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About this guide

About this guide

This guide describes workflow, concepts and procedures for using the Infor Distribution A+ Cross
Application module.

Related documentation

You can find related documentation at Infor Documentation Central (docs.infor.com). We
recommend that you check this website periodically for updated documentation.

Contacting Infor

If you have questions about Infor products, go to Infor Concierge at https://concierge.infor.com/ and
select Infor Customer Portal to create a case.

The latest documentation is available from docs.infor.com or from the Infor Support Portal. To
access documentation on the Infor Support Portal, select Search > Browse Documentation . We
recommend that you check this portal periodically for updated documentation.

If you have comments about Infor documentation, contact documentation@infor.com.
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Cross Application Overview

Chapter 1 Cross Application Overview

This section provides you with and explanation of the

Main Menu

Menu Naming Conventions
Transaction Processor
Compile Tools

Form Type and Form Size

=A =4 =4 -4 =

Standards Used Throughout Infor Distribution A+

Main Menu (MENU APLUS)

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

You also may access modules using the Menu Naming Conventions.

Menu Naming Conventions

Application ID

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

1 Al - Advanced Inventory Management
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=4 =4 =4 =4 4 4 -4 -4 -4 -4 -4 -4 -4 -4 4 -4 -4 -4 -5 -4 -4 -4 -4 - -4 -4 -4 -4 4 -4 -4 -4 -

AM - Advanced Mobile

AP - Accounts Payable

AR - Accounts Receivable

AX - FAX

BQ - Bid & Quote

CN - Consignment

CT - Commerce Catalog

DM - Data Warehouse

El - Electronic Data Interchange (EDI)
EP - Electronic Payments

ES - Extension Solution

FW - forms@work

GL - General Ledger

GW - Commerce Gateway

IA - Inventory Accounting

IC - International Currency

IM - Inventory Management & Planning
MG - Workflow Management

MS - Mail Server

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

OP - Price Maintenance (Order Entry Pricing)
OS - Mobile Order Entry (formerly OnSite)
PO - Purchasing (Purchase Orders)
PS - Point of Sale

RF - Radio Frequency

SA - Sales Analysis

SF - Storefront

SW - sales@work

WB - Web

WM - Warehouse Management

WO - Value Added Services (formerly Work Order Processing)

XA - Cross (X) Application

Important

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

Infor Distribution A+ Cross Application User Guide | 23



Cross Application Overview

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

Type of Operations

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

CFIG - Configuration Menu (Cross Application module only)

CHCK - Check Processing Menu (Accounts Payable module only)

EPAY - Electronic Payments File Maintenance (Electronic Payments module only)

FILE - File Maintenance Menu

FIL1 - File Maintenance Menu (EDI module only)

FIL2 - A second File Maintenance Menu, if required

FIL3 - A third File Maintenance Menu, if required

INQY - Inquiry Menu

INVC - Invoice Menu (Consignment module only)

MAIN - Main Menu

MAST - Master Menu

MAS2-Menu of Master Menuods (Cross Application (XA)
PHYS - Physical Inventory Menu (Inventory Accounting & Warehouse Management modules

only)
PRCE - Pricing menu (Order Entry module only)

REBT - Rebate Menu (Order Entry module only)
REPT - Reports
RPT2 - Reports (General Ledger module only)

=4 =4 =4 =4 4 4 -4 -4 -4 -4 -4 -4 -9

RVAL - Revaluation Menu (International Currency module only)

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

STMT - Statement Menu (General Ledger module only)

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

=A =4 =4 -4 -4 4 -4 -8 -4

Description of Operations

Different operations are performed and associated with certain menus throughout Distribution A+.
The following is a brief description of the type of operation that is performed by each one of the
menus just listed:
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CFIG - Controls the initial setup of Distribution A+. From this menu, you set up the Transaction
Processor, create and name environment(s) in which to run Distribution A+, define library
characteristics for each environment you create, register valid user IDs, and start a session for a
specific environment.

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

{1 Standard Check Processing

1 Manual Check Processing

1 Check Reversal Processing
FILE - File Maintenance menus allow you to perform file maintenance and to list the contents of the
files used by Distribution A+. File maintenance allows you to add, change, or delete data in files; file

listings provide a printed hard-copy of every field for every record in a file (i.e., all file maintenance
information is printed).

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

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

Note: For A/ P and G/ L they are used for fAsecuredo funct
maintenance.

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

INQY - Inquiry menus are used for inquiries into data.

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

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

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

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

PHYS - Physical Inventory menus are used to perform a physical count of your inventory and update
Distribution A+ accordingly.

PRCE - The Pricing Options menu is used to perform file maintenance and to list the contents of the
files used for order entry pricing.

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

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

RPT2 - This Report menu allows you to select the same reports as the REPT menu, but also allows
you to select Pre-2.0 Statement formats. (This menu is used in General Ledger only.)
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RVAL - The Revaluation menu is used to recalculate values in various files used for International
Currency.

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

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

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

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

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

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

Features of the Transaction Processor

Restartable

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

Single-Threaded Processing

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

The Transaction Processor allows only one updating procedure to run at a time. This type of
processing ensures the integrity of updates to the master files. If two or more Transaction Processor
jobs are submitted at the same time, the Transaction Processor will queue requests and process
them based on the default run priority assigned to the job. These default priorities range from 01 to
99, where 01 is the highest priority and 99 the lowest. The system will select jobs for processing
based on the assigned priority. Jobs with a higher priority will be processed before jobs with a lower
priority. 1 f there are multiple jobs with the
outodo (FIFO) rule. You can c hanhe érantahtien Ppocessorrddbs y
Detail Screen in the Transaction Processor Inquiry (MENU XAMAST).

You can also modify the threads qualified to run an occurrence of a particular job. A job that normally
runs in a specific thread or threads can have additional threads added to it while the job is pending.

You can change the availability of threads for a job on the Transaction Processor Jobs Detail Screen
in the Transaction Processor Inquiry.

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

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

Transparency

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

Data Integrity

The Transaction Processor ensures the integrity of your data by monitoring and posting all jobs
which update Distribution A+ files. If the power is lost during the day, the Transaction Processor will
guarantee that transactions get posted and that they will only be posted once. The Transaction
Processor ensures that a restore condition will be needed only in the event of a severe hardware

failur e, such as a disk crash. | n-ta dneki. tdi on, it dr ast

History

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

Technical Tip

Distribution A+ creates a data area called ALOGCLO

detail should be logged in the Transaction Processor job log.

The data area ALOGCLO i s a u1lNotmansuredhatlyduyjobtogremains t h a
small, not containing unnecessary information. If you want more detail/history logged into the job log,
you may change the dat*3esareadés default value to
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Compile Tools

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

The file FIDEF in the base library contains all the files that have been overridden.

Form Type and Form Size

To provide flexibility for printed and faxed documents, system options can be set to form type 1 or

form type 2 through System Options Maintenance (MENU XAFILE). For type 1 is a basic form type

that prints on 8.5 x 11 paper. Form type 2 allows you to chose a form size (8.5 x 11 or 8.25 x 11.75)

for each company through Company Name Maintenance (MENU XAFILE) and includes International

Currency information, if International Currency is installed and activated. The form type you select
willdependontheneedso f y our c o mpseem @ptionShéaeterfanced a Gadnpafiy

Name Maintenanced f or addi ti onal i nformation about this fea
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Chapter 2 Cross Application and Distribution A+
Modules Setup

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

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

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

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

Setting up Cross Application (XA)

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

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

Note: Steps 1 through 3 in the checklist were already completed during the installation.
1 Set up Transaction Processor (required)

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

Create an Environment (required)

This option allows you to create one or more environments to run under Distribution A+ and/or to
initialize an environment copied from another environment.

Define Environment Library Lists (required)

This option allows you to define the library list for each environment you created through Create
an Environment (MENU XACFIG). Up to 25 different libraries can exist on the list, with a
maximum of 10 user-defined libraries.

Note: This step is required only if there are custom
library list.

Register A+ User IDs (required)

Use Register A+ User IDs (MENU XACFIG) to register users and specify default settings for
each. Users must be registered to start a session.

Note: If Mobile Order Entry and/or sales@work is installed, use this option to also register valid
Mobile Order Entry and sales@work user IDs.

Set up System Options (required)

Run this option during the initial setup of Distribution A+ to enter overall information and general
system values that apply to all companies. Entries made through this option affect how
Distribution A+ will be used for your business.

Important : If you select to use the Vertex Sales Tax interface feature and key Y in the Use
Vertex Taxing field in system options, your response of Y will not be activated until you follow
the guidelines listed in APPENDIX H: Vertex Interface Guidelines.

Set up Company Name Options (required)

Run this option during the initial setup of Distribution A+ to set up your company or companies
and the options that are specific to the company or companies you are defining. You must be an
authorized user defined in Company Name Maintenance (MENU XAFILE) to run this option.

Once a company has been added, options MUST be set up for all other Application modules you
have installed.

Set up Accounts Receivable Options (required, if installed)

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

Additionally, use this option to optionally establish bank accounts and related information for use
in Distribution A+. Depending on the modules you have installed, you may access and set up
bank accounts through this option, A/P Options Maintenance (MENU APFIL2), or Bank Accounts
Maintenance (MENU ARFIL2/MENU APFIL2).

Set up Order Entry Options (required, if installed)
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10

11

12

13

14

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

Set up Inventory Accounting Company and System Options

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

Set up Sales Analysis Options

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

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

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

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

Set up Purchasing Options - System, Company and Warehouse (required, if installed)
Use this option to:
1 determine and record your Purchasing options for each company, enabling you to tailor

Purchasing to meet your needs

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

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

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

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

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

Set up Special Order Options (optional)

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

Set up Output Queue Overrides (optional)
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15

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

display ID.

Set

This option is used to add, change, and/or delete job templates. Job templates may be defined

up Job Templates (optional)

to allow for pre-established company selections, optional job selections, and output

gueues/report selections. This alleviates the need to have to make all those selections each time

a specific job, like Day End Processing, is run.

What To Do

Menu and Option

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

as part of the installation process for Distribution A+.

N/A

~

1.

Set up Transaction Processor (required)

XACFIG - Option 1

~

2.

Create an Environment (required)

XACFIG - Option 2

—

3.

Define Environment Library Lists (required)

XACFIG - Option 3

—

. Register A+ User IDs (required)

XACFIG - Option 4

s

. Set up System Options (required)

XACFIG - Option 1

—

. Set up Company Name Options (required)

XACFIG - Option 2

—

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

XACFIG - Option 4

—(

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

XACFIG - Option 5

—

. Set up Inventory Accounting Company and System Options

(required, if installed)

XACFIG - Option 6

—(

10.

Set up Sales Analysis Options (required, if installed)

XACFIG - Option 7

—

11.

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

XACFIG - Option 11

—

12.

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

XACFIG - Option 12

—

13.

Set up Special Order Options (optional)

XACFIG - Option 13

—

14.

Set up Output Queue Overrides (optional)

XACFIG - Option 30

—

15.

Set up Job Templates Overrides (optional)

XACFIG - Option 31
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Setting up Accounts Payable

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

1 Setup G/L (required)

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

2 Sign on as the Master User (required)

Be sure that you are signed on as the master user. This user has authority to all functions, files,
and accounts. You are required to set up the master user before performing any G/L or A/P
functions. If you have not already done this when setting up G/L, do this through System Options
Maintenance (MENU APFIL2).

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

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

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

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

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

If you answer N, all System i users will gain access to any menu option.
c Determine if Program Security will be used (Y/N)

With program security, you may allow or deny access, by user, to specified A/P menu
options.

At a later time, program security must be defined for each user through Authority Profile
Maintenance (MENU XASCTY).

d Select your One Time Vendor Number

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

Warning : After a one time vendor has been established, you will not be allowed to change it.
e Determine if GST will be calculated for purchases

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

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

4  Set up Company Specific A/P Options (required)
These options must be set up (once) for each company using A/P.
a Determine Calculation for Due Dates

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

Determine if you want due dates calculated by th
which is keyed on the Voucher Header Screen) or Entry Date (date the voucher was keyed).

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

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

Use this field to specify if the name and addres
overridden during Vendor Maintenance (MENU APFILE).

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

If you do not have the Purchasing module, this field is not applicable and an entry of Y or N
will have no effect.

c Determine if Assignees will be used (Y/N)

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

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

Note: This field is useful if you have Purchasing installed and are using Receipt Validation.
The voucher can be entered for the purchasing ve
receipts. You may then make payment to the assignee number.

d Set up Bank Accounts

Note: You MUST first define your banks through Bank Names Maintenance (MENU APFIL2)
before setting up your bank accounts.
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Establish bank accounts for use in Distribution A+, if they have not already been defined.
Once bank accounts have been set up, select your default bank account (see the next step).

e Select your Default Bank Account

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

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

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

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

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

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

9 Current Date minus Invoice Date
9 Current Date minus Due Date
1 Due Date minus Current Date

See A/P Options Maintenance (MENU APFIL?2) for a detailed explanation of these options.
i Determine Aging Days

You must specify the aging days used to define each period (e.g., 30, 60, 90). Aging days
are used to age open payables. Refer to the A/P Inquiry Vendor Performance Screen in
Accounts Payable Inquiry (MENU APMAIN) for details.

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

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

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

| Determine if you want to check for duplicate invoices

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

Key N to disable the check for duplicate invoices.
m Determine if Held Vouchers will be Posted
Used to determine the vouchers you want posted.

Determine if you want held vouchers posted to the Open Payable files through AP Options
Maintenance (MENU APFIL2), or if you want only those vouchers not containing hold codes
posted.

5 Validate A/P & G/L Transfer fields (required
a Set up Business Units

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

b Set up Vendor G/L Codes

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

¢ Setup G/L Account Numbers for each A/P Bank Account

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

Refer to the Infor Distribution A+ General Ledger Interface User Guide.

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

6 Setup Vendors (required)
a Setup Vendor Classes (optional)

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

b Set up Hold Codes (optional)

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

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

¢ Copy Purchasing Vendors to A/P (if applicable)

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

d Keyin New Vendors
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7

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

e Rebuild Vendor Search File

This option updates the Vendor Search File. It is performed automatically each time a vendor
is added, therefore, it is not necessary to execute this function regularly. You should execute
this option after file conversions.

Set up Bank Names (required)

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

This step also exists on the Accounts Receivable Checklist.
Define Bank Accounts (required)

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

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

Define Split Terms Codes (optional)

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

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

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

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

T a. Determine how you want Voucher Numbers ~ APFIL2 - Option 1
Assigned

I b. Determine if User Security will be used APFIL2 - Option 1

—

c. Determine if Program Security will be used APFIL2 - Option 1

—

d. Select your One Time Vendor Number APFIL2 - Option 1
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What To Do Menu and Option
| e. Determine if GST will be calculated for APFIL2 - Option 1
purchases

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

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

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

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

| d. Set up Bank Accounts (Note: You must APFIL2 - Option 1
perform Step 7 first

| . Select your Default Bank Account (Note: APFIL2 - Option 1
You must perform Step 7 first)

|t Select your 1099 Print Format APFIL2 - Option 1

| g. Determine how you want to Age Paid APFIL2 - Option 1
Invoices (invoice date or due date)

| h. Determine how you want to Age Open APFIL2 - Option 1
Payables (inquiry aging option)

| i. Determine Aging Days APFIL2 - Option 1

| . Determine if Multi-Company Receipt APFIL2 - Option 1

Validation will be allowed

—

k. Determine the type of Voucher Edit List to APFIL2 - Option 1
print (detail or summary)

—

|. Determine if you want to check for duplicate ~ APFIL2 - Option 1
invoices

~

| m. Determine if Held Vouchers will be posted ~ APFIL2 - Option 1

MODULE SPECIFIC OPTIONS

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

~

| a. Setup Business Units APFILE - Option 5
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What To Do

Menu and Option

~

| b set up Vendor G/L Codes

APFILE - Option 4

~

| c. set up G/L Account Numbers for each
A/P Bank Account

GLXFER - Option 20-8

—

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

GLXFER - Option 20-9&A

6. Set Up Vendors (required)

~

| a set up Vendor Classes (optional)

APFILE - Option 2

| b set up Hold Codes (optional)

APFILE - Option 3

| < Copy P/O Vendors to A/P (if applicable)

APMAST - Option 10

—

d. Key in New Vendors

APFILE - Option 1

| e. Rebuild Vendor Search File (optional)

APMAST - Option 11

7. Set up Bank Names (optional)

APFIL2 - Option 5

8. Define Bank Accounts (required)

APFIL2 - Option 6

9. Define Split Terms Codes (required)

APFIL2 - Option 7

Setting up Accounts Receivable

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

1 Setup A/R Company Options (required)

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

specify for each company are the following:

Indicate if the company has any balance forward customers.

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

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

before any other module.

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

option selections.
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Note: When setting up a company through Company Name Maintenance (MENU XAFILE), you
specify if customer numbers should be automatically assigned in the Auto Assign Cust Nos

field. If your response was Y, the system will assign customer numbers when creating customers
through Customer/Ship to Master Maintenance (MENU ARFILE). If your response was N, you
will have to assign customer numbers when defining customers.

Define Aging Codes (required)

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

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

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

Define Terms Codes (required)

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

Each terms code specifies the payment terms that a
number of net days, discount days and applicable discount percentage, and have the option of
using Aproxo terms. Each cust omerdetmough be assigned

Customer/Ship to Master Maintenance (MENU ARFILE).

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

Define Customer Master User Codes (optional)

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

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

Define Customer Classes and Sub -classes (required)

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

Before defining a customer sub-class, however, you must define the customer class. Customer
classes/sub-classes are used in a variety of A/R reports and inquiries. It is also used for primary
sort criteria for customer sales analysis.

Define the customer class/sub-classes that you will use in A/R through Customer Classes
Maintenance (MENU ARFILE). Review the Customer Classes Listing (MENU ARFILE) to verify
your customer class/sub-class selections.

6 Define Overdue Notice Formats (optional)

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

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

7 Define Invoice Dispute Codes (optional)

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

Important : Disputed invoices may or may not be selected for inclusion into the list of invoices to
be paidwhenfiauapp!| yi ngdo cash. I f they are to be include
BE paid.

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

8 Define Customer G/L Codes (optional)

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

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

9 Define Tax Bodies (required)

Tax bodies (which represent taxing jurisdictions and apply to all companies) are used when
entering an order in Order Entry. For each tax body, you specify a base tax rate of the taxing
jurisdiction, and may also define up to 4 local taxes per tax body.
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11

12

13

14

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

Define Payment Type Codes (required)

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

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

Define Sales Representatives (required)

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

Sales Representatives are defined through Sales Representatives Maintenance (MENU
ARFI LE) . For each sales representative, you
commission percentage, and optional information in the User Area field.

Define Sales Territories (required)

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

Sales territories are defined through Territories Maintenance (MENU ARFILE).
Define Carrier Codes (optional)

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

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

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

Define Customer Master User Fields (optional)

You may optionally set up customer master user fields to be used in A/R. Six user fields may be
defined to further categorize a customer. For each customer master user field that you set up,
you may create an unlimited number of customer master user field values. When setting up your
customers through Customer/Ship to Master Maintenance (MENU ARFILE), the description of
the customer master user fields defined will display on the Customer Maintenance Screen 3.
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16

17

18
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Here you assign the specific customer master user field value to the customer. Customer master
user fields/ field values may also be used when selecting to print Mailing Labels through Mailing
Labels (MENU ARREPT).

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

Define SIC Codes (optional)

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

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

Define Warehouse IDs (required)
Use this option to define the warehouses that will be used in Distribution A+.

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

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

Define Payment Comment Codes (optional)

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

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

Adjustment Numbers (optional)

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

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

Define Bank Names (required)
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Note: This step may have already been performed on the Accounts Payable Checklist. Also, you
MUST first set up bank names before setting up your bank accounts.

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

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

Define Bank Accounts (required)

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

Enter Customer and Ship -to Information (required)

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

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

Note: You must define the customer before you may enter a ship-to address.
Define Country Names (optional)

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

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

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

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

Define Customer/ltem Default Units of Measure (optional)

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

Define customer/item default units of measure through Customer/ltem Dflt U/M Maintenance
(MENU ARFIL2). Review the Customer/ltem Default U/M Listing (MENU ARFIL2) to verify the
data.
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24 Define A/R Call Representatives (optional)

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

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

25 Define Consolidated Bill Codes (optional)

This option is used to create Consolidated Bill Codes in order to facilitate the use of consolidated
invoices. Consolidated Bill Codes are used to grou
Invoices printed through Print Invoices (MENU OEMAIN -Option 22).

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

26 Define Customer Commitment Codes (optional)

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

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

27 Define Corporate Groups (optional)

Use this option to define one or more corporate groups, or to change the description of a
previously defined corporate group.

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

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

1 Customer Comparison (Option 2)
1 Customer/ltem Analysis (Option 4)
1 Item/Customer Analysis (Option 5)

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

A Billing Class/Sub Class is a value that you can assign to an individual customer through Order
Entry to help classify the line items that they order. By classifying line items that a customer
orders, you will be able to keep better track of billing and generate more specific reports for
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30

31

management. The determination as to whether or not a Billing Class/Sub Class will be required
and validated during Order Entry is made at the customer/customer ship to level.

Perform Vertex GeoCode Global Customer Update (if Vertex installed)

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

Use this option to update all of the customers in the Customer Master File (CUSMS) as well as
all of the ship-to numbers in the Ship To Master (Additional Address) File (ADDR), with a
geographical code (GeoCode) necessary for Vertex use. This option should only be run once,
after installing Vertex. It is not necessary to rerun this option for new customers or ship-t 0 6 s
because normal customer/ship to maintenance will incorporate GeoCodes.

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

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

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

Inquire into Customer Audit Activity (optional)

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

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

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

1. Set up A/R Company Options (required); N/A
already performed through A/R Options
Maintenance (MENU XAFILE - Option 4)
as part of the Cross Application Checklist

MODULE SPECIFIC OPTIONS

~

2. Create Aging Codes (required) ARFILE - Option 2

~

3. Define Terms Codes (required) ARFILE - Option 3
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What To Do

Menu and Option

~

4. Define Customer Master User Codes

(optional)

ARFILE - Option 4

s

5. Define Customer Classes and Sub-classes

(required)

ARFILE - Option 5

—

6. Create Overdue Notice Formats (optional)

ARFILE - Option 6

s

7. Define Invoice Dispute Codes (optional)

ARFILE - Option 7

—

8. Define Customer G/L Codes (optional)

ARFILE - Option 8

s

9. Define Tax Bodies (required)

ARFILE - Option 9

—_

10.

Define Payment Type codes (required)

ARFILE - Option 10

—

11.

Define Sales Representatives (required)

ARFILE - Option 31

—_

12.

Define Sales Territories (required)

ARFILE - Option 32

—

13.

Define Carrier Codes (optional)

ARFILE - Option 33

—

14.

Define Customer Master User Fields
(optional)

ARFILE - Option 34

—

15.

Define SIC Codes (optional)

ARFILE - Option 35

—

16.

Define Warehouse IDs (required)

ARFIL2 - Option 1

—

17.

Define Payment Comment Codes (optional)

ARFIL2 - Option 2

—

18.

Define Adjustment Numbers (optional)

ARFIL2 - Option 3

—

19.

Define Bank Names (required)

ARFIL2 - Option 5

—

20.

Define Bank Accounts (required)

ARFIL2 - Option 6

—

21.

Enter Customer/Ship-to Information
(required)

ARFIL2 - Option 1

—

22.

Define Country Names (optional)

ARFIL2 - Option 7

—

23.

Define Customer/ltem Default Unit of ARFIL2 - Option 4

Measure (optional)
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What To Do Menu and Option

| 24. Define AIR Call Representatives ARFIL2 - Option 8
(optional)

| 25. Define Consolidated Bill Codes ARFIL2 - Option 9
(optional)

—

26. Define Customer Commitment Codes ARFIL2 - Option 10

(optional)
I 27. Define Corporate Groups (optional) ARFIL2 - Option 21
I 28. Define Billing Classes/Sub Classes ARFIL2 - Option 22
(optional)
| 29. Perform Vertex GEOCode Global ARMAST - Option 5

customer Update (if Vertex installed)

—

30. Perform Distribution A+ to Vertex File ARMAST - Option 6
Checking (if Vertex installed)

—

31. Inquire into Customer Audit Activity ARMAST - Option 14
(optional)

Setting up Advanced Inventory Management

1

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

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

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

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

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

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

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

3 Define AIM Variables (required)

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

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

1 Lead Time: Lead Time Maintenance (MENU AIFILE)

1 Order Frequency: Order Frequency Maintenance (MENU AIFILE)

1 Order Level: Order Level Maintenance (MENU AIFILE)

1 EOQ Parameters: AIM EOQ Parameters Maintenance (MENU AIFILE)

Review the Lead Time Listing (MENU AIFILE), Order Frequency Listing (MENU AIFILE), Order

Level Listing (MENU AIFILE), and AIM EOQ Parameter Listing (MENU AIFILE) to verify your
AIM variables selections.

4  Activate AIM (required)

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

1 Select Period End Processing (MENU SAMAST).

1T Key todayods EANTERTha negt scpeenendl show the current fiscal status of all
companies.

1 Press F3=CANCELto cancel the option.

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

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

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

5 Define Planning Models (optional)
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IM&P uses planning models to calculate the sales of an item. A planning model defines the

relative importance of an itembdbs demand history, a
additional growth percent, and minimum number of months). Each planned item must be

assigned a planning model. In this step, you must create the planning models that will be used

by your items in IM&P.

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

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

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

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

Note: The Item Balance Maintenance section of the Infor Distribution A+ Inventory Accounting
User Guide contains the reference section for IM&P Balance File Maintenance.

Planned items

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

Valid primary vendor

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

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

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

Verify item balance information

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

1 Use Item Balance Maintenance (MENU IAFILE) to add or correct any vendor numbers that
you know are missing from, or invalid for, an it

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

1 Use Item Balance Maintenance (MENU IAFILE) to make any further vendor number
corrections to item balance information.
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Creating default planning information

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

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

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

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

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

7 Run the AIM Monthly Update (required)

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

1 Resets the AIM variables for the first forecast month.

i Creates the first set of forecasts and stores them in the AIM Forecast File.

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

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

Note: Use the Inventory Planning Exception Report to see the results of the first planning run

and determine if changes are required. We suggest that you change one thing at a time to be

able to see and understand the effect of your adjustments. The first month of using AIM can

become quite confusing if you donét follow this

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

What To Do Menu and Option
SYSTEM SPECIFIC OPTIONS

~

| 1. Setup AIM System-wide Options (required) ~ AIFILE - Option 9

| 2. Setup AIM Company Options (required) AIFILE - Option 9

MODULE SPECIFIC OPTIONS
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What To Do Menu and Option

T 3 set up AIM Variables (required) N/A

T a. Lead Time AIFILE - Option 6

T b. order Frequency AIFILE - Option 7

T c. Order Level AIFILE - Option 8

[ EOQ Parameters AIFILE - Option 10

I 4 startiver (required) IMMAST - Option 10

I 5. Define Planning Models (required) IMFILE - Option 2

I 6. Create Default Planning Information for your ~MMAST - Option 6
items (required)

I 7. Runthe IM&P Monthly Update (required) IMMAST - Option 4

Setting up Bill Of Material

1 Set Up BOM Options (required)

Set up the options for BOM. The options that you must specify are the following:

1

il
il
il

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

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

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

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

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

Set the default to determine if each component of a manufactured item should be printed on
an orderds I nvoice.

Set the default to determine if each component
List.
Set the default to determine if each component

Invoice. This default may be accepted or overridden when defining a bill of material through
Bill of Material Maintenance (MENU OBFILE).
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1 Specify if you want the ability to create unique kit bills of material. These are kits that can be
created for a single customer.

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

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

These options are defined through Bill of Material Options Maintenance (MENU XAFILE), and
have already been performed since file maintenance for MENU XAFILE must be completed
before any other module.

2 Define Labor Rate Codes (optional)

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

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

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

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

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

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

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

4 Define Order Messages (optional)

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

Pre-defined messages may be optionally used in BOM by including a message code as a
component of any type of bill of material.
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Order messages are defined through Order Messages Maintenance (MENU OEFILE). When a
message is defined for a bill of material, it will be copied to any orders that contain the bill of
material parent item.

Define Bills of Material (required)

Set up the bills of material that you will be using. For each bill of material, you must specify the
parent item number, and the type of bill of material: manufactured item, assortment, or Kit.

Depending on the type of bill, you specify different parent item information. For the parent, you
must specify the component items that comprise the parent. If defining a kit bill of material, you
may specify features and options component items for the kit.

Bills of material are defined through Bill of Material Maintenance (MENU OBFILE). Review the
Bill of Material Listing (MENU OBFILE) to verify your bills of material.

Determine if Parent Cost will be updated (required)

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

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

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

MODULE SPECIFIC OPTIONS

~

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

Setting up Commerce Gateway

Refer to the Commerce Gateway Installation Guide for this checklist.
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Setting up Customer Consignment

Refer to the Infor Distribution A+ Consignment User Guide for this checklist.

Setting up eCommerce Catalog

Refer to the Infor Distribution A+ Commerce Catalog Installation Guide for this checklist.

Setting up Electronic Data Interchange (EDI)

Refer to the Infor Distribution A+ Electronic Data Interchange User Guide for this checklist.

Setting up FAX

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

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

1 Set up the third party Fax software

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

2 Set up system level FAX options (required)

FAX system-wide options are defined through Fax System Options Maintenance (MENU
AXMAIN). Refer to the Infor Distribution A+ FAX User Guide for the FAX Options Selection
Screen, FAX System Options Screen, and the Document FAX Notes Screen for detailed
information.

System options include, but are not limited to, defining if fax documents will include headings,
will be put on hold, and will include notes (and if so, what are the default notes for each type of
document). Also, the forms name for each type of document is identified through this option.
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3 Set up warehouse specific FAX options (required)
You must set up warehouse options for all warehouses that plan to use FAX.

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

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

Warehouse level options include, but are not limited to, defining a default fax phone number,
contact, and nickname. Al so, whether or not FAX
and Pack Lists is determined through this option.

4 Update Customer Master File (required)

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

5 Update Shipping Address File (optional)

If you wish to receive a fax document from or send a fax document to a specific ship-to address,
you must establish the fax-related defaults for that address. These defaults include the default
contact name and fax phone number.

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

6 Update Vendor Master File (required)

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

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

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

MODULE SPECIFIC OPTIONS
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What To Do

Menu and Option

~

2. Set up system wide FAX options (required)

AXMAIN - Option 1

~

3. Set up warehouse specific FAX options
(required)

AXMAIN - Option 1

—

4. Update Customer Master File (required)

ARFILE - Option 1

s

5. Update Shipping Address File (optional)

ARFILE - Option 1

—

6. Update Vendor Master File (required)

POFILE - Option 1

Setting up General Ledger

1 Setup G/L System Level Options (required)

a

Define Account Segments

Determine how your account number is structured. You may tailor your account number by
determining how long it is, and how many segments it contains.

An Account Segment is a sub-division of your account number. Define from 1 to 5 segments
in your account number. Each segment must be from 1 to 15 digits long. The total length of
all segments must not exceed 25 digits.

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

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

There are advantages to using more than one segment:

1 Segment padding enables you to use fewer keystrokes when keying account numbers.
G/ L automatically #fpads 0-mostdigitsin®achmeemunz er os f or
segment. Using more than one segment enables you to take advantage of this feature.
For example, assume your account number is 15 digits long and you have defined the
whole number as one segment. When keying an account you will need to key
010002000300004 (15 keystrokes are required). Now assume you have set up the same
15 digit account as 4 segments. You may key 1.2.3.4. The system assumes leading
zeros for each segment and will re-display the account as 01.0002.0003.00004 (only 7
keystrokes are required).

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

T Segments can be edited to reduce keying errors.
Non-edi ted Segmentsodo) for information about edit

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

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

b Determine Edited or Non-edited Segments

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

Editing segments helps reduce keying errors. Editing the Division segment will prevent any
account numbers from being created for a division that does not exist.

For example, assume your company has 3 divisions. Define segment 1 as division and make
it 1 digit long. To avoid accidentally keying account numbers for divisions 4 through 9 (which
do not exist) do the following:

T Make Adivisiono anEdetdY ih@/dOpsoagMaietenanced (IBENU
GLFIL2)].

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

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

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

¢ Define the Data Entry Separator

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

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

d Define the Report Separator

Infor Distribution A+ Cross Application User Guide | 59



Cross Application and Distribution A+ Modules Setup

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

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

e Transaction Source Required

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

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

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

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

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

g Determine if Program Security will be used

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

If you answer Y to this question, you may optionally use the following types of security:

1 Program Security (MENU XASCTY): Permits users to access some General Ledger
functions (such as Transaction Entry), but not others (such as Statement Printing).

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

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

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

1 Access Level Security: A user may be allowed or denied access to an account through
an inquiry, maintenance, report, or Transaction Entry depending on the access level
security for the user and the account. Refer to the Security Overview section in the
Overview section of the Infor Distribution A+ General Ledger User Guide for more
information.
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1 Restricted Entry Security: Any user may be set up as a restricted entry user. During
transaction entry, the user is allowed to key transactions, but the account descriptions
are not displayed and searching is disabled.

h  Maximum Number of Days to Save Statements

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

i Credit Value Print Option (G/L Reports)

Values may be edited on G/L reports differently. This value will determine when the edit
characters ACRO are used during printing of G/L
when the credit balance is opposite of the normal debit balance. IfAis s el ect ed, #ACRO
always print for credit balances. Choose an editing method through G/L Options

Maintenance (MENU GLFIL2).

j  Debit Value Print Option (G/L Reports)

Values may be edited on G/L reports differently. This value will determine when the edit
characters ADRO are used during printing of G/L
when the debit balance is opposite of the normal credit balance. IfAis s el ect ed, #ADRO
always print for debit balances. Choose an editing method through G/L Options Maintenance

(MENU GLFIL2).

2 Setup G/L Company Options (required)
a Define the Number of Accounting Periods
Select either 12 or 13 period accounting.

Note: Yearre nd adj ust ments ar e i s oTheseforedfydunconmpdngi r own
uses only 12 months, you do not need to set it up as 13 for year-end adjustments.

b If 12 Periods, select first Month in Fiscal Year
Select the number (1-12) that represents the first month of your fiscal year.
¢ Define Period Descriptions

Enter month or period names for each of the 12 or 13 periods. Descriptions are displayed
during transaction entry to verify that you are posting to the correct period. It is
recommended to use short abbreviations (e.g., JAN, FEB, etc.) to avoid truncating period
descriptions on inquiries.

d Determine if you are using Account Security by Level

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

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

b Determine if You Are Using Account Security By User Group
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A user group is a list of users who have exclusive access to a particular account. Any user
who isnotamemberofanaccount 6s user group is denied acces
user has an adequate access level.

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

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

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

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

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

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

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

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

e Determine the Method of Loading Beginning Account Balances
Select the most convenient method:
1 Key N for net change. When loading beginning account balances (MENU GLMAST), you

will key the net debit or credit amount for each period.

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

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

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

f  Retain Drill-Down History for Journal Types

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

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

type.
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The OE/GL Day-End Audit Report (MENU GLMAST) also may be run for any day you want,
rather than for just the previous day. In order to run the report for any day (even the previous
day), you MUST select to retain sales journal drill-down history.

3 Define the Fiscal Calendar (required)

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

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

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

4 Define G/L Account Codes (optional)

a

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

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

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

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

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

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

5 Define Segment Values (optional/required)

Note: This option is required if the Edit flag for the segment has been defined as Y. See Step 1B
in this checklist.
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10

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

You may enter segment values for non-edited segments, so segment descriptions can be
displayed on reports and inquiries.

Refer to Segment Values Maintenance (MENU GLFILE - Option 2) for more information.
Define Account Numbers (required)

Every account number must be added to the chart of accounts through G/L Accounts
Maintenance (MENU GLFILE) before it may be used in G/L.

Refer to G/L Accounts Maintenance (MENU GLFILE) for details on entering account information.
a Designate Inter-company Transfer Accounts (optional)

With inter-company transfer accounts, Distribution A+ can create journal entries required in a
multi-company environment. When a transfer account is updated in general ledger, the
system will automatically generate entries to associated accounts in another company and
update corresponding accounts between the two companies.

Inter-company transfers are posted in a transfer journal (TJ) and created automatically when
a transaction is posted to a pre-defined inter-company account.

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

Define Budgets (optional)

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

Define Distribution Accounts (optional)

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

Define External Account Groups (optional)

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

Load Beginning Account Balances

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

Refer to Load Beginning Account Balances (MENU GLMAST).
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11 Load Beginning Balance Edit Report

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

12 Set Up the G/L Interface (required)

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

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

1. Set up System Wide Options (required)

|  a. Define Account Segments GLFIL2 - Option 1

| b. Determine Edited or Non-Edited Segments ~ GLFIL2 - Option 1

I c. Define the Data Entry Separator GLFIL2 - Option 1
I d. Define the Report Separator GLFIL2 - Option 1
I . Transaction Source Required GLFIL2 - Option 1
It Determine if User Security will be used GLFIL2 - Option 1

| g. Determine if Program Security will be used ~ GLFIL2 - Option 1

| h. Max # of Days to Save Statements GLFIL2 - Option 1
| . credit Value Print Option (G/L Reports) GLFIL2 - Option 1
| j. Debit Value Print Option (G/L Reports) GLFIL2 - Option 1

2. Set up Company Options (required)

|  a. Define the number of Accounting Periods GLFIL2 - Option 1
| b.If 12 Periods, Select 1st Month in Fiscal GLFIL2 - Option 1
Year
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What To Do Menu and Option

I c. Define Period Descriptions GLFIL2 - Option 1
T d. Account Security by Level GLFIL2 - Option 1
I e Account Security by User Group GLFILZ - Option 1
T f. Distribution A+ First Fiscal Year/Period GLFIL2 - Option 1
1 g. First Fiscal Year to Load Beginning GLFIL2 - Option 1

Balances
T h. Method of Loading Beginning Balances GLFIL2 - Option 1

| i Retail Drill-Down History for Journal Types GLFIL2 - Option 1

| 3. Set up the Fiscal Calendar (required) GLFIL2 - Option 2

MODULE SPECIFIC OPTIONS

~

| 4. Set up G/L Account Codes (optional) GLFIL2 - Option 3

| 5. Set up Segment Values (optional/Required if GLFIL2 - Option 2
Edit flag is set to Y for segment - step 1B)

—(

6. Set up Account Numbers (required) GLFIL2 - Option 1

—

a. Designate Inter-Co Transfer Accts (optional) ~ GLFILE - Option 1

T 7. set up Budgets (optional) GLFILE - Option 5

T 8. Set up Distribution Accounts (optional) GLFILE - Option 4

T o set up External Accounts (optional) GLSTMT - Option 5
T 10. Load Beginning Account Balances GLMAST - Option 10
I 11 Load Beginning Balance Edit Report GLMAST - Option 11
T 12. Set up the GIL Interface (required) GLXFER - Option 20
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Setting up General Ledger Interface

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

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

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

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

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

3 Define the G/L Transfer Definition

Note: 1l n order to use order source codes, you must fAa
Maintenance (MENU XAFILE).

To set up transfer options, select G/L Transfer Definition (MENU GLXFER -Option 20) or (MENU
G2XFER - Option 20). A sub-menu is displayed; this is the G/L Transfer Definition Sub- menu.
From this sub-menu, select option T. Option T allows you to tailor the G/L Interface by answering
several types of questions:
1 Determine which transfer fields Distribution A+ will use for selecting accounts
1 Post to separate accounts when selecting sales and cost-of-goods sold accounts for:

1 A/R and Cash Sales

M Sales and Returns

1 Stock and Drop Shipments
1 Posting in summary or detail for:

1 A/R Transactions

1 A/P Accounts

1 Cash Accounts

1 Expense Accounts
91 Clear Business Units for new vouchers when selecting A/P Accounts

4 Define Order Source Codes (if used)

If you selected to use order source codes through G/L Transfer Options (step 3), you must define
the order source codes that can be used. Maintain order source codes through the G/L Accounts
Transfer Menu:
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1 Order Source Codes Maintenance (MENU GLXFER) when using Distribution A+ with the G/L
module

1 Order Source Codes Maintenance (MENU G2XFER) when using Distribution A+ without the
G/L module
5 Define Customer G/L Codes (if used)

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

1 G/L Customer Codes Maintenance (MENU GLXFER) with the G/L module

1 G/L Customer Codes Maintenance (MENU G2XFER) without the G/L module

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

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

1 Assign a customer G/L code to each customer through Customer/Ship to Master
Maintenance (MENU ARFILE - Option 1).

1 Globally assign customer G/L codes. Global Maintenance allows you to assign a customer
G/L code to a group of customers with a single screen of selection criteria. Use Global
Customer G/L Code Maintenance through:

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

1 Global Customer G/L Codes Maintenance (MENU G2XFER - Option 8) when using
Distribution A+ without the G/L module
Customer G/L codes may be assigned globally based on any of the following criteria:

Customer Number
Sales Rep
Customer Class
Territory

Zip Code

Customer G/L Code
User Code 1

User Code 2

User Code 3

=A =4 =4 =4 4 4 4 -8 -4

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

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

1 Verify Customer File G/L Codes (MENU GLXFER) with the G/L module
1 Verify Customer File G/L Codes (MENU G2XFER) without the G/L module
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8

10

11

12

Define Item G/L Codes (if used)

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

1 G/L Item Codes Maintenance (MENU GLXFER) with the G/L module

1 GI/L ltem Codes Maintenance (MENU G2XFER) without the G/L module

Globally Assign Item G/L Codes (if used)

If you are using item G/L codes, they must be assigned to the appropriate items. This may be
done in one of two ways:
1 Assign an item G/L code to each item through file maintenance;
9 Globally assign item G/L codes through Global Item G/L Code Maintenance:
1 Global Item G/L Code Maintenance (MENU GLXFER) with the G/L module
1 Global Item G/L Code Maintenance (MENU G2XFER) without the G/L module

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

1 Item Class
Item Number
Item G/L Code
User Code 1
User Code 2
User Code 3

=A =4 =4 -4 =

Verify Iltem G/L Code assignments (if used)

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

1 Verify ltem G/L Codes (MENU GLXFER) with the G/L module
1 Verify Iltem File G/L Codes (MENU G2XFER) without the G/L module
Define Vendor G/L Codes (if used)

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

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

Define Business Unit Codes (if used)

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

1 Business Units Maintenance (MENU GLXFER) with the G/L module

Infor Distribution A+ Cross Application User Guide | 69



Cross Application and Distribution A+ Modules Setup

1 Business Units Maintenance (MENU G2XFER) without the G/L module
13 Select Transfer Accounts

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

Sales and CGS Accounts

O/E Miscellaneous Accounts

Payment Accounts

Sales Tax Accounts

Inventory Accounts

Accounts Receivable Accounts

A/R Miscellaneous Accounts

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

A/P Accounts (for Distribution A+ A/P)

A/P Expense Accounts (for Distribution A+ A/P)

Inter-company Accounts

Adjustment Numbers

Transfer Options

=4 =4 =4 -4 -4 4 -4 -4 -4 - -4 -4 -4

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

Select accounts through the G/L Accounts Transfer Menu:
a Select Sales and CGS Accounts: option 20-1
Select the following sales and cost of goods sold accounts for each set of transfer values:

1 INCOME ACCOUNTS
AR Sales

AR Drop Ship Sales
AR Returns

AR Drop Ship Returns
Cash Sales

Cash Drop Ship Sales

=4 =4 =4 4 A4 - -

Cash Returns
9 Cash Drop Ship Returns

1 EXPENSE ACCOUNTS
1 AR Cost of Goods Sold CGS
1 AR Drop Ship CGS
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AR Returns CGS

AR Drop Ship Returns CGS
Cash CGS

Cash Drop Ship CGS

Cash Returns CGS

Cash Drop Ship Returns CGS

= =4 =4 -4 4 -

Select O/E Miscellaneous Accounts: option 20-2
Select the following miscellaneous O/E accounts for each set of transfer values:

INCOME ACCOUNTS (Order charges)
Special Charge #1

Special Charge #2

Special Charge #3

Special Charge #4

Special Charge #5

Special Charge #6

Special Charge #7

Special Charge #8

Special Charge #9

INCOME ACCOUNTS (Line charges)
Special Charge #1

Special Charge #2

=4 =4 =4 4 4 -4 -4 -—a -4

Special Charge #3

Special Charge #4

Special Charge #5

Special Charge #6

Special Charge #7

Special Charge #8

Special Charge #9

INCOME ACCOUNTS (Miscellaneous)
9 Default Special Charge Account
1 Container Charges

LIABILITY ACCOUNT

i Federal Excise Tax

EXPENSE ACCOUNT

i Trade Discounts

=4 =4 =4 -4 4 -4 -4 -8 -4

Select Payment Accounts: option 20-3

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

Infor Distribution A+ Cross Application User Guide | 71



Cross Application and Distribution A+ Modules Setup

d Select Sales Tax Accounts: option 20-4

Select the Sales Tax Payable account for each set of transfer values.
e Select Inventory Accounts: option 20-5

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

Inventory

Damaged Inventory

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

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

Transfer Cost of Goods Sold

=A =4 =4 -4 -4 -4 -4 -4 -4 - -4 -4 -4 -4 A

Receipt Value Rounding
Landing Costs (if being used and have been defined) and associated variance accounts

==

If you have the Distribution A+ Value Added Services (W/O) module installed, you must also
select the following inventory-related accounts:
M Value Added Services Labor
Value Added Services Labor Expense
Value Added Services Special Charge
Value Added Services Special Charge Expense
Value Added Services Outside Service Charge
Value Added Services Outside Service Charge Expense
Value Added Services Scrap Expense

=4 =4 =4 4 A4 -4 -9

Value Added Services Overhead
f  Select Accounts Receivable Accounts: option 20-6
Select the following Accounts Receivable Accounts for each payment account:

G/L Account (A/R)

Cash Discount Account
AR Write-Off Account
Debit Adjustment Account
Credit Adjustment Account

=A =4 =4 -4 A
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Select A/R Miscellaneous Accounts: option 20-7
Select the following A/R Miscellaneous Accounts for each set of transfer values:

Finance Charge A/R
Finance Charge Income
Finance Charge Write-Off
Deposit

Cash In Bank
Miscellaneous Cash

=A =4 -4 -4 - -

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

Checking Account #1
Checking Account #2
Checking Account #3
Checking Account #4
Checking Account #5
Checking Account #6
Checking Account #7
Checking Account #8
Checking Account #9
Checking Account #10

= =4 =4 A4 4 -4 -8 -8 -4 -4

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

1 AJP Account

1 Cash Discount Account

Select A/P Expense Accounts: option 20-A

1 Select the following account for each set of transfer values:
1 Default A/P Expense Account

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

1 Rebate Variance Account

1 Rebate A/R Account

1 Rebate A/P Account

Select Inter-company Accounts: option 20-B

Set up and maintain inter-company accounts for two companies defined within Distribution
A+. With inter-company transfer accounts, Distribution A+ can create journal entries required
in a multi-company environment.
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15

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

I Select A/R Adjustment Number Accounts: option 20-C

Set up and maintain adjustment number accounts to be used when a corresponding
adjustment number is used in A/R Cash Entry.

m Select Purchase Tax Accounts: option 20-G

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

Select Company Interface Options

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

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

This step activates your transfer options and account definitions. Once you have activated the
interface, Distribution A+ will begin passing transactions directly to G/L. If you have been using
another G/L package, Distribution A+ will stop passing transactions to the external G/L
Transaction File used to update that package. To activate the Distribution A+ Transfer, select
Activate A+ G/L Transfer (MENU GLXFER).

Important : If the G/L module is NOT installed, you MUST perform G/L Interface Setup using
COL- UMN 3 (G2XFER) of the following checklist.

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

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

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

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

step 3
| 2. set up Chart of Accounts N/A
G2XFER - Option 5
| 3. Setup the G/L Transfer Options GLXFER - Option 20-T

G2XFER - Option 20-T
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What To Do

Menu and Option

~

4. Maintain Order Source Codes (if used)

GLXFER - Option 1
G2XFER - Option 1

—

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

GLXFER - Option 2
G2XFER - Option 2

—

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

GLXFER - Option 7
G2XFER - Option 8

—

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

GLXFER - Option 8
G2XFER - Option 9

—

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

GLXFER - Option 3
G2XFER - Option 3

—

9. Assign Item G/L Codes

GLXFER - Option 9
G2XFER - Option 18

—

10. Verify Item G.L Code Assignments

GLXFER - Option 10
G2XFER - Option 19

—

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

GLXFER - Option 5
G2XFER - Option 6

—

12. Maintain Business Unit Codes (if used)

GLXFER - Option 6
G2XFER - Option 7

—

13. Select Transfer Accounts

—

a. Select Sales and CGS Accounts

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

—

b. Select O/E Miscellaneous Accounts

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

—

c. Select Payment Accounts

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

—

d. Select Sales Tax Accounts

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

—

e. Select Inventory Accounts

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

~

f. Select Accounts Receivable Accounts

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

Infor Distribution A+ Cross Application User Guide | 75



Cross Application and Distribution A+ Modules Setup

What To Do Menu and Option

~

g. Select A/R Miscellaneous Accounts GLXFER - Option 20-7
G2XFER -Option 20-7

~

h. Select Bank Accounts GLXFER - Option 20-8
G2XFER -Option 20-8

~

i. Select A/P Accounts GLXFER - Option 20-9
G2XFER -Option 20-9

~

j. Select A/P Expense Accounts GLXFER - Option 20-A

G2XFER -Option 20-A

~

k. Select Inter-company Accounts GLXFER - Option 20-B
G2XFER -Option 20-B

~

l. Select A/R Adjustment Number Accounts GLXFER - Option 20-C
G2XFER -Option 20-C

~

m. Select Purchase Tax Accounts (if GST will ~ GLXFER - Option 20-G

be calculated for purchases) G2XFER - Option 20-G
| 14. Select Company Interface Options GLXFER - Option 4
G2XFER - Option 4
| 15. Activate the GIL Interface (only if G/L is GLXFER - Option 21
installed) N/A

Setting up International Currency

1 Setup I/C System Level Options (required)

Use International Currency Options Maintenance (MENU ICFILE) to specify the following system

(0]

1

il
il
il

ptions:

Default local currency
Primary benchmark currency
Default exchange code

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

Whether to allow users to override an order currency with any currency or only the two
currencies specified for the customer through Customer Master Maintenance (MENU
ARFILE)
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Note: Each of the system options is set to a default value when I/C is installed. Please review

the settings and modify them according to your needs.

Set up I/C company options (required)

Use International Currency Options Maintenance (MENU ICFILE) to specify the following options

for each company:

Local currency to be used for the companyds fina
Default exchange code

Whether to use multiple country/currency for item discount pricing

Whether to use multiple country/currency for contract pricing

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

= =4 =4 -4 =4

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

Define Currency Codes (required)

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

For each currency, define a currency code by specifying the following information:

1 Currency code used to uniquely identify the currency

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

Currency description

Currency edit symbol

Number of decimal positions

Whether users can override exchange rates for this currency

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

1T Whether to print totals in this currencyds bench
(when this currency is the order currency), on Acknowledgements, Invoices, Demand A/R
Statements, and Purchase Orders. This option applies only if Form Type is 2 in System
Options Maintenance (MENU XAFILE)

Currency relationships specify the method to be used to calculate exchanges between
currencies. You must define a currency relationship between each currency and the following:

= =4 =4 -4 =

T I'ts override benchmark currency or the systembs
1 Each currency it will be converted from or to in a transaction

When defining relationships specify the following:

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

Infor Distribution A+ Cross Application User Guide | 77



Cross Application and Distribution A+ Modules Setup

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

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

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

5 Define System Level Exchange Codes

An exchange code is used to represent an exchange
least one exchange code to be assigned to sales orders and purchase orders. If you plan to use

more than one exchange rate for a single currency on a given date, you may want to define

more than one exchange code and assign date-specific exchange rates to each. For more

information, see step 5.

To define exchange codes, use Currency/Exchange Codes Maintenance (MENU ICFILE). For
each exchange code, key a description that indicat
Street Journal) or use (e.g., Buying Rate).

6 Enter Date -Specific Exchange Rates (optional)

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

7 Create vendor, vendor cost, and landing factor records for defined trading currencies
(required)

a To define foreign currency vendors, assign the appropriate currency code and, if applicable,
exchange code through Vendor Master Maintenance (MENU POFILE), Vendors
Maintenance (MENU APFILE), or Vendors Maintenance (MENU IAFILE).

b To create vendor cost records for foreign currency vendors, use Vendor/ltem Information
Mai ntenance (MENU POFILE) and key the item cost

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

8 Create I/C customer records (required)

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

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

10 Define currency contracts (optional)

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

Enter the following information for each contract you create:

1 Whether or not checks will be printed when paying invoices related to the contract, and, if so,

the accounts payable bank account

Contract description (e.g., fLetter of Creditod)
Value of contract (optional)

Expiration date of contract (optional)

Currency of the contract (vendords or local) (re
Assignee (optional)

Reference (optional)

= =4 =4 =4 4 4 -2

Exchange rate information, including rate, exchange code, and lock date, if applicable
11 Define event codes (optional)

If you are using currency contracts, you may want to create event codes so that recurring events

may be quickly entered on the currency contract note pad. Through Event Codes (MENU

ICFILE), create event codes of one to three characters and key descriptions for each one to

indicate the event (e.g., the code SHR may indicat

Note: This option is also available through the Purchasing module and is available even if I/C is
not installed on your system.

12 Define Transfer Definition (required)

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

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

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

| 1. Specify I/C System Options (required) ICFILE - Option 1

| 2. Specify I/C Company Options (required) ICFILE - Option 1

MODULE SPECIFIC OPTIONS

~

| 3. Define Currencies (required) ICFILE - Option 2

| 4. Define Currency Relationships (if not done in  |CFILE - Option 3

step 3)
| 5. Define System-Wide Exchange Codes ICFILE - Option 1
(required)
| 6. Exchange Rates (optional) ICMAIN - Option 1
| 7. create Vendor Records (optional) POFILE - Option 2
| 8. Create I/C Customers (required) ARFILE - Option 1
| 9. Create Trading Currency Bank Accounts APFIL2 - Option 1
(optional)
| 10. Create Currency Contracts for Vendors ICFILE - Option 4
(optional)

—

11. Create Event Codes for Recurring Events ~ |CFILE - Option 5
that will be Recorded on the Currency
Contract Note Pad (optional)

—

12. Define Transfer Definition (required) GLXFER - Option 20

| a. Setup Transfer Options for Defining G/L IC ~ GLXFERZ20 - Option T
Accounts

| b. 1/C Bank Accounts (required if foreign GLXFERZ20 - Option 8
currency bank accounts have been defined
in step 5 above)

| ¢ 1/C Inventory Accounts (required) GLXFER20 - Option D
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What To Do Menu and Option

~

d. I/C Accounts Payable Accounts (required) GLXFER20 - Option E

e. 1/C Accounts Receivable Accounts (required) GLXFERZ20 - Option F

—

13. Activate International Currency ICMAST - Option 3

Setting up Inventory Accounting

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

1

Set up Inventory Accounting Options (required)

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

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

Define Warehouse Numbers (required)

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

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

Define Item User Codes (optional)

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

4 Define Item Classes and Sub -Classes (required)

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

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

5 Define Quantity Break Classes (optional)

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

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

6 Define Units of Measure (required)

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

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

7 Define Product IDs (optional)

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

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

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

8 Define Items (required)

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

This option also allows you to define hazardous material information if Hazardous Materials is
set to Y in System Options Maintenance (MENU XAFILE) and an SDS Date has been entered.
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10

11

Additional units of measure may also be set up for the item you are defining.

Note: Before item information may be entered, you must first define item price classes through
Item Class/Sub Class Maintenance (MENU IAFILE), units of measure through Unit of Measure
Maintenance (MENU IAFIL2), and hazardous class codes through Hazard Class Code
Maintenance (MENU IAFIL2), if using hazardous materials.

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

Define Item Balance Information (required)

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

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

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

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

This option allows you to create or modify (and optionally delete) I/A transaction comments
which can be used over and over again. To create such a comment, a transaction comment
code is defined and associated with descriptive text (the comment). This code can be used to
call in the text of the comment to alleviate the need to re-key the comment text each time it is to
be used.

Transaction comments may be used when performing:

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

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

Define Item User Fields (optional)

There are six item user fields available in the Item Master File (ITMST). They can be used to
further define or categorize an item. To use an item user field, you must describe its usage by
giving it a description (e.g., Color). This description will display next to the field in Item Master

Maintenance (MENU IAFILE). Oncethedescr i pti on is set up, item
valueso) can be defined and their descriptions
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Use Item User Fields Maintenance (MENU IAFILE) to define item user fields and item user field
values. Review those defined via the Item User Fields Listing (MENU IAFILE).

12 Define ABC Codes (optional)

This option allows you to create or modify ABC codes which can be used to rate your items. To
create such a code, an ABC code is defined and associated with a description. Then, an ABC
code can be assigned to an item manually through Item Balance Maintenance (MENU IAFILE).

Distribution A+ also offers the ability to have the ABC code in the Item Balance File updated
automatically through the use of an analysis report. This report is generally run once, to
determine the rating of each item included in the report, and then, if desired, run again to
automatically update those items with the resulting ABC code.

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

13 Define Cycle Count Codes (optional)

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

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

14 Define Physical Inventory Codes (optional)

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

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

15 Define Hazardous Material Message Codes (optional)

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

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

16 Define Hazard CAS#06s (optional)
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17

18

19

20

This option allows you to create, modify, or delete hazardous chemical abstract service numbers
(CAS#06s). These numbers are used to identify
an item through Item Master Maintenance (MENU IAFILE).

Create CAS#06s through Hazard CAS# Maintenance

run the Hazard CAS# Listing (MENU IAFIL2).
Define Hazard Class Codes (required)

This option allows you to create or modify hazardous class codes. These codes are used in Item
Master Maintenance (MENU IAFILE) to assign an item to a certain hazardous class. Therefore,
be sure to define hazardous class codes (if using hazardous materials) before defining your
items.

Create hazardous class codes through Hazard Class Code Maintenance (MENU IAFIL2). To
review existing hazardous class codes, run the Hazard Class Code Listing (MENU IAFIL2).

Define Item Commitment Codes (optional)

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

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

Define Commodity Codes (required/optional)

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

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

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

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

Define Harmonized Tariff Codes (required/optional)

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

Harmonized tariff codes, which are used to classify items for custom and duty documents, are
assigned to items through Item Master Maintenance (MENU IAFILE). If system options are set to
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21

22

23

validate harmonized tariff codes, you must define them through Harmonized Tariff Codes
Maintenance (MENU IAFIL2) before assigning them to items. If harmonized tariff codes are not
being validated, you do not need to define them, and you can key any value in the commaodity
code field when defining items.

Define Cost Load Factors

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

Define Hazard DOT#s

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

Define Hazard Pictogram Codes

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

What To Do Menu and Option

SYSTEM SPECIFIC OPTIONS

~

1. Set up Inventory Accounting Options (required); already XAFILE - Option 6
performed as part of the Cross Application Checklist

MODULE SPECIFIC OPTIONS

I 2. Define Warehouse Numbers (required) IAFILE - Option 3
I 3. Define Item User Codes (optional) IAFILE - Option 4
T 4. Define Item Classes and Sub-Classes (required) IAFILE - Option 5
I 5. Define Quantity Break Classes (optional) IAFILE - Option 6
I 6. Define Units of Measure (required) IAFILZ - Option 7
I 7. Define Product IDs (optional) IAFIL2 - Option 8
I 8. Define items (required) IAFILE - Option T 1
T 9. Define Item Balance Information IAFILE - Option i 2
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