservation
assignments for this order.
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Title

Extended Item Comments Inquiry Screen

Purpose

Use to review the extended item comments select for the
item and order.

Price Change Screen

Use to enter full field size base price and final price
amounts.

Rebate Display Screen

Displays information about the rebate associated with
the item as shown in the Item Price Inquiry.

Available Rebate List Screen

Displays other rebates for which the item qualifies. Use
to select a different rebate for the item as shown in the
Item Price Inquiry.

Billing Class/Sub Class Entry Screen

Use to enter the Billing Class and Sub Class for the
custometr/ship to.

Order Bill of Material Component
Information Screen

Use to review the components of the kit parent item
being ordered.

Order Bill of Material Component
Information Comments Screen

Use to add or maintain message comments for the order
specific bill of material.

Order Bill of Material Features/Options
Selection Screen

Use to review additional feature items that may be
added to the order specific bill of material. or review the
option items that may be substituted into the order
specific bill of material.

Order Bill of Material Features/Options
Selection Review Screen

Use to review the selected feature/option items before
completing the addition or substitution task for the order
specific bill of material.

Order Bill of Material Component
Information Change Screen

Use to add or maintain component items for the order
specific bill of material.

Assortment List Screen, History List Screen

and Item List Screen

The Assortment List Screen displays a list of all
component items defined for an assortment parent item.

Use the History List Screen to add items from the
customer’s order history to the current order.

Use the Item List Screen to add all available items to the
current order.

Customer Order History Screen

Displays a list of all line items from the customer’s
previous orders, in order from most recent purchase.

Box Line Maintenance Screen

Use to adjust the contents of each box associated with a
line item in an order.

Auto Order Charge - Charge Override
Window

Use to review and maintain the automated order charge
being added to a specific order.

6-4



Entering, Changing, and Shipping Orders

Title

Automated Item Charge - Charge Override
Window

Purpose

Use to review and maintain the automated item charge
being added to a specific order.

Order Returns Listing Screen

Provides a list of all items included on the original order
and all returns already placed.

Promotions Warning Screen

Use to reset promotions to allow the re-selection of
promotions based on changed to the order.

Available Promotions Screen

Use to select, mark, and update the promotional items to
the order.

Choice Assortment Screen

Use to select the promotional choice item that will be
added to the order.

Order Hold Code Summary Screen

Use to review and release an order from being on hold.

End Order Screen

Displays a summary of the order. Use to complete the
order and a variety of activities, such as printing the pick
list.

Delete Reason Code Window

Use to select a delete reason code identifying why the
new order is being canceled.

ASN Item/Box Discrepancy Window

Use to note which item has a discrepancy between the
ship quantity and the boxed quantity.

ASN Box/Label Complete Window

Displays to confirm the box labels were printed and the
ASN box information has been recorded.

Picker ID, Packer ID, and Driver ID
Window

Use to specify the IDs of the picker, packer, and/or
driver for the order.

G/L Posting Date Selection Screen - Invoice
Print

Use to specify the date the receipt for this order will be
posted to General Ledger.

Credit Card Authorization Window

Use to authorize a credit payment for Electronic
Payments.

Special Order Items Req/PO Information
Screen

Displays a list of requisitions/purchase orders
automatically and manually created or updated for the
order.

Special Order Items Req/PO Information
Report

Prints the requisition/purchase order information shown
on the Special Order Items Req/PO Information Screen.
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Start Order Screen

ORDER EMTRY Co¥ [l

Function? -
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F3=End  Fd4=5hip-To Search Fll=0OrderrsShip Ing FZ1=Cuszt Ing FZZ=Item Ing

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 will
also view this screen upon completion of creating or changing a previous order.

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 Header,
Second Order Header, End Order, and Order/ Item Detail Screen are tracked for changes. If a change is
made to fields such as price, quantity, and warehouse, the Order Activity Inquiry Screen (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 Screen (MENU OEMAIN).

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 current 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=HELP for more
information or ENTER to continue. If you are in the middle of entering an order on
an alternate session and you attempt to access this screen on your current session,
a screen will now display informing you that order entry cannot be used because
an order is in process on the ALT session (the order in process of being entered
will be indicated). If the order is not in process, then the order will need to be
restarted on the ALT session of your workstation.
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Start Order Screen Fields and Function Keys

Field/Function Key

Co

Description

This field is display only if the Multi Company field is set to N through
System Options Maintenance (MENU XAFILE).

An order is created or modified for the company number that is keyed in this
field.

Key the valid company number for which an order will be created or
changed.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE)

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required/Display

Function

Key the function to perform for an order. The following list explains
specifications of each.

Access to a specific Function may be restricted through Application Action
Authority.

Valid Values: O, I, R, F; M, Q,C, or S
(A 1) Required

Function - O

O for Order

Use this function to create an order. Order transactions consist of the
following four steps:

1. Entry: After an order is entered, the status of the order is “Pick List
Ready.” This means that a pick list can be printed and sent to the
warehouse.

2. Pick List Print: After printing the pick list, the status of the order is “Pick
List Printed.” The pick list must be returned from the warehouse, and the
order is waiting for a shipping confirmation.

3. Shipping Confirmation: After a shipment has been confirmed, the status
of the order is “Invoice Ready to Print.” The invoice for the order is ready
to be printed.

4. Invoice Print: After printing the invoice, the status of the order is “Invoice
Printed.” The order transaction is complete.

If Customer Consignment is installed and you want to perform a customer
consignment stock transfer, you must key O in the Function field.
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Start Order Screen Fields and Function Keys

Field/Function Key

Function - I

Description

| for Invoice Only

Use this function to create an order that does not require a pick list or a
shipping confirmation. An invoice order consists of only two steps:

1. Entry: After an order is entered, the status of the order is “Invoice Ready
to Print.” The invoice for the order is ready to be printed.

2. Invoice Print: After printing the invoice, the status of the order is “Invoice
Printed.” The invoice order transaction is complete.

If Customer Consignment is installed and you want to create a customer
consignment invoice, you must key | in the Function field.

Function - R

R for Return

A return, or credit memo, is used when customers return merchandise to you.
This type of order does not require a pick list or a shipping confirmation. A
return order consists of two steps:

1. Entry: After a return order is entered, the status of the order is “Invoice
Ready to Print.” The return invoice for the order is ready to be printed.

NOTE: Through Order Entry Options Maintenance (MENU XAFILE),
you have the option to Place new returns on RGA hold and
specify the Default Hold Code. If you select to put new returns
on hold, when the return order is entered, the status of the order
will be “HOLD — XX” (XX being the default hold code that
was selected). The order must first be released through Release
Held Orders, Quotes, Backorders & Futures (MENU
OEMAIN) before an invoice can be printed. Once released, the
Invoice for the order is ready to be printed; the status is
“Invoice Ready to Print.”

Through RGA Slips (MENU OEMAIN), return goods authorization slips
may be printed for a specific order or range of orders designated as returns.

You may optionally reference a return invoice to the original order being
returned. This is done by keying the original invoice number in the Invoice
No field on the Second Order Header Screen (p. 6-48).

2. Invoice Print: After printing the return invoice (credit memo), the status
of the order is “Invoice Printed.” The return order transaction is complete.

Function - F

F for Future Order

A future order is one that is keyed immediately, but will not be shipped until
a later date.

Before you can print a pick list or invoice for a future order, the order must
be released through Release Held Orders, Quotes, Backorders & Futures
(MENU OEMAIN). When releasing the order, you determine if inventory
should be allocated and if a pick list and shipping confirmation is required
before printing the Invoice.
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Start Order Screen Fields and Function Keys

Field/Function Key

Function - M

Description

M for Master Order

A master order is an order “template” that can be copied several times to
create standard or recurring orders. A master order is also used to create
blanket orders.

A blanket order is an order in which the total quantity will be shipped in two
or more increments. A shipping schedule (requested ship dates and
quantities) can be supplied by the customer when the order is entered, or
items can be shipped on an as-needed basis.

After creating a blanket order, release the blanket order shipments through
Release Blanket Orders (MENU OEMALIN). A new order is created for the
items being released; the new order is assigned the next available order
number with a generation (sequence) number of 50.

Function - Q

Q for Quote

Key Q in this field to indicate that you are entering a customer quote. This
selection keeps inventory from being allocated to an order that is later
converted to a quote. If you key Q in this field, you will not have to press the
F11 function key on the End Order Screen (p. 6-248) to convert the order into
a quote. However, if you do not key Q in this field, you can still use the
F11=ORDER/SHIP INa function key to convert an order into a quote.

Function - C

C FOR CORRECTION

To make a correction to an existing order, you must specify a function of C.
The original order will display for change. Note that if you are correcting an
order for which the pick list has already been printed, a message will display
indicating that situation.

6-9



Infor Distribution A+ Order Entry User Guide

Start Order Screen Fields and Function Keys

Field/Function Key

Function - S

Description

S for Shipping Confirmation

When processing standard orders, a shipping confirmation is required after a
pick list is returned from the warehouse. The shipping confirmation simply
verifies that the order has been picked and shipped. Orders can be ship
confirmed one at a time through this option or several at a time through Ship
Confirm Multiple Orders (MENU OEMAIN).

Before an order is eligible for shipping confirmation, the following
conditions apply:

» All boxes within the order must be ship confirmed. If all boxes have not
yet been ship confirmed, and the current customer has the ASN Pack(s)
Req field set to Y [as defined through Customer/Ship to Master
Maintenance (MENU ARFILE)], a window displays when you try to end
the order on the End Order Screen (p. 6-248) informing you to complete
boxing before attempting to ship confirm the order. On this window, you
are prompted to press ENTER and then F13=BoxEs to access Box
Maintenance.

 If the Freight Charges Required to Ship Confirm Orders field in Order
Entry Options Maintenance (MENU XAFILE) is Y, and the FOB code
entered on the Order Header Screen (p. 6-18) is defined with Cost Liability
set to R, there must be at least one order level shipping charge on the order
that is defined as a freight charge before you will be allowed to ship
confirm the order.

After an order has been ship confirmed, the status of the order is “Invoice
Ready.” This status indicates that the Invoice for the order is ready to be
printed.

Additionally, a pack list may print immediately following ship confirmation
as determined through a tailoring option in Order Entry Options Maintenance
(MENU XAFILE).

6-10



Entering, Changing, and Shipping Orders

Start Order Screen Fields and Function Keys

Field/Function Key

Order No/Seq

Description

NOTE: For new orders (function codes O, |, R, and F), this field is
Optional; for master orders (function code M) and existing
orders (function codes C and S), this field is Required.

The order number and sequence number of this order.

The order number is a unique identifier of the order. For new orders, the
order number is optional. You may, however, key an alphabetic or numeric
order number. If you do not key an order number for function codes O, I, R,
and F, the order number will be assigned by the system.

For master orders (function code M), the order number is required. You may
key an alphabetic or numeric order number.

The order sequence number (also called generation number) indicates how
many times an order has been backordered. If the sequence number is 50, the
order was created from a blanket order [i.e., a shipment from a master
blanket order was released through Release Blanket Orders (MENU
OEMAIN)]. The sequence number must be 00 for new orders.

(A 5/N 2,0) Optional/Required

Customer No

Key the number of the customer placing this order. If you do not know the
customer number, use the Find, City, and St/Prov fields with the F4=SHip-To
SEARCH key to activate the Customer Search feature.

Valid Values: Any valid customer created through Customer/Ship to Master
Maintenance (MENU ARFILE)

(N 10,0) Required

Find

Either alone or with the City and St/Prov fields, allows you to search for a
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

For information about entering search criteria, refer to the Searches topic in
the Introduction section of the Cross Applications User Guide.

(A 40) Optional

City

Either alone or with the Find and St/Prov fields, allows you to search for a
customer in a particular city.

Key up to 8 characters (the first 8) of the customer’s city.

For information about entering search criteria, refer to the Searches topic in
the Introduction section of the Cross Applications User Guide.

(A 8) Optional
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Start Order Screen Fields and Function Keys

Field/Function Key

St/Prov

Description

Either alone or with the Find and City fields, allows you 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.

For information about entering search criteria, refer to the Searches topic in
the Introduction section of the Cross Applications User Guide.

(A 10) Optional

Ship-To No

A ship-to number may be used on an order for selecting a pre-defined
shipping address. If you do not know the ship-to number, press F4=SHIP-To
SEARCH to display the Ship-to search for this customer.

Valid Values: Any valid customer ship-to number that has been created
through Customer/Ship to Master Maintenance (MENU ARFILE)

(A7) Optional

Order Source

The order source is a two character code used in the G/L Interface. You
define order source codes through Order Source Codes Maintenance (MENU
OEFILE). Order sources may be used to determine to whom an order is
attributed, the manner in which an order is placed (telephone, mail, etc.), the
effectiveness of a marketing campaign, or any other method of categorizing
individual orders.

The use of an order source may be required, not required, or informational
only, as determined through Order Entry Options Maintenance (MENU
XAFILE). Additionally, you may optionally clear the order source code for
new orders, or use the same order source that was used for the previous order.

For additional information about the General Ledger Interface and Order
Source Codes, refer to the General Ledger Interface User Guide.

(A 2) Optional

Master Order

This master order field is used to copy order information from an existing
master order to a new order.

The original master order information will not be changed. If the master
order is for the same customer as the new order being entered, all order
information will be copied into the new order.

If the master order is for a different customer, only line detail information
will be copied to the new order. The order header information will be created
from customer information specified through Customer/Ship to Master
Maintenance (MENU ARFILE).

Valid Values: An existing master order number previously created through
this option with function code M

(A 5) Optional
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Start Order Screen Fields and Function Keys

Field/Function Key

Csgn Order Type

Description

This field appears only if Customer Consignment is installed.

Use this field to specify the type of consignment order that you want to
create. You can create a customer consignment stock transfer to move
consignment inventory into the customer’s site without charging for the
goods or to return goods from the consignment warehouse to one of your
physical warehouses. A customer consignment stock transfer can, however,
include freight and special charges. You must create a customer consignment
invoice to bill customers for consignment inventory that they have sold or
used.

Key Al in this field if you want to create a customer consignment invoice. If
you key Al in this field, you must key | in the Function field.

Key AT in this field if you want to create a customer consignment stock
transfer. If you key AT in this field, you must key O in the Function field.

Valid Values: Al for a customer consignment invoice; AT for a customer
consignment stock transfer

(A 2) Optional

F3=End

Press the F3=END function key to cancel this option. MENU OEMAIN will
display.

F4=Ship-To Search

Press F4=SHIP-To SEARCH to use the Ship-To Search for the customer selected
in the Customer No field. The Ship-to Search Screen will appear.

If the Order Entry Options (MENU XAFILE) for Auto Launch of Ship-To
Search is set to Y, this process happens automatically when a customer with
multiple ship-to locations is selected and no default ship-to address is
defined.

Refer to this screen as described in the Accounts Receivable User Guide.

F6=Get Next Order

The F6=GET NExT ORDER function key will be displayed only if Order Entry
has been selected from either the Open Order Inquiry Screen (p. 15-7) or the
Customer Order/Shipment Inquiry Screen (p. 16-9) and orders have been
marked.

Press the F6=GET NExT ORDER function key to get the next marked order. Do
not select this key when this screen displays for the first time, because you
will skip the current order and will have to manually enter the order number
displayed. You should always use this key if the marked order number
entered is in use or is invalid for some reason.
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Start Order Screen Fields and Function Keys

Field/Function Key

F11=0Order/Ship Inq

Description

Press the F11=0ORDER/SHIP INa function key to search for open orders and
shipment history for the customer keyed in the Customer No field. The
Customer Order/Shipment Inquiry (MENU OEMAIN) will appear. Refer to
CHAPTER 16: Using the Customer Order/Shipment Inquiry.

NOTE: Ifyoukeyed a code in the Order Source field, the order source
code will also be used as selection criteria for the search.

F21=Cust Inq

Press the F21=CusT Ina function key to display the Customer Inquiry. Use this
inquiry to display detailed accounts receivable information for a customer.
This inquiry also may be accessed through Customers Inquiry (MENU
OEMAIN), and Customer A/R Inquiry (MENU ARMAIN) of the Accounts
Receivable module.

F22=Item Inq

Press the F22=ITem INa function key to display the Item Inquiry. Use this
inquiry to display the inventory status of an item. This inquiry also may be
accessed through Item Inquiry (MENU OEMAIN), and Item Inquiry
(MENU IAMAIN) of the Inventory Accounting module.
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Start Order Screen Fields and Function Keys

Field/Function Key Description

Enter This key serves several purposes:

Press the ENTER key to view a list of customers after keying search criteria
in the Find, City, and St/Prov fields. The Customer Search Screen will
appear. For an explanation of this screen, refer to the Accounts
Receivable User Guide.

Press this key to confirm your selections. One of the following screens
will appear:

+ If the Order Entry Options (MENU XAFILE) for Auto Launch of
Ship-To Search is set to Y, the Ship-To Search Screen will appear
when a customer with multiple ship-to locations is selected and no
default ship-to address is defined. For an explanation of this screen,
refer to the Accounts Receivable User Guide

» The Order Header Screen (p. 6-18).

« If any management or user comments exist for the selected
customer, the Customer Service Comments Screen (p. 47-5) will
appear.

+ If open orders exist for the selected customer and the Warn if Open
Orders Exist field is set to Y in Order Entry Options (MENU
XAFILE) and/or if open quotes exits and the Warn if Open Quotes
field is set to S or B in Order Entry Options (MENU XAFILE), a
pop-up warning window appears. If a single open order/quote
exists, you can choose to append to it rather than entering a new
order. If multiple open orders/quotes exist, you can choose to view
these open orders/quotes through the Customer Order/Shipment
Inquiry Screen (p. 16-9), which you are brought to from this screen;
you can then append to one of these open orders/quotes. If you do
not want to append to an existing open order/quote, you can key N
in the pop-up window and enter a new order/quotes.

NOTE: The warning for open orders applies to those open orders for
which pick lists have not been printed (Status 1 and 9 orders)
and have the same customer number, ship-to number, and order
source code keyed on this screen, as long as the open orders are
not in use. Also, the warning does not apply to new customer
numbers.
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Ship-To Search - No Ship-To’s Exist Screen

Customer No: 1 1 =10

Mame: Miagara Insurance

WAULD ¥0U LIKE TO SEE ALL SHIP TO'S FOR ALL CUSTOMERS? M (¥,.M3)

SHIP-TO SEARCH

WO SHIP TO EXISTS FOR THIS CUSTOMER

Flz=Return

The Ship-To Search - No Ship-To’s Exist Screen appears when you are searching for a ship-to address
by pressing F4=SHiP-To SEARCH on the Start Order Screen (p. 6-6) or the Order Header Screen (p. 6-18)
there are no records for your selected customer.

All the fields on this screen are display only and cannot be changed.

Ship-To Search - No Ship-To’s Exist Screen

Field/Function Key

Description

Customer No The company and customer number selected on the Start Order Screen (p. 6-
6).
Name The name of the selected customer.

(Message Text 1)

The message No Ship To exists for this customer displays to inform you
that there are no defined shipping address records assigned to the selected
customer.

(Prompt Field)

The additional prompt Would you like to see all ship-to’s for all customers?
displays when you press F4=SHiP-To SEARCH from the Order Header Screen (p.
6-18).

Key N to return to the Order Header Screen and not select a ship-to address.

Key Y to display the shipping addresses for all customers of the selected
company.
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Ship-To Search - No Ship-To’s Exist Screen

Field/Function Key

Description

F12=Return Press F12=ReTURN to return to the Start Order Screen of Enter, Change & Ship
Orders (MENU OEMALIN).
Enter Press ENTER after selecting Y in the prompt field to display the Ship-To

Search Screen.
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Order Header Screen

Sold To: 1/0AAR08EAS Canadian Flag Waorks EMTER ORDER
Addrl:  Sguare at Brunellez "7 Phones T A3020./00
Addrz:  BES Fue Brunelle 707 Y 1 515 142 - 450 Extn:
RdrS:  Tuebee o o Dy e T
Addrd: Pierre Mount
City: Mew Bhone,’ Tanads "0 SEARmST e e
Countru® CHM "°° 7 i
Ship To: 5
Addr1: 13211 119 .H."".'E'.”.”.E'. 'N'lJ IIIIIIIIIII
Addrz: Extn:
RdF: I gy T
Addrd:
City: Edmonton, 0000 B o e & =
Country® CHN """ 077ttt ZipsPstl: Toy Mg "7ttty
County? PO Mt
FOE ED'?' 10 Delivered fo Dok """ """ Req Shlp """ 10317 Blankets "N
Carrier? 'H'F"S' " Rapid Package Serwice Exp Ship: 10317
Shp Yia: 0 Entry Dt:  T1EILTY Drp Shp: N OCY,N)
Mote: 70777 iiorrrrrrrErOY Warehouse? 1" Hartford, CT
Terms? S WET 39ttt Pmt Cd¥ HR
S'Rep?  HEEOL Mike Steele e

More: M

F1z=Item=z Fd4=5Ship-To F5=Hare FE=Ings F9=Comments Fl0=Cancel FZ23=Dup DY

This screen appears after you make order and customer selections and press ENTER from the Start Order
Screen (p. 6-6), the Customer Search Screen, or the Ship-To Search Screen. It may also appear from the
Customer Service Comments Screen (p. 47-5)), the Item Entry Screen (p. 6-71), or the End Order
Screen (p. 6-248).

Use this screen to specify the header information for an order. This information applies to the entire
order, and is printed once on an invoice. Header information is distinguished from detail or item
information which applies to the individual items on an order [see the Item Entry Screen (p. 6-71)].

Some of the information displayed on this screen is retrieved for the order’s customer or customer’s
ship-to address defined through Customer/Ship-to Master Maintenance (MENU ARFILE).

If the Credit Check Exclusion field is N through A/R Terms Codes Maintenance (MENU ARFILE) for
the terms code displayed on this screen and the Update A/R field is Y through Payment Types
Maintenance (MENU OEFILE) for the payment type, a review credit warning will appear if you are:

 entering a new order or changing an existing order and the customer has exceeded their credit limit
 entering a new order and no credit limit has been set for the customer

» changing an existing order that is on credit or slow pay hold

NOTE: When entering an invoice only order, the Hold After Pick List Print field (MENU
XAFILE) must be set to Y to receive credit warnings on this screen.

The following fields on this screen may not display based on the corresponding tailoring options
selected:

» Warehouse [System Options Maintenance (MENU XAFILE)]
« CC/Exp [Order Entry Options Maintenance (MENU XAFILE)]
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» Drop Ship [System Options Maintenance (MENU XAFILE)]

If using the “Product Restriction” feature and restriction codes have been defined that do not allow the
shipping address to be overridden [Allow Ship to Overrides is N in Product Restriction Codes
Maintenance (MENU OEFIL2)], the name and address blocks on this screen (Ship To) will be
protected whenever items defined with one of these restriction codes are contained on an order.
Additionally, the F4=SHiP-To SEARCH function key (Ship-To) will become disabled; if you press the
F4=SHIP-To SEARcH function key, you will receive the message: “Ship-to search not allowed -order
contains restricted items.”

Order Header Screen Fields and Function Keys

Field/Function Key

Sold To

Description

Key the name of the customer placing the order. This name will be printed on
the RGA slip, acknowledgment, pick list, and invoice. Also, order history is
recorded using this name.

You can change a customer address as necessary. Note, however, that when
partially changing an address, you must rekey the entire address, not only the
portion that changed.

You can change a sold to name without affecting its customer address.

Default Value: The name specified for the selected customer through
Customer/Ship to Maintenance (MENU ARFILE).

(A 30) Required

(Function)

The function being performed (i.e., entering a new order or changing an
existing order). This field will display one of the following, depending on the
function selected on the Start Order Screen (p. 6-6):

 Enter Order (Function = O)

» Enter Invoice (Function = I)
» Enter Return (Function = R)
 Enter Future (Function = F)
» Enter Master (Function = M)
» Change (Function = C)
 Ship Order (Function = S)

The order number and sequence number is displayed below this field.
Display
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Order Header Screen Fields and Function Keys

Field/Function Key
Addr1 -4

Description

You can use the Addr 4 field only if Form Type is 2 in System Options
Maintenance (MENU XAFILE).

Key the customer’s street address, post office box number, or other address
information except for the city, state/province, country, and zip/postal code
which are specified in fields below.

Default Value: The address specified for the selected customer through
Customer/Ship to Maintenance (MENU ARFILE).

(4 @ A 30) Optional

Phone

Blank spaces are allowed between numerals only if Allow Blank Phone
Delimiters is Y in Systems Options Maintenance (MENU XAFILE).

In the Phone field, key the customer’s telephone number, which includes a 3-
character country access code followed by the area code and telephone
number. For example: 011 (781) 555-1212

For more information, refer to Phone and Fax Number Delimiters in the
Cross Applications User Guide.

In the Ext field, key the telephone extension of the contact person specified
in the Contact field.

Default Value: The phone number specified for the selected customer
through Customer/Ship to Maintenance (MENU ARFILE).

Valid Values: Numerals and the following symbols: - () ./
(N '3,0/N 20,0 /N 4,0) Optional

Contact

Key the name of the purchasing contact person for the selected customer.

NOTE: If Mail Server is installed, you have the option to key a
question mark in this field and press ENTER to display the
Customer/Ship to Email Address Selection Screen, where you
can select a customer email address. If you do not select a
contact from the Customer/Ship to Email Address Selection
Screen in Mail Server and press F12=RETURN on that screen to
return to this screen, this field will be blanked out even if there
was a contact previously in this field.

Default Value: The purchasing contact person specified for the selected
customer through Customer/Ship to Master Maintenance (MENU ARFILE).

(A 30) Optional

City

Key the customer’s city.

Default Value: The city specified for the selected customer through
Customer/Ship to Maintenance (MENU ARFILE).

(A 20) Optional
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Order Header Screen Fields and Function Keys

Field/Function Key

St/Prov

Description

Key the customer’s state or province.

Default Value: The state or province specified for the selected customer
through Customer/Ship to Maintenance (MENU ARFILE).

Valid Values: A state or province code defined through State/Province Codes
Maintenance (MENU OEFIL3) if Validate State/Province is Y in Systems
Options Maintenance (MENU XAFILE).

(A 30) Optional

Country

Key the customer’s country.

Default Value: The country specified for the selected customer through
Customer/Ship to Maintenance (MENU ARFILE).

Valid Values: A country code defined through Country Name Maintenance
(MENU ARFIL2).

(A 3) Optional

Zip/Pstl

Key the customer’s zip or postal code.

Default Value: The zip or postal code specified for the selected customer
through Customer/Ship to Maintenance (MENU ARFILE).

(A 10) Optional
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Order Header Screen Fields and Function Keys

Field/Function Key
(Sold - To GeoCode)

Description

This field appears only if all of the following conditions are true:
» Vertex is installed

» Use Vertex Taxing is Y in System Options Maintenance (MENU
XAFILE)

 Ship to name and address fields are blank

This field displays the geographical code (GeoCode) selected by the Vertex
Taxing system. Vertex selects the best-suited, or most applicable, taxing
GeoCode based on the information entered in the City, St/Prov, and Zip/
Postal code fields, as well as the data in Vertex’s own files.

If Vertex cannot select a single GeoCode with that information [e.g., if the
information is inconsistent such as a keyed City of Daytona (Florida) but a
keyed Zip/Postal code of Dayton (Ohio)], the GeoCode Selection Screen
will be presented. Up to six possible matches for the keyed information will
be presented from which the user is able to make a selection.

Initial file updates to link Distribution A+ files to Vertex files were
performed when first installed via MENU ARMAST. Refer to that menu and
the Accounts Receivable topic of the Cross Applications User Guide for
additional details about Vertex. However, there may exist a need to manually
modify this data and this may be accomplished with the F5=VERTEX TABLES
function key from within Customer/Ship to Maintenance (MENU ARFILE).
Refer to that option as well as the Vertex GeoCoder manual for details.

Important

If a GeoCode can not be selected and the GeoCode appears
as a zero, taxing calculations can not be performed correctly.
It is therefore imperative that data in the Distribution A+ files
and the Vertex files is accurate.

Display

Foreign Currency
Order

This message indicates that the order’s currency is different from the
company’s default currency.

Display

(Currency Description)

This field displays the description of the order’s currency.

Default Value: The description of the currency specified for the customer
through Customer/Ship to Master Maintenance (MENU ARFILE).

Display
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Order Header Screen Fields and Function Keys

Field/Function Key

Ship To

Description

Use this field only if the order is being shipped to an address that is different
from the Sold To address.

Key the name of the customer to which the order will be shipped. This name
will be printed on the RGA slip, acknowledgment, pick list, and invoice.
Default Value: The name specified for the selected ship-to address through
Customer/Ship to Maintenance (MENU ARFILE).

(A 30) Required

Addr1 -4

Use this field only if the order is being shipped to an address that is different
from the Sold To address.

You can use the Addr 4 field only if Form Type is 2 in System Options
Maintenance (MENU XAFILE).

Key the street address to which the order will be shipped.

NOTE: If this order is a special order with one or more drop ship line
items and Distribution A+ is configured to use the change
request process, address changes should be made through the
change request process so that the requisitions/purchase orders
will be updated with the new address. A warning will appear if
you change the address here.

Default Value: The address specified for the selected ship-to address through
Customer/Ship to Maintenance (MENU ARFILE).

(4 @ A 30) Optional

Phone

Blank spaces are allowed between numerals only if Allow Blank Phone
Delimiters is Y in Systems Options Maintenance (MENU XAFILE).

Use this field only if the order is being shipped to an address that is different
from the Sold To address.

In the Phone field, key the telephone number for the ship-to address. The
phone number includes a 3-character country access code followed by the
area code and telephone number. For example: 011 (781) 555-1212

For more information, refer to Phone and Fax Number Delimiters in the
Cross Applications User Guide.

In the Ext field, key the telephone extension of the contact person specified
in the (Ship To) Contact field.

Default Value: The phone number specified for the selected ship-to address
through Customer/Ship to Maintenance (MENU ARFILE).

Valid Values: Numerals and the following symbols: - () ./
(N'3,0 /N 20,0/ N 4,0) Optional
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Order Header Screen Fields and Function Keys

Field/Function Key

Contact

Description
Use this field only if the order is being shipped to an address that is different
from the Sold To address.

Key the name of the purchasing contact person for the selected ship-to
address.

NOTE: If Mail Server is installed, you have the option to key a
question mark in this field and press ENTER to display the
Customer/Ship to Email Address Selection Screen, where you
can select a customer email address. If you do not select a
contact from the Customer/Ship to Email Address Selection
Screen in Mail Server and press F12=RETURN on that screen to
return to this screen, this field will be blanked out even if there
was a contact previously in this field.

Default Value: The purchasing contact person specified for the selected ship-
to address through Customer/Ship to Master Maintenance (MENU
ARFILE).

(A 30) Optional

City

Use this field only if the order is being shipped to an address that is different
from the Sold To address.

Key the city to which the order is being shipped.

Default Value: The city specified for the selected ship-to address through
Customer/Ship to Maintenance (MENU ARFILE).

(A 20) Optional

St/Prov

Use this field only if the order is being shipped to an address that is different
from the Sold To address.

Key the state or province to which the order is being shipped.

Default Value: The state or province specified for the selected ship-to address
through Customer/Ship to Maintenance (MENU ARFILE).

Valid Values: A state or province code defined through State/Province Codes
Maintenance (MENU OEFIL3) if Validate State/Province is Y in Systems
Options Maintenance (MENU XAFILE).

(A 30) Optional

Cntry

Key the country to which the order is being shipped.

Default Value: The country specified for the selected ship-to address through
Customer/Ship to Maintenance (MENU ARFILE).

Valid Values: A country code defined through Country Name Maintenance
(MENU ARFIL2).

(A 3) Optional
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Order Header Screen Fields and Function Keys

Field/Function Key

Zip/Pstl

Description

Use this field only if the order is being shipped to an address that is different
from the Sold To address.

Key the zip or postal code for the ship-to address.

Default Value: The zip or postal code specified for the selected ship-to
address through Customer/Ship To Maintenance (MENU ARFILE).

(A 10) Optional

(Ship-To Geocode)

This field appears only if all of the following conditions are true:
e Vertex is installed

» Use Vertex Taxing is Y in System Options Maintenance (MENU
XAFILE)

« The GeoCode for the ship-to address is different from the GeoCode
specified for the customer (Sold To)

This field displays the GeoCode for the selected ship-to address. This code,
which is retrieved from the Ship-To Master File, changes if the ship-to
address changes.

For more information, refer to the Sold-To GeoCode field description.

When a GeoCode appears here, the customer’s Sold To GeoCode will not
appear.

Display
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Order Header Screen Fields and Function Keys

Field/Function Key

PO No

Description

The customer’s purchase order number, if used, will print on RGA slips,
acknowledgments, pick lists, and invoices. It can also be used for customer
order inquiries.

This field is required if the P/O Required field in Customer/Ship to Master
Maintenance (MENU ARFILE) has been set up as Y for this customer.

This field is optional if the P/O Required field in Customer/Ship to Master
Maintenance (MENU ARFILE) has been set up as N for this customer.
However, if you plan to EDI an invoice or acknowledgment (if EDI is
installed), be sure to key a PO number.

If you keyed an order status in the Last Status For Duplicate PO Warning
field on the Maintain O/E Option -Miscellaneous Settings Screen 4 in Order
Entry Options Maintenance (MENU XAFILE) and you key a PO number
that already exists on an unshipped order for that customer, a message will
appear warning you that a duplicate PO number has been created. You can
key a new PO number for the customer or continue with the duplicate PO
number.

The PO number field will be protected if:

« the sales order is a split order. A split order occurs when an order is placed
that requests shipment from more then one warehouse. This will cause the
order to split into separate orders; one order for each warehouse. The PO
number needs to stay the same on all orders.

+ the sales order is a warehouse transfer order. The PO number on a
warehouse transfer order ties back to the purchase order request, so it
needs to stay the same.

« the sales order was created through EDI and the PO number field is not
currently blank.

(A 22) Required/Optional
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Order Header Screen Fields and Function Keys

Field/Function Key

Req Ship

Description

The date of shipment requested by the customer for shipment of the order.

The date keyed in this field may be used as the default requested shipment
date for each item on this order (see F23=Dup D). This date is also used when
printing Pick Lists, releasing blanket orders, and executing automatic
backorder release.

NOTE: For a master blanket order from which you want to release
shipments at the customer’s request [i.e., the customer has not
provided a shipping schedule, and the Release Method will be
2 in Release Blanket Orders (MENU OEMAIN)], this date
must be December 31, 2049.

Tax-exempt orders: If an order is tax-exempt, as indicated by a
1, 2 or 3 in the Cd field of this option’s Second Order Header
Screen (p. 6-48), the requested ship date must be the same as or
earlier than the tax exemption expiration date in that screen’s
Tax Exm Crf# Exp Date field.

Default Value: Depending on whether or not a carrier-specific schedule is
identified for the selected carrier, this value will either reflect the current date
or the next carrier scheduled date.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required

Blanket

This field indicates if this master order is a blanket order.

This field is required for master orders (type M), and display only for any
other type of order.

Key Y if the master order is a blanket order. A blanket order is an order in
which the total quantity will be released and shipped in two or more
increments. Master blanket orders are released (i.e., converted to regular
orders) through Release Blanket Orders (MENU OEMAIN). For more
information on creating and releasing blanket orders, refer to CHAPTER 4:
Order Entry Order Processing.

Key N if the master order is not a blanket order.
Default Value: N

Valid Values: N or Y
(A 1) Required/Display
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Order Header Screen Fields and Function Keys

Field/Function Key

FOB CD

Description

This field is required when the Freight Charges Required to Ship Confirm
Orders field in Order Entry Options Maintenance (MENU XAFILE) is Y.

The FOB code contains:

« shipping information for the order, including who is responsible (you or
the recipient) for shipping charges and for freight damages

 delivery terms information that is used to create the Intrastat Report
(MENU TAREPT), a monthly report the companies in European
Community member countries are required to submit to their respective
governments

If the Freight Charges Required to Ship Confirm Orders field in Order Entry
Options Maintenance (MENU XAFILE) is Y and the FOB code you enter
here is defined with an R in the Cost Liability field (the recipient is
responsible for shipping charges), you will not be allowed to ship confirm
this order unless it contains at least 1 order level charge that is defined as a
freight charge through Special Charge Definitions Maintenance (MENU
OEFILE).

Key the FOB code for this order.

Default Value: If a ship-to address is specified on the Start Order Screen, this
field will display the FOB code assigned to the specified ship-to address.
Otherwise, the FOB code assigned to this customer through Customer/Ship-
to Master Maintenance (MENU ARFILE) will display.

Valid Values: An FOB code defined through FOB Codes Maintenance
(MENU OEFIL3 or MENU POFIL2).

(A 5) Required/Optional

Exp Ship

The date of shipment expected by the customer for shipment of the order.
This date can be maintained immediately or at any time an order is changed.

Depending on your Order Entry tailoring options defined through Order
Entry Options Maintenance (MENU XAFILE), this field may work in
conjunction with the F23=Dup Dt function key.

Default Value: If the tailoring option Default Header With Requested Ship
Date is Y in Order Entry Options Maintenance (MENU XAFILE), the
expected ship date will default to the date that was calculated for the
requested ship date. If the tailoring option is N, then the expected ship date
will default to the current date when a new order is started.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required
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Order Header Screen Fields and Function Keys

Field/Function Key

Carrier

Description

This field allows you to select the carrier to be used to ship this order.

Additionally, 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 contains transport mode information required for
that report.

Key a carrier code or accept the default displayed.
Key *NONE if an outside carrier will not be used.

Default Value: The default value defined through Customer Master
Maintenance (MENU ARFILE) or Customer/Ship to Master Maintenance
(MENU ARFILE)

Valid Values: A carrier code defined through Carrier Codes Maintenance
(MENU OEFILE2), or *NONE.

(A 5) Required

Entry Dt

The original entry date of the order. You may override or accept the default
date.

This field is required when keying an order (O), invoice (1), return (R), future
order (F), and master order (M). This field is display when changing an order
(C) or entering a shipping confirmation (S).

Default Value: The computer system date

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Required/Display

Shp Via

The requested method of shipment for this customer or ship-to address. You
may accept the default, or key a different shipping method.

Default Value: The ship via set up for this shipping address through
Customer/Ship to Master Maintenance (MENU ARFILE); if a shipping
address is not used, the ship via set up for the customer is the default.

(A 20) Optional

6-29



Infor Distribution A+ Order Entry User Guide

Order Header Screen Fields and Function Keys

Field/Function Key

Drp Shp

Description

Determines if this order is a drop-shipped order. This type of order will be
shipped directly from your vendor to your customer and will not be received
into your inventory.

You may override the default value when entering a new order. You cannot
change this field when changing an order that allocated inventory.

The value keyed in this field is used as the default for individual items on the
Item Review Screen (p. 6-115).

If Customer Consignment is installed and you want to have items drop-
shipped to the customer, you must create a purchase order through Enter or
Change Requisitions (MENU POMAIN) instead of creating an order through
Enter, Change & Ship Orders (MENU OEMAIN).

Default Value: N
(A 1) Required

Note

This note may be used to print a comment at the top of the pick list and
invoice for this order. You may override or accept the default value.

If the order is to be transmitted via EDI, the note created should not include
the following characters as they are reserved characters for EDI processes:

e :(colon)

* ; (semi-colon)

» . (period)

» * (asterisk)

» ((left parenthesis)
) (right parenthesis)

Default Value: The note set up for this shipping address through Customer/
Ship to Maintenance; if a shipping address is not used, the note set up for the
customer, if any, is the default.

(A 30) Optional
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Order Header Screen Fields and Function Keys

Field/Function Key

Warehouse

Description

NOTE: This field displays only if Multi Warehouse is set to Y in
System Options Maintenance (MENU XAFILE).

The number of the warehouse from which inventory is shipped. This is also
the warehouse that is credited for the sale. You may override or accept the
default warehouse number. The warehouse name is displayed to the right of
this field.

When International Currency is installed, it is recommended that the
warehouse specified in this field be a warehouse that is of the same currency
as this order’s company. This will prevent currency conflicts, which occur
when you enter an order for a company with a currency different from that of
the warehouse that stores the items. If necessary, a warehouse transfer can be
performed to obtain the items from the desired warehouse.

A company’s currency is specified through International Currency Options
Maintenance (MENU ICFILE). A warehouse’s currency is determined by the
company to which the warehouse belongs, as specified through Warehouse
Numbers Maintenance (MENU IAFILE).

Default Value: The warehouse set up for this shipping address through
Customer/Ship to Master Maintenance (MENU ARFILE); if a shipping
address is not used, the warchouse set up for the customer is used as the
default.

Valid Values: A valid warehouse ID that stocks the item number as defined
through Warehouse Numbers Maintenance (MENU IAFILE) which you are
authorized to access through Authority Profile Maintenance (MENU
XASCTY). If Customer Consignment is installed and you are entering a

master or future order, you must specify a non-consignment warehouse in
this field.

(A 2) Required
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Order Header Screen Fields and Function Keys

Field/Function Key

Terms

Description

The terms code for this order (space is allocated for the description which
automatically displays). You may accept or override the default terms code.

NOTE: Ifyou enter a terms code that has split terms associated with it,
a warning message displays alerting you that this code is
different than the default terms code defined through Customer/
Ship to Master (MENU ARFILE).

Also, split terms codes are not allowed for manually entered returns.
However, to enter a manual return for a customer who usually uses split
terms [has split terms as its default in Customer/Ship to Master Maintenance
(MENU ARFILE)], you must remove the split terms from the Order Header
Screen (p. 6-18). Removing the split terms allows you to change the invoice
number on the Second Order Header Screen (p. 6-48) so that you can enter the
desired invoice. Refer to the Invoice No field on the Second Order Header
Screen for more details.

Additionally, if a consolidated bill code has been assigned to this order, this
field will be protected and will be for display purposes only. If you wish to
override these terms, you may do so by blanking out the Consolidated Bill
Code field on the Second Order Header Screen (p. 6-48). This field will
become unprotected if this is done.

Default Value: The default terms code selected for this customer through
Customer/Ship to Master Maintenance (MENU ARFILE)

Valid Values: Any terms code or split code that has been defined through A/R
Terms Codes Maintenance (MENU ARFILE)

(A 2) Required/Display

Pmt Cd

The accepted method of payment for this order.

This field is required when keying an order (O), invoice (I), return (R), future
order (F), and master order (M). Key any valid payment code for this order.

You also may change this field when changing an order (C) or entering a
shipping confirmation (S).

Default Value: The payment type code established for the customer through
Customer/Ship to Master Maintenance (MENU ARFILE).

Valid Values: Any payment type code that has been created for this company
through Payment Type Maintenance (MENU OEFILE).

(A 2) Required/Display
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Order Header Screen Fields and Function Keys

Field/Function Key

S’Rep

Description

The primary sales representative for this order. If you allow more than one
sales representative for one order, you may specify their codes on the Second
Order Header Screen (p. 6-48). You may override or accept the default value
in this field.

Default Value: The primary sales representative code set up for this customer
through Customer/Ship to Master Maintenance (MENU ARFILE).

Valid Values: Any sales representative code that has been created through
Sales Representatives Maintenance (MENU SAFILE).

(N 5,0) Required

CC/Exp

This field displays only if the Use Credit Cards field has been defined as Y in
Order Entry Options Maintenance (MENU XAFILE).

The account number (CC) and expiration date (Exp) of the credit card used to
make payment for this order.

These fields are required if the Credit Card field has been defined as Y in
Payment Types Maintenance (MENU OEFILE). Key the credit card number,
and month and year of the expiration date. If you selected N in the Credit
Card field, you will not be able to use these fields since the method of
payment is not a credit card.

These fields are used for manual credit card processing and will not appear if
Electronic Payments has been activated through Activate Credit Card
Company Options (MENU EPFILE). When Electronic Payments is active,
credit card information for an order is entered on the Credit Card
Authorization Window (p. 6-290).

Valid Values: The month and year of the expiration date (Exp) must be the
same or greater than the current month and year of the system date.

(A 18 /N 4,0) Required/Blank

More

Used to determine if the Second Order Header Screen (p. 6-48) will appear.
This screen is used to define additional header information for this order.

Key Y to display the Second Order Header Screen (p. 6-48).

Key N to skip the Second Order Header Screen and display the Order Header
Screen (p. 6-18).

Default Value: The value specified in Order Entry Options Maintenance
(MENU XAFILE) in the Show Second Order Header Screen field.

(A 1) Required
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Order Header Screen Fields and Function Keys

Field/Function Key

F4=Ship-To

Description

Press the F4=SHip-To function key to use the ship to search for this customer.
The Ship-to Search Screen will appear. Refer to this screen as described in
the Accounts Receivable User Guide. Note that if no ship to addresses are
defined for this customer, a message will appear. You can select to view ship
to addresses for all customers and copy that information to the order and use
it to create new ship to addresses.

When you select a different ship-to via F4=SHip-To, Price Discount Code,
Price List or Contract Code fields values will be recalculated for the order. If
the values of these pricing fields on the Ship-to level are overridden (no-
blank or non-zero for numeric fields), then these ship-to level values will be
used as corresponding order’s pricing field values instead of customer level
values. Also, if as a result of the ship-to number changes, any of the pricing
fields will be changed and the order already has items entered, the message:
Price Discount Code, Price List or Contract Code changed” will appear.

NOTE: You cannot use the F4=SHip-To function key if the order
contains any restricted items. If you press this key and such
items are contained on the order, the message: “Ship-to search
not allowed - order contains restricted items” will appear.

F5=More / F5=No
More

This key may be used instead of the More field displayed on this screen. It
may be used as follows:

e F5=MORE - Press to display the Second Order Header Screen (p. 6-48).

¢ F5=No MoRE - Press to skip the Second Order Header Screen (p. 6-48) and
display the Item Entry Screen (p. 6-71).

F6=Ings

Press the F6=Ina function key to access additional inquiries and information.
The function key line on this screen will change.

F9=Comments

Press F9=COMMENTS to enter or review customer service comments for this
order on the Customer Service Comments Screen (p. 47-5).
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Order Header Screen Fields and Function Keys

Field/Function Key

Description

F10=Cancel / F10=End If you are creating an order by copying a master order, this function key will
not appear until you have reviewed the items for the order.

Depending on whether or not items have been selected for the order, use this
key to cancel or end the order.

F10=CANCEL

Press F10=CaNCcEL to cancel the order, if you have not selected any items for
the order. The Start Order Screen (p. 6-6) will appear.

F10=END

Press F10 = END to end the order after selecting at least one item for the order.
Multiple processes will occur:

If there are no applicable promotions, order charges or item charges
found, or all hold codes will not be shown at end order time (as
determined through Order Entry Options Maintenance), then the End
Order Screen (p. 6-248) will immediately appear when F10=END ORD is
pressed.

The Promotion Selection Process occurs first, based on the current order,
and the system will look for all available promotions for the order. If there
is at least one promotion found for the order, then the Available
Promotions Screen (p. 6-236) will appear.

If promotions were previously added to the order, when F10=Enp ORD is
pressed, the Promotions Warning Screen (p. 6-235) may appear:

If the order qualifies for an automated order charge and that charge is
defined with Prompt for Overrides set to Y on the Automated Order
Charge - Charge Definition Screen (p. 75-4) (MENU OEFIL3), then the
Auto Order Charge - Charge Override Window (p. 6-224) will appear, if
applicable.

If the item qualifies for an automated item charge and that charge is
defined with Prompt for Overrides set to Y on the Automated Item Charge
- Charge Definition Screen (p. 74-7) (MENU OEFIL3), then the
Automated Item Charge - Charge Override Window (p. 6-227) will appear,
if applicable.

All applicable holds will be verified for the order. If Show All Hold Codes
at End Order is Y in Order Entry Options Maintenance (MENU XAFILE),
the Order Hold Code Summary Screen (p. 6-243) will appear when
F10=END ORD is pressed (if no other screen appears first based on criteria
for the order).

F12=Items

Press the F12=ITems function key to display the Item Entry Screen (p. 6-71).
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Order Header Screen Fields and Function Keys

Field/Function Key

F14=CreditInfor

Description

You may press the F14=CREDITINFOR function key after pressing F6=INaQ to
display customer credit information including overdue balances, credit limit,
and available credit. The Customer Credit Information Screen (p. 6-41) will
appear.

F20=Cust Cmt

You may press the F20=CusT CmT function key after pressing F6=INa to
display the Customer A/R Comments Screen within the Customer Inquiry.
Use this screen in the inquiry to add A/R comments for your customer. This
inquiry also may be accessed through Customers Inquiry (MENU
OEMAIN), and Customer A/R Inquiry (MENU ARMAIN).

NOTE: The ability to add new A/R comments for a customer is only
available if you are authorized to the Allow Addition of A/R
Comments application action, as determined through
Application Action Authority Maintenance (MENU
XASCTY). If you are not authorized, the F20=CusT CmT
function key will be disabled.

F21=Cust Inq

You may press the F21=CusT INa function key after pressing F6=INa to display
the Customer Inquiry. Use this inquiry to display detailed accounts
receivable information for a customer. This inquiry also may be accessed
through Customers Inquiry (MENU OEMAIN), and Customer A/R Inquiry
(MENU ARMAIN).

F22=Item Inq

You may press the F22=ITem INa function key after pressing F6=Ina to display
the Item Inquiry. Use this inquiry to display the inventory status of an item.
This inquiry also may be accessed through Items Inquiry (MENU
OEMAIN), and Item Inquiry (MENU IAMAIN) of the Inventory
Accounting module.
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Field/Function Key

F23=Dup Dt

Description

The F23=Dupr DT function key serves two purposes in regard to the Req Ship
and Exp Ship fields on this screen.

Regarding the Req Ship field:

e Press F23=Dup DT to duplicate the required shipment date for all items on
the order with the required shipment date (Req Ship) keyed on this screen.

Regarding the Exp Ship field:

» If'the tailoring option Include Expected Ship Date for Duplicate Date is Y
in Order Entry Options Maintenance (MENU XAFILE) to include the
expected ship date when duplicating the ship date to all detail lines, the
system will update the expected ship date when F23=Dup DT is pressed in
the same way as the requested ship date is changed (that is, the line items
will be updated with the order header’s expected ship date). Note that
expected ship dates in any previously extracted special order lines, will
not be changed.

 If'the tailoring option Include Expected Ship Date for Duplicate Date is N
in Order Entry Options Maintenance (MENU XAFILE) to not include the
expected ship date when duplicating the ship date to all detail lines, the
system will not update the expected ship date on the line items with the
order header’s expected ship date when F23=Dup DT is pressed. Instead,
the expected ship date on the line items will keep their current values,
regardless of any changes made to the Exp Ship date field on this screen.

 If'the tailoring option Include Expected Ship Date for Duplicate Date is P
in Order Entry Options Maintenance (MENU XAFILE) to be prompted to
enter if the expected ship date on this screen will be used to update all
applicable line items on the order, the system will first display the
Expected Ship Date Screen (p. 6-46) before replacing the requested ship
date and optionally the expected ship date on all detail lines of the order
when F23=Dup DT is pressed.

You must press F23=Dup DT a second time to confirm duplication (that is,
replace the requested ship date and optionally the expected ship date on all
detail lines of the order).

NOTE: If the expected ship date is updated when F23=Dup DT is
pressed, any dates that were calculated using the vendor lead
time will also be updated. Also, changes to the order’s expected
ship date will be tracked as part of Order Activity.

Enter

Press the ENTER key to confirm your order header selections. If the More field
is Y, the Second Order Header Screen (p. 6-48) will appear. If the More field is
N, the Item Entry Screen (p. 6-71) will appear.

6-37



Infor Distribution A+ Order Entry User Guide

Copy Ship To Screen
COPY SHIP TO
Order Customer: 1 EIS  Canadian Flag lorks
Copy from Customer: 17 gl Miagara Insurance
Copy from Ship To: 1 Oceanserwver Technologuy
Tax Information: 5 (L5
Sales Infaormation: 5 (C,5)
Shipping Information: 5 [(C,5)

Default Warehouse?

Copy To Ship To Mumber: [

F1O=Copy F1z=Return

This screen appears after you press ENTER on the Ship To Search Screen, if you select a customer-only
or ship to address for a customer other than the customer for which the order is being entered.

Use this screen to create a new ship to address for the customer by copying the selected customer-only
or ship to address and bringing the information to the order being entered or bring the customer-only or
ship to address information to the order without creating a new ship to address for the customer.

You can select whether you want to use the taxing, sales, and shipping information for the customer or
from the selected copy from customer and/or ship to when using the address. Note that values from the
ship-to pricing fields (Price Disc Code, Price List, and Contract Code) established in Customer/Ship to
Master Maintenance (MENU ARFILE) will not be included in this copy ship to process.

To copy the information to the order and create a new ship to address, use the F10=Copy function key.
To copy the information to the order without creating a new ship to address, use the ENTER key.

The top of the screen displays the current customer to whom the ship to will be added, the customer
from whom the ship to is being copied, and the ship to being copied.

Copy Ship To Screen Fields and Function Keys

Field/Function Key Description

Order Customer / Copy The current customer to whom the ship to will be added, the customer from

from Customer / Copy whom the ship to is being copied, and the ship to being copied (if applicable)

from Ship To displays at the top of the screen. Note that the Copy From Ship To field will
not display a value when this is a customer-only record (with no ship-to).
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Copy Ship To Screen Fields and Function Keys

Field/Function Key

Tax Information

Description

Use this field to specify whether you want to copy the sales tax information
from the selected Copy from Customer and/or Copy from Ship To or use the
information specified for the order customer. The tax information includes
the sales tax code, tax body number, and the tax exempt certificate number
and expiration date.

Key C to use the tax information from the order customer.

Key S to use the tax information from the Copy from Customer and/or Copy
from Ship To address.

Default Value: S
(A 1) Required

Sales Information

Use this field to specify whether you want to copy the sales information from
the selected Copy from Customer and/or Copy from Ship To or use the
information specified for the order customer. The sales information includes
the sales reps, territory, and commission.

Key C to use the sales information for the order customer.

Key S to use the sales information from the selected Copy from Customer
and/or Copy from Ship To address.

Default Value: S
(A 1) Required

Shipping Information

Use this field to specify whether you want to copy the shipping information
from the Copy from Customer and/or Copy from Ship To or use the
information specified for the order customer. The shipping information
includes the FOB code, carrier code, route, stop, and ship via assignments.

Key C to use the shipping information for the order customer.

Key S to use the shipping information from the selected Copy from Customer
and/or Copy from Ship To address.

Default Value: S
(A 1) Required
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Copy Ship To Screen Fields and Function Keys

Field/Function Key

Default Warehouse

Description

Use this field to specify the default warehouse for this ship to address.

If you are creating a new ship to address this warehouse, key the ID of the
warehouse that you want to be assigned as the default warehouse for the ship
to address.

Leave this field blank to use the default warechouse specified for the selected
customer-only address or ship to address being copied.

NOTE: If you have already added line items to the order, it will not
change the default warehouse on the order.

Valid Values: A warehouse ID defined through Warehouse Numbers
Maintenance (MENU IAFILE).

(A 2) Required

Copy Ship To Number

Use this field to assign a number to the ship-to being created.

Default Value: The next available ship-to number for the customer.

F10=Copy

Press the F10=Copv function key to create a new ship to address record for
the customer by copying the selected customer-only address or ship to
address and bringing the information into the order being entered.

The ship-to address will be created for the customer and you will be returned
to the Order Header Screen (p. 6-18) where the new ship-to address
information will be applied.

If no ship-to addresses existed for the customer, the customer will not be
updated with a default ship-to number when this ship-to address is created. If
the ship-to number you created should be the default ship-to number for the
customer, you must update the customer master through Customer/Ship To
Maintenance (MENU ARFILE).

NOTE: To copy the information to the order without creating a new
ship-to address, use the ENTER key.

F12=Return

Press the F12=ReTurN function key to return to the previous screen without
copying the ship to address.

Enter

Press the ENTER key to simply bring into the order the ship to address from a
customer-only address or ship to address without actually creating a new ship
to address record for the customer. You will be returned to the Order Header
Screen (p. 6-18) and the information will be applied.

NOTE: To create a new ship to address record for the customer by
copying the selected customer-only address or ship to address
information to the order, use the F10=Copy function key.
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Customer Credit Information Screen

CUSTOMER CREDIT IMFORMATIOM
Company: 01 A & C Office Supply
Cusztomer: 10 Bon Secour School Department
Ship-To: SHIP1 Bon Secour School Admin Bldg
Current: .0e 1S5 Credit Limit: eEAOOO uss
Ower 30 .on
Ower 60O .on Available Credit: 321.03
Ower 40 .on
Over 120 21262, 42 Order Minimum: a] ss
Orders=: 36416.55 Future Due: .Bn
Cash: [ .00
Totals: 5967H.97
AfR Call Rep: 2 Martha Black

Fl2=Return

This screen appears after you press F6=INa and then F14=CusTOMER CREDIT INFORMATION on the Order
Header Screen (p. 6-18).

Use this screen to review credit information for the customer/ship to of the order being maintained. If
the order is for a customer ship to address, the ship to name and number will display at the top of the
screen.

If the customer/ship to of the order being maintained has been assigned an A/R customer number
through Customer/Ship To Master File Maintenance (MENU ARFILE), the A/R customer credit
information (except for the order minimum) will display on this screen. The order minimum amount
comes from the customer/ship to of the order being maintained.

If the Include Future Invoices in Credit Limit Check field is Y in Order Entry Options Maintenance
(MENU XAFILE), the Future Due field will display on this screen.

Customer Credit Information Screen Fields and Function Keys

Field/Function Key Description

Customer Credit These fields (Current, Over Age 1, Over Age 2, Over Age 3, Over Age 4,

Information Orders, Cash) displays the total accounts receivable amount due from the
customer in each aging period. Aging periods reflect the aging code on the
Customer Maintenance Screen 2 (MENU ARFILE) as defined through
Aging Codes Maintenance (MENU ARFILE).

Display
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Customer Credit Information Screen Fields and Function Keys

Field/Function Key

Current

Description

The current accounts receivable amount due from this customer. This
accounts receivable has been open for less than the number of days in Aging
Period 1.

When International Currency is installed, the Currency Code identifies the
currency in which values on this screen are displayed. Pressing the
F13=LocAL CURRENCY / F13=TRADING CURRENCY toggles between displaying the
local currency of the company for which an order is being maintained and the
trading currency of the order. The trading currency is based on the
customer’s exchange rate information defined through Currency Contracts
(MENU ICFILE).

Display

Over (Aging Period 1)

The accounts receivable amount that has been due from this customer for at
least the first aging period but less than the second.

Display

Over (Aging Period 2)

The accounts receivable amount that has been due from this customer for at
least the second aging period but less than the third.

Display

Over (Aging Period 3)

The accounts receivable amount that has been due from this customer for at
least the third aging period but less than the fourth.

Display

Over (Aging Period 4)

The accounts receivable amount that has been due from this customer for at
least the fourth aging period.

Display

Orders

The total value of orders for unsent Invoices and sent Invoices for which day-
end has not been run including today’s orders. This field is updated only by
orders with a payment type that updates A/R as defined through Payment
Types Maintenance (MENU OEFILE).

Display

Cash

The cash amount that has been applied to this customer’s accounts receivable
through Cash & Adjustment Entry/Edit (MENU ARMAIN) but has not been
posted through Cash & Adjustment Post (MENU ARMAIN).

Display
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Field/Function Key

Totals

Description

The total amount due from this customer. This is the sum of the current open
receivables (Current), the overdue open receivables (Aging Periods 1, 2, 3,
and 4), and the invoices for which day-end has not been run (Orders),
excluding future orders and minus unposted cash (Cash) for this customer.
This total is compared to the credit limit for credit hold checking.

NOTE: Ifthe Include Future Invoices in Credit Limit Check field is set
to Y in Order Entry Options Maintenance (MENU XAFILE),
the amount in this field will include accounts receivable due in
future periods, in addition to the amounts for each aging period
listed. Also, if Include Futures In Credit Check is Y, the Future
Due field will display on this screen.

Display

Credit Limit

This field displays the credit limit assigned to this customer through
Customer/Ship to Master Maintenance (MENU ARFILE).

UNLIMITED CREDIT will display in this field if the Credit Limit field was
set to 9999999 on the Customer Maintenance Screen 2 in Customer/Ship to
Master Maintenance (MENU ARFILE). If the Credit Limit field is blank in
Customer/Ship to Master Maintenance (MENU ARFILE), you will be
warned that no credit limit has been set for this customer.

When International Currency is installed, the Currency Code identifies the
currency in which values on this screen are displayed. Pressing the
F13=LocAL CURRENCY / F13=TRADING CURRENCY toggles between displaying the
local currency of the company for which an order is being maintained and the
trading currency of the order. The trading currency is based on the
customer’s exchange rate information defined through Currency Contracts
(MENU ICFILE).

Display

Available Credit

This field displays the customer’s current available credit. Available credit is
calculated as follows:

Customer’s Credit Limit - Total Due = Available Credit

NOTE: The available credit can not exceed the customer’s credit limit.

UNLIMITED CREDIT will display in this field if the Credit Limit field was
set to 9999999 on the Customer Maintenance Screen 2 in Customer/Ship to
Master Maintenance (MENU ARFILE). If the Credit Limit field is blank in
Customer/Ship to Master Maintenance (MENU ARFILE), you will be
warned that no credit limit has been set for this customer.

Display
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Customer Credit Information Screen Fields and Function Keys

Field/Function Key

Order Minimum

Description

This field appears only if the Check Order Minimum Hold field is set to Y in
Order Entry Options Maintenance (MENU XAFILE) for the company of the
order being maintained.

This field displays the order minimum hold amount. An order below this
amount will be put on hold automatically, if it is an “O” type order for first
generation orders, and it has not been previously put on order minimum hold.

Order minimum amounts are assigned at the company level through Order
Entry Options Maintenance (MENU XAFILE) and optionally at the
customer/ship to level through Customer/Ship to Master Maintenance
(MENU ARFILE). When determining the minimum order amount to use, the
system uses the following hierarchy:

 customer ship to
e customer
e company

When International Currency is installed, the Currency Code identifies the
currency in which values on this screen are displayed. Pressing the
F13=LocAL CURRENCY / F13=TRADING CURRENCY toggles between displaying the
local currency of the company for which an order is being maintained and the
trading currency of the order. The trading currency is based on the
customer’s exchange rate information defined through Currency Contracts
(MENU ICFILE).

Display

Future Due

This field appears only if the Include Future Invoices in Credit Limit Check
field is set to Y in Order Entry Options Maintenance (MENU XAFILE) for
the company of the order being maintained.

This field displays the amount that will be due from this customer (including
those invoices which have not yet begun to age), based on the future date on
the Second Order Header Screen (p. 6-48) entered for the customer through
this menu option.

This amount will be reflected in the Totals field on this screen when this field
is displayed. If this field is not displayed (Include Future Invoices in Credit
Limit Check field is set to N), the future due value will not be included in the
Totals field.

If International Currency is installed, this value will be either in the local
currency of the company for the order being maintained or the trading
currency of the order based on F13=TRADING CURRENCY / F13=LOCAL CURRENCY.

Display

Hold Code

This field displays when you are changing an existing order that is on credit
or slow pay hold. For more information on these types of hold codes, refer to
“Hold Codes” on page 4-21.

Display
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Customer Credit Information Screen Fields and Function Keys

Field/Function Key Description

F12=Return Press F12=REeTURN to return to the Order Header Screen (p. 6-18).

F13=Trading Currency F13=TRADING CURRENCY / F13=LocAL CURRENCY will only display when
/ F13=Local Currency International Currency is installed.
Press F13=TRADING CURRENCY / F13=LocAL CURRENCY to toggle between a

display of the credit information in the local currency of the company for
which an order is being maintained and the trading currency of the order.
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Expected Ship Date Screen

Sold To: 1/0QQQQ818 Bop, Secoup, School Depaptment |, EMTER ORDER
Addri: Fele, Bos BE Phone: B2906-00
T - .., 2D0B-849-T411 ., Extn: |, .,
Addr3: ., Contact?
Addrd: ..,
City: Eon . H Expected Ship Date
Country® USA B
H Update the Expected Ship Date?
Ship Ta: 1 §
Addri: 1744 H
Addr2: Fiout H
Addr3: ., B
Addrd: .. B
City: Eon . H
Country® ., H
FO Mao: 123
Foe CO¥ 1@, ., Delivered to Dock Exp Ship: 100213
Carrier? RPS ., Rapld Package Service Entry Dt 100713
Shp Yiad Lrp Shp: M (Y,N)
= Warehouse? 3 Dallas, TA
Terms? 30 MET 30 Fmt Cd7¥ AR

S'Rep? 0003 Steven Jones
' ship date :
=Ihgs F9=Comments Flo=Cancel F22=Dup Dt

F23 again to replace r

FlZ=Items F4=5hip-To FE=More

T
sl

If the tailoring option Include Expected Ship Date for Duplicate Date is P in Order Entry Options
Maintenance (MENU XAFILE), this screen displays after pressing F23=Dup DT twice on the Order
Header Screen (p. 6-18).

Use this pop-up screen to specify whether or not the expected ship date on the Order Header Screen (p.
6-18) will be used to update all applicable line items on the order when F23=Dup DT is requested from
the Order Header Screen (p. 6-18). Note that item records must exist in order for the expected ship date
to be copied to all items.

Expected Ship Date Screen Fields and Function Keys

Field/Function Key Description

Update the Expected ~ Use this field to enter whether or not the expected ship date on the Order
Ship Date Header Screen (p. 5-16) will be used to update all applicable line items on
the order.

Key Y to have the expected ship date on the Order Header Screen (p. 6-18)
copied to all items.

Key N to not have the expected ship date on the Order Header Screen (p. 6-18)
copied to all items. The expected ship date on the line items will keep their
current values, regardless of any changes made to the expected ship date on
the Order Header Screen (p. 6-18).

Default Value: Y
(A 1) Required
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Field/Function Key Description

Enter Press ENTER to confirm your selection and return to the Order Header
Screen (p. 6-18). The requested ship date and optionally the expected ship
date will be copied from the Order Header Screen (p. 6-18) to all applicable
line items on the order.

If you keyed Y, the message “requested ship date and expected ship date has
been copied to all item records” will be displayed on the Order Header
Screen (p. 6-18).

If you keyed N, the message “requested ship date has been copied to all item
records” will be displayed on the Order Header Screen (p. 6-18).
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EMTER CORDER

Invoice DEt: Bill To: BOS 1 S15-142-4G80
Cash Dzc Dtz 000007 Canadian Flag Works
Future DE2 Square at Brunelles
Cancel Dit:
Inwoice Mo: 77070 Quebes
Dep Amkt: 7077700 CAS
T US%E Mew Rhone, Canada

[415] MTEBE 9E4 CAN
Price List: 1 [1-3) Contact: Jeannine 5t. Paul
Pr D=c Pot: o) Consol idated Bill Code?
Price Disc Coder’ '’ 3 (001-999) o Tr D=sc Pot: |
Contract Cde? B Int Ynd Mo: Fed Excize: MW (Y, M)
Pro Moz 7707 BOL Moz "7 "7 Dept:
Ship Date: P77 Compl Ship: " C,H,T0 "7 Fef Moz 7077
Order Source? 05 Order PHy: 3 (1 - T Upd Demand: % M)

Tutside Sales Orders Y Contract: '

Tax Exempt Cert #: IMTERMATIOMAL Tax Exempt Cert # Exp Dater 777777
3'Rept Com % Territory? EUR
OOEAL  Mike Steele 10,088 RoutesStp: £
""" CUUEEE Y Tax Bodyt  MWOTHEE T Cd:r 3
""" N 2 IR0 T Mo Tax .

F4=ContrLst  F15=Curr Info FZ1=Cust Ing Fez=Item Ing F1Z=Fir=t Header

This screen appears when:
« youkey Y in the More field of the Order Header Screen (p. 6-18), and press ENTER.
» you press F5=More on the Order Header Screen (p. 6-18).

 the tax information for an order is insufficient. (An error message will appear, alerting you to this.
For more information about this error message, refer to this screen’s field description for Tax Exm
Crf# Exp Date.

Use the fields on this screen to key supplemental order information.
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Field/Function Key

Invoice Date

Description

This field represents the date of the Invoice when you print the Invoice with
the F6=PRT INV key from the End Order Screen (p. 6-248) or through Print
Invoices (MENU OEMAIN).

If you want the invoice date to be a specific date, key that date in this field.
The date you key in this field will be the one that will be used when the
invoice is printed.

If you leave this field blank and key a date in the Future Dt field on this
screen, the future date that you key will become the invoice date when the
invoice is printed.

If you leave this field and the Future Dt field on this screen blank and key an
invoice date through Print Invoices (MENU OEMAIN), that date will be
used as the invoice date.

If you leave this field blank and do not key a future date on this screen or an
invoice date through Print Invoices (MENU OEMAIN), the system date will
be used as the invoice date.

NOTE: If you key both an invoice date in this field and a future date in
the Future Dt field on this screen, the invoice date in this field
takes priority and will be used as the invoice date.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

Bill To

The number of the customer who is billed for this order. The A/R customer
number from the Customer Master record will be used, if there is one.
Otherwise, if no number exists, the system will instead use the customer
from the sales order.

To override the default bill-to customer, key the number of the customer who
is billed for this order.

NOTE: The bill-to name, address, and accounts receivable contact
person are displayed below this field. The information that
defaults into these fields is also determined the same as the bill-
to customer number.

Default Value: A/R customer number from Customer Master record;
otherwise, the customer from the sales order.

Valid Values: Must be a valid customer number for this company.
(N 10,0) Optional
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Field/Function Key

Cash Disc Dt

Description

The cash discount date for this order, if a discount is used. If you leave this
field blank, the cash discount date is calculated based on the A/R terms when
the invoice is printed. A/R terms are selected in the Terms field on the Order
Header Screen (p. 6-18) and are defined through A/R Terms Codes
Maintenance (MENU ARFILE).

Key a discount date in this field to override the discount date that would be
calculated when the Invoice is printed.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

Future Date

The invoice due date that may be optionally used to override the normal date
selected for aging. If you leave this field blank, the invoice print date, cash
discount date, or net date is used for aging, as determined through Accounts
Receivable Options Maintenance (MENU XAFILE).

Key a due date in this field to override the aging date that would typically be
used for this order.

NOTE: If you leave the Invoice Date field on this screen blank, this
field will also become the invoice date.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional
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Field/Function Key

Cancel Date

Description

This field is used to enter a cancel date to be associated with this order. You
then may track this order by cancel date through the inquiries and reports
noted below to determine if the order’s cancel date is near or has passed. If
the order’s cancel date is near and the order has not been shipped, you may
use these inquiries/reports to see that action is required to ensure prompt
shipment of the order before the cancel date is reached. The Cancel Date
Report is particularly useful for this purpose. If the order’s cancel date has
passed and the order has not been shipped, you may use these inquiries/
reports to see that action is required to either delete the order, or possibly
contact the customer to see if the cancel date can be pushed back to allow
you more time to ship the order.

Additionally, the cancel date is entered from Off Line Order Entry (MENU
OEMAIN) for EDI and Off Line Order Entry purposes.

The following menu options will display or print the cancel date, if any,
allowing you to monitor this order (or any orders) by cancel date:

* Open Orders Inquiry (MENU OEMAIN)

» Customer Order/Shipment Inquiry (MENU OEMAIN)
» Cancel Date Report (MENU OEREPT)

» Deleted Orders Inquiry (MENU OEREPT)

Key the desired cancel date.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional
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Field/Function Key

Description

Invoice No When entering an order (O), invoice (1), or future order (F), you may
override the invoice number that is automatically assigned by keying the new
invoice number in this field.

When entering a return (R), key the number of the original invoice in this

field. This information is passed to A/R, and the credit is applied to the

original invoice number.

NOTE: For ‘O’ and ‘I’ type orders, this field is display only if you

applied split terms to this order by entering a valid split A/R
terms code in the Terms field on the Order Header Screen (p. 6-
18). For ‘R’ type orders, when returning a portion of an invoice
quantity from a split terms invoice, you must key the invoice
number of the first split. When returning all quantities from a
split terms invoice, you must use the automatic credit memo
function; regardless of which split invoice is selected for the
automatic credit memo, all split invoices will be credited and
the invoice number of the first split will appear in this field.

(N 8,0) Display/Optional

Deposit Amt For an order entered in this option, key the amount of a deposit for this order.

The deposit must be entered manually in A/R in order to be recorded. When
entering the deposit amount in A/R, be certain to key the order number to
ensure that the invoice is credited with the deposit amount when the Invoice
is printed.

If this order was entered in Point of Sale Entry (MENU PSMAIN), the
deposit amount specified during check out will display in this field. The
deposit amount does not need to be manually recorded in A/R to be
recognized.

For all types of orders, this amount will be printed on the invoice.

When International Currency is installed, key the deposit amount in the
trading currency. The deposit amount will be maintained in the currency of
the order and the local currency equivalent will display below with currency
edit symbols to the right of each amount.

(N 13,2) Optional/Display
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Field/Function Key

Price List

Description

This field displays only if OE company options are set up to allow cost and
price overrides.

Each item may be assigned up to five list prices. In this field, you determine
which of those list prices are used for new items being added to this order.
When defining a customer through Customer/Ship-to Master Maintenance
(MENU ARFILE), you specify the price list typically used by that customer.

Key a price list code (1-5) to use item prices for this order that are not
typically used for this customer. The code keyed in this field is used as the
default for individual items on the Item Review Screen (p. 6-115).

Default Value: The price list number assigned to this customer (unless the
values of pricing fields on the Ship-to level are overridden, then these ship-to
level values will be used as default values instead of the customer level
values).

(N 1,0) Required

Pr Dsc Pct

The price discount percent that overrides all discount percentages that are
calculated for each item on this order.

Key a discount percentage in this field if you do not want to calculate the
discount amount for each item on this order. As you add new items to this
order, the Dsc 1 field for all items on the Item Review Screen (p. 6-115) will
be replaced with the value that you key in this field.

NOTE: Changing this value in the middle of an order will not change
the discount on items already added to the order.

(N 4,2) Optional
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Field/Function Key

Consolidated Bill Code

Description

Use this field to specify the consolidated bill code to assign this order. This
order will be grouped with the appropriate consolidation group and the bill
code will be used to control printing of consolidated invoices.

For multi-warehouse split orders, the system will assign the split code
specified in the Split Code field in Order Entry Options Maintenance
(MENU XAFILE) if the Consolidate Multi-Warehouse Split Orders field is
set to Y in the same option.

Leave this field blank to have an individual invoice printed for this order. If
you clear the multi-warehouse split code from this field, you will not be able
to reinstate the consolidation status for the order, once the change is
confirmed.

NOTE: A consolidated bill code cannot be used when the payment
type selected is a credit card payment type.

Default Value: The consolidated bill code assigned to this customer through
Customer/Ship to Master Maintenance (MENU ARFILE) or, for a multi-
warehouse split order, the split code specified in Order Entry Options
Maintenance (MENU XAFILE).

Valid Values: A consolidated bill code created for this company through
Consolidated Bill Code Maintenance (MENU ARFIL2) The bill code cannot
be changed to a code other than the one assigned to its associated bill to
customer number.

(A 2) Optional

Price Disc Code

The code (001-999) assigned to customers to classify them for matrix pricing
functions. When used in the price matrix, this code interacts with an item’s
Item Price Class to determine the applicable discount, gross margin, or
markup percentages.

NOTE: The price matrix is used for pricing only if Use Price Matrix is
set to Y in Order Entry Options Maintenance (MENU
XAFILE); the price matrix is defined through Price Matrix
Maintenance (MENU OEPRCE). Also note that for the price
matrix to use gross margin pricing, the Allow Gross Margin
Pricing option must be set to Y in Order Entry Options
Maintenance (MENU XAFILE).

Default Value: The customer price discount class code assigned to this
customer through Customer/Ship to Master Maintenance (MENU ARFILE);
unless the values of pricing fields on the Ship-to level are overridden, then
these ship-to level values will be used as default values instead of the
customer level values.

(N 3,0) Optional
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Second Order Header Screen Fields and Function Keys

Field/Function Key

Tr Dsc Pct

Description
This field displays only if Use Trade Discounts is set to Y in Order Entry
Options Maintenance (MENU XAFILE).

This trade discount percentage is applied to the entire order if the total order
value exceeds the amount specified through Trade Discount Maintenance.

NOTE: If you are performing a correction on an order, clearing this
field will cause the trade discount to recalculate based on the
current amount specified in Trade Discount Maintenance
(MENU OEPRCE).

Default Value: The trade discount percent established through Trade
Discount Maintenance (MENU OEPRCE) that corresponds with the trade
discount code assigned to this customer through Customer/Ship to Master
Maintenance (MENU ARFILE)

(N 4,2) Optional

Contract Cde

The customer contract code assigned to customers to classify them for
contract pricing functions. This code is used for contract pricing and may
categorize a group of customers that use the same contract pricing.

NOTE: Contracts are used for pricing only if Use Customer Contracts
is set to Y in Order Entry Options Maintenance (MENU
XAFILE); contracts are defined through Contract Prices
Maintenance (MENU OEPRCE). Also note that for contracts to
use gross margin pricing, the Allow Gross Margin Pricing
option must be set to Y in Order Entry Options Maintenance.

Default Value: The customer contract code assigned to this customer through
Customer/Ship to Master Maintenance (MENU ARFILE); unless the values
of pricing fields on the Ship-to level are overridden, then these ship-to level
values will be used as default values instead of the customer level values.

(A 4) Optional

Int Vnd No

Key the internal vendor number, if any, for the business unit placing the order
(e.g. sector, division, department, individual, etc.).

This ‘number’ is used for EDI purposes. It is user-definable and can be any
value; that is, it is not limited to numeric values. The keyed value will appear
on all subsequent EDI-related invoices and acknowledgments.

(A 10) Optional

6-55



Infor Distribution A+ Order Entry User Guide

Second Order Header Screen Fields and Function Keys

Field/Function Key

Fed Excise

Description

This field displays only if Use Federal Excise Tax is set to Y in Order Entry
Options Maintenance (MENU XAFILE). Also, federal excise taxes are
assigned to an item through Item Master Maintenance (MENU IAFILE).

Determines if federal excise tax is applicable for this order. Typically, the
default displayed in this field (the federal excise tax for this customer) is
used.

Key Y if a federal excise tax is applicable for this order.
Key N if a federal excise tax is not applicable for this order.

Default Value: The federal excise tax code (Y or N) defined for this customer
(A 1) Required

Pro No

The term PRO number is a progressive number used by carriers as a
reference for freight tracking.

Key the package tracking (pro) number in this field.

If you are using EDI, the EDI outgoing invoice and the EDI advance
shipping notice, this Pro No may be superseded in those documents as
follows.

The EDI outgoing invoice:

« the bill of lading (BOL) number entered on the Box Header Maintenance
Screen in Box Header Maintenance (MENU WMMAIN)

« the bill of lading (BOL) number entered on the Confirm Box Shipments
Screen in Confirm Box Shipments (MENU WMMAIN)

» the Pro No entered on the Box Header Maintenance Screen in Box Header
Maintenance (MENU WMMAIN)

+ the Pro No entered on the Confirm Box Shipments Screen in Confirm
Box Shipments (MENU WMMALIN).

The EDI advance shipping notice (ASN):

+ the bill of lading (BOL) number and the Pro No entered on the Box
Header Maintenance Screen in Box Header Maintenance (MENU
WMMAIN)

« the bill of lading (BOL) number and the Pro No entered on the Confirm
Box Shipments Screen in Confirm Box Shipments (MENU WMMAIN)

« the Pro No entered on the Box Header Maintenance Screen in Box Header
Maintenance (MENU WMMAIN)

+ the Pro No entered on the Confirm Box Shipments Screen in Confirm
Box Shipments (MENU WMMALIN).

(A 25) Optional
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Field/Function Key

BOL No

Description

The Bill of Lading is a receipt from the carrier (trucking company, railroad,
ship or air freighter) for shipment to a specific customer. It is a contract from
the distributor to the carrier and the carrier to the customer. The bill of lading
is then sent to the customer by the distributor as proof that the customer is
entitled to the goods when delivered by the carrier.

Key the bill of lading (BOL) number in this field.

If you are using EDI, the EDI outgoing invoice and the EDI advance
shipping notice, this bill of lading (BOL) number may be superseded in those
documents as follows.

The EDI outgoing invoice:

+ the bill of lading (BOL) number entered on the Box Header Maintenance
Screen in Box Header Maintenance (MENU WMMAIN)

+ the bill of lading (BOL) number entered on the Confirm Box Shipments
Screen in Confirm Box Shipments (MENU WMMAIN)

The EDI advance shipping notice (ASN):

+ the bill of lading (BOL) number entered on the Box Header Maintenance
Screen in Box Header Maintenance (MENU WMMAIN)

+ the bill of lading (BOL) number entered on the Confirm Box Shipments
Screen in Confirm Box Shipments (MENU WMMAIN)

(A 20) Optional

Dept

Key the department identification code for the department placing the order.
(A 5) Optional

Ship Date

The shipping date of the order. This field appears if a pick list has not yet
been printed for this order. It is optional if a pick list has been printed for this
order.

If you leave this field blank, the system date is used as the shipping date
when you process a shipping confirmation (S) for this order. Otherwise, use
this field to key a shipping date other than the shipping confirmation system
date.

If the Restrict Authority On Ship Confirmed Orders field is set to Y through
Application Action Authority (MENU XASCTY), only the users specified in
the Authorized Users field, master users, and the Authorized User ID defined
through Company Name Maintenance (MENU XAFILE) can change or
delete the ship date once the order has been ship confirmed.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Display/Optional
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Field/Function Key

Compl Ship

Description

This field determines if an order should be shipped complete or backordered.

Leave this field blank to allow for partial shipments and put remaining items
on backorder.

Key H to hold this order until it can be shipped complete. If any items on the
order cannot be shipped, the entire order is put on backorder hold until it can
be shipped complete.

Key D to delete any items that cannot be shipped from the order. Any items
on the order that cannot be shipped are deleted; only items that can be
shipped complete (i.e., the total quantity may be shipped) remain on the
order. Un-shippable quantities will be deleted after the order is invoiced. If
the entire order is backordered, the order cannot be deleted. You must either
enter a later ship date or cancel the order.

NOTE: The system will check the Accept Backorders flag at the
customer level and customer/ship to level to determine the
complete ship code (or default value) used in this field. If a
value was entered only at the customer level, that value will be
used here. If a ship to number is used and a value was also
entered at the ship to level, then that value will be used here
instead. The value is determined as follows:

- If Accept Backorders is Y (the customer or customer/ship to
accepts backorders), this field defaults to blank.

- If Accept Backorders is N (the customer or customer/ship to
does not accept partial shipment), this field defaults to H.

- If Accept Backorders is D (the customer or customer/ship
wants any items on the order that cannot be shipped to be
deleted), this field defaults to D.

Valid Values: Blank, H, or D
(A 1) Optional

Ref No

Used to store any information that identifies this order. It may be used when
entering a return (R) to reference the number of the order for which
merchandise is returned.

When changing a blanket order that was released through Release Blanket
Orders (MENU OEMALIN), the number of the master order from which the
blanket order was released displays in this field.

(A 6) Optional
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Field/Function Key

Order Source

Description

The order source is a two character code used in the G/L Interface. It is used
to specify which general ledger accounts are updated based on the type of the
order.

An order source in order entry may be required, not required, or
informational only, as determined through Order Entry Options Maintenance
(MENU XAFILE). Additionally, you optionally may clear the order source
code for new orders or use the same order source that was used for the
previous order.

Order source codes are maintained through Order Source Codes
Maintenance (MENU OEFILE).

For additional information about the General Ledger Interface and order
source codes, refer to the General Ledger Interface User Guide.

(A 2) Optional

Order Pty

The order priority used to determine the sequence in which a backorder order
is released.

Order priorities 1 through 6 are used by Automatic Backorder Release
(ABR). The highest priority is 1, the lowest priority is 6. Of these, the odd
numbered priorities (1, 3, and 5) are used to “always commit” inventory to
the order whether or not the order meets the ABR conditions defined in
Order Entry Options (such as minimum value, maximum value, and
percentage of total order value). The even numbered priorities (2, 4, and 6)
will commit inventory to the order only if the aforementioned ABR
conditions are met.

Order priority 7 is used to release a backorder manually, without using ABR.

Refer to the Cross Applications User Guide (MENU XAFILE), and
CHAPTER 5: Order Entry Managing Backorders of this user guide for
additional information.

Default Value: The Default Priority defined in Order Entry Options
Maintenance (MENU XAFILE)

Valid Values: 1 through 7, if Y has been selected for the priority in Order
Entry Options Maintenance (MENU XAFILE)

(N 1,0) Optional
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Field/Function Key

Upd Demand

Description

This field appears only if Inventory Management & Planning is installed.
The value specified in this field will be the default setting for line items
added to the order. If the demand setting is changed for individual line items
on the Item Review Screen (p. 6-115) so that not all items on the order have
the same setting, this field will be display-only for the order and you will
only be able to change demand for the line items on the Item Review
Screen (p. 6-115).

Key Y if the items on this order will update demand.

Key N if you do not want the items on this order to update demand.

Default Value: Y
(A 1) Required/Display

6-60



Entering, Changing, and Shipping Orders

Second Order Header Screen Fields and Function Keys

Field/Function Key

Contract

Description

This field displays only if the Use Customer Contracts field is Y in Order
Entry Options Maintenance (MENU XAFILE).

This field is used by the system to check the Contract Price File (CONTR) for
the indicated contract. As items are added to the order, they will be reviewed
for applicability to this contract and re-priced accordingly. Note that there is
no item re-pricing of any items added to the order prior to the contract being
identified here. If you add a contract to an order via this field after the items
have already been added to the order, no contract re-pricing for those items
will apply.

In order for a named contract to be valid for an order:

+ the order’s entry date must fall within the contracts start/expiration date
range

 that customer must match the customer on this order, if the contract is
defined for a customer

« that customer contract code must be assigned to the customer on this
order, if the contract is defined for a customer contract code

« the currency of the contract must match that on the order or must match
that of the order’s company, if International Currency contracts are being
used

Key the contract to be used for special item prices before entering the items
to the order or press the F4=CoNTRLsT function key to view a list of existing
contracts that may be applicable for this order.

If a contract was defined with the contract name/number specifically of WEB,
it will automatically be assigned by the system to all offline orders generated
via the Distribution A+ Storefront pricing routines that meet all applicable
criteria.

If a contract was defined with the contract name/number specifically of POS,
it will automatically be used in the Point of Sale module as prices for those
orders are determined in the pricing programs.

NOTE: If a rebate using an override price amount or discount is
applicable when ordering an item, quantity breaks and
contracts, even if keyed in this field, will not be considered.
However, if the gross-margin re-pricing feature is being used,
rebates using overrides can be overridden if designated through
Order Entry Options Maintenance (MENU XAFILE).

(A 5) Optional
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Field/Function Key

Tax Exm Crf#

Description

NOTE: Disregard this field if you are using Vertex Taxing software
activated through System Options Maintenance (MENU
XAFILE).

It is recommended that you provide a tax exemption certificate number if you
are entering a non-taxable order: that is, if a 1, 2 or 3 displays in the Cd field.
In order for a customer to receive any tax exempt status, a tax exempt
certification number must be keyed in the Customer Master File through
Customer/Ship to Master Maintenance (MENU ARFILE).

Key the tax exemption certificate number for the specified customer or ship-
to address.

Default Value: The tax exemption certificate number for the customer or ship
to as defined in MENU ARFILE, Customer Maintenance and Ship To File
Maintenance, respectively.

(A 15) Optional

Tax Exm Crf# Exp
Date

Key the expiration date for the tax-exemption certificate number you have
keyed in the Tax Exm Crf# field.

If an error message appears indicating the tax-exempt status of the customer
expires some time before the order’s requested ship date, you can resume
entering the order by keying a valid expiration date in this field (that is, a
ship date that falls after the requested ship date).

Valid Values: Key the date using the Default Date Format for this user,
specified through Register User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

S’Rep

NOTE: The second and third sales representative fields cannot be used
if the Allow Multiple Sales Reps/Order is set to N in Order
Entry Options Maintenance (MENU XAFILE).

Use these fields to specify the sales representatives that will be credited for
this order. Since the primary sales representative has been specified on the
Order Header Screen (p. 6-18), you will need to use these fields if more than
one sales representative is credited for this sale. For each sales representative
code keyed in these fields, a corresponding commission percentage must be
keyed in the Com % field. The second and third sales representatives are
informational only and will carry over to order history with the percent
values. You can use them in custom reporting, but only the primary sales
representative is used to update sales analysis.

Valid Values: Any valid sales representative code that has been defined
through Sales Representative Maintenance (MENU SAFILE).

(3 @ N 5,0) Required/Optional
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Second Order Header Screen Fields and Function Keys

Field/Function Key
Com %

Description

The commission percentage received by each of the corresponding sales
representatives for this order. You may accept the default commission
established for this sales representative or override it with a different
commission percentage. These fields are informational only; Order Entry
does not calculate sales representative commissions.

NOTE: Ifyoukey a sales representative number in the S'Rep field that
is different from the default, blank out the value in this field
using the FIELD-ExiT key. The commission percentage assigned
to the new sales representative will display in this field after
you press ENTER.

Default Value: The commission assigned to this sales representative in Sales
Representatives Maintenance (MENU SAFILE).

(3 @ N 5,3) Required

Territory

The sales territory code for this order. This is used in sales analysis and order
history. If you change the default sales territory code, the new territory code
is stored in order history; however, the sales territory code assigned to the
customer is still used to record sales dollars for Sales Analysis.

Default Value: The sales territory set up for this shipping address through
Customer/Ship to Maintenance; if a shipping address is not used, the sales
territory set up for the customer is the default.

Valid Values: Any sales territory that has been created for this company
through Territories Maintenance (MENU SAFILE).

(A 3) Required
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Second Order Header Screen Fields and Function Keys

Field/Function Key

Route/Stp

Description

This field displays only if the Route/Stop field has been defined as Y in
Order Entry Options Maintenance (MENU XAFILE).

This field identifies the route and stop number for this order. Route numbers
can be used to schedule deliveries or planned pick-ups. You may print pick
lists for a specific route.

When the requested ship date changes as a result of the Automatic Backorder
Release (ABR) program, the route/stop will be re-evaluated to determine if a
different route/stop should be assigned to the sales order. Changes will not be
made if the route/stop has been overridden.

Default Value: The route/stop to default into this field for the order is
determined by:

+ the day of the week for the order’s requested ship date

» whether or not a route is defined for the specified customer/ship-to and
day of the week

+ if aroute is defined for the day of the week, the route for that day
will be used

 if no route is defined for the day of the week, the default route for
the customer/ship-to will be used

(A4 /N 3,0) Optional

Tax Body

NOTE: This field is not used if you selected to use Vertex Taxing
through System Options Maintenance (MENU XAFILE).

The tax body code used for this order. This code represents the taxing
jurisdiction for which the order is placed. The descriptions of the tax body
and the corresponding tax rate are displayed below this field.

Default Value: The tax body code set up for this shipping address through
Customer/Ship to Master Maintenance (MENU ARFILE); if a shipping
address is not used, the tax body set up for the customer is the default.

Valid Values: Any tax body code that has been created through Tax Body
Maintenance (MENU OEFILE).

(A 6) Required
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Second Order Header Screen Fields and Function Keys

Field/Function Key

Cd

Description

NOTE: This field is not used if you selected to use Vertex Taxing
through System Options Maintenance (MENU XAFILE).

The tax exemption code for this order. You may override or accept the
default. An item tax code and a Re-use Code assigned to individual items
through Item Master Maintenance (MENU IAFILE) are used in conjunction
with this code to determine which items on the order are taxable. The item
Tax Code and Re-use Code assigned to individual items through Item Master
Maintenance (MENU IAFILE) can be superseded by the Tax Code and Re-
use Code assigned through Item Balance Maintenance (MENU IAFILE).
Refer to the Taxing Information (p. 4-32) for examples of how tax codes
work.

Key 0 if this customer is taxable. All items with a tax code of 0 will be taxed.
All items with a tax code of 1, 2, or 3 will not be taxed. The Re-use Code of
an item is disregarded.

Key 1, 2, or 3 if this customer is tax exempt in one of three categories. You
define what type of tax exemption each of these categories represent. All
items on the order are not taxed, regardless of their tax code or their Re-use
Code. Even if an item’s tax code is 0 (taxable), that item will still not be
taxed.

Key J (for jobber) to tax the customer based on the Re-use Code of the
individual items ordered. All items with a tax code of 0 and a Re-use Code of
Y are taxed. All items with a tax code of 0 and a Re-use Code of N are not
taxed. All items with a tax code of 1, 2, or 3 will not be taxed.

NOTE: An item’s Re-use Code will display on the Item Review
Screen (p. 6-115). Also, additional fields on the Item Review
Screen (p. 6-115) determine if the item is taxable. If the T field is
Y and the E field is 0, the item is taxable; if the T field is N and
the E field is 1, 2, or 3, the item is not taxable.

NOTE: Override tax exemptions may be created at a variety of levels
through options available on MENU OEFIL2. Which levels are
used when determining the tax status of orders entered through
order entry or off-line order entry depends on the selections
made through Order Entry Options Maintenance (MENU
XAFILE).

Default Value: The tax code set up for this shipping address through
Customer/Ship to Maintenance; if a shipping address is not used, the tax
code set up for the customer is the default.

Valid Values: 0, 1,2, 3, and J

(A 1) Required
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Second Order Header Screen Fields and Function Keys

Field/Function Key

F4=ContrLst

Description

F4=ConTRLST displays only if you have access to Contract Prices
Maintenance (MENU OEPRCE) and contracts are being used for this
company (as defined through Order Entry Options Maintenance, MENU
XAFILE).

Press the F4=CoNTRLsST function key to view a list of existing contracts that
may be applicable for this order on the Contract File List Screen (p. 91-13).
Named contracts can be selected from the list and identified on this screen to
be used during the order process. Unnamed contracts do not need to be
selected, but rather will automatically be used, if applicable (for example, if
the date range is correct).

F12=First Header

Press F12=FIRST HEADER to return to the Order Header Screen (p. 6-18) without
saving any changes made on this screen.

F15=Curr Info

Press F15=CURR INFo to display the Currency Information Screen (p. 6-67) on
which you can change the order’s currency, exchange code, exchange rate, or
exchange rate lock date.

F21=Cust Inq

Press F21=CusT INa to display the Customer Inquiry. Use this inquiry to
display detailed accounts receivable information for a customer. This inquiry
also may be accessed through Customers Inquiry (MENU OEMAIN) and
Customer A/R Inquiry (MENU ARMAIN) of the Accounts Receivable
module.

F22=Item Inq

Press F22=ITem INa to display the Item Inquiry. Use this inquiry to display the
inventory status of an item. This inquiry also may be accessed through Item
Inquiry (MENU OEMAIN) and Item Inquiry (MENU ARMAIN) of the
Inventory Accounting module.

Enter

Press ENTER to confirm your supplemental order header selections. The Item
Entry Screen (p. 6-71) will appear.
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Currency Information Screen

Curtency? ITL Italian Lira

Exch COT W3 Wall Street Journal
Ex Rate: 1rar. moava?  IT{ 7 US$ ovoa/a0

Lock Dt OO0

F3=Refresh  F&=0v Rt F10=Con't

This screen appears when you press F15=CURR INFO on the Second Order Header Screen (p. 6-48). It also
appears from the:

¢ Order Display Screen (p. 15-17) when you press F16=CURR INFO
» Invoice Display Screen (p. 16-28) when you press F16=CURR INFO

« Deleted Order Display Screen (p. 100-14) when you press F16=CURR INFO

Use this window to specify or review the order’s currency, exchange code, exchange rate, and
exchange rate lock date. When shown from inquiry options, the fields on the screen are display only
and cannot be changed.

NOTE: This screen is only available when International Currency is installed.
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I/IC O/E Currency Information Screen Fields and Function Keys

Field/Function Key

Currency

Description

Use this field to specify the order’s currency.

If the Allow Order Currency Override field in Register A+ Users (MENU
XACFIG) is set to Y for your user ID, you can enter any currency code.
Otherwise, you are restricted to the two currencies specified for this
customer through Customer/Ship to Master Maintenance (MENU ARFILE).

If a Contract is entered on the Second Order Header Screen (p. 6-48), the
contract currency code must match this currency code

This is a display-only field if items or charges exist on the order, the order
was generated from a master order, or you specified a consolidated bill code
on the Second Order Header Screen (p. 6-48)

Key a currency code.

Default Value: The currency specified for the customer through Customer/
Ship-to Master Maintenance (MENU ARFILE)

Valid Values: A currency code defined through Currency/Exchange Codes
Maintenance (MENU ICFILE).

(A 3) Required/Display

Exch Cd

Use this field to review or alter the order’s exchange code. The description
assigned to the exchange code displays to the right of the code entered.

Key an exchange code or accept the default. Note that if you override the
default exchange code displayed in this field, the code that you key will then
be displayed in this field the next time this window is accessed for this order.

NOTE: If you override the exchange rate via the F6=Ov Rt function
key, *OV will display in this field indicating that an override of
the exchange rate has occurred and the field will then be
protected.

Default Value: The default specified through International Currency Options
Maintenance (MENU ICFILE).

Valid Values: An exchange code defined through Currency/Exchange Codes
Maintenance (MENU ICFILE).

(A 3) Required
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I/C O/E Currency Information Screen Fields and Function Keys

Field/Function Key

Ex Rate

Description

This field specifies the exchange rate to be used for this order. To change the
exchange rate, press F6=0v RT.

You cannot change the exchange rate if Override Exchange Rates Allowed is
set to N through Currency/Exchange Codes Maintenance (MENU ICFILE)
for the benchmark currencies used for the company’s currency and the
order’s currency.

Default Value: The exchange rate retrieved according to the hierarchy
explained in the Order Entry (Exchange Rates) topic in the Modules Affected
by 1/C section of the I/C Overview chapter.

(N 13,6) Required

(Exchange Rate Date)

This field displays the date that was associated with the currently selected
exchange rate when it was identified through Enter Currency Exchange
Rates (MENU ICFILE). Note that this field will display as all zeros if no
dated rate is being used. In other words, if the default rate from the currency
relationship, when it was defined, is currently selected, the date field will
display as all zeros.

Display

Lock Dt

This field does not display if the exchange rate has been overridden (see
F6=0v RT).
Use this field if you want to enter a lock date for the customer’s exchange

rate. A lock date ensures that the exchange rate to be used is the one in effect
on or immediately before this date.

Key the desired date. Any exchange rate in effect after this date will not
affect this order.

Leave this field blank if you do not want to designate a lock date for this
order. The current exchange rate will be used (if no overridden rate is
entered).

Default Value: 000000

Valid Values: Key the date using the Default Date Format for this user,
specified through Register A+ User IDs (MENU XACFIG), or if that field is
blank, key the date using the system’s Default Date Format specified through
System Options Maintenance (MENU XAFILE).

(N 6,0) Optional

F5=Refresh

If you have not changed the data in this window, press F5=ReFRESH to update
the exchange rate for this order to the most current rate. If you have made
changes to the data in this window, press the F5=ReFRrResH function key to
refresh the screen to its status as first presented, without accepting any
updates.
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I/C O/E Currency Information Screen Fields and Function Keys

Field/Function Key

F6=0Ov Rt

Description

F6=0v RT does not appear if the exchange rate has been previously
overridden.

Press F6=0v RT to override the default exchange rate with a different rate.
The cursor will be positioned in the Ex Rate field where you can then key the
appropriate rate. After keying the new rate, press F10=CoN'T to save your
entry.

When you override the exchange rate, *OV appears in the Exch Cd field
indicating that the rate has been overridden.

NOTE: You cannot change the exchange rate if Override Exchange
Rates Allowed is set to N through Currency/Exchange Codes
Maintenance (MENU ICFILE) for the benchmark currencies
used for the company’s currency and the order’s currency.

F10=Con’t

Press F10=CoN'T to accept the values in this window and return to the Second
Order Header Screen (p. 6-48).

F12=Return

Press F12=RETURN to return to the Order Header Screen (p. 6-18) from within
this menu option; else return to the previous screen.

Enter

Press ENTER after changing a value. The value will be updated once the
F10=Con'T function key is pressed.
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Item Entry Screen
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This screen appears after you press ENTER from the Order Header Screen (p. 6-18) or Second Order
Header Screen (p. 6-48) or by pressing F2=LN ITMs from the End Order Screen (p. 6-248).

Use this screen to key the individual items for an order. Up to six lines of items may be displayed in the
top half of this screen.

NOTE: In the list of items added to the order on the top portion of this screen, if the
item’s description is displayed in red color, it indicates that there are Safety Data
Sheets (SDS) associated with this item (the Item Master last revision SDS Date is
filled) or the item is DOT regulated (the Iltem Master DOT Regulated flag is Y).

Types of Lines for an Order

There are three types of lines that can be keyed for an order:
o Items

Keyed on this screen.
» Special charges

Keyed on the Special Charges Screen (p. 6-95) and displayed in the top section of this screen once
you have entered them.

 Comments

Keyed on the Order Comments Screen (p. 6-99) and displayed in the top section of this screen once
you have entered them, or if you created an order comment for a customer on the Customer Service
Comments Screen (p. 47-5) the first time that screen appeared. Note that if you return to the
Customer Service Comments Screen (p. 47-5) from this screen and add an order comment, that
comment will not appear in the list.
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Prices

Prices on this screen will display using various display attributes. When prices display with high
intensity (bright on monochrome; white on a color monitor) this indicates that the item price is less
than the system calculated price. Prices that display as a reverse image indicate the item has class
quantity discount. A price that displays without any attributes (i.e., appears “normal”) is the same price
or greater than the system calculated price.

The Base Pr, Dsc 1, Dsc 2, and Final Pr fields are used to override prices. Authority to override prices
is defined in the Allow Price Changes During OE and the Authorized Users fields through Application
Action Authority (MENU XASCTY). Refer to these fields for additional information.

Product Restriction Feature

If you are using the Product Restriction feature, the Customer Authorizations File (OECAU) will be
checked whenever a restricted item is entered for a customer who requires checking. An item is
restricted by entering a Restrict Code for the item through Item Master Maintenance (MENU
IAMAIN). A customer requires authorization checking if Chk Prd Rstr has been defined as Y or S
through Customer Master Maintenance (MENU ARFILE), or defined as Y through Customer Master
Maintenance at the ship-to level. Note, however, a mandatory check will be performed if the
Mandatory field in Product Restriction Codes Maintenance (MENU OEFIL2) has been defined as Y,
regardless of the value entered in the Customer/Ship-to Files.

If the customer is authorized to purchase the item, the item is placed on the order and the restriction
code is stored in the line item. If the customer is not authorized to purchase the item, an appropriate
message will display on this screen to alert the person entering the order of the reason the item is not
authorized. The Restriction Code field will also appear (after entering the item and quantity) under the
alert message to indicate what the restriction code was that caused the item to be restricted.

All unauthorized requests will be logged, if determined through Product Restriction Codes
Maintenance (MENU OEFIL2). You may print the Unauthorized Req for Restricted Products Report
(MENU OEREPT) to identify all unauthorized requests that were made.

After the Product Restriction Checking program performs all authorization checking for restricted
items, if the customer’s authorization requirement for a restricted item is not met, an error message
will display on this screen indicating the reason for denial. Refer to the help text associated with the
error by positioning the cursor on the error number and pressing F1=HELP.

For a selection hierarchy of authorization checking that the system performs, refer to CHAPTER 4:
Order Entry Order Processing.

Authorization Item Codes

If an Authorization Item Code (AIC) has been assigned to a customer or ship-to through Customer
Master Maintenance (MENU ARFILE), the system will verify if the customer or ship-to is authorized
to purchase the item. If the item is not specified on the customer’s AIC, depending on your User ID
authority, either an error or warning will appear on this screen (error = “3600: Customer is not
authorized to purchase this item”’; warning = “3010: Warning! Customer is not authorized to purchase
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this item). If the warning (3010) is displayed, you will be able to press ENTER again to override this
warning and have the item added to the order.

You will also be able to assign a system defined AIC of *CONTR to a customer and/or ship-to which
will allow the customer and/or ship-to to only order items for which a current contract has been set up,
if Use Customer Contracts is Y in Order Entry Options Maintenance (MENU XAFILE).

NOTE: Applicable for customers and/or ship-to numbers that are set up with an AIC of
*CONTR only. If a valid contract is found for an item and customer, then the item
will be authorized for purchase, even if a different price hierarchy is used by
Order Entry Pricing when an order is placed through this option. The existence of
a valid contract indicates that the customer will be allowed to purchase the item.

All unauthorized requests will be logged (even if the request was overridden by an authorized user), if
the Record Unauthorized Requests field is Y in Authorized Item Codes Maintenance (MENU
OEFIL3). You may then print the Unauthorized Requests for Authorized Item Code Report (p. 36-9) to
identify all unauthorized requests that were made.

Return Orders for Price Adjustments

If you are entering a return order and you want to enter an item for a price adjustment, enter the item
with a negative quantity and select a reason code that does not return the item to stock. Then, add the
same item with a positive quantity as the next line item. If you have the Default Allocation Code for
Return field set to Y in Order Entry Options Maintenance (MENU XAFILE), the Location
Reservations Entry Screen (p. 6-170) will not appear and, when you end the order, the order will be
placed on Warehouse Management hold because you have inventory allocated when none is available.
Change the Alloc Inv field to N on the End Order Screen (p. 6-248) to remove the hold and process the
order as a price adjustment. You can also enter a price adjustment as an Invoice Only order with the
Alloc Inv field set to N on the End Order Screen (p. 6-248).

Adding an Item on a Pick List Printed Order

If you request to add a line item on an order that has had its Pick List printed, the system will verify
your user authority to ensure that you are allowed to perform this action. If you are not authorized to
perform this action, you will receive the error message “Not authorized to add a line to a Pick List
Printed order.” You will then be required to take the necessary steps of clearing the order from the Pick
List run before you are allowed to add new items to the order, thus minimizing inventory discrepancies
due to last minute item changes. Authority to allow the addition of a line item on Pick List Printed
orders is defined in the Allow Item Additions - Pick Slip Printed Orders field through Application
Action Authority (MENU XASCTY).

Item Entry Screen Fields and Function Keys

Field/Function Key Description

Ord The Order and Generation Number for this selected order.

Display
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Item Entry Screen Fields and Function Keys

Field/Function Key

(Co/Customer)

Description

The company, customer number, and customer name selected for this order.

Display

(Status, Type of Order)

The status portion of this field describes the process being completed.
Possible values are: Enter, Change, and Ship.

The Type of Order possible values are: Order, Invoice, Future, Master,
Quote, and Return.

Display

(Currency)

This field only displays when International Currency is installed. The trading
currency description of the customer selected for the order appears.

Display

Reference Number

The reference number of the lines displayed on this screen. This number is 1
through 6 for the six items, comments, and/or charges that may display.
When rolling forward or backward, the reference numbers do not change.
Use these numbers to reference an item for change or deletion using the F13-
F18 To CHa function keys.

Display

Item & Description

The items on this order. You may toggle between displaying the original
item, item number only, item description only, or item number and
description by pressing F2=ORIG ITEM / F2=DEsC LEFT / F2=DESC RIGHT / F2=ITEM
& DEscC.

The original item number will display if the item is a replacement, alternate,
or upgrade of an item. These are defined through Item Replacements/
Complements Maintenance (MENU OEFILE) and selected for an order
using the F4=RprL function key on the Item Review Screen (p. 6-115).

Comment Description and Special Charge Descriptions will also display in
these columns.

These fields will also toggle with the F24=DouBLE LINE / F24=SINGLE LINE to
display the full item description on the line below the full 27 positions of the
item number.

NOTE: In the list of items added to the order on the top portion of this
screen, if the item’s description is displayed in red color, it
indicates that there are Safety Data Sheets (SDS) associated
with this item (the Item Master last revision SDS Date is filled)
or the item is DOT regulated (the Iltem Master DOT Regulated
flag is Y).

Display
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Item Entry Screen Fields and Function Keys

Field/Function Key
Qty Ord / Qty Shp

Description

This field displays the quantity of the order or the quantity of items to be
shipped, depending upon the F7=Qty SHP / F7=QTY ORD toggle function key.
These quantities are keyed in the Qty Ord and Qty Shp fields on the bottom
half of this screen for each item.

Display

UM

The unit of measure in which the item is ordered and shipped.
Display

Final Price

The final price of one item in the pricing unit of measure. This is determined
as the base price of the item minus any applicable item discounts. If markup
pricing is used [determined through the Order Entry Options Maintenance
(MENU OEFILE), the final price is the base price plus the percent markup.

When International Currency is installed, for foreign currency customers,
you can use the F3=Loc CuR / F3=TRD CUR to toggle between displaying the
values in the customer’s trading currency and the company’s local currency.

Display

Total Amt / Total
Amount

This field heading displays as Total Amount when expanded field sizes for
Order Entry is set to Y in Expanded Field Use (MENU XAFIL2).

The total monetary amount of the item. This is calculated by multiplying the
quantity of items shipped by the final price of the item.

When International Currency is installed, for foreign currency customers,
you can use the F3=Loc CUR / F3=TRD CUR to toggle between displaying the
values in the customer’s trading currency and the company’s local currency.

Display

Line

The line number of this item, special charge, or comment on the order. Each
new quantity of items ordered is assigned a sequential line number on the
order. There may be up to 99999 lines on an order.

Display

Restriction Code

This field appears only after entering an Item No and Qty Ord and pressing
ENTER, if the customer is not authorized to purchase the item.

An appropriate message will display above the Item No to alert you of the
reason the item is not authorized (for example, 659: Customer is not
authorized to purchase this item - no authorization). Below this alert
message, the Restriction Code field will also appear to indicate what the
restriction code was that caused the item to be restricted.

Display
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Item Entry Screen Fields and Function Keys

Field/Function Key

Item No

Description

Use this field to key the item number ordered by the customer. If you do not
know the item number, you may use the Item Search (refer to the field
description for Find / Item No / Class).

If Warn if Item Exists on Order is Y in Order Entry Options Maintenance
(MENU XAFILE) and the item number entered already exists on the order,
you will be alerted to the existence of a duplicate item on the order. A pop-up
window will appear notifying you that the item number has already been
added on the order. You will have the choice to continue adding the item
number or removing the duplicated item.

If the item number entered is a Global Trade Item Number (GTIN), a UPC
code, or a Customer/Item Number, the item number you keyed will be
replaced with the actual Distribution A+ item number.

NoOTE: Key a ‘/’ followed by a single search criteria (i.e. /BINDER) to
invoke the order history wildcard search (using either a partial
item number or search word). The History List Screen (p. 6-201)
will display filtered to the item number and item description
matches.

For additional lines in the order, use the Dup key to duplicate the last item
number information and add the next item to the order. The cursor is
positioned to the requested ship date on the Item Review Screen (p. 6-115).
This functionality is helpful when entering master blanket orders.

Important

After you press ENTER on this screen, the item number and unit
of measure CANNOT be changed. To change either the item
number or unit of measure keyed in this field, you must delete
the item and key it again.

Valid Values: Any valid item number that is stocked in the warehouse
selected on the Order Header Screen (p. 6-18) or a wildcard search word that
begins with a ‘/°.

(A 27) Required
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Item Entry Screen Fields and Function Keys

Field/Function Key
Qty Ord

Description

The quantity of the item being ordered. The quantity is assumed to be in the
item’s default unit of measure. If the item has more than one stocking unit of
measure or additional units of measure, you may specify a different unit of
measure in the U/M field on this screen.

For a master blanket order, the quantity you enter here will be one of the
following:

» Ifyou are entering pre-defined release dates, key the quantity for one
release (shipment) of the item. Key the date this quantity should be
shipped in the Req Sh field on the Item Review Screen (p. 6-115).

» Ifyou are not entering pre-defined release dates, key the total quantity for
all shipments under this master blanket order.

If you entered a special order with a warehouse transfer vendor, the system
will perform an inventory availability check to see if the quantity ordered is
available at the shipping warehouse. If the quantity is not available, then you
will receive a warning message (Quantity ordered is greater than
quantity available for special order) that you will be able to bypass.

NOTE: When processing a return (R), key a negative quantity. Also
refer to the Ord field (as explained following the Sp Ord field)
on the Item Review Screen (p. 6-115).

Valid Values:; Cannot be zero.
(N 10,3) Required

Qty Shp

This field displays the quantity of items shipped. You may leave this field
blank and have the quantity to ship calculated, or key the quantity of items to
ship.

If you leave this field blank, and the quantity of items available is equal to or
greater than the quantity keyed in the Qty Ord field, the quantity keyed in the
Qty Ord field is displayed. If the quantity available is less than the quantity
keyed in the Qty Ord field, the quantity available is displayed in this field.
The difference is put on backorder and displayed in the B/O field.

NOTE: When processing a return (R), key a negative quantity.

Valid Values: Cannot be zero; and cannot be greater than the quantity ordered
(Qty Ord).
(N 10,3) Optional
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Field/Function Key

UM

Description

Use this field to specify the unit of measure for the quantity of items ordered
and shipped. Key the unit of measure to use for this item or leave this field
blank to use the item’s default unit of measure.

If you leave this field blank to use the item’s default unit of measure, one of
the following will be used:

 the customer/item default unit of measure (if one has been defined)
 the item warehouse unit of measure (if one has been defined)
 the default stocking unit of measure in Item Master Maintenance

The customer quantity and ordering unit of measure display above the Final
Pr field.

If you are entering a negative quantity for an order, invoice, return, or future
order, and you are required to, or choose to, key an original order number in
the Ord field on the Item Review Screen (p. 6-115), the unit of measure you
key in this field must equal the unit of measure on the original order.

If the item number entered is a Global Trade Item Number (GTIN) or a UPC
Code, and a unit of measure was not entered on the Item Entry Screen, the U/
M will be defaulted in from either the Global Trade Item Number Cross
Reference File (ITGTIN) or the Universal Product Code Cross Reference
File (ITUPC). For GTIN entry only, if a mis-matched unit of measure was
entered on the Item Entry Screen, an error message is issued.

Important

Once you press ENTER on this screen, the item number and
unit of measure CANNOT be changed. To change either the
item number or unit of measure keyed in this field, you must
delete the item and key it again.

If you specify a stocking unit of measure, that unit of measure displays in this
field. If you specify an additional unit of measure, on the [tem Review
Screen (p. 6-115), the conversion (relationship) displays in this field and the
actual default selected by Distribution A+ displays next to the Final Pr field
on this screen if Show Prices in Order Entry is set to O (for order unit of
measure) in Order Entry Options Maintenance (MENU XAFILE).
Otherwise, the final price displays the pricing unit of measure.

Valid Values: A unit of measure defined as one of the stocking units of

measure or as an additional unit of measure for the item through Item Master
Maintenance (MENU IAFILE).

(A 3) Optional
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Field/Function Key Description

O/u NOTE: This field displays only if Allow Over/Under Shipments has

been defined as Y in Order Entry Options Maintenance (MENU
XAFILE).

Used to determine if you can over-ship or under-ship this item.

If you leave this field blank, the quantity shipped must be less than or equal
to the quantity ordered. If the quantity shipped is less than the quantity
ordered, Distribution A+ will create a backorder for the quantity of the
difference.

Key O to over-ship the order. This allows you to key a quantity shipped that
is greater than the quantity ordered.

Key U to under-ship the order without creating a backorder. This allows you
to key a quantity shipped that is less than the quantity ordered without having
Distribution A+ create a backorder.

Valid Values: O or U

(A 1) Optional

Top Use this field to position a specific item to display at the top of this screen.

Key a line number of an item to display at the top of the screen. If the number
is greater than the last line number, the last line number is displayed at the
top of the screen.

(N 5,0) Optional

6-79



Infor Distribution A+ Order Entry User Guide

Item Entry Screen Fields and Function Keys

Field/Function Key

Base Pr

Description

This field is optional if you are authorized to override price. Otherwise, this
field is display-only. Authority to override price is defined in the Allow Price
Changes During OE and the Authorized Users fields through Application
Action Authority (MENU XASCTY).

You are authorized to override price if any of the following are true:

« Allow Price Changes During OE is set to Y and you are part of the user
group specified in the Authorized Users field, the authorized user ID
defined through Company Name Maintenance (MENU XAFILE), or a
master user.

e Allow Price Changes During OE is set to Y and Authorized Users is set to
*ALL.

 Allow Price Changes During OE is set to N, but you are the authorized user
ID defined through Company Name Maintenance (MENU XAFILE) or a
master user.

The base price is determined by one of the following:

» One of the five list prices defined at the item level through Item Master
Maintenance (MENU IAFILE) and, if applicable, at the item/warehouse
level Item Balance Maintenance (MENU IAFILE). Which of the five
prices is based on the price list code assigned to the customer through
Customer/Ship to Master Maintenance (MENU ARFILE). This price list
may have been overridden in the Price List field on the Second Order
Header Screen (p. 6-48) or redirected through contract pricing or price
matrix pricing.

«  When the price of an item is determined by a gross margin or markup
from cost [i.e., Allow Gross Margin Pricing and Use Markup Pricing have
been defined Y in Order Entry Options Maintenance (MENU XAFILE)],
the base price displayed is the cost of the item.

Additionally, if a surcharge is specified for a unit of measure for an item
through Item Master Maintenance (MENU IAFILE), it is applied to the base
price.

The base price is shown in the “ordering” unit of measure if Show Prices in
Order Entry is set to O in Order Entry Options Maintenance (MENU
XAFILE). If Show Prices in Order Entry is set to P in Order Entry Options
Maintenance (MENU XAFILE), the base price is in the unit of measure that
has been established as the pricing unit of measure for the item [defined
through Item Master Maintenance (MENU IAFILE)]. Also refer to the
example shown for the Final Pr field.

Key the new base price. If you change the base price, you must manually
change the price in the Final Pr field.

(N 15,5) Optional/Display
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Field/Function Key

Dsc 1

Description

This field is optional if you are authorized to override price. Otherwise, this
field is display-only. Authority to override the first discount is defined in the
Allow Price Changes During OE and the Authorized Users fields through
Application Action Authority (MENU XASCTY).

You are authorized to override the first discount if any of the following are
true:

* Allow Price Changes During OE is set to Y and you are part of the user
group specified in the Authorized Users field, the authorized user ID
defined through Company Name Maintenance (MENU XAFILE), or a
master user.

« Allow Price Changes During OE is set to Y and Authorized Users is set to
*ALL.

 Allow Price Changes During OE is set to N, but you are the authorized user
ID defined through Company Name Maintenance (MENU XAFILE) or a
master user.

This field represents the first discount, gross margin, or markup amount
applied to the base price/cost to calculate the final selling price. If you do not
key a percentage, it is calculated from the following hierarchy for this item:

1. A contract, or contract criteria, that match this order.
2. The price matrix and quantity breaks for this customer and item.
Key 0 to remove any discount, gross margin, or markup percent for this item.

In the price matrix or a contract, if the item is to use discount pricing, the
amount in this field will be deducted from the Base Pr (which is the list
price) and a D will display next to this field when presented on the Item
Review Screen (p. 6-115). If, instead, the item is to use gross margin or
markup pricing, the amount in this field will be added to the Base Pr (which
is the cost) and a G or an M respectively, will display next to this field on the
Item Review Screen. Once on that screen, you can override this field
indicating the actual percent as well as the type of value (D, G, or M) desired.

Key a first discount. If you change the first discount, you must manually
change the price in the Final Price field.

(N 4,2) Optional/Display
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Field/Function Key

Dsc 2

Description

NOTE: This field appears only if Use Second Discount has been
defined as Y through Order Entry Options Maintenance
(MENU XAFILE).

This field is optional if you are authorized to override price. Otherwise, this
field is display-only. Authority to override the second discount is defined in
the Allow Price Changes During OE and the Authorized Users fields through
Application Action Authority (MENU XASCTY). You are authorized to
override the second discount if any of the following are true:

 Allow Price Changes During OE is set to Y and you are part of the user
group specified in the Authorized Users field, the authorized user 1D
defined through Company Name Maintenance (MENU XAFILE), or a
master user.

« Allow Price Changes During OE is sct to Y and Authorized Users is set to
*ALL.

* Allow Price Changes During OE is set to N, but you are the authorized user
ID defined through Company Name Maintenance (MENU XAFILE) or a
master user.

The second discount is an additional discount that is applied to the value of
the base price after having been discounted by the percentage in the first
discount (Dsc1) field. If a quantity break discount is applicable, the discount
percent is displayed below this field. Remember, if a rebate using an override
price amount or discount is applicable, quantity breaks and contracts are not
considered.

NOTE: The second discount is a chain discount when the first discount
is used. If a quantity break discount is applied to this item, it is
also a chain discount in addition to the first and second
discounts (if used). Refer to the Pricing section of this manual
for a discussion of the use of chain discounts. Also, this
discussion applies if Dsc 2 is used in addition to Dsc 1 for
Markup Pricing or Gross Margin Pricing.

Key a second discount. If you change the second discount, you must
manually change the final price in the Final Price field.

(N 4,2) Optional/Display
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Field/Function Key
0]

Description

This field is optional if you are the authorized user ID defined through
Company Name Maintenance (MENU XAFILE), you are a master user, or
the Allow Price Changes During OE field is set to Y and you are authorized to
change price. This field is display-only if the Allow Price Changes During OE
field is set to N. If the Final Pr reflects the system calculated value
determined in accordance with the normal pricing rules, this field should be
blank.

This field indicates how the value in the Final Pr field has been calculated.

If you are to manually key a value in the Final Pr field, this field must be an O
to indicate the override status.

This field can also be used to access the contract calculator for users that
have access to the calculator through Application Action Authority (MENU
XASCTY). You cannot access the contract calculator for items that are part
of a rebate. Refer to the User Security User Guide for more details. Key a C
in this field to display the Contract Calculator Screen (p. 91-40) before the
Item Review Screen (p. 6-115).

Note that if the Final Pr reflects a value calculated because of the gross
margin reprice function, this field will display a G when presented on the
Item Review Screen (p. 6-115). Note that a G may not be keyed on this screen,
and it is a display-only value since it reflects a system determined process
and not a manually keyed value.

Key O to manually override the final price of this item. If you do this, you
must blank out the first and second discount percentage fields, and key the
new final price in the Final Pr field.

Valid Values: Blank, O, or C

(A 1) Optional/Display/Blank
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Field/Function Key

Final Price

Description

The calculated final price.The final price is the actual selling price of the
item.

This price is shown in the ordering unit of measure if Show Prices in Order
Entry is set to O in Order Entry Options Maintenance (MENU XAFILE). If
Show Prices in Order Entry is set to P in Order Entry Options Maintenance
(MENU XAFILE)), this price is shown in the pricing unit of measure for the
item [defined through Item Master Maintenance (MENU IAFILE)]. Refer to
the example for the Pricing Option to Show Prices in Order Entry (p. 2-21).

This field is available if you are authorized to override price. Otherwise, this
field is display-only. Authority to override base price is defined in the Allow
Price Changes During OE and the Authorized Users fields through
Application Action Authority (MENU XASCTY). You are authorized to
override price if any of the following are true:

« Allow Price Changes During OE is set to Y and you are part of the user
group specified in the Authorized Users field, the authorized user ID
defined through Company Name Maintenance (MENU XAFILE), or a
master user.

+ Allow Price Changes During OE is sct to Y and Authorized Users is set
to *ALL.

 Allow Price Changes During OE is set to N, but you are the authorized
user ID defined through Company Name Maintenance (MENU
XAFILE) or a master user.

In addition to the discounts specified in the Dsc 1 and Dsc 2 discount fields,
any quantity discounts are calculated and applied to the default final price
displayed. Note that if a quantity discount has been established at a specific
warehouse level, it will take precedence. See the Final Price (p. 2-21) topic for
more information.

You may override the default final price by keying the letter O in the override
field, keying the item final price, and blanking out the discount amounts (Dsc
1 and Dsc 2) for this item. Also, if gross margin repricing has been performed
via the End Order Screen (p. 6-248), the value in this field will be recalculated
to reflect any changes made to the line item’s price and a G will be presented
in the O field.

NOTE: If a rebate using an override price amount or discount is
applicable, quantity breaks and contracts are not considered.

Key the final price. If you changed the base price, first discount, or second
discount, you must manually clear the price in the Final Pr field so it will be
recalculated. If you want to change only the final price, key O in the O field.
Refer to the description of the O field for additional information.

(N 15,5) Optional/Display
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Field/Function Key

Description

(Pricing U/M) Distribution A+ will select the default unit of measure and display the
conversion (relationship) in this field; the actual default selected by
Distribution A+ displays next to the Final Pr field on this screen if Show
Prices in Order Entry is set to O (for order unit of measure) in Order Entry
Options Maintenance (MENU XAFILE). Otherwise, the final price displays
in the pricing unit of measure.
Display

L Indicates that this item is sold as a lot.
Key L if this item is sold as a lot. The final price will be used as a lot charge
and will be the total amount for whatever quantity of the item is ordered on
this line. This is considered “lot pricing.”
Leave this field blank if this item is not sold as a lot.
Valid Values: L, blank
(A 1) Optional

T Indicates that this item is subject to sales tax. This field is not used if Use
Vertex Taxing is set to Y through System Options Maintenance (MENU
XAFILE).
Key Y if this item is subject to sales tax on this order. If you key Y, you must
key 0 in the E field.
Key N if this item is not subject to sales tax on this order. If you key N, you
must key 1, 2, or 3, in the E field.
Valid Values: Y, N
(A 1) Optional

E The tax exempt code for this item.

Key 0 if this item is taxable on this order. You cannot key 0 if you keyed N in
the sales tax (T) field.

Key 1, 2, or 3, if this item is tax exempt in one of three categories. You define
what type of tax exemption each of these categories represent. You cannot
key 1, 2, or 3, if you keyed Y in the sales tax (T) field.

Valid Values. 0, 1, 2, 3

(A1) Optional
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Field/Function Key
C

Description

Indicates if the total amount of this line of the order is used to calculate the
trade discount (A/R terms cash discount) amount for the order. Since trade
discounts are determined by the total order value, you can use this field to
determine which lines of the order (that comprise the total order value) are
used to calculate a trade discount, and which are not.

Key Y to use the total amount of the quantity of applicable items on this line
to calculate the cash or trade discount percentage of the order.

Key N if you do not want the total amount of this line to be used in the
calculation of the cash or trade discount amount for this order.

For example, assume that you have an order for a customer that is subject to
a 10% trade discount. The customer orders item A for $100.00 and item B for
$200.00; and you have keyed Y in this field for item A, and N in this field for
item B.

The trade discount amount displayed on the End Order Screen (p. 6-248) will
be $10.00. Although the total order value is $300.00, the trade discount
amount is calculated for only item A (10% of $100.00 is $10.00).

Valid Values: Y or N
(A 1) Optional
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Field/Function Key

OE Cost

Description

The OE Cost field displays only if you are authorized to see OE cost as
defined in the Display OE Cost and Profit (OE, SA, AR, some PO) authority
through Application Action Authority (MENU XASCTY).

This field is available for change only if you are authorized to override the
OE cost as defined in the Allow Changes to OE Cost - Item Entry authority
through Application Action Authority (MENU XASCTY).

This cost field represents the unit OE cost of the item. The OE cost is
determined as the average, standard, user, or last cost for this item in this
warehouse as defined through Item Balance Maintenance (MENU IAFILE),
or the commission cost and is based on the Cost to be Used for OE setting in
Order Entry Options Maintenance (MENU XAFILE). See Cost to be Used
for OE (p. 3-2) for more information.

The OE cost can also be calculated from the commission cost. See
Commission Costs (p. 3-5) for more information. When Order Entry Rebates
are being used, there is an additional option to Use Rebate Cost as Base
Commission Cost in Rebate Options Maintenance (MENU OERFILE). See
Cost Loads and Rebates (p. 3-8) for more information.

If the item is a kit item, the OE cost can be a rolled up value of the OE Cost
from individual component items instead of the parent item. In order for this
to occur, the Allow Roll-Up OE Cost must be Y on the kit item (MENU
OBFILE).

When International Currency is installed, costs will always display in the
local currency of the company that is taking the order. The currency symbol
for the company’s local currency will display to the right of the field heading.

(N 15,5) Optional/Display
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Field/Function Key

GL Cost

Description

The GL Cost field displays only if you are authorized to see GL cost.
Authority to see GL cost is defined in the Display GL Cost and Profit (OE, SA,
AR, some PO) and Authorized Users fields through Application Action
Authority (MENU XASCTY).

This field is available for change only if you are authorized to change the
General Ledger (GL) cost as defined in the Allow Changes to GL Cost - Item
Entry and Authorized Users fields through Application Action Authority
(MENU XASCTY).

This cost field represents the unit GL cost of the item. The GL cost is
determined as the average, standard, or user cost for this item in this
warehouse as defined through Item Balance Maintenance (MENU IAFILE)
and is based on the Cost to be Used for GL setting in Order Entry Options
Maintenance (MENU XAFILE). See Cost to be Used for GL (p. 3-3) for more
information.

When International Currency is installed, costs will always display in the
local currency of the company that is taking the order. The currency symbol
for the company’s local currency will display to the right of the field heading.

(N 15,5) Optional/Display

Insert Before

Used to insert a new item, comment, or special charge before an existing line.

Key the line number (Line field) of the existing line on this order that the new
line will be inserted before; it will display in this sequence rather than being
assigned a new line number.

Important

This field is only available on this screen. It does not display
on the Iltem Review Screen (p. 6-115). Therefore, you must
specify where you want to insert this item before you press
ENTER from this screen.

(N 3,0) Optional
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Field/Function Key

Item Description

Description

The first and second lines of the description for the item ordered. If you leave
the first line of the item description blank, the first line of the item
description specified through Item Master Maintenance (MENU IAFILE) is
displayed on the Item Review Screen (p. 6-115). Likewise, if you leave the
second line blank, the second line of the item description is displayed on that
screen.

If you key an item description in the first, second, or both lines of the item
description, the description that you key will display on the Item Review
Screen (p. 6-115).

(2 @ A 30) Optional

Find

Use this field to search for an item using one or more words that closely
match the item for which you are searching. The words you key may be up to
15 characters long and may appear in any order. Key the most unique words
to improve the speed of the search. Leave this field blank if you would like to
search on an item class.

To search for manufacturer item numbers, prefix the criteria you enter with
M/. The system will search based on the Vendor/Item File (VNITM) valid
manufacturer item number.

To search for customer item numbers, prefix the criteria you enter with C/.
The system will search based on the Item/Customer Cross Reference File
(IAXRF) valid customer item numbers.

To search for UPC cross references, prefix the criteria you enter with U/. The
system will search based on the Universal Product Code File (ITUPC) for
valid UPC cross references.

To search for GTIN cross references, prefix the criteria you enter with
G/. The system will search based on the Global Trade Item Number File
(ITGTIN) for valid GTIN cross references.

(A 40) Optional

Item No

This 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 that match the characters of the item
number keyed in this field will display. This is helpful if you recall part of an
item number, but not the entire number.

For information on entering search criteria, refer to the Cross Applications
User Guide.

(A 27) Optional
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Field/Function Key
Class

Description

This field may be used in addition to (not in place of) the search criteria in
the Find or Item No fields to further limit the number of items that will
display, based on their item class.

Key the appropriate item class and sub-class, if any. Only items that have
been assigned the item class that is keyed in this field will display on the Item
Description Search Screen. For information on this screen, refer to the
Inventory Accounting User Guide.

For information on entering search criteria, refer to the Cross Application
User Guide.

(A 2/A 2) Optional

F2=Orig Item /
F2=Desc Left /
F2=Desc Right /
F2=Item & Desc

The F2=0RIG ITEM / F2=DEsc LEFT / F2=DEsc RIGHT / F2=ITEM & Desc key only
displays with the F24=SINGLE LINE single line mode of this screen.

Use this key to display the
» F2=Desc LEFT - item description only, starting at the leftmost character
» F2=DEsc RIGHT - item description only, starting at the rightmost character.

* F2=0RIG ITEM - original item for the item displayed. The original item may
be:

+ The number of the item ordered that was replaced by a replacement,
alternate, or upgrade item. Replacement items are defined through
Item Replacements/Complements Maintenance (MENU OEFILE) and
selected for an order using F4 on the Item Review Screen (p. 6-115).

« The customer’s item number, if it has been set up to cross-reference
with your item numbers. This cross-reference is established through
Customer/Item Numbers Maintenance (MENU OEFILE).

e F2=ITEM & DESC - item number and description

F3=Loc Cur/ F3=Trd
Cur

Press F3=Loc CUR / F3=TRD CUR to toggle between displaying Final Price and
Total Amt values in the customer’s trading currency and the company’s local
currency. The currency in which these values are displayed is shown under
the customer name at the top of the screen.

F4=Chrgs

NOTE: F4=CHRras does not display when maintaining orders created
through the warehouse transfer process.

Press F4=CHRGs to enter special charges for this order or item on the Special
Charges Screen (p. 6-95).

F5=Cmnts

Press F5=CMNTs to enter comments for this order or item on the Order
Comments Screen (p. 6-99).

F6=Inq

Press F6=INa to access additional Distribution A+ inquiries. The function key
line on this screen will change to allow you to access the Customer Inquiry
(F21=CusTOMER INQUIRY) or Item Inquiry (F22=ITEM INQUIRY).
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Field/Function Key

F7=Qty Ord / F7=Qty
Shp

Description

Press F7=QT1Y ORD / F7=QTY SHP two-way toggle key to toggle the Qty Ord/
Qty Shp column between the quantity ordered and the quantity shipped for
the corresponding item.

F9=Cmpt Press F9=CmpPT to access the Display Complementary Items Screen (p. 6-104).
This screen is used to select an item for which complementary items may be
ordered.

F10=End Ord Press F10=END ORD to end this order after selecting at least one item for the

order. Multiple processes will occur:

 If there are no applicable promotions, order charges or item charges
found, or all hold codes will not be shown at end order time (as
determined through Order Entry Options Maintenance), then the End
Order Screen (p. 6-248) will immediately appear when F10=END ORD is
pressed.

» The Promotion Selection Process occurs first, based on the current order,
and the system will look for all available promotions for the order. If there
is at least one promotion found for the order, then the Available
Promotions Screen (p. 6-236) will appear.

» If promotions were previously added to the order, when F10=END ORD is
pressed, the Promotions Warning Screen (p. 6-235) may appear.

« If'the order qualifies for an automated order charge and that charge is
defined with Prompt for Overrides set to Y on the Automated Order
Charge - Charge Definition Screen (p. 75-4) (MENU OEFIL3), then the
Auto Order Charge - Charge Override Window (p. 6-224) will appear, if
applicable.

 Ifthe item qualifies for an automated item charge and that charge is
defined with Prompt for Overrides set to Y on the Automated Item Charge
- Charge Definition Screen (p. 74-7) (MENU OEFIL3), then the
Automated Item Charge - Charge Override Window (p. 6-227) will appear,
if applicable.

« For return orders that are allocating inventory, the Location Receipts
Screen of Warehouse Management (MENU WMMAIN) will display, so
you can indicate where the returned item should go in the warehouse.

» All applicable holds will be verified for the order. If Show All Hold Codes
at End Order is Y in Order Entry Options Maintenance (MENU XAFILE),
the Order Hold Code Summary Screen (p. 6-243) will appear when
F10=END ORD is pressed (if no other screen appears first based on criteria
for the order).

F11=Order Pad

Press F11=0RDER PAD to display customer order history on the Customer
Order History Screen (p. 6-210), and to also access the Order Pad for quick
and easy ordering of items.
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Field/Function Key

F12=Order Head

Description

Press the F12=0ORrDER HEAD function key to display the Order Header
Screen (p. 6-18).

F13 - F18 to Chg

Press the key that corresponds to the reference number (Reference Number
field) of an item that you wish to select to change or delete. You cannot
manually change an item number. You can, however, delete a line containing
one item and add a new line with a different item number. Use the function
keys as follows to select an item to change:

* F13=REFERENCE NUMBER 1
* F14=REFERENCE NUMBER 2
* F15=REFERENCE NUMBER 3
* F16=REFERENCE NUMBER 4
* F17=REFERENCE NUMBER 5
+ F18=REFERENCE NUMBER 6

If the function keys on your keyboard are arranged in a single row, then press
the shift key and the corresponding reference number.

Example: To change line 6, press SHIFT and F6.
-OR-

If the function keys on your keyboard are arranged in a two rows, press the
key which is directly above the reference number key in the bottom row.

Example: To change line 6, find function key 6 in the bottom row. Press F18
in the top row because it is directly above F6.

After you enter the desired function key, the selected item will display on the
Item Review Screen (p. 6-115). You may then make the required changes to
the item. The line number of the item being changed is displayed to the left
of the Item No field. After making changes, press ENTER to make changes to
subsequent screens; or F12=RETURN or ENTER when changing subsequent lines
to return to this screen.

NOTE: Items may be deleted through this function only. Otherwise,
F24=DeLETE does not appear on the Item Review Screen (p. 6-
115).

F21=Customer Inquiry

You may press F21=CUSTOMER INQUIRY at any time while on this screen to
display the Customer Inquiry; it displays after pressing F6=Ky. Use this
inquiry to display detailed accounts receivable information for a customer.
This inquiry also may be accessed through Customers Inquiry (MENU
OEMAIN), and Customer A/R Inquiry (MENU ARMALIN) of the Accounts
Receivable module.
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Field/Function Key

F22=Item Inquiry

Description

You may press F22=ITEM INQUIRY at any time while on this screen to display
the Item Inquiry; it displays after pressing F6=Ky. Use this inquiry to display
the inventory status of an item. This inquiry also may be accessed through
Item Inquiry (MENU IAMAIN), and Item Inquiry (MENU IAMAIN) of the
Inventory Accounting module.

F23=Speed Entry / Reg
Entry

The F23=SpPeeD ENTRY / F23=REG ENTRY function key displays only if Allow
Speed Entry has been defined as Y through Order Entry Options
Maintenance (MENU XAFILE).

Press F23=SPEED ENTRY / F23=REG ENTRY to enter transactions without
displaying the Item Review Screen (p. 6-115) after entering each item,
provided that there are no errors in the entry. This makes the process of
entering items for an order faster. Since this key toggles regular entry from
speed entry, press F23=SPEED ENTRY / F23=REG ENTRY when in speed entry to
resume regular entry mode.

F24=Single/Double
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.

NOTE: This function key is available for use when total amounts
displayed on the top portion of this screen are truncated and
indicated as such by displaying all 9’s. When amounts are
greater than 999999.99999, in addition to displaying all 9’s, the
fields will display in reverse image.

For foreign currency line items, prices and extensions are shown in their
entirety when displayed in expanded mode. These values may be truncated
and shown as all 9’s when displayed in non-expanded mode. Press
F24=SINGLE / F24=DoUBLE LINE to view the actual values of the truncated
amounts, if applicable. The value in the Tot Amt column on the top portion of
the screen will appear one line below its original position and will display the
actual total amount.
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Item Entry Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press ENTER to confirm your entries on this screen.

If you are entering a quote and open quotes exist for the customer and the
item entered and the Warn if Open Quotes Exist field is set to | or B in Order
Entry Options (MENU XAFILE), a pop-up warning window will appear.
You can select to review open quotes for the item by keying Y in the pop-up
window. The Open Orders by Item Screen will appear. If you do not want to
review open quotes for the item, key N in the pop-up window.

If you keyed any search criteria, the Item Description Search Screen will
appear. Refer to this screen as described in the Inventory Accounting User
Guide.

If the item entered is not stocked in the warehouse specified on the Order
Header Screen (p. 6-18) and the warehouse search feature is active [as
determined through System Options Maintenance (MENU XAFILE)], the
Alternate Warehouse Selection Screen (p. 6-154) will appear.

If you are adding an item that has extended item comments associated with
it, and any of these comments are set up to show during order entry (as
determined through the Display Comments in Order Entry field in Extended
Item Comment Maintenance, MENU IAFILE), the Extended Item
Comments Inquiry Screen (p. 6-175) will automatically display showing all
valid extended item comments. Note that you can define comments at
various levels (e.g., item, item & warehouse, etc.) and the Display Comments
in Order Entry field in Extended Item Comment Maintenance (MENU
IAFILE) can be set differently at each level.

If none of the other conditions exist, the Item Review Screen (p. 6-115) will
appear. The optional fields that you did not specify on this screen will be
filled in with their default values on the Item Review Screen.

6-94



Entering, Changing, and Shipping Orders

Special Charges Screen

Ord: B3020/700 OLAAEARAEERAS Canadian Flag Works EMTER ORDER
Canadian Dollars
1 AZEA Sharp Copier Ton Z.0E0  EA 17.960Ea 35.97 1
? AS?A File Folders - R JaEE EA T.93000 L aa z
3 A3 Straight Trimmer Z.000  EA 5. 81000 11.67 3
4 Freight Out 10,600 q
5 A15A 3-Ring Binder - 2.0680  EA 9. THOEE 4. 50 5
Last
E SPECIAL CHARGE
Tupe Charge
Charge Cd? (0,10 Bmount Charge Description
1 1] 10.00 CAF  Freight Out
. B35 USS 1Ll
Taxable: M Exempt: 1 CéT Dac: M
F21=Cuszt Ing Fz2=Ttem Ing F1Z=Return Fz4=Delete

This screen appears after you press F4=CHRGS, or selecting a line for change on the Item Entry
Screen (p. 6-71). Use this screen to enter and review special charges for an order. Special charges may
be needed on an order for freight, handling, packaging, or other charges. Special charges may be
specific to an item on the order (a line charge), or general for the entire order (an order charge).

Like item entries, special charges will display at the top of the Item Entry Screen (p. 6-71). They are
assigned a reference number and a line number. Additionally, you may insert special charges before
existing items on an order.

The charge code representing this special charge can be used for an entire order (charge type = O) or
for a single item on an order (charge type = L). 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 since they could be
misinterpreted as numbers. In the actual files, order charges begin with the character /” and line
charges begin with the character ‘&’.
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Special Charges Screen Fields and Function Keys

Field/Function Key
Charge Cd

Description

Key the special charge code to apply to this order. In the Type field, indicate
if this is a line or an order charge.

If you are not sure what charge to key, you may key a ? in this field to present
a list of valid codes. The data on the list will depend on the following:

» Ifan Ois identified in the Type field, the list will present only those codes
that have been defined as order level special charges through Special
Charge Definitions Maintenance (MENU OEFILE).

e IfanLisidentified in the Type field, the list will present only those codes
that have been defined as line level special charges through Special
Charge Definitions Maintenance (MENU OEFILE).

« Ifnothing is identified in the Type field, an O is assumed and the list will
present only those codes that have been defined as order level special
charges through Special Charge Definitions Maintenance (MENU
OEFILE).

From the list, a selection may be made. For details about question-mark
window processing, refer to the Cross Applications User Guide.

(N 1,0) Required

Type

The type of order change to apply. This type corresponds with the charge
code keyed in the Charge Cd field.

Key O if the special charge is an order charge; the charge is applied to the
entire order.

Key L if the special charge is a line charge; the charge is applied to the item
on the order that is immediately before the line charge.

Valid Values: 0 and L (must be a valid special charge type)
(A 1) Required

Charge Amount

The amount of the special charge.
Key the amount of the corresponding order or line charge.

If the special charge is for a return (order type R), key a negative amount in
this field; however, if a re-stock charge is being imposed for the returned
item, key a positive amount in this field since a full credit will not be issued.

A negative amount allows for the subtraction of any special charges that
were initially entered.

Valid Values:; Cannot be zero
(N 13,2) Required
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Special Charges Screen Fields and Function Keys

Field/Function Key

Charge Description

Description

The description of the special charge, which displays after keying a special
charge Type and Charge Amount and pressing ENTER. You may accept or
override the default.

Default Value: The special charge description as defined through Special
Charge Definitions Maintenance (MENU OEFILE).

(2 @ A 31) Required

Taxable

Determines if this special charge is subject to sales tax.
Key Y if this special charge is subject to sales tax.
Key N if this special charge is not subject to sales tax.

Default Value: The taxable status of this special charge as determined by the
Tax Code field defined through Special Charge Definition Maintenance
(MENU OEFILE), or, if an applicable special charge tax override (with or
without a warehouse) exists, as determined by the Exempt field also defined
through the same option but with the use of the F4 = Tax ovrR MNT function key.

(A 1) Required

Exempt

The tax exemption code for this special charge.

Key 0 if this special charge is taxable.

Key 1, 2, or 3 if this special charge is tax exempt in one of three categories.
You define what type of tax exemption each of these categories represent.

Default Value: The exemption value of this special charge as determined by
the Tax Code field defined through Special Charge Definition Maintenance
(MENU OEFILE), or, if an applicable special charge tax override (with or
without a warehouse) exists, as determined by the Exempt field also defined
through the same option but with the use of the F4 = TAx ovrR MNT function key.

Valid Values; 0 if Taxable is Y; 1, 2, or 3 if Taxable is N.
(A 1) Required

C/T Dsc

Key Y if a cash or trade discount may be applied to this special charge.
Key N if cash or trade discount cannot be applied to this special charge.

Default Value: The value for this special charge (which indicates if discounts
apply) as defined through Special Charge Definitions Maintenance (MENU
OEFILE).

(A 1) Required

Insert Before

Used to insert this special charge before an existing line.

Key the reference number of the existing Line on this order that the new
special charge line will be inserted before; it will display in this sequence
rather than being assigned a new line number.

(N 3,0) Optional
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Special Charges Screen Fields and Function Keys

Field/Function Key

F12=Return

Description

Press F12=RETURN to return to the Item Entry Screen (p. 6-71) without keying
a special charge.

F21=Cust Inq

Press F21=CusT Ina to display the Customer Inquiry. Use this inquiry to
display detailed accounts receivable information for a customer. This inquiry
also may be accessed through Customers Inquiry (MENU OEFILE), and
Customer A/R Inquiry (MENU ARFILE) of the Accounts Receivable
module.

F22=Item Inq

Press F22=ITem INa to display the Item Inquiry. Use this inquiry to display the
inventory status of an item. This inquiry also may be accessed through Item
Inquiry (MENU OEMAIN), and the Item Inquiry (MENU IAMAIN) of the
Inventory Accounting module.

F24=Delete

The F24=DeLeTE function key displays only after selecting a special charge
for change using F13 through F20 from the Item Entry Screen (p. 6-71).

Press F24=DELETE to delete this special charge. The charge line is removed
from the Item Entry Screen. You must press F24=DEeLETE a second time to
confirm deletion.

Enter

Press ENTER to confirm your selections. When adding a special charge, or
when changing the last line on the order, the Item Entry Screen (p. 6-71) will
appear. When changing a special charge, the next line will display on the
Special Charges Screen (p. 6-95), Order Comments Screen (p. 6-99), or Item
Review Screen (p. 6-115).

6-98



Entering, Changing, and Shipping Orders

Order Comments Screen

Ord: B2T745/700 A1/A0EA0EAR818 Bon Secour School Department CHANGE ORDER
Us Dollars
Item & Description Rty Shp USH  Final Price Total fAmt  Line
1 Deliver before 4:@@ PH Pss 1
2 A110 Sharp Copier Model Z2-57 1@, 088 EA TEI, 99@a0 TE99. 90 2
Last
COMMENTS
Type: 0, (0,L3  Print Cd7? Msg Cd? ., Sp Ord: ¥, (¥,M}
Insert Befaore: ., ..., F22=Item Ing FlZ2=Return
F21=Cust Ing

This screen appears after you press F5=CMNTS, or selecting a line for change on the Item Entry
Screen (p. 6-71). Use this screen to enter and review comments for an order. You may select to print
these comments on the pick list, pack list, invoice, quote acknowledgement, and/or order
acknowledgement for this order. You also may select to show comments internally, instead of having
them print on the specified documents.

Comments may be specific to an item on the order (a line comment), or general for the entire order (an
order comment). Like item entries, comments will display at the top of the Item Entry Screen (p. 6-71).
They are assigned a reference number and a line number. Additionally, you may insert a comment
before existing items on an order.

Order Comments Screen Fields and Function Keys

Field/Function Key Description

Type Use this field to select the type of comment: Order or Line.

Key O if the comment is an order comment; the comment is for the entire
order. Order comments will print on the bottom of the pick list and/or
invoice.

Key L if the comment is a line comment; the comment is for one line on the
order. Line comments will print in line number sequence in the body of the
pick list and/or invoice.

Default Value: O
(A 1) Required
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Order Comments Screen Fields and Function Keys

Field/Function Key

Print Cd

Description

The print code used to determine where order and line comments will print.

Key A to have the comment print on the order acknowledgement for this
order. This will display as ACK on the Item Entry Screen and the Item
Review Screen within Enter, Change & Ship Orders.

Key B to have the comment print on the quote/order acknowledgement for
this order. This will display as ACK on the Item Entry Screen and the Item
Review Screen within Enter, Change & Ship Orders.

Key I to have the comment print on the acknowledgement (both order &
quote), pack list, and invoice for this order. This will display as MLT on the
Item Entry Screen and the Item Review Screen within Enter, Change & Ship
Orders indicating multiple forms.

Key K to have the comment print on only the pack list for this order. This will
display as PAK on the Item Entry Screen and the Item Review Screen within
Enter, Change & Ship Orders.

Key P to have the comment print on only the pick list for this order. This will
display as P/S on the Item Entry Screen and the Item Review Screen within
Enter, Change & Ship Orders.

Key Q to have the comment print on the quote acknowledgement for this
order. This will display as ACK on the Item Entry Screen and the Item
Review Screen within Enter, Change & Ship Orders.

Key V to have the comment print on only the invoice for this order. This will
display as INV on the Item Entry Screen and the Item Review Screen within
Enter, Change & Ship Orders.

Key X if you do not want the comment to print on the pick list, pack list, or
invoice, but instead want the comment to display internally on various
inquiries, during order entry, and for special orders. This will display as INT
on the Item Entry Screen and the Item Review Screen within Enter, Change
& Ship Orders.

Leave this field blank to have the comment print on all of the above
documents (pick list, pack list, invoice, RGAs, quote acknowledgement, and
order acknowledgement) for this order.

(A 1) Required

Msg Cd

A message code that is used to reference an existing line or order comment.

Key the message code of an order message that has been created through
Order Messages Maintenance. That message will be used for this line.

Valid Values: Any message code that has been defined through Order
Messages Maintenance (MENU OEFILE).

(A 2) Optional
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Order Comments Screen Fields and Function Keys

Field/Function Key
Sp Ord

Description

This field appears only if special order options are defined for your company
through Special Order Options Maintenance (MENU XAFILE), you are
entering a new order or adding line items to an existing order, and the special
order extract has not happened. This field does not appear if you are
reviewing comments entered for an existing order.

Use this field to specify whether or not the comments being entered are part
of a special order. Comments that are part of a special order will be included
with a special order and will be placed on the requisition, regardless of the
special order company options defined through Special Order Options
Maintenance (MENU XAFILE). Up to 999 comments per-line item can be
entered.

Key Y if you want comments entered on this screen to be included on the
special order.

Key N if you do not want comments entered on this screen to be included on
the special order or if you are not entering a special order.

(A 1) Required
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Order Comments Screen Fields and Function Keys

Field/Function Key

Comment

Description

This field represent the text of the order or line comment. Use this field to
review, enter or maintain comments for an order.

If Storefront is installed, order comments that display for review for
Storefront orders may include e-mail addresses, item information, etc. An /X
before a comment indicates this portion of the order comment is the e-mail
address of the customer. A / before a comment indicates this portion of the
order comment is either the shipping address of the customer, if applicable,
or the pickup location, if applicable. RVW#x (where x is a number) before a
comment indicates this portion of the order comment is the item information
of the order submitted by the customer. This could include the item number,
quantity ordered, warehouse, etc. The number in the RVW#x code represents
the line item on this customer’s particular order.

Key the text of the order or line comment. You may key up to four lines of
the comment, however, each line keyed is stored as a separate line on the
order. Therefore, each line keyed here is assigned separate line and reference
numbers, and must be selected separately for change.

NOTE: If the order is to be transmitted via EDI, the comment created
should not include the following characters as they are reserved
characters for EDI processes:

* :(colon)

e ; (semi-colon)

e . (period)

» * (asterisk)

e ( (left parenthesis)
) (right parenthesis)

Valid Values: Message text must be keyed on the first line.
(4 @ A 62) Optional

Insert Before

This field displays only if you are adding a new comment line. It will not
appear after selecting a comment for change using F13 through F20 from the
Item Entry Screen (p. 6-71).

Used to insert this comment before an existing line.

Key the line number of the existing line on this order that the new comment
line will be inserted before; it will display in this sequence rather than being
assigned a new line number.

(N 3,0) Optional

F12=Return

Press the F12=ReTUrN function key to return to the Item Entry Screen (p. 6-71)
without keying a comment.
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Order Comments Screen Fields and Function Keys

Field/Function Key

F21=Cust Inq

Description

Press the F21=CusT Ina function key to display the Customer Inquiry. Use this
inquiry to display detailed accounts receivable information for a customer.
This inquiry also may be accessed through Customers Inquiry (MENU
OEMAIN), and Customer A/R Inquiry (MENU ARMAIN) of the Accounts
Receivable module.

F22=Item Inq

Press the F22=ITem INa function key to display the Item Inquiry. Use this
inquiry to display the inventory status of an item. This inquiry also may be
accessed through Item Inquiry (MENU OEMAIN), and Item Inquiry
(MENU IAMAIN) of the Inventory Accounting module.

F24=Delete

The F24=DeLeTE function key displays only after selecting a comment for
change using F13 through F20 from the Item Entry Screen (p. 6-71).

Press the F24=DeLeTE function key to delete this comment. The comment is
removed from the Item Entry Screen. You must press F24=DELETE a second
time to confirm deletion.

Enter

Press ENTER to confirm your selections. When adding a comment or when
changing the last line on the order, the Item Entry Screen (p. 6-71) will
display. When changing a comment, the next line will display on the Order
Comments Screen (p. 6-99), Special Charges Screen (p. 6-95), or Item Review
Screen (p. 6-115).
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Display Complementary Items Screen

Ord: D1377/00 D1/O0000001260 Financial Bookkeeping ENTER ORDER
Us Dollars
Ttem & Description Oty Shp UM Final Price Total Amount Line
1 AL11O Sharp Copier Mod 1.000 EA g79.99200 879.99 1
2 AlEO All-in-0ne Print 1.000 EA 639. 96000 639.96 2
Last

DISFLAY COMPLEMEMTARY ITEMS

Select a line from above to display its complementary items
and/or change complement mode.

Select Line: . (1 ar 2)
Auto Complements: ¥ (¥, M)

Fl2=Return

This screen appears after you pressing F9=CmpT on the Item Entry Screen (p. 6-71). Use this screen to
select an item for which complementary items may be selected on the Select Complementary Items
Screen (p. 6-106). Complementary items are defined through Item Replacements/Complements
Maintenance (MENU OEFILE); these are items that may be used with, or complement, the item
selected on this screen. You may use complementary items to interest your customer in ordering
additional items.

Also use this screen to toggle the use of Auto Complement mode

Display Complementary Items Screen Fields and Function Keys

Field/Function Key Description

Select Line NOTE: Access to this field depends on whether or not the displayed
line items have complementary items defined.

Key the (Reference Number) (located before the Item & Description field or
displayed within parenthesis following this field) of the item you want to
select for which complementary items will be displayed. The parenthesis
containing the items for which there are complements, only display if the
items displayed have complements. Otherwise, the message “Displayed line
items do not have complementary items” will display.

Valid Values: Any reference number associated with the items displayed on
the top portion of this screen (or after this field), unless the line items
displayed do not have complementary items.

(A 1) Required
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Display Complementary Items Screen Fields and Function Keys

Field/Function Key

Auto Complements

Description

This field determines if orders are entered in auto-complement mode.

Key Y to enter orders in auto-complement mode. When in this mode, the
Select Complementary Items Screen (p. 6-106) will display after pressing
ENTER from the Item Review Screen (p. 6-115) for any item that has been
assigned complementary items.

Key N to turn off auto-complement mode. The Select Complementary Items
Screen (p. 6-106) will display only after selecting an item on this screen.

NOTE: Use F12=RETURN to return to the Item Review Screen (p. 6-115)
after changing this field. The new value is retained.

(A 1) Required

F12=Return Press the F12=ReTUrN function key to return to the Item Entry Screen (p. 6-71)
without selecting a complement; OR press after changing the value in the
Auto Complements field to toggle auto-complement mode on or off.

Enter Press ENTER to confirm the item selected in the Select Line field. The Select

Complementary Items Screen (p. 6-106) will display.
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Select Complementary ltems Screen

Ord: D1377/00 1/0000000120 Financial Bookkeeping EMTER ORDER
Item & Desc Mult Awvail usmM  Cmt
1 Al120 Color Copy / Photo Paper 28# Hammermill+ 1.00 1136.000  BOX  Yes
2 A13@ Photo Paper Fremium 10.5 ml Kodak 900 =+ 1.00 1586.000 BOX
Last

SELECT COMPLEMENTARRY ITEMS

Complements For: ALOD AlLl-in-One Printer Model Y5150 Pri+ Qty: 1.000 EA
el ty Ord LM
FS=Comments F12=Return

This screen appears after press ENTER when in auto-complement mode from the Item Review Screen (p.
6-115) for an item that has been assigned complements, or after selecting an item having complements
on the Display Complementary Items Screen (p. 6-104).

Use this screen to select complementary items for this item. The items selected on this screen are
added to the order. The complementary items displayed are for the item previously entered, or for the
item selected on the Display Complementary Items Screen (p. 6-104).

The Item Replacements/Complements Maintenance and Item Replacements/Complements Listing

options are described the Inventory Management & Planning User Guide as IM&P Replacements
Maintenance and Listing. Please refer to that guide for details.

Select Complementary Items Screen Fields and Function Keys

Field/Function Key Description

Reference Number The reference number of the displayed complementary item. To select one of
the items displayed, you must key this number in the Sel field on the lower
portion of this screen.

Display
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Select Complementary Items Screen Fields and Function Keys

Field/Function Key

Item & Desc

Description

The item number and description of the items that have been established as
complementary items for the item displayed on the Item Review Screen (p. 6-
115).

Items are displayed in the sequence specified when creating complementary
items on the Replacements File Maintenance Screen, used during Item
Replacements/Complements Maintenance (MENU OEFILE).

Display

Mult

The multiplier assigned to this complementary item. The multiplier is used to
calculate the quantity of complementary items to order if you leave the Qty
field on this screen blank. The quantity that will display on the Item Review
Screen (p. 6-115) is calculated by multiplying the quantity of the original item
ordered by the multiplier.

If the original item ordered is a flashlight, and you have set up batteries (sold
individually) as a complementary item, the multiplier is used to determine
how many batteries should be ordered. If the flashlight requires two batteries,
the multiplier is 2.

Assume that 10 flashlights are ordered. After selecting batteries in the Sel
field, leave the Qty field on this screen blank. The Item Review Screen (p. 6-
115) will display a quantity of 20 [original quantity (10) X multiplier (2)] for
the complementary item (batteries).

Display

Avail

The quantity of the complementary item that is available.
Display

UM

The unit of measure that corresponds with the quantity of the item available.

Display

Cmt

Yes displays if a comment has been created for this complementary item;
otherwise, this field is blank. A comment may be displayed by keying the
Reference Number of the item in the Sel field and pressing F5=COMMENTS.

Display

Sel

The reference number of the complementary item that will be added to this
order. After selecting the complementary item in this field, press ENTER to
create an item entry for the complementary item, or press F5=COMMENTS to
display comments for the item.

(N 1,0) Required

Qty Ord

The quantity of the complementary item ordered. If the order quantity of the
complement item is different than the quantity specified for the original item,
you may key the new quantity in this field before pressing ENTER to create the
new item entry.

(N 10,3) Optional
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Select Complementary Items Screen Fields and Function Keys

Field/Function Key

F5=Comments

Description

Press the F5=ComMeNTs function key after keying the Reference Number of
one of the displayed complementary items in the Sel field on this screen. The
Complementary Item Comments Screen (p. 6-109) will display.

F12=Return

Press the F12=ReTURN function key to return to the Item Review Screen (p. 6-
115) without selecting a complementary item.

Enter

Press the ENTER key to create an item entry for the complementary item. The
entry for the original item is retained and the complementary item is added to
the order. If you keyed a quantity in the Qty field, that quantity will display
on the Item Review Screen (p. 6-115), which displays after pressing this key.
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Complementary Item Comments Screen

Ord: D137E/00 170000000120 Financial Bookkeeping EMTER ORDER
Item & Desc Mult Awail UM Cmt
1 A120 Color Copy # FPhoto Paper 28# Hammermill+ 1.00 1136.000 BOX  Yes
2 A130 Photo Paper Premium 10.5 ml Kodak 500 =+ 1.00 1386. 000  BOX
Last
Complements For: ALOD ALl-in-One Printer Model Y515W Pri+ Qty: 1.000 EA
ALz Color Copy / Photo Paper 284 Mult: 1.00

Hammermill 500 sheets 8.5 = 11

THIS FAx PAPER IS MADE ESPECIALLY FOR THE FAX MACHIME

ORDERED.

Last

FlZ=Return

This screen appears when a complementary item is selected on the Display Complementary Items
Screen (p. 6-104) and F5=CoMMENTS is pressed to display the comments associated with the replacement
relationship. Use this screen to review comments for a selected complementary items.

Complementary Iltem Comments Screen Fields and Function Keys

Field/Function Keys

Reference Number

Description

The reference number of the displayed complementary item. To select one of
the items displayed, you must key this number in the Sel field on the lower
portion of this screen.

Display

Item & Desc

The item number and description of the items that have been established as
complementary items for the item displayed on the Item Review Screen (p. 6-
115).

Items are displayed in the sequence specified when creating complementary
items on the Replacements File Maintenance Screen, used during Item
Replacements/Complements Maintenance (MENU OEFILE).

Display
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Complementary ltem Comments Screen Fields and Function Keys

Field/Function Keys

Mult

Description

The multiplier assigned to this complementary item. The multiplier is used to
calculate the quantity of complementary items to order if you leave the Qty
field on this screen blank. The quantity that will display on the Item Review
Screen (p. 6-115) is calculated by multiplying the quantity of the original item
ordered by the multiplier.

If the original item ordered is a flashlight, and you have set up batteries (sold
individually) as a complementary item, the multiplier is used to determine
how many batteries should be ordered. If the flashlight requires two batteries,
the multiplier is 2.

Assume that 10 flashlights are ordered. After selecting batteries in the Sel
field, leave the Qty field on this screen blank. The Item Review Screen (p. 6-
115) will display a quantity of 20 [original quantity (10) X multiplier (2)] for
the complementary item (batteries).

Display

Avail

The quantity of the complementary item that is available.
Display

UM

The unit of measure that corresponds with the quantity of the item available.
Display

Cmt

Yes displays if a comment has been created for this complementary item;
otherwise, this field is blank. A comment may be displayed by keying the
Reference Number of the item in the Sel field and pressing F5=COMMENTS.

Display

Complements For

The item being ordered from the Item Entry Screen (p. 6-71) followed by the
order quantity and unit of measure.

Display

(Note)

For the selected complementary item, the comment text entered when the
complement relationship was created through Item Replacements/
Complements Maintenance (MENU OEFILE).

Display

F12=Return

Press the F12=ReTURN function key to return to the Select Complementary
Items Screen (p. 6-106).
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Unit of Measure Selection Window

{ Item U/M: A CAS B EA DfLt: EA
L Conversion UM per UM Description  f
] 1 B0 1.060008 BOX per EA  Box of produc B

Lazt K
F7=5el F5=Cusz Df F1Z=Return B

This pop-up window displays when you key a ? in a U/M (unit of measure) field on the Item Entry
Screen (p. 6-71) and the Item Balance Maintenance Screen of Item Balance Maintenance (MENU
IAFILE). Use this screen to review and select available units of measure for the specific item. The
units of measure listed in the main portion of this window reflect the additional units of measure that
have been defined for the item on the Additional Units of Measure Screen in Item Master Maintenance
(MENU ITAFILE), if any.

NOTE: For details about the hierarchy used to determine which default unit of measure to
select, refer to the Overview section of the Inventory Accounting User Guide.

Unit of Measure Selection Window Fields and Function Keys

Field/Function Key Description

Item U/M The valid stocking units of measure (up to 3) defined for the selected item
through Item Master Maintenance (MENU IAFILE); one stocking unit of
measure always displays following the letter A, but you may see up to three
following the letters B (if any), and C (if any) on the top portion of this pop-
up window.

Display

DAlt The default unit of measure is defined for the selected item through Item
Master Maintenance (MENU IAFILE). The default unit of measure will
automatically be selected if the U/M field is left blank for this line item.

Display

(Reference) The selection reference number or letter of the unit of measure displayed.
Display

UM The additional unit of measure defined for the selected item.

Display

6-111



Infor Distribution A+ Order Entry User Guide

Unit of Measure Selection Window Fields and Function Keys

Field/Function Key

Conversion

Description

The conversion factor between the stocking unit of measure selected and the
additional unit of measure.

Display

U/M per UM

The conversion factor units of measure used for this additional unit of
measure. The setup can be stocking U/M to additional U/M or additional U/
M to stocking U/M.

Display

Description

Description of the additional unit of measure.
Display

Sel

Key the number or letter to the left of the unit of measure you want to select
in the Sel field.

(A 1) Optional/Required

UM

Use the U/M field to key a unit of measure that you want to position to the
first line in the pop-up window list.

Key part or all of the unit of measure name and press ENTER. The first unit of
measure that begins with the characters you entered will appear at the top of
the list.

(A 3) Optional/Required

F2=Sel

Press F2=SEL to select that unit of measure. If there are errors in the screen
edits, the Item Entry Screen (p. 6-71) redisplays. If there are no errors in the
screen edits, the Item Review Screen (p. 6-115) displays.

F5=Cus Df

Press F5=Cus DF to not only select the unit of measure, but to also update the
customer’s customer/item default unit of measure record [in Customer/Item
Dft U/M Maintenance (MENU ARFILE)] for the customer and item selected
with this selected UOM.

F12=Return

Press F12=RETURN to return to the Item Entry Screen (p. 6-71) without making
a selection.

Enter

Press ENTER to reposition the list of additional units of measure to the value
keyed in the U/M field/
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Standard Pack Warning Message Window

§ WARNING! QT I3 WOT A STANDARD PACK HULTIPLE

: A multiple could WOT be determined but may
{ exist, [f a standard pack multiple iz needed
{ it muzt be caloulated manually baszed on the

{ ztandard pack of G000 CAS

G472: Press ENTER to Continue.

This window appears when you press ENTER on the Item Entry Screen (p. 6-71) for an item that has a
standard pack quantity defined in the Item Master File ( ) that has not been ordered in a
mathematical multiple, and the Order Entry Options Maintenance (MENU XAFILE) are set to Y for
Standard Pack Options: Check for Non Special Order/Drop Ship Line Items. Standard pack quantity
of zero skips this process. This window also displays from the Customer Order History Screen (p. 6-
210) and the History List Screen (p. 6-201). When the window displays from order history, the message
has been adjusted to also display the Item Number for which the standard pack message is being
issued.

When the item is special ordered, this screen appears when you press ENTER on the [tem Review
Screen (p. 6-115) when the Order Entry Options Maintenance (MENU XAFILE) are set to Y for
Standard Pack Options: Check for Special Order/Drop Ship Line Items. There must be a standard
pack quantity defined in the Vendor/Item File ( ) for the primary vendor. Standard pack quantity
of zero skips this process. However, if the Sp Ord field is changed to N on the Item Review Screen (p.
6-115) this window will be displayed again when the ENTER key is pressed using the standard pack
quantity defined in the Item Master File ( ).

If you specify an additional unit of measure on the Item Entry Screen (p. 6-71) and the item has a
standard pack quantity in the ordering unit of measure, you will be prompted to order the standard
pack. However, if the additional unit of measure conversion and the standard pack quantity cannot be
reconciled after 50 attempts to find a match, the original order quantity will be used.
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Standard Pack Warning Message Window Fields and Function Keys

Field/Function Key
(Quantity, U/M)

Description

This field displays the suggested order quantity that is the next multiple of
the standard pack quantity based on the value keyed in the quantity ordered
field on the Item Entry Screen (p. 6-71). For regular items, the quantity shown
is based on the standard pack quantity field in the Item Master File ( ).
For special order items, the quantity shown is based on the standard pack
quantity field in the Vendor/Item File ( ).

Display

(Reply)

Key Y to round the value keyed in the quantity ordered field to the value
displayed.

Key N to leave the original quantity keyed on the Item Entry Screen (p. 6-71).
(A 1) Required
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Item Review Screen

Ord: A30ZE80 O1/OAAREAEAS Canadian Flag Works EMTER ORDER
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This screen appears during regular entry mode (not speed entry mode) after you press ENTER on the
Item Entry Screen (p. 6-71), or after selecting an item for change on the Item Entry Screen (p. 6-71)
using F13 through F20.

Use this screen to review or change line information on an order.

Note the following:

If you order an item using one of its additional units of measure, but you do not order a quantity that
is a multiple of one of its stocking units of measure, there will be a slight variance between the price
indicated in the Final Pr field and that in the Total field on this screen. This is due to the method
used for system calculations.

If you are reviewing a restricted item that you entered or selected, the restriction code assigned to
that item through Item Master Maintenance (MENU IAFILE) will display below the item number.

If extended item comments exist for the item being entered or reviewed, *EIC will display below
the item number in reverse image. Hazardous text will also display in red color; see the Item No
field for further information.

If any vendor rebates are in effect for the identified item and customer, *R will display on this
screen in reverse image. If this is the case, the cost and/or pricing information will reflect the
rebate.Additionally, *R will also display if any component items of a kit have a rebate that is valid
for them. Refer to the Pricing Fields description for further details.

If Value Added Services is installed, a warning message displays on this screen if you change or
delete a sales order line item for which a work order has been created. The warning lets you know a
work order exists for the parent item you selected to change or delete, thus alerting you to change or
delete the work order.

If the Prevent Deletion Of Special Order Items field is set to Y through Application Action
Authority (MENU XASCTY), only master users and the Authorized User ID defined through
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Company Name Maintenance (MENU XAFILE) can delete an item designated as a special order in
the Sp Ord field on this screen after the item is on a requisition or purchase order. However, if you
are using the change request process (as determined in Special Order Options Maintenance (MENU
XAFILE), the Prevent Deletion Of Special Order Items field is ignored and you will be required to
enter a request to delete via the F17 function key.

¢ The item will be flagged as a return if the Qty Ord field on the Item Entry Screen (p. 6-71) or the Ord
field on the Item Review Screen (p. 6-115) is a negative value, regardless of the order type (I, O, or
R) specified in the Function field on the Start Order Screen (p. 6-6). If the Return to stock field,
assigned to a return reason code through Return Reason Code Maintenance in Order Entry File
Maintenance (MENU XAFILE), is set to Y, the item will be returned to stock and inventory will be
updated. If the Return to stock field is set to N, the item will not be returned to stock and inventory
will not be updated.

NOTE: Additionally, if the item is being returned to stock, and a warehouse/return
location record has been defined through Return Reason Code Maintenance
(MENU OEFIL2), the return location will be automatically assigned to store the
returned items based on the return reason code selected and what warehouse/
return location record has been defined for that reason code. You will have the
option to change the auto-selected location assignment during Order Entry Line
Review, if desired.

 If Customer Consignment is installed and you want to have items drop-shipped to the customer, you
must create a purchase order for the consignment warehouse through Enter or Change Requisitions
(MENU POMAIN) instead of (MENU POMAIN) instead of flagging the item as a drop-ship on the
Item Entry Screen (p. 6-71) or on this screen.

« If history is selected in a Return, the rebate program will not be run. The Item Review Screen will
display the current standard cost without a rebate included.

» Ifyourequest to delete a line item on an order that has been Ship Confirmed, the system will verify
your user authority to ensure that you are allowed to perform this action. If you are not authorized
to perform this action, you will receive the error message “Not authorized to delete a line from a
Ship Confirmed Order.” Authority to allow the deletion of a line item on Ship Confirmed orders is
defined in the Allow Item Deletes — Ship Confirmed Orders field through Application Action
Authority (MENU XASCTY). Note that if the order being maintained has been ship confirmed, and
you have the authority to delete a line from a ship confirmed order but not a Pick List printed order,
you will be allowed to delete the line from an order with a status of 3 or 9 and with a ship confirmed
date that is not equal to zero.

» Ifyourequest to change the ship quantity for a line item on an order that has been Ship Confirmed,
the system will verify your user authority to ensure that you are allowed to perform this action. If
you are not authorized to perform this action, you will receive the error message “Not authorized to
change ship gty on a Ship Confirmed Order.” Authority to allow the quantity change of a line item
on Ship Confirmed orders is defined in the Allow Quantity Changes — Ship Confirmed Orders field
through Application Action Authority (MENU XASCTY). This security check will occur if the
order type is O, the order status is 3 or 9 and the Ship Confirmed date is not equal to zero. Note that
if the order being maintained has been ship confirmed, and you have the authority to change the
ship quantity on a line from a ship confirmed order but not a Pick List printed order, you will be
allowed to change the ship quantity on a line from the order.

« Ifyou request to delete a line item on an order that has had its Pick List printed, the system will
verify your user authority to ensure that you are allowed to perform this action. If you are not
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authorized to perform this action, you will receive the error message “Not authorized to delete a
line from a Pick List Printed order.” Authority to allow the deletion of a line item on Pick List
printed orders is defined in the Allow Item Deletes - Pick List Printed Orders field through
Application Action Authority (MENU XASCTY). Note that if the order being maintained has been
ship confirmed, and you have the authority to delete a line from a ship confirmed order but not a
Pick List printed order, you will be allowed to delete the line from an order with a status of 3 or 9
and with a ship confirmed date that is not equal to zero.

« Ifyou request to change the ship quantity for a line item on an order that has had its Pick List
printed, the system will verify your user authority to ensure that you are allowed to perform this
action. If you are not authorized to perform this action, you will receive the error message “Not
authorized to change ship qty on a Pick List Printed order.” Authority to allow the quantity change
of a line item on Pick List printed orders is defined in the Allow Quantity Changes - Pick List
Printed Orders field through Application Action Authority (MENU XASCTY). This security check
will occur if the order type is O, the order status is 2 or 9 and the Pick List print date is not equal to
zero. Note that if the order being maintained has been ship confirmed, and you have the authority to
change the ship quantity on a line from a ship confirmed order but not a Pick List printed order, you
will be allowed to change the ship quantity on a line from an order with a status of 3 or 9 and with a
ship confirmed date that is not equal to zero.

« Ifaline item is a kit, the F23=KiT function key will only be allowed if you are authorized to perform
both an item delete and a quantity change for a line item on an order that has had its Pick List
printed (as just mentioned in the above two bullets). If you are not authorized to perform either of
these actions, you will receive the error message “Not authorized to alter BOM for a Pick List
Printed order.”

Item Review Screen Fields and Function Keys

Field/Function Key Description

Ord The Order and Generation Number for this selected order.
Display

(Co/Customer) The company, customer number, and customer name selected for this order.
Display

(Status, Type of Order) The status portion of this field describes the process being completed.
Possible values are: Enter, Change, and Ship.

The Type of Order possible values are: Order, Invoice, Future, Master,
Quote, and Return.

Display

(Currency) This field only displays when International Currency is installed. The trading
currency description of the customer selected for the order appears.

Display

6-117



Infor Distribution A+ Order Entry User Guide

Item Review Screen Fields and Function Keys

Field/Function Key

Reference Number

Description

The reference number of the item displayed on this screen. This number is 1
through 6 for the six items, comments and/or charges that may display. When
rolling forward or backward, the reference numbers do not change. Use these
numbers to reference an item for change or deletion using the F13-F18 To CHG
function keys.

Display

Item & Description

The items on this order. You may toggle between displaying the original
item, item number only, item description only, or item number and
description by pressing F2=ORIG ITEM / F2=DEsC LEFT / F2=DESC RIGHT / F2=ITEM
& DEscC.

The original item number will display if the item is a replacement, alternate,
or upgrade of an item. These are defined through Item Replacements/
Complements Maintenance (MENU OEFILE) and selected for an order
using the F4=RpL function key on the Item Review Screen (p. 6-115).

Comment Description and Special Charge Descriptions will also display in
these columns.

These fields will also toggle with the F24=DouBLE LINE / F24=SINGLE LINE to
display the full item description on the line below the full 27 positions of the
item number.

Display

Qty Ord / Qty Shp This field displays the quantity of the order or the quantity of items to be
shipped, depending upon the F7=Qty SHP / F7=QTY ORD toggle function key.
These quantities are keyed in the Qty Ord and Qty Shp fields on the bottom
half of this screen for each item.
Display

UM The unit of measure in which the item is ordered and shipped.

Display

Final Price

The final price of one item in the pricing unit of measure. This is determined
as the base price of the item minus any applicable item discounts. If markup
pricing is used [determined through the Order Entry Options Maintenance
(MENU OEFILE), the final price is the base price plus the percent markup.

When International Currency is installed, for foreign currency customers,
you can use the F3=Loc CuR / F3=TRD CUR to toggle between displaying the
values in the customer’s trading currency and the company’s local currency.

Display
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Item Review Screen Fields and Function Keys

Field/Function Key

Total Amt / Total
Amount

Description

This field heading displays as Total Amount when expanded field sizes for
Order Entry is set to Y in Expanded Field Use (MENU XAFIL2).

The total monetary amount of the item. This is calculated by multiplying the
quantity of items shipped by the final price of the item.

When International Currency is installed, for foreign currency customers,
you can use the F3=Loc CUR / F3=TRD CUR to toggle between displaying the
values in the customer’s trading currency and the company’s local currency.

Display

Line

The line number of this item, special charge, or comment on the order. Each
new quantity of items ordered is assigned a sequential line number on the
order. There may be up to 99999 lines on an order.

Display

Item No

This field displays the item you are working with.

If extended item comments exist for the item being entered or reviewed,
*EIC will display below the item number in reverse image.

If you key the item number of a non-stock item in this field on the Item Entry
Screen (p. 6-71), NS will display to the right of this field.

If the item being added or changed requires Safety Data Sheets (SDS) or the
item is DOT regulated, the following displays below the item information:

*SID

if there are Safety Data Sheets (SDS) associated with this item (the Item
Master last revision SDS Date is filled), and the item is DOT regulated
(the Item Master DOT Regulated flag is Y)

*SDS

if there are Safety Data Sheets (SDS) associated with this item (the Item
Master last revision SDS Date is filled)

*DOT
if the item is DOT regulated (the Item Master DOT Regulated flag is Y)

(Display)
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Item Review Screen Fields and Function Keys

Field/Function Key

Avail

Description

The quantity available of this item in its default stocking unit of measure or
the unit of measure keyed in the U/M field. If Warehouse Management is not
installed, the quantity available is calculated as:

Available = Qty On-hand - Allocated + In Process

If Warehouse Management is installed, the quantity available is calculated
as:

Available = Qty On-hand - Allocated + In Process - Unavailable + Return Qty* + Special
Order Qty

where the Return Qty is the sum of all the quantity returned for open orders
with Allocate Inventory set to Y.

If the item is a kit, this field displays the total quantity of parents that can be
built from the available components. For example, assume the following
scenario is true:

e 1KIT1 item requires 3 A250 items, 4 A350 items, and 6 A450 items.

 Currently, there are 10 A250 items in stock, 30 A350 items in stock, and
12 A450 items in stock.

* A user enters an order for 4 KIT1 items.

 This field will display 2, because only 2 KIT1 items can be created from
the available components.

If an additional unit of measure is used (instead of a stocking unit of
measure), the quantity available of this item will then be displayed in that
measure. The quantity available will continue to be shown in the additional
unit of measure for this item, even if you are in the change mode and alter the
quantity for the stocking unit of measure. See Quantity Ordered / Quantity
Shipped (p. 4-8) for more information.

Display

(Qty) Ord

This field displays the quantity of the item being ordered in the item’s default
or selected unit of measure.

The quantity ordered may be changed. When using an additional unit of
measure or a customer/item default unit of measure, the changed quantity
ordered will cause the (Customer Qty) Ord quantity to be updated. Refer to
Quantity Ordered / Quantity Shipped (p. 4-8) for examples.

The item will be flagged as a return if the quantity ordered is less than zero,
regardless of the order type (I, O, or R) specified in the Function field on the
Start Order Screen (p. 6-6).

Valid Values: Any value other than zero.

(N 10,3) Required

6-120



Entering, Changing, and Shipping Orders

Item Review Screen Fields and Function Keys

Field/Function Key
(Customer Qty) Ord

Description

NoOTE: This field displays when an additional selling U/M has been
keyed in the U/M field, or a customer/item default unit of
measure was selected by Distribution A+ if the U/M field was
left blank on the Item Entry Screen (p. 6-71).

This field displays the customer’s order quantity which may be from an
additional unit or measure or a customer/item default unit of measure. The
additional unit of measure will be shown in the Cust Ordering U/M field
(displayed below the stocking U/M field) and the quantity available (shown
in the Avail field) will reflect this unit of measure.

This additional unit of measure quantity [as well as the stocking quantity
[Ttem Master File Unit of Measure File (ITMST)] in the (Qty) Ord field may
be changed. The quantity that is changed will cause the other quantity to be
updated and the screen will be refreshed to reflect the conversion change.

If additional unit of measure quantities had to be adjusted to match stocking
unit of measure quantities, the following warning message will display:
“Warning: Cust Ord U/M Qty(s) adjusted to match Stk U/M Qty(s)”.
Refer to Quantity Ordered / Quantity Shipped (p. 4-8) for examples.

(N 10,3) Optional

(Qty) Shp

The quantity of items to be shipped. You may leave this field blank and have
the quantity to ship calculated, or key the quantity of items to ship.

For all orders except master blanket orders with a requested ship date of
December 31, 2049, if you leave this field blank and the quantity of items
available is equal to or greater than the quantity keyed in the (Qty) Ord field,
the quantity keyed in the (Qty) Ord field is filled in here. If the quantity
available is less than the quantity keyed in the (Qty) Ord field, the quantity
available is filled in this field. The difference is put on backorder and
displayed in the (Qty) B/O field.

If you are entering a master blanket order with a requested ship date of
December 31, 2049 (i.e., shipments will be released on request), this field
will always be zero and the quantity keyed in the (Qty) Ord field will be
displayed in the (Qty) B/O field. When you release a new order through
Release Blanket Orders (MENU OEMAIN), using a Release Method of 2,
you will enter the ship quantity for the new order.

Valid Values: Cannot be greater than the (Qty) Ord
(N 10,3) Optional
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Item Review Screen Fields and Function Keys

Field/Function Key
(Customer Qty) Shp

Description

NoOTE: This field displays when an additional selling U/M has been
keyed in the U/M field, or a customer/item default unit of
measure was selected by Distribution A+ if the U/M field was
left blank on the Item Entry Screen (p. 6-71).

This field displays the quantity of items to be shipped in the alternate or
customer/item default unit of measure. You may change this field during this
item review, if desired. If this field is changed, the quantity shipped for the
stocking unit of measure will be updated and the screen will be refreshed to
reflect the conversion change.

(N 10,3) Optional

(Qty) B/O

This field displays the quantity of items that are backordered in the stocking
unit of measure.

For all orders except master blanket orders with a requested ship date of
December 31, 2049, this value is the difference between the quantity ordered
and the quantity available to be shipped (QTYOR - QTYSH = QTYBO). If you key
an item for which the quantity ordered ((Qty) Ord) is greater than the
quantity available (Avail), the quantity shipped ((Qty) Shp) is replaced with
the quantity available, and this field is replaced with the difference between
the quantity ordered and the quantity available/shipped.

For example, assume that Item 14500 has a quantity of 67 units available.
When placing an order for 100 units, key the item number and quantity
ordered. After you press ENTER, the quantity shipped ((Qty) Shp) is 67 and the
quantity backordered (this field) is 33.

If you are entering a master blanket order with a requested ship date of
December 31, 2049 (i.e., shipments will be released on request), the quantity
keyed in the (Qty) Ord field will always be displayed in this field, regardless
of the availability of the item, and the (Qty) Ship field will be zero.

(N 9,3) Display

(Customer Qty) B/O

NOTE: This field displays when an additional selling U/M has been
keyed in the U/M field, or a customer/item default unit of
measure was selected by Distribution A+ if the U/M field was
left blank on the Item Entry Screen (p. 6-71).

This field displays the quantity of items backordered in the alternate or
customer/item default unit of measure.

Display
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Item Review Screen Fields and Function Keys

Field/Function Key

UM

Description

This field displays the stocking unit of measure of the quantity of items
ordered and shipped. The stocking unit of measure is defined for the item
through Item Master Maintenance (MENU IAFILE).

Refer to the U/M field as explained for the Item Entry Screen (p. 6-71) for
further details.

Display

(Customer Ord) UM

NOTE: This field displays when an additional selling U/M has been
keyed in the U/M field, or a customer/item default unit of
measure was selected by Distribution A+ if the U/M field was
left blank on the Item Entry Screen (p. 6-71).

The additional unit of measure for which the (Customer Qty) Ord and
(Customer Qty) Shp quantities are shown.

Display
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Item Review Screen Fields and Function Keys

Field/Function Key

WH

Description

Access to this field is only allowed if Multi-Warehouse Orders has been
defined as Y through System Options Maintenance (MENU XAFILE).

Use this field to select the warehouse from which the item will be shipped.

This value is only available if this is not an invoice order, alternate shipping
warehouses is activated, and the order requirements for warehouse overrides
are met. If an order is to be shipped from multiple warehouses, then the
multi-warehouse order will be split into multiple orders at end order time.
Additionally, the determination of whether to allocate inventory will be made
individually for each separate warehouse at that time. If the pick list has
already been printed for this order, split orders cannot be created; this WH
field will be display only.

To display the alternate warehouses that stock the item, refer to the F2=WHs
function key.

NOTE: You must have an Item Balance record in each of the
warehouses from which the item will be shipped. Also note, if
you are changing a lot/serial item that has already been
assigned locations (if Warehouse Management is installed), you
must first delete the existing assignments (via the F5=Loc
function key) prior to being allowed access to this field to
change the warehouse.

When International Currency is installed, the warehouse in this field must be
of the same currency as this order’s company. This will prevent currency
conflicts, which occur when you enter an order for a company with a
currency different from that of the warehouse that stores the items. If
necessary, a warehouse transfer can be performed by keying a Y in the Sp Ord
field and specifying a warehouse transfer vendor number in the Vnd field to
obtain items from the desired warehouse.

Default Value: A company’s currency is specified through International
Currency Options Maintenance (MENU ICFILE). A warehouse’s currency is
determined by the company to which the warehouse belongs, as specified
through Warehouse Numbers Maintenance (MENU IAFILE).The warehouse
selected on the Order Header Screen (p. 6-18).

Valid Values: A valid warehouse defined through Warehouse Numbers
Maintenance (MENU IAFILE). If Customer Consignment is installed and
you are entering a master or future order, you must specify a non-
consignment warehouse in this field.

(A 2) Required
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Item Review Screen Fields and Function Keys

Field/Function Key

Restret Cd

Description

NOTE: This field displays only when you are reviewing a restricted
item that has been entered or selected.

If you entered or selected a restricted item, this field displays indicating the
restriction code assigned to the item through Item Master Maintenance
(MENU IAFILE).

Restriction codes [which are defined through Product Restriction Codes
Maintenance (MENU OEFIL2)] are used to identify the approval of the sale
of this item (for certain customers), or the denial of a sale.

Display

(Pricing U/M)

Distribution A+ will select the pricing unit of measure from the Item Master
Maintenance (MENU IAFILE) and display to the right of the Final Price
heading.

The price is shown in the ordering unit of measure if Show Prices in Order
Entry is set to O in Order Entry Options Maintenance (MENU XAFILE). If
Show Prices in Order Entry is set to P in Order Entry Options Maintenance
(MENU XAFILE), the price is shown in the pricing unit of measure for the
item [defined through Item Master Maintenance (MENU IAFILE)]. Refer to
the example for the Pricing Option to Show Prices in Order Entry (p. 2-21).

Display

Pricing Fields

The use of the Base Price, Dsc 1, Dsc 2, if used, O, and Final Price pricing
fields is the same as explained on the Item Entry Screen (p. 6-71).

NOTE: If this item uses contract pricing, the word CONTRACT
displays above the Cost field. If this item is associated with a
rebate, *R displays below the Drp Sh field.

Key a C in the O (Override) field to display the Contract Calculator

Screen (p. 91-40). If you key a C in this field, you will be able to use the
F9=CRT CNT function key on the Contract Calculator Screen (p. 91-40) to
create a new OE contract/special pricing record. The contract activity for this
record can then be tracked in the Contract Activity Detail File (CNACD).
Note that you cannot access the contract calculator for items that are part of a
rebate, and you will only be able to key C in this field if you are allowed
access to Allow Contract Creation from Contract Calculator through
Application Action Authority (MENU XASCTY).

When clearing any of the pricing fields, you must clear the remaining pricing
fields to the right so that Order Entry can calculate the new final price and
extended total.

Refer to the examples for Pricing Option to Show Prices in Order Entry (p. 2-
21) and Pricing Option to Show Prices in Order Entry (p. 2-21)
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Field/Function Key

Pricing Fields for
Rebates

Description

If a vendor rebate for the identified customer and item is in effect, *R
displays on this screen in reverse image. *R also displays for any regular item
with rebates or kit item whose components have rebates on them. Rebates
can be valid for items that are part of a kit; the kit item itself cannot have a
rebate. When this occurs, the F16=ReBATE function key will no longer display
and you must press F23=KIT function key to view the rebate from the
component level to determine which components of the kits have rebates.
The F16=ReBATE function key no longer displays in this situation since it does
not apply for kit component rebates; F16=ReBATE function key only applies
for regular item rebates.

Vendor rebates are created through Rebate Master Maintenance (MENU
OERMAIN). If a rebate using an override price amount or discount is
applicable, quantity breaks and contracts are not considered.

Depending how the rebate is created, the following fields may reflect
incorporation of the rebate:

e Base Pr

«  When International Currency is installed, for orders entered in a
foreign currency, this fields may be toggled with the F13=Lc / F13=TR
to display in the trading currency or in the company’s local currency.

 Fin Pr (and therefore, Tot) if a price override was identified in the rebate

» When International Currency is installed, for orders entered in a
foreign currency, this fields may be toggled with the F13=Lc / F13=TR
to display in the trading currency or in the company’s local currency.

NOTE: When either or both of these fields contain a value larger than
999999.99999, the field will contain all 9’s and will display in
reverse image. To change the value, press F15=PRICE CHANGE to
access the Box Line Maintenance Screen (p. 6-220).

Display
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Field/Function Key

M% xx/
Low Margin

Description

When International Currency is installed, the M% field will only display
with the F13=Lc / F13=TR toggled to display the local currency.

The Gross Margin Percent of the item based on G/L Cost.

This field is presented differently depending on the following:

If the option to Display Gross Margin and Profit Amt during OE is set to Y
and you are a master user or have the proper authorization, this field will
display as M% xx, where xx represents a calculated value. The value
presented will be the calculated gross margin for the line item using the
item’s price and G/L costs. If gross margin repricing is allowed, this value
may be changed if the line item is repriced from the End Order Screen (p.
6-248). Refer to that screen description for details.

« If the calculated gross margin is a positive number, and is not lower
than the Minimum Gross Margin Percent identified for the item class/
sub-class [through Item Class/Sub Class Maintenance (MENU
IAFILE)] or for the order as a whole [through Order Entry Options
Maintenance (MENU XAFILE)], M% xx will be presented.

« If the calculated gross margin is a positive number, but is lower than
the Minimum Gross Margin Percent identified for the item class/sub-
class [through Item Class/Sub Class Maintenance (MENU IAFILE)]
or for the order as a whole [through Order Entry Options Maintenance
(MENU XAFILE)], M% xx will be presented in reverse image.

- If'the calculated gross margin is a negative number, - xx will be
presented.

If the option to Display Gross Margin and Profit Amt during OE is set to N or
you are not a master user or do not have the proper authorization, this field
will display as either Low Margin or blank.

Low Margin will display if the line item’s calculated gross margin falls
below the gross margin value set by the Minimum Gross Margin Percent
field. Refer to Item Class/Sub Class Maintenance (MENU IAFILE) for
details about identifying minimum gross margin data at the item class/
sub-class level. Refer to Order Entry Options Maintenance (MENU
XAFILE) for details about identifying minimum gross margin data at the
order level.

This field will be blank if the option to Display Gross Margin and Profit
Amt during OE is set to N or you are not a master user or do not have the
proper authorization and the line item’s calculated gross margin does not
fall below the gross margin value set by the Minimum Gross Margin
Percent field. Refer to Item Class/Sub Class Maintenance (MENU
IAFILE) for details about identifying minimum gross margin data at the
item class/sub-class level. Refer to Order Entry Options Maintenance
(MENU XAFILE) for details about identifying minimum gross margin
data at the order level.

Display
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Field/Function Key

Total / Tot X, where X
is the currency symbol

Description

The total dollar amount of the line item.

When International Currency is installed, for orders entered in a foreign
currency, this field may be toggled with the F13=Lc / F13/TR to display the
total amount in the trading currency or in the company’s local currency. The
applicable currency symbol will display to the right of the heading Tot.

Display

L in this field indicates that this item is sold as a lot. The final price will be
used as a lot charge and will be the total amount for whatever quantity of the
item is ordered on this line. This is considered “lot pricing.”

Blank indicates that this item is not sold as a lot.

Default Value: The value you keyed for this field on the Item Entry Screen (p.
6-71).

Valid Values: L, blank

(A 1) Optional

Y in this field indicates that this item is subject to sales tax on this order.
N in this field indicates that this item is not subject to sales tax on this order.

Default Value: The field defaults to the value you keyed for this field on the
Item Entry Screen (p. 6-71). If this field was left blank on the Item Entry
Screen, then the default value for this field will be based upon the value in
the E field on this screen. If 0 is displayed in the E field on this screen, then
this field will default to Y. If 1, 2, or 3 is displayed in the E field on this
screen, then this field will default to N.

Valid Values: Y, N
(A 1) Required

0 in this field indicates that this item is taxable on this order.

1, 2, or 3 in this field indicates that this item is tax exempt in one of three
categories. You define what type of tax exemption each of these categories
represent.

Default Value: The field defaults to the value you keyed for this field on the
Item Entry Screen (p. 6-71). If the field was left blank on the Item Entry
Screen, then the default value for this field will be based upon the taxing
hierarchy described in CHAPTER 2: Order Entry Pricing.

Valid Values: 0, 1, 2, or 3

(A 1) Required
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Field/Function Key
C

Description

This field indicates if the total amount of this line of the order is used to
calculate the trade discount (A/R terms cash discount) amount for the order.
Since trade discounts are determined by the total order value, this field
indicates if this line of the order is used to calculate a trade discount.

For example, assume that you have an order for a customer that is subject to
a 10% trade discount. The customer orders item A for $100.00 and item B for
$200.00; and Y is displayed in this field for item A, and N is displayed in this
field for item B. The trade discount amount displayed on the End Order
Screen (p. 6-248) will be $10.00. Although the total order value is $300.00,
the trade discount amount is calculated for only item A (10% of $100.00 is
$10.00).

Default Value: If item pricing is being used, this field indicates the value
keyed in the Cash/Trade Disc field through Item Master Maintenance
(MENU IAFILE). If warehouse level (balance) pricing is being used, this
field indicates the value keyed in the Cash/Trade Disc field through Item
Balance Maintenance (MENU IAFILE).

Valid Values: Y, N
(A 1) Required
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Field/Function Key Description

OE Cost The OE Cost field displays only if you are authorized to see OE cost.
Authority to see OE cost is defined in the Display OE Cost and Profit (OE, SA,
AR, some PO) and Authorized Users fields through Application Action
Authority (MENU XASCTY).

This field is available if you are authorized to change the Order Entry (OE)
cost; otherwise, this field is display-only. Authority to override the OE cost is
defined in the Allow Changes to OE Cost - Item Entry and Authorized Users
fields through Application Action Authority (MENU XASCTY).

This cost field represents the unit OE cost of the item. See “Cost to be Used
for OE” on page 3-2 for details on how this cost is determined.

If Cost to be Used for GM Hold is O for the OE cost in Order Entry Options
Maintenance (MENU XAFILE), this field displays the cost of the item that
will be used to calculate the item’s profit margin.

When International Currency is installed, costs will always display in the
local currency of the company for the sales order. The currency symbol for
the company’s local currency will display to the right of the field heading.

Important

The OE cost you see here may not be the true cost depending
on the Order Entry and, if applicable Warehouse Management,
options you select, such as which cost you will use and when
that cost will update. For example, if you use average cost for lot
items which you determine will update your orders, when Day-
End occurs, the cost reflected here will most likely be different
after the update. If you use override pricing, that will take prece-
dence and the costs keyed will not change.

(N 15.5) Required
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Field/Function Key

Last Cost Date

Description

This is the last date the item Last Cost was updated. This field can be
maintained by both Distribution A+ and the user. Distribution A+ will update
the Last Cost Date when it updates the Last Cost using the transaction date of
the individual transaction.

Conditions for whether or not this field displays on this screen follows:

If Cost to be used for OE in Order Entry Company Options Maintenance
(MENU XAFILE) is set to A for Average Cost, and the user is authorized to
Display OE Cost and Profit, then this field will display.

OR
If Cost to be used for GL in Order Entry Company Options Maintenance

(MENU XAFILE) is set to A for Average Cost, and the user is authorized to
Display GL Cost and Profit, then this field will display.

Display cost and profit is determined through security options in Application
Action Authority Maintenance (MENU XASCTY).

NOTE: If this field displays on this screen but the item has not yet
been received into inventory, this field will be blank.

Display

GL Cost

The GL Cost field displays only if you are authorized to see GL cost.
Authority to see GL cost is defined in the Display GL Cost and Profit (OE, SA,
AR, some PO) and Authorized Users fields through Application Action
Authority Maintenance (MENU XASCTY).

This field is available if you are authorized to change the General Ledger
(GL) cost; otherwise, this field is display-only. Authority to override the GL
cost is defined in the Allow Changes to GL Cost - Item Entry and Authorized
Users fields through Application Action Authority (MENU XASCTY).

This cost field represents the unit GL cost of the item. See “Cost to be Used
for GL” on page 3-3 for details on how this cost is determined.

If Cost to be Used for GM Hold is G for the GL cost in Order Entry Options
Maintenance (MENU XAFILE), this field displays the cost of the item that
will be used to calculate the item’s profit margin.

If Hold order if line item falls below margin percent is Y at the item class/
sub-class level [through Item Class/Sub Class Maintenance (MENU
IAFILE)] or if Hold Below Gross Margin is Y at the order level [through
Order Entry Options Maintenance (MENU XAFILE)], the order will be held
with a GM hold code (Gross Profit Warning).

When International Currency is installed, costs will always display in the
local currency of the company for the sales order. The currency symbol for
the company’s local currency will display to the right of the field heading.

(N 15.5) Required

6-131



Infor Distribution A+ Order Entry User Guide

Item Review Screen Fields and Function Keys

Field/Function Key

Reason

Description

When entering a return, use this field to enter the return reason code
indicating the reason the merchandise is being returned. Return reason codes
are defined through Return Reason Codes Maintenance (MENU OEFIL?2).
Refer to that option for details about return reason codes.

When deleting a line item, use this field to enter the delete reason code
indicating the reason the line is being deleted. Delete reason codes are
defined through Order Delete Reason Codes Maintenance (MENU OEFILE).
Depending on how the code selected is defined, Inventory Management &
Planning demand data may or may not be updated. Refer to that option for
details about defining delete reason codes. Note that you must press
F24=DELETE prior to entering a delete reason code; otherwise, you will be
entering a return reason code.

The return reason code entered in this field is associated with the Return to
Stk field on the End Order Screen (p. 6-248). The code keyed in this field is
used to determine the default value that will display in the Return to Stk field
on the End Order Screen. The Return to Stk field on the End Order Screen
will default from the line items’ values if the values are consistent on all line
items’ return reason codes. For additional information, refer to the Return to
Stk field on the End Order Screen.

Default Value: For returns, the last return reason code that was keyed or
blank. For new or existing orders when deleting a line item, the default delete
reason codes identified for deleting line items from new or existing orders
through OE Options Maintenance (MENU XAFILE), if any; otherwise, this
field defaults to blanks.

Valid Values: For returns, a valid return reason code defined through Return
Reason Codes Maintenance for negative order quantities; must be blank for
positive order quantities. For new or existing orders when deleting a line
item, a valid delete reason code defined through Order Delete Reason Codes
Maintenance if OE Options Maintenance indicate that a delete reason code is
required or optional; if OE Options indicates that deleted line items are not to
be retained, must be blank.

(A 2) Required/Blank
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Field/Function Key

ExS

Description

The expected ship date for this item, which could be different than the
expected ship date on the order header level (that is, in the Exp Ship date field
on the Order Header Screen (p. 6-18)).

This field may be maintained immediately or at any time the line item is
maintained. Any changes to a line item’s expected ship date will be tracked
as part of Order Activity.

Key the date using the Default Date Format for this user, specified through
Register User IDs (MENU XACFIG), or if that field is blank, key the date

using the system’s Default Date Format specified through System Options

Maintenance (MENU XAFILE).

If the tailoring option Include Expected Ship Date for Duplicate Date is Y or
P in Order Entry Options Maintenance (MENU XAFILE), you may replace
the expected ship date for all items in an order with the Expected Ship Date
on the Order Header Screen (p. 6-18) by using the F23=Dup DT function key on
the Order Header Screen (p. 6-18).

NOTE: Ifinventory is unavailable and the tailoring option Use Vendor
Lead Time if Inventory Unavailable is Y in Order Entry Options
Maintenance (MENU XAFILE), the vendor lead time will be
used to calculate the expected ship date for the line item. For
the line which is going on back order, the system will add the
lead time of this item to today’s date to calculate the line item’s
expected ship date.

The vendor lead time for the item will be determined using the
following hierarchy:

1) IM&P Balance Record (if item/warehouse is a planned by
IM&P)

2) AIM Balance Record (if item/warehouse is a planned by
AIM)

3) Vendor Item Record

4) Vendor Master Record

If Use Vendor Lead Time if Inventory Unavailable is N to not
use the vendor lead time if inventory is unavailable, then the
system will use the current value of the order header expected
ship date field.

Default Value: The Exp Ship date from the Order Header Screen (p. 6-18),
which was determined by the expected ship date options defined through
Order Entry Options Maintenance (MENU XAFILE) or the system
calculated date if the vendor lead time is being used for unavailable
inventory.

(N 6,0) Required
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Field/Function Key

RqgS

Description

The requested ship date for this item. This date is used when releasing
blanket orders and using Automatic Backorder Release.

Key the date using the Default Date Format for this user, specified through
Register User IDs (MENU XACFIG), or if that field is blank, key the date
using the system’s Default Date Format specified through System Options
Maintenance (MENU XAFILE).

When entering a master blanket order, your entry in this field depends on the
release method you will be using for the order:

» Ifyou will be releasing blanket orders using pre-defined release dates, key
the requested ship date for this shipment of the item.

» Ifyou will be releasing blanket orders on request, this field will show
December 31, 2049. Do not change this date.

For more information on creating and releasing blanket orders, refer to
CHAPTER 4: Order Entry Order Processing.

You may replace the requested ship date for all items in an order using the
F23=Dup T function key on the Order Header Screen (p. 6-18).

Default Value: Requested ship date keyed on the Order Header Screen (p. 6-
18).
(N 6,0) Required

UpD

This field appears only if Inventory Management & Planning is installed.
Use this field to specify whether this item will update demand.

Key Y if you want this item to update demand.
Key N if you do not want this item to update demand.

Default Value: The value specified in the Upd Demand field on the Second
Order Header Screen (p. 6-48).

Valid Values: Y, N
(A 1) Required
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Field/Function Key
SpO

Description

Access to this field is available only if Special Order Processing Active has
been defined as Y through Order Entry Options Maintenance (MENU
XAFILE).

This field determines if this item will become a special order. Special orders
are available for the Special Order Processing feature used in the Purchasing
module. Also, if Value Added Services is installed, special orders are

available for manufactured items used in the Value Added Services module.

To create a special order, key Y in this field.

To create a special order and a drop ship, key Y in this field and Y in the Drp
Shp field.

If you change the default warehouse (in the WH field) and there is a Y in this
field, the Y will be blanked out. You must then delete the vendor number in
the Vnd field before you can press ENTER to add this item. If you want to
special order this item, you must then select the item using the F13-F20 key,
as appropriate, key a Y in the Sp Ord field, and enter a vendor number.

NOTE: IfaY is keyed in this field, and if enough of the item is in stock
and available to complete the order, a message will be
presented to advise you for confirmation.

Key N if you are overriding non-stock items.

Leave this field blank if you do not want to create a special order for the
item.

An X automatically displays in this field once an item has been extracted to
the Special Order File.

An R automatically displays in this field once a special order purchase order
has been received for this item.

Default Value: Blank

Valid Values: For entry purposes, Y, N, or Blank. In review mode, X and R
also valid values.

(A 1) Optional/Display
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Field/Function Key

RP

Description

The rush purchase order field displays only if Allow Change to Rush PO -
Item Entry has been defined as A (all users), S (selected users), or M (master
users) in Application Action Authority (MENU XASCTY) and you are an
authorized user (S) or a master user (M).

Use this field to indicate if you want to flag the next suggested order as a rush
in Buyers Workbench (MENU POREPT).

Key Y to mark the next suggested order of this item as a rush in Buyers
Workbench.

Leave this field blank if you do not want to mark the next suggested order of
this item as a rush in Buyers Workbench.

Valid Values: Y or blank
(A 1) Optional
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Field/Function Key Description

Ord NOTE: This field is replaced by the RLv field if Value Added Services
is installed on your system and the entered item is a bill of
material item that has been designated as a manufactured item
(Type of Bill is M).

Use this order number field when entering a line item with a negative order
quantity to link that line item to the original order. This applies to order
types, invoice types, returns, and future orders.

Key the original order number and generation associated with the line item.
If you key generation 00, and the order has multiple generations, the return
quantity will be compared against and applied to all generations of that order,
beginning with generation 00.

Example: If your 00 generation shipped 5 of an item, and your 01
generation shipped 2 more of that same line item, and your 02
generation shipped 2 more of that same line item, and you keyed
a return quantity of -6 specifying the 00 generation, then 5 would
be applied against the 00 generation and 1 would be applied
against the 01 generation. If you key a specific generation other
than 00 however, the return quantity will be compared against
and applied only to that generation.

If some quantities have already been returned against the specified
generation, the Order Returns Listing Screen will be presented to identify the
current return quantity status of each generation and to allow the selection of
a different quantity or generation, if applicable. If all quantities have been
returned against the specified order/generation, you will not be allowed to
continue with that order/generation referenced.

You may optionally specify an order/generation at any time, but may be
required to do so based on your security to the Allow Returns without
Original Order Reference action in Application Action Authority (MENU
XASCTY).

If you attempt to enter an original order number and the order quantity is not
a negative value, a message displays to inform you that an original order
number can only be entered for negative quantities. You then have to change

the order quantity to a negative value or clear out the original order number
from this field.
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Field/Function Key
Ord Continued...

Description

If you are entering a return, and the exact amount originally shipped of the
item has previously been returned, a message displays after you enter the
original order number and generation in this field informing you that returns
have already been placed against the shipped amounts for the order selected.
Additional returns against the order/item would mean that the amount
returned is greater than the amount shipped. Depending on options setup
through Order Entry Options Maintenance (MENU XAFILE), you may or
may not be allowed to process a return if the quantity is greater than the
original quantity ordered and shipped to the customer, including all
generations of the order.

After keying an original order number in this field, if you are required to do
so, the Order Returns Listing Screen (p. 6-232) may display depending on the
amount attempting to be returned. This screen will display if the quantity of
the item you are attempting to return for the customer is not greater than the
original quantity shipped to the customer, less any cumulative returns already
placed against the order, and a a positive amount of the originally shipped
item remains. The original quantity shipped includes all backorders of the
order. The Order Returns Listing Screen (p. 6-232) will not display if the
quantity to be returned is less than that positive remaining original quantity
shipped to the customer; in this case, you may process the return accordingly.

For example, assume the quantity ordered of an item = 10 and quantity
shipped = 5. If you are entering a negative amount for the item/order and key
5-, you will be required to key the order number, but the Order Returns
Listing Screen (p. 6-232) will not display. If, however, you enter 6- instead of
5-, you will not only be required to key the order number, but the Order
Returns Listing Screen (p. 6-232) will now appear. This is because there are
still items remaining that may be returned (5), but the amount you are
attempting to return (6) exceeds the quantity that was shipped. That is, you
are trying to return an amount that is 1 greater than the amount that was
shipped to the customer and that may be returned.

NOTE: If you enter an original order number in this field, even if it is
not required, Order Entry checks to see if it exists in the Order
History Files. If the number you enter is not found in these
files, a warning message displays prompting you to clear the
field or locate the appropriate order number.

Valid Values: An original order number and generation separated by a slash (/
), for example 01126/00, obtained from Order History Files (use the F11
function key on the Start Order Screen (p. 6-6) to identify the original order
from history). The order you specify must contain the line item you keyed on
the Item Entry Screen (p. 6-71).

(A 8) Required/Optional
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Field/Function Key

RLv

Description

NOTE: This field displays instead of the Ord field only if Value Added
Services is installed on your system and the entered item is a
bill of material item that has been designated as a manufactured
item (Type of Bill is M).

When special ordering a manufactured parent item from the work order
vendor, this field displays the revision level associated with this item as
selected on the Parent Item Revision List Screen that displays when you
press F20=RvLs.

Display

Vnd/PO/WO

The Vnd field is optional. The PO or WO field is display only.
Vnd

This field appears as Vnd if the Special Order Processing Active field is set to
Y through Order Entry Options Maintenance (MENU XAFILE) and you
have not created a purchase order or work order for this item.

Key the number of the vendor used for the special order (and used by the
Special Order Processing feature in Purchasing). To search for a vendor, key
? and press ENTER to display the Vendor Search Screen as explained in
Vendors Maintenance (MENU POFILE). Leave this field blank to use the
primary vendor from the Item Balance File ([ TBAL) or Item Master File
(ITMST), as specified in the Vendor Default for Special Order Item in OE
field in Order Entry Options Maintenance (MENU XAFILE).

If the item is for a warehouse transfer, use the F2=WHs function key to select
the transfer warehouse. Once the warehouse is selected, press F15 to identify
the item as a special order item. The established warehouse transfer vendor
for that selected warehouse will now appear in this Vnd field. The inventory
will automatically be allocated in the transfer “from” warehouse. Refer to the
ENTER key description for more details.

PO
This field appears as PO if the Special Order Processing Active field is set to
N through Order Entry Options Maintenance (MENU XAFILE) and is

proteced from data entry. When Special Order Processing Active field is set
to Y, this field displays the purchase order number for this special order item.

wWo
This field appears as WO if you previously pressed F23=WO and created a

work order for this line item. This field displays the work order number
applicable to this special order item.

(A 6) Optional/Display

6-139



Infor Distribution A+ Order Entry User Guide

Item Review Screen Fields and Function Keys

Field/Function Key

Pr Lst

Description

The price list used for this item. Each item may be assigned up to five list
prices. In this field, you determine which of those list prices are used for this
order.

Key a price list code to use item prices for this item that is not being used in
this order.

Default Value: The code keyed in the Price List field on the Second Order
Header Screen (p. 6-48); if you did not display the Second Order Header
Screen, this is the price list code used for the customer placing the order, or
the Redirect Price List determined by contract pricing or price matrix pricing.
Valid Values: 1 through 5

(N 1,0) Optional

COO

This field displays only if the item you key in the Item No field on this
screen is set up to track country of origin, as defined through Item Master
Maintenance (MENU IAFILE), and the quantity shipped of the line is a
negative value (indicating the item is being returned into inventory).

Use this field to specify the country of origin of the item.

Default Value: The country of origin from the OE Order History Detail File
(HSDET), if it is not *M (multiple country of origins) and if the original order
information is entered or if the item is selected as a return from order history

Valid Values: A country defined through Country Name Maintenance
(MENU POFILE/MENU ARFIL2)

(A 3) Required

BOM Cd

This field displays only if the item keyed is a bill of material item and has
been defined as a type K (Kit).

NOTE: This field displays the bill of material code defined for the
item.

K displays in this field if the product requires assembly or special packaging
before it can be shipped to your customers.

Default Value: The bill of material code defined for the item (Type of Bill is
K)
Display
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Field/Function Key

Bld Qt

Description

NOTE: This field displays only if the item keyed is a Bill of Material
item and has been defined as type K (Kit).

This field (Build Quantity) identifies the quantity of kits that were built from
components for this item. This field will be blank if no kits had to be built
and the quantity could be picked from stock.

During shipping confirmation, you must enter the quantity of kits built from
components for proper inventory reduction. If no kits were built, key 0 in this
field.

When entering a new line item, if you choose to enter a value in this field
instead of leaving it blank, Order Entry accepts the value you entered and
will not modify it. If this field is left blank, Order Entry will fill in the value.
This will keep allocations correct based on parent availability. Therefore,
Order Entry will reflect what is on hand, and the Suggested Order Report
(MENU POREPT) will then recognize the correct allocations of components
and create suggested orders correctly.

For example, if you have 3 parent items available and order 10 and ship 10,
the build quantity of 7 will automatically be filled in by Order Entry.

NOTE: Order Entry processing works as just explained, with one
exception: If in order release you override the quantity ordered
or shipped, then the build quantity will equal the shipped
quantity and will not be based on parent availability. This is due
to the lack of the build quantity entry.

(N 10,3) Required

Drp Sh

This field appears only if the item is allowed to be drop-shipped.

Determines if this item is drop-shipped. A drop-shipped item will be shipped
directly from your vendor to your customer and will not be received into
your inventory.

Key Y if this is a drop-shipped item.

Key N if this item will not be drop-shipped for this customer order.

If Customer Consignment is installed and you want to have items drop-
shipped to the customer, you must create a purchase order through Enter or
Change Requisitions (MENU POMALIN) instead of creating an order through
Enter, Change & Ship Orders (MENU OEMALIN).

Default Value: The value keyed in the Drp Shp field on the Order Header
Screen (p. 6-18).

(A 1) Required
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Field/Function Key

Dt

Description

NOTE: This field displays only if Value Added Services is installed on

your system and the entered item is a bill of material item that
has been designated as a manufactured item (Type of Bill is M).

When special ordering a manufactured parent item from the work order
vendor, this field displays the effective date for the revision level associated
with this item as selected on the Parent Item Revision List Screen that
displays when you press F20=RvLs.

Display

Loc

If Warehouse Management is not installed, this field will display the value in
the Primary Loc field in the Item Balance File (ITBAL).

One of three status’s, indicating from which warehouse location this item
should be picked, is displayed:

*FIRST is the primary picking location for this item as defined on the
Used Location Screen in W/M.

W/M sequences locations for an item by assignment to ensure the first
location that is assigned an item is the first location that the item is picked
from. This sequence, displayed on the Used Location Screen through
Warehouse Management (MENU WMMAIN), may be changed as you
desire. Also, if a warehouse location is designated to be Used First, it will
be the first location used regardless of item assignment. Lot items with an
expiration date are not sequenced by assignment; instead, they are
sequenced by their expiration date.

The first location displayed is the first location that the item will be
picked from if *FIRST displays in this field. If that location is empty, the
next location available is used.

*MISSING displays for lot or serial numbers that have not yet been
assigned for picking.

When placing an order for a lot/serial number item, you must select the
location and lot, or location and serial number, for the items to ship. If you
do not make this assignment, the location selection is designated as
*MISSING when keying an item on an order. This means that the lot or
serial number has not been assigned. After you make the lot or serial
number assignment, the location selection is designated as *“ASSGNED.

*ASSGNED displays if you selected a location using F5=Loc; or have
selected a lot or serial number for this item.

If you choose not to use the first location containing an item, you may
assign the location from which the item is picked. This is done by
pressing the F5=Loc function key which displays the Order Location
Selection Screen (p. 6-164). After assigning a picking location to this item,
the location selected is designated as *ASSGNED.

Display
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Field/Function Key

Re-Use

Description

This field displays only if the tax code for the order is J (Cd field on the
Order Header Screen (p. 6-18). Also note this field will override the tax and
tax exempt fields (T and E fields) on this screen.

This code determines if this item is taxable for jobber orders (i.e., Tax Code
is J.)

Key Y if this item is re-usable (and therefore will be taxed).

Key N if this item is not re-usable (and therefore will not be taxed).

NOTE: Override tax exemptions are available at a variety of item/
customer levels. Refer to the following for details:
-Customer Tax Classes (MENU OEFIL2)

-Item Tax Classes Maintenance (MENU OEFIL2)
-Tax Overrides Maintenance (MENU OEFIL2).

Default Value: The Re-use code specified for this item through Item Master
Maintenance (MENU IAFILE)

(A 1) Required

QB Cl

NOTE: This field displays only if a quantity break class has been
selected for the item through Item Master Maintenance (MENU
IAFILE) or Item Balance Maintenance (MENU IAFILE). Also
note that if a rebate using an override price amount or discount
is applicable, quantity breaks and contracts are not considered.

Quantity break classes are created through Quantity Break Class
Maintenance (MENU IAFILE) and must be defined before you can assign an
individual item to a quantity break class. You can then define quantity
discounts through Quantity Discounts Maintenance (MENU IAFILE) that
allow you to define up to 10 quantity breaks for the group of items in a
quantity break class.

Quantity break class discounts are additional discounts that are applied
during end order processing.

Default Value: If using item pricing, the quantity break class selected for the
item through Item Master Maintenance (MENU IAFILE). If using
warehouse level (balance) pricing, the quantity break class selected for the
item through Item Balance Maintenance (MENU IAFILE).

Display
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Field/Function Key

Tot Wt

Description

NOTE: This field displays only if the item has been defined as a catch
weight item through Item Master Maintenance (MENU
IAFILE).

The total weight of the items that can be shipped. If weights are keyed
through Item Master Maintenance (MENU IAFILE), the total is based on the
quantity shipped.

Display

Nxt

NOTE: This field displays only when a quantity discount is applicable
for an item.

The quantity break and discount of the next available quantity discount. You
can use this discount if you press F9=Nx. Doing this will change the quantity
ordered to the quantity displayed here. The quantity shipped, discounts, final
price, and totals are recalculated to use the quantity discount displayed in this
field. After doing this, the next quantity discount will display in this field. If
there are no more quantity discounts for this item, this field and the F9=Nx
function key will no longer display.

Display

(Price Source)

The price source for the ordered item displays below the Drp Sh field. The
price source indicates from where the price originated: contracts, rebates,
matrix, quantity breaks, etc.

One of the following price sources or a combination of them will appear:
e RB - Rebate Override Price or Discount

e Czy - Contract Price, where ‘z’ is the Contract Type and ‘y’ is the
Contract Hierarchical Level

e MX - Matrix Pricing

» MXQB - Matrix Pricing and Quantity Discount
* MXR - Matrix Price Redirect

* LS - List Price

* LSR - List Price Redirect

* @B - Item and Class Quantity Discounts

¢ CM - Component Override Price

* PM - Promotion Override Price

Refer to Price Source (p. 2-30) for further price source detail information.
Display
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Field/Function Key

F2=WHs

Description

F2=WHs displays only if

e Multi-Warehouse Orders and Warehouse Search have been defined as Y
through System Options (MENU XAFILE)

 this is not an invoice order

» alternate shipping warehouses have been defined through Alternate
Shipping Warehouses Maintenance (MENU OEFIL2) and the order rules
are met

« alternate ship code has been assigned to a customer record, customer/
ship-to record, and/or warehouse record

Press F2=WHs to display alternate warehouses that stock the item on the
Alternate Warehouse Selection Screen (p. 6-154). If the WH field is left blank
and this key is pressed, alternate warehouses will display for the item; if a
warehouse is entered in the WH field and this key is pressed, alternate
warehouses for that warehouse and item are displayed. If you are selecting a
warehouse for a special order line item, the warehouse you select on the
Alternate Warehouse Selection Screen (p. 6-154) will be the ‘from’ warehouse
vendor for the transfer.

If this is a special order warehouse transfer item, utilize this key to select the
desired transfer warehouse. Once selected, press F15=Spec ORD on the
Alternate Warehouse Selection Screen (p. 6-154) and when you return to the
Item Review Screen (p. 6-115), the established warehouse transfer vendor for
the selected warehouse will display in the Vnd field on this screen.

F4=Rpl

The F4=RpL function key displays only if the item keyed has replacement
items defined through Item Replacements/Complements Maintenance
(MENU OEFILE).

If replacement items have been defined for this item, press F4=RpL to display
the Replacements Selection Screen (p. 6-157). On the Replacements Selection
Screen, you may select a replacement, alternate, or upgrade item for the item
keyed.
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Field/Function Key

F5=Loc

Description

The F5=Loc function key displays only if you are using Warehouse
Management and the quantity shipped (Shp) is not zero.

Press F5=Loc to display the Order Location Selection Screen (p. 6-164), which
displays the locations where this item is currently stored, and allows you to
select the location from which the item should be shipped (i.e., reserve the
items in this location for shipping). You can optionally reserve the items in a
location (and serial or lot number, if needed) when entering an order (type
0).

You must select the location when performing a shipping confirmation (type
S) for an order. If the item is a lot or serial number item, you will then be
required to specify the lot/serial numbers of the item to ship.

NOTE: You will not be required to enter the lot or serial number if the
item is being drop shipped.

If this order is for a return (type R), you enter a negative order quantity, and
you have the W/M option to Use Returns Locations defined as Y for this
warehouse [this is defined through Warehouse Management Options
Maintenance (MENU WMFILE)], then the items being returned are
automatically stored in the W/M returns location (this location consists of all
7’s such as 77.777.777).

If the returned item is a lot or serial number item, you are required to specify
the lot/serial number. If you are not using the returns location option, the
Location Receipts Screen will display for a returned item.

F6=Ky

Press F6=KY to access additional function keys. A new function key panel
will display.

F8=Sh

Press F8=SH to access the Shipped Orders By Item Inquiry Screen (p. 18-6)
that has been filtered to the item number displayed on the Item Review
Screen.

F9=Nx

The F9=Nx function key displays only if the item being entered/changed uses
a quantity discount, and the highest level of the quantity discount for that
item has not been exceeded.

Press F9=Nx to order the quantity displayed in the Next field. The quantity
ordered and quantity shipped are updated to use that quantity, and all pricing
fields are updated accordingly.
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Field/Function Key

F10=EIC

Description

F10=EIC is available only if you selected to use Extended Item Comments
(EIC) through System Options Maintenance (MENU XAFILE) and
comments exist for the selected warehouse, item, item EIC group, company,
customer, and/or customer EIC group. Also, if you have identified to restrict
your EICs (via Warehouse Maintenance - MENU IAFILE) by warehouses,
this key will only show if there are matching warehouse specific EICs.

Press F10=EIC to view the EIC associated with the item being processed on
the Extended Item Comments Inquiry Screen (p. 6-175).

F11=Sb

The F11=SB functional only when this screen is displayed after pressing
ENTER from the Item Entry Screen (p. 6-71); you cannot use this key after
selecting a line for change with the F13-F20 keys.

Press F11=SB to display the Item Description Search Screen for items that
may be suitable substitutes for the item in the Item No field. Refer to this
screen as described in the Inventory Accounting User Guide.

The substitutes displayed are based only on the description of the item. The
first five characters of each word of the original item description are used as
search criteria; items matching the search criteria are the possible substitutes
displayed on the Item Description Search Screen.

NOTE: Do not confuse this substitute function with that provided by
the F4=RepL function key.

F12=Ret

Press F12=RET to return to the Item Entry Screen (p. 6-71) without accepting
any of the changes made on this screen.

F13=Lc/F13=Tr

F13=Lc / F13=Tr only displays when International Currency is installed.

Press F13=Lc / F13=TR to toggle between a display of values in the Base Pr,
Fin Pr, and Tot columns in the trading currency or in the company's local
currency. The applicable currency symbol will display to the right of the
heading Tot.

F15=Price Change

F15=PRICE CHANGE is only available when International Currency is installed.

The F15=Price CHANGE does not display on the screen but is available for use
when total amounts exceeding 999999.99999 are truncated; see Base Pr / Fin
Pr field.

Press F15=PRIce CHANGE if you wish to change the base price and/or final
price. The Box Line Maintenance Screen (p. 6-220) displays and the actual
values of truncated total amounts are presented.
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Field/Function Key

F16=Rebate

Description

F16=REeBATE appears only if you have pressed the F6=Ky function key to
display additional function keys, the customer and/or item qualifies for a
rebate, and you are authorized to access rebate information through
Application Action Authorities Maintenance (MENU XASCTY).

Press F16=REBATE to review the rebate that was selected, bypass the rebate, or
to select a different rebate. The Rebate Display Screen (p. 101-45) appears.

NOTE: F16=ReBATE does not appear on this screen for any kit item
whose components have rebates on them. Rebates can be valid
for items that are part of a kit; the kit item itself cannot have a
rebate. When this occurs, F16=ReBATE will no longer display
(since it does not apply for kit component rebates) and you
must press F23=KiT to view the rebate from the component level
to determine which components of the kits have rebates.
F16=ReBATE only applies for regular item rebates.

F17=Chg Rgst

F17=CHa RasT appears only if:

« you have pressed the F6=Kv for more keys and you have selected to
review information about a special ordered item that has been extracted to
the Special Order File (SPORD).

+ this company’s special order company options are set to use the change
request process through Special Order Options Maintenance (MENU
XAFILE)

e you are a member of a group that is allowed to work with special order
changes.

« you are not working with a warehouse transfer.

Press the F17=CHc RasT function key to access the special order change
request process, which allows you to request a change to this special order
item. Refer to Work With Special Orders (MENU POMAIN) in the
Purchasing User Guide for a description of this option.

F18=Bill Class

F18=BILL CLAsS appears only if you have pressed the F6=Ky for more keys, and
only if you are adding or changing a line item.

Press F18=BILL CLAsS to access the Box Line Maintenance Screen (p. 6-220),
where you can enter a Billing Class and Sub Class for this customer/ship to.
This information is used to classify the line items that a customer orders.

NoTE: If Billing Classes/Sub Classes are required for this customer/
ship to, as determined through Billing Class/Sub Class
Maintenance (MENU ARFIL2), the Box Line Maintenance
Screen (p. 6-220) automatically displays after pressing ENTER.
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Field/Function Key

Description

F19=P&A F19=P&A appears only if there is data in the Gateway Transactions Options
File (PAMST). Customization by Infor Consulting Services is required. Refer
to the Commerce Gateway User Guide for more information on the Gateway
Transaction Linking that can be completed by Infor Consulting Services.

F20=RvLs

NOTE: F20=RvLs displays only if Value Added Services is installed on
your system and the entered item is a bill of material item that
has been designated as a manufactured item (Type of Bill is M).

If the bill of material item selected has been designated as a manufactured
item, press F20=RvLs when creating a special order (the Sp Ord field is Y) to
also submit a request to create a work order (instead of a special order to a
vendor).

The Parent Revision List Screen will display, where you may select (if
desired) a bill of material, based on its effective date or revision level, to be
retrieved when creating a work order for the selected special order items.
After your selection on the Parent Revision List Screen, the request is
processed and you will be returned to the Item Review Screen (p. 6-115). If
you select not to choose a specific bill and instead press F12=RETURN on the
Parent Revision List Screen, the request will still be processed but instead for
a bill with no effective date or revision level.

All work order requests processed through the F20=RvLs key for special order
items will be displayed in Maintain Special Orders (MENU WOMAIN) of
the Value Added Services module. Refer to that user guide for details about
the Parent Revision List Screen [Bill of Material Maintenance (MENU
WOFILE)], as well as Maintain Special Orders (MENU WOMAIN) to create
the actual work orders for the requests processed through the F20=RvLs key.

F21=Cust Inq

You may press F21=CusT INa before or after pressing F6=Ky to display the
Customer Inquiry. Use this inquiry to display detailed accounts receivable
information for a customer. This inquiry also may be accessed through
Customers Inquiry (MENU OEMAIN), and Customer A/R Inquiry (MENU
ARMAIN) of the Accounts Receivable module.

F22=Item Inq

You may press F22=ITem INna before or after pressing F6=Ky to display the Item
Inquiry. Use this inquiry to display the inventory status of an item. This
inquiry also may be accessed through Items Inquiry (MENU OEMAIN), and
Item Inquiry (MENU IAMAIN) of the Inventory Accounting module.
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Field/Function Key

F23=Kit

Description

The F23=KiT function key appears only if the item is a bill of material kit
item, and will only be allowed if you are authorized to perform both an item
delete and a quantity change for a line item on an order that has had its Pick
List printed. If you are not authorized to perform either of these actions, you
will receive the error message ‘“Not authorized to alter BOM for a Pick List
Printed order.”

If the bill of material item selected has been designated as a kit (a product
that requires assembly before it can be shipped to your customers), press
F23=KiT to review or change the bill of material kit. The Order Bill of
Material Component Information Screen (p. 6-185) appears.

F23=WO

The F23=WO function key displays only if Value Added Services is installed
on your system and the entered item is a bill of material item that has been
designated as a manufactured item (Type of Bill is M). Also, this key displays
only if Alter Work Orders through OE is defined as Y through Work Order
Options Maintenance (MENU WOFILE). User access is determined through
Security (MENU XASCTY).

If the bill of material item selected has been designated as a manufactured
item, press F23=WO when creating a special order (the Sp Ord field is Y) to
also immediately create a work order for this item. The Work Order
Maintenance Screen will display, where you may create a work order for a
special ordered item. Using this method allows you to select which
components to include in the specific parent item for this customer’s order.
The Work Order Maintenance Screen is described in Maintain Work Orders
(MENU WOMALIN) of the Value Added Services User Guide. Refer to that
user guide for information about creating work orders.

NOTE: If you do not wish to immediately create a work order for a
special order, you may instead create a request for a work order
by keying Y in the Sp Ord field on this screen and pressing
F20=RvLs instead of F23=WO. This will allow you to create a
special order without immediately assigning a work order. You
may later create a work order for the special order through
Maintain Special Orders (MENU WOMALIN) of the Value
Added Services module. Refer to the Value Added Services
User Guide for information about creating a work order for a
special order.
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Field/Function Key

F24=Del

Description

Press F24=DEL to delete this item from the order.

Only users that are authorized to the action Allow Deletion of Special Order
Items, through Application Action Authority (MENU XASCTY), can delete
an item designated as a special order in the Sp Ord field on this screen after
the item is on a purchase order. Additionally, you will not be allowed to
delete this item if this order is Pick List printed and you are not authorized to
the action Allow Item Deletes — Pick Slip Printed Orders, or if this order is
ship confirmed and you are not authorized to the action Allow Item Deletes —
Ship Confirmed Orders.

If the Use Change Request Process to Update Special Order Elements ficld
is set to Y through Special Order Options Maintenance (MENU XAFILE)
and this item is a special order item, you must use the change request process
to delete this item unless all of the following are true:

« this special order item has had a receipt flagged as complete and has been
posted

+ there are no open change requests for the special order item

 you are part of the Customer Service Approval Authority User Group or
Buyer/Purchasing Approval Authority User Group specified through
Application Action Authority (MENU XASCTY).

Also, depending on settings in Order Entry Options Maintenance (MENU
XAFILE), a delete reason code may or may not be required to perform the
delete for this new or existing order. If the order entry options are set such
that the Delete Reason Code Required field is set to 1 (never) for deleting
line items from this type of order (new or existing, as applicable), you will be
prompted to press F24=DEL to confirm the delete. Any attempt to identify a
value in the Reason field on this screen will be ignored and the deleted line
information will not be retained for later review.

If the order entry options are set such that the Delete Reason Code Required
field is set to A (always) for deleting line items from this type of order (new
or existing, as applicable), and a default delete reason code was identified in
the order entry options, that default code will be filled with the Reason field
and then you will be prompted to press F24=DEL to confirm the delete. If a
default reason code was not identified in the order entry options, or if you
key a question mark in the Reason field, you will be presented with a pop-up
window from which a reason code must be selected.

The deleted line information and necessary associated order information will
be retained for later review [deleted information can be reviewed through the
Deleted Orders Analysis Inquiry (MENU OEREPT)]. Additionally,
depending on the delete reason code identified in the Reason field, Inventory
Management & Planning demand data may or may not be updated.

6-151



Infor Distribution A+ Order Entry User Guide

Item Review Screen Fields and Function Keys

Field/Function Key

F24=Del Continued...

Description

If the order entry options are set such that the Delete Reason Code Required
field is set to O (optional) for deleting line items from this type of order (new
or existing, as applicable), and a code is identified in the Reason field,
processing will continue as described when an A had been identified in the
order entry options. If the order entry options are set such that the Delete
Reason Code Required field is set to O for deleting line items from this type
of order (new or existing, as applicable), and a code is not identified in the
Reason field, processing will continue as described when an N had been
identified in the order entry options.

If Value Added Services is installed, a warning message displays on this
screen if you change or delete a sales order line item for which a work order
has been created. The warning lets you know a work order exists for the
parent item you selected to change or delete, thus alerting you to change or
delete the work order.
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Field/Function Key

Enter

Description

Press ENTER to confirm the values on this screen.

If you changed any of the fields on this screen, the screen will re-display
with the new values. You must press ENTER a second time to return to the
Item Entry Screen (p. 6-71).

If amounts in the Base Pr and/or Fin Pr fields are truncated and you
change either of their values, press this key to display the Box Line
Maintenance Screen (p. 6-220).

If Value Added Services is installed, a warning message displays on this
screen if you change or delete a sales order line item for which a work
order has been created. The warning lets you know a work order exists for
the parent item you selected to change or delete, thus alerting you to
change or delete the work order.

If you pressed ENTER when reviewing an item [F13 through F20 from the
Item Entry Screen (p. 6-71)], the item on the next line will display until
you press ENTER from the last line on the order; or press F12=RET to return
from change mode.

If you entered an order, invoice, return or future order with a negative
amount, and certain conditions exist, the Order Returns Listing Screen (p.
6-232) will display. For the conditions which cause this screen to display,
refer to the Order Returns Listing Screen (p. 6-232).

If the item keyed is an assortment parent, the Assortment List Screen (p. 6-
201) will display.

If you are in auto-complement mode for an item that has been assigned
complements, the Select Complementary Items Screen (p. 6-106) will
display. Auto-complement mode is determined on the Display
Complementary Items Screen (p. 6-104).

If you changed any of the fields on this screen while creating a special
order without a work order, the screen will re-display with the new values.
You must press ENTER a second time to return to the Item Entry Screen (p.
6-71).

If you entered an Invoice type when adding a new line item, the order
quantity is greater than zero, and Billing Classes/Sub Classes are required
for this customer/ship to, the Box Line Maintenance Screen (p. 6-220) will
automatically display. The determination as to whether or not you are
required to key a Billing Class/Sub Class for a customer/ship to is made
through Billing Class/Sub Class Maintenance (MENU ARFIL2). If a
Billing Class is not required, refer to the F18=BILLING CLAss function key to
manually access the Box Line Maintenance Screen (p. 6-220).
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Ord: QZ7Sd, 00 ALAACAAEHHA1IE Bon Secour School Department EMTER ORDER
Uz Dollars
Ttem & Description ity Shp  UrH Final Price Total Amount Line
1 AZOE Sharp Copier Ton F.Ooo EA 12, Faoon 5,48 z
? Drop-5Ship Processing .80 3
2 Warehouse .14 4
Last
ALt WH For: 3 A908 4 Drawer Steel File Cabinet Black  (tu: Z.oan EA
WH WH Mame Avail On PO ALloc
17 Lo= Angelesz, CA 4. HoE- 5. 000 d . [HEm
21 Hartford, CT 108, 0ag
La=t
Sel: Fé=Qty On Hand  FE=5Show Avl Qtu  FlZ=Return
F3=Min Max F15=5pec Ord

This screen displays after pressing F2=WHs on the Item Review Screen (p. 6-115) if the item selected
has been stocked in alternate warehouses. This screen may also be presented directly after pressing
ENTER on the Item Entry Screen (p. 6-71). For details, refer to the ENTER function key description as
explained for the Item Entry Screen. From Point of Sale, this screen displays after pressing F2=WHs on
the POS Item Review Screen.

If the WH field was left blank on the Item Review Screen (p. 6-115), all alternate warehouses will
display for the selected item. If, however, a warehouse was keyed in the WH field, alternate
warehouses for that warehouse and item are displayed.

Use this screen to select the warehouse from which the item should be ordered. To utilize the alternate
warehouse list, the item must be stocked in an alternate warehouse. If the item is not stocked in a
warehouse designated in the alternate shipping warehouse list, when this screen displays, that
warehouse will not be included in the list. Only those warehouses in the sequence defined by the
alternate shipping code, that stock the item, will be displayed.

If you are selecting a warehouse for a special order warehouse transfer, press F15=Spec ORD and the
established warehouse transfer vendor for the selected warehouse will automatically be copied to the
Vvnd field on the Item Review Screen (p. 6-115). Inventory will immediately be allocated in the “from”
warehouse.

NOTE: Be aware that only warehouses matching the user’s warehouse security will
display in the list.
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Field/Function Key

(Reference Number)

Description

The reference number of the alternate warehouse. To select one of the items
displayed, you must key this number in the Sel field on the lower portion of
this screen.

Display

WH / WH Name

The number and name of the alternate warehouse in which the item identified
on the Item Review Screen (p. 6-115) is stocked.

Display

Avail

The quantity of the item available in the indicated warehouse.

NOTE: If the quantity available is greater than the maximum quantity
in the Item Balance File, this value will appear in reverse
image.

Display

On PO / Min

This field is toggled with the F5=Min/Max / F5=PO/OH/ALoc function key to
display the quantity currently on order in a purchase order and the minimum
quantity for the item.

Display

Alloc / Max / On-Hand

This field is toggled with the F5=Min/Max / F5=PO/OH/ALoc function key to
display the quantity currently allocated for the item and the maximum
quantity for the item.

This field is additionally toggled with the F2=QTy ON HAND / F2=QTY ALLOC
function key to display the quantity of this item on-hand.

Display

Sel

Key the Reference Number of the alternate warehouse to select it for the
original item keyed on the Item Entry Screen (p. 6-71), and press ENTER.

(N 1,0) Required

F2=Qty On Hand /
F2=Qty Alloc

The F2=QTy ON HAND / F2=QTY ALLoc function key does not display if you
have toggled the display with the F5=MiNn/Max / F5=PO/OH/ALoc function key
to display the minimum and maximum quantities.

Press the F2=QTy ON HAND / F2=QTY ALLoc function key to toggle between
displaying the allocated quantity and the on-hand quantity of the item for that
warehouse.

F5=Min/Max / F5=PO/ Press the F5=MINn/Max / F5=PO/OH/ALoc is key to toggle between displaying

OH/Aloc

the minimum and maximum quantities of the items for the warehouse, and
the “on purchase order” and allocated quantities. When the “on purchase
order” and allocated quantities display, the F2=QTy ON HAND / F2=QTY ALLOC
function key is available to toggle the display to show the allocated quantity.
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Field/Function Key

F6=Show Avail Qty /
F6=Show All

Description

Press the F6=SHow AvAIL QTY / F6=SHow ALL to toggle the list of warehouses to
only warehouses which have available inventory that can be shipped to the
customer or all warehouses to which the user is authorized.

F12=Return

Press the F12=ReTUrRN function key to return to the Item Review Screen (p. 6-
115) without selecting an alternate warehouse. If this screen displayed from
Point of Sale, the Point of Sale Item Review Screen displays. Refer to the
Point of Sale User Guide for more information on that module.

F15=Spec Ord

The F15=Spec OrD function key will not display unless special order
processing is activated through Order Entry Options Maintenance (MENU
XAFILE).

If this order process is for a special order warehouse transfer, select a
warehouse and press F15=Spec ORD. When you return to the Item Review
Screen (p. 6-115), the Vnd field will have been completed with the warehouse
transfer vendor identified for the selected warehouse.

Enter

Press the ENTER key after keying the Reference Number of an alternate
warehouse in the Sel field to select the warehouse against which the order is
to be placed. Order processing will continue.

6-156



Entering, Changing, and Shipping Orders

Replacements Selection Screen

Ord: QZ7Sd, 00 ALAHDAREEEIAA Financial Management Serwices EMTER ORDER
Uz Dollars
Ttem & Description Qty Ord UrH Final Price Tobtal Amkt  Line
1 Deliver to back door before 3pm. Pss 1
? Al4d 3-Ring Binder - 1" Red 10,000 EA B SOAGHG RS, 0O z
3 Freight Out 15,00 3
Last
Alternates for: Ald4d 3-Ring Binder - 1" Red Ntu: 10.000  EA
Ttem & Desc Tup  Hult Awail U/ Cnk
1 A13E 3-Ring Binder - 2" Red ALT  1.00Q JEEG.00E EA Yes
? AlGE 3-Ring Binder - 1" Blue ALT  1.@0Q B415.000  EA
3 AlBE 3-Ring Binder - 1" Black ALT  1.00Q POSG. 000 EA
Last
Selr _ ) o -
Fa=0rder F12=Return

This screen appears automatically if the Auto Display Alternate if Qty Ord > Qty Avail field is setto Y
through Order Entry Options Maintenance (MENU XAFILE) and the quantity ordered for an item that
you added to the order is greater than the quantity available and the item has a replacement, alternate,
or upgrade item defined through Item Replacements/Complements (MENU OEFILE); otherwise, this
screen appears after you press F4=RpL on the Item Review Screen (p. 6-115) if the item selected has
replacements defined.

NOTE: If inventory is not being allocated for the item or the order, this screen will not
appear automatically. If you entered a suspended item with only one item defined
as a replacement, this screen will not appear automatically. The system will
replace the suspended item with the replacement item and display a message
instead.

Use this screen to select replacement items. Replacement items are of three types: alternate,
replacement, or upgrade items.

NOTE: A fourth type, known as pattern items, is available for use in Inventory
Management & Planning only. Refer to that manual for details.

The replacement selected on this screen is for the item keyed on the Item Entry Screen (p. 6-71) and has
been assigned alternate items through Item Replacements/Complements Maintenance (MENU
OEFILE).
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Replacements Selection Screen Fields and Function Keys

Field/Function Keys

Description

Qty/UM This field displays the quantity and unit of measure you keyed on the Item
Entry Screen (p. 6-71). This may be the ordering quantity/unit of measure, the
pricing quantity/unit of measure, etc.

Display
Dft UM This field displays only if the Qty/U/M field does not reflect the default unit

of measure defined for the item.

This field displays the default unit of measure defined for the item through
Item Master Maintenance (MENU IAFILE) in order to show the relationship
of the multiple to the unit of measure of the original item.

Display

Reference Number

The reference number of the displayed replacement, alternate, or upgrade
item. To select one of the items displayed, you must key this number in the
Sel field on the lower portion of this screen.

Display

Item & Desc

The item number and description of the item or items that have been
established as replacement, alternate, or upgrade items for the item displayed
on the Item Review Screen (p. 6-115).

Items are displayed in the sequence specified when creating replacement
items on the Replacements File Maintenance Screen, used during Item
Replacements/Complements Maintenance (MENU OEFILE).

Display

Typ

The type of item used as a replacement; this may be one of the following:

* RPL: Replacement. Replacement items may be ordered in place of the
item originally requested by the customer. Replacement items are also
used in the Inventory Management & Planning (IM&P) module to update
sales demand for new items. Do not confuse the IM&P function with the
O/E function of replacement type items. Both the original and the
replacing item number must have been created through Item Master
Maintenance (MENU IAFILE).

» ALT: Alternate. Alternate items also may be ordered in place of the item
originally requested by the customer. Unlike replacement items, however,
the original item number does not have to be an item defined through Item
Master Maintenance (MENU IAFILE).

¢ UPG: Upgrade. Upgrade items are used in the same manner as with
alternate items; the original item number does not have to be an item
defined through Item Master Maintenance (MENU IAFILE). You may
choose to categorize an item as an upgrade, indicating that they are a
better quality or provide features not available with the original item.

Display
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Replacements Selection Screen Fields and Function Keys

Field/Function Keys

Mult

Description

The multiplier assigned to this replacement, alternate, or upgrade item.

For alternate or upgrade items, the multiplier is used to calculate the quantity
of alternate or upgrade items to order if you leave the Qty field on this screen
blank. The quantity that will display on the Item Review Screen (p. 6-115) is
calculated by multiplying the quantity of the original item ordered by this
multiplier.

For replacement items, the multiplier performs the same function if
Inventory Management & Planning (IM&P) is not installed. If IM&P is
installed, however, the multiplier for replacement items is used to adjust sales
demand of the replacing item by the number specified by the multiplier (refer
to the Inventory Management & Planning User Guide for additional
information.)

Display

Avail

The net available quantity of replacement items. Refer to the Inventory
Status Screen in the Inventory Accounting User Guide for the net available
calculation and definition.

Display

UM

The unit of measure that corresponds with the quantity of items available.
Display

Cmt

Yes displays if a comment has been created for this replacement; otherwise,
this field is blank. A comment may be displayed by keying the Reference
Number of this replacement in the Sel field and pressing ENTER.

Display

Sel

Key the reference number of the replacement to select for the original item
keyed on the Item Entry Screen (p. 6-71). After selecting the replacement item
in this field, you may press ENTER to display any comments for the item, or
press F5=ORDER to create an item entry for the replacement item.

(N 1,0) Required

Qty

The quantity of the replacement item ordered. If the quantity of the
replacement to order is different than the quantity specified for the original
item, you may key the new quantity in this field before pressing F5=ORDER to
create the new order.

(N 10,3) Optional

F5=Order

Press the F5=ORDER function key to create an order for the replacement item.
The order for the original item is overridden by the replacement item
selected. If you keyed a quantity in the Qty field, that quantity will display on
the Item Review Screen (p. 6-115), which appears after pressing the F5=ORDER
function key.
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Replacements Selection Screen Fields and Function Keys

Field/Function Keys Description

F12=Return Press the F12=ReTurN function key to return to the Item Review Screen (p. 6-
115).
Enter Press the ENTER key after selecting a replacement item in the Sel field. The

Replacements Selection Comments Screen (p. 6-161) displays.
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Replacements Selection Comments Screen

Ord: QZET73 00 ALAHDAREEEIAA Financial Management Serwices EMTER ORDER
Uz Dollars

Ttem & Description ity Shp  UrH Final Price Total Amount Line
1 Deliver to back door before 3pm. Pss 1
? Al4Ed 3-Ring Binder - 10.000 EA B SEECD RS, 0O z
3 Freight Out 15,00 3
Last

Alternates for: Ald4d 3-Ring Binder - 1" Red Ntu: 10.000  EA
AL5H 3-Ring Binder - 2" Fed Tupe: Alternate

Mult: 1.0
WOTE: ALTERMATE IS 1" LARGER.
Last
Flz=Return

This screen appears when a replacement item is selected on the Replacements Selection Screen (p. 6-
157) and enter is pressed to display the comments associated with the replacement relationship.

Use this screen to review comments for a selected replacement items. Replacement items are of three
types: alternate, replacement, or upgrade items.

Replacements Selection Comments Screen Fields and Function Keys

Field/Function Keys Description

Qty/U/M This field displays the quantity and unit of measure you keyed on the Item
Entry Screen (p. 6-71). This may be the ordering quantity/unit of measure, the
pricing quantity/unit of measure, etc.

Display
Dft UM This field displays only if the Qty/U/M field does not reflect the default unit

of measure defined for the item.

This field displays the default unit of measure defined for the item through
Item Master Maintenance (MENU IAFILE) in order to show the relationship
of the multiple to the unit of measure of the original item.

Display
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Replacements Selection Comments Screen Fields and Function Keys

Field/Function Keys Description

Item & Desc The item number and description of the item or items that have been
established as replacement, alternate, or upgrade items for the item displayed
on the Item Review Screen (p. 6-115).

Items are displayed in the sequence specified when creating replacement
items on the Replacements File Maintenance Screen, used during Item
Replacements/Complements Maintenance (MENU OEFILE).

Display

Type The type of item used as a replacement; this may be one of the following:

* RPL: Replacement. Replacement items may be ordered in place of the
item originally requested by the customer. Replacement items are also
used in the Inventory Management & Planning (IM&P) module to update
sales demand for new items. Do not confuse the IM&P function with the
O/E function of replacement type items. Both the original and the
replacing item number must have been created through Item Master
Maintenance (MENU IAFILE).

» ALT: Alternate. Alternate items also may be ordered in place of the item
originally requested by the customer. Unlike replacement items, however,
the original item number does not have to be an item defined through Item
Master Maintenance (MENU IAFILE).

¢ UPG: Upgrade. Upgrade items are used in the same manner as with
alternate items; the original item number does not have to be an item
defined through Item Master Maintenance (MENU IAFILE). You may
choose to categorize an item as an upgrade, indicating that they are a
better quality or provide features not available with the original item.

Display

Mult The multiplier assigned to this replacement, alternate, or upgrade item.

For alternate or upgrade items, the multiplier is used to calculate the quantity
of alternate or upgrade items to order if you leave the Qty field on this screen
blank. The quantity that will display on the Item Review Screen (p. 6-115) is
calculated by multiplying the quantity of the original item ordered by this
multiplier.

For replacement items, the multiplier performs the same function if
Inventory Management & Planning (IM&P) is not installed. If IM&P is
installed, however, the multiplier for replacement items is used to adjust sales
demand of the replacing item by the number specified by the multiplier (refer
to the Inventory Management & Planning User Guide for additional
information.)

Display
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Replacements Selection Comments Screen Fields and Function Keys

Field/Function Keys Description

Note Displays the comment text entered when the replacement relationship was
created through Item Replacements/Complements Maintenance (MENU
OEFILE).
Display

F12=Return Press the F12=ReTurN function key to return to the Replacements Selection

Screen (p. 6-157).
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Order Location Selection Screen

LOCATION SELECTION WH: 1 Item: A140 3-Fing Binder - 1" Red
Order Mo: B1/02754
RBw.Bin.sh R Lot Mo, Cost
1 Fr.7or. 7T - DRz Z. 16000
EOTT.TTT.77 5. 000 FA4E36-AEER Z.1e0E0
3 09.001.05 TOG.EO0 ¥ BT-00Z0 Z. 16000
d 11.061. 01 300, DR BE-DHZH Z.1e0En
o E3.0e1.03 300, DE SR -00ZE . 1e0Ea
B O7.00L. 02 20, Qe -QRZH Q. QooEa
Tool.ogl. o3 SOEE . DED LOT-123-436-0020 Q. QOHEE
g 05.o001.04 B3, DB ZH6-00Z0 Z. 16000
9 09.001. 02 1275, 0e0 ZH5-0020 Z. 16000
10 ol.001.03 OO0, Qe 35Q-00z0 & 16000
11 03,001,035 1200, Qe 19-00z0 Z. 16000
1z 05.001.05 1260, Qe 15-00z0 &, 16000
More
51 Ity Locate Lot (FE) OO0 Entered
,,,,, 10,000 | EA e 10,080 To Go
Fi=ExpsHotes Fd=D=p CAS F5=Al1l Aszign F6=Locate F9=0rd Az=sign FlZ=Return

This screen displays after pressing F5=Loc from the Item Review Screen (p. 6-115) in Enter, Change &
Ship Orders (MENU OEMALIN) or after pressing ENTER on the Inventory Entry/Update Screen in
Enter/Update Transactions (MENU IAMAIN). This screen displays the warehouse locations where
this item is currently stored, and allows you to select the location to make or view reservations.

Order Location Selection Screen Fields and Function Keys

Field/Function Key Description

WH The warehouse from which the item will be shipped
Display

Item The number and description of the ordered item
Display

Order No/Group No  The number of the order being processed (if accessed from Order Entry) or
the Group ID being processed (if accessed from Inventory Accounting)

Display

Lot/Serial LOT or SERIAL will display in reverse image if the item is a lot or serial
number item, respectively

Display
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Order Location Selection Screen Fields and Function Keys

Field/Function Key

Reference Number

Description

The reference number of the warehouse location where the item has been
stored. Key this number in the Sl field to select the picking location (and lot
or serial number) for the item.

If so determined through Warehouse Management Options Maintenance
(MENU WMFILE), required lot expiration dates can be checked against the
current date to ensure the items are not expired. If they have expired, auto-
reserve will not select those lots for processing, but you may select them
here, while entering orders through Enter, Change & Ship Orders (MENU
OEMAIN). If you do manually select such an item, a warning message will
be displayed for you.

Refer to the W/M Functions section of this user guide and Warehouse
Management Options Maintenance (MENU WMFILE) for details about
auto-reserve processing for expired lots and a description of the lot
expiration check.

Key a reference number in the Sl field and press ENTER to reserve the quantity
being processed of this item from that location.

Key a reference number in the Sl field and press F5=ALL ASSIGN to review
existing reservations against this item/location.

Display

(Location) The warehouse location, displayed in the warehouse location number format,
where the item is stored.
Display

Qty Avail NOTE: This column displays for lot and regular items only.

The quantity of the item assigned to the corresponding warehouse location.
This quantity is expressed in the item’s default unit of measure.

This quantity does not include any reservations already made for this item
indicated in the R column.

Display
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Order Location Selection Screen Fields and Function Keys

Field/Function Key

R

Description

If reservations exist for the item/location, a Y will display in this column.

This Y indicates that either manual reservations (such as a pending manual
move) or system reservations (i.e., an Order Entry pick list process has
automatically selected an item) have been made against the item.

Note that the values in the Qty Avail column represent the quantity of the
item assigned to the corresponding warehouse location, and do not include
any reserved quantities. The Y in this column indicates that in addition to this
quantity available for this item in this location, other quantities of this item in
this location have already been reserved.

To see what other quantities have been reserved for an item/location, and
from what other module the reservations were made (e.g., Warchouse
Management for a pending move, or Order Entry for a pick list reservation),
key the Reference Number for the item/location in the Sl field and press the
F5=ALL AssicN function key.

After reservations have been made for this line item on this order or in this
inventory transaction group, press the F9=ORD AssieN function key to view
those reservations.

(A1) Display

Notes / Lot No. / Serial
No.

If this is a regular item, Notes are displayed in this column. These are
comments that were entered for this location on the Location Information
Item Detail Screen, if any.

If this is a lot item, the item’s lot number (Lot No.) displays in this column.
If this is a serial number item, the item’s serial number (Serial No.) displays
in this column.

Display

Expires / Receipt

If this is a lot item, the expiration date of the lot (if any) displays in the
Expires column. If more than one lot exists for this item, and the item
requires a lot expiration date, the lots are displayed on this screen in
sequence by this expiration date (oldest lot first, newer lots follow).

If this is a serial number item, the receipt date of the item displays in the
Receipt column.

This column will toggle with the F2=CosT / F2=Exr/NoTES function key to
display either Expires and Notes for a lot item, Receipt and Notes for a serial
item or Cost.

Display
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Order Location Selection Screen Fields and Function Keys

Field/Function Key

Notes/Cost

Description

This column displays either notes, or the receipt cost of a lot or serial number
item. Use the F2=CosT / F2=ExP/NoTES toggle function key to display either
notes or the cost.

The Notes displayed are those that were entered when the lot or serial
number item was received in the location. The Cost is the receipt cost of the
lot or serial number item when it was received.

NOTE: The cost will be shown based on the Display WM Cost
application action defined through Application Action
Authority (MENU XASCTY). This action determines if the
WM cost will display during selected Warehouse Management
processes.

Display

Sl

Use this field to either reserve or review item reservations.

Key a Reference Number in this field and press ENTER to reserve the item
quantity being processed from this warehouse location.

NOTE: If the Prevent Selection of Unavailable Location in OE field in
Warehouse Management Options Maintenance (MENU
WMFILE) is Y, when you select a warehouse location in this
field that has been marked as an unavailable location through
Location Master Maintenance (MENU WMFILE), a message
will appear informing you that the “Location must be an
available location.” Items can only be selected from available
locations based on the Prevent Selection of Unavailable
Location in OE field.

Key a Reference Number in this field and press F5=ALL AssIGN to review what
other quantities have been reserved against this item/location.

(N 2,0) Optional

Qty

This field displays for lot and regular items only.

The quantity of items to reserve in (or that have been picked from) the
selected warehouse location. You may accept the order quantity or override it
with a different value if necessary. The unit of measure for the quantity keyed
is displayed to the right of this field.

Default Value: The quantity of the item that was ordered from the Ord field
on the Item Review Screen (p. 6-115)

(N 10,3) Optional
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Order Location Selection Screen Fields and Function Keys

Field/Function Key

Locate Serial/Lot

Description

This field displays for lot and serial number items only.

Use this field to display a specific lot or serial number for this item at the top
of this screen.

Key the complete or partial lot or serial number to display at the top of this
screen and press F6=LocATe. The first lot/serial number matching these
characters will display.

(A 20) Optional

F2=Cost / F2=Exp/
Notes

The F2=CosT / F2=Exp/NoTEs function key is available for lot and serial
number items only.

The F2=CosT / F2=Exp/NoTes function key is used as a toggle to display the
expiration date and notes that have been keyed for a serial number or lot
item, or the receipt cost of the item in the Cost field on this screen.

NOTE: The cost will be shown based on the Display WM Cost
application action defined through Application Action
Authority (MENU XASCTY). This action determines if the
WM cost will display during selected Warehouse Management
processes.

F4=Dsp UOM

The UOM represents the stocking unit of measure or case quantity unit of
measure selected as the default display unit of measure through Warehouse
Management Options Maintenance (MENU XAFILE).

The F4=Dsp UOM function key displays only if the item you are reviewing is a
case quantity item.

Press the F4=Dsp UOM function key to toggle between a display of quantities
expressed in the item’s stocking unit of measure or in the case quantity unit
of measure.

F5=All Assign

If reservations exist for an item/location, as indicated by a Y in the R column,
you may view details about those reservations by using this function key.

To do this, key the Reference Number of the item location in the S1 field,
and press the F5=ALL AssicN function key to display the [tem/Lot/Serial
Assignments Screen.

F6=Locate

The F6=LocaTE function key is available for lot and serial number items only.

Press the F6=LocaTE function key after keying a partial or complete lot or
serial number in the Locate Serial/Lot field on this screen. If found, the
matching lot or serial number will display at the top of this screen.
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Order Location Selection Screen Fields and Function Keys

Field/Function Key

F9=0rd Assign

Description

After reservations have been made for this line item on this order or in this
inventory transaction group, you may use this function key to view these
reservations.

To do this, press the F9=ORD AssigN function key to display the Location
Reservations Entry Screen (p. 6-170).

F12=Return

Press the F12=ReTUrRN function key to return to the Item Review Screen (p. 6-
115).

Enter

Press the ENTER key after selecting a line number in the Sl field, and quantity
in the Qty field. The location (and lot or serial number) selected will be
reserved for this item and order. The Entered field displayed on this screen
will increase by the corresponding quantity, and the To Go field will decrease
by this quantity.
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Location Reservations Entry Screen

LOCATION RESERMATIOMS WH: 1 Item: Ald4E 3-Ring Binder - 1" Red
Order Mo: B1/02754
Ruw.Bin.sh Mty Lot MNo. Cost
1 @3.081.03 10, bEa SEQ-UEZE Z.1R00AG
Lazt
51 Bw.Bin.5h Qty Lot Mo, 10,6808 Entsd
e e e EA L8 To Go
Fi=Hotes Fd=D=zp CAS Flz=Return

This screen displays after pressing F9=ORp AssigN from the Order Location Selection Screen (p. 6-164);
or by entering a return order that allocates inventory when F10=END ORDER is pressed on the Item Entry
Screen (p. 6-71). It shows the warehouse locations (and lot or serial numbers) that have been reserved
for the items selected on this order.

Use this screen to change, or delete, the location (and lot or serial number) of the reservation
assignments that have been made for this order.

If you access this screen from by pressing F9=AssiGNMENTS on the Item Detail Display Screen (p. 15-55)
of the Open Order Inquiry (MENU OEMAIN), or Work Order Inquiry (MENU WOMAIN) of the
Value Added Services module, this screen will differ as follows:

» Warchouse locations that have been reserved for the selected item only will be displayed
+ Fields will be for display purposes only
» Country of Origin will display for regular items only

 Fields at the bottom of the screen (SI, Warehouse Location, Qty, and Serial No/Lot No) will not
display

¢ Function key F4=Dsp UOM will be replaced with F5=QTY PIckep / F5=QTY RSRVD

Location Reservations Entry Screen Fields and Function Keys

Field/Function Key Description

WH The warehouse from which the item will be shipped.
Display
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Location Reservations Entry Screen Fields and Function Keys

Field/Function Key

Description

Item The number and description of the ordered item.
Display

Order No The number of the order being processed (if accessed from Order Entry)
Display

Lot/Serial LOT or SERIAL will display in reverse image if the item is a lot or serial

number item, respectively.

Display

Reference Number

The reference number of the warehouse location where the item has been
stored. Key this number in the Sl field to select the picking location (and lot
or serial number) for the item.

If so determined through Warehouse Management Options Maintenance
(MENU WMFILE), required lot expiration dates can be checked against the
current date to ensure the items are not expired. If they have expired, auto-
reserve will not select those lots for processing, but you may select them
here, while entering orders through Enter, Change & Ship Orders (MENU
OEMAIN). If you do manually select such an item, a warning message will
be displayed for you.

Refer to the W/M Functions section of this user guide and Warehouse
Management Options Maintenance (MENU WMFILE) for details about
auto-reserve processing for expired lots and a description of the lot
expiration check.

Key a reference number in the Sl field and press ENTER to reserve the quantity
being processed of this item from that location.

Key a reference number in the Sl field and press F5=ALL ASSIGN to review
existing reservations against this item/location.

Display

(Location)

The Rw.Bin.Sh heading represents the Location definition from Warehouse
Management Options Maintenance (MENU WMFILE) for the Distribution
A+ internal systems.

The warehouse location, displayed in the warehouse location number format,
where the item is stored.

Display

Qty Avail

This column displays for lot and regular items only.

The quantity of the item assigned to the corresponding warehouse location.
This quantity is expressed in the item’s default unit of measure.

This quantity does not include any reservations already made for this item
indicated in the R column.

Display

6-171



Infor Distribution A+ Order Entry User Guide

Location Reservations Entry Screen Fields and Function Keys

Field/Function Key

R

Description

If reservations exist for the item/location, a Y will display in this column.

This Y indicates that either manual reservations (such as a pending manual
move) or system reservations (i.e., an Order Entry pick list process has
automatically selected an item) have been made against the item.

Note that the values in the Qty Avail column represent the quantity of the
item assigned to the corresponding warehouse location, and do not include
any reserved quantities. The Y in this column indicates that in addition to this
quantity available for this item in this location, other quantities of this item in
this location have already been reserved.

To see what other quantities have been reserved for an item/location, and
from what other module the reservations were made (e.g., Warchouse
Management for a pending move, or Order Entry for a pick list reservation),
key the Reference Number for the item/location in the Sl field and press the
F5=ALL AssicN function key.

After reservations have been made for this line item on this order or in this
inventory transaction group, press the F9=ORD AssieN function key to view
those reservations.

(A1) Display

Notes/ Lot No./Serial
No.

If this is a regular item, Notes are displayed in this column. These are
comments that were entered for this location on the Location Information
Item Detail Screen, if any.

If this is a lot item, the item’s lot number (Lot No.) displays in this column.
If this is a serial number item, the item’s serial number (Serial No.) displays
in this column.

Display

Notes/COO/Cost

This column displays either notes, COO, or the receipt cost of a lot or serial
number item. Use the F2=CosT/F2=COO/F2=ExpP/NoOTES toggle function key to
display either notes, COOQ, or the cost.

The Notes displayed are those that were entered when the lot or serial
number item was received in the location.

The COO is the Country Of Origin for the reservation, if one exists for the
specified lot or serial item in the warechouse location. This field displays only
if the lot or serial item tracks COO.

The Cost is the receipt cost of the lot or serial number item when it was
received. Cost will display based on the Display WM Cost action authority
defined through Application Action Authority Maintenance (MENU
XASCTY). If not authorized to see cost, the F2=CosT/F2=COO/F2=ExP/NOTES
toggle function key will not be allowed.

Display
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Field/Function Key
S1

Description

Use to select one of the assigned locations for this item to change or delete.
This location reservation was made when the location (and lot or serial
number) was selected from the Order Location Selection Screen (p. 6-164).

NOTE: If the Prevent Selection of Unavailable Location in OE field in
Warehouse Management Options Maintenance (MENU
WMFILE) is Y, when you select a warehouse location in this
field that has been marked as an unavailable location through
Location Master Maintenance (MENU WMFILE), a message
will appear informing you that the “Location must be an
available location.” Items can only be selected from available
locations based on the Prevent Selection of Unavailable
Location in OE field.

(N 2,0) Optional

Warehouse Location

If you select one of the displayed locations in the Sl field, this field will
display the selected location number after you press ENTER.

If you leave the Sl field blank, you should key the warehouse location and
then identify the quantity of items (and lot or serial number) to pick from this
location.

(A 16) Optional

Qty This field displays for lot and regular items only.
The quantity of items that has been reserved in (or that have been picked
from) the selected warehouse location. You may change this order quantity if
necessary.
If you leave the Sl field blank, you should key the quantity of items to pick
from the selected location.
The unit of measure for the this quantity is displayed to the right of this field.
(N 10,3) Optional

COO For regular items, this field displays on this screen and shows the country of
origin for the reservation, if one exists for the specified item in the
warehouse location.
Display

Serial No/Lot No This field displays for serial numbered or lot items only.

This is the serial or lot number for the item that has been reserved. After
selecting an item reservation, you may change this lot or serial number.

If you leave the Sl field blank, you should key the lot number or serial
number of the items to pick from the selected location.

(A 20) Optional
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Location Reservations Entry Screen Fields and Function Keys

Field/Function Key

F2=Notes/F2=Cost/
F2=COO

Description

The F2=NoTEes / F2=CosT / F2=COO function key displays for lot and serial
number items only.

Press F2=NoTEes to show the Notes column and display the notes, if any, that
were keyed for this lot or serial number item when it was received.

Press F2=CosT to show the Cost column and display the receipt cost of this
lot or serial number item when it was received.

Press F2=COO to display the country of origin for the reservation, if one
exists for the specified lot or serial item in the warehouse location.

NOTE: Cost will display based on the Display WM Cost action
authority defined through Application Action Authority
Maintenance (MENU XASCTY). If not authorized to see cost,
this toggle function key will not be allowed.

F4=Dsp UOM

The F4=Dsp UOM function key displays only if the item you are reviewing is a
case quantity item. This function key is replaced with F5=QTy PIckeD / F5=QTY
Rsrvp if the Value Added Services or Radio Frequency module is installed.

UOM is the stocking unit of measure or case quantity unit of measure
selected as the default display unit of measure through Warehouse
Management Options Maintenance (MENU WMFILE).

Press the F4=Dsp UOM function key to toggle between a display of quantities
expressed in the item’s stocking unit of measure or in the case quantity unit
of measure.

F5=Qty Picked /
F5=Qty Rsrvd

The F5=QtY Pickep / F5=QTY RsRvD function key displays in place of the
F4=Dsp UOM function key if the Value Added Services or Radio Frequency
module is installed.

Press the F5=QTY PickeD / F5=QTy RsRvD function key to toggle between the
quantity picked and quantity reserved for the items for this order.

F12=Return

Press the F12=ReTURN function key to return to the Order Location Selection
Screen (p. 6-164).

F24=Delete

Press the F24=DeLeTE function key to delete a reservation that was selected
using the Sl field. You will be required to press this key a second time to
confirm the deletion. The location (and lot or serial number) is no longer
reserved for the item on the order.

Enter

Press after selecting a reference number in the Sl field. You can then change
the location, quantity, and lot or serial number for the selected reservation.

Press Enter after keying a warehouse location, quantity, and lot or serial
number (if required) to reserve the items for this order.
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Extended Item Comments Inquiry Screen

Line Prt Extended [tem Comments Ord: UZETRRSRD
Cmt Cde Degcription
Y #  Featuresz automatic faxsphone changeower, answering machine
i ¥ hook-up, timed tranzmisszion, on hoolk dialing, automatic busy
i #  redial, 32-lewel halftone contral, and 15 secondsspage
i ¥ transmizzion speed.
i X # 18 sheet auto document feeder
i X # S0 number automatic dialing
i X #  13.9" I x 10.2" D x 4.5" H, 8.6 lb=.
i H # |lees 93' paper roll
Item Ord shp B WH WH Sp Ord
[ o} 1. 0E0 1.006 EA 1
Sharp Fax Machine Model SX-TES
Basze Pr: T899, 95080 Cost: 47, 32152
Fin ER: B39, 96000 Req Shp: gs19,09
Total: E39. 96 Flz=Return

This screen appears after you press F10=EIC on the Item Review Screen (p. 6-115), or after pressing
F6=EIC on any of the following inquiry screens:

« Item Detail Display Screen (p. 15-55) in Open Orders Inquiry (MENU OEMAIN)

« Item Detail History Display Screen (p. 16-89) in Customer Order/Shipment Inquiry (MENU
OEMAIN)

This screen also may appear after pressing ENTER from the Item Entry Screen (p. 6-71), if the item being
added has extended item comments associated with it, and any of these comments are set up to show
during order entry (as determined through the Display Comments in Order Entry field in Extended
Item Comment Maintenance, MENU IAFILE).

Use this screen to review the Extended Item Comments (EICs) that have been selected for this item
and order.

The EICs for an item are selected based on the warehouse, item, item EIC group, company, customer,
and/or customer EIC group of the order. The Show All Qualifying EIC field in System Options
Maintenance (MENU XAFILE) determines whether only the one EIC determined to be most
applicable for an item will display and/or print, or multiple EICs, if more than one apply.

The following decision hierarchy is used to determine which EICs apply:

» 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?
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» Are there any comments for the item EIC group?

All EICs are created with start and end dates (defaults of 00/00/00 and 99/99/99 are used when a
comment is not limited by date), and dated comments may exist “nested” within other dated
comments. If there are two EICs at the same level of the decision hierarchy, the EIC to use will be
selected based on the start and end dates. The EIC selected will be the EIC with the smallest date range
that includes the order’s requested ship date.

The rules of the decision hierarchy apply regardless of whether the specific warehouses use EICs or
not; the only difference is that if a warehouse is using warehouse specific comments, the searches will
be implemented with a warehouse ID as part of the search.

If the Show All Qualifying EIC field is Y in System Options Maintenance (MENU XAFILE), one EIC
at each level of the decision hierarchy for which EICs have been defined will be selected for the item
and will display on this screen. If the Show All Qualifying EIC field is N, only the one EIC determined
to be most applicable will be selected and display.

Refer to Item Master Maintenance (MENU IAFILE) as described in the Inventory Accounting User

Guide or Customer/Ship-to Master Maintenance (MENU ARFILE) in the Accounts Receivable User
Guide for details about defining EICs.

Extended Item Comments Inquiry Screen Fields and Function Keys

Field/Function Key Description

Line Cmt The line comment code associated with each line of comment text.

The line comment code of Y or N identifies if the extended item comment
will automatically be added as a line comment to an order when the item is
ordered.

NOTE: The comments have to be set up ahead of time during
maintenance; at this point, during order entry, they are for
display only.

Display

Prt Cde The print code assigned to each line of comment text.

The codes that may appear are: P, |, X or blank. These print codes determine
if the EIC should print on various documents (e.g., Pick Lists, Invoices, etc.).

Display

Description The actual text description for the EIC.
Display

Item The item number and item description on this order.
Display

Ord The quantity of the order.
Display
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Extended Item Comments Inquiry Screen Fields and Function Keys

Field/Function Key
Shp

Description

The quantity of items to be shipped.
Display

B/O

The quantity of items that are backordered.
Display

UM

The unit of measure in which the item is ordered and shipped.

Display

WH

The warehouse from which the item will be shipped.

Display

Sp Ord

Indicates if this item will become a special order. Special orders are available
for the Special Order Processing feature used in the Purchasing module.
Also, if Value Added Services is installed, special orders are available for
manufactured items used in the Value Added Services module.

Display

Base Pr

The base price is shown in the unit of measure that has been established as
the “pricing” unit of measure for the item [defined through Item Master
Maintenance (MENU IAFILE)].

Display
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Extended Item Comments Inquiry Screen Fields and Function Keys

Field/Function Key

Cost

Description

The cost (OE cost or GL cost) that displays in this field depends on the value
entered in the Default Cost to see field in Authority Profile Maintenance
(MENU XASCTY). If a user does not have authority to the Default Cost to
see, as conditioned by the Display OE Cost and Profit (OE, SA, AR, some PO)
or Display GL Cost and Profit (OE, SA, AR, some PO) security options in
Application Action Authority Maintenance (MENU XASCTY), then no cost
will be shown on this screen.

The OE cost represents the unit cost of the item. The OE cost is determined
as either the average, standard, user, or last cost for this item in this
warehouse as defined through Item Balance Maintenance (MENU IAFILE),
or the commission cost. The cost used (average, standard, user, last, or
commission cost) is based on the Cost to be Used for OE setting in Order
Entry Options Maintenance (MENU XAFILE).

When the OE cost is calculated from the commission cost, the commission
cost can be derived from the Item Balance standard, average, user, vendor/
item, and rebate cost, and then have cost load factors (maintained through
Cost Load Factors Maintenance (MENU IAFIL2)) added onto this cost. In
order for the Rebate Cost to be used, however, the Use Rebate Cost as Base
Commission Cost in Rebate Options Maintenance (MENU OERFILE) would
have to be Y and a Commission Cost Load Factor of $, %, or L would have to
be entered on the rebate item.

The GL cost represents the unit cost of the item. The GL cost is determined
as either the average, standard, or user cost for this item in this warehouse as
defined through Item Balance Maintenance (MENU IAFILE). The cost used
(average, standard, or user) is based on the Cost to be Used for GL setting in
Order Entry Options Maintenance (MENU XAFILE).

Following the cost, the local trading currency symbol will display.
Display

Fin

The final price of the item in the pricing unit of measure. This is determined
as the base price of the item minus any applicable item discounts. If markup
pricing is used [determined through the Order Entry Options Maintenance
(MENU OEFILE), the final price is the base price plus the percent markup.

When International Currency is installed, for foreign currency customers,
you can use the F3=Loc CUR / F3=TRD CUR to toggle between displaying the
values in the customer’s trading currency and the company’s local currency.

Display

Req Shp

The requested ship date for this item. This date is used when releasing
blanket orders and using Automatic Backorder Release.

Display
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Extended Item Comments Inquiry Screen Fields and Function Keys

Field/Function Key Description

Total The total monetary amount of the item. This is calculated by multiplying the
quantity of items shipped by the final price of the item.
Display

F12=Return Press F12=RETURN to return to the previous screen.
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Price Change Screen

Ord: B2751/00 Al/AEREEP681 Roman Holiday Travel Service CHANGE ORDER
Italian Lira
1 Freight Out 160,08 1

Last
temn Mo LBEE Avail  Ord shp B0 W WHY 041
ciem 10E, g L BEE 100,008 EA 3
Base Price Dsc 1l Dsc 2 0 Final Price EA Tot IT{ LIEL
Aoio] Yooy
Base Pr Einal Pr EA :
165082, OREEE - 165082, OOEOE . H =t Date:
. : Reason?
H id Brass Roman Nm
] Lot: 1

use:

FZ=WHs FS=Loc FE=Ky F8=5h F11=%h F12=Ret F13=Lc

This window is only available when International Currency is installed.

This pop-up window displays after pressing F15=PRICE CHANGE on the Item Review Screen (p. 6-115).
Use this window to maintain actual amounts (presented in the trading currency) for truncated values
totaling to more than 999999.99999.

After entering values through this window, press ENTER twice to return to the Item Review Screen (p. 6-

115) to continue processing. Also, to view actual total amounts, you may press F24 on the Item Entry
Screen (p. 6-71).

Price Change Screen Fields and Function Keys

Field/Function Key Description

Base Pr Key the base price field in the larger field size that did not fit on the previous
Item Review Screen (p. 6-115).

(N 15,5) Optional

Final Pr Key the final price field in the larger field size that did not fit on the previous
Item Review Screen (p. 6-115).

(N 15,5) Optional

Total The line total amount with the new final price in the trading currency is
displayed.
Display
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Price Change Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to edit your values and then press ENTER again to confirm your
entries. The Item Review Screen (p. 6-115) displays.
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Billing Class/Sub Class Entry Screen

Ord: BZTS5,00 ALAHDAREEEIAA Financial Management Serwices EMTER ORDER

Uz Dollars
Ttem & Description Qty Ord UrH Final Price Tobtal Amkt  Line
1 AG30 Liquid Paper Correction 1.000 EA 19, GG50EE 1905 i
? A1ZA Sharp Super Senzitive Fa 1.000 BO¥ 49, SEAEE 49,50 3

BILLING CLASS/SUB CLASS EWTRY o t
: H
M Item Mumber: ALZH :
: Sharp Super Sensitive Fax Paper
B Billing Class:
| Eilling Sub Claszs:
Fd=Li=t Flz=Return : .
Mt FIETETE 100, CICEEGE
Fz=llH= Fo=Loc FE=Ky FG=5h F9=Nx F1Z=Ret Fzd=Del

This screen appears after you press ENTER on the [tem Review Screen (p. 6-115), if Billing Classes/Sub
Classes are required for this customer/ship to as determined through Billing Class/Sub Class
Maintenance (MENU ARFIL2). You can also access this screen by using the F18=BiLL CLAss function
key on the Item Review Screen (p. 6-115).

Use this screen to enter the Billing Class and Sub Class, if required, for this customer/ship to. This
information is used to help classify the line items that a customer orders. 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 following hierarchy will be performed depending on how requirements are set up for Billing
Classes/Sub Classes through Billing Class/Sub Class Maintenance (MENU ARFIL2):

1. Options are first checked at the customer/ship to level to determine if the entry of a Billing Class is
required.
2. If the customer/ship to level has requirements defined
+ and the Billing Class is required, this screen will automatically display after pressing ENTER on
the Item Review Screen (p. 6-115) for the item being added.

« and the Billing Class is not required, this screen will not automatically display after pressing
ENTER on the [tem Review Screen (p. 6-115). To enter in Billing Class information, this screen
must be manually accessed with F18=BILL CLAss on the Item Review Screen (p. 6-115).

3. If'the customer/ship to level designates to use the values defined at the customer level or does not
have requirements defined, the system would then use the values defined at the customer level.

« If, at the customer level, the Billing Class is required, this screen will automatically display after
pressing ENTER on the Item Review Screen (p. 6-115) for an item being added.

« If, at the customer level, the Billing Class is not required, this screen will not automatically
display after pressing ENTER on the Item Review Screen (p. 6-115). To enter in Billing Class
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information, this screen must be manually accessed with F18=BiLL CLAss on the Item Review

Screen (p. 6-115).

NOTE: This screen can also be accessed after pressing F18=BiLL CLAss from the [tem
Review Screen (p. 6-115) after pressing F6=KY.

Billing Class/Sub Class Entry Screen Fields and Function Keys

Field/Function Key

Billing Class

Description

This field represents the Billing Class you want to add for this particular
customer/ship to. A Billing Class is a value that you can assign to an
individual customer to help classify the line items that they order (for
example, office supplies). 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.

Key the Billing Class to add for this customer/ship to.

If you cannot recall the Billing Class you want to use, press F4=LIST to review
a list of created Billing Classes for this customer/ship to.

Valid Values: A Billing Class defined through Billing Class/Sub Class
Maintenance (MENU ARFIL2) for the customer or customer/ship to record.
(A 50) Required

Billing Sub Class

A Billing Sub Class is a value that you can further assign to an individual
customer to help classify the line items that they order (for example, if the
Billing Class is office supplies, the Sub Class might be paper). 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.

Key the Billing Sub Class to add for this customer/ship to (a value must be
keyed in the Billing Class field in order to key a Billing Sub Class).

If you cannot recall the Billing Sub Class you want to use, press F4=LIsT to
review a list of created Billing Classes for this customer/ship to.

Valid Values: A Billing Sub Class defined through Billing Class/Sub Class
Maintenance (MENU ARFIL2) for the customer or customer/ship to record.
(A 50) Optional

F4=List

Press the F4=LisT function key to list all Billing Classes/Sub Classes defined
for the customer or customer/ship to record. The Billing Class/Sub Class List
Screen appears. Refer to Billing Class/Sub Class Maintenance (MENU
ARFIL2) for an explanation of this screen.

F12=Return

Press the F12=ReTurN function key to return to the previous screen without
saving any additions or changes made on this screen.
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Billing Class/Sub Class Entry Screen Fields and Function Keys

Field/Function Key

Enter

Description

Press the ENTER key to confirm your selections.
When adding a new line item:

+ IfaBilling Class/Sub Class is required, field(s) must contain a value prior
to confirming and proceeding.

 Ifa Billing Class/Sub Class requires validation, upon pressing ENTER the
system will validate the classes you entered against those defined through
Billing Class/Sub Class Maintenance (MENU ARFIL2).

When changing an existing line item:

« No edits or validation will occur if no changes have been made to either
class field.
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Order Bill of Material Component Information Screen

ORDER BILL OF MATERIAL
kit Component Information
Customer Mo: 1 f 120 Financial Bookkeeping
Parent Item: A30Q Desk Set Kit
UM ERA
Seq Iftem MWumber/Description UsH Rty Per Opt
1 1@ A31@ Full Strip Desk Stapler 172" st Ed 1. 080 i
2  EZ0 A330 Stralght Trimmers Shears 9" scis ER 1.000 %
3 3@ ASEA Waste Basket - Gray 24" tal EA 1.080
4 48 A3TA Tape Dispenser - Gray EA 1,080
Last
Seql L., .. Ttem Mol .
Famds
= Class? ..,
Fd=Cost FS=Comments FE=Features Fl2=Return F13-20 to Change

This screen displays after pressing F23=KiT on the Item Review Screen (p. 6-115) for a bill of material
kit item. Use this screen to alter the standard bill of material and create an order specific bill of
material by adding standard message comments or adding/changing the list of standard components.

Order Bill of Material Component Information Screen Fields and Function Keys

Field/Function Key

Description

(Type of Bill) The type of bill of material: Kit.
Display
Customer No The company/customer number and customer name for the sales order being

entered.

Display

Parent Item

The item number and item description of the parent item.
Display

UM

The default unit of measure of the parent item.
Display

(Reference Number)

The reference number of the item or comment displayed on this screen. This
number is 1 though 8 for the eight lines that may display. When rolling
forward or backward, the reference numbers do not change. Use these
numbers to reference an item for change or deletion using the F13 - F20
function keys.

Display
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Order Bill of Material Component Information Screen Fields and Function Keys

Field/Function Key

Description

Seq The sequence of this item on the bill of material that is used when
components are exploded on a Pick List or Invoice, or displayed on a bill of
material screen.

Display

Item Number/ The item number and description of the component item.

Description Display

U/M The unit of measure of the component item needed for this parent item.
Display

Qty Per The quantity of this item in the selected unit of measure that is required for
the parent bill of material.

The Qty Per field toggles with the U/M Cost field with the F4=CosT / F4=QTY
PER.
Display

U/M Cost The average cost of the item in the warehouse of the sales order.

The U/M Cost field toggles with the Qty Per field with the F4=CosT/ F4=QTY
PER.
Display

Opt A'Y will display in this column when there are optional items available to be
substituted for this component item.

The Opt field toggles with the Rbt field with the F4=CosT/ F4=QTY PER.
Display

Rbt An *R displays in this column for any component item that is on an active
rebate when the parent item is added to the sales order.

The Rbt field toggles with the Opt field with the F4=CosT/ F4=QTY PER.
Display
Seq The sequence number of the component item when exploded on Pick Lists or

Invoices, or displayed on BOM screens. Key the sequence number for the
item to add to this order specific bill of material.

Leave this field blank to use the next sequence number, which is
automatically assigned an increment of ten plus the current sequence
number.

You may also use this field to assign a sequence number to a comment
message code to include in this order specific bill of material. First key the
sequence number in this field, and press the F5=ComMENTS key.

(N 4,0) Optional
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Order Bill of Material Component Information Screen Fields and Function Keys

Field/Function Key

Item No

Description

The item number of a component for this bill of material. Key the item
number to be added as a component to this order specific parent item.

Valid Values:
» Must be a valid item that has been defined through Item Master
Maintenance (MENU IAFILE).

 This cannot be the same item number as the parent defined in this bill of
material (it may, however, be a manufactured parent item that was defined
in another bill of material).

(A 27) Optional

Find

Use this field to search for an item using one or more words that closely
match the item for which you are searching. The words you key may be up to
15 characters long and may appear in any order. Key the most unique words
to improve the speed of the search. Leave this field blank if you would like to
search on an item class.

To search for manufacturer item numbers, prefix the criteria you enter with
M/. The system will search based on the Vendor/Item File (VNITM) valid
manufacturer item number.

To search for customer item numbers, prefix the criteria you enter with C/.
The system will search based on the Item/Cus