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Preface

Welcome to TakeStock

Welcome to TakeStock®, the product that provides information management to
the wholesale distribution marketplace through the use of leading-edge
technology! TakeStock is one of the first products to marry the needs of the
distribution industry with the tremendous advances that are now taking place in
the world of computers. TakeStock is designed to operate using client/server
architecture in the increasingly familiar Windows® environment.

TakeStock takes advantage of these technical advances to provide a full-featured
software solution for asset management, financial management, and customer
service that is presented in an intuitive, easy to use, graphical format. TakeStock
does exactly what the name implies—accounts for the current conditions and
assists the distributor in directing a course of company profitability. TakeStock is
designed with the features most requested by distributors.

Efficient Access—Lookups let you easily locate the customer, vendor, item, or any
other information without memorizing codes.

Productivity Tools—The Filter Manager and Template Manager, for example, let you
select just the data you want to view or print, then the system remembers
frequently used selections by letting you save your filters and templates to use
over and over.

Flexible Operation—TakeStock lets you access several functions at once. For
example, while entering a customer order, you can quickly enter an address
change using the Maintenance icon to access the cUsTOMER Table from order entry.

Better Communication—The Notes Manager lets you maintain notes on customers,
vendors, items, and even individual sales orders. Must Read notes are
automatically displayed. Having a central place for everyone to share information
improves communication all around.

Secured Information—Log-in codes can be associated with up to twenty different
security groups to let you tailor access to menus or specific programs. TakeStock
supports security at program level throughout the system and at field level for
costs.

As we continue to find further ways to expand TakeStock’s capabilities, we
welcome your suggestions. Our goal is to provide the solutions you need for
mission-critical business information.
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TakeStock Main Menu

Once you sign on to TakeStock, the system displays the TakeStock main menu:

O TakeStock Distribution Software - Dev 6.0

Module  Activity  Task Twpe

Global  Help
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\;;? Quick Code: ,'-: )

From this menu, you can open any of the TakeStock modules using several

methods:

e Select the desired module from the Module menu on the menu bar.

e Click the appropriate module menu button.
e Type in the code for the module in the Quick Code box, and press Enter.

The module codes are:

SO Sales Orders IM Inventory Management
PO Purchase Orders SA Sales Analysis

AR Accounts Receivable AP Accounts Payable

SM System Management GL General Ledger

SF Sales Force InterLink MC Manufacturing Control
El EDI InterLink ED e-distribution

Additional codes can be set up by your system administrator.
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TakeStock—The Basics

The TakeStock Basics users guide covers many system-wide types, features and
procedures that you may find useful while working through the system. You can
access this manual from the TakeStock Basics bookmark on the TakeStock PDF

Library page. Use this guide for information on the following:

System Topics
Menu Bar Options

Other Menu Conventions

Buttons and Special Keys

System Features

TakeStock provides additional functionality through system features. Some of

these features are listed below:

Lookup

Filters

Templates

Updates

Print Setup

Notes Manager
Customer QuickSearch
Document QuickSearch
Item QuickSearch

Bin Allocation

Lot Allocation

Serial Number Allocation
Stock Reservations

Help
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System Procedures and Instructions
The procedures below to provide step-by-step instructions to complete any of the
following tasks:
Creating Suggested POs
Creating Suggested Transfers
Creating Suggested Production Orders
How to select print and update options
How to Break a Stock Reservation
How to Enter a Stock Reservation
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About Your TakeStock User Guide

This user guide is one in a series of manuals that document TakeStock. Each
major component (module) within TakeStock is presented in a separate user
guide. In addition, there is online Help to assist you.

Each user guide includes these elements:

Element ... Provides ...
Table of Contents A listing of all chapters and the major topics
included in each.
Preface A welcome and general introduction.
Introduction An overview of the functions the module and

submodules. Any prerequisites for using the module,
interactions with other modules and the entire
system, policies and procedures, processing flow
diagram, and overall processing information.

Separate chapters for A discussion of the sub-modules included in

each Manufacturing Control, includes an overview of the

major sub-menu menu and detailed instructions for using each menu
selection.

Terms A Glossary of Terms and Calculations is provided in

Appendix A to list and detail the definition of terms,
concepts, and calculations used in TakeStock. Other
parts of the appendix may offer specialized
information that is related to the module.

Index An index of topics, terms, fields, menu items, and
other information in the user guide, including page
numbers for quick reference.
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Conventions Used in this Manual

Please review the following conventions used in this manual. Understanding these
conventions will make the manual much easier to use.

Convention ... Purpose ...

> Indicates a series of selections you are to
make to reach a menu item.

Example: You reach this menu item by
choosing Inventory Management = Physical
Inventory = Print Count Sheets/Capture
Quantities.

italics Indicates the name of a program or a field.

Example: For Item, select an item from the
drop-down list.

bold Indicates emphasis.

Example: Use this command only when you
want to delete.

Buttons Indicates a command button, checkbox, or
radio button you can click. Buttons are shown
in bold type and a different type face.

Example: Choose Ok to save your selections.

‘& TIP: Indicates important information or a note
) about a specific step or process.
A LINT:

Example:

> ‘& TIP: If you choose Print/Updt before
Ok, the report is produced without saving
your current settings. You must choose
the Ok button to save new or modified
settings.

TABLES Indicates a table that contains multiple
records, such as the ITEM TABLE Or CUSTOMER
TABLE.

Example: During the update, the GL
information is written to the LEDGER TABLE.
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Chapter

1 Introduction

Purchase Orders

The TakeStock® Purchase Orders module helps you to create and maintain
accurate vendor and purchasing information. This ensures that you order the right
merchandise at the right time, that your order arrives on time and at the correct
price.

The system tracks purchase orders through initial entry to the receipt of
merchandise and the receipt of the invoice. Vendor performance is tracked to
provide history for future buying decisions. Discrepancies in the quantities and
costs of the items received and the invoice are tracked and reported for accurate
record keeping.

All transactions produce a printed audit trail, which gives you the security of
knowing that all information is traceable throughout the system. Instructional
prompts, default values, and online help promote both operator efficiency and
comfort in using the system.

Purchase Orders includes 7 sub-modules:

Purchase Orders lets you enter purchase orders
and record the return of goods. You can inquire
Orders on existing purchase orders, make corrections,
and print orders as often as necessary until all
items on the order are completely received.

m The Import Shipments menu provides the ability
Import to conduct business with foreign vendors, handle
Shipments POs and invoices in multiple currencies, track

shipments, and handle landed cost amounts.

= Options from the Receipts menu allow you to
—JReceipts record the receipt of goods from purchase orders
and non-purchase orders.

ﬁ Inquiries provides you with programs that search
—=iilNquiries for information on items and documents. You
can select the records on which to inquire by
using a filter in combination with an inquiry. If
you do not have a sufficient quantity in your
warehouse to fill an order, you can easily see if
you can transfer the item from another
warehouse.

Reports provides you with programs that allow
= Reports you to review and print purchase order
information with options for printing and report

TakeStock PO 1
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content.
= Maintenances offers programs to select controls
= that tailor purchase orders for the way your
Maintenances company does business and to set up and
maintain information for processing purchasing
activities.

@ The End of Period menu contains programs that
End of Period you should run at the end of each purchase
orders period to close it correctly.

Chapter Contents

PUICNASE OFAEIS ...t 1
Reference INfOrmMation ........coooiiiiiiiiiee e 3
PO BasSiC ProCesS FIOW .....coooiiiieieiei e 7
PO End of Period ChecCKIiSt..........uviiiiiiiiieee e 8
POlICIES AN SEIUP ....eeiieiiiie e 9
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Reference Information

Each program in the TakeStock Purchase Orders module is listed by sub-module or
category. You can access more information about the program or form by clicking
the category name, then clicking the form name.

Suggested PO Use Suggested PO Entry to view and edit suggested

Entry purchase orders that were created by the
Replenishment Report or created as a stock
reservation for a backorder on a sales order or a
warehouse transfer. You can also directly enter a
suggested purchase order.

PO Entry Use PO Entry to enter a new purchase order for a
vendor, edit an existing open purchase order, or
import the items from a suggested purchase order.

Return PO Use Return PO Entry to enter a return of items that

Entry were previously received on a purchase order to a
vendor. You may want to return items due to a
surplus stock condition.

PO Print Use PO Print to print or reprint 1 or more purchase
orders and return purchase orders.. If you did not
print your PO when you created it, use this program

to print it.
Receiving Use this program to print a receiving document for
Document Print incoming warehouse transfers (transfer tickets) and

purchase orders so you can reconcile the goods
arriving with those that are on the purchase order.
This report is to be run just prior to receiving goods
on the receiving dock.

Shipment Use Shipment Entry to track shipments of PO line

Entry items on an open purchase order and enter the PO
line items that the vendor has confirmed shipping by
container. You can also import PO line items from
an existing open purchase order or choose to import
a purchase order in its entirety or select to import
only selected items on a purchase order.

Shipment Using this inquiry program, you can view open and

Inquiry past shipment records by shipment and container
number.

Shipment Use Shipment Receipt to receive the goods that you

Receipt entered on the Shipment Entry program.

Shipment Using the Shipment Receipts Report/Update, you can

Receipts print and update shipment receipts from the

Report/Update Shipment Receipts Entry program.

TakeStock PO 3
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Purchase Orders

PO Receipts

Non PO
Receipts

Receipts
Register

Document Fill
Report

Auto Commit
Backorders

PO Receipts by
Item

GRN Print

Item Inquiry

Vendor Inquiry

PO Document

Inquiry

Suggested PO
Report

PO Status
Report

Receiving

Use this program to confirm the items and quantities
at the time they are received from a vendor against
the items and quantities on the original purchase
order. You can also use this program to confirm the
shipment of items on a return purchase order.

Use this program to enter the receipt of items when
a purchase order has not been issued for the items
being received.

Use this program to print and update PO receipts
that may or may not have been posted during
receipt entry. The register prints and updates
(creates the GL distribution) both posted and un-
posted receipts.

Use this program to print a report and see whether
purchase order receipts and/or warehouse transfers
are to be stocked in the receiving warehouse, or
used to fill open backorder documents.

Automatically commit backorder quantities for
purchase order receipts, warehouse transfers and
customer orders, and print a report of each
document line that is updated for the backordered
item quantity.

Using this program you can receive items on
purchase orders using the item number.

Use the GRN Print program to print details of
individual PO receipts in the form of Goods Received
Note (GRN).

View various types of information about an item and
the warehouses where it is stored.

View payables and purchasing information for
vendors.

View open purchase orders, receipts or past
purchase orders for a vendor.

Use this program to print a report of the suggested
purchase orders. You will find it helpful to use this
report as a worksheet for editing suggested
quantities and when entering purchase orders.

Use this program to generate a report of open
purchase orders (not yet received) with options to
print backordered items and received items that
have not been updated.

Use this program to print a receiving schedule for

TakeStock PO



Purchase Orders Purchase Orders

Schedule items expected to arrive through either purchase
order delivery or warehouse transfer delivery.

PO Receipts Use this program to print a report of purchase order
Report receipts for a selected range of dates.

Uninvoiced Use this program to print a report of any purchase
Receipts order items that have been received but not yet
Report invoiced. This report also includes tax, freight and

miscellaneous Add On charges that have been
received but not yet invoiced.

Vendor Return Use this program to print a report of surplus item

Report quantities that are eligible to be returned to the
vendor. An optional update allows you to
automatically create return type purchase orders.

Vendor/ltem Use this program to print a report displaying

History Report historical information for vendors and items. The
report has a variety of uses including locating active
vendors or items, determining vendors or items to
remove from the system and viewing purchasing

patterns.
IP Shipment Use this program to print a listing of imported
Listing shipment information by shipment/container
number.
Vendor/Item Use this maintenance program to set up the vendor
Maintenance and item combinations for all items you purchase

from each vendor. Vendor/item records can be
created with this maintenance, or automatically
through the PO Receipts Register if you select to use
the vendor’s Autocreate Vendor Items option.

Warehouse Use this program to set up the warehouse and
Vendor/Item vendor/item combination for your company. You can
Maintenance enter the manual cost and detail from the last 3

receipts. These records can be entered with this
program, or automatically through the PO Receipts
Register if you select to use the vendor’s Autocreate
Vendor Items option.

Manual Cost Use this update program to change the manual costs
Change Update of items stored in the WAREHOUSE/VENDOR/ITEM TABLE.
Buyer Using Buyer Maintenance, you can set up and
Maintenance maintain each valid buyer code and name.

PO Control Use PO Control Maintenance to enter processing
Maint. controls for the overall behavior of Purchase Orders

and the other modules with which it interfaces.
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Past PO Remove past purchase orders based on warehouse

Removal and vendor. You will have an option to enter a
cutoff date, which will be used as a check against
each past document’s receipt date.
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PO Basic Process Flow

The primary purpose of the Purchase Orders module is to create and maintain
accurate vendor and purchasing information with complete audit trails and
optional posting to the General Ledger. To accomplish this goal, follow these
simple steps.

1. Print the Suggested PO Report and review the items and quantities suggested
for purchase by the Replenishment Report, or from a special tie to a sales order
or warehouse transfer. If necessary, use Suggested PO Entry to enter a
suggested purchase order, or to view and modify items and quantities on a
suggested purchase order created by the Replenishment Report or due to a
backorder condition on a sales order or warehouse transfer.

2. Use PO Entry to enter new purchase orders, edit open existing purchase orders,
and import the suggested purchase order items and quantities for a vendor.
You can select to print the purchase order or send it via EDI when you save it,
or you can print it at a later time using PO Print.

3. Use Return PO Entry to enter a return to a vendor of items previously received
on a purchase order. The Vendor Return Report can be printed to help you
identify surplus stock that should be returned to the vendor. You can print
return purchase orders and send it via EDI when you save it at the time they
are saved or print them later through PO Print.

4. Print the Receiving Document Print and have it handy when deliveries are made
from your vendors. You can easily compare items and quantities on the original
purchase order with the items and quantities being delivered.

5. Enter the items and quantities received against an existing purchase order with
PO Receipts Entry. If you do not receive all of the items and quantities from the
purchase order, it may remain open until all backordered quantities are
received. If you receive a delivery for which there is no existing purchase order,
you can enter the receipt of the items using Non PO Receipts Entry.

6. You can select to update the on-hand quantity for the items at the time you
enter the receipt, or you can update them when you run the PO Receipts
Register. This register will update any receipts that have not yet been updated,
and will create the GL Distribution for the receipts. You can optionally print the
Document Fill Report to determine whether the items are to be stocked in the
warehouse or used to fill outstanding backorders. Auto Commit Backorders is
also available to automatically fill backorders using the items that have been
received.

7. When an invoice arrives from a vendor, use AP Invoice Entry to enter the
invoice. Run the update in the AP Document Register to post the open payable
transactions to Accounts Payable where they will be tracked for payment.

TakeStock PO 7
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Purchase Orders

PO End of Period Checklist

Use the following checklist to close the end of a period in Purchase Orders. Follow
the steps in the order listed.

Step

1

Procedure

Complete all PO receipts.
Run the Receipts Register
and print and update the
last register for the period.

Complete all invoices using
AP Invoice Entry. Then,
run the AP Document
Register.

Print the Uninvoiced
Receipts Report.

In General Ledger, perform
the End of Period Close for
the PO Module. This will
update PO for the current
period and set processing
to begin the next period.

Run Past PO Removal and
remove past purchase
orders that have been
completely invoiced by the
vendor, and remove all
records associated with the
past purchase order. You
can remove past purchase
orders at the end of each
period or more often if
necessary.

Options

Required

Yes

Yes

Yes

Yes

No, optional

TakeStock PO
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Policies and Setup

Before you can use the Purchase Orders module, you must complete the policy
setup in other TakeStock modules. The following policies affect the way the PO
module functions and the way you can process parent items. For additional
policies and setup information, refer to the Policies and Setup section of the
appropriate modules user's guide and see your system administrator.

The following policies affect the processing of Purchase Orders. You may wish to
review these policies with your system administrator.

PO =2 Maint2Setup 2PO Control Maint. 2General view
e Whether to include tax on purchase orders.
e Setting the default freight factor.
e Setting the number of years to save vendor item history.
e Setting the number of days required to process receipts.
PO § Maint. »Setup = PO Control Maint. 2 PO Lines view
e Whether to allow changes to the request/promise dates by line in PO Entry.
e Whether to allow changes to the taxable status of line items in PO Entry.
e Whether to allow changes to the GL posting table by line in PO Entry.
AP 2 Maint. 2 Vendor Maint. >Cost view
e Setting the default cost for PO.
AP >Maint. 2Vendor Maint. 2 Purchases view

e Determining whether to print the vendor item number, and if printed, print
before or after the item number.

SM >Maint. 2Setup 2 Company Maint. 2>Options view
e Determining which GL number to use for posting Tax.
e Password used to override locked documents.
e Standard weight unit of measure.
MC -2 Maint. 2 MC Control Maint> General view
e Enter and maintain production control maintenance.
MC ->Maint. - Parent BOM Maint. >General view

e Set up parent item options.
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MC ->Maint. Parent BOM Maint. *Production view

e Set up the options related only to produced parent items.
MC ->Maint. 2Parent BOM Maint. >Kitting view

e Set up the options related only to kitted parent items.
El 2Maint. 2Turnaround Field Label Maint.

e Set up turnaround field labels by document type, record type, and customer
or vendor (trading partner ID).

El 2Maint. 2EDI Control Maint. 2Import view

o Define import and archive directories for sales order import and PO invoice
import documents.

El 2Maint. 2EDI Control Maint. 2Export view

e Define export directories for SO invoice and PO export documents.

10 TakeStock PO
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2 Purchase Orders

PO Purchase Orders

Using the programs in the Purchase Orders submodule, you enter purchase orders
and record the return of goods. You can inquire about existing purchase orders,
make corrections, and print orders as often as necessary until all items on the
order are completely received.

Suggested PO Entry is available to enter a suggested purchase order, view
suggested quantities created by the Replenishment Report, or view suggested
quantities created due to a backorder condition on a sales order or a warehouse
transfer. Using PO Entry, you can enter new purchase orders, edit open existing
purchase orders, or import a suggested purchase order. You can also enter
purchase orders to record the return of items to a vendor. The return purchase
orders can be entered directly with Return PO Entry, or created automatically from
the Vendor Returns Report. You can print purchase orders at the time of entry or
at a later time using the PO Print program.

Entries for the Purchase Orders menu are:

Suggested PO Use Suggested PO Entry to view and edit

Entry suggested purchase orders that were created by
the Replenishment Report or created as a stock
reservation for a backorder on a sales order or a
warehouse transfer. You can also directly enter a
suggested purchase order.

PO Entry Use PO Entry to enter a new purchase order for a
vendor, edit an open existing purchase order, or
import the items from a suggested purchase
order.

Return PO Entry Use Return PO Entry to enter a return of items
that were previously received on a purchase order
to a vendor. You may want to return items due to
a surplus stock condition.

PO Print Use PO Print to print or reprint 1 or more
purchase orders and return purchase orders. If
you did not print your PO when you created it, use
this program to print it.
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Suggested PO Entry

Using this program, you can enter a suggested purchase order, view quantities on
a suggested purchase order that have been created by the Replenishment Report,
or view quantities created due to a backorder condition on a sales order or a
warehouse transfer. You can also directly enter a suggested purchase order.

Vendor Consignment Processing

If you enter a PO document with an Initiating Warehouse that is marked as a
consigned warehouse, the system assumes consigned goods are being ordered.
The goods are received using PO Receipts Entry and updated through the PO
Receipts Register. The system uses the appropriate consignment inventory and
receipts accounts for GL posting. Unlike normal warehouse receipts, consignment
receipts do not require nor allow an AP invoice to be entered against the PO
receipt for the consigned goods. This means that when you enter the AP
Document, you cannot choose the receipt to match against. You must enter a GL
account as the offset expense to AP.

Standard Part Numbers

The Standard Part Numbers feature provides the ability to store standard part
numbers for items and use this information for cross-reference and lookups, as
well as vendor price updates. You can enter a standard part number up to 50
characters long and associate it with existing TakeStock item records. These
numbers may be used for cross-referencing in the Sales Order Entry (all modes),
Purchase Order Entry (all modes), and Vendor Price Update programs, as well as
the upcoming application, e-catalog.

Because the input field for standard part number is larger than input fields for item
number, the system now validates a 50 character maximum length of input, rather
than 20 characters. The search hierarchy will be (a) TakeStock item number, (b)
standard part number, (c) the remaining TakeStock item search hierarchy (e.g.,
item interchange). The standard part number cross-reference is not based upon
the length of the entered part number. The standard part number cross-reference
is always used if the entered part number does not match an existing TakeStock
item number.

If the system finds multiple records that match the entered standard part number,
then a lookup browser displays so that you can select the appropriate item.

If a standard part number is used to select a TakeStock item, then the TakeStock
item number appears in the item number field, which is similar to other standard
cross reference functionality. The entered part number does not display on the
screen.

Resizing the Screen

You can resize the screen for programs in the Purchase Order Entry suite. To
change the width, point to the left or right window border. When the pointer
changes into a horizontal double-headed arrow, drag the border to the right or
left. To change the height, point to the top or bottom window border. When the
pointer changes into a vertical double-headed arrow drag the border up or down.
To change the height and width at the same time, point to any window corner.

TakeStock PO 13



Suggested PO Entry Purchase Orders

When the pointer changes into a diagonal double-headed arrow drag the border in
any direction.

Suggested Purchase Orders Hints and Examples

e Suggested purchase orders are suggested purchases of items and their
quantities that are needed to meet replenishment needs or special orders.

e Reservations are reserved item quantities on a purchase order for a sales order,
production order, or warehouse transfer. For example, a sales order with 10
backordered may be tied to a suggested purchase order quantity of 50. This
means that 40 of the purchase order quantity is open stock, and 10 are
reserved.

e Automatic reviewing of replenishment needs (quick replenishment calculation
and autocreate of initial items) for a vendor still needs to be performed through
the Replenishment Report.

Suggested PO Entiy M= =
File Inquiry Find Matez Additienal Global Help

Warehouse:lﬂm Aflantaareh  Vendor IWDD Fhilips Lighting Company

Item:IHDD Ereaker
Suggested Reserved Stk Special Order UM Estimated Cost UM Extension
| 0.o00a | 0.ooaa | 0.0000 |cs | 150.00 |cs | o.aa
Fecommend: 0.ooo0 Order Oty 0.oo000 Anvg LT: 1
On Order: £1.1500 Order Pt 0.0000 Pbarnit Cls: 14
Available: 34.7RE7 Line Pt 0.0000 Seasonality: Mo
Backarder: 1. 4667 Ay Usage: 0.2361 Replen. Wh: Direct

Item I Open St.kllleserved ISpcl DrderISugg’ DrderlU‘HI E=zt. = Delete |

Totals... |
1 _’l_'l Ta[gets...l

|Enter the sugg. arder ghy.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Save Saves the new or changed item entry.

Delete Deletes an item from the list.

Totals Accesses the Totals dialog box, which is used to
display the item totals for the current warehouse
and vendor.

Targets Accesses the Buying Targets dialog box, which is
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Suggested PO Entry

Warehouse

Vendor

Item

Suggested

Reserved Stk

UM

Estimated Cost

UM

TakeStock PO

Fields, Buttons, Checkboxes, & Icons
used to display buying targets for the vendor.

The warehouse for which you are entering,
changing or viewing a suggested purchase order.

The vendor for which you are entering, changing or
viewing a suggested purchase order.

The number of the item that you are purchasing.

If you enter an interchange item number, it will be
replaced by the TakeStock item number. If there
is more than one TakeStock item number set up
for the interchange number, then the Interchange
Selection dialog box opens so you can select the
item number for the sale. If the item you enter
has been superseded, a dialog box opens to let you
know that the item is inactive.

If the item was updated by the Replenishment
Report, the Suggested Order Quantity for the item
displays in this field. You can use this quantity or
enter a different quantity.

[Reserved Stock] The backordered quantity at the
buying unit of measure from sales orders and
warehouse transfers for the item, vendor, and
warehouse combination displays in this field. You
cannot enter or change the quantity for this field.
It is displayed for information only. However, you
can choose the Stock Reservations option from the
Additional menu to enter or change a stock
reservation for the current item, vendor, and
warehouse on the suggested purchase order.

For example, a sales order has 10 units of the item
backordered and reserved on the suggested
purchase order. The suggested purchase order has
a total order quantity of 50. This means that 40
units of the item (which displays in the Suggested
field) are for open stock, and 10 units (which
displays in this field) are reserved to fill the
backorder.

[Unit of Measure] The quantities of the item are

shown in buying units of measure. This field is a
display only field to show you the unit of measure
in which you are purchasing the item.

The estimated cost per costing unit of measure
displays in this field. This cost is based on the
default cost set up for the vendor.

[Unit of Measure] The costing unit of measure for
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Purchase Orders

Extension

Menus

File

Menu
Selection

Delete All Iltems

Preferences

Exit

Inquiry

Menu
Selection

Item Inquiry

Vendor Inquiry
F5

Replenishment
Inquiry
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Fields, Buttons, Checkboxes, & Icons
the item displays in this field. This field is a display
only field used to show you the unit of measure at
which you are costing the item.

The estimated cost per costing unit of measure
based on the default cost set up for the vendor
displays in this field.

If a schedule is used, the system displays the cost
per the schedule.

If the last cost is used, the last cost from the
TakeStock Vendor/ltem table is used if one exists.
If not, the most recent cost from the TakeStock
Warehouse/ltem table is used.

If manual cost is used, the manual cost from the
TakeStock Vendor/Item is used if one exists. If
not, the manual cost from the TakeStock
Warehouse/ltem table is used.

Function

Deletes all items on the suggested PO.

Accesses the Browse Columns menu
option. Select this menu option to access
the Move and Lock Columns dialog box,
which is used to arrange the columns in
the transaction list in the order you want
to view them.

Exits the current program.

Function

Accesses the Item Inquiry to display item
information.

Accesses the Vendor Inquiry to display
vendor information.

Access the Replenishment Detail Inquiry
to view replenishment information for the
selected item.
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Doc Overview
Inquiry

Find

Menu
Selection
Lookup

Suggested PO
Lookup
Notes

Menu
Selection

Warehouse

Item

Vendor

Additional

Menu
Selection

Maintain Item

Stock
Reservations

Global

Menu
Selection

User Profile
Note Pad
Personal

Favorites

Jump

TakeStock PO

Access the Overview dialog box to view
item information for the current
document.

Function

Opens the Lookup for a detail field.

Opens the Lookup for suggest PO
documents.

Function

Opens the Notes Manager for the current
warehouse.

Opens the Notes Manager for the current
item.

Opens the Notes Manager for the current
vendor.

Function

Maintains items records for the Item field
on this screen.

Opens the Stock Reservations dialog box
to reserve stock for the suggest PO.

Functions

Accesses your user profile information.

Accesses the Notes dialog box, which is
used to enter notes for the current user.

Allows you to access frequently used
programs.

Accesses the Program Locator dialog box,

which allows you to move to other
TakeStock modules and programs.
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Purchase Orders

Help

Menu
Selection

Contents

Glossary

Search for Help
on

Screen Help

About TakeStock

Special Keys

See Also

Functions

Accesses the online Help table of
contents.

Access the TakeStock Glossary.

Accesses the Help system index.

Accesses online Help for the current
screen.

Displays release, licensing, and support
information about TakeStock.

Accesses the Special Keys dialog box,
which lists the function keys for the
current screen.

How to enter or view a suggested purchase order
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order

How to enter or view a suggested purchase order

1. Access the Suggested PO Entry program. The complete path is Purchase

2.

Orders=>Purchase Orders=>» Suggested PO Entry. The system displays the
Suggested PO Entry screen.

Suggested PO Entiy == 3
File Inguine Find Maotes  Additional Global Help

Warehouse:lﬂm AflantaWWareh  Wendaor: I\f"IDD Fhilips Lighting Company

Suggested Reserved Stk Special Order UM Estimated Cast UM Extension
| 0.o000 | 0.o000 | 0.0000 |cs | 150.00 |cs | .o
Recommend: 0.0000 Order Gty 0.0000 Ay LT: 1
On Order: £1.1500 Order Pt 0.0000 hbarmt Cls: 14
Available: 34 . FEE7 Line Pt 0.0000 Seasonality: Mo
Backarder: 1. 4667 Ay Usage: 0.2361 Replen. Wh: Direct

Totals...

4 _.|_'| Targets.. |

|Enter the sugg. order ghy.

Item I Open StkIReserved ISpcl DrderISugg DrderlU‘HI Est. = Delete |

In the Warehouse field, enter the warehouse for which you are entering,
changing or viewing a suggested purchase order. The warehouse from your
user profile displays as the default.

In the Vendor field, enter the vendor for whom you are entering, changing or
viewing a suggested purchase order. Any items for the vendor and warehouse
that were created from the Replenishment Report, sales order, warehouse
transfer, or production reservation display in the selection list.

In the Item field, enter the number of the item that you are purchasing.

‘&' TIP: If you enter an interchange item number, it will be replaced by the
TakeStock item number. If there is more than one TakeStock item number set
up for the interchange number, then the Interchange Selection dialog box opens
SO you can select the item number for the suggested PO.

If the item you enter has been superseded, a dialog box opens to let you know
that the item is inactive.

If the item is inactive but was entered as a stock reservation from backorder
condition on a sales order, it may display on the purchase order. This is the only
way the system will allow an inactive item to be added to a suggested purchase
order.

If the item was updated by the Replenishment Report or a stock reservation,
the Suggested Order Quantity for the item displays in the Suggested field. You
can use this quantity or enter a different quantity.
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5. In the Reserved Stk field, the system displays the backordered quantity at the
buying unit of measure from sales orders, warehouse transfers for the item,
vendor and warehouse combination, and production. You cannot enter or
change the quantity for this field; it is displayed for information only. However,
you can choose the Stock Reservations option from the Additional menu to enter
or change a stock reservation for the current item, vendor and warehouse.

z& TIP: In the Special Order field, the system displays quantities are similar to
Reserved Stock. The difference is that instead of reserving some of the quantity
already on the suggested purchase order, the quantity from the reservation is
added to the suggested purchase order quantity. You cannot enter or change
the quantity for this field; it is displayed for information only. However, you can
choose the Stock Reservations option from the Additional menu to enter or
change a special order stock reservation.

For example, a sales order has 10 of the item backordered and you select to
reserve and add the quantity to a suggested purchase order. The suggested
purchase order has an original total order quantity of 50. This means that 60 of
the item will be ordered, 50 for open stock and 10 to fill the special order. If
you delete the sales order or warehouse transfer from which the special order
originated, the special order quantity is also removed from the suggested
purchase order.

6. In the UM field, the system displays the unit of measure at which you are
purchasing the item. The quantities of the item are shown in buying units of
measure (UM). This field is a display only field to show you the unit of measure
at which you are purchasing the item.

7. In the Estimated Cost field, the system displays the estimated cost per costing
unit of measure based on the default cost set up for the vendor.

8. The costing unit of measure for the item displays in the Estimated Cost UM field.
This field is a display only field to show you the unit of measure at which you
are costing the item.

9. The Extension field displays the total quantity (Suggested + Special Order)
times the estimated cost.

10. Select the Totals button opens a dialog box to display the item totals for the
current warehouse and vendor.

11. Select the Targets button opens the Buying Targets dialog box to display buying
targets for the vendor/product line.

12. If you want to delete an item from the suggested purchase order, highlight the
item in the browser then select the Delete button.

13. When you complete a new or changed item entry, choose the Save button. The
saved item is updated in the item list and you are ready to enter another item
number.

14. When all entries are complete and saved, choose File = Exit.
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PO Entry

Using this program, you can enter, change, or delete a purchase order, which is a
request to a vendor for the purchase of items necessary to meet replenishment
needs or special orders.

There are three screens for entering a purchase orders:
PO Entry Header view
PO Entry Items view

PO Entry Footer view

Print Security Functionality

Note that separate print security functionality exists for PO Entry and the PO Print
program. This setting allows users to print purchase orders from the Footer
screen of PO Entry without allowing print access from the PO Print program. In
SM --> Security --> Security Review double click the PO Entry program then set
the Functions option to PO Print and add valid user groups.

Vendor Consignment Processing

If you enter a PO document with an Initiating Warehouse that is marked as a
consigned warehouse, the system assumes consigned goods are being ordered.
The goods are received using PO Receipts Entry and updated through the PO
Receipts Register. The system uses the appropriate consignment inventory and
receipts accounts for GL posting. Unlike normal warehouse receipts, consignment
receipts do not require nor allow an AP invoice to be entered against the PO
receipt for the consigned goods. This means that when you enter the AP
Document, you cannot choose the receipt to match against. You must enter a GL
account as the offset expense to AP.

Add ons Processing Details

Purchase Orders and Sales Orders are configured so that an Add-on that is defined
as Subtracts From Total in the Affects selection on the General view of SM Add On
Maintenance) defaults to a negative value regardless of user input in Sales Order
Entry programs and Purchase Order Entry, Non-PO Receipts Entry. When in Credit
Memo Entry or RMA (invoice reversals included), or Returns PO Entry the sign on
Subtracts From totals becomes a positive. If you enter a negative value for a
Subtracts From total addon, the amount becomes a positive. (A negative value
times a negative makes a positive.)

Note: Editing an add value instead of rekeying the entire field causes a negative
to become a positive (expect in entry modes). It is recommended that re-keying a
field be done as a practice. There are system checks for limits and absolute value
limits included for both sales orders and purchase orders, both types (Adds
to/Subtracts from/Amount types/Percent types).
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PO Line Item promised dates based on lead time

You can base PO Line Item promised dates on individual item’s lead times. The
Default promised dates based on lead time checkbox in PO Control
Maintenance allows you to base the PO Line Item promised dates on the individual
item’s lead times. If you select this checkbox, the system defaults the promised
date of each line item in Purchase Order Entry and Non PO Receipts Entry to the
PO entry date plus the item’s average lead time as found in the Warehouse/ltem
Maintenance. If this control option is not set, then the promised date for each line
item will continue to default to the PO header’s promised date.

Multi-currency/Euro Handling

When you activate the Euro system and the Multi-currency feature, the system
maintains monetary values for foreign currency PO and AP documents in the
foreign currency, with respect to the Euro. The European conversion process
between foreign currencies and base currency is calculated with the required
triangulation method. The Euro conversion rate of the base and each foreign
currency allows the system to calculate the conversion between any two
currencies. The system provides GL postings of Realized Gains for foreign bank
accounts to provide a means to revalue the bank balances based on a change to
the currency exchange rates. The Bank Account Maintenance program contains an
exchange rate field that holds the last valuation rate of the current balance.

Limitations/Constraints: Vendor Balances and General Ledger accounts are stored
in the base currency. Where Euro triangulation is in use, there are two exchange
rates in use; the exchange rate from the foreign currency to the Euro and the
exchange rate from the Euro to the base currency. If the user fixes the rate, only
the rate from the foreign currency to the Euro is fixed. The exchange rate from the
Euro to the base currency can fluctuate.

Multiple Buying/Costing UMs

You can assign more than one UM for both buying and costing in the drop-down
boxes that list all valid buying and costing units of measure. If an item has only
one buying and/or costing UM, the respective drop-down box(es) are display only
and do not allow entry. In the UM view of Item Maintenance, you can set the
default and alternate buying and costing UMs. You cannot change the costing unit
of measure settings where an open PO or SO exists in the system.

Standard Part Numbers

The Standard Part Numbers feature provides the ability to store standard part
numbers for items and use this information for cross-reference and lookups, as
well as vendor price updates. You can enter a standard part number up to 50
characters long and associate it with existing TakeStock item records. These
numbers may be used for cross-referencing in the Sales Order Entry (all modes),
Purchase Order Entry (all modes), and Vendor Price Update programs, as well as
the upcoming application, e-catalog.

Because the input field for standard part number is larger than input fields for item
number, the system now validates a 50 character maximum length of input, rather
than 20 characters. The search hierarchy will be (a) TakeStock item number, (b)
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standard part number, (c) the remaining TakeStock item search hierarchy (e.g.,
item interchange). The standard part number cross-reference is not based upon
the length of the entered part number. The standard part number cross-reference
is always used if the entered part number does not match an existing TakeStock
item number.

If the system finds multiple records that match the entered standard part number,
then a lookup browser displays so that you can select the appropriate item.

If a standard part number is used to select a TakeStock item, then the TakeStock
item number appears in the item number field, which is similar to other standard
cross reference functionality. The entered part number does not display on the
screen.

Purchase Orders for Items That Use Traceable Containers

When you create a purchase order for an item that uses traceable containers, you
must select a valid container type. You can change the container type selection
prior to PO Receipts processing.

When inventory arrives into a warehouse in a container, the inventory must be
properly linked to the container. You can allocate the inventory to a valid, new, or
certified container. This allocation creates a container record. Within this record,
the system maintains pertinent information about the container/item, such as
amount of inventory stored, PO number, date of receipt, and serial number, if any.
You can also assign the container/item to a bin and/or Lot. If the Unit of measure
for the container type is not a valid unit of measure for the item, you must create
the unit of measure in the item master record.

By linking a container item number with the containerized item, PO Receipts Entry
or PO Receipts by Item processing updates both items (container and contents),
the container table, and container history table. If empty container items are
received, PO receipts processing performs the usual updates to the item, plus the
container table and container history table.

The PO Receipts Register program prints container types, container numbers, and
container serial numbers, if applicable.

e-wms Processing

For e-wms enabled warehouses, Purchase Order Entry runs e-wms processing
when you finish entering the purchase order. Refer to the e-wms Users Guide for
additional processing and program details about the e-wms feature.

As you save each line item, the system runs the Alternate Package Code Allocation
routine to convert the ordered quantity to the smallest quantity and determine the
Pack Size, and Alternate Package Code passed to the e-wms system. This
information is passed to the necessary e-wms send tables and processed by the e-
wms Update Receive Process.

If you edit an existing purchase order that has already passed information via e-
wms process and the record status is ‘locked’, the system displays a message
indicating the PO cannot be changed and disallows edits of the production ticket.
If the ewms record status is not “Locked”, the system displays a message
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indicating the e-wms status and gives you the option to edit the purchase order.
If you edit the document, the system runs the e-wms send procedure again, with
the document “Nuke” options. Once you complete your changes, the e-wms
processing occurs as if you are sending a new purchase order.

There is no change in the processing of Serial numbers, Lots, or Containers in
Purchase Order Entry, with regard to e-wms processing.

PO Receipts and Non-PO Receipts Entry:

For warehouses that are e-wms enabled, you can access e-wms purchase orders
that have been received and not yet updated through the Receipt Register from
the Footer screen the PO Receipts Entry. You can use this feature to enter add
ons, such as freight charges, associated with the order and optionally factored.
Note that you cannot delete/add/modify items on the PO.

When you select an e-wms purchase order, the system displays the message: The
e-wms receipt for document XXXXXXXX has been updated. There are limited
document changes available.

If a sales order invoice is printed and run through the Daily Sales Register before
the PO Receipt add ons are included or changed, the system marks the invoice as
Reprint Required. You have to print the invoices again to process them through
the Daily Sales Register.

For warehouses that are e-wms e-enabled, Non-PO Receipts Entry program is
disabled. PO Receipts for purchase orders with items in e-wms enabled
warehouse occurs via the e-wms Update process.

Resizing the Screen

You can resize the screen for programs in the Purchase Order Entry suite. To
change the width, point to the left or right window border. When the pointer
changes into a horizontal double-headed arrow, drag the border to the right or
left. To change the height, point to the top or bottom window border. When the
pointer changes into a vertical double-headed arrow drag the border up or down.
To change the height and width at the same time, point to any window corner.
When the pointer changes into a diagonal double-headed arrow drag the border in
any direction.

Menus

File

Menu Function

Selection

Delete Deletes the current document. The system deletes line
items and sets the header to deleted. The document
prints on the register as an audit trail of document
numbers assigned.

Stop Receipt Stops the current receipt that is in process. Once a PO

receipt is complete and saved, it can no longer be
stopped. This option is available only when you are
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PO Entry
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Import Direct
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Preferences

Exit

Inquiry

Menu
Selection

Vendor Inquiry
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Doc Overview
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SO Document
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PO Document
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Find

Menu
Selection

Purchase Order
Lookup

Document
Quicksearch
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receiving an open purchase order.

Accesses the Import Suggested PO's dialog box, which
is used to import items from a suggested purchase
order into the current purchase order.

Accesses the Import Direct Shipments dialog box,
which is used to import direct ship items from a sales
order into the current, direct-ship purchase order.
Accesses the Tab Order and Browse Columns menu
options. Select Browse Columns menu option to access
the Move and Lock Columns dialog box, which is used
to arrange the columns in the transaction list in the
order you want to view them. Select Tab Order menu
option to access the Tab Order dialog box, which is
used to set the tab order by user for the entry fields on
the screen.

Exits the current program.

Function

Accesses the Vendor Inquiry to display vendor
information.

Accesses the Item Inquiry to display item information.

Displays a list of interchange number for the current
item.

Accesses the Replenishment Detail Inquiry to view
replenishment information for the selected item.

Accesses the Overview dialog box to view item
information for the current document.

Accesses the SO Document Inquiry to display current
and past sales documents.

Accesses the PO Document Inquiry to display open,
receipt and past purchase order documents.

Function

Opens the Lookup for purchase orders.

Opens the Document Quicksearch to help you quickly
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Vendor
QuickSearch

Item QuickSearch

Find Detail Line

Notes

Menu
Selection

Vendor

Ship From

Warehouse
Item

Document

Detail Line

Import Vendor

Import Item

Additional

Menu
Selection

Maintain

Date Display
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locate a specific document.

Opens the Vendor QuickSearch to quickly locate a
customer. The QuickSearch helps you to find a vendor
faster than using the Lookup. However, it does not
offer the power available in the Lookup, such as using
filters and column layouts.

Opens the Item Quicksearch dialog box to quickly
locate an item. The QuickSearch helps you to find an
item faster than using the Lookup. However, it does
not offer the power available in the Lookup, such as
using filters and column layouts.

Opens a dialog box where you can enter the number of
an item to help you quickly locate the item’s detail line
in the item list.

Function

Opens the Notes Manager for the current vendor.

Opens the Notes Manager for the current Ship From
vendor.

Opens the Notes Manager for the current warehouse.
Opens the Notes Manager for the current item.

Opens the Notes Manager for the current document. If
a note exists for a document, the Notes Manager will
automatically open and display the note each time the
document number is entered.

Opens the Notes Manager for the current detail line
item.

Opens the Import Vendor Notes dialog box for the
current vendor. Use this dialog box to import vendor
notes to this item

Opens the Import Item Notes dialog box for the current

item. Use this dialog box to import component items
notes to the item.

Function

Maintains records for the available fields on this screen.

When entering receipts, opens the Date Display dialog
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box to change document dates.

Open the Buying Targets dialog box vendor/product
line buying targets.

Open the Aggregate Cost Discount dialog box to apply
aggregate discounts for the line items.

Open the Cost Selection dialog box to view or select an
alternate cost to use for the current item.

Open the Line Item Sales Tax dialog box to view or
change the sales tax information for a line item.

Open the Lot Allocation or the Serial Number Allocation
dialog box to enter the numbers for the items on the
purchase order document.

Open the Stock Reservations dialog box to view
existing or reserve stock to fill a sales order or
warehouse transfer backorder.

Open the User Fields dialog box to enter custom fields
for the header information.

Open the User Fields dialog box to enter custom fields
for the detail line item information.

Function

Change to the PO Entry program.
Change to the PO Receipts program.

Change to the Non PO Receipts Entry program.

Change to the Returns PO program.

Functions

Accesses your user profile information.

Accesses the Notes dialog box, which is used to enter
notes for the current user.

Allows you to access frequently used programs.
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Jump Accesses the Program Locator dialog box, which allows
you to move to other TakeStock modules and
programs.

Help

Menu Functions

Selection

Contents Accesses the online Help table of contents.

Glossary Access the TakeStock Glossary.

Search for Help Accesses the Help system index.

on

Screen Help Accesses online Help for the current screen.

About TakeStock Displays release, licensing, and support information

about TakeStock.

Special Keys Accesses the Special Keys dialog box, which lists the
function keys for the current screen.

See Also

PO Entry How Tos
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How to Process a Purchase Order (Overview)

The following explains the step to process a purchase order from entry to invoice
receipt.

1. Print the Suggested PO Report and review the items and quantities suggested
for purchase by the Replenishment Report, or from a special tie to a sales order
or warehouse transfer. If necessary, use Suggested PO Entry to make any
changes to the items and quantities

2. Use PO Entry to enter new purchase orders, and to import the suggested
purchase order items and quantities for a vendor. You can select to print the
purchase order when you save it, or you can print it at a later time using PO
Print.

3. Print the Receiving Document Print and have it handy when deliveries are made
from your vendors. You can easily compare items and quantities on the original
purchase order with the items and quantities being delivered.

4. Enter the items and quantities received against an existing purchase order with
PO Receipts Entry. If you do not receive all of the items and quantities from the
purchase order, it may remain open until all backordered quantities are
received. If you receive a delivery for which there is no existing purchase order,
you can enter the receipt of the items using Non PO Receipts Entry.

5. You can select to update the on-hand quantity for the items at the time you
enter the receipt, or you can update them when you run the PO Receipts
Register. This register will update any receipts that have not yet been updated,
and will create the GL Distribution for the receipts. You can optionally print the
Document Fill Report to determine whether the items are to be stocked in the
warehouse or used to fill outstanding backorders. Automatic Commit
Backorders is also available to automatically fill backorders using the items that
have been received.

6. When an invoice arrives from a vendor, use Invoice Entry to enter the invoice.
Run the update in the AP Document Register to post the open payable
transactions to Accounts Payable where they will be tracked for payment.
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PO Entry Header View

Purchase orders are entered to record the request of items from a vendor. The
Header window allows you to designate who placed the order and from where it
will ship. You also define information that prints on the purchase order, such as
method of shipping, how to handle freight charges, the warehouse that receives
the merchandise, and the buyer who placed the order.

There are three screens for entering a purchase order: Header, Items, and Footer.
When you complete the header information, choose the Iltems button to move to
the line item entry window. (If you auto create a purchase order from by entering
an SO document number for a direct ship, a dialog box displays the items being
entered on the purchase order before moving to the Items window.) Costs
entered on a direct ship SO line will default into the corresponding direct ship PO
created.

Direct Ship Purchase Orders and Sales Orders

If you auto create a purchase order by entering an SO document number for a
direct ship, a dialog box displays the items being entered on the purchase order
before moving to the Items window. Costs entered on a direct ship SO line default
into the corresponding direct ship PO created.

.& TIP: If you create a PO from the Purchase Order Entry program and link it to a
direct ship sales order with a BOM item, the system order the BOM components
from the vendor you specify. If you create the purchase order from the Sales
Order Entry program, the system creates 1 or more purchase orders and uses the
vendor that is designated on the Item record as the primary vendor.

PO Entry E =]

File Inquiry Find Motes Additional Activity Global Help

PO # [Next Enterect[10/2919%8 | Req'e:[10/291998 | Promiset[None |
\f’endor:l\ﬂﬂﬂ FrDm:ISame To: 0o SODDC#:Il

¥ Same
Fhilips Lighting Comparny Aflanta Warehouse
200 Saouth Franklin Square Dr. 5555 Feachtree Street
F.0. Box 6300 Aflanta, Geoargia 30318

Somerset, GA 31036

‘Warehouse: IDD1 AflantaWaret  Freight IPrePaid 'l
Buyer Code: Ibob Bob kMurphy  Ship Yia: IUPS LIPS Ground e
Department:lﬂm Department 0 FOEI:I

Reference #: | ¥ Update Lead Time
Entered By: Ileigh Contact; IEliII Addams
IleEnlEr | ltems | fEEEter

|Enter direct ship sales order document numkber,

Form Contents

Fields, Buttons, Checkboxes, & Icons
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Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

ltems Accesses the Items view of PO Entry.
Footer Accesses the Footer view of PO Entry.
Temp Accesses a temporary ship to dialog box, where you

can enter the Ship to name, the country, the city,
state, Zip, up to 4 lines of address, a contact name,
and a phone number. When you print the Purchase
order, the temporary ship to location prints in the
Ship to section Address Entry dialog box.

PO # The number to assign to a new purchase order.
You can press Tab when NEXT displays in this field
to assign the next available purchase order number.
Pressing F9 also assigns the next available number.

Purchase order numbers are eight characters long
and are the main identifier of the document. The
number may be eight digits long (12345678) if you
are not using branches as part of the purchase
order number (as set in Branch Maintenance). If
you are using branches in the purchase order
number, the code for the branch assigned to the
warehouse on the purchase order becomes the
prefix and the remaining eight characters are filled
with digits. For example, if the branch code is ABC,
the purchase order number could be ABC12345.

If you need to change or delete an existing
purchase order, enter the existing purchase order
number in this field to open it. If a document note
exists for the document number you enter, the
Notes Manager dialog box opens to display the
note.

If you delete a purchase order, the line items are
deleted and the on order quantities are removed.
The purchase order number is not deleted. The
deleted purchase order number will print on the
next Receipts Register with a note that it has been
deleted as an audit trail of all purchase order
numbers used.

Note: If you enter an existing document number to
open the document, you can press ESC to end
the document as long as you have not made
any changes.
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Entered The date on which you are entering the purchase
order. The default for this field is the current
system date.

Reqg'd The date on which you are requesting delivery of
the order. The default for this field is the current
system date (today’s date). You can enter a
specific request date, press Tab to use today’s
date, or you can also press F9 to enter ASAP (as
soon as possible) for this field.

Promised The date when the vendor is promising receipt of
the order. The default for this field is NONE for no
promise date. You can enter a specific promise
date, press Tab to use NONE, or you can also press
F9 to enter NONE for this field.

Vendor The number of the vendor from whom you are
requesting the items. When you enter a valid
vendor number, the vendor’s name and address are
displayed. From the vendor’s record, the following
defaults display on the screen: Ship From, buyer,
freight code, ship via, FOB, and tax code.

If the vendor’s record is set as Not Valid for PO,
Inactive or On Hold, an appropriate message is
displayed.

From This field defaults to the primary Ship From vendor
set up for the vendor you entered. You can press
Tab to accept this default, or enter a different valid
Ship From vendor. Press F9 to enter SAME so the
Ship From vendor is set to the same number as the
vendor field.

If you enter a different Ship From vendor, the
buyer, freight code, ship via, FOB, and tax code
defaults come from the Ship From vendor’s record.

SO Doc# When you are entering a new purchase order, you
can enter the sales order number of a direct
shipment to create a special tie for the vendor and
customer. The sales order cannot already have a
special tie attached to it. The special tie causes the
items on the sales order to be pulled into the
purchase order line items automatically for receipt.
When the purchase order is updated, the items on
the sales order for direct shipment can also be
updated to reflect the shipment to the customer.
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PO Entry Header View

Warehouse

Freight

Buyer Code

Ship Via

Department

FOB

Reference #

Update Lead
Time

TakeStock PO

Fields, Buttons, Checkboxes, & Icons
Your inventory quantities are not updated for the
receipt or shipment of items when there is a direct
shipment special tie.

If the sales order number is not valid or not for a
direct shipment, or if the purchase order and sales
order are not for the same warehouse, you cannot
enter a value in this field.

The code of the warehouse where you will receive
the items on this purchase order. The warehouse
from your user profile displays as the default.

The code of the freight Add On for this purchase
order. The freight code from the vendor’s record or
the Ship From record displays as the default.

The code of the buyer for this purchase order. The
buyer from the vendor’s record or the Ship From
record displays as the default.

The code of the ship via to use for this purchase
order. The ship via code from the vendor’s record
or the Ship From record displays as the default.

The department from your user profile displays as
the default for posting to General Ledger by
profit/cost centers. You can use this department, or
enter a different department code for this purchase
order.

The code of the Freight On Board for this purchase
order. The FOB code from the vendor’s record or
the Ship From record displays as the default.

This is an optional 15-character field for entering a
reference number to print on the purchase order. If
you created a tie to the purchase order from a sales
order, the sales order number displays in this field
as the reference. You can enter a number in this
field or leave it blank.

If you select the Use Customer PO# as reference
# for direct shipments checkbox on the General
view of PO Control Maintenance, the system
optionally “pulls in the Customer PO number as the
direct PO’s reference number. Otherwise, the PO
program operates with standard functionality by
“pulling in the SO document number.

Indicates that you want to update the lead-time
when the items on the purchase order are received.
This option is selected by default for inventory
purchase orders, but may be changed. For direct-
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ship POs, this option defaults to No.

Entered By The user code from your user profile displays in this
field as the default to identify the person who
actually entered the purchase order. You can use
the default or enter a different user code. The user
code you enter here prints on the purchase order.

Contact The name of your contact at the vendor’s location.
The contact from the vendor’s record or the Ship
From record displays as the default.

Menus

File Inquiry
Find Notes
Additional Activity
Global Help
See Also

PO Entry Items view
PO Entry Footer view

How to enter or change purchase orders information
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PO Entry Items View

Using the Items view of PO Entry, you can enter, change or delete the line items
on a purchase order.

If suggested POs exist for the warehouse and vendor, Import Suggested POs
dialog box opens and you can choose to import the items for the current purchase
order. The PO number, vendor number and name, and the receiving warehouse
for this purchase order display at the top of the screen. Enter the number of the
item to purchase at the buying unit of measure, then enter the cost at the costing
unit of measure. The buying and costing units of measure for the item cannot be
changed during PO Entry.

The Detail button is available to open the Line Item Detail dialog box to enter a
different item description, change the requested and promised dates, change the
GL Table for posting to General Ledger, and change the status for Update Lead
Time, Taxable, and For Resale. For any line item, the Additional icon displays
many options to enter or view buying targets, alternate costs, item tax information
and other features. Be sure to check the options available on this menu.

When entering the Units to purchase, you can choose F9 to use the UM Calculator
or F10 to use the Recommended units to order as calculated by the system. At
the Cost entry, you can choose F9 to open the Cost Selection dialog box.

When an item entry is complete, choose the Save button to save the line item
detail in the item list. The on order quantity for the item in the warehouse is
immediately updated unless the item is a direct ship.

When all detail line items are complete, choose End Add (or End Edit or End Insert).
The buttons for the item list are then available to maintain the detail lines. When
all detail lines are complete, choose the Footer button to move to the footer
screen.
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PO Entry |- O] >
File Inquiry Find Motes Additional Activity Global Help
FO#: atl01197 Whse: 001 ‘“endor %100 Fhilips Lighting Compar,
Sl Al
Units 1Lk Cost UM _
| 00000 | | 0.00 | PR
§%| Ext: 0.00
Iten I Ordered IU'HI Cost IU'HI Extension I Item. 2
4 PI'
Totals: Units: 0.00 Wt 0.0 LB Extension: n.oo

Header [terms Footer | Target.. |

P\dd a new line item.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Header

Footer

Save

End Add

Detail

Add

Insert

Edit
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Accesses the Header view of PO Entry.
Accesses the Footer view of PO Entry.
Saves the current line item for this purchase order.

Completes the add function. This action does not save your
additions. You must click the Save button first, then End Add
to save changes. The label of this button changes to End Edit
when you select to edit the information for a line item.

Accesses the Line Item Detail dialog box to change or enter
line item descriptions, change the requested and promised
dates, change the GL Table for posting to General Ledger,
and change the status for Update Lead Time, Taxable, and
For Resale.

Adds another item to the document.

Inserts a new item on the document directly above the
currently selected item in the item list.

Edits the currently selected line item so you can make
changes to the unit quantity or cost.
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Delete

Target

Item

Units

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Deletes the currently selected line item from the document.

Accesses the Buying Targets dialog box, which is used to
display buying targets for the vendor.

The number of the item for the purchase document. If you
enter an interchange item number, it will be replaced by the
TakeStock item number. If there is more than one TakeStock
item number set up for the interchange number, then the
Interchange Selection dialog box opens so you can select the
item number to use.

If the item you enter has been superseded, a dialog box
opens to let you know that the item is inactive and cannot be
purchased.

When you enter an item number, the buying UM, default cost
for the vendor, and costing UM display in the line entry. The
warehouse information, replenishment controls, and vendor
information for the item, warehouse and vendor display at the
bottom of the screen as a reference. You can use the Lookup
or Item Quicksearch (from the Find menu) to help locate an
item number.

Note: If you enter an inactive item on a sales order and the
item creates a backorder, you can enter a stock
reservation to add the inactive item to a suggested
purchase order or purchase order. This is the only way
the system allows an inactive item to be added to a
purchase order.

The quantity of the item to purchase per buying unit of
measure. If the item has multiple buying units of measure,
the F9 key is available to open the UM Calculator to calculate
the quantity at different units of measure.

The F10 is available to enter the Recommended quantity as
calculated by the system and displayed on the screen (also
shown on the replenishment report). If a zero displays for
the Recommended quantity on the screen, then the Available
quantity of the item is greater than the item’s Order Point or
(Minimum Stock plus Minimum Stock times % above
Minimum Stock) and a purchase of the item is not
recommended.

The calculation for the quantity that displays for the
Recommended quantity when a purchase is recommended is
as follows:

If Available quantity (on hand + on order - committed -
backordered) is less than (Minimum Stock or Order Point),
then the Recommended quantity equals the Order Quantity
+ (Minimum Stock or Order Point) - Available quantity +
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special tie quantity.

UM [Unit of Measure] The quantities of the item are shown in
buying units of measure. This field is a display only field to
show you the unit of measure at which you are purchasing
the item.

Cost The default cost at the costing unit of measure for the
vendor, warehouse and item displays in this field. You can
use this cost, enter a different cost, or press F9 to open the
Cost Selection dialog box to choose a valid cost. Costs
entered on a direct ship SO line will default into the
corresponding direct ship PO created.

Note that if you modify the cost, the system displays a
message during processing asking whether or not to
recalculate costs or revert to the default cost before any
recalculation occurs.

UM The costing unit of measure for the item displays in this field.
This field is a display only field to show you the unit of
measure at which you are costing the item.

Ext The extended cost of the line item displays in this display only
field. The extended cost is calculated as the buying quantity
times the cost less any aggregate line discounts.

You can scroll the item list to the left and right to view
additional information, such as aggregate discounts, for the

line items.
Menus
File Inquiry
Find Notes
Additional Activity
Global Help
See Also

PO Entry Header view
PO Entry Footer view

How to enter or change purchase orders information
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PO Entry Footer View

Using this program, you can review or enter any Add On charges or document
taxes for the purchase order. The total of all information on the document is also
available for viewing on the Footer window. Refer to the Add Ons Processing
Details topic on page 22 for details.

The purchase order number and vendor number and name display at the top of
the screen. Any Add Ons and their default amount or percentage for purchase
orders display in the Add On section of the window. You can use the Add On
defaults and their values, or you can enter the amount or percentage for any of
these fields.

The More button opens the Add On Selections dialog box for changing the Add Ons
for the current purchase order. The Taxes button opens Change Tax Code dialog
box for changing the Tax Code and Tax Class assigned to the purchase order.

When all Footer information is complete, choose the Done button to end the
purchase order. A dialog box opens that lets you choose to print the purchase
order, change printer settings, cancel and return to the Footer screen or exit.

PO Entry == =
File Inquiry Find Motes Additional  Activity  Global Help

PO # =tl01186 Whse: 001  “endor: %100 Philips Lighting Carnps
el e Amount  Percent Fesale Purchases: 15000
MHon Resale Purch's: 0.00
Sub Total: 150.00
IUnfactared Add Ons: o.oo
Factored Add Ons: 0.00
Tax.. | 0.00
Tatal: 150.00

Terms Code:lm 1%10, net 30
¥ Acknowledgerment Only

v Confirmation Requested Uplate |
Header ltems EmmEter | Dione |

|Se|ed Add Ons toinclude an this document.

Form Contents

Fields, Buttons, Checkboxes, & Icons

Lookup icon, which runs the Lookup for the current
field. For example, if the current field is the
Warehouse entry, this icon displays the Warehouse
Lookup. If the current field is Unit of Measure, this
icon displays the Unit of Measure Lookup.

More Accesses the Add On Selections dialog box for
changing the Add Ons that are used for the current
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purchase document.

You define the Add Ons to automatically display for
purchase orders using Add On Default Maintenance
in System Management, The Add Ons you define
and their default amounts or percentages display on
the Footer screen. You can use these Add Ons and
any default amounts or percentage, or you can
enter different amounts or percentages for the
purchase order.

Tax Accesses the Document Sales Tax dialog box, which
is used to modify the tax code and tax class
assigned to the purchase document.

Update Updates all received line items on a receipt. This
button is available on purchase order receipt
programs.

Done Saves the purchase order information and accesses

the Print Purchase Order dialog box, which is used
to print or reprint the purchase order at the time it
is created or changed. Use this button when the
purchase document is complete to end entry and
save the document.

Header Accesses the Header view of the PO Entry program.
ltems Accesses the Items view of the PO Entry program.
Terms Code The terms code assigned to the vendor displays in

this field to define the terms for the document. You
can use this terms code or enter a different valid
terms code.

Acknowledge Indicates you want to print the words
ment Only Acknowledgment Only on the purchase order
document.
Confirmation Indicates you want to print the words Confirmation
Requested Requested on the purchase order document.
Menus
File Inquiry
Find Notes
Additional Activity
Global Help
See Also

PO Entry Header view
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How to enter or change purchase orders information
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How to enter or change purchase orders
information

To enter or change purchase order header information

1. Access the PO Entry program. The complete path is Purchase Orders=>Purchase
Orders=» PO Entry. The system displays the PO Entry screen.

PO Entry =]

File Inquiry Find Motes Additional  Activity  Global Help

PO # [Next Enterec[10729/1938 | Reqrd:[10/23/1558 Promised: [None
\f’endor:l\ﬂﬂﬂ FrDm:ISame To:om SODDC#:"

I¥ Same
Fhilips Lighting Campany Aflanta Warehouse
200 South Franklin Sguare Dr. EERE Peachtres Street
F.0. Box 6300 Atlanta, Georgia 30319

Somerset, GA 31036

YWarehouse: IUIJ1 Aflanta Waret  Freight IPrePaid 'l
Buyer Code: Ibob i Bob Murphy  Ship Via: IUPS LUFS Ground Se
Department:lﬂm Department 0 FOEI:I

Reference #: I ¥ Update Lead Time
Entered By: Ileigh Cantact: IEliII Addams
Heasler | ltems | EoEter |

|Enter direct ship sales order document number.

2. Enter the PO # to assign to this document. If you need to change or delete an
existing purchase order, enter the existing purchase order number in this field
to open it.

‘&' TIP: You can press Tab when NEXT displays in this field to assign the next
available purchase order number. Pressing F9 will also assign the next available
number.

Purchase order numbers are eight digits long (12345678) if you are not using
branches as part of the purchase order number (as set in Branch Maintenance).
If you are using branches in the purchase order number, the code for the
branch assigned to the warehouse on the purchase order becomes the prefix
and the remaining characters are filled with digits. For example, if the branch
code is ABC, the purchase order number could be ABC12345.

3. In the Entered field, enter the date that for the order. This field defaults to the
system date.

4. In the Req’d field, enter the requested date of delivery. The default for this field
is the current system date (today’s date). You can enter a specific request date,
press Tab to use the default, or you can press F9 to enter ASAP (as soon as
possible) for this field.

42 TakeStock PO



Purchase Orders How to enter or change purchase orders
information

5.

10.

11.

12.

13.

In the Promised field, enter the date the vendor promised delivery. The default
for this field is NONE for no promise date. You can enter a specific promise date,
press Tab to use NONE, or you can also press F9 to enter NONE for this field.

In the Vendor field, enter the number of the vendor from whom you are
requesting the items. When you enter a valid vendor number, the vendor’s
name and address are displayed. From the vendor’s record, the following
defaults display on the screen: Ship From, buyer, freight code, ship via, FOB,
and tax code.

The Ship From field defaults to the primary Ship From vendor set up for the
vendor you entered.

.& TIP: You can press Tab to accept this default, or enter a different valid Ship
From vendor. Press F9 to enter SAME so the Ship From vendor is set to the
same number as the vendor field. If you enter a different Ship From vendor,
the buyer, freight code, ship via, FOB, and tax code defaults come from the
Ship From vendor’s record.

Select the Temp button to access a temporary ship to dialog box, where you
can enter the Ship to name, the country, the city, state, Zip, up to 4 lines of
address, a contact name, and a phone number. When you print the Purchase
order, the temporary ship to location prints in the Ship to section Address Entry
dialog box.

In the SO Doc # field, you can enter the sales order number of a direct
shipment for this vendor to create a special tie when you are entering a new
purchase order. The tie causes the purchase order to be automatically created
for a direct shipment from the vendor on the purchase order to the customer on
the sales order document.

In the Warehouse field, enter the number of the warehouse where you will
receive the items on this purchase order. The default is the warehouse in your
user profile.

In the Buyer field, enter the code of the buyer for this purchase order. The
buyer from the vendor’s record or the Ship From record displays as the default.

In the Department field, enter the General Ledger department code. The
department from your user profile displays as the default for posting to General
Ledger by profit/cost centers. You can use this department, or enter a different
department code for this purchase order.

In the Reference # field, enter an optional reference number to identify this
purchase order.

z& TIP: This is an optional 15-character field for entering a reference number to
print on the purchase order. If you created a tie to the purchase order from a
sales order, the sales order number will display in this field as the reference. You
can enter a number for this field or leave it blank.

If you select the Use Customer PO# as reference # for direct shipments
checkbox on the General view of PO Control Maintenance, the system optionally
“pulls in the Customer PO number as the direct PO’s reference number.
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14.

15.

16.

17.

18.

19.

20.

Otherwise, the PO program operates with standard functionality by “pulling in the

SO document number.

In the Entered By field, enter the initials of the person who entered the
purchase order. The user code from your user profile displays in this field as
the default to identify the person who actually entered the purchase order. You
can use the default or enter a different user code.

In the Freight field, enter the freight code for the freight Add On for this
purchase order. The freight code from the vendor’s record or the Ship From
record displays as the default.

In the Ship Via field, enter the carrier to be used as the Ship Via. The ship via
code from the vendor’s record or the Ship From record displays as the default.

In the FOB field, enter the code for the Freight on Board to indicate at what
point freight will be charged.

Select Update Lead Time checkbox to use the lead time from this document to
update the average lead time for the item in Warehouse/ltem Maintenance

In the Contact field, enter the name of the contact at the vendor’s location for
this order. The contact from the vendor’s record or the Ship From record
displays as the default.

When all information for the Header is complete, choose the Items button to
move to the line item detail entries.
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To enter, change or delete detail line items on a purchase order

21.

22.

23.

24,

If suggested purchase orders exist for the warehouse and vendor, a dialog box
opens and asks if you want to import them at this time. Choose Yes to import
the suggested purchase orders, or choose No if you do not want to import them.
The purchase order number, warehouse and vendor display at the top of the
screen.

PO Entry == 3
File Inguine Find Motes  Additional  Activiy  Global Help
FO# atl01197 Whse: 001  “endor: %100 Philips Lighting Cormpan,
Item:l & @ S
X B ]|
Units LM Cost UM -
| 0.0000 | | 0.00 | | Detaill |
B Ext: 0.00
Item I Ordered IU'HI Cost IUT‘II Extension I Item = ) ddl

Insert
it |
=== |

Taotals: Units: 0.00 Wiigt 0.0 LB Extension:  0.00

Header | [tefms | Footer | Target.. |

lAdd a new line item.

In the Item field, enter the number of the item to purchase.

.& TIP: If you enter an interchange item number, it will be replaced by the
TakeStock item number. If there is more than one TakeStock item number set
up for the interchange number, then the Interchange Selection dialog box opens
SO you can select the item number to use.

In the Units field, enter or change the requested quantity of the item per
stocking unit of measure.

‘&' TIP: If the item has multiple buying units of measure, the F9 key is
available to open the UM Calculator to calculate the quantity at different units of
measure

The F10 key is available to enter the Recommended quantity as calculated by
the system and displayed on the screen (also shown on the Replenishment
Report). If a zero displays for the Recommended quantity, the Available
quantity of the item is greater than the item’s Order Point or (Minimum Stock
plus Minimum Stock times % above Minimum Stock) and a purchase of the item
is not recommended.

Select Detail button to access the Line Item Detail dialog box, which is used to
enter or review line item information such as the vendor, item descriptions, and
requested and promised dates for the current item.
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25. The default cost at the costing unit of measure for the vendor, warehouse and
item displays in the Cost field. You can use this cost, enter a different cost, or
press F9 to open the Cost Selection dialog box to choose a valid cost. Costs
entered on a direct ship SO line will default into the corresponding direct ship
PO created.

TIP: If you modify the cost, the system displays a message during processing
asking whether or not to recalculate costs or revert to the default cost before
any recalculation occurs.

26. The extended cost of the line item displays in Extension, which is a display only
field. The extended cost is calculated as the buying quantity times the cost less
any aggregate line discounts after they have been applied.

27.When the item amounts are correct, choose Save to save this item in the item
list. You can continue to add or change items to purchase. The item browser
displays with the items entered on this purchase order.

y, ] TIP: If you are purchasing containerized items, then the system displays
the Container Allocation program that allows you to receive, commit, and
ship items that are stored in traceable containers.

28. When all detail line items are complete, choose End Add (End Insert or End Edit).
The buttons for the item list are available to maintain the detail lines. The item
list buttons let you select to add, insert, edit or delete a detail line.

z& TIP: When you select End Add (End Insert or End Edit) and aggregate
discounts exist for the item, the system displays a message asking if you want
to review aggregate discounts for the line item.

29. For direct ship POs, you can choose Import Direct Shipments from the File menu
to access a dialog box that allows you to enter multiple sales orders and direct
ship lines from them. Note that you can only enter sales orders that are for the
same customer as the original sales order for which the PO was created.
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30. When all detail line items are complete, choose the Footer button to complete
the purchase order.

PO Entry |- O] >
File Inquiry Find Motes Additional Activity Global Help

FO#: atl01186 Whse: 001 ‘“endor %100 Philips Lighting Compe
sl Lo Amount  Percent Resale Purchases: 150.00
Mon Resale Purch's: 0.00
Sub Total: 150.00
nfactored Add Ons: 0.00
Factored Add Ons: 0.00
Te.. | 0.o0
Tatal: 150.00

Termns Code;lm 1%10, net 30
¥ Acknowledgement Only

[v Confirmation Reguested Undlate |

Header ltems EmmEter | Dione |

|Se|ect Add Ons to include an this docurment,

xs TIP: If you choose Stock Reservation from the Additional menu to reserve a
quantity of the item to fill a backorder, the Stock Reservation dialog box
displays.

31. The purchase order number, warehouse and vendor display at the top of the
screen. Any Add Ons and their default amount or percentage for purchase
orders display on the screen. You can use the Add On defaults and their values
as they display, or you can enter the amount or percentage for any of the Add
Ons.

To enter or change any Add On charges or document taxes for the purchase order
32. Select the More button to change the Add Ons for the current purchase order.

33. In the Terms Code field, the terms code assigned to the vendor displays to
define the terms for the document. You can use this terms code or enter a
different valid terms code.

34. Select the Acknowledgment Only checkbox if you want to print the words
Acknowledgment Only on the purchase order document.

35. Select the Confirmation Requested checkbox if you want to print the words
Confirmation Requested on the purchase order document.

36. Select the Taxes button to open a dialog box for changing the Tax Code, Tax
Class and taxable status of the items on the purchase order.

37.When all Add On amounts are complete, choose the Done button to end the
purchase order.
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The Print Purchase Order dialog box displays. Check the Print/Reprint Purchase
Order checkbox to print or reprint the purchase order now. Check the
Send/Resend Via EDI checkbox to send the purchase order now via EDI. Choose
OK to save current settings and exit, Cancel to exit the dialog box without
saving settings, or Printer to change the print options.

The purchase order is saved and the item quantities are on order. You return to
the Header screen to enter another purchase order or exit.

38. When all purchase orders are complete and saved, choose File 2 Exit.
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Print Purchase Order Dialog Box

Print Purchase Order Dialog Box

The system displays the Print Purchase Order dialog box when you select the Done
button on the Footer view of the PO Entry screen. Using this dialog box, you can
print a purchase order at the time it is saved, or to reprint a purchase order at the

time changes are saved. You can print the default memo or enter a different
memo to print on the purchase order. You can also choose the Printer button to

change printer options before printing.

PO Print program.

The Print PO or Reprint PO option lets you select whether to print now. If

selected, the OK button will save and print the purchase order, and then you
return to the Header window. You can choose the Cancel button to return to the
Footer screen without saving the current purchase order.

Print Purchasze Order E |

kemo:

¥ Feprint Purchase Order
™ Approved
[ Besend via ED

communicat

Cancel Erinter... Help

Form Contents

OK

Cancel

Printer

Help
Print/Reprint
Purchase
Order

Send/Resend
Via EDI

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Prints or reprints the purchase order.

Cancels the purchase order print and returns you to the
Footer view of the PO Entry screen.

Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Accesses online Help for this screen.

Indicates that you want to print the purchase order now.
If not selected, the purchase order is saved and you
return to the Header without printing.

If your system is setup for EDI processing and you are
printing POs that contain vendors that are setup for EDI
processing, the Send Via EDI checkbox is visible and
selected as the default. Select the Resend via EDI
checkbox if you want to resend this PO via EDI. Note
that this checkbox is visible only if your system is setup
for EDI processing and enabled only when you select the
Reprint radio button for POs that contain vendors that

If you want to wait and print the purchase
orders in larger groups or if you need to reprint purchase orders, you can use the



Print Purchase Order Dialog Box Purchase Orders

are setup for EDI processing.

Memo The default memo for a purchase order, which is set up
in PO Control Maintenance—Forms view, displays in this
field as the memo to print on the purchase order. You
can use this memo, or enter up to 30 characters for a
different memo to print on this purchase order.

Approved Indicates the return purchase order is approved for
processing. This setting defaults from the Approve POs
Automatically checkbox on the General View of PO
Control Maintenance.

This field has a functional security setting by user group.
The purpose of this feature is to secure the approval
process for return purchase orders. You cannot change
the Approved setting without proper functional security.

See Also

PO Entry
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Buying Targets Dialog Box

Using this dialog box, you can display the buying targets for the vendor and the
current dollars and weight of the items on the purchase order to help you make a
cost-effective decision on the quantities to purchase. The system displays this
dialog box when you select the Target button from the PO Entry program or the
Targets button from the Suggested PO Entry program.

This dialog box shows by product line the buying target dollars and weight, current
dollars and weight on the purchase order, product line memo and description, the
vendor review cycle settings and last purchase order information.

Buying Targets E3
Prod. Linel Target Amt I IlIeight,ICurrent, Amt I Meight I Euying R.Z

4 PI
[EtEill. I Close Help

Form Contents

Fields, Buttons, Checkboxes, & Icons

Detail Accesses the Buying Targets Detail dialog box, which is
used to review the items within the product line. You have
the option to increase the quantity on the PO to meet the
buying target.

Close Exits the screen.

Help Accesses online Help for this screen.
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Line Item Detail Dialog Box

Using this dialog box, you can enter the item descriptions, the requested and
promised dates, GL table for posting, whether the line item is taxable, and
whether to update lead time for the individual line items. The system displays this
dialog box when you select the Detail button from the PO Entry, or Receipts Entry
programs in the PO module.

Line Item Detail

‘v’endnrltem:l
[tern Desc 1; IEiil::arbDnate of soda

2 Ifurfurmula

Bequested:IDHIDEIEDDD
Ernmised:INDne

GL Table:[15t 1stGLtabIe

V¥ Update Lead Time
¥ Tiaxakle
¥ ForEesale

OF,

]|

izancel Help

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the System
Icons and Buttons topic in Chapter 2, Getting Started of TakeStock Basics.

Shipments

OK
Cancel
Help

Item Desc
1&2

Requested
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Accesses the Shipment Information dialog box, which is used
to display the shipment number, container number, in-
transit and received quantities, as well estimated and actual
warehouse quantities, and departure and arrival date
information for the item.

Saves the new or modified information and exits the screen.
Exits the screen without saving any changes.
Accesses online Help for this screen.

Descriptions 1 and 2 for the item as set in the item record
display in these fields as the default. You can use the
defaults or enter different descriptions to print on the
purchase order document for the line item.

The requested date for the document displays as the default.
You can use the default or enter a different requested date

TakeStock PO
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Line Item Detail Dialog Box

Promised

GL Table

Update
Lead Time

Taxable

For Resale

See Also

PO Entry

for each individual line item.

The promised date for the document displays as the default.
You can use the default or enter a different promised date
for each individual line item.

The GL Table assigned to the item for posting to General
Ledger displays as the default. You can use the default or
enter a different GL Table for posting the line item.

Select this option if you want to update lead-time for this
line item on the purchase order.

Select this option if the line item is taxable. By default the
taxable status of items on purchase orders is set to non-
taxable with a status or Resale. This option is available for
changing only if you selected the Change Taxable option in
the PO Lines view of PO Control Maintenance.

Select this option if the line item you are purchasing is for
resale. By default this option is selected for items on
purchase orders so that tax is not charged. This option is
available for changing only if you selected the Change
Taxable option in the PO Lines view of PO Control
Maintenance

Suggested PO Entry

TakeStock PO
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Buying Target Detail Dialog Box

Using this dialog box, you can display the items on the purchase order that are in
the current product line and the percentage of the buying target that has been
met. The system displays this dialog box when you select the Detail button on the
Buying Targets dialog box.

This dialog box displays the individual items in the product line, the current order
quantity, extended cost and weight. The top of the screen displays product line,
target buying dollars and percent of the target that has been met so far on the
purchase order.

If the Percent Met is over 80% and under 99%, the Increase button is available to
increase the selected item’s quantity to where the total for the product line meets
the closest buying target. When you are ready to exit, choose the Close button.
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Shipment Information Dialog Box

Using this dialog box, you can view the shipment number, container number, in-
transit and received quantities, as well estimated and actual warehouse quantities,
and departure and arrival date information for the item. The system displays this
dialog box when you select the Shipments button from the Line Item Detail dialog
box in the PO module.

Shipment Information
Ordered In Transit 81¥]
ftern: 1151 Bicarbonate of soda 2 ]
Shipment # ICont,ainer # IIn Transit.lReceivedIU‘HIEst. In Whsel =

: _>l_I
Close
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Document Sales Tax Dialog Box

Using this dialog box, you can display sales tax information for the current
document, and optionally make changes to the tax code, tax class and taxable
status of all items on the purchase order.

The tax code, tax class and Resale status display on this dialog box. You can
change any of these fields for the current purchase order. The amount of
document tax for the purchase order is based on your selections for the tax class
and Resale status. Any changes you make for the document will override any tax
changes you may have entered for individual line items on the document.

Document Sales Tax
Tex Code: [GAD00E7
Cancel |
Tax Class:lltcﬂ Fesale j [tern Tax Class #1 Reset |
Tax Entity Taxahle Fate Tax = |
1. GA 150.00 0.o00 %% 0.o000 aEfe
2.0 NT= 150.00 0.o00 % 0.0000
3 Gl 150.00 0.000 2% 0.0000
40 LOG 150,00 0.000 %% 0.oo000
5
v Resale Tax Class Total: o.ao
Total Tax: o.on

Form Contents

Fields, Buttons, Checkboxes, & Icons

OK Saves the new or modified information and exits the screen.
Cancel Exits the screen without saving any changes.

Reset Resets the sales tax information to the original values.

Help Accesses online Help for this screen.

Tax Class The tax classes for the purchase order are available for

selection from the drop-down box. Based on your selection
for the tax class and Resale status, the amount of sales tax
for the document will change.

Tax Code The tax code assigned to the sales tax group for the vendor
appears in this field as the default tax code. You can use
this tax code or enter a different tax code for the current
purchase order.

Default The rate to use for charging sales tax on this line item. The

To system uses the rate you select for the current line item,
and for all line items forward. Select Resale to assign the
resale rate for the customer or Non-Resale to assign the
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Fields, Buttons, Checkboxes, & Icons
non-resale rate for the customer as the default.

Resale By default all items and on purchase orders as set as resale
items and tax is not charged. You can change the taxable
status of all items on the purchase order by not selecting
this option. However, if Add On charges included on the
purchase order have been set up as taxable, taxes will still
be charged for the Add Ons.
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Return PO Entry

Using this program, you can enter a return of items to a vendor that were
previously received on a purchase order.

A return PO is a negative PO; a return of goods to the vendor where the quantities
“received are negative. Return purchase orders are entered to record the return of
items to a vendor

You should print the Vendor Returns Report to help you identify surplus stock that
should be returned to the vendor. This report allows you to automatically create
return purchase orders that you can then view or edit using this program. You
may also want to print the Surplus Stock Report in Inventory Management to
review the items for which you have surplus stock.

There are three screens for returning items that were previously received on
purchase orders:

Return PO Entry Header view

Return PO Entry Items view

Return PO Entry Footer view

Vendor Consignment Processing

If you enter a PO document with an Initiating Warehouse that is marked as a
consigned warehouse, the system assumes consigned goods are being ordered.
The goods are received using PO Receipts Entry and updated through the PO
Receipts Register. The system uses the appropriate consignment inventory and
receipts accounts for GL posting. Unlike normal warehouse receipts, consignment
receipts do not require nor allow an AP invoice to be entered against the PO
receipt for the consigned goods. This means that when you enter the AP
Document, you cannot choose the receipt to match against. You must enter a GL
account as the offset expense to AP.

Multiple Buying/Costing UMs

You can assign more than one UM for both buying and costing in the new drop-
down boxes that list all valid buying and costing units of measure. If an item has
only one buying and/or costing UM, the respective drop-down box(es) are display
only and do not allow entry. In the UM view of Item Maintenance, you can set
the default and alternate buying and costing UMs. You cannot change the costing
unit of measure settings where an open PO or SO exists in the system.

Standard Part Numbers

The Standard Part Numbers feature provides the ability to store standard part
numbers for items and use this information for cross-reference and lookups, as
well as vendor price updates. You can enter a standard part number up to 50
characters long and associate it with existing TakeStock item records. These
numbers may be used for cross-referencing in the Sales Order Entry (all modes),
Purchase Order Entry (all modes), and Vendor Price Update programs, as well as
the upcoming application, e-catalog.
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Because the input field for standard part number is larger than input fields for item
number, the system now validates a 50 character maximum length of input, rather
than 20 characters. The search hierarchy will be (a) TakeStock item number, (b)
standard part number, (c) the remaining TakeStock item search hierarchy (e.g.,
item interchange). The standard part number cross-reference is not based upon
the length of the entered part number. The standard part number cross-reference
is always used if the entered part number does not match an existing TakeStock
item number.

If the system finds multiple records that match the entered standard part number,
then a lookup browser displays so that you can select the appropriate item.

If a standard part number is used to select a TakeStock item, then the TakeStock
item number appears in the item number field, which is similar to other standard
cross reference functionality. The entered part number does not display on the
screen.

Purchase Orders for Items That Use Traceable Containers

When you create a return purchase order for an item that uses traceable
containers, you must select a valid container type. You can change the container
type selection prior to PO Receipts processing.

When inventory arrives into a warehouse in a container, the inventory must be
properly linked to the container. You can allocate the inventory to a valid, new, or
certified container. This allocation creates a container record. Within this record,
the system maintains pertinent information about the container/item, such as
amount of inventory stored, PO number, date of receipt, and serial number, if any.
You can also assign the container/item to a bin and/or Lot. If the Unit of measure
for the container type is not a valid unit of measure for the item, you must create
the unit of measure in the item master record.

By linking a container item number with the containerized item, PO Receipts Entry
or PO Receipts by Item processing updates both items (container and contents),
the container table, and container history table. If empty container items are
received, PO receipts processing performs the usual updates to the item, plus the
container table and container history table.

The PO Receipts Register program prints container types, container numbers, and
container serial numbers, if applicable.

Resizing the Screen

You can resize the screen for programs in the Purchase Order Entry suite. To
change the width, point to the left or right window border. When the pointer
changes into a horizontal double-headed arrow, drag the border to the right or
left. To change the height, point to the top or bottom window border. When the
pointer changes into a vertical double-headed arrow drag the border up or down.
To change the height and width at the same time, point to any window corner.
When the pointer changes into a diagonal double-headed arrow drag the border in
any direction.
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Menus

File

Menu
Selection

Delete
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Suggested POs

Import Direct
Shipments

Preferences

Exit

Inquiry

Menu
Selection

Vendor Inquiry
F5

Item Inquiry

Item Interchange
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Function

Deletes the current document. The
system deletes line items and sets the
header to deleted. The document prints
on the register as an audit trail of
document numbers assigned.

Stops the current receipt that is in
process. Once a PO receipt is complete
and saved, it can no longer be stopped.
This option is available only when you are
receiving a purchase order.

Accesses the Import Suggested PO's
dialog box, which is used to import items
from a suggested purchase order into the
current purchase order.

Accesses the Import Direct Shipments
dialog box, which is used to import direct
ship items from a sales order into the
current, direct-ship purchase order.

Accesses the Tab Order and Browse
Columns menu options Select Browse
Columns menu option to access the Move
and Lock Columns dialog box, which is
used to arrange the columns in the
transaction list in the order you want to
view them. Select Tab Order menu option
to access the Tab Order dialog box, which
is used to set the tab order by user for the
entry fields on the screen.

Exits the current program.

Function

Accesses the Vendor Inquiry to display
vendor information.

Accesses the Item Inquiry to display item
information.

Displays a list of interchange number for
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Return PO Entry

Inquiry

Replenishment
Inquiry

Doc Overview
Inquiry

SO Document
Inquiry

PO Document
Inquiry

Find

Menu
Selection

Purchase Order
Lookup

Document
Quicksearch

Vendor
QuickSearch

Item QuickSearch

Find Detail Line

Notes

Menu
Selection

Vendor

Ship From

TakeStock PO

the current item.

Accesses the Replenishment Detail Inquiry
to view replenishment information for the
selected item.

Accesses the Overview dialog box to view
item information for the current
document.

Accesses the SO Document Inquiry to
display current and past sales documents.

Accesses the PO Document Inquiry to
display open, receipt and past purchase
order documents.

Function

Opens the Lookup for purchase orders.

Opens the Document Quicksearch to help
you quickly locate a specific document.

Opens the Vendor QuickSearch to quickly
locate a customer. The QuickSearch helps
you to find a vendor faster than using the
Lookup. However, it does not offer the
power available in the Lookup, such as
using filters and column layouts.

Opens the Item Quicksearch dialog box to
quickly locate an item. The QuickSearch
helps you to find an item faster than using
the Lookup. However, it does not offer
the power available in the Lookup, such as
using filters and column layouts.

Opens a dialog box where you can enter
the number of an item to help you quickly
locate the item’s detail line in the item
list.

Function

Opens the Notes Manager for the current
vendor.

Opens the Notes Manager for the current
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Purchase Orders

Warehouse

Item

Document

Detail Line

Import Vendor

Import Item

Additional

Menu
Selection

Maintain

Date Display

Buying Target

Aggregate Cost

Discounts

Cost Selection

Item Tax Info
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Ship From vendor.

Opens the Notes Manager for the current
warehouse.

Opens the Notes Manager for the current
item.

Opens the Notes Manager for the current
document. If a note exists for a
document, the Notes Manager will
automatically open and display the note
each time the document number is
entered.

Opens the Notes Manager for the current
detail line item.

Opens the Import Vendor Notes dialog
box for the current vendor. Use this
dialog box to import vendor notes to this
item

Opens the Import Item Notes dialog box
for the current item. Use this dialog box
to import component items notes to the
item.

Function

Maintains records for the available fields
on this screen.

When entering receipts, opens the Date
Display dialog box to change document
dates.

Open the Buying Targets dialog box
vendor/product line buying targets.

Open the Aggregate Cost Discount dialog
box to apply aggregate discounts for the
line items.

Open the Cost Selection dialog box to
view or select an alternate cost to use for
the current item.

Open the Line Item Sales Tax dialog box
to view or change the sales tax
information for a line item.
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Return PO Entry

Serial/Lot
Distribution

Stock
Reservations -
Incoming

Custom Fields-
Header

Custom Fields-
Detail

Activity
Menu
Selection

PO Entry
PO Receipts

Non PO Receipts
Entry

Returns PO

Global

Menu
Selection

User Profile

Note Pad

Personal
Favorites

Jump

Help

Menu
Selection

Contents

TakeStock PO

Open the Lot Allocation or the Serial
Number Allocation dialog box to enter the
numbers for the items on the purchase
order document.

Open the Stock Reservations dialog box to
view existing or reserve stock to fill a
sales order or warehouse transfer
backorder.

Open the User Fields dialog box to enter
custom fields for the header information.

Open the User Fields dialog box to enter
custom fields for the detail line item
information.

Function

Change to the PO Entry program.
Change to the PO Receipts program.

Change to the Non PO Receipts Entry
program.

Change to the Returns PO program.

Functions

Accesses your user profile information.

Accesses the Notes dialog box, which is
used to enter notes for the current user.

Allows you to access frequently used
programs.

Accesses the Program Locator dialog box,

which allows you to move to other
TakeStock modules and programs.

Functions

Accesses the online Help table of
contents.
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Search for Help
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Screen Help

About TakeStock

Special Keys
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Access the TakeStock Glossary.

Accesses the Help system index.

Accesses online Help for the current
screen.

Displays release, licensing, and support
information about TakeStock.

Accesses the Special Keys dialog box,
which lists the function keys for the
current screen.
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How to Process Return Purchase Orders
(Overview)

If you need to return items that were received on a previous purchase order to a
vendor, follow these steps.

1. Use Return PO Entry to enter the item and quantity to return to the vendor.

2. Print the return purchase order at the time you save it, or print it using PO
Print.

3. When the items ship from your warehouse back to the vendor, enter the
shipping information and quantity shipped using PO Receipts Entry.

4. Print the register and update the returned item information by running the PO
Receipts Register. If you did not update item quantities during the receipt
entry, the update will remove the item quantity from your inventory quantities.
The update also posts the return of merchandise to General Ledger.

5. When the credit memo arrives from the vendor for the returned items, enter the
vendor's credit memo information using the AP Debit Memo Entry program.
When you run the update in the AP Document Register, the AP debit memo
posts to Accounts Payable to update payables transactions to reflect the credit
from the vendor for the returned items.
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Return PO Entry—Header View

Using this program, you can enter a return of items to a vendor that were
previously received on a purchase order.

Return purchase orders are entered to record the return of items to a vendor. The
Header window allows you to designate the vendor to whom you are returning the
items and where they will be shipped. You also define information that prints on
the return purchase order, such as method of shipping and how to handle freight
charges.

There are three screens for entering a return purchase order; Header, Items, and
Footer. When you complete the header information, choose the ltems button to
move to the line item entry window.

Returns PO H[=]

File Inquiry Find Motes Additional  Activity  Global Help

PO # [Next Enterect [10/25/1998 | Req'c:[10/29/1938  Promised:[None |
\f’endor:l\ﬂﬂﬂ FrDm:ISame To: 00 SODDC#:I

I¥ Same
Fhilips Lighting Campany Aflanta Warehouse
200 South Franklin Sguare Dr. EERE Peachtres Street
F.0. Box 6300 Atlanta, Georgia 30319

Somerset, GA 31036

YWarehouse: IUIJ1 Aflanta Waret  Freight IPrePaid 'l
Buyer Code: Ibob Bob Murphy  Ship Via: IUPS LUFS Ground Se
Department:lﬂm Department 0 FOEI:I

Reference #: I [~ Update Lead Time
Entered By: Ileigh Cantact: IEliII Addams
Heasler | ltems | EoEter

|Enter ship from nurmber. F3-Same.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the System
Icons and Buttons topic in Chapter 2, Getting Started of TakeStock Basics.

ltems Accesses the Items view of PO Entry.
Footer Accesses the Footer view of PO Entry.
PO # Return purchase order numbers are eight characters

long and are the main identifier of the document.
The number may be eight digits long (12345678) if
you are not using branches as part of the return
purchase order number (as set in Branch
Maintenance). If you are using branches in the
number, the code for the branch assigned to the
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Entered

Reqg'd

Promised

Vendor

From

TakeStock PO

warehouse on the return purchase order becomes the
prefix and the remaining eight characters are filled
with digits. For example, if the branch code is ABC,
the purchase order number could be ABC12345,

If you need to change or delete an existing return
purchase order, enter the existing return purchase
order number in this field to open it. If a document
note exists for the document number you enter, the
Notes Manager dialog box opens to display the note.

If you delete a return purchase order, the line items
are deleted and the return quantities are removed.
The return purchase order number is not deleted; it
will print on the next Receipts Register with a note
that it has been deleted as an audit trail of all
purchase order numbers used.

Note: If you enter an existing document number to
open the document, you can press ESC to end
the document as long as you have not made any
changes.

The date on which you are returning the purchase
order items. The default for this field is the current
system date.

The date on which you expect to deliver the items
back to the vendor. The default for this field is ASAP
for as soon as possible. You can enter a specific
request date, press TAB to use ASAP, or you can also
press F9 to enter ASAP for this field.

The date on which you expect to deliver the items
back to the vendor. The default for this field is ASAP
for as soon as possible. You can enter a specific
request date, press TAB to use ASAP, or you can also
press F9 to enter ASAP for this field.

Enter the number of the vendor to whom you are
returning the items. When you enter a valid vendor
number, the vendor’'s name and address are
displayed. From the vendor’s record, the following
defaults display on the screen: Ship From, buyer,
freight code, ship via, FOB, and tax code.

If the vendor’s record is set as Not Valid for PO,
Inactive or On Hold, an appropriate message is
displayed.

The Ship From set up for the vendor displays in this
field as the primary Ship From vendor location where
you are returning the items. You can press Tab to
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accept this default, or enter a different valid Ship
From vendor. Press F9 to enter SAME so the Ship
From vendor is set to the same number as the vendor
field.

If you enter a different Ship From vendor, the buyer,
freight code, ship via, FOB, and tax code defaults
come from the Ship From vendor’s record.

SO Doc# This field is not available when entering a return
purchase order.

Warehouse The code of the warehouse from which you are
returning the items. The warehouse from your user
profile displays as the default.

Freight The code of the freight Add On for this return
purchase order. The freight code from the vendor’s
record or the Ship From record displays as the
default.

Buyer Code The code of the buyer for the items on the return
purchase order. The buyer from the vendor’s record
or the Ship From record displays as the default.

Ship Via The code of the ship via to use for this return
purchase order. The ship via code from the vendor’s
record or the Ship From record displays as the
default.

Department The department from your user profile displays as the
default for posting to General Ledger by profit/cost
centers. You can use this department, or enter a
different department code for this purchase order.

FOB The code of the Freight On Board for this return
purchase order. The FOB code from the vendor’s
record or the Ship From record displays as the
default.

Reference # This is an optional 15-character field for entering a
reference number to print on the return purchase
order. You enter a number or memo for this field or
leave it blank.

Update Lead Time This field is not used for a return purchase order and
defaults to No. You can select this option to change
the status to Yes, however, lead-time is not updated.

Entered By The user code from your user profile displays in this
field as the default to identify the person who actually
entered the return purchase order. You can use the
default or enter a different user code. The user code
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Return PO Entry—Header View

Contact

Menus:
File

Find
Additional
Global

See Also:

you enter here will print on the return purchase
order.

The name of your contact at the vendor’s location.
The contact from the vendor’s phonebook record or
the Ship From phonebook record displays as the
default.

Inquiry
Notes
Activity

Help

Return PO Entry Items view

Return PO Entry Footer view

How to enter a return purchase order

TakeStock PO
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Return PO Entry—Items

Using the Items view of Return PO Entry, you can enter, change or delete the line
items on a return purchase order.

The PO number, vendor number and name, and the warehouse for this return
purchase order display at the top of the screen. Enter the number of the item to
return at the buying unit of measure, and then enter the cost at the costing unit of
measure. The buying and costing units of measure for the item cannot be changed
during PO Entry.

The Detail button is available to open the Line Item Detail dialog box to enter a
different item description, change the requested and promised dates, change the
GL Table for posting to General Ledger. For any line item, the Additional icon
displays many options to enter or view alternate costs, item tax information and
other features. Be sure to check the options available on this menu.

When entering the Units to purchase, you can choose F9 to use the UM Calculator.
At the Cost entry, you can choose F9 to open the Cost Selection dialog box. When
an item entry is complete, choose the Save button to save the line item detail in
the item list. The return quantity is not removed from the available item quantity
until you run the update in PO Receipts Register.

When all detail line items are complete, choose End Add (or End Edit or End Insert).
The buttons for the item list are then available to maintain the detail lines. When
all detail lines are complete, choose the Footer button to move to the Footer
screen.

Returns PO I[=] B3
File Inquiry Find Motes Additional Activity Global Help
FO# atl01187 Whse: 001 ‘“endor %100 Fhilips Lighting Compar,
Item:l =l SanE |
Sl Al
Units 1Lk Cost UM _
[ 0.0000 | | 0.00 | Detail..
El Ext 0.00
Iten I Ordered IU'HI Cost IU'HI Extension I Item. 2

Insert |
Elit |
b= == |

‘ of

Totals: Units: 0.00 Wt 0.0 LB Extension: n.oo

Header [terms Footer | arget.. |

P\dd a new line item.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
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System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Header Accesses the Header view of Return PO Entry.

Footer Accesses the Footer view of Return PO Entry.

Save Saves the current line item for this return purchase order.
End Completes the add function. This action does not save your
Add additions. You must click the Save button first, then End

Add to save changes. The label of this button changes to
End Edit when you select to edit the information for a line
item.

Detail Accesses the Line Item Detail dialog box to change or enter
line item descriptions, change the requested and promised
dates, change the GL Table for posting to General Ledger,
and change the status for Update Lead Time, Taxable, and

For Resale.
Add Adds another item to the document.
Insert Inserts a new item on the document directly above the

currently selected item in the item list.

Edit Edits the currently selected line item so you can make
changes to the unit quantity or cost.

Delete Deletes the currently selected line item from the document.

Target Accesses the Buying Targets dialog box, which is used to
display buying targets for the vendor/product line.

Item Enter the number of the item for the return purchase
document. If you enter an interchange item number, it will
be replaced by the TakeStock item number. If there is
more than one TakeStock item number set up for the
interchange number, then the Interchange Selection dialog
box opens so you can select the item number to use.

You can enter an inactive item for a return purchase order
but not for a purchase order.

If the item you enter has been superseded, a dialog box
opens to let you know that the item is inactive and cannot
be purchased.

When you enter an item number, the buying UM, default
cost for the vendor, and costing UM display in the line
entry. The warehouse information, replenishment controls,
and vendor information for the item, warehouse and vendor
displays at the bottom of the screen as a reference. You
can use the Lookup or Item Quicksearch (from the Find
menu) to help locate an item number.
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You can enter a standard part number up to 50 characters
long and associate it with existing TakeStock item records.
If a standard part number is used to select a TakeStock
item, then the TakeStock item number appears in the item
number field, which is similar to other standard cross
reference functionality. The entered part number does not
display on the screen. Because the input field for standard
part number is larger than input fields for item number, the
system now validates a 50 character maximum length of
input, rather than 20 characters.

Note: If you enter an inactive item on a sales order and the
item creates a backorder, you can enter a stock
reservation to add the inactive item to a suggested
purchase order or purchase order. This is the only way
the system allows an inactive item to be added to a
purchase order.

Units The quantity of the item to return per buying unit of
measure. Do not enter a negative sign as the system will
reverse the quantity for you. If you do enter a negative
sign, the system will reverse the quantity to a positive
amount.

If the item has multiple buying units of measure, the F9 key
is available to open the UM Calculator to calculate the
quantity at different units of measure.

UM [Unit of Measure] The quantities of the item are shown in
buying units of measure. This field is a display only field to
show you the unit of measure at which you are purchasing
the item.

Cost The default cost at the costing unit of measure for the
vendor, warehouse and item displays in this field. You can
use this cost, enter a different cost, or press F9 to open the
Cost Selection dialog box to choose a valid cost

UM The costing unit of measure for the item. The costing unit
of measure for the item displays in this field. This field is a
display only field to show you the unit of measure at which
you are costing the item.

Ext The extended cost of the line item displays in this display
only field. The extended cost is calculated as the return
quantity times the cost less any aggregate line discounts
after they have been applied.

You can scroll the item list to the left and right to view
additional information, such as aggregate discounts, for the
line items.
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Menus
File

Find
Additional
Global

See Also

Return PO Entry Header view

Return PO Entry Footer view

Inquiry
Notes
Activity

Help

How to enter a return purchase order
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Return PO Entry—Footer

Using the Footer view of Return PO Entry, you can review or enter any Add On
charges or document taxes for the return purchase order. The total of all
information on the document is also available for viewing on the Footer window.
Refer to the Add Ons Processing Details topic on page 22 for details.

The return purchase order number and vendor number and name display at the
top of the screen. By default, the Add Ons for return purchase orders display as
negative figures, but can be changed, overridden or removed. The More button
opens the Add On Selections dialog box for making changes to the Add Ons for the
return purchase order. The Update button is not available on return purchase
orders.

When all Footer information is complete, choose the Done button to end the return
purchase order. A dialog box opens that lets you choose to print the return
purchase order, change printer settings, cancel and return to the Footer screen or
exit.

Returnz PO 9=l &3
File Inquiry Find Motes Additional Activity Global Help

FO# atl01187 Whse: 001 ‘“endor %100 Philips Lighting Compe

Bl DI Amount  Percent Resale Purchases: 140,03
Mon Resale Purch's: 0.00

Sub Total: 140.03-
nfactored Add Ons: 0.00
Factored Add Ons: 0.00
T2 o oo

dare... | -

Tatal: 140. 03—

Termns Code;lm 1%10, net 30
[~ Acknowledgement Only

™ Confirmation Requested Undlate |
Header ltems EmmEter | Dione |

|Choose to edit document tax information.

Form Contents

Fields, Buttons, Checkboxes, & Icons

Lookup icon, which runs the Lookup for the current
field. For example, if the current field is the
Warehouse entry, this icon displays the Warehouse
Lookup. If the current field is Unit of Measure, this
icon displays the Unit of Measure Lookup.

More Accesses the Add On Selections dialog box for
changing the Add Ons that are used for the current
purchase document.
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Tax

Update

Done

Header
Items

Terms Code

Acknowledge
-ment Only

Confirmation
Requested

Menus
File

Find
Additional
Global

See Also

By default there are no Add Ons for return purchase
orders. However, the More button is available if you
want to use any of the Add Ons on the current return
purchase order.

Accesses the Document Sales Tax dialog box, which is
used to modify the tax code and tax class assigned to
the purchase document.

on a receipt to update all received line items. This
button is available on for purchase order receipt
programs.

Saves the purchase order information and accesses
the Print Purchase Order dialog box, which is used to
print or reprint the purchase order at the time it is
created or changed. this button when the purchase
document is complete to end entry and save the
document.

Accesses the Header view of the PO Entry program.
Accesses the Items view of the PO Entry program.

The terms code assigned to the vendor displays in
this field to define the terms for the document. You
can use this terms code or enter a different valid
terms code.

Indicates you want to print the words
'Acknowledgment Only' on the purchase order
document.

Indicates you want to print the words '‘Confirmation
Requested' on the purchase order document.

Inquiry
Notes
Activity

Help

Return PO Entry Header view

Return PO Entry Items view

How to enter a return purchase order
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Print Return PO Dialog Box

The system displays the Print Return PO dialog box when you select the Done
button on the Footer view of the Return PO Entry screen. Using this dialog box,
you can print a return purchase order at the time it is saved, or to reprint a return
purchase order at the time changes are saved. You can print the default memo or
enter a different memo to print on the return purchase order. You can also choose
the Printer button to change printer options before printing. If you want to wait
and print the return purchase orders in larger groups or if you need to reprint
return purchase orders, you can use the PO Print program.

Print Return PO E3 |

Memu:l

™ Print Beturn PO
[ Sendwia EDI

(0] I Cancel Erinter... Help

Form Contents

Fields, Buttons, Checkboxes, & Icons

OK Prints or reprints the purchase order.

Cancel  Cancels the purchase order print and returns you to the Footer view of
the PO Entry screen.

Printer  Accesses the Print Setup dialog box, which is used to select settings for
printing and updating.

Help Accesses online Help for this screen.

Print/ Indicates that you want to print the return purchase order now. If not
Reprint  selected, the return purchase order is saved and you return to the
Return  Header without printing.

PO

Send/ If your system is setup for EDI processing and you are printing return
Re;en POs that contain vendors that are setup for EDI processing, the Send
d Via Via EDI checkbox is visible and selected as the default. Select the
EDI Resend via EDI checkbox if you want to resend this return PO via EDI.

Note that this checkbox is visible only if your system is setup for EDI
processing and enabled only when you select the Reprint radio button
for return POs that contain vendors that are setup for EDI processing.

Memo The default memo for a return purchase order, which is set up in PO
Control Maintenance—Forms view, displays in this field as the memo to
print on the return purchase order. You can use this memo, or enter
up to 30 characters for a different memo to print on this return
purchase order.
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How to enter a return purchase order

To enter header information for a return purchase order

1. Access the Return PO Entry program. The complete path is Purchase
Orders=>Purchase Orders=>» Return PO Entry. The system displays the Header
view of the Return PO Entry screen.

Returns PO H[=]

File Inquiry Find Motes Additional  Activity  Global Help

PO # [Next Enterec[10729/1938 | Reqrd:[10/23/1558 Promised: [None
\f’endor:l\ﬂﬂﬂ FrDm:ISame To:om SODDC#:I

I¥ Same
Fhilips Lighting Campany Aflanta Warehouse
200 South Franklin Sguare Dr. EERE Peachtres Street
F.0. Box 6300 Atlanta, Georgia 30319

Somerset, GA 31036

YWarehouse: IUIJ1 Aflanta Waret  Freight IPrePaid 'l
Buyer Code: [bob Bob Murphy  Ship Via: IUPS LUFS Ground Se
Department:lﬂm Department 0 FOEI:I

Reference #: I [~ Update Lead Time
Entered By: Ileigh Cantact: IEliII Addams
Heasler | ltems | EoEter |

|Enter ship from nurmber. F3-Same.

2. Enter the PO # to a new return purchase order. If you need to change or delete
an existing return purchase order, enter the existing return purchase order
number in this field to open it.

‘& TIP: Purchase orders and return purchase orders use the same document
numbers. You can press Tab when NEXT displays in this field to assign the next
available purchase order number. Pressing F9 will also assign the next available
number.

Return purchase order numbers are eight digits long (12345678) if you are not
using branches as part of the purchase order number (as set in Branch
Maintenance). If you are using branches in the purchase order number, the
code for the branch assigned to the warehouse on the purchase order becomes
the prefix and the remaining characters are filled with digits . For example, if
the branch code is ABC, the purchase order number could be ABC12345.

If you delete a return purchase order, the line items are deleted and the return
quantities are removed. The return purchase order number is not deleted; it will
print on the next Receipts Register with a note that it has been deleted as an
audit trail of all purchase order numbers used.
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3. Complete the information for the rest of the fields and checkboxes on the
screen. Use the table below to guide you in your entries.

Entered The date on which you are returning the purchase order
items. The default for this field is the current system date.

Reqg'd The date on which you expect to deliver the items back to the
vendor. The default for this field is ASAP for as soon as
possible. You can enter a specific request date, press TAB to
use ASAP, or you can also press F9 to enter ASAP for this

field.
Promis The date on which you expect to deliver the items back to the
ed vendor. The default for this field is ASAP for as soon as

possible. You can enter a specific request date, press TAB to
use ASAP, or you can also press F9 to enter ASAP for this
field.

Vendor Enter the number of the vendor to whom you are returning
the items. When you enter a valid vendor number, the
vendor’s name and address are displayed. From the vendor’s
record, the following defaults display on the screen: Ship
From, buyer, freight code, ship via, FOB, and tax code.

If the vendor’s record is set as Not Valid for PO, Inactive or
On Hold, an appropriate message is displayed.

From The Ship From set up for the vendor displays in this field as
the primary Ship From vendor location where you are
returning the items. You can press Tab to accept this default,
or enter a different valid Ship From vendor. Press F9 to enter
SAME so the Ship From vendor is set to the same number as
the vendor field.

If you enter a different Ship From vendor, the buyer, freight
code, ship via, FOB, and tax code defaults come from the
Ship From vendor’s record.

SO This field is not available when entering a return purchase

Doc# order.

Wareho The code of the warehouse from which you are returning the

use items. The warehouse from your user profile displays as the
default.

Freight The code of the freight Add On for this return purchase order.

The freight code from the vendor’s record or the Ship From
record displays as the default.

Buyer The code of the buyer for the items on the return purchase
Code order. The buyer from the vendor’s record or the Ship From
record displays as the default.

Ship The code of the ship via to use for this return purchase order.
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How to enter a return purchase order

Via

Depart

ment

FOB

Referen
ce #

Update
Lead
Time

Entered
By

Contact

4. When all information for the Header is complete, choose the Items button to

The ship via code from the vendor’s record or the Ship From
record displays as the default.

The department from your user profile displays as the default
for posting to General Ledger by profit/cost centers. You can
use this department, or enter a different department code for
this purchase order.

The code of the Freight On Board for this return purchase
order. The FOB code from the vendor’s record or the Ship
From record displays as the default.

This is an optional 15-character field for entering a reference
number to print on the return purchase order. You enter a
number or memo for this field or leave it blank.

This field is not used for a return purchase order and defaults
to No. You can select this option to change the status to Yes,
however, lead-time is not updated.

The user code from your user profile displays in this field as
the default to identify the person who actually entered the
return purchase order. You can use the default or enter a
different user code.

The name of your contact at the vendor’s location. The
contact from the vendor’s record or the Ship From record
displays as the default.

move to the line item detail entries.

To enter, change or delete the line items on a return purchase order

TakeStock PO
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5. The purchase order number, warehouse and vendor display at the top of the
screen. In the Item field, enter the number of the item to return.

Returns PO I[=] B3
File Inquiry Find Motes Additional Activity Global Help
FC#: atl01187 Whse: 001  “endor: %100 Fhilips Lighting Company
Item:l =] Sine |
Sl Al
Units 1Lk Cost UM _
[ 0.0000 | | 0.00 | Detail..
El Ext 0.00
Iten I Ordered IU'HI Cost IU'HI Extension I Item. 2 _ddl

Insert |
Elit |
b= == |

‘ of

Totals: Units: 0.00 Wt 0.0 LB Extension: n.oo

Header | [terms | Footer | arget.. |

P\dd a new line item.

.& TIP: If you enter an interchange item number, it will be replaced by the
TakeStock item number. If there is more than one TakeStock item number set
up for the interchange number, then the Interchange Selection dialog box opens
SO you can select the item number to use.

6. In the Units field, enter the quantity of the item to return per buying unit of
measure (UM). Do not enter a negative sign as the system will reverse the
quantity for you. If you do enter a negative sign, the system will reverse the
quantity to a positive amount.

7. The default cost at the costing unit of measure for the vendor, warehouse and
item displays in the Cost field. You can use this cost, enter a different cost, or
press F9 to open the Cost Selection dialog box to choose a valid cost.

8. The extended cost of the line item displays in Extension, which is a display only
field. The extended cost is calculated as the return quantity times the cost less
any aggregate line discounts. Choose Detail to view the line item detail for the
current item.

9. When the item amounts are correct, choose Save to save this item in the item
list. You can continue to add or change items to return. The item list displays
with the items entered on this return purchase order.

.& TIP: If you are returning containerized items, then the system displays the
Container Allocation program that allows you to receive, commit, and ship
items that are stored in traceable containers. During receipt entry for
container items that are set up as multibin, the system runs the bin
allocation routine first, and the quantities allocated to the bins must balance
with the containers allocated to those bins. For outgoing transactions, the
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10.

11.

12.

13.

14.

15.

16.

system does not run the bin allocation; the bin allocation is handled through
the container allocation process. For containerized items that are in lots, the
system displays the lot allocation dialog box first, then the Container
Allocation dialog box. The system forces container allocation to balance with
the lot allocation.

When all detail line items are complete, choose End Add (or End Ins or End Edit).
The buttons for the item list are available to maintain the detail lines. The item
list buttons let you select to add, insert, edit or delete a detail line.

When all detail line items are complete, choose the Footer button to complete
the return purchase order.

Returns PO !BB
File  Inquiry Find Mates Additional Activity Global Help

FC#: atl01187 Whee: 001 “endor: %100 Fhilips Lighting Comps

Add Ons Amount  Percent Besale Purchases: 140. 03—
Man Resale Purch's: 0.00

Sub Total: 140.03-
nfactored Add Ons: 0.00
Factored Add Ons: o.oo
. 0.00

Mare... | -
Total: 140.03-
Terms CDde:IEﬂ 1%10, net 30

[T Acknowledgement Only

™ Confirmation Requested Uplate |

Header | ltems | Eoater | Diohe |

|ChDDse to edit document tax infarmation.

To enter or change any Add On charges or document taxes for the return
purchase order

The return purchase order number and vendor number and name display at the
top of the screen. By default, the Add Ons for return purchase orders display as
negative figures, but can be changed, overridden or removed.

Select the More button to change the Add Ons for the return purchase order.

In the Terms Code field, the terms code assigned to the vendor displays to
define the terms for the document. You can use this terms code or enter a
different valid terms code.

Select the Acknowledgment Only checkbox if you want to print the words
Acknowledgment Only on the return purchase order document.

Select the Confirmation Requested checkbox if you want to print the words
Confirmation Requested on the return purchase order document.
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17. Select the Taxes button to open a dialog box for changing the Tax Code, Tax
Class and taxable status of the items on the return purchase order.

18. When all Add On amounts are complete, choose the Done button to end the
return purchase order.

19. The Print Return Purchase Order dialog box displays. Check the Print/Reprint
Return Purchase Order checkbox to print or reprint the purchase order now.
Check the Send/Resend Via EDI checkbox to send the purchase order now via
EDI. Choose OK to save current settings and exit, Cancel to exit the dialog box
without saving settings, or Printer to change the print options.

20. The return purchase order is saved and the item quantities are committed. You
return to the Header screen to enter another purchase order or exit.

21.When all purchase orders are complete and saved, choose File 2 Exit.
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PO Print

Using the PO Print program, you can print or reprint 1 or more purchase orders
and return purchase orders. If you did not print your PO when you created it, use
this program to print it now.

Note that this program prints only those purchase orders that were approved via
the Print Purchase Order Dialog Box available from PO Entry or the Return Print
Purchase Order Dialog Box available from Return PO Entry.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports and registers in the system. From this
dialog box, you can select any of the available templates to run the report. For
more information on the Template-Saved Settings dialog box, see the TakeStock
Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the PO Print: Untitled dialog box.

Sort By
Limit By
Warehouse - All Select...
Document - All —
Uendor - A1l Eiter...
Buyer Code - All Praofile
Mo Limit
Options OK |
Documents Cancel |
& Print o
rint
 Raprint _—l
Setup.. |
[ e vis ED
[ Frint Initial Alignmment Help |

Form Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information
prints. You can select to print these documents in
order by any of the available options. The available
Sort By options are Warehouse, Document, Vendor,
Vendor Name, and Vendor Alternate.

Limit By Limits the information that prints by selecting
specific identifying characteristics or a range of
identifying characteristics. Available choices are:
Warehouse, Document, Vendor, and Buyer Code.
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Options

Select

Filter

Profile

No Limit

OK

Cancel
Print

Setup

Help

See Also

Determines what information to print on the
purchase order. Available choices for Documents
are: Print, and Reprint.

If your system is setup for EDI processing and you
are printing return POs that contain vendors that
are setup for EDI processing, the Send/Resend Via
EDI checkbox is visible and selected as the default.
Select the Resend via EDI checkbox if you want to
resend this return PO via EDI. Note that this
checkbox is visible only if your system is setup for
EDI processing and enabled only when you select
the Reprint radio button for return POs that contain
vendors that are setup for EDI processing.

Select Print Initial Alignment if you want the system
to print an initial alignment to check the positioning
of the forms in the printer.

Displays the Selection dialog box, which is used to
set a range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is
used select filter parameters for the highlighted
Limit By option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected
option.

Saves the new or modified template and exits the
screen.

Exits the screen without saving any changes.
Prints the purchase order documents.

Accesses the Print Setup dialog box, which is used
to select settings for printing and updating.

Accesses online Help for this screen.

How to print or reprint purchase orders

84
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How to print or reprint purchase orders

1. Access the Print PO program in the Purchase Orders submodule of Purchase
Orders. The complete path is Purchase Orders = Purchase Orders=» Print PO.
The system displays the Template-Saved Settings dialog box of the Print PO.

PO Print

Template-Saved Seftings |Destinatinn |Sys| =

. Cap.
Default Template Setup Options

I Print Only ﬁl
e tiEs et | Help |

2. Select the New, Edit, or Copy button to access the PO Print: Untitled dialog box.

Sort By |§
Limit By
Warehouse - All Select..
Document - All —
Vendor - All Filter...
Buyer Code - All Profile
Mo Limit
Options oK |
Documents Cancel |
& Prirt =
tint |
 Raprint —
Setup.. |
Iv| Eend s ED
[ Frint Initial Alignment Help |

3. Select settings for Sort By and Limit By
4. In the Options box, select the information for printing the purchase orders.

Refer to the Form Contents section of the PO Print program for definitions to
guide you in selecting Document options.

‘&' TIP: Available choices for Documents are: Print, and Reprint.
5. If your system is setup for EDI processing and you are printing return POs that

contain vendors that are setup for EDI processing, the Send/Resend Via EDI
checkbox is visible and selected as the default. Select the Resend via EDI

TakeStock PO 85



How to print or reprint purchase orders Purchase Orders

checkbox if you want to resend this return PO via EDI. Note that this checkbox
is visible only if your system is setup for EDI processing and enabled only when
you select the Reprint radio button for return POs that contain vendors that are
setup for EDI processing.

Select Print Initial Alignment if you want the system to print an initial alignment
to check the positioning of the forms in the printer.

The information for printing pick tickets is complete. You can:
e Choose OK to save the current settings as a template.
e Choose Setup if you need to change print settings dialog box.

e Choose Print to print pick tickets without saving your current settings.
When you return to this dialog box, you can then choose OK to save the
new or modified settings, or choose Cancel to exit without saving them.
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PO Import Shipments

The Import Shipments submodule provides the ability to conduct business with
foreign vendors, handle POs and invoices in multiple currencies, track shipments,
and handle landed cost amounts.

Shipment Entry Use Shipment Entry to track shipments of PO
line items on an open purchase order and enter
the PO line items that the vendor has confirmed
shipping by container. You can also import PO
line items from an existing open purchase order
or choose to import a purchase order in its
entirety or select to import only selected items
on a purchase order.

Shipment Inquiry Using this inquiry program, you can view open
and past shipment records by shipment and
container number.

Shipment Receipt Use Shipment Receipt Entry to receive the
Entry goods that you entered on the Shipment Entry
program.

Shipment Receipts Using the Shipment Receipts Report/Update,
Report/Update you can print and update shipment receipts from
the Shipment Receipts Entry program.

Chapter Contents

PO Import Shipments 87
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Shipment Entry

Using this program you can track shipments of PO line items on an open purchase
order and enter the PO line items that the vendor has confirmed shipping by
container. You can also import PO line items from an existing open purchase
order or choose to import a purchase order in its entirety or select to import only
selected items on a purchase order. These items must be must be on an open
purchase order. The totality of the shipment may cross over several purchase
orders (and vendors).

You can enter all information for a document on one screen. The program uses
tab folders to change the screen display for the different information to be
entered. The tab folders include Header information, Item information, and Footer
information.

You can enter the quantity of the purchase order item that is “in-transit, and this
program assigns items a status of “in-transit goods, which will remain with the
item until the item has been posted as received through the Shipment Receipt
Report and Update program. You can also adjust cost components through
Shipment Entry.

Shipment Entry M =] &3
File Inquines Find MNotes Additional Activity Global Help
Shipment# [99995957 @ Container #:[1521321
YWarehouse: IAtI
Header Iltems | Footerl
Estimated Actual
BoL# || Departure:
Ship Via: Aurrival:
Carrier: Clear:
Entered By: In*Whse:
1N
Done | = | Beadyfar Pegister
|Enterthe import shipment bill of lading number. G

Direct Ship Purchase Orders in Shipment Import Processing
You can use Import Shipment processing with Direct Ship Purchase Orders.
TakeStock allows you to add Direct Ship Purchase Orders to Import Shipment
records.

Benefits

¢ Extend import shipment tracking to include direct ship orders.
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¢ Calculate landed cost for direct ship import items.
Limitations/Exclusions

Importing is available to both direct ship POs and mixed direct and warehouse
shipment containers. Customers must understand that only common shared costs
should be entered in Shipment Entry, while shipping costs for a particular PO
should be entered as factored add-ons for that PO.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Done Saves the entered header and detail information for
the shipment document. You can select this button at
any time while entering information to save your

document.
Shipment # The shipment document number.
Container # The container number to be tracked for this shipment.
Warehouse The warehouse for the shipment.

Header Tab Information

BOL # The bill of lading number for this shipment.

Ship Via The ship via code for the shipment.

Carrier The name of the carrier for the shipment.

Entered By The code for the person entering the shipment.
Estimated The estimated date of departure for the import
Departure shipment.

Estimated The estimated date of arrival for the import shipment.
Arrival

Estimated The estimated date for the import shipment to clear
Clear Customs.

Estimated The estimated date of delivery for the import shipment
In Whse to the warehouse.

Actual The actual date of departure for the import shipment.
Departure

Actual The actual date of arrival for the import shipment.
Arrival

Actual The actual date for the import shipment to clear
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Clear Customs.
Actual In The actual date of delivery for the import shipment to
Whse the warehouse.

Items Tab Information

Select Accesses the Container line selection dialog box, which
is used to select container lines for the shipment.

Delete Deletes the highlighted line from this shipment entry.

Cost Sheet Accesses the Cost Sheet dialog box, which displays
costing information by component for the selected
item.

In the browser, the system displays the line items you selected on the
Container line selection dialog box. You can modify information in the
following fields in the browser. To modify information, highlight the line
in the browser.

In Transit The in-transit shipment quantity for the item.
Received The received shipment quantity for the item.
Canceled The cancelled quantity for the item.

Footer Tab Information

On the Footer tab, you can enter duty charges or shipping costs for this
shipment.

Shipment In the Shipment Costs browser, you can modify

Costs existing shipments costs or select the Add button to
add another shipment cost line to this shipment. To
delete a shipment cost line, highlight the line in the
browser and select the Delete button.

The system displays the default shipment cost codes
that associated with the Ship Via and warehouse codes
you entered on the header tab. As many shipment
costs as needed may be entered. All shipment costs
are factored. The system displays the default amounts
and distribution bases from the Cost Component
Default Maintenance (by ship via). If no default
amounts and distribution bases are entered in that
program, the system displays the values from the Cost
Component Maintenance for the default distribution
basis (there will be no default amount).

You can add or modify information in the following fields in the
browser. To modify information, highlight the line in the browser.

Amount The import shipment cost component amount.
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Distribution

Duty

TakeStock PO

The distribution method for the import shipment.
Available distribution methods include: Unit, Weight,
Cost, and Cubes).

In the Duty browser, the tariff numbers and default
amounts display. In the Amount field, you can
override the amount for the tariff #, but may not
change the tariff #s. The tariff amount is initially
defaulted per the distribution bases and amounts.
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How to enter and track shipments of PO line
items

1. Access the PO Shipment Entry program. The complete path is Purchase
Orders=>Import Shipments=>Shipment Entry. The system displays the PO
Shipment Entry screen

Shipment Entry [_ (O] x|
File Inquiiez Find Mates Additional  Activity Global Help
Shipment #: 199535 @ CDntainer#:|1321321
Warehouse:lAtI
Header | Itemsz | Footerl
Estimated Actual
BOL #: | Departure:
Ship Via: Arrival:
Carrier: Clear:
Entered By: Inhse:
8l
Dane | I=| Beady furEegister
|Entertheimp0r‘( shipment bill of lading number. S

2. Enter or modify information in the following fields as necessary:

Shipment The shipment document number. If

# multiple containers exist for a shipment, a
dialog box displays to allow selection of the
container to process.

Container The container number to be tracked for
# this shipment.
Warehouse The warehouse for the shipment.

3. On the Header tab, enter or modify information in the following fields:

BOL # The bill of lading number for this shipment.

Ship Via The ship via code for the shipment.
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items
Carrier The name of the carrier for the shipment.
Entered By The code for the person entering the shipment.
Estimated The estimated date of departure for the import
Departure shipment.
Estimated The estimated date of arrival for the import
Arrival shipment.
Estimated The estimated date for the import shipment to
Clear clear Customs.
Estimated The estimated date of delivery for the import
In Whse shipment to the warehouse.
Actual The actual date of departure for the import
Departure shipment.
Actual The actual date of arrival for the import shipment.
Arrival
Actual The actual date for the import shipment to clear
Clear Customs.
Actual In The actual date of delivery for the import shipment
Whse to the warehouse.

4.

To import PO line items from existing open POs, select the Items tab and the
automatically system displays the Container line selection dialog box:

Shipment#: 999993983 Container: 1321321 Whse: Al
rox[ |4
\fendur:li
Item:l
sell Po# | wendor | ltern | Ordered|in Transi [Tot | T, [und] Pres
< =
[ ok | concel Select Select Al

TakeStock PO
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5. Enter information in any of the following fields. You can select items for
importing by PO number, vendor code, or item code

PO # The purchase order from which you want to
import line items.

Vendor The vendor from which you want to import line
items.

Item The item code from which you want to import
line items.

6. In the browser in the lower portion of the dialog box, the system displays line
items for importing. You can highlight a line item and click the Select button to
include the item on the Lines tab for this shipment. To include all displayed line
items for importing, click the Select All button. To select nothing, click the
Cancel button.

Note: To display only the selected lines, clear the information in the PO #,
Warehouse and Vendor fields at the top of the screen.

7. After you select line items for importing using the Container line selection dialog
box, the system displays them in the browser of the Shipment Entry Lines tab.

Shipment Entry M= &3
File Inguires Find Motes Additional  Activite Global Help
Shipment #: [39797555 @ Container #:[1921521

YWarehouse: IAtI

Header Items IFooterI

Description:
PO # endar ltermn Qrdered | In TransitfUmf] |7

Delete |
00007077 Cannondale TC 0 2-EA
m Cost Sheet |

o o

Units: 0.00 Wgt: 0.00 Cubes: 0.00 Ext: 0.o0

Dane | = Beadyfar Pegister

|Chooseto select purchase arder number. %

8. You can modify information in the following fields in the browser. To modify
information, highlight the line in the browser.

In Transit The in-transit shipment quantity for the item.
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Received The received shipment quantity for the item.

Canceled The cancelled quantity for the item.

9. You can select the Select button to re-display the Container line selection dialog
box and select more line items to import or to deselect existing line items. You
can also double click a line item in the browser to change its selection status
from No to Yes or vice versa.

To delete a line item from this shipment entry document, highlight the line item
in the browser and select the Delete button.

Select the Cost Sheet button to access the Cost Sheet dialog box, which displays
costing information by component for the selected item.

Note: As line items are added or deleted, the shipment costs and duty are
recalculated based on the default amounts and distribution basis in the cost
component default records.

10. When you are through adding and removing line items for this import shipment
entry document, select the Footer tab.

Shipment Entry [_ (O] x|
File Inquiiez Find Mates Additional  Activity Global Help
Shipment #: 199535 @ CDntainer#:|1321321

YWarehouse: IAtI

Headerl ltemz ~ Footer |

Shipment Costs Dty
Compaonents Amount|Distribution = Tariff # | Amuuntl =
cost? 0.00 Cost B
N i 5
— Tatal Purchases: 0.oo
u Total Duty: 0.00
] . Shipment Costs: 0.on
m 0] _—
Total: 0.on
Dane | I=| Beady furEegister
|ChDDse to add & shipment cost. S

11.0On the Footer tab, you can enter duty charges or shipping costs for this
shipment. Enter or modify information in the following fields as necessary:

Shipment In the Shipment Costs browser, you can modify existing

Costs shipments costs or select the Add button to add another
shipment cost line to this shipment. To delete a
shipment cost line, highlight the line in the browser and
select the Delete button.
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The system displays the default shipment cost codes
that associated with the Ship Via code you entered on
the header tab. As many shipment costs as needed may
be entered. All shipment costs are factored. The
system displays the total of the default amounts and
distribution bases from the Cost Component Default
Maintenance (by ship via). If no default amounts and
distribution bases are entered in that program, the
system displays the values from the Cost Component
Maintenance for the default distribution basis (there will
be no default amount).

You can add or modify information in the following fields in the browser.
To modify information, highlight the line in the browser.

Amount The import shipment cost component amount.
Note: If a cost component is changed, the system
recalculates the shipment costs for each line item based
on the percentage of the line to the original total. If you
add line items, after a component amount has been
changed, the system recalculates all line items’
shipment costs by the percentage of each line item to
the total of each distribution basis.

Distribution The distribution method for the import shipment.
Available distribution methods include: Unit, Weight,
Cost, and Cubes).

Duty In the Duty browser, the tariff numbers and default
amounts display. In the Amount field, you can override
the amount for the tariff #, but may not change the
tariff #s. The tariff amount is initially defaulted per the
distribution bases and amounts.

Note: If a cost component is changed, the system
recalculates the duty for each line item based on the
percentage of the line to the original total. If you add
line items, after a component amount has been
changed, the system recalculates all line items' duty
costs by the percentage of each line item to the total of
each distribution basis.

12. When you are finished entering information for this shipment entry document
for importing, select the Done button. Note: You can select this button at any
time while entering information to save your document.
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Shipment Inquiry

Using this program, you can view open and past shipment records by shipment
and container number.

Shipment Inquiry !EE
File Global Help

Shipment# [010495-001 @ Open CPast M| 4| | M|

Container#:|112233 Warahouse: Atl Aflanta - Regional C
| Items | Footerl
Estimated Actual
BOL+# 123123123123 Deparure: 01/01/1939 01/0241939
Ship Yia: UPS Artival: 01/03/1939 01/0441939
Carrier: Boat Clear: 01/05/1999 01/06/1939
Entered By: jon In'whse: 01/07/1939 01/08/1939
=l
Close | Help |

In the upper portion of the screen, you can enter the shipment and container
numbers and select whether to view open or past shipment records. In the lower
portion of the screen, the system displays information in three tab folders.

e Shipment, which displays shipment record header information such as BOL#,
ship via, carrier and estimated and actual dates of departure, arrival,
Customs clearance and arrival in the destination warehouse.

e Items, which displays information about the container lines in the shipment,
such as the PO#, vendor, item number and description, and ordered,
received, in-transit and cancelled quantities.

e Costs, which displays summary information about duty charges or shipping
costs for this shipment.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to
the System Icons and Buttons topic in Chapter 2, Getting
Started of TakeStock Basics.

Shipment The shipment record number for the inquiry.

Container The container record number for the inquiry.
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Open

Past
Tabs Contents
Topic Tab

Shipment

Items

Cost

98

Indicates you want to display open
documents.

Indicates you want to display past documents.

Topic Information

This tab displays shipment record header
information such as BOL#, ship via, carrier
and estimated and actual dates of departure,
arrival, Customs clearance, and arrival in the
destination warehouse.

This tab displays information about the
container lines in the shipment, such as the
PO#, vendor, item number and descriptions 1
and 2, and ordered, received, in-transit and
cancelled quantities, units of measure, cost
and extension information, tariff number,
duty, shipment costs, landed costs, shipment
weight, and the distribution method for the
import shipment. Select the Cost Sheet button
to access the Cost Sheet dialog box, which
displays costing information by component for
the selected item.

This tab displays summary information about
duty charges or shipping costs for this
shipment.

In the Shipment Costs browser, the system
displays the default shipment cost codes that
associated with the Ship Via code you entered
on the Header tab of the Shipment Entry
program. All shipment costs are factored. The
system displays the default amounts and
distribution bases from the Cost Component
Default Maintenance (by ship via). If no
default amounts and distribution bases are
entered in that program, the system displays
the values from the Cost Component
Maintenance for the default distribution basis
(there will be no default amount).

In the Duty browser, the tariff numbers and
default amounts display.
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How to use the Shipment Inquiry

1. Access the PO Shipment Inquiry program. The complete path is Purchase
Orders=2>Import Shipments22Shipment Inquiry. The system displays the PO
Shipment Inquiry screen

Shipment Inquiry !EE
File Global Help

Shipment# [010495-001 @ Open CPast M| 4| | M|

Container#:|112233 Warahouse: Atl Aflanta - Regional C

Items | Footerl

Estimated Actual
BOL+# 123123123123 Deparure: 01/01/1939 01/0241939
Ship Yia: UPS Artival: 01/03/1939 01/0441939

Carrier: Boat Clear: 01/05/1999 01/06/1939
Entered By: jon In'whse: 01/07/1939 01/08/1939
=]

Close | Help |

2. Enter or modify information in the following fields as necessary:

Shipment The shipment record number for the inquiry.
Container The container record number for the inquiry.
Open Indicates you want to display open documents.
Past Indicates you want to display past documents.
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3. Select the Shipment tab to display shipment record header information such as
BOL#, ship via, carrier and estimated and actual dates of departure, arrival,
Customs clearance and arrival in the destination warehouse.

Shipment Inquiry

108935 D
108998-121198

ems | Costs |
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4. Select the Items tab to display information about the container lines in the
shipment, such as the PO#, vendor, item number and descriptions 1 and 2, and
ordered, received, in-transit and cancelled quantities, units of measure, cost
and extension information, tariff number, duty, shipment costs, landed costs,
shipment weight, and the distribution method for the import shipment. Select
the Cost Sheet button to access the Cost Sheet dialog box, which displays
costing information by component for the selected item.

Shipment Inguiry M=] 3
File Global Help

Shipment # [10987654 10 =T = S W]

CDntainer#:|1DBB?554-1EDBEIB YWarehouse:

Shipment  |tems |Eosts I
Diescription: Cost Sheet

Ordered

Dal01750|4000 [1102

-
L) 3

Units: 1.00 Wygt 100.00 Cubes: 100,50 Ext: 323 .50

Cloze | Help |

5. Select the Costs tab, to display summary information about duty charges or
shipping costs for this shipment.

In the Shipment Costs browser, the system displays the default shipment cost
codes that associated with the Ship Via code you entered on the Header tab of
the Shipment Entry program. All shipment costs are factored. The system
displays the default amounts and distribution bases from the Cost Component
Default Maintenance (by ship via). If no default amounts and distribution bases
are entered in that program, the system displays the values from the Cost
Component Maintenance for the default distribution basis (there will be no
default amount).

In the Duty browser, the tariff numbers and default amounts display.
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Shipment |nquiry H=]

File Global Help

Shipment #:[ 10387654 @ Open CPast 4| 4] | M|

CDntainer#:|1098?654-120898 YWarehouse:

Shipmentl lterms  Costs |

Shipment Costs Dty
Compaonents Amount|Distribution = Tariff # Armaount [=

Tatal Purchases: a0.00
Total Duty: 223 .50
= Shipment Costs: 10.00
< 0] —_
Total: 323 .50
Close | Help |

! || _gpd—‘«N...I @Hobo...l WMicm...l @Explor...”?ﬁhip_._ Scree...l lElnhom...l | L et
6. Select File= Exit or the Close icon in the upper right corner to exit the screen.
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Shipment Receipt

Using this program you can receive the goods that you entered using the
Shipment Entry program.

Shipment Receipt M=l 3
File Inquiies Find Motes Additional Agtivity Global Help
Shipment # [2 51605 @ Containr : [395515
Warehouse:lﬂm
Header |Items I Footerl
Estimated Actual
BOL #: 123456759 Departure: |12-08-1955 12-08-1998
Ship Wia: [FedEx |§] Arrival: |12-08-1998 12-12-1998
Carrier: [tair/ground Clear: |12-08-1998 12-12-149498
Entered By: [leigh In‘hse: [12-12-1993 12-12-1998
Bl |
Dane ¥ Ready for Register
|Enterthe Warehouse Code. %

Processing Details

On the Header tab, enter the dates the actual dates for departure, arrival,
Customs clearance, and delivery to the warehouse for the shipment.

From the Items tab, you can view an items’ cost sheet, where associated shipping
costs have been accruing, for that particular shipment. You can edit a selected
item on the shipment or you can save the receipt and access the Footer tab,
where you can add to or edit duty or cost amounts for the shipment.

After choosing the items to receive, access the Footer tab, where you have the
opportunity to enter additional duty fees and cost components to the items on the
shipment. All shipping and duty costs are updated to the cost sheets when you
exiting the Footer tab.

Once all cost have been accounted for, click the Ready for Register checkbox to
indicate that all costs associated with the shipment are entered. This indicates to
the system to update the receipt at the next register update.

e-wms Processing Note:

For warehouses with e-wms processing enabled, you should complete the
Shipment Receipts Entry and Shipment Receipt Report/ Update programs before
you actually receive the purchase order. Safeguards are in place in the e-wms
system to protect against a situation where the distributor hasn't performed these
updates but the warehouse is receiving an import shipment purchase order. This
would break TakeStock's import shipment updates (landed cost, and so on).
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If you process shipment receipts and run the Shipment Receipt Report/Update
program before warehouse receiving occurs, The system generates an error
condition and leaves the warehouse receiving information in the e-wms receipts
pending table in TakeStock. If this error occurs, you should process Shipment
Receipts Entry and Shipment Receipt Report/ Update program. The e-wms Update
Process will then determines that the warehouse receiving can be processed. Refer
to the e-wms Users Guide for additional processing and program details about the
e-wms feature.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Done Completes the receipt of the shipment. You can
select this button at any time while receiving a
shipment to save your document.

Shipment The shipment document number to be received.
H

Container The container number to be received for this

# shipment.

Warehouse The warehouse for the shipment.

Header Tab Information

Actual The actual date of departure for the import shipment.
Departure

Actual The actual date of arrival for the import shipment.
Arrival

Actual The actual date for the import shipment to clear
Clear Customs.

Actual In The actual date of delivery for the import shipment to
Whse the warehouse.

Items Tab Information

Select Accesses the Container line selection dialog box,
which is used to select container lines for the
shipment.

Delete Deletes the highlighted line from this shipment entry.

Cost Sheet Accesses the Cost Sheet dialog box, which displays
costing information by component for the selected
item.

In the browser, the system displays the line items you selected on
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the Container line selection dialog box. You can modify information in
the following fields in the browser. To modify information, highlight
the line in the browser.

In Transit The in-transit shipment quantity for the item.
Received The received shipment quantity for the item.
Canceled The cancelled quantity for the item.

Footer Tab Information

On the Footer tab, you can enter duty charges or shipping costs for
this shipment.

Shipment In the Shipment Costs browser, you can modify

Costs existing shipments costs or select the Add button to
add another shipment cost line to this shipment. To
delete a shipment cost line, highlight the line in the
browser and select the Delete button.

The system displays the default shipment cost codes
that associated with the Ship Via code you entered on
the header tab. As many shipment costs as needed
may be entered. All shipment costs are factored.

The system displays the default amounts and
distribution bases from the Cost Component Default
Maintenance (by ship via). If no default amounts and
distribution bases are entered in that program, the
system displays the values from the Cost Component
Maintenance for the default distribution basis (there
will be no default amount).

Note that any changes you make to the shipment
costs are reflected in the Shipment Costs information
displayed on the Lines tab.

You can add or modify information in the following fields in the
browser. To modify information, highlight the line in the browser.

Amount The import shipment cost component amount.

Distribution The distribution method for the import shipment.
Available distribution methods include: Unit, Weight,
Cost, and Cubes).

Duty In the Duty browser, the tariff numbers and default
amounts display. In the Amount field, you can
override the amount for the tariff #, but may not
change the tariff #s. The tariff amount is initially
defaulted per the distribution bases and amounts.

Note that any changes you make to the shipment
costs are reflected in the Duty information displayed
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on the Lines tab.
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How to receive shipments

1. Access the PO Shipment Receipt program. The complete path is Purchase
Orders=>Import Shipments=>Shipment Receipt. The system displays the PO
Shipment Receipt screen

Shipment Receipt ==l &3
File Inguires Find Motes  Additional  Activie Global Help
Shipment#:[5 451505 @ Container #5555
Warehouse:lﬂm
Header | Items | Footerl
Estimated Actual
BOL #: |123456789 Departure; |12-08-1393 12-08-1998
Ship Vis: [FedEx Arival: [12-05-1595 12-12-1998
Carrier: |tairfground Clear: |12-08-1998 12-12-1998
Entered By: [lzigh In‘Whse: [12-12-1995 12-12-1998
8l
Daone | ¥ Feadyfor Register
|Enterthe Warehouse Code. ﬁ

2. Enter or modify information in the following fields as necessary:

Shipment The shipment document number. If only one

# container exists for the shipment, the system
displays the information for that container. If
multiple containers exist for a shipment, a dialog
box displays to allow selection of the container to
process. Once you select a container, the system
moves all in-transit quantities for each line item
to received quantities.

Container The container number to be tracked for this
# shipment.
Warehouse The warehouse for the shipment.

3. On the Header tab, enter or modify information in the following fields:

Actual The actual date of departure for the import
Departure shipment.
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Actual The actual date of arrival for the import

Arrival shipment.

Actual The actual date for the import shipment to clear
Clear Customs.

Actual In The actual date of delivery for the import

Whse shipment to the warehouse.

4. Select the Items tab to review or modify shipment line item quantity

information.
Shipment Receipt M=l &3
File Inquiiez Find Mates Additional  Activity Global Help
Shipment : [546 1606 @ Container#:|6895518
Warehouse:lﬂm
Header Items IFooterI
Diescription:
PO# | “endor ltem Ordered |Received [UMH|f
Delate |
00227007 wendmarko markal 1. 1. EA
m Cost Sheet |
0 .FI'
Units: 26.00 Wigt 2.500.00 Cubes: 0.00 Ext: 7647 .38
Dane | ¥ Ready for Register
|ChDDset0 select purchase order number. S

5. You can modify information in the following fields in the browser. To modify
information, highlight the line in the browser.

In Transit The in-transit shipment quantity for the item.
Received The received shipment quantity for the item.
Canceled The cancelled quantity for the item.

6. You can select the Select button to display the Container line selection dialog
box and select more line items to import or to deselect existing line items. You
can also double click a line item in the browser to change its selection status
from No to Yes or vice versa.

To delete a line item from this shipment entry document, highlight the line item
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in the browser and select the Delete button.

Select the Cost Sheet button to access the Cost Sheet dialog box, which displays
costing information by component for the selected item.

Note: To display only the selected lines, clear the information in the PO #,
Warehouse and Vendor fields at the top of the screen.

7. When you are through adding and removing line items for this import shipment
entry document, select the Footer tab.
Shipment Receipt ==l E3
File Inguires Find Motes Additional  Activite Global Help
Shipment [ 451605 @ Cortainer #5595
Warehouse:lﬂm
Header | ltems = Footer |
Shipment Costs Dty
CDmpDnentsl AmuuntlDistributiun = Tariff # Amount =
B . o
— Tatal Purchases: 454 .00
w Total Duty: §138.13
B = Shipment Costs: o.on
m 0] D —
Total: 5592.13
Delete |
Dane | ¥ Readyfor Register
|Choose to add a shipment cost. %

8. On the Footer tab, you can enter duty charges or shipping costs for this
shipment. Enter or modify information in the following fields as necessary:

Shipment
Costs

TakeStock PO

In the Shipment Costs browser, you can modify existing
shipments costs or select the Add button to add another
shipment cost line to this shipment. To delete a
shipment cost line, highlight the line in the browser and
select the Delete button.

The system displays the default shipment cost codes
that associated with the Ship Via code you entered on
the header tab. As many shipment costs as needed may
be entered. All shipment costs are factored. The
system displays the total of the default amounts and
distribution bases from the Cost Component Default
Maintenance (by ship via). If no default amounts and
distribution bases are entered in that program, the
system displays the values from the Cost Component
Maintenance for the default distribution basis (there will
be no default amount).
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You can add or modify information in the following fields in the
browser. To modify information, highlight the line in the browser.

Amount The import shipment cost component amount.

Note: If a cost component is changed, the system
recalculates the shipment costs for each line item
based on the percentage of the line to the original
total. If you add line items, after a component
amount has been changed, the system recalculates
all line items' shipment costs by the percentage of
each line item to the total of each distribution basis.

Distribution The distribution method for the import shipment.
Available distribution methods include: Unit, Weight,
Cost, and Cubes).

Duty In the Duty browser, the tariff numbers and default
amounts display. In the Amount field, you can
override the amount for the tariff #, but may not
change the tariff #s. The tariff amount is initially
defaulted per the distribution bases and amounts.

Note: If a cost component is changed, the system
recalculates the duty for each line item based on the
percentage of the line to the original total. If you add
line items, after a component amount has been
changed, the system recalculates all line items' duty
costs by the percentage of each line item to the total
of each distribution basis.

9. When you are finished entering receipt information for this shipment document
for importing, select the Done button. Note: You can select this button at any
time while entering information to save your document.
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Shipment Receipts Report/Update

Using the Shipment Receipts Report/Update, you can print and update shipment
receipts from the Shipment Receipts Entry program. The report prints information
about the shipment receipt, landed costs, container number, and warehouse. The
update portion of the program sets the in-transit receipt and cancelled quantities
of the related PO line items and sets the some receipts per shipment receipts
PO flag to Yes. When you run the update, the system moves the shipment receipt
to the Past Shipment Receipts table.

Note: This processing does not post to GL.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Shipment Receipts Report/Update:
Untitled dialog box.

Shipment Receipt Report/Update: Untitled

Sort By: IShipment.’CDntainer j

Limit By
Shipment # - All Select..
Container # - All =
Warehouse - All E'”L
Receipt Date - All Erofile

Mo Lirnit
Options OK |

Cancel |

Print |
Setup... |

Help

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

Form Contents

Fields, Buttons, Checkboxes, & Icons

Sort Defines the sort order in which the information prints.
By You can select to print these documents in order by any of
the available options. The default Sort By options is:
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Shipment/Container.

Branch The branch for the report. You can select the User
Profile checkbox to indicate you want to use the branch
set in your user profile information. Note: The system
displays the Branch field and the User Profile checkbox
only if you selected the Run Registers by Branch
checkbox on the Registers view of PO Control
Maintenance. If you did not select this checkbox, Branch
is a limit-by setting instead.

Limit Limits the information that the system prints by selecting

By specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Shipment #, Container #, Warehouse, and Receipt
Date.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Filter Displays the Filter Manager dialog box, which is used
select filter parameters for the highlighted Limit By
option.

Profile Accesses the settings from your user profile for the

highlighted Limit By option.

No Resets Limit By options to ALL for the selected option.
Limit

OK Saves the new or modified template and exits the screen.
Cancel Exits the screen without saving any changes.

Print Prints the register or report.

Setup Accesses the Print Setup dialog box, which is used to

select settings for printing and updating.
Help Accesses online Help for this screen.
See Also

How to print the Shipment Receipts Report/Update
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How to print the Shipment Receipts
Report/Update

1. Access the Shipment Receipts Report/Update program in the Reports submodule
of Purchase Orders. The complete path is Purchase Orders = Inport
Shipments 2 Shipment Receipts Report/Update. The system displays the
Template-Saved Settings dialog box of the Shipment Receipts Report/Update.

Shipment Receipt Beport/Update [ %]

Template-Sawved Settings IDestinatiDn ISysI = Close |
it |
St |

Pl
: s |
5 (e < |

Default Template Setup Options

| Print Only Delete |
aeias WetEl | Help |

2. Select the New, Edit, or Copy button to access the Shipment Receipts
Report/Update: Untitled dialog box.

Shipment Receipt Report/Update: Untitled [1X]
SDnBy:IShipmenUCDntainer j
Limit By
Shipment # - All Select ..
Container # - All —_——]
Warehouse - All Eilter...
Receipt Date - all Erafile
Bo Lirnit
Options OK. |
Cancel |
Erint |
Setup... |
Help |

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information
By prints. You can select to print these documents in
order by any of the available options. The default
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4.

Sort By option is: Shipment/Container.

Limit Limits the information that the system prints by

By selecting specific identifying characteristics or a
range of identifying characteristics. Limit By
information may be set for: Shipment #,
Container #, Warehouse, and Receipt Date.

In the Branch field, enter the branch for the report. You can select the User
Profile checkbox to indicate you want to use the branch set in your user profile
information. Note: The system displays the Branch field and the User Profile
checkbox only if you selected the Run Registers by Branch checkbox on the
Registers view of PO Control Maintenance. If you did not select this checkbox,
Branch is a limit-by setting instead.

You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

e Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

e Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.
The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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4 Receipts

PO Receipts

The programs on the Receipts menu are used to record the receipt of goods from
purchase orders and non-purchase orders. Receiving Document Print is available
to print a list of goods on the original purchase order. This allows you to reconcile
the goods purchased against the goods received at the time of delivery.

PO Receipts Entry is available to enter and confirm the items and quantities at the
time they are received from a vendor against the items and quantities on the
original purchase order. You can also use this program to enter and confirm
return purchase orders at the time of shipment to the vendor. An option in PO
Receipts Entry allows you to update the on-hand item quantities at the time you
confirm the receipt. When a receipt entry is complete, you can view and make
corrections to it until it is received in full and updated by the Receipts Register or
updated on the Footer screen of PO Receipts Entry.

Non PO Receipts is also available to enter goods that are received for which no
purchase order exists, such as orders placed over the phone that have not been
entered into the system. This allows you to enter and receive a purchase order at
the same time. Such receipts are assigned non-purchase order numbers manually
or they can be assigned automatically by the system.

The Receipts Register is used to update PO receipts which were not updated

(posted) at the time of receipt entry, and print all receipts on the register for
review. This program also prints the GL Distribution and optionally updates

General Ledger with the posted receipts.

The Document Fill Report is available to check whether received purchase order
items are to be stocked in the receiving warehouse, or used to fill open
backorders. You should print this report after entering receipts with PO Receipt
Entry but before updating the receipt using the Update button on the PO Receipts
Entry Footer screen or updating the Receipts Register.

Automatic Commit Backorders allows you to automatically fill backorders for items
that were just received from a warehouse transfer, PO receipt or item adjustment
entry.

Entries for the Receipts menu are:

Receiving Use this program to print a receiving document for
Document incoming warehouse transfers (transfer tickets) and
Print purchase orders so you can reconcile the goods arriving

with those that are on the purchase order. This report
is to be run just prior to receiving goods on the
receiving dock.

PO Receipts Use this program to confirm the items and quantities at
the time they are received from a vendor against the
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Non PO
Receipts

Receipts
Register

Document Fill
Report

Auto Commit
Backorders

PO Receipts
by Item

GRN Print

items and quantities on the original purchase order.
You can also use this program to confirm the shipment
of items on a return purchase order.

Use this program to enter the receipt of items when a
purchase order has not been issued for the items being
received.

Use this program to print and update PO receipts which
may or may not have been posted (updated) during
receipt entry. The register prints and updates both
posted and unposted receipts.

Use this program to print a report and see whether
purchase order receipts and/or warehouse transfers are
to be stocked in the receiving warehouse, or used to fill
open backorder documents.

Automatically commit backorder quantities on sales
orders, transfers and production orders from purchase
order receipts and print a report of each document line
that is updated for the backordered item quantity.

Using this program you can receive items on purchase
orders using the item number.

Use the GRN Print program to print details of individual
PO receipts in the form of Goods Received Note (GRN).
A Goods Received Note (GRN) is a printed document
that lists the details of an individual receipt.
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Receiving Document Print

Use the Receiving Document Print program to print a report of the items on an
open purchase order or warehouse transfer to use when reconciling items
purchased (or transferred) against the items received at the time of delivery.
Direct shipments do not print on this report.

The report prints a separate page for each warehouse transfer or purchase order,
listing the items on the document that are not yet received. You should print this
report and use it when you receive a delivery of items from a vendor or warehouse
to verify that the ordered items and quantities match the received items and
quantities. Choosing the Print button on this screen prints the report without
saving your current selections. You must choose the OK button to save your
selections to a new or existing template.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports and registers in the system. From this
dialog box, you can select any of the available templates to run the report. For
more information on the Template-Saved Settings dialog box, see the TakeStock
Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Receiving Document Print: Untitled
dialog box.

Receiving Document Print: Untitled

Sort Ely:IDDcument *l

Limit By

Select..
Transfer Ticket - All —
Warehouse - All Filter...

=riafile

Mo Limit
Include Options ok |

[ Description 2 [~ Purchase Crders Cancel |

¥ Reservations " Transters Brint
Tin |
¥ Bin Infarmation —
Setup... |

Help |

Form Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information prints.
You can select to print these documents in order by any
of the available options. The default Sort By option is to
print in order by Document Number and cannot be
changed.
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Receiving Document Print

Limit By

Include

Options

Select

Filter

Profile

No Limit
OK
Cancel
Print

Setup

Help

See Also

Limits the purchase orders and warehouse transfers that
print by selecting specific document numbers or a range
of documents. You can also select to print only for a
specific receiving warehouse. Available choices are:
Purchase Order, Transfer Ticket, and Warehouse.

For example, to limit the purchase orders and transfer
tickets that print to a specific warehouse, highlight
Warehouse and choose Select. From the Warehouse
Selection List, highlight the warehouse you want to
include and choose OK. Only the purchase orders and
warehouse transfers for the selected warehouse will
print.

Determines what information to print on the report.

Available choices are:

Description 2—To print each item's description 2 on the

report.

Reservations—To print any stock reservations for each

item.

Bin Information—To print bin stocking information.

Determines what information to print on the report.
Available choices are: Purchase Orders, and Transfers.

Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used to
select filter parameters for the highlighted Limit By
option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.
Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.

Prints the receiving documents.

Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Accesses online Help for this screen.

How to print the Receiving Document Print report

TakeStock PO
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How to print the Receiving Document Print report

1. Access the Receiving Document Print program in the Receipts submodule of
Purchase Orders. The complete path is Purchase Orders = Receipts= Receiving
Document Print. The system displays the Template-Saved Settings dialog box
of the Receiving Document Print.

Receiving Document Print

Template-Sawved Settings |Destinati0n ISysI = Close

it

L

St

Mew...

g W Enif

5 (.
Default Template Setup Options
I Print Only Delete

SetiEs et | Help

dil

2. Select the New, Edit, or Copy button to access the Receiving Document Print:
Untitled dialog box.

Receiving Document Print: Untitled

Sort EIy:IDDcument 'l

Limit By
iPurchase Order - All Select...
Transfer Ticket - All —
Warehouse - all Eilter. ..
il
Mo Limit
Include Options (0] 8 |
[ Description 2 [~ Purchase Orders Cancel
¥ Resersations [~ Transfers

. . Erint
¥ Bin Infarmation

Setup...

ddd

Help

3. Select settings for Sort By and Limit By

4. In the Include portion of the screen, select the appropriate checkboxes to
indicate what to print on the report. Available choices are:
Description 2—To print each item's description 2 on the report.
Reservations—To print any stock reservations for each item.
Bin Information—To print bin stocking information.
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5. In the Options box, select the information for printing the report. Available
choices are: Purchase Orders, and Transfers.

6. The information for printing the Receiving Document Print report is complete.
You can:

e Choose OK to save the current settings as a template.
e Choose Setup if you need to change print settings.

e Choose Print to print receiving documents without saving your current
settings. When you return to this dialog box, you can then choose OK to

save the new or modified settings, or choose Cancel to exit without saving
them.
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PO Receipts

PO Receipts is available to enter and confirm the items and quantities at the time
they are received from a vendor against the items and quantities on the original
purchase order. You can also use this program to enter and confirm return
purchase orders at the time of shipment to the vendor. An option in PO Receipts
Entry allows you to update the on hand item quantities at the time you confirm the
receipt. When a receipt entry is complete, you can view and make corrections to
it until it is received in full and updated by the Receipts Register or posted using
the Update button on the Footer screen of PO Receipts.

There are three screens for receiving items on purchase orders:
PO Receipts Header view

PO Receipts Items view

PO Receipts Footer view

The Jump option on the Global menu is available to access the Production
Disassembly program to enter production disassembly orders for parent items
whose components you are receiving.

Vendor Consignment Processing

If you enter a PO document with an Initiating Warehouse that is marked as a
consigned warehouse, the system assumes consigned goods are being ordered.
The goods are received using PO Receipts Entry and updated through the PO
Receipts Register. The system uses the appropriate consignment inventory and
receipts accounts for GL posting. Unlike normal warehouse receipts, consignment
receipts do not require nor allow an AP invoice to be entered against the PO
receipt for the consigned goods. This means that when you enter the AP
Document, you cannot choose the receipt to match against. You must enter a GL
account as the offset expense to AP.

PO Receipt Quantities Over/Under Ordered Amount

When a quantity is received in PO Receipts and the Quantity Received is not equal
to the Quantity Ordered, the user is given an option to handle the over/underrun
either by:

e The Total Amount of the PO remains the same and a new Unit Cost is
calculated based on the Total Amount divided by the (Total Quantity
Received plus the Backorder Quantity).

e The Unit Cost remains the same and a new Total Amount is calculated based
on the (Quantity Received plus the Backorder Quantity) times Unit Cost.

Note: The over/under run is not carried back to a stock reserved document.
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Goods Received Note (GRN)

Details of individual PO receipts can now be printed in the form of Goods Received
Note (GRN). A Goods Received Note (GRN) is a printed document that lists the
details of an individual receipt. It can be printed either at the end of the receiving
process (as an option in PO Receipts) or as a standalone report from the PO
Receipts menu. This document also functions as a Goods Returned Note for a
shipment of returned goods to the vendor, (Goods Returned Note). The option to
prompt for a Goods Received/Returned Note during receipt entry is controlled by
the Use GRN in PO Receiving option on the PO Lines view of PO Control
Maintenance.

GRNs can be printed after entry of the details or subsequently as part of a batch;
after receipt entry but prior to Receipt Register update. The default value for the
prompt is maintainable on the Forms view of the same program. The GRN
printout contains page breaks on Receipt number, so if a Purchase Order has
multiple receipts, a GRN prints for each one. When the Multi-Currency feature is
in use, you have the option of including multi-currency information in addition to
the regular base currency listings on the GRN through the Multi-Currency
Information option on the Forms view of PO Control Maintenance. Line and
extension amounts are listed in base currency, using document-to-base currency
conversions (including Euro triangulation where in use). When a document’s
currency is different from the base currency, an extra line of information will be
printed directly below the item line. This extra line lists the document’s currency,
exchange rate and document-currency extension amount. The form itself should
be specified as “2018-L-12-11-N in Form Specification Maintenance.
Constraints/Limitations: Currently, only one GRN form, 2018-L-12-11-N, is
available. This form is a non-preprinted 12 CPI laser form.

Advised Quantities

When the Allow Advised Quantity Entry option in PO Control Maintenance is
selected, a new entry field appears on PO Receiving screens next to the Ordered
field. Advised Quantities the quantity a vendor claims to have shipped This value
will default to the ordered quantity but can be modified while the line is being
edited by receiving personnel. The user can view the Advised quantity on the
GRN, where in use, and in the PO document inquiry.

Note: The addition of this field has increased the total screen size of the
PO Entry programs permanently such that a resolution of 800x600 must
be used to view the entire screen.

Multi-currency/Euro Handling

When you activate the Euro system and the Multi-currency feature, at PO receipt
confirmation the system maintains monetary values for foreign currency PO and
AP documents in the foreign currency, with respect to the Euro. The European
conversion process between foreign currencies and base currency is calculated
with the required triangulation method. The Euro conversion rate of the base and
each foreign currency allows the system to calculate the conversion between any
two currencies. The system provides GL postings of Realized Gains for foreign
bank accounts to provide a means to revalue the bank balances based on a
change to the currency exchange rates. The SM Bank Account Maintenance
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program contains an exchange rate field that holds the last valuation rate of the
current balance.

Limitations/Constraints: Vendor Balances and General Ledger accounts are
stored in the base currency. Where Euro triangulation is in use, there are two
exchange rates in use; the exchange rate from the foreign currency to the Euro
and the exchange rate from the Euro to the base currency. If the user fixes the
rate, only the rate from the foreign currency to the Euro is fixed. The exchange
rate from the Euro to the base currency can fluctuate.

Multiple Buying/Costing UMs

You can assign more than one UM for both buying and costing in the new drop-
down boxes that list all valid buying and costing units of measure. If an item has
only one buying and/or costing UM, the respective drop-down box(es) are display
only and do not allow entry. In the UM view of Item Maintenance, you can set
the default and alternate buying and costing UMs. You cannot change the costing
unit of measure settings where an open PO or SO exists in the system.

Certificate of Analysis Tracking

TakeStock can track the CofA for lot items from the time the item is received from
the supplier to the time it is forwarded to the end user. Occasionally, the
distributor will receive a lot of goods from a supplier, but not receive the CofA for
that lot. The distributor may be required to ship the goods to his customer prior
to his receipt of the documentation, but must send the documents to the customer
once the CofA has been received. For example, Item 1100 is received and
allocated as Lot L101 by the distributor. The CofA was not received for Lot L101 at
the time of receipt, so the distributor sets the Received CofA flag to No in the Lot
allocation dialog. That day, Customer C101 purchases 1100 and tells the
distributor that once the CofA is received, to send him a copy. When the Supplier
of 1100 sends the CofA to the distributor, the distributor goes into Lot
maintenance and checks the Received CofA flag. The distributor can then run the
CofA Print/Report, and the proper CofA for Lot L101 can be printed and directed to
be sent to Customer C101.

If you maintain the a history of customers who have been sent CofA’s, the Update
CofA status checkbox must be set to Yes in the CofA view of IM Warehouse
maintenance. You can update the Lot transaction table at pick ticket print routine
or at invoice print routine.

You can record if a CofA has been received for a Lot either through Lot allocation
or through the Receipt view of Lot Item Maintenance. When a lot CofA is marked
as received, each sales transaction that contains an item from that lot can be
accompanied by the CofA document. If not received, each sales transaction that
contains an item from that lot is “queued to a table so that once the CofA is
received it may be sent to the customer.

The CofA report/print is run to view a list of sales transactions that had a lot item
(CofA applicable). You can also print the CofA from the report. The report also
has an optional update that will update each of the customer’s sales transaction's
CofA status to Yes.

Quick Direct Ship Receipts Entry
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For direct-ship purchase orders, you can also access the Quick Direct Ship
Receipts Entry dialog box from the Footer screen of PO Receipts Entry. Use this
dialog box to enter information for direct ship purchase orders. The system uses
this information to confirm the linked sales orders and create AP invoices.

Receipt of inventory to be allocated to containers

When you create a purchase order for an item that uses traceable containers, you
must select a valid container type. You can change the container type selection
prior to PO Receipts processing.

When inventory arrives into a warehouse in a container, the inventory must be
properly linked to the container. You can allocate the inventory to a valid, new, or
certified container. This allocation creates a container record. Within this record,
the system maintains pertinent information about the container/item, such as
amount of inventory stored, PO number, date of receipt, and serial number, if any.
You can also assign the container/item to a bin and/or Lot. If the Unit of measure
for the container type is not a valid unit of measure for the item, you must create
the unit of measure in the item master record.

By linking a container item number with the containerized item, PO Receipts Entry
or PO Receipts by Item processing updates both items (container and contents),
the container table, and container history table. If empty container items are
received, PO receipts processing performs the usual updates to the item, plus the
container table and container history table.

The PO Receipts Register program prints container types, container numbers, and
container serial numbers, if applicable.

The Container Receiving dialog box (the second version of the Container Allocation
dialog box) processes the receipt of empty containers. This dialog box has the look
and feel of the Serial Receipt dialog box. Using this dialog box, you must enter
container numbers for the number of containers received. The system creates
container records for the container numbers entered. As with the receipt and
selling of containerized items, the program forces balancing before you can
complete and successfully complete the Container Allocation dialog box.

e-wms Processing

For warehouses that are e-wms enabled, you can access e-wms purchase orders
that have been received and not yet updated through the Receipt Register. From
the Footer screen of PO Receipts Entry you can enter add ons, such as freight
charges, associated with the order and optionally factored. Note that you cannot
delete/add/modify items on the PO. When you select an e-wms purchase order,
the system displays the message: The e-wms receipt for document XXXXXXXX
has been updated. There are limited document changes available.

If a sales order invoice is printed and run through the Daily Sales Register before
the PO Receipt add ons are included or changed, the system marks the invoice as
Reprint Required. You have to print the invoices again to process them through
the Daily Sales Register.
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The Non PO Receipts Entry program is disabled for warehouses with e-wms PO
processing enabled.

Resizing the Screen

You can resize the screen for programs in the Purchase Order Entry suite. To
change the width, point to the left or right window border. When the pointer
changes into a horizontal double-headed arrow, drag the border to the right or
left. To change the height, point to the top or bottom window border. When the
pointer changes into a vertical double-headed arrow drag the border up or down.
To change the height and width at the same time, point to any window corner.
When the pointer changes into a diagonal double-headed arrow drag the border in
any direction.

Menus

File
Menu Selection Function

Delete Deletes the current document. The
system deletes line items and sets the
header to deleted. The document prints
on the register as an audit trail of
document numbers assigned.

Stop Receipt Stops the current receipt that is in
process. Once a PO receipt is complete
and saved, it can no longer to stopped.
This option is available only when you are
receiving a purchase order.

Suggested POs Accesses the Import Suggested PO's
dialog box, which is used to import items
from a suggested purchase order into the
current purchase order.

Import Direct Accesses the Import Direct Shipments

Shipments dialog box, which is used to import direct
ship items from a sales order into the
current purchase order.

Preferences Accesses the Tab Order and Browse
Columns menu options. Select the
Browse Columns menu option to access
the Move and Lock Columns dialog box,
which is used to arrange the columns in
the transaction list in the order you want
to view them. Select Tab Order menu
option to access the Tab Order dialog box,
which is used to set the tab order for the
entry fields on the screen.

Exit Exits the current program.
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Inquiry

Menu Selection Function

Vendor Inquiry Accesses the Vendor Inquiry to display

F5 vendor information.

Item Inquiry Accesses the Item Inquiry to display item
information.

Item Interchange Displays a list of interchange number for

Inquiry the current item.

Replenishment Accesses the Replenishment Detail Inquiry

Inquiry to view replenishment information for the
selected item.

Doc Overview Accesses the Overview dialog box to view

Inquiry item information for the current
document.

SO Document Accesses the SO Document Inquiry to

Inquiry display current and past sales documents.

PO Document Accesses the PO Document Inquiry to

Inquiry display open, receipt and past purchase
order documents.

Find

Menu Selection Function

Purchase Order Opens the Lookup for purchase orders.

Lookup

Document Opens the Document Quicksearch to help

Quicksearch you quickly locate a specific document.

Vendor QuickSearch Opens the Vendor QuickSearch to quickly
locate a customer. The QuickSearch helps
you to find a vendor faster than using the
Lookup. However, it does not offer the
power available in the Lookup, such as
using filters and column layouts.

Item QuickSearch Opens the Item Quicksearch dialog box to
quickly locate an item. The QuickSearch
helps you to find an item faster than using
the Lookup. However, it does not offer
the power available in the Lookup, such as
using filters and column layouts.

Find Detail Line Opens a dialog box where you can enter
the number of an item to help you quickly
locate the item’s detail line in the item
list.
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Notes

Menu Selection
Vendor

Ship From

Warehouse

Item

Document

Detail Line

Import Vendor

Import Item

Additional

Menu Selection
Maintain

Date Display

Buying Target

Aggregate Cost
Discounts

Cost Selection

Item Tax Info
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Function

Opens the Notes Manager for the current
vendor.

Opens the Notes Manager for the current
Ship From vendor.

Opens the Notes Manager for the current
warehouse.

Opens the Notes Manager for the current
item.

Opens the Notes Manager for the current
document. If a note exists for a
document, the Notes Manager will
automatically open and display the note
each time the document number is
entered.

Opens the Notes Manager for the current
detail line item.

Opens the Import Vendor Notes dialog
box for the current vendor. Use this
dialog box to import vendor notes to this
item

Opens the Import Item Notes dialog box
for the current item. Use this dialog box
to import component items notes to the
item.

Function

Maintains records for the available fields
on this screen.

When entering receipts, opens the Date
Display dialog box to change document
dates.

Open the Buying Targets dialog box
vendor/product line buying targets.

Open the Aggregate Cost Discount dialog
box to apply aggregate discounts for the
line items.

Open the Cost Selection dialog box to
view or select an alternate cost to use for
the current item.

Open the Line Item Sales Tax dialog box

TakeStock PO
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to view or change the sales tax
information for a line item.

Serial/Lot Open the Lot Allocation or the Serial

Distribution Number Allocation dialog box to enter the
numbers for the items on the purchase
order document.

Stock Open the Stock Reservations dialog box to

Feser‘_’a“ons - view existing or reserve stock to fill a

ncoming sales order or warehouse transfer
backorder.

Custom Fields- Open the User Fields dialog box to enter

Header custom fields for the header information.

Custom Fields- Open the User Fields dialog box to enter

Detail custom fields for the detail line item
information.

Activity

Menu Selection Function

PO Entry Change to the PO Entry program.

PO Receipts Change to the PO Receipts program.

Non PO Receipts Change to the Non PO Receipts Entry

Entry program.

Returns PO Change to the Returns PO program.

Global

Menu Selection Functions

User Profile Accesses your user profile information.

Note Pad Accesses the Notes dialog box, which is
used to enter notes for the current user.

Personal Allows you to access frequently used

Favorites programs.

Jump Accesses the Program Locator dialog box,
which allows you to move to other
TakeStock modules and programs.

Help

Menu Selection Functions

Contents Accesses the online Help table of
contents.

Glossary Access the TakeStock Glossary.

Search for Help Accesses the Help system index.
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on
Screen Help Accesses online Help for the current
screen.
About TakeStock Displays release, licensing, and support
information about TakeStock.
Special Keys Accesses the Special Keys dialog box,
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which lists the function keys for the
current screen.

TakeStock PO



Purchase Orders PO Receipts—Header View

PO Receipts—Header View

Using the Header view of PO Receipts, enter the purchase order number that you
want to confirm. There are three screens for confirming a purchase order:
Header, Items, and Footer.

Enter the number of the purchase order to confirm. The Confirmation Options
dialog box opens for choosing confirmation options. The Received Date you enter
for the Confirmation Options updates the Received date on the purchase order
receipt header. The system also updates the receipt number to designate the
number of the receipt for the purchase order.

If any items require a serial or lot number during receipt or a bin number, the
appropriate dialog box opens for allocating the item quantities as that item is
being confirmed.

When the confirmation options are complete, you proceed to the Items window to
edit and confirm the received and backordered quantities. If you need to change
any information on the Header, you must select the Header button from the Items
window.

PO Receipts =]

File Inquiry Find Motes Additional  Activity  Global Help

PO # 00113001 @ Receipt# 0001 Received: [05/30/2000

Vendor:IMLOWD @ FrDm:ISame Ship Tu:ISame
¥ Same ¥ Same 50 DDC#:I

General Industrial MFG Terri's Warehouse
9610 Durnwaoody, PI. Bonnie Lane
Suite 133134

Atlanta, G 30338
Atlanta, GA 30328

YWarehouse: ITLO @ Terri's Wareh  Freight IEiIILater 'l
Buyer Code: |1333 nuts & bolts Ship Wia: IJP Express Test Trucking C
Department:lﬂ'l Departrment 0 FOEI:I

Fieference #: IPO ¥ Update Lead Time
Entered By: Imarko CDmaCtl
Heasler | ltems | Footer

|ChDDse to enter atemporary shipping address.

Form Contents

Fields, Buttons, Checkboxes, & Icons

Lookup icon, which runs the Lookup for the current field. For
example, if the current field is the Warehouse entry, this icon
displays the Warehouse Lookup. If the current field is Unit of
Measure, this icon displays the Unit of Measure Lookup.
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PO Enter the number of the purchase order that you are receiving.
# When you press TAB, the Confirmation Options dialog box opens
for choosing the options to confirm the order.

Temp Accesses a temporary Address dialog box, where you can enter
the Ship to name, the country, the city, state, Zip, up to 4 lines of
address, a contact name, and a phone number. When you print
the Purchase order, the temporary ship to location prints in the
Ship to section Address Entry dialog box.

Menus

File Inquiry
Find Notes
Additional Activity
Global Help
See Also

PO Receipts Items view
PO Receipts Footer view

How to receive a purchase order
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Confirmation Options Dialog Box

Using this dialog box you can confirm the items and quantities that have been
received on an open purchase order. During PO receipt processing, the system
automatically displays the Confirmation Options dialog box.

Enter the receipt date for the items, and then select the type of confirmation and
whether or not to step through the individual line items.

The Stop Receipt option on the File menu is available to stop the confirmation of a
purchase order at any time up until it is saved. When your selections for
confirming the order are complete, choose the OK button. You can also choose
Cancel to exit without receiving the purchase order.

Confirmation Options

Feceipt Date: (I

& Assume receipt of ordered quantities Lenzel

" Do not assume receipt hackorder ordered quantities

™ Do notassume receipt do not backorder Help

il

[T Step Through Line tems

Form Contents

Fields, Buttons, Checkboxes, & Icons

OK Saves the new or modified information and exits the
screen.
Cancel Exits the screen without saving any changes.

Help Accesses online Help for this screen.

Receipt Date Enter the date the items are actually received. This
received date displays on the Header for the
purchase order receipt and will also print on the PO

Receipt Register.

Assume receipt of
ordered quantities

Indicates that you want the system to update all line
items on the purchase order as received. When
complete, you can edit the line items.

Do not assume Indicates that you want the system to backorder all

receipt; backorder
all ordered
guantities

Do not assume
receipt; do not
backorder

TakeStock PO

item quantities not update any item quantities as
received.

Indicates that you do NOT want the system to
receive or backorder the items on the purchase
order. All items on the order are cancelled.
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Receive Indicated you want the system to receive items
Shipment shipped via container on an import shipment receipt.
Receipts

Step Through Line Indicates that you want to step through the line
ltems items on the document to verify or edit each of the

items as they are being confirmed.
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Confirm Line Options Dialog Box

Using this dialog box, you can choose the options for confirming the quantities of
the current line item. The system retrieves this dialog box if you selected the Step
Through Line Items checkbox on the Confirmation Options checkbox.

Select the type of confirmation for the current line, and whether or not to use the
same confirmation type for the remaining lines on the order. You can also change
the quantities and cost for the current line item. When your selections for
confirming the current line item are complete, choose the OK button. The next
line item will display for confirmation, or when all lines have been confirmed you
move to the Items view of PO Receipts.

Confirm Line Dptions |
& Assume receipt of ardered gquantity oK

Help |

© Do not assume receipt backorder ordered quantity
" Do not assume receipt do not backorder

[ Do same for remaining lines.

ftem: 401 S401 - Multi-bin Number
Ordered  Recered Backorderd Canceled UK Cost LIM
| 315 | 315 | i 0 |EA | 7.00 |EA

Form Contents

Fields, Buttons, Checkboxes, & Icons

OK

Help

Assume receipt
of ordered
guantity

Do not assume
receipt;
backorder
ordered quantity

Do not assume
receipt; do not
backorder

Do same for
remaining lines

Item

TakeStock PO

Saves the new or modified information and exits the
screen.

Accesses online Help for this screen.

Indicates that you want to confirm the ordered
quantity of the item as received in full.

Indicates that you want to place the entire ordered
quantity of the item on backorder and not receive any
quantities of the item.

Indicates that you want to not receive or backorder
any quantity of the item. The order for this item is
canceled.

Indicates that you want to use your selection for the
Confirmation Type for the current item for all of the
remaining lines on the order. If you do not select this
option, the Confirm Line Options dialog box displays
for each of the remaining lines on the purchase order.

The number of the item for the line you are confirming

135



Confirm Line Options Dialog Box Purchase Orders

displays in this field as a reference.

Ordered The original ordered quantity of the item displays in
this field. If necessary, you can change this quantity.
However, the quantity received + backordered +
canceled must equal the ordered quantity.

Received If you chose to assume receipt of ordered quantities,
this field defaults to the same quantity as the ordered
quantity for the current line item. Otherwise, this field
is set to zero. You can use the default for this line
item or enter the received quantity.

Backordered If you chose to not assume receipt of ordered
quantities and backorder the item, this field defaults to
the same quantity as the ordered quantity for the
current line item. Otherwise, this field is set to zero.
You can use the default for this line item or enter the
backordered quantity.

Cost The cost of the item per costing unit of measure as it
was entered on the original purchase order is
displayed in this field as the default. You can use this
cost or enter a cost for the current line item.
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PO Receipts—Items View

Using the Items view of PO Receipts, you can review or edit the items that have
been received, backordered and canceled for the purchase order that you are
confirming

There are three screens for confirming a purchase order: Header, Items, and
Footer.

If you step through lines, the confirmed line is added to the item list when you
choose to confirm it. If you do not step through, lines are added to the item list as
they are confirmed by the system. When the confirmation of all lines is complete,
you can choose to add, edit, insert or delete selected lines on the confirmed order.

PO Receipts JHI=] E3
File Inguiy Find Motes Additional Activity Global Help
FO# 0000rob3 00at Whse: Atl Yendar: %100 General Industrial
\tem:IIHB Aluminum dock plate e
3B x2dx2 344", 4000lb cap. B A
Ordered Advised Feceived Backorderd Canceled UM Cost  Ukd Detal
! L L L o | 0 [cs g 094 |[os o el ]
El Ext| 8345
Item IDrdered I RaceivedIBackordrdI CanceledIU'HI Cost IU'MI Exten® ‘ Add I
1100 1 1 ] 0 Eh z00.00 EA
Izoo 1 0 0 1 Eh 10.0 EA Insert |
TR N RS Y R R | e
[Uelete |
4 )Iv
Totals: Rowd: 2.00 Wgt 100.1 LB Cubes: 0.0 Ext: 28345
Header lierms Foaoter Target.. |

P\dd a new ling item

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the System
Icons and Buttons topic in Chapter 2, Getting Started of TakeStock Basics.

Header Accesses the Header view of PO Receipts.

Footer Accesses the Footer view of PO Receipts.

Save Saves the current line item for this purchase order
receipt.

End Add Completes the add function. This action does not save

your additions. You must click the Save button first,
then End Add to save changes. The label of this button
changes to End Edit when you select to edit the
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Detail

Add

Insert

Edit

Delete

Target

Item

Ordered

Advised

Received

Backordered

Canceled

138

information for a line item.

Accesses the Line Item Detail dialog box to change or
enter line item descriptions, change the requested and
promised dates, change the GL Table for posting to
General Ledger, and change the status for Update Lead
Time, Taxable, and For Resale.

Adds another item to the document.

Inserts a new item on the document directly above the
currently selected item in the item list.

Edits the currently selected line item so you can make
changes to the unit quantity or cost.

Deletes the currently selected line item from the
document.

Accesses the Buying Targets dialog box, which is used to
display buying targets for the vendor.

The number of the currently selected item displays in
this field. If you add an item to the confirmed order,
then the new item number displays in this field and
entry of the item and quantities is the same as if you
were entering a sales order.

The ordered quantity per buying unit of measure for the
currently selected item displays in this field. If
necessary, you can change the ordered quantity of an
item that is being confirmed. However, the ordered
quantity must equal the quantity received +
backordered + canceled.

The quantity of the item the vendor claims to have sent.
This value defaults to the ordered quantity but it
modifiable by receiving personnel.

The quantity of the item that was received displays in
this field. If the received quantity is less than the
ordered quantity, the difference must display in the
Backordered field or the Canceled field. Or, you can
change the ordered quantity to match the quantity
received.

If backorders are allowed, any backordered quantity
from the vendor displays in this field. You can use or
enter the backordered quantity for the current line item.

The quantity of the item that you want to cancel
displays in this field. This is usually when the vendor
cannot ship the item or ships only a partial quantity and
you do not want to backorder the item. You can use or

TakeStock PO
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PO Receipts—Items View

UM

Cost

UM

Ext

Menus
File

Find
Additional
Global

See Also

enter any item quantity to cancel.

[Unit of Measure] The quantities of the item are shown
in buying units of measure. This field is a display only
field to show you the unit of measure at which you are
purchasing the item. You cannot change the
buying/costing unit of measure settings where an open
PO or SO exists in the system.

The cost of the item at the costing unit of measure from
the original purchase order displays in this field as the
default for the item cost. You can use this cost or enter
a different cost for the receipt of the item.

The costing unit of measure for the item displays in this
field. This field is a display only field to show you the
unit of measure at which you are costing the item. You
cannot change the buying/costing unit of measure
settings where an open PO or SO exists in the system.

The extended cost of the line item displays in this field.
The extended cost is calculated as the buying quantity
times the cost less any aggregate line discounts.

You can scroll the item list to the left and right to view
additional information, such as aggregate discounts, for
the line items.

Inquiry
Notes
Activity

Help

PO Receipts Header view

PO Receipts Footer view

How to receive a purchase order

TakeStock PO
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PO Receipts—Footer View

Using the Footer view of PO Receipts, you can review or enter any Add On charges
or document taxes for the purchase order. The total of all information on the
document is also available for viewing on the Footer window.

There are three screens for confirming a purchase order: Header, Items, and
Footer.

The purchase order number, receipt number, receiving warehouse, and vendor
number and name display at the top of the screen. Any Add Ons you added during
PO entry or their default amount or percentage for the receipts on the purchase
orders display in the Add On section of the window. You can use existing Add Ons
and their values, or you can enter the amounts or percentages for any of these
fields.

The Factor Costs button is available to open the Cost Factoring dialog box to
choose the cost factoring options for items received on the purchase order. If you
are factoring by something other than cost and are in danger of dropping a cost
below zero, the system displays a message giving the option of switching and
factoring by cost or continuing and posting the excess to the add-on discrepancy
account.”

The More button opens the Add On Selections dialog box for changing the Add Ons
for the current purchase order. The Taxes button opens a dialog box for changing
the Tax Code and Tax Class assigned to the purchase order.

When all Footer information is complete, you can optionally choose the Update
button to update the item quantities but not update the GL Distribution. If you do
not update now, the item quantities will be updated by the update option in the PO
Receipts Register. When all information for the receipt is complete, choose the
Done button to end the receipt and return to the Header windows.

.& Tip: You can delay a PO Receipt from immediately updating through the PO
Receipts Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating of
a Receipt until the user.

If you want to delay the update of a receipt, deselect the Ready to Post checkbox
in the footer of PO Receipts Entry and PO Receipts by Line screens. This prevents
the receipt from updating inventory and being updated through the PO Receipts
Register.
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PO Receipts—Footer View

PO Receipts == =
File Inquiry Find Motes Additional  Activity  Global Help
P4 0017300 0001 Whse: TLO Wendor: RLOTO0 General Industrial
Add Ons Amount  Percent Fesale Purchases: 0.00
Mon Resale Purch's: 0.00
Sub Total: 0.00
Unfactored Add Ons: 0.oo0
Factored Add Ons: 0.00
; 0.00
Factor Costs... | More... -
Total: 0.oo0

Terms CDde:IUE Code 2

I Acknowledaerment Only
I Eanfirneticn Feaussted

¥ Feadyto Paost
Update

Header ltems EmmEter | Dione |

|ChDDse to edit document tax information.

Form Contents

Factor Costs

More

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Lookup icon, which runs the Lookup for
the current field. For example, if the
current field is the Warehouse entry,
this icon displays the Warehouse
Lookup. If the current field is Unit of
Measure, this icon displays the Unit of
Measure Lookup.

Accesses the Cost Factoring dialog box
to choose the cost factoring options for
items received on the purchase order.

Accesses the Add On Selections dialog
box for changing the Add Ons that are
used for the current purchase
document.

You define the Add Ons to
automatically display for purchase
orders using Add On Default
Maintenance in System Management.
The Add Ons you define and their
default amounts or percentages display
on the Footer screen. You can use
these Add Ons and any default
amounts or percentage, or you can
enter different amounts or percentages
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Purchase Orders

Tax

Update

Done

Header

Iltems

Terms Code

Acknowledge
ment Only

Confirmation
Requested

Ready to
Post

Menus

File
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for the purchase order.

Accesses the Document Sales Tax
dialog box, which is used to modify the
tax code and tax class assigned to the
purchase document.

Updates all received line items on a
receipt.

Ends the receipt process and returns
you to the Header window.

Accesses the Header view of the PO
Receipts program.

Accesses the Items view of the PO
Receipts program.

The terms code assighed to the vendor
displays in this field to define the terms
for the document. You can use this
terms code or enter a different valid
terms code.

This option is disabled for PO Receipts.

This option is disabled for PO Receipts.

Determines whether to delay a PO
Receipt from immediately updating
through the PO Receipts Register, and
choose to manually update the PO
receipt at a later time.

This could be necessary due to delayed
invoicing for additional costs such as
freight or other carrier fees. This
feature allows the user to delay the
updating of a Receipt until the user.

If you want to delay the update of a
receipt, deselect the Ready for
Register checkbox in the footer of PO
Receipts Entry and PO Receipts by Line
screens. This prevents the receipt
from updating inventory and being
updated through the PO Receipts
Register.

Inquiry
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PO Receipts—Footer View

Find

Additional

Global

See Also

PO Receipts Header view

PO Receipts Items view

Notes
Activity

Help

How to receive a purchase order

TakeStock PO
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How to receive a purchase order

1. Access the PO Receipts program in the Receipts submodule of Purchase Orders.
The complete path is Purchase Orders = Receipts= PO Receipts. The system
displays the Header view of PO Receipts.

PO Receipts =]

File Inguine Find Motes  Additional  Activiy  Global Help

PO # 00113001 @ Receipt# 0001 Received: [05/30/2000

Vendor:[MLO100 @ From:[Same Ship Ta:[Same
¥ Same ¥ Same 50 DDC#:I

General Industrial MFG Terri's Warehouse
9610 Dunwoody, PI. Eonnie Lane
Suite 133-134

Aflanta, GA 30338
Aflanta, GA 30328

YWarehouse: ITLO @ Terri's Wareh  Freight IEiIILater 'I
Buyer Code: |1333 nuts & bolts Ship Wia: IJP Express Test Trucking C
Department:lm Department 0 FOEI:I

Fieference # IPO ¥ Update Lead Time
Entered By: Imarko CDntactI
Heaoler | ltems | Footer |

|ChDDse to enter atermporary shipping address.

2. In the PO # field, enter the number of the purchase order that you are
receiving. When you press Tab, the Confirmation Options dialog box opens for
choosing the options to confirm the order.

3. Select the Temp button to access a temporary Address dialog box, where you
can enter the Ship to name, the country, the city, state, Zip, up to 4 lines of
address, a contact name, and a phone number. When you print the Purchase
order, the temporary ship to location prints in the Ship to section Address Entry
dialog box.

4. Receipt # is a display only field. As you enter items on a purchase order
receipt, the system assigns a receipt number to each receipt. For example, if a
vendor sends a partial shipment of an order, then Receipt 0001 is assigned to
the first receipt and the purchase order remains open. When the next shipment
arrives and you enter the receipt against the open purchase order, Receipt
00002 is assigned to the next receipt entry for that purchase order number and
S0 on.

5. Based on the confirmation option you chose, either the system assumes all
quantities received as ordered, or you need to enter the received quantities.

6. If the item is a lot or serial number item, the Lot/Serial Allocation window
opens. See Serial/Lot Number Allocation in the TakeStock Basics booklet for
information on allocating lot or serial numbers.
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How to receive a purchase order

‘& Tip: TakeStock can track the CofA for lot items from the time the item is
received from the supplier to the time it is forwarded to the end user. You
can record if a CofA has been received for a Lot either through Lot allocation
or through the Receipt view of Lot Item Maintenance by selecting the CofA
Received checkbox. When a lot CofA is marked as received, each sales
transaction that contains an item from that lot can be accompanied by the

CofA document.

If not received, each sales transaction that contains an

item from that lot is “queued” to a table so that once the CofA is received it

may be sent to the customer.

.& TIP: If you are receiving containerized items, then the system displays the
Container Allocation program that allows you to receive, commit, and ship
items that are stored in traceable containers. If you are receiving container
items, then the system displays the Container Receiving program that allows
you to receive, commit, and ship items that are stored in traceable
containers. During receipt entry for container items that are set up as
multibin, the system runs the bin allocation routine first, and the quantities
allocated to the bins must balance with the containers allocated to those
bins. For outgoing transactions, the system does not run the bin allocation;
the bin allocation is handled through the container allocation process. For
containerized items that are in lots, the system displays the lot allocation
dialog box first, then the Container Allocation dialog box. The system forces
container allocation to balance with the lot allocation.

7. After selecting confirmation options and allocating serial/lot items, the system

displays the Items view of PO Receipts.

PO Receipts
File  Inguiy Find Mates Additional Activity Global Help

FO# 0000rok3 0oo1

\tem:IIHE Aluminurm dock plate

Whse: Atl “Yendar: Y100

IS[=] E3

General Industrial

36 x24x2 344", 40001k cap.

Ordered Advised Received Backorderd Canceled

UM

SEE

=l At
Cost UM —————

! L L L A |

0 ffes HI

33 45 ICS j [t

E>¢| 8345

Iten I Ordered I RaceivedIBackordrdI CanceledlU‘l‘II Cost

IU‘MI Exten=

Iloo 1 1 o a

E4 Z00.00 EA&
EA lo0.0 E&

Insert |
Edit |
Welet= |

Totals: Rowd: 2.00 Wot 1001 LB Cubes: 0.0

Ext: 28345

Header | ltErns |

Footer |

Target.. |

|Add anew line item

8. The number of the currently selected item displays in the Item field.

If you add

an item to the confirmed order, then the new item number displays in this field
and entry of the item and quantities is the same as if you were entering a

purchase order.

TakeStock PO
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10.

11

12.

13

14.

15.

16.

The ordered quantity per buying unit of measure for the currently selected item
is shown in the Ordered field. If necessary, you can change the ordered
quantity of an item that is being confirmed. However, the ordered quantity must
equal the quantity received + backordered + canceled.

The quantity of the item the vendor claims to have sent displays in the Advised
field. This value defaults to the ordered quantity but it modifiable by receiving
personnel.

. The quantity of the item that was received displays in the Received field. If the

received quantity is less than the ordered quantity, the difference must display
in the Backordered field or the Canceled field. Or, you can change the ordered
quantity to match the quantity received.

If backorders are allowed, any backordered quantity from the vendor displays in
the Backordered field. You can use or change the backordered quantity for the
current line item.

. The quantity of the item that you want to cancel displays in the Canceled field.

This is usually when the vendor cannot ship the item or ships only a partial
quantity and you do not want to backorder the item. You can use or change any
item quantity to cancel.

The cost of the item at the costing unit of measure from the original purchase
order displays in the Cost field as the default for the item cost. You can use this
cost or enter a different cost for the receipt of the item.

If a note for a line item has been entered, the first 50 characters of the note
display in the Note display field. You can add, change or delete a line item note
by choosing the Notes icon, or choosing the Detail Line option from the Notes
menu.

The Extension field is a display only field and contains the extended cost of the
line item. The extended cost is calculated as the quantity received times the
cost less any aggregate line discounts.
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17.When all items have been received, choose the Footer button to move to the
footer window and complete confirmation of the purchase order.

PO Receipts == =
File Inquiry Find Motes Additional  Activity  Global Help
P4 0017300 0001 Whse: TLO Wendor: RLOTO0 General Industrial
Add Ons Amount  Percent Fesale Purchases: 0.00
Mon Resale Purch's: 0.00
Sub Total: 0.00
Unfactored Add Ons: 0.oo0
Factored Add Ons: 0.00
.00
Factor Costs... | More...
Total: 0.oo0

Terms Code: IEIE @Code z
v Reacy to Post
= Actnow edyement Ol P Readyto Pos

I Eanfirneticn Feaussted Update |

Header | ltems | EmmEter | Dione |

|ChDDse to edit document tax information.

18. The purchase order number, receipt number, warehouse and vendor display at
the top of the screen. Any Add Ons that you entered during PO entry or their
default amounts or percentages for purchase orders display on the screen. You
can use the existing Add On defaults and their values as they display, or you
can enter the amounts or percentages for any of the Add Ons.

19. The More button is available for changing the Add Ons for the current purchase
order receipt. This button opens the Add On Selections dialog box, which is
explained in online help.

20. The Factor Costs button is available to open the Cost Factoring dialog box to
choose the options for factoring the costs of the Add Ons to the cost of the
received items on the purchase order.

21.The Taxes button opens a dialog box for changing the Tax Code, Tax Class and
taxable status of the items on the purchase order receipt.

22. If you want to delay the update of a receipt, deselect the Ready to Post
checkbox in the footer of PO Receipts Entry and PO Receipts by Line screens.
This prevents the receipt from updating inventory and being updated through
the PO Receipts Register.

& Tip: You can delay a PO Receipt from immediately updating through the PO
Receipts Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating
of a Receipt until the user.
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23. When all Footer information is complete, you can optionally choose the Update
button to update the item quantities (the GL Distribution is not updated). If you
do not update now, the item quantities will be updated by the update option in
the PO Receipts Register. When all information for the receipt is complete,
choose the Done button to end the receipt and return to the Header window to
enter another receipt or exit.

24.When all entries are complete and saved, choose File 2 Exit.
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Cost Factoring Dialog Box

Using this dialog box you can choose the options for factoring the costs of the Add
Ons to the cost of the received items on the purchase order.

Whether or not an Add On can be considered for cost factoring is set for each Add
On in the Cost & GL view of Add On Maintenance in System Management. In most
cases, only Freight charges will be set up for factoring.

The default Factor for freight that you set up in PO Control Maintenance is the
default Factor Based On selection for this dialog box. When your selections for
factoring the Add Ons is complete, choose the OK button. To exit without saving
any changes, choose the Cancel button.

Factor Based On Factor
 Mone I ShipgEine) Hand
& Units
 YWaight
" Cost
" Cubes
US$
Units: 2 0.00/ Units
Wt 200.0 0.00/LE
Arnount; 0.00
Cubes: 0.000
Factored Amt; % 0.00
k. | Cancel

Form Contents

Fields, Buttons, Checkboxes, & Icons

OK Saves the new or modified information and exits the screen.
Cancel Exits the screen without saving any changes.

Help Accesses online Help for this screen.

Factor In the Factor Based On section of the dialog box, select the
Based On basis to use for factoring the Add Ons to the costs of the

items. Select:

None—To not factor any Add Ons into the costs of the items.

Total Units—To use the total number of all units received on
the purchase order to factor the cost of Add Ons.

Total Weight—To use the total weight of all items received on
the purchase order to factor the cost of the Add Ons.
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Total Dollars—To use the total dollars for all items received on
the purchase order to factor the cost of the Add Ons.

Factor In the Factor section of the dialog box, select the Add Ons to
factor into the costs of the items. The status of each Add On
is determined by the option set for the Add On in Add On
Maint. in System Management. An Add On can be set to
default to Yes or No and can be changed here. If an Add On is
set to Always be set to Yes or No, then that status cannot be
changed here.

Factor Selects the options for factoring the cost of the Add Ons to
Costs the cost of the received items on the purchase order.
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Non PO Receipts Entry

Using this program to enter the receipt of items when a purchase order has not
been issued for the items. Non PO Receipts is also available to enter goods that
are received for which no purchase order exists, such as orders placed over the
phone that have not been entered into the system. This allows you to enter and
receive a purchase order at the same time. Such receipts are assigned non-
purchase order numbers manually or they can be assigned automatically by the
system.

There are three screen for a non-PO receipt:
Non PO Receipts Header view

Non PO Receipts Items view

Non PO Receipts Footer view

Vendor Consignment Processing

If you enter a PO document with an Initiating Warehouse that is marked as a
consigned warehouse, the system assumes consigned goods are being ordered.
The goods are received using PO Receipts Entry and updated through the PO
Receipts Register. The system uses the appropriate consignment inventory and
receipts accounts for GL posting. Unlike normal warehouse receipts, consignment
receipts do not require nor allow an AP invoice to be entered against the PO
receipt for the consigned goods. This means that when you enter the AP
Document, you cannot choose the receipt to match against. You must enter a GL
account as the offset expense to AP.

PO Line Item promised dates based on lead time

You can base PO Line Item promised dates on individual item’s lead times. The
Default promised dates based on lead time checkbox in PO Control
Maintenance allows you to base the PO Line Item promised dates on the individual
item’s lead times. If you select this checkbox, the system defaults the promised
date of each line item in Purchase Order Entry and Non PO Receipts Entry to the
PO entry date plus the item’s average lead time as found in the Warehouse/ltem
Maintenance. If this control option is not set, then the promised date for each line
item will continue to default to the PO header’s promised date.

Goods Received Note (GRN)

Details of individual PO receipts can now be printed in the form of Goods Received
Note (GRN). A Goods Received Note (GRN) is a printed document that lists the
details of an individual receipt. It can be printed either at the end of the receiving
process (as an option in PO Receipts) or as a standalone report from the PO
Receipts menu. This document also functions as a Goods Returned Note for a
shipment of returned goods to the vendor, (Goods Returned Note). The option to
prompt for a Goods Received/Returned Note during receipt entry is controlled by
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the Use GRN in PO Receiving option on the PO Lines view of PO Control
Maintenance.

GRNs can be printed after entry of the details or subsequently as part of a batch;
after receipt entry but prior to Receipt Register update. The default value for the
prompt is maintainable on the Forms view of the same program. The GRN
printout contains page breaks on Receipt number, so if a Purchase Order has
multiple receipts, a GRN prints for each one. When the Multi-Currency feature is
in use, you have the option of including multi-currency information in addition to
the regular base currency listings on the GRN through the Multi-Currency
Information option on the Forms view of PO Control Maintenance. Line and
extension amounts are listed in base currency, using document-to-base currency
conversions (including Euro triangulation where in use). When a document’s
currency is different from the base currency, an extra line of information will be
printed directly below the item line. This extra line lists the document’s currency,
exchange rate and document-currency extension amount. The form itself should
be specified as “2018-L-12-11-N in Form Specification Maintenance.
Constraints/Limitations: Currently, only one GRN form, 2018-L-12-11-N, is
available. This form is a non-preprinted 12 CPI laser form.

Advised Quantities

When the Allow Advised Quantity Entry option in PO Control Maintenance is
selected, a new entry field appears on PO Receiving screens next to the Ordered
field. Advised Quantities the quantity a vendor claims to have shipped This value
will default to the ordered quantity but can be modified while the line is being
edited by receiving personnel. The user can view the Advised quantity on the
GRN, where in use, and in the PO document inquiry.

Note: The addition of this field has increased the total screen size of the
PO Entry programs permanently such that a resolution of 800x600 must
be used to view the entire screen.

Multiple Buying/Costing UMs

You can assign more than one UM for both buying and costing in the new drop-
down boxes that list all valid buying and costing units of measure. If an item has
only one buying and/or costing UM, the respective drop-down box(es) are display
only and do not allow entry. In the UM view of Item Maintenance, you can set
the default and alternate buying and costing UMs. You cannot change the costing
unit of measure settings where an open PO or SO exists in the system.

Receipt of inventory to be allocated to containers

When enter a non-po receipt for an item that uses traceable containers, you must
select a valid container type. You can change the container type selection prior to
PO Receipts processing.

When inventory arrives into a warehouse in a container, the inventory must be
properly linked to the container. You can allocate the inventory to a valid, new, or
certified container. This allocation creates a container record. Within this record,
the system maintains pertinent information about the container/item, such as
amount of inventory stored, PO number, date of receipt, and serial number, if any.
You can also assign the container/item to a bin and/or Lot. If the Unit of measure
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for the container type is not a valid unit of measure for the item, you must create
the unit of measure in the item master record.

By linking a container item number with the containerized item, PO Receipts Entry
or PO Receipts by Item processing updates both items (container and contents),
the container table, and container history table. If empty container items are
received, PO receipts processing performs the usual updates to the item, plus the
container table and container history table.

The PO Receipts Register program prints container types, container numbers, and
container serial numbers, if applicable.

The Container Receiving dialog box (the second version of the Container Allocation
dialog box) processes the receipt of empty containers. This dialog box has the look
and feel of the Serial Receipt dialog box. Using this dialog box, you must enter
container numbers for the number of containers received. The system creates
container records for the container numbers entered. As with the receipt and
selling of containerized items, the program forces balancing before you can
complete and successfully complete the Container Allocation dialog box.

Hints and Examples

If you delete a non-purchase order receipt, the line items are deleted and the
received quantities are removed. The purchase order number is not deleted. The
deleted purchase order number prints on the next Receipts Register with a note
that the non-purchase order receipt has been deleted. This acts as an audit trail
of all purchase order numbers used.

e-wms Processing

For e-wms enabled warehouses, Purchase Order Entry runs e-wms processing
when you finish entering the purchase order. Refer to the e-wms Users Guide for
additional processing and program details about the e-wms feature.

As you save each line item, the system runs the Alternate Package Code Allocation
routine to convert the ordered quantity to the smallest quantity and determine the
Pack Size, and Alternate Package Code passed to the e-wms system. This
information is passed to the necessary e-wms send tables and processed by the e-
wms Update Receive Process.

If you edit an existing purchase order that has already passed information via e-
wms process and the record status is ‘locked’, the system displays a message
indicating the PO cannot be changed and disallows edits of the production ticket.
If the ewms record status is not “Locked”, the system displays a message
indicating the e-wms status and gives you the option to edit the purchase order.
If you edit the document, the system runs the e-wms send procedure again, with
the document “Nuke” options. Once you complete your changes, the e-wms
processing occurs as if you are sending a new purchase order.

There is no change in the processing of Serial numbers, Lots, or Containers in
Purchase Order Entry, with regard to e-wms processing.

PO Receipts Entry: For warehouses that are e-wms enabled, you can access e-
wms purchase orders that have been received and not yet updated through the
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Receipt Register from the Footer screen the PO Receipts Entry. You can use this
feature to enter add ons, such as freight charges, associated with the order and
optionally factored. Note that you cannot delete/add/modify items on the PO.
When you select an e-wms purchase order, the system displays the message: The
e-wms receipt for document XXXXXXXX has been updated. There are limited
document changes available.

If a sales order invoice is printed and run through the Daily Sales Register before
the PO Receipt add ons are included or changed, the system marks the invoice as
Reprint Required. You have to print the invoices again to process them through
the Daily Sales Register.

Non-PO Receipts Entry: For warehouses that are e-wms e-enabled, the Non-PO
Receipts Entry programs is disabled.

Resizing the Screen

You can resize the screen for programs in the Purchase Order Entry suite. To
change the width, point to the left or right window border. When the pointer
changes into a horizontal double-headed arrow, drag the border to the right or
left. To change the height, point to the top or bottom window border. When the
pointer changes into a vertical double-headed arrow drag the border up or down.
To change the height and width at the same time, point to any window corner.
When the pointer changes into a diagonal double-headed arrow drag the border in
any direction.
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Menus

File

Menu Selection
Delete

Stop Receipt

Suggested POs

Import Direct
Shipments

Preferences

Exit

Inquiry

Menu Selection
Vendor Inquiry
F5

Item Inquiry
Item Interchange
Inquiry

Replenishment

TakeStock PO

Function

Deletes the current document. The
system deletes line items and sets the
header to deleted. The document prints
on the register as an audit trail of
document numbers assigned.

Stops the current receipt that is in
process. Once a PO receipt is complete
and saved, it can no longer to stopped.
This option is available only when you are
receiving a purchase order.

Accesses the Import Suggested PO's
dialog box, which is used to import items
from a suggested purchase order into the
current purchase order.

Accesses the Import Direct Shipments
dialog box, which is used to import direct
ship items from a sales order into the
current purchase order.

Accesses the Tab Order and Browse
Columns menu options Select Browse
Columns menu option to access the Move
and Lock Columns dialog box, which is
used to arrange the columns in the
transaction list in the order you want to
view them. Select Tab Order menu option
to access the Tab Order dialog box, which
is used to set the tab order for the entry
fields on the screen.

Exits the current program.

Function

Accesses the Vendor Inquiry to display
vendor information.

Accesses the Item Inquiry to display item
information.

Displays a list of interchange number for
the current item.

Accesses the Replenishment Detail Inquiry
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Inquiry

Doc Overview
Inquiry

SO Document
Inquiry
PO Document

Inquiry

Find

Menu Selection

Purchase Order
Lookup

Document
Quicksearch

Vendor QuickSearch

Item QuickSearch

Find Detail Line

Notes

Menu Selection
Vendor

Ship From

Warehouse

Item
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to view replenishment information for the
selected item.

Accesses the Overview dialog box to view
item information for the current
document.

Accesses the SO Document Inquiry to
display current and past sales documents.

Accesses the PO Document Inquiry to
display open, receipt and past purchase
order documents.

Function
Opens the Lookup for purchase orders.

Opens the Document Quicksearch to help
you quickly locate a specific document.

Opens the Vendor QuickSearch to quickly
locate a customer. The QuickSearch helps
you to find a vendor faster than using the
Lookup. However, it does not offer the
power available in the Lookup, such as
using filters and column layouts.

Opens the Item Quicksearch dialog box to
quickly locate an item. The QuickSearch
helps you to find an item faster than using
the Lookup. However, it does not offer
the power available in the Lookup, such as
using filters and column layouts.

Opens a dialog box where you can enter
the number of an item to help you quickly
locate the item’s detail line in the item
list.

Function

Opens the Notes Manager for the current
vendor.

Opens the Notes Manager for the current
Ship From vendor.

Opens the Notes Manager for the current
warehouse.

Opens the Notes Manager for the current
item.
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Document

Detail Line

Import Vendor

Import Iltem

Additional

Menu Selection

Maintain

Date Display

Buying Target

Aggregate Cost
Discounts

Cost Selection

Item Tax Info

Serial/Lot
Distribution

Stock
Reservations -
Incoming

TakeStock PO

Opens the Notes Manager for the current
document. If a note exists for a
document, the Notes Manager will
automatically open and display the note
each time the document number is
entered.

Opens the Notes Manager for the current
detail line item.

Opens the Import Vendor Notes dialog
box for the current vendor. Use this
dialog box to import vendor notes to this
item

Opens the Import Item Notes dialog box
for the current item. Use this dialog box
to import component items notes to the

item.

Function

Maintains records for the available fields
on this screen.

When entering receipts, opens the Date
Display dialog box to change document
dates.

Open the Buying Targets dialog box
vendor/product line buying targets.

Open the Aggregate Cost Discount dialog
box to apply aggregate discounts for the
line items.

Open the Cost Selection dialog box to
view or select an alternate cost to use for
the current item.

Open the Line Item Sales Tax dialog box
to view or change the sales tax
information for a line item.

Open the Lot Allocation or the Serial
Number Allocation dialog box to enter the
numbers for the items on the purchase
order document.

Open the Stock Reservations dialog box to
view existing or reserve stock to fill a
sales order or warehouse transfer
backorder.
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Purchase Orders

Custom Fields-
Header

Custom Fields-
Detail

Activity
Menu Selection
PO Entry

PO Receipts

Non PO Receipts
Entry

Returns PO

Global

Menu Selection
User Profile

Note Pad

Personal
Favorites

Jump

Help

Menu Selection
Contents

Glossary

Search for Help
on

Screen Help

About TakeStock

Special Keys
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Open the User Fields dialog box to enter
custom fields for the header information.

Open the User Fields dialog box to enter
custom fields for the detail line item
information.

Function
Change to the PO Entry program.

Change to the PO Receipts program.

Change to the Non PO Receipts Entry
program.

Change to the Returns PO program.

Functions
Accesses your user profile information.

Accesses the Notes dialog box, which is
used to enter notes for the current user.

Allows you to access frequently used
programs.

Accesses the Program Locator dialog box,
which allows you to move to other
TakeStock modules and programs.

Functions

Accesses the online Help table of
contents.

Access the TakeStock Glossary.

Accesses the Help system index.

Accesses online Help for the current
screen.

Displays release, licensing, and support
information about TakeStock.

Accesses the Special Keys dialog box,
which lists the function keys for the
current screen.
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Non PO Receipts Entry—Header View

Using this program, you can enter the receipt of items when a purchase order has
not been issued for the items.

Non-purchase order receipts are entered to record the receipt of items from a
vendor when there has not been a previous purchase order entered into the
system. For example, if you place an order over the phone and receive the items
without entering a purchase order, you can use this program to enter and receive
the items all at the same time.

The Header window allows you to designate who placed the order and from where
it was shipped. You also define information for the non-purchase order receipt,
such as method of shipping, how to handle freight charges, the warehouse that
will receive the merchandise, and the buyer who placed the order.

There are three screens for entering a non-purchase order receipt; Header, Items,
and Footer. When you complete the header information, choose the Items button
to move to the line item entry window. If you entered a sale order document
number to create a direct ship special tie, a dialog box displays the items being
entered on the purchase order before moving to the Item window.

Mon PO Receipts Entry =]
File Inquiry Find Motes Additional Activity Global Help

Receipt# 0000 Recsived: [06/31/2000
Vendor | From:| ShipTD:I Temp |

[ Same [ Same 50 DDC#:I
Argentinaarehouse

289 estgate Shores

Argenting, Sauth America
89383

‘Warehouse: IDDD Argentina’sa  Freight IPrePaid 'l
Buyar Code:l Ship \f'ia:l =
Department:lm Department 0 FOEI:I

Feference #: I [~ Update Lead Time

Entered By: Ileigh CDntaCtI

IleEnlEr | ltems | fEEEter

Enter PO #to create or edit. FI-Mext.
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Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Items Accesses the Items view of PO Entry.
Footer Accesses the Footer view of PO Entry.
Temp Accesses a temporary Address dialog box, where you

can enter the Ship to name, the country, the city,
state, Zip, up to 4 lines of address, a contact name,
and a phone number. When you print the Purchase
order, the temporary ship to location prints in the Ship
to section Address Entry dialog box.

PO # Enter the number to assign to a purchase order
number to the non-purchase order receipt. You can
press TAB when NEXT displays in this field to assign
the next available purchase order number. Pressing F9
will also assign the next available number.

Purchase order numbers are eight characters long and
are the main identifier of the document. The number
may be eight digits long (12345678) if you are not
using branches as part of the purchase order number
(as set in Branch Maint.). If you are using branches in
the purchase order number, the code for the branch
assigned to the warehouse on the purchase order
becomes the prefix and the remaining eight characters
are filled with digits. For example, if the branch code is
ABC, the purchase order number could be ABC12345,

If you need to change or delete an existing non-
purchase order receipt, enter the existing purchase
order number in this field to open it. If a document
note exists for the document number you enter, the
Notes Manager dialog box opens to display the note.

If you delete a non-purchase order receipt, the line
items are deleted and the received quantities are
removed. The purchase order number is not deleted.
The deleted purchase order number will print on the
next Receipts Register with a note that the non-
purchase order receipt has been deleted.

Note: If you enter an existing document number to
open the document, you can press ESC to end the
document as long as you have not made any changes.
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Received

Vendor

From

SO Doc#

Warehouse

Freight

Buyer Code

TakeStock PO

The date the items are received. This becomes the
date for the non-purchase order receipt.

The number of the vendor from whom you are
receiving the items. When you enter a valid vendor
number, the vendor’'s name and address are
displayed. From the vendor’s record, the following
defaults display on the screen: Ship From, buyer,
freight code, ship via, FOB, and tax code.

If the vendor’s record is set as Not Valid for PO,
Inactive or On Hold, an appropriate message is
displayed.

This field defaults to the primary Ship From vendor set
up for the vendor you entered. You can press Tab to
accept this default, or enter a different valid Ship From
vendor. Press F9 to enter SAME so the Ship From
vendor is set to the same number as the vendor field.

If you enter a different Ship From vendor, the buyer,
freight code, ship via, FOB, and tax code defaults
come from the Ship From vendor’s record.

When you are entering a new purchase order, you can
enter the sales order number of a direct shipment to
create a special tie for the vendor and customer. The
sales order cannot already have a special tie attached
to it. The special tie will cause the items on the sales
order to be pulled into the purchase order line items
automatically for receipt. When the purchase order is
updated, the items on the sales order for direct
shipment can also be updated to reflect the shipment
to the customer. Your inventory quantities are not
updated for the receipt or shipment of items when
there is a direct shipment special tie.

If the sales order number is not valid or not for a
direct shipment, or if the purchase order and sales
order are not for the same warehouse, the entry in
this field will not be accepted.

The code of the warehouse where you will receive the
items on this non-PO receipt. The warehouse from
your user profile displays as the default.

The code of the freight Add On for this non-PO receipt.
The freight code from the vendor’s record or the Ship
From record displays as the default.

The code of the buyer for this non-PO receipt order.
The buyer from the vendor’s record or the Ship From
record displays as the default.
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Ship Via The code of the ship via to use for this non-PO receipt.
The ship via code from the vendor’s record or the Ship
From record displays as the default.

Department The department from your user profile displays as the
default for posting to General Ledger by profit/cost
centers. You can use this department, or enter a
different department code for this non-PO receipt.

FOB The code of the Freight On Board for this non-PO
receipt. The FOB code from the vendor’s record or the
Ship From record displays as the default.

Reference # This is an optional 15-character field for entering a
reference number to print on the non-PO receipt. If
you created a tie to the non-PO receipt from a sales
order, the sales order number displays in this field as
the reference. You can enter a number for this field or
leave it blank.

Update Lead Indicates that you want lead-time to be updated for
Time the items on the non-purchase order receipt. By
default, this option is not selected.

Entered By The user code from your user profile displays in this
field as the default to identify the person who actually
entered the non-PO receipt. You can use the default
or enter a different user code.

Contact The name of your contact at the vendor’s location.
The contact from the vendor’s record or the Ship From
record displays as the default.

Menus

File Inquiry
Find Notes
Additional Activity
Global Help
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See Also
Non PO Receipts Items view
Non PO Receipts Footer view

How to enter a non-purchase order receipt
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Non PO Receipts Entry—Items View

Using the Items view of Non PO Receipts Entry, you can review or edit the items
that have been received, backordered and canceled for the purchase order that
you are entering.

There are three screens for entering a non-PO receipt: Header, Items, and Footer.

Mon PO Receipts Entry JHI=] E3
File Inguiy Find Motes Additional Achivity Global Help
FO# Dal02990 00at Wyhse: 000 Yendar: 100 Hardware House
\tem:ll] 0o Fallet Loading Hand Truck Save
1500 b capacity End Add
Ordered Advised Feceived Backorderd Canceled UM Cost U4 Detall
| 1z | o o o N ENE 275.00 |EAji
gl Esxt: 0.o0
Recommend 0 EA Order Oty 0 Awg LT: 10
On Orler 1288 Order Pt 0 it Cls: 14
Avallable 234 Line Ft 0 Seasonal: No
Backorder 30 Awvi, Usage 0 Restock Wh.:
Primary Yendaor: %100 gt 1.000Cz Manual Cost: 0.00 EA
ProductLine: ggg Cuhes: 0.on Last Cost: 275.00
tajor Categaory: hhb stk List Price: 125 .00 EA
1= Suplylters Foreign Cost: 0.00
|Enter order quantity, F3-UM Calculatar, F10-Recommended Oty

The purchase order number, receipt number, warehouse and vendor information
displays at the top of the screen. Enter the number of the item you received.
Then, enter the quantity received, backordered and canceled, and the cost at the
costing unit of measure. The buying and costing units of measure for the item
cannot be changed during PO Receipts Entry.

The Detail button is available to open the Line Item Detail dialog box to enter a
different item description, change the requested and promised dates, change the
GL Table for posting to General Ledger, and change the status for Update Lead
Time. For any line item, the Additional menu offers many options to enter or view
buying targets, alternate costs, item tax information and other features. Be sure
to check the options available on this menu.

When entering the quantities, you can choose F9 to use the UM Calculator. For
the ordered quantity, choose F10 to use the Recommended units to order as
calculated by the system. At the Cost entry, you can choose F9 to open the Cost
Selection dialog box.

When an item entry is complete, choose the Save button to save the line item
detail in the item list. When all detail line items are complete, choose End Add (or
End Edit or End Insert). The buttons for the item list are then available to maintain
the detail lines. When all detail lines are complete, choose the Footer button to
move to the footer screen.
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Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the
System Icons and Buttons topic in Chapter 2, Getting Started of
TakeStock Basics.

Header Accesses the Header view of PO Receipts.

Footer Accesses the Footer view of PO Receipts.

Save Saves the current line item for this purchase order.
End Add Completes the add function. This action does not save

your additions. You must click the Save button first, then
End Add to save changes. The label of this button
changes to End Edit when you select to edit the
information for a line item.

Detail Accesses the Line Item Detail dialog box to change or
enter line item descriptions, change the requested and
promised dates, change the GL Table for posting to
General Ledger, and change the status for Update Lead
Time, Taxable, and For Resale.

Add Adds another item to the document.

Insert Inserts a new item on the document directly above the
currently selected item in the item list.

Edit Edits the currently selected line item so you can make
changes to the unit quantity or cost.

Delete Deletes the currently selected line item from the
document.
Target Accesses the Buying Targets dialog box, which is used to

display buying targets for the vendor.

Item The number of the item for the purchase document. If
you enter an interchange item number, it will be replaced
by the TakeStock item number. If there is more than one
TakeStock item number set up for the interchange
number, then the Interchange Selection dialog box opens
SO you can select the item number to use.

If the item you enter has been superseded, a dialog box
opens to let you know that the item is inactive and cannot
be purchased.

When you enter an item number, the buying UM, default
cost for the vendor, and costing UM display in the line
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Ordered

Advised

Received

Back-
ordered

Canceled

UM

Cost

UM

Ext
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entry. The warehouse information, replenishment
controls, and vendor information for the item, warehouse
and vendor displays at the bottom of the screen as a
reference. You can use the Lookup or Item Quicksearch
(from the Find menu) to help locate an item number.

The quantity of the item per buying unit of measure that
you ordered. If the item has multiple buying units of
measure, the F9 key is available to open the UM
Calculator to calculate the quantity at different units of
measure.

The quantity of the item the vendor claims to have sent.
This value defaults to the ordered quantity but it
modifiable by receiving personnel.

The quantity of the item at the buying unit of measure
that you actually received. If you did not receive any of
the item you ordered, enter zero for this field and either
backorder or cancel the item quantity.

If you did not receive the total ordered quantity of the
item, enter the quantity at the buying unit of measure
that you want to place on backorder from the vendor. If
you are not backordering any quantity of the item, enter a
zero.

If you did not receive the total ordered quantity of the
item, enter the quantity at the buying unit of measure
that you want to cancel. If you do not want to cancel any
quantity of the item, enter a zero.

[Unit of Measure] The quantities of the item are shown in
buying units of measure. This field is a display only field
to show you the unit of measure at which you are
purchasing the item.

The default cost at the costing unit of measure for the
vendor, warehouse and item displays in this field. You
can use this cost, enter a different cost, or press F9 to
open the Cost Selection dialog box to choose a valid cost.

The costing unit of measure for the item displays in this
field. This field is a display only field to show you the unit
of measure at which you are costing the item.

The extended cost of the line item displays in this display
only field. The extended cost is calculated as the buying
quantity times the cost less any aggregate line discounts.

You can scroll the item list to the left and right to view
additional information, such as aggregate discounts, for
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the line items.

Non PO Receipts Header view

Non PO Receipts Footer view

Inquiry
Notes
Activity

Help

How to enter a non-purchase order receipt
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Non PO Receipts Entry—Footer View

Using the Footer view of Non PO Receipts Entry, you can review or enter any Add
On charges or document taxes for the non-purchase order receipt. The total of all
information on the document is also available for viewing on the Footer window.

There are three screens for confirming a purchase order: Header, Items, and
Footer.

The purchase order number, receipt number, receiving warehouse, and vendor
number and name display at the top of the screen. Any Add Ons and their default
amount or percentage for the receipts on the purchase orders display in the Add
On section of the window. You can use the Add On defaults and their values, or
you can enter the amount or percentage for any of these fields.

The Factor Costs button is available to open the Cost Selection dialog box to
choose the cost factoring options for items received on the purchase order. The
More button opens the Add On Selections dialog box for changing the Add Ons for
the current purchase order. The Taxes button opens a dialog box for changing the
Tax Code and Tax Class assigned to the purchase order.

When all Footer information is complete, you can optionally choose the Update
button to update the item quantities but not update the GL Distribution. If you do
not update now, the item quantities will be updated by the update option in the PO
Receipts Register. When all information for the receipt is complete, choose the
Done button to end the receipt and return to the Header windows.

.& Tip: You can delay a PO Receipt from immediately updating through the PO
Receipts Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating of
a Receipt until the user.

If you want to delay the update of a receipt, deselect the Ready to Post checkbox
in the footer of PO Receipts Entry and PO Receipts by Line screens. This prevents
the receipt from updating inventory and being updated through the PO Receipts
Register.
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Non PO Receipts Entry—Footer View

Hon PO Receipts Entry M=l E
File Inquiry Find Motes Additional  Activity  Global Help
PO # 00566565 0007 hse: 000 “endor: 1000 MCl Telecommun

Add Ons Amount  Percent Fesale Purchases: 1.00

kdiscellaneous:
Another Add On:
Jon's Testing:

Shipping Hand:

Factor Costs... | More... |

I 111.11 399,993 % Naon Fesale Purch's: 0.oa
| 222.22 999 999 % —_—
0 oos Im% Sub Total: 1.00
Unfactored Add Ons: 121 .16

| 10.00 933 339 %
Factored Add Ons: 222.22

Total: 351.32

Terms Code: |U1 Nurmal Terns

I Acknowledaerment Only
I Eanfirneticn Feaussted

Update

Header ltems EmmEter | Dione |

Form Contents

Factor
Costs

More

Tax

Update

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Lookup icon, which runs the Lookup for the current field.
For example, if the current field is the Warehouse entry,
this icon displays the Warehouse Lookup. If the current
field is Unit of Measure, this icon displays the Unit of
Measure Lookup.

Accesses the Cost Factoring dialog box to choose the cost
factoring options for items received on the purchase
order.

Accesses the Add On Selections dialog box for changing
the Add Ons that are used for the current purchase
document.

You define the Add Ons to automatically display for
purchase orders using Add On Default Maintenance in
System Management, The Add Ons you define and their
default amounts or percentages display on the Footer
screen. You can use these Add Ons and any default
amounts or percentage, or you can enter different
amounts or percentages for the purchase order.

Accesses the Document Sales Tax dialog box, which is
used to modify the tax code and tax class assigned to the
purchase document.

Updates all received line items on a receipt.
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Done Ends the receipt process and returns you to the Header
window.

Header Accesses the Header view of the PO Receipts program.

Items Accesses the Items view of the PO Receipts program.

Terms The terms code assigned to the vendor displays in this

Code field to define the terms for the document. You can use

this terms code or enter a different valid terms code.

Acknowl This option is disabled for PO Receipts.
edge-
ment
Only
Confirma This option is disabled for PO Receipts.
tion
Request
ed
Ready Determines whether to delay a PO Receipt from
to Post immediately updating through the PO Receipts Register,
and choose to manually update the PO receipt at a later
time.
This could be necessary due to delayed invoicing for
additional costs such as freight or other carrier fees. This
feature allows the user to delay the updating of a Receipt
until the user.
If you want to delay the update of a receipt, deselect the
Ready for Register checkbox in the footer of PO Receipts
Entry and PO Receipts by Line screens. This prevents the
receipt from updating inventory and being updated through
the PO Receipts Register.
Menus
File Inquiry
Find Notes
Additional Activity
Global Help
See Also

Non PO Receipts Header view
Non PO Receipts Items view

How to enter a non-purchase order receipt
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How to enter a non-purchase order receipt

1. Access the Non PO Receipts Entry program in the Receipts submodule of

Purchase Orders. The complete path is Purchase Orders =2 Receipts= Non PO
Receipts Entry. The system displays the Header view of Non PO Receipts Entry.

Mon PO Receipts Entry =]
File Inquiry Find Motes Additional Activity Global Help

Receipt# 0000 Recsived: [06/31/2000
Wendar: B4 From: @) Ship To: =t |
E I

[ Same [ Same 50 DDC#:I
Argentinaarehouse

289 estgate Shores

Argenting, Sauth America
89383

‘Warehouse: IDDD Argentina’sa  Freight IPrePaid 'l
Buyar Code:l i Ship \f'ia:l =
Department:lm Department 0 FOEI:I

Feference #: I [~ Update Lead Time

Entered By: Ileigh CDntaCtI

IleEnlEr | ltems | fEEEter |

|Enter PO #1o create or edit. F3-MNext,

In the PO # field, enter the number of the purchase order that you are
receiving. If you need to change or delete an existing non-purchase order
receipt, enter the existing purchase order number in this field to open it.

You can press Tab when NEXT displays in this field to assign the next available
purchase order number. Pressing F9 will also assign the next available number.

Purchase order numbers are eight characters long and are the main identifier of
the document. The number may be eight digits long (12345678) if you are not
using branches as part of the purchase order number (as set in Branch Maint.).
If you are using branches in the purchase order number, the code for the
branch assigned to the warehouse on the purchase order becomes the prefix
and the remaining characters are filled with digits. For example, if the branch
code is ABC, the purchase order number could be ABC12345.

Receipt # is a display only field. As you enter items on a non-purchase order
receipt, the system assigns a receipt number to each receipt. For example, if a
vendor sends a partial shipment of an order, then Receipt 1 is assigned to the
first receipt and items not received will remain open on the purchase order.
When the next shipment arrives and you enter the receipt against the open
non-purchase order receipt, Receipt 2 is assigned to the next receipt entry for
that purchase order number and so on.
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6. Select the Temp button to access a temporary ship to dialog box, where you
can enter the Ship to name, the country, the city, state, Zip, up to 4 lines of
address, a contact name, and a phone number. When you print the Purchase
order, the temporary ship to location prints in the Ship to section Address Entry
dialog box.

7. Enter information for the remaining fields and checkboxes on the screen. Use
the table below to guide you in your entries.

Received The date the items are received. This becomes the date for
the non-purchase order receipt.

Vendor The number of the vendor from whom you are receiving the
items. When you enter a valid vendor number, the vendor’s
name and address are displayed. From the vendor’s record,
the following defaults display on the screen: Ship From,
buyer, freight code, ship via, FOB, and tax code.

If the vendor’s record is set as Not Valid for PO, Inactive or
On Hold, an appropriate message is displayed.

From This field defaults to the primary Ship From vendor set up for
the vendor you entered. You can press Tab to accept this
default, or enter a different valid Ship From vendor. Press
F9 to enter SAME so the Ship From vendor is set to the same
number as the vendor field.

If you enter a different Ship From vendor, the buyer, freight
code, ship via, FOB, and tax code defaults come from the
Ship From vendor’s record.

SO Doc# When you are entering a new purchase order, you can enter
the sales order number of a direct shipment to create a
special tie for the vendor and customer. The sales order
cannot already have a special tie attached to it. The special
tie will cause the items on the sales order to be pulled into
the purchase order line items automatically for receipt.
When the purchase order is updated, the items on the sales
order for direct shipment can also be updated to reflect the
shipment to the customer. Your inventory quantities are not
updated for the receipt or shipment of items when there is a
direct shipment special tie.

If the sales order number is not valid or not for a direct
shipment, or if the purchase order and sales order are not
for the same warehouse, the entry in this field will not be

accepted.
Ware- The code of the warehouse where you will receive the items
house on this non-PO receipt. The warehouse from your user profile

displays as the default.

Freight The code of the freight Add On for this non-PO receipt. The
freight code from the vendor’s record or the Ship From
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record displays as the default.

The code of the buyer for this non-PO receipt order. The
buyer from the vendor’s record or the Ship From record
displays as the default.

The code of the ship via to use for this non-PO receipt. The
ship via code from the vendor’s record or the Ship From
record displays as the default.

The department from your user profile displays as the
default for posting to General Ledger by profit/cost centers.
You can use this department, or enter a different department
code for this non-PO receipt.

The code of the Freight On Board for this non-PO receipt.
The FOB code from the vendor’s record or the Ship From
record displays as the default.

This is an optional 15-character field for entering a reference
number to print on the non-PO receipt. If you created a tie
to the non-PO receipt from a sales order, the sales order
number displays in this field as the reference. You can enter
a number for this field or leave it blank.

Indicates that you want lead-time to be updated for the
items on the non-purchase order receipt. By default, this
option is not selected.

The user code from your user profile displays in this field as
the default to identify the person who actually entered the
non-PO receipt. You can use the default or enter a different
user code.

The name of your contact at the vendor’s location. The
contact from the vendor’s phonebook record or the Ship
From phonebook record displays as the default.
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8. When you complete the header information, choose the Items button to move to
the line item entry window.

Mon PO Receipts Entry Hi=1E3
File  Inguiy Find Mates Additional Activity Global Help
FO# Dal02990 00at Whse: 000 “endar: 100 Hardware House
tern:[1100 Pallat Loading Hand Truck e
1500 lb capacity End Add
Ordered Advised Received Backorderd Canceled LM Cost UM T
| 12 | [ | ] | 0 | 0 |EA j| 275.00 |EA j =etall
E" Ext: 0.o0
Fecommend 0 EA Order Oty 0 Awg LT: 10
On Order 1288 Order Pt 0 it Cls: 14
Available 234 Line Ft 0 Seasonal: No
Backorder 30 Avig, Usage 0 Restock Wh.:
Primary Vendor: %100 Wigt: 1.000 0z Manual Cost: 0.00 EA
Product Line: ggg Cuhes: o.oo Last Cost: 275.00
tajor Category: hhb ISR EretaetlET List Price: 125.00 EA
= Suppllien Foreign Cost: 0.00
|Enter order quantity, F3-UNM Calculatar, F10-Recommended QOty.

9. Enter the number of the Item for the purchase document. When you enter an
item number, the buying UM, default cost for the vendor, and costing UM
display in the line entry.

‘&' Tip: If you enter an interchange item number, it will be replaced by the
TakeStock item number. If there is more than one TakeStock item number set
up for the interchange number, then the Interchange Selection dialog box opens
SO you can select the item number to use.

10. Enter information for the remaining fields and checkboxes on the screen. Use
the table below to guide you in your entries.

Ordered The quantity of the item per buying unit of measure
that you ordered. If the item has multiple buying
units of measure, the F9 key is available to open the
UM Calculator to calculate the quantity at different
units of measure.

Received The quantity of the item at the buying unit of measure
that you actually received. If you did not receive any
of the item you ordered, enter zero for this field and
either backorder or cancel the item quantity.

Advised The quantity of the item the vendor claims to have
sent. This value defaults to the ordered quantity but it
modifiable by receiving personnel.

Backordered If you did not receive the total ordered quantity of the
item, enter the quantity at the buying unit of measure
that you want to place on backorder from the vendor.
If you are not backordering any quantity of the item,
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Canceled

UM

Cost

UM

Ext

enter a zero.

If you did not receive the total ordered quantity of the
item, enter the quantity at the buying unit of measure
that you want to cancel. If you do not want to cancel
any quantity of the item, enter a zero.

[Unit of Measure] The quantities of the item are
shown in buying units of measure. This field is a
display only field to show you the unit of measure at
which you are purchasing the item.

The default cost at the costing unit of measure for the
vendor, warehouse and item displays in this field. You
can use this cost, enter a different cost, or press F9 to
open the Cost Selection dialog box to choose a valid
cost.

The costing unit of measure for the item displays in
this field. This field is a display only field to show you
the unit of measure at which you are costing the item.

The extended cost of the line item displays in this
display only field. The extended cost is calculated as
the buying quantity times the cost less any aggregate
line discounts.

You can scroll the item list to the left and right to view
additional information, such as aggregate discounts,
for the line items.

11. When an item entry is complete, choose the Save button to save the line item
detail in the item list. When all detail line items are complete, choose End Add
(or End Edit or End Insert). The buttons for the item list are then available to
maintain the detail lines.

.& TIP: If you are receiving containerized items, then the system displays the
Container Allocation program that allows you to receive, commit, and ship
items that are stored in traceable containers. If you are receiving container
items, then the system displays the Container Receiving program that allows
you to receive, commit, and ship items that are stored in traceable
containers. During receipt entry for container items that are set up as
multibin, the system runs the bin allocation routine first, and the quantities
allocated to the bins must balance with the containers allocated to those
bins. For outgoing transactions, the system does not run the bin allocation;
the bin allocation is handled through the container allocation process. For
containerized items that are in lots, the system displays the lot allocation
dialog box first, then the Container Allocation dialog box. The system forces
container allocation to balance with the lot allocation.
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12.When all detail lines are complete, choose the Footer button to move to the
footer screen.

Mon PO Receipts Entry M=l =3
File Inquiry Find Motes Additional Activity Global Help
PO # 00566565 0001 ‘Whee: 000 “endor 1000 tCl Telecammun

Add Ons Amount  Percent Fiesale Furchases: 1.00

Miscellaneuus:l 111.11 999,999 2% Mon Besale Purch's: 000
Anather Add On:l 222.22 999,999 % —_—
. Sub Total: 1.00

Jon's Testing: 0.05 I 5.000 2

Shipping Hanct IW 99 799 % Unfactored Add Cns: 12116
. Factored Add Ons: 222.22

Tax.. | 6,94

Factor Costs... | kore.. | -

Total: 351.32

Terms Code;lm Nurmal Terms
= Acknow edgerment Ol

[T Eonfirnetion Beguested Update |

Header | ltems | EmmEter | Dione |

13. The purchase order number, receipt number, warehouse and vendor display at
the top of the screen. Any Add Ons and their default amount or percentage for
purchase orders display on the screen. You can use the Add On defaults and
their values as they display, or you can enter the amount or percentage for any
of the Add Ons.

14. The More button is available for changing the Add Ons for the current non-
purchase order receipt. This button opens the Add On Selections dialog box,
which is explained in online help.

15. The Factor Costs button is available to open the Cost Factoring dialog box to
choose the options for factoring the costs of the Add Ons to the cost of the
received items on the purchase document.

16. The Taxes button opens a dialog box for changing the Tax Code, Tax Class and
taxable status of the items on the purchase order receipt.

17. If you want to delay the update of a receipt, deselect the Ready to Post
checkbox in the footer of PO Receipts Entry and PO Receipts by Line screens.
This prevents the receipt from updating inventory and being updated through
the PO Receipts Register.

& Tip: You can delay a PO Receipt from immediately updating through the PO
Receipts Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating
of a Receipt until the user.
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18. When all Footer information is complete, you can

e Choose the Update button to update the item quantities but not update the
GL Distribution. You then return to the Header window to enter another
receipt or exit. If you do not update now, the item quantities will be updated
by the update option in the PO Receipts Register.

e Choose the Done button to end the receipt without updating item quantities
and return to the Header window to enter another receipt or exit.

19. When all entries are complete and saved, choose File = Exit.
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Receipts Register

To print the Receipts Register as an audit trail of the items received on purchase
orders and non-purchase order receipts. Deleted purchase orders also print on the
register. You can also select to build and print a GL Distribution and optionally post
to General Ledger.

When the register is complete, an option lets you build and print the GL
Distribution or cancel. When the GL Distribution is complete, an option lets you
perform the update or cancel. If the update was not performed during the receipt
entry, then item quantities received, ledgercards and purchase history are updated
at this time. Any special ties for the received items are also updated.

The update cannot be run from the Settings dialog box. You must choose the OK
button to save your selections to a new or existing template, and then run the
update from the Template-Saved Settings dialog box. Choose the Print button on
this screen to print the report without saving your current selections.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Receipts Register:Untitled dialog box.

Sort By: IPurchase Order 'I

GL Period: |{®fE ~| 11,1998

Limit By

Warehouse = Select..

Department - All =

vendor - ALl L.

Receipt Date - All Frofile

Branch - All _—
Mo Limit

Options

Cancel

Brint

Setup..

didl;

Help

Importing PO Invoices to AP Invoices

The Use PO Invoices checkbox in Warehouse Maintenance controls whether PO
Receipts are imported to the Accounts Payables module. If this checkbox is not
selected in the Warehouse Maintenance program, the system allows Past PO
Removal program to remove invoices without having the "Fully Invoiced"
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document status set by the an AP Invoice entry. In addition to the Use PO
Invoices checkbox in Warehouse Maintenance, the PO Receipts Register update
routine also sets the document status flag on PO invoices to "Fully Invoiced" if Use
PO Invoices checkbox in Warehouse Maintenance is not selected.

You can use this process to control which PO invoices print on the Uninvoices
Receipts Report and are imported by the system to AP Invoices.

Vendor Consignment Processing

If you enter a PO document with an Initiating Warehouse that is marked as a
consigned warehouse, the system assumes consigned goods are being ordered.
The goods are received using PO Receipts Entry and updated through the PO
Receipts Register. The system uses the appropriate consignment inventory and
receipts accounts for GL posting. Unlike normal warehouse receipts, consignment
receipts do not require nor allow an AP invoice to be entered against the PO
receipt for the consigned goods. This means that when you enter the AP
Document, you cannot choose the receipt to match against. You must enter a GL
account as the offset expense to AP.

Delaying a PO Receipt Update

You can delay a PO Receipt from immediately updating through the PO Receipts
Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating of
a Receipt until the user.

If you want to delay the update of a receipt, deselect the Ready for Register
checkbox in the footer of PO Receipts Entry and PO Receipts by Line screens.
This prevents the receipt from updating inventory and being updated through the
PO Receipts Register.

Quick Drop Ship Receipt Processing

For any SO Document/Vendor combination, Quick Drop Ship Receipt processing
allows one and only one receipt prior to running some registers. You must run the
Receipts Register and the Daily Sales Register before more Quick Drop Ship
Confirmations can be performed. This means that for any receipt (SO/Vendor
combination) there can be only one confirmed order or pending confirmation. If a
second receipt is processed for the SO/Vendor combination then quick drop ship
processing will not be allowed.

Multi-currency/Euro Handling

When you activate the Euro system and the Multi-currency feature, at PO receipt
confirmation the system maintains monetary values for foreign currency PO and
AP documents in the foreign currency, with respect to the Euro. The European
conversion process between foreign currencies and base currency is calculated
with the required triangulation method. The Euro conversion rate of the base and
each foreign currency allows the system to calculate the conversion between any
two currencies. The system provides GL postings of Realized Gains for foreign
bank accounts to provide a means to revalue the bank balances based on a
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change to the currency exchange rates. The SM Bank Account Maintenance
program contains an exchange rate field that holds the last valuation rate of the
current balance.

Limitations/Constraints: Vendor Balances and General Ledger accounts are
stored in the base currency. Where Euro triangulation is in use, there are two
exchange rates in use; the exchange rate from the foreign currency to the Euro
and the exchange rate from the Euro to the base currency. If the user fixes the
rate, only the rate from the foreign currency to the Euro is fixed. The exchange
rate from the Euro to the base currency can fluctuate.

Purchase Orders for Items That Use Traceable Containers

When you create a purchase order for an item that uses traceable containers, you
must select a valid container type. You can change the container type selection
prior to PO Receipts processing. The PO Receipts Register program prints
container types, container numbers, and container serial numbers, if applicable.

Zero Dollar Purchase Orders

For purchase orders with a PO amount equal to zero (i.e. all line items have a cost
of 0.00 and there are no addons) the PO Receipts Register Update marks the
purchase orders as ‘fully invoiced’. This prevents zero-dollar PO documents from
printing on the Uninvoiced Receipts Report.

Form Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information updates.
The default selection is Purchase Order

GL Period Determines the GL period for which you want to run the
register. Available choices are: Current, Prior, and Next.

Branch This option displays only if you select to run PO Registers
by Branch in PO Control Maintenance. The branch from
your user profile displays as the default. Enter the branch
for which you are running the register. If you are not
running the PO Registers by Branch, the Branch option is
available in the Limit By.

Limit By Limits the information that prints by selecting specific the
departments, warehouses, vendors and receipt dates for
which you are printing the register, updating item
quantities, and posting to General Ledger. Available
choices are: Warehouse, Department, Vendor, Receipt Date,
and Branch.

Note: If you are not running PO registers by branch, then
the branch options is also available in the Limit By

For example, to limit the warehouses that are updated for
receipts, highlight Warehouses and choose Select. From
the Warehouse Selection List, highlight the warehouse you
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Select

Filter

Profile

No Limit
OK
Cancel

Print

Setup

Help

See Also

want to include and choose OK. Only the receipts for the
selected warehouse will be included on the register and in
the update.

Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used to
select filter parameters for the highlighted Limit By option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.
Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.

Prints the register or report. If the button on your system
displays is the Print/Updt button, remember that you
cannot run the update from this dialog box. To run the
update, select the OK button, and the system displays a
dialog box where you can name your template. Enter the
template name, and select the Save button. The system
returns you to the Document Register screen where you
can print and/or update the update portion of the program.

Accesses the Print Setup dialog box, which is used to select
settings for printing and updating.

Accesses online Help for this screen.

How to print the Receipts Register

TakeStock PO
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Receipts Register

A typical Receipts Register is depicted below:

Date: 12-11-1998 QA™s Primary Test Co.
Page: 1
Time: 3:52 PM Receipts Register #000514 - Untitled: Temp
User: leigh
-------- Date--------- U
Item Description Request Received L Ordered Received Backord UM Cost UM
Extension
1 Wh: 001 Vendor: Bill's Bill"s Test Vendor Ship: Same Buyer: BILL Terms: 01
Stat: Rcvd
bike Bicycle - Produced 12-09-1998 12-09-1998 Y 1 1 0 EA 339.80 EA
349.99
Line Total $
349.99
cdssp: 10.19 exp: 10.00 frt: 16.99 Hand: 10.00 Jjtl: 6.80 Add Ons Total $
43.79
Factored: 10.19 Tax $
2.43
Document Total $
396.21
[OMITTED INFORMATION]
PO#: atl01274 Rcpt: 1 Wh: 001 Vendor: VFalls Falls Art Supply Vendo Ship: Same Buyer: Ken Terms: 01
Stat: Rcvd
mill Large dollar item 12-11-1998 12-11-1998 Y 4 4 0 EA 3750000.00
EA?2?222?22277772?
prodl Lions of Tsavo 12-11-1998 12-11-1998 Y 50 50 0 EA 33.0000 EA
1,650.00

Line Total $
Add Ons Total $
Tax $
Document Total $
15001650.00
PO#: atl01276 Rcpt: 0 Wh: 001 Vendor: VFalls Falls Art Supply Vendo Ship: Same Buyer: Ken Terms: 01
Stat: Deleted

PO#: atl01278 Rcpt: 0O Wh: 001 Vendor: VFalls Falls Art Supply Vendo Ship: Same Buyer: Ken Terms: 01
Stat: Deleted

PO#: atl01279 Rcpt: 1 Wh: 001 Vendor: VFalls Falls Art Supply Vendo Ship: Same Buyer: Ken Terms: 01
Stat: Rcvd
mill Large dollar item 12-11-1998 12-11-1998 Y 3 3 0 EA 3333333.00

EA9,999,999.00

Line Total $
Add Ons Total $
Tax $

Document Total $

Register Total $
122529644 .46

Number of Documents: 8

Legend:
Wh = Warehouse
uL = Update Lead Time
UM = Unit of Measure
Stat = Status (Rcvd = PO received, Updated = PO received and updated, Deleted)
Ship = Ship From
Selections for Receipts Register - Untitled: Temp:
GL Period 1 121998
Branch 2 Al
Warehouse : 003, 001
Department : All
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GL Distribution

| Vendor T Al

GL Distribution

A typical GL Distribution is depicted below:

Date: 12-11-1998

QA"s Primary Test Co.

Number of accounts: 3

Center Total

Account Total

Total

Page: 1
Time: 4:00 PM PO Receipt Register GL Distribution #000514
User: leigh
Center Vendor Name Document Debit Credit
Net
: 13110 Inventory
010-001 Bill"s Bill"s Test Vendor atl01268 349.99
VFalls Fa Art Supply Vendor atl01271 12,375.00
VFalls Falls Art Supply Vendor atl01271 4,950.00
VFalls Falls Art Supply Vendor atl01272 2,691.00
VFalls Fa Art Supply Vendor atl01272 7,583.25
VFalls Falls Art Supply Vendor atl01274 1,650.00
Center Total 29,599.24 0.00
29,599.24
Account Total 29,599.24 0.00
29,599.24
GL#: 13111 Nonstock Items
010-001 VFalls Falls Art Supply Vendor atl01273 97,500,000.00
VFalls Fa Art Supply Vendor atl01274 15,000,000.00
VFalls Falls Art Supply Vendor atl01279 9,999,999.00
Center Total 122,499,999.00 0.00
122,499,999.00
Account Total 122,499,999.00 0.00
122,499,999.00
GL#: 13200 Uninvoiced Payables Account
010-001 Bill"s Bill"s Test Vendor atl01268 349.99
VFalls Supply Vendor atl01271 12,375.00
VFalls Falls Art Supply Vendor atl01271 4,950.00
VFalls Falls Art Supply Vendor atl01272 2,691.00
VFalls Falls Art Supply Vendor atl01272 7,583.25
VFalls Supply Vendor atl01273 97,500,000.00
VFalls Supply Vendor atl01274 1,650.00
VFalls Falls Art Supply Vendor atl01274 15,000,000.00
VFalls Falls Art Supply Vendor atl01279 9,999,999.00

0.00

122,529,598.24

~

0.00

122,529,598.24

~

122,529,598.24

122,529,598.24
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How to print the Receipts Register

1. Access the PO Receipts Register program in the Receipts submodule of Purchase
Orders. The complete path is Purchase Orders = Receipts = Receipts Register.
The system displays the Template-Saved Settings dialog box of the PO Receipts
Register.

Receipts Register

Template-Sawved Settings |Destinati0n ISysI = Close

it

L]

St

Mew...

g W Enif

5 (.
Default Template Setup Options
I Print Only Delete

SetiEs et | Help

dil

2. Select the New, Edit, or Copy button to access the PO Receipts Register:
Untitled dialog box.

Receiptz Register: Untitled (%]
Sort By: IPurchase Order "I

GL Period: [{eN{E -| 11,1938

Limit By
Warehouse = Select..
_ Filter...
Receipt Date - nll Profile
Branch - All —_
Mo Lirnit
Options

Cancel

Erint

Setup..

Help

didl;

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information updates. The
By default selection is Purchase Order
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GL Determines the GL period for which you want to run the
Period register. Available choices are: Current, Prior, and Next.

Branch This option displays only if you select to run PO Registers by

Branch in PO Control Maintenance. The branch from your
user profile displays as the default. Enter the branch for
which you are running the register. If you are not running
the PO Registers by Branch, the Branch option is available in
the Limit By.

Limit By Limits the information that prints by selecting specific the

departments, warehouses, vendors and receipt dates for
which you are printing the register, updating item quantities,
and posting to General Ledger. Available choices are:
Warehouse, Department, Vendor, Receipt Date, and Branch.

Note: If you are not running PO registers by branch, then
the branch options is also available in the Limit By

For example, to limit the warehouses that are updated for
receipts, highlight Warehouses and choose Select. From the
Warehouse Selection List, highlight the warehouse you want
to include and choose OK. Only the receipts for the selected
warehouse will be included on the register and in the update.

4. You can select:

Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

Profile to display the settings from your user profile for the highlighted Limit
By option.

No Limit to reset the Limit By options to All for the selected option.

5. The information for the report and update is complete. Now, you can select:

OK to save the current settings as a template. You cannot run the update
from this dialog box. When you select OK, the system displays a dialog
box where you can name your template. Enter the template name, and
select the Save button. The system returns you to the Document Register
screen where you can print and/or update the update portion of the
program.

Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.
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e Print to print the report without saving your current selections. If the
button your system displays is the Print/Updt button, remember that cannot
run the update from this dialog box. To run the update, select the OK
button, and the system displays a dialog box where you can name your
template. Enter the template name, and select the Save button. The
system returns you to the Document Register screen where you can print
and/or update the update portion of the program.

e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Document Fill Report

Using this report program you can print a report and check whether warehouse
transfer receipts or purchase order receipts are to be stocked in the receiving
warehouse, or used to fill open backorder documents. You should print this report
after entering receipts with Receipt Confirmation Entry, but prior to running the
Transfer Receipt Register.

The report prints based on your selections. The report lists backordered lines from
other warehouse transfers and sales orders based on the Backorder Fill Priority
settings in IM Control Maintenance on the Backorders view. If a sales order is
involved, the settings for Customer Fill Priority in IM Control Maintenance on the
Backorders view are also used.

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Document Fill: Untitled dialog box.

Document Fill Report: Untitled
Sort Ely:lDDu:ument *l
Limit By
PO Receipt - All Select..
Transfer - All —_—
Yarehouse - User Profile Filter...
B
Mo Lirnit
Include Options oK |
¥ Description 1 I¥ Furchase Orders Cancel |
[ Description 2 M Transfars
[ Cammitted Erint |
¥ Backordered Setup.. |
" Reservations Only
Helgp |
Form Contents
Fields, Buttons, Checkboxes, & Icons
Sort By Defines the sort order in which the information updates.
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The available selections are: Document and Item.

Limit By Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for: PO
Receipt, Transfer, Warehouse, and Item.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Filter Displays the Filter Manager dialog box, which is used to
select filter parameters for the highlighted Limit By option.

Profile Accesses the settings from your user profile for the
highlighted Limit By option.

No Resets Limit By options to ALL for the selected option.
Limit
Include Determines what information to print on the report.

Available Include choices are:

Description 1—to print item description 1 on the report
and/or Description 2—to print item description 2 on the
report.

Options Indicate the options for printing the report.

Select the Purchase Orders checkbox to print the purchase
order documents on the report.

Select the Transfers checkbox to print transfer documents
on the report.

Select the Committed checkbox to include outgoing
committed orders.

Select the Backordered checkbox to include outgoing
backordered orders. When you select the Backordered
checkbox, the system enables the Reservations Only
checkbox so that you can print reserved documents only
on the report.

OK Saves the new or modified template and exits the screen.
Cancel Exits the screen without saving any changes.

Print Prints the register or report.

Setup Accesses the Print Setup dialog box, which is used to select

settings for printing and updating.

Help Accesses online Help for this screen.
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See Also

How to print the Document Fill Report
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Purchase Orders

Document Fill Report

A typical Document Fill Report is depicted below:

Date: 12-11-1998 QA"s Primary Test Co. Page:
1
Time: 4:02 PM Document Fill Report - Untitled: Temp User:
leigh
Outgoing
Item Description Received UM Document T Requested Committed Backorder UM R For
Warehouse: 001 Atlanta Warehouse
Purchase Orders:
PO#: atl01268 Vendor: Bill"s Bill"s Test Vendor
bike Bicycle - Produced 1 EA 00002111 S ASAP 0
00002142 S ASAP 2
00002152 S ASAP 0
00002160 S ASAP 0
00002209 S ASAP 0
00002340 S ASAP 0
00002362 S ASAP 0
00002364 S ASAP 0
00002365 S ASAP 0
00002689 S ASAP 0
00002697 S ASAP 0
00002703 S ASAP 0
00002711 S ASAP 0
00002754 S ASAP 0
00002971 S ASAP 21
00003019 S ASAP 0
00003132 S ASAP 0
00003149 S ASAP 0
00003288 S ASAP 0
00003643 S ASAP 2
PO#: atl01272 Vendor: VFalls Falls Art Supply Vendor
Finches Gouldian Finches 10 EA 00003121 S ASAP 0 4 EA Sadie
00003223 S ASAP 0 4 EA 111
D0000507 S 07-09-1998 0 10 EA 121
PO#: atl01274 Vendor: VFalls Falls Art Supply Vendor
prodl Lions of Tsavo 50 EA 00000111 S ASAP 0 1 EA 111
00001463 S ASAP 0 10 EA *
FallsCust
00001491 S ASAP 41 4 EA *
FallsCust
00003171 S ASAP 0 100 EA 111
00003228 S ASAP 0 10 EA * 111
00003461 S ASAP 0 1 EA 111
00003467 S ASAP 0 1 EA 111
00001591 P 06-08-1998 0 20 EA led-
parent
Number of documents: 3
Legend:
T = Outgoing Document Type (S=Sales Order, T=Transfer, P=Production)
R* = Reserved for a Special Order
Wh = Warehouse
UM = Unit of Measure
Date: 12-11-1998 QA"s Primary Test Co. Page:
2
Time: 4:02 PM Document Fill Report - Untitled: Temp User:
leigh
Outgoing
Item Description Received UM Document T Requested Committed Backorder UM R For
Selections for Document 11 Report - Untitled: Temp:
Purchase Order 2 Al
Transfer Ticket Al
Receiving Warehouse : 001
Item Al
Include Purchase Orders
Including Item Description 1
Including Backordered Items
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How to print the Document Fill Report

1. Access the Document Fill Report program in the Receipts submodule of Purchase
Orders. The complete path is Purchase Orders = Receipts =2 Document Fill

Report. The system displays the Template-Saved Settings dialog box of the
Document Fill Report.

Document Fill Report

Template-Sawed Settings |Destinati0n ISysI = Close |

Eriti |
St |

= PI—I' Edit..
. Cap. |

Default Template Setup Options
I Print Only Delets |

et e | Help |

2. Select the New, Edit, or Copy button to access the Document Fill Report:
Untitled dialog box.

¥ Backaordered

Setup. .
" Reservations Only

Document Fill Report: Untitled
Sort Ely:lDDu:ument *l
Limit By
PO Receipt - All Select..
Transfer - All =
Yarehouse - User Profile Filter...
Erafile
Mo Lirnit
Include Options oK |
¥ Description 1 I¥ Furchase Orders Cancel |
[ Description 2 M Transfars
[ Commited Erint |

Help

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort By Defines the sort order in which the information
updates. The available selections are: Document
and ltem.
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Limit By Limits the information that the system prints by
selecting specific identifying characteristics or a
range of identifying characteristics. Limit By
information may be set for: PO Receipt, Transfer,
Warehouse, and Item.

4. You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

e Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

e Profile to display the settings from your user profile for the highlighted Limit
By option.

e No Limit to reset the Limit By options to All for the selected option.

5. In the Include section of the form, indicate the information to print on the
report. Available Include choices are:

Description 1—to print item description 1 on the report and/or
Description 2—to print item description 2 on the report.

6. In the Options section of the form, indicate the options for printing the report.
Select:
the Purchase Orders checkbox to print the purchase order documents on the
report.

the Transfers checkbox to print transfer documents on the report.
the Committed checkbox to include outgoing committed orders.

the Backordered checkbox to include outgoing backordered orders. When you
select the Backordered checkbox, the system enables the Reservations Only
checkbox so that you can print reserved documents only on the report.

7. The information for the report and update is complete. Now, you can select:

¢ OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
¢ Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Auto Commit Backorders

Using this program, you can automatically commit backorder quantities for sales
orders, warehouse transfers, and production orders. You can also print a report of
each document line that is updated for the backordered item quantity.

If your company uses the auto commit feature, you should run this update
after updating item receipts running the Transfer Receipt Register in the
Inventory Management module and the Receipts Register in the Purchase
Orders module, after entering item adjustments using the Adjustment Entry
program in the Inventory Management module, after running the Production
Register in the Manufacturing Control module, or after deleting or voiding a
large number of document line items.

As you enter sales orders, production orders, invoices, and warehouse transfers,
there will be times when the order quantity is greater than the requested quantity,
resulting in a backorder. As item receipts occur, often partial quantities are
committed on a stock reservation that created the purchase order or production
order. Any remaining available quantity may be committed to new orders and
warehouse transfers leaving none to fill backorders. This program ensures that
your backorders are filled in a timely fashion for improved customer service.

y. ] HINT: Based on your selections, the system checks orders, backorders, and
transfers to locate backordered items. If a customer is on hold, the
system skips their documents. When a backordered item is found, the
system checks the available quantity of the item to fill the backorder. If
there is enough of the item to fill the backorder, the system
automatically commits the quantity and sets the backordered amount to
zero.

z& HINT: The system commits quantities for serialized items and items with lot
numbers but does not assign any of the lot numbers.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports and registers in the system. From this
dialog box, you can select any of the available templates to run the report. For
more information on the Template-Saved Settings dialog box, see the TakeStock
Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Auto Commit Backorders: Untitled
dialog box.
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Commit Sequence: (EEECECG_: Up
Praduction
Transfers Down
Limit By
Warehouse - All Select..
Item - A1l —
Request Date - All Filter...
Sales Order - All Prafile
Transfer - All _—
Production - All Mo Limit
Options QK |
Commit for Update Monstocks |
¥ Sales Orders i # Yes Lancel
¥ Kitted Components ' MNo Print
% To Complete Parent lterms Only  Only 4I_r|n
 Commit Availakle & Allocate Remaining Setup... |
V¥ Transfers
¥ Production ¥ Pattial Carnmit Help |

Form Contents
Entry fields, buttons, icons, and checkboxes for this screen.
Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information prints.
You can select to print these documents in order by
any of the available options. The available Sort By
options are Production, Transfer, and Sales Order.

Up Places Production, Sales Orders, and Transfers in the
desired order in the Commit Sequence section of the
screen by moving the highlighted item up.

Down Places Production, Sales Orders, and Transfers in the
desired order in the Commit Sequence section of the
screen by moving the highlighted item down.

Limit Limit the information that prints by selecting specific

By identifying characteristics or a range of identifying
characteristics. Available choices are: Warehouse, Item,
Request Date, Sales Orders, Transfers, and Production.

Include Determines what information to print on the report.
This program has no Include selections.

Options Determines what information to print on the report
and optionally update. Available choices for Commit
for are: Sales Orders, Transfers, and Production. Select
Sales Orders to commit backorders for sales order
documents. To commit backorders for kitted
components on sales order documents, select Kitted
Components and select To Complete Parent Items Only if
you only want to commit the backorder of kitted
components for parent items when the backorder can
be completely filled and Commit Available & Allocate
Remaining if you want to commit as much as possible
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Auto Commit Backorders

Select

Filter

Profile

No
Limit

OK

Cancel
Print

Setup

Help

See Also

and backorder the remaining kitted components for
parent items. Select Transfers to commit backorders
for transfer tickets during the update and Production to
commit backorders for production tickets. Available
choices for Update Nonstocks are: Yes to include
non-stock items in the update for backorders, No to
skip non-stock items during the update, and Only if
you want the update for backorders to include only
non-stock items.

Displays the Selection dialog box, which is used to set
a range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used
to select filter parameters for the highlighted Limit By
option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.
Saves the new or modified template and exits the
screen.

Exits the screen without saving any changes.

Prints the register or report.

Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Accesses online Help for this screen.

How to auto commit backorders and print the report

TakeStock PO

195



Auto Commit Backorders Report

Purchase Orders

Auto Commit Backorders Report

A typical Auto Commit Backorders report is depicted below:

Date: 04/15/1998 QA"s Primary Test Co. Page: 1

Time: 3:08 PM Auto Commit Backorders - lwautotest User: leigh
Requested

Type Document Status Date Entity Name Committed UM

Warehouse: 012 - leigh™s test warehouse

Item: Iw0015 prod-pl w/ sel grp
P 00000573 Entered 01/15/1998 w0015 prod-pl w/ sel grp
S 00002221 Entered ASAP jt2 Janies 2nd test company

Number of documents: 2

Legend:
Type: S - Sales Order, T - Transfer, P - Production, C - SO Component
Entity - (Sales Orders - Customer, Transfers - Warehouse,
Production - Item, Component - Item)

Selections for Auto Commit Backorders - lIwautotest:
Commit Sequence: Production,Sales Orders,Transfers

Warehouse : 012

Item - w0015
Request Dates : First to Last
Sales Order Al

Transfer Al
Production Al

Include Sales Orders
Include Transfers
Include Production
Include NonStocks
Include BOM Components
To Complete Finished Items Only
PRINT ONLY -- NO UPDATE

20 EA
15 EA

196

TakeStock PO



Purchase Orders PO Receipts by Item

PO Receipts by Item

Using this program you can receive items on purchase orders using the item
number.

PO Receipts by ltem [_ O] =]
File  Inquiy Find Additional Global Help

Item:lmBPB Brown Fapear o chtDate:I
PO # I— Add Ons Amount  Percent

¥ | MeEnetacked [fem

= e fultiale Eine Factar Caste.., | i ali= |
Ordered Feceived Backordered Canceled UM Cost Currency:
I 0 ] 0 0 IBZ I 0.00 ¥ BeadyiePost
TOg Ttem Receiwved TM|0rdered 2 SEne I
38000014 01EPE 1 EZ 1 | Endedd |
Add
Edit

Delete |

|Enter the document number.

‘& Tip: You can delay a PO Receipt from immediately updating through the PO
Receipts Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating of
a Receipt until the user.

If you want to delay the update of a receipt, deselect the Ready to Post checkbox
in the footer of PO Receipts Entry and PO Receipts by Line screens. This prevents
the receipt from updating inventory and being updated through the PO Receipts
Register.

Goods Received Note (GRN)

Details of individual PO receipts can now be printed in the form of Goods Received
Note (GRN). A Goods Received Note (GRN) is a printed document that lists the
details of an individual receipt. It can be printed either at the end of the receiving
process (as an option in PO Receipts) or as a standalone report from the PO
Receipts menu. This document also functions as a Goods Returned Note for a
shipment of returned goods to the vendor, (Goods Returned Note). The option to
prompt for a Goods Received/Returned Note during receipt entry is controlled by
the Use GRN in PO Receiving option on the PO Lines view of PO Control
Maintenance.
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GRNs can be printed after entry of the details or subsequently as part of a batch;
after receipt entry but prior to Receipt Register update. The default value for the
prompt is maintainable on the Forms view of the same program. The GRN
printout contains page breaks on Receipt number, so if a Purchase Order has
multiple receipts, a GRN prints for each one. When the Multi-Currency feature is
in use, you have the option of including multi-currency information in addition to
the regular base currency listings on the GRN through the Multi-Currency
Information option on the Forms view of PO Control Maintenance. Line and
extension amounts are listed in base currency, using document-to-base currency
conversions (including Euro triangulation where in use). When a document’s
currency is different from the base currency, an extra line of information will be
printed directly below the item line. This extra line lists the document’s currency,
exchange rate and document-currency extension amount. The form itself should
be specified as “2018-L-12-11-N in Form Specification Maintenance.
Constraints/Limitations: Currently, only one GRN form, 2018-L-12-11-N, is
available. This form is a non-preprinted 12 CPI laser form.

Advised Quantities

When the Allow Advised Quantity Entry option in PO Control Maintenance is
selected, a new entry field appears on PO Receiving screens next to the Ordered
field. Advised Quantities the quantity a vendor claims to have shipped This value
will default to the ordered quantity but can be modified while the line is being
edited by receiving personnel. The user can view the Advised quantity on the
GRN, where in use, and in the PO document inquiry.

Note: The addition of this field has increased the total screen size of the
PO Entry programs permanently such that a resolution of 800x600 must
be used to view the entire screen.

Purchase Orders for Items That Use Traceable Containers

When you create a purchase order for an item that uses traceable containers, you
must select a valid container type. You can change the container type selection
prior to PO Receipts processing.

When inventory arrives into a warehouse in a container, the inventory must be
properly linked to the container. You can allocate the inventory to a valid, new, or
certified container. This allocation creates a container record. Within this record,
the system maintains pertinent information about the container/item, such as
amount of inventory stored, PO number, date of receipt, and serial number, if any.
You can also assign the container/item to a bin and/or Lot. If the Unit of measure
for the container type is not a valid unit of measure for the item, you must create
the unit of measure in the item master record.

By linking a container item number with the containerized item, PO Receipts Entry
or PO Receipts by Item processing updates both items (container and contents),
the container table, and container history table. If empty container items are
received, PO receipts processing performs the usual updates to the item, plus the
container table and container history table.
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Receipt of inventory to be allocated to containers

The Container Receiving dialog box (the second version of the Container Allocation
dialog box) processes the receipt of empty containers. This dialog box has the look
and feel of the Serial Receipt dialog box. Using this dialog box, you must enter
container numbers for the number of containers received. The system creates
container records for the container numbers entered. As with the receipt and
selling of containerized items, the program forces balancing before you can
complete and successfully complete the Container Allocation dialog box.

The PO Receipts Register program prints container types, container numbers, and
container serial numbers, if applicable.

e-wms processing

The PO Receipts By Item program does not display purchase orders for PO e-wms
enabled warehouses. Refer to the e-wms Users Guide for additional processing
and program details about the e-wms feature.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to the System
Icons and Buttons topic in Chapter 2, Getting Started of TakeStock Basics.

Item The number item that you want to receive.

PO # Enter the number of the purchase order that you are
receiving.

Non- The system displays a check in this box if the item you

Stocked entered is a non-stock item.

Item

Use The system displays a check in this box if the item you

Multiple entered uses multiple bins.

Bins

Ready to Determines whether to delay a PO Receipt from

Post immediately updating through the PO Receipts Register,
and choose to manually update the PO receipt at a later
time.

This could be necessary due to delayed invoicing for
additional costs such as freight or other carrier fees. This
feature allows the user to delay the updating of a Receipt
until the user.

If you want to delay the update of a receipt, deselect the
Ready for Register checkbox in the footer of PO Receipts
Entry and PO Receipts by Line screens. This prevents the
receipt from updating inventory and being updated through
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Ordered

Received

Advised

Back-

ordered

Canceled

UM

Cost

Rcpt Date

Add Ons

Factor
Costs

More

200

the PO Receipts Register.

Enter the quantity of the item per buying unit of measure
that you ordered. If the item has multiple buying units of
measure, the F9 key is available to open the UM Calculator
to calculate the quantity at different units of measure.

Enter the quantity of the item at the buying unit of measure
that you actually received. If you did not receive any of the
item you ordered, enter zero for this field and either
backorder or cancel the item quantity.

The quantity of the item the vendor claims to have sent.
This value defaults to the ordered quantity but it modifiable
by receiving personnel.

If you did not receive the total ordered quantity of the item,
enter the quantity at the buying unit of measure that you
want to place on backorder from the vendor. If you are not
backordering any quantity of the item, enter a zero.

If you did not receive the total ordered quantity of the item,
enter the quantity at the buying unit of measure that you
want to cancel. If you do not want to cancel any quantity of
the item, enter a zero.

Unit of Measure The quantities of the item are shown in
buying units of measure. This field is a display only field to
show you the unit of measure at which you are purchasing
the item.

The default cost at the costing unit of measure for the
vendor, warehouse and item displays in this field. You can
use this cost, enter a different cost, or press F9 to open the
Cost Selection dialog box to choose a valid cost.

The date you receive the item.

In the Add Ons section of the form, the system displays the
Add Ons that are used for the current purchase document.
Use the More button to modify the Add Ons for the purchase
order.

Accesses the Cost Factoring dialog box to choose the cost
factoring options for items received on the purchase order.

Accesses the Add On Selections dialog box for changing the
Add Ons that are used for the current purchase document.

You define the Add Ons to automatically display for
purchase orders using Add On Default Maint. in System
Management, The Add Ons you define and their default
amounts or percentages display on the Footer screen. You
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PO Receipts by Item

Save

End
Receipt

Add

Insert

Edit

Delete
Menus
File
Find
Global

See Also

can use these Add Ons and any default amounts or
percentage, or you can enter different amounts or
percentages for the purchase order.

Saves the current line item for this purchase order.

Completes the receipt function. This action does not save
your additions. You must click the Save button first, then
End Add to save changes. The label of this button changes
to End Edit when you select to edit the information for a line
item or End Receipt when you are entering quantity
information for an item.

Adds another item to the document.

Inserts a new item on the document directly above the
currently selected item in the item list.

Edits the currently selected line item so you can make
changes to the unit quantity or cost.

Deletes the currently selected line item from the document.

Inquiry
Additional

Help

How to enter PO receipts by item number
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201



Print Goods Received Note Dialog Box Purchase Orders

Print Goods Received Note Dialog Box

The system displays the Print Goods Received Note dialog box when you select the
Done button on the Footer view of the PO Receipts, Non PO Receipts Entry, or PO
Receipts by Item screens. Using this dialog box, you can print a goods received
notes at the time the receipt is saved, or to reprint a goods received note at the
time changes are saved. You can also choose the Printer button to change printer
options before printing. If you want to wait and print the purchase orders in larger
groups or if you need to reprint purchase orders, you can use the GRN Print
program.

If selected, the OK button will save and print the goods received note, and then
you return to the Header window. You can choose the Cancel button to return to
the Footer screen without saving the current purchase order.

Print Goods Received Note

[~ Print Goods Received Mote

(0] Cancel | Erinter...l Help |

Form Contents

Fields, Buttons, Checkboxes, & Icons
OK Prints or reprints the goods received note.
Cancel Cancels the goods received note print and returns

you to the Footer view of the PO Receipts, Non PO
Receipts Entry, or PO Receipts by Item screens.

Printer Accesses the Print Setup dialog box, which is used
to select settings for printing and updating.

Help Accesses online Help for this screen.

Print Indicates that you want to print the goods received
Goods note now. If not selected, the goods received note
Re- is saved and you return to the Header without
ceived printing.

Note
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How to enter PO receipts by item number

1. Access the PO Receipts by Item program in the Receipts submodule of Purchase
Orders. The complete path is Purchase Orders = Receipts =2 PO Receipts by
Item. The system displays the PO Receipts by Item screen.

PO Receiptz by Item == E3
File  Inquiy Find  Additional Global Help

[tem: II1UU Pallet Loading Hand Truck Rept Date:l
FO #;|nuunn123 Add Ons  Amount Percent

= Nenstacked tem

1= Use rulfinle Bins FaEtar Easts. . | fifare.. |
Ordered Advised Received Backorderd Canceled UM Cost UM
fo.00 fo.00 f1.00 fo.00 Jo.00 | Eljo.0o | &
rog Iten Beceived TM|0rdered = Currenw:
¥ | Eeadyta Post
Dal00037 1100 1. 0000 EA  1.0000
Dal0ls0s I100 z EA z
Dal0lsll I100 1 EA 1 End Add
DalOlsgs I100 1 EA 1 n4|
Dal0z03E I100 1 EA 1 Add
Dal0Z15Z I100 1 EA 1 ]
= Edit
Dal0zsgs I100 z EA z
= Delete |

|Enter recemed quantity.

2. In the Item field, enter the item number you are receiving.

3. In the PO # field, enter the purchase order number on which you are receiving
the item.

4. In the Received field, enter the quantity of the item at the buying unit of
measure that you actually received. If you did not receive any of the item you
ordered, enter zero for this field and either backorder or cancel the item
quantity.

5. The quantity of the item the vendor claims to have sent displays in the Advised
field. This value defaults to the ordered quantity but it modifiable by receiving
personnel.

6. In the Backordered field, enter the quantity of the item enter the quantity at the
buying unit of measure that you want to place on backorder from the vendor, if
you did not receive the total ordered quantity of the item. If you are not
backordering any quantity of the item, enter a zero.

7. In the Canceled field, enter the quantity of the item enter the quantity at the
buying unit of measure that you want to cancel, if you did not receive the total
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10.

11.

ordered quantity of the item. If you do not want to cancel any quantity of the
item, enter a zero.

The default cost at the costing unit of measure for the vendor, warehouse and
item displays in the Cost field. You can use this cost, enter a different cost, or
press F9 to open the Cost Selection dialog box to choose a valid cost.

(Optional) Select the Add button to add a receipt line for the item number, then
re-enter the quantity information in steps 5-8. Select the Edit button to edit
quantity or add-on information for the detail line. To modify add-on information
for the detail line, select the Factor Costs button to access the Cost Factoring
dialog box to choose the cost factoring options for items received on the
purchase order or the More button to access the Add On Selections dialog box
for changing the Add Ons that are used for the current purchase document. To
delete a line item, highlight the line in the browser then select the Delete button.
When you are finished, select the Save button to save your changes, the select
the End Add or End Edit button as appropriate.

.& Tip: You can delay a PO Receipt from immediately updating through the PO
Receipts Register, and choose to manually update the PO receipt at a later time.

This could be necessary due to delayed invoicing for additional costs such as
freight or other carrier fees. This feature allows the user to delay the updating
of a Receipt until the user.

If you want to delay the update of a receipt, deselect the Ready to Post
checkbox in the footer of PO Receipts Entry and PO Receipts by Line screens.
This prevents the receipt from updating inventory and being updated through
the PO Receipts Register.

y, ] TIP: If you are committing or shipping containerized items, then the system
displays the Container Allocation program that allows you to receive, commit,
and ship items that are stored in traceable containers. If you are receiving
container items, then the system displays the Container Receiving program that
allows you to receive, commit, and ship items that are stored in traceable
containers. During receipt entry for container items that are set up as multibin,
the system runs the bin allocation routine first, and the quantities allocated to
the bins must balance with the containers allocated to those bins. For outgoing
transactions, the system does not run the bin allocation; the bin allocation is
handled through the container allocation process.

For containerized items that are in lots, the system displays the lot allocation
dialog box first, then the Container Allocation dialog box. The system forces
container allocation to balance with the lot allocation.

In the Rcpt Date field, modify the receipt date number as necessary.

Select the Save button to save your receipt, then select the End Receipt button if
you are through receiving the item.
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GRN Print

Use the GRN Print program to print details of individual PO receipts in the form of
Goods Received Note (GRN). A Goods Received Note (GRN) is a printed document
that lists the details of an individual receipt.

It can be printed either at the end of the receiving process (as an option in PO
Receipts) or as a standalone report from the PO Receipts menu. This document
also functions as a Goods Returned Note for a shipment of returned goods to the
vendor, (Goods Returned Note). The option to prompt for a Goods
Received/Returned Note during receipt entry is controlled by the Use GRN in PO
Receiving option on the PO Lines view of PO Control Maintenance.

GRNs can also be printed after entry of the details or subsequently as part of a
batch; after receipt entry but prior to Receipt Register update. The default value
for the prompt is maintainable on the Forms view of the same program. The GRN
printout contains page breaks on Receipt number, so if a Purchase Order has
multiple receipts, a GRN prints for each one.

When the Multi-Currency feature is in use, you have the option of including multi-
currency information in addition to the regular base currency listings on the GRN
through the Multi-Currency Information option on the Forms view of PO Control
Maintenance. Line and extension amounts are listed in base currency, using
document-to-base currency conversions (including Euro triangulation where in
use). When a document’s currency is different from the base currency, an extra
line of information will be printed directly below the item line. This extra line lists
the document’s currency, exchange rate and document-currency extension
amount.

Container Information

The GRN also prints container id numbers and costs, except for empty containers.
For serialized containers, the system prints container id and serial information, but
not container cost information on the Goods Received Note.

Form Information

The form itself should be specified as “2018-L-12-11-N in Form Specification
Maintenance. Constraints/Limitations: Currently, only one GRN form, 2018-L-
12-11-N, is available. This form is a non-preprinted 12 CPI laser form.

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.
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Purchase Orders

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the GRN Print: Untitled dialog box.

GRN FPrint: Untitled [ %]
EElll=YA -/ enclor/Receipt Date/Receipt

Limit By

Select..

Receipt Mumber - All ——

Uendor - A1l Eitter...

Receipt Date - All Frafila

Buyer - All _—
Mo Limit

Include Options OK |

¥ Motes

; Cancel |
™ “endor ltem Mumber Print =
" Receipts _
¥ Serial/Lat Numbers % B Print |

& Both Setup... |

Help

Form Contents

Sort By

Limit By

Select

Filter

Profile
No
Limit

Include
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Fields, Buttons, Checkboxes, & Icons

Defines the sort order in which the information
updates. The available selections are: Vendor/Receipt
Date/Receipt # and Vendor/Receipt Date/Receipt #.

Limits the information that the system prints by
selecting specific identifying characteristics or a range
of identifying characteristics. Limit By information
may be set for: Receiving Whse, Receipt Number,
Vendor, Receipt Date, and Buyer.

Displays the Selection dialog box, which is used to set
a range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used
to select filter parameters for the highlighted Limit By
option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.

Determines what information to print on the report.
Available Include choices are:

Vendor Item Number—to print the vendor’s item
number on the report.

Serial/Lot Numbers—to include serial/lots numbers
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GRN Print

Options

OK

Cancel
Print

Setup

Help

See Also

for items on the report.

Notes—to includes notes for items on the report.
Indicate the options for printing the report.

In the Print section select the type of Goods Notes to
prints.

Select the Receipts radio button to print Goods
Receipts Notes.

Select the Returns radio button to print Goods Returns
Notes.

Select the Both radio button to print Goods Receipts
Notes and Goods Returns Notes for the report.

Saves the new or modified template and exits the
screen.

Exits the screen without saving any changes.
Prints the register or report.

Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Accesses online Help for this screen.

How to print Goods Returned/Received Notes

TakeStock PO
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How to print the Goods Returned/Received Notes

1. Access the GRN Print program in the Receipts submodule of Purchase Orders.
The complete path is Purchase Orders = Receipts = GRN Print. The system
displays the Template-Saved Settings dialog box of the GRN Print.

GRN Print

Template-Sawved Settings |Destinati0n ISySI =

Default Template Setup Options

s
| Print Only e
_ telp |

EetiEs WEtEl | Help

2. Select the New, Edit, or Copy button to access the GRN Print: Untitled dialog

box.
GRN Print: Untitled
Ealll=A - enclor/Receipt Date,
Limit By
Select..
Receipt Mumber - nll =
Uendor - a1l Filter...
Receipt Date - nll Prafile
Buyer - All [ =
Mo Limit
Include Options OFK |
i Cancel
™ “endor ltem Number Pl ;l
" Receipts Pr
¥ Serial/Lat Mumbers  Beturns ;ﬂtl
¥ Notes & Both Sefup... |
Help |

3. Select settings for Sort By and the Limit By settings for new or modified
templates.
Use the table below to guide you in your selections.

Sort Defines the sort order in which the information

By updates. The available selections are:
Vendor/Receipt Date/Receipt # and Vendor/Receipt
Date/Receipt #.

Limit Limits the information that the system prints by
By selecting specific identifying characteristics or a
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Notes

range of identifying characteristics. Limit By
information may be set for: Receiving Whse,
Receipt Number, Vendor, Receipt Date, and Buyer.

4. You can select:

Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

Profile to display the settings from your user profile for the highlighted Limit
By option.

No Limit to reset the Limit By options to All for the selected option.

5. In the Include section of the form, indicate the information to print on the
report. Available Include choices are:
Vendor Item Number—to print the vendor’s item number on the report.

Serial/Lot Numbers—to include serial/lots numbers for items on the report.

Notes—to includes notes for items on the report.

6. In the Options section of the form, indicate the options for printing the report.
Select:
In the Print section select the type of Goods Notes to prints.

Select the Receipts radio button to print Goods Receipts Notes.

Select the Returns radio button to print Goods Returns Notes.

7. The information for the report and update is complete. Now, you can select:

OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

Setup to access the Print Setup dialog box where you can change the
print or update settings as described in the TakeStock Basics manual.
These settings determine where the report prints and whether the report
is a print, an update, or both.

Print to print the report without saving your current selections.
Cancel to print nothing and exit without saving your selections.
Help to access the online Help for this screen.
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Goods Received Note (GRN)

A typical GRN is depicted below:

Goods Received Note - Standard Quanti

TakeStock Development, Inc. Purchase Order: Dal00060
3425B Corporate Way Receipt: 2
Special Address Line - Suite # Received: 01/01/95
Another Special Address Line Page 1

Duluth, GA 30136

Vendor: 100
Hardware House Distributor
719 Old Town Road
Suite 4949
ALEXANDER, GA 50420-
United States of America

Receiving Warehouse: Atl Atlanta - Regional Center, Inc Entered: 02/29/96
Reference #: Terms: Code 2
Buyer: joe  Joe Mighty Ship Via: FedEx
Freight: PrePaid

————————————————— Quantity----—-————————————-
Item Ordered Advised Received B"Ordered UM Cost UM Extension
1102 90 0 90 0 Cs 391.020 CS 35,191.80

Desc: 564W CONVEC HTR
TURTREERTRETRETRETYERYTRTYETER
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PO Reports

The selections on the Reports menu for Purchase Orders allows you to print
purchasing information with options for print order and report content. Many of
these reports are helpful in the management of purchase orders. You can print
open orders, backorders, and future cash requirements based on current purchase

orders.

Entries for the Reports menu are:

Suggested
PO Report

PO Status
Report

Receiving
Schedule

PO Receipts
Report

Uninvoiced
Receipts
Report

Vendor
Return
Report

Vendor/ltem
History
Report

TakeStock PO

This program prints a report of the
suggested purchase orders. You will find it
helpful to use this report as a worksheet for
editing suggested quantities and when
entering purchase orders.

Use this program to generate a report of
open purchase orders (not yet received) with
options to print backordered items and
received items that have not been updated.

Using this program you can print a receiving
schedule for items expected to arrive
through either purchase order delivery or
warehouse transfer delivery.

Use this program to print a report of
purchase order receipts for a selected range
of dates.

Use this program to print a report of any
purchase order items that have been
received but not yet invoiced. This report
also includes tax, freight and miscellaneous
Add On charges that have been received but
not yet invoiced.

Using this program you can print a report of
surplus item quantities that are eligible to be
returned to the vendor. An optional update
allows you to automatically create return
type purchase orders.

Use this program to print a report displaying
historical information for vendors and items.
The report has a variety of uses including
locating active vendors or items, determining
vendors or items to remove from the system
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Purchase Orders

and viewing purchasing patterns.

IP Shipment Use this program to print a listing of
Listing imported shipment information by

shipment/container number.
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Suggested PO Report

Using the Suggested PO Report, you can produce a report of all suggested
purchase orders that have been created by the Replenishment Report or by a sales
order, warehouse transfer, or production order, or that has been entered
manually. This report is useful as a worksheet to edit suggested order quantities.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Suggested PO Report: Untitled dialog
box.

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

The cost that prints on the report is an estimated cost since the actual purchase
order has not yet been created.

Suggested PO Report: Untitled
Sort By: I\f’endor 'I

Limit By
Warehouse - All Select..
Uendor - A1l —_—
Item - A1l EI"BF...
IProduct Line — Profile

Mo Limnit

Include Options 0K |
¥ Description 1 ¥ General Replenishment Cancel |
" Description 2 ¥ Stock Reservations Brint |
¥ Besersation Detail ¥ Special Orders

Setup... |

Help

Screen Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information prints. You can
select to print these documents in order by any of the
available options. The Sort By options are: Vendor, Vendor
Name, and Vendor Alternate.

Limit Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
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Fields, Buttons, Checkboxes, & Icons

By characteristics. Limit By information may be set for:
Warehouse, Vendor, Item, Product Line, and Buyer.

Select Displays the Selection dialog box, which is used to set a range
for the highlighted Limit By option.

Filter Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Profile Accesses the settings from your user profile for the highlighted
Limit By option.

No Resets Limit By options to ALL for the selected option.
Limit
Include Determines what information to print on the report. Available

Include choices are:
Description 1—to print item description 1 on the report,

Description 2—to print item description 2 on the report,

and/or

Reservation Detail—to print detailed information on
reservations for each item.

Options Indicate the type of suggested purchase orders to print.

Select the General Replenishment checkbox to print
suggested purchase orders created by the Replenishment
Report.

Select the Stock Reservations checkbox to print suggested
purchase orders that have stock reservations.

Select the Special Orders checkbox to print suggested
purchase orders created by a special order.

OK Saves the new or modified template and exits the screen.
Cancel Exits the screen without saving any changes.

Print Prints the register or report.

Setup Accesses the Print Setup dialog box, which is used to select

settings for printing and updating.

Help Accesses online Help for this screen.
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Suggested PO Report Hints and Examples

Suggested purchase orders are suggested purchases of items and their
quantities that are needed to meet replenishment needs or special orders.

Open Stock is stock to be purchased (suggested purchase amount) that is
currently due to come into the warehouse as available to anyone who needs
it (unreserved).

Reserved Stock is stock to be purchased that is reserved by one or more
sales orders, production orders, or warehouse transfers. The reserved
amount is allocated to the sales order, production order or warehouse
transfer when it is received into the warehouse.

Special Order Stock is stock to be purchased (suggested purchase amount)
that is currently tied specifically to a sales order line, production order
component, or to a transfer line in order to fill that line when the item is
received into the warehouse. Special Order Stock is a type of reserved stock
where the special order amount is added to the current order quantity as
opposed to just being reserved against the order quantity.

See Also

How to print the Suggested PO Report
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Purchase Orders

Suggested PO Report

The following is a sample of a Suggested PO Report. The legend at the bottom of
the report lists a description of the fields and column title abbreviations used. The
selections you chose for the report are also listed.

Date: 03/30/1998 QA®s Primary Test Co.
Page: 1
Time 8:54 Suggested PO Report - new
User: leigh
----Stock----- Special
Weight
Item Description Open Reserved Order Total UM Est Cost UM Extension
LBs
Warehouse:001 Atlanta Warehouse
Vendor: Burt Burt & Ernie”s Company
Product Line: Pet Pet Supplies Review Cycle: 16 Last PO: 06/25/1996 Buying Target: 1,000.00 100
LB
S205 S205 - Serialized Item N 18 0 0 18 EA 0.98 EA 17.6
0.00
Buying Requirements: Pet Supplies 001.76% of Tgt $ 999.99% of Tgt LB Product Line Total 17.60
0.00
Product Line: Sport Sport Equipment Review Cycle: 30 Last PO: 06/27/1996 Buying Target: 1,200.00 150
LB
S200 S200 - Serialized Item N 25072 0 0 25072 EA 17.21 EA 431,534.2
0.00
S101 S101 - Standard Item Num 69 0 18 87 EA 9.31 EA 809.7
0.00
Reserved for: T Document For Description Order Qty UM Requested S
S 00002326 92188 Paige™s Pets, Inc. 18 EA 01/29/1998
b100 Burt®s item #1 0 0 83 83 EA 18.00 EA 1,494.0
41.50
Reserved for: T Document For Description Order Qty UM Requested S
C 00001120 b100 73 EA 03/05/1998
C 00001151 b100 10 EA 03/10/1998
Buying Requirements: Sport Equipment 999.99% of Tgt $ 027.67% of Tgt LB Product Line Total 433,838.03
Vendor Total 433,855.63
41.50
Vendor: Carol Carol®s Suds and Duds
Product Line: Equip Equipment Review Cycle:0 Last PO: 01/01/1990 Buying Target: $ 0.0 0
Um
c103 item c103 for cory 0 0 15 15 EA 12.79 EA 191.8
30.00
Reserved for: T Document For Description Order Qty UM Requested S
S 00001370 Spike Spike"s buddy 15 EA 05/06/1997
Buying Requirements: Equipment 999.99% of Tgt $ 999.99% of Tgt UM Product Line Total 191.85
Vendor Total 191.85
30.00
Warehouse Total 434,047.48
71.50
Report Total 434,047.48
71.50
Number of Vendors: 2
Legend:
UM = Unit of Measure
Tgt = Buying Target
Est Cost = Estimated Cost
Reservations:
T - Type = S - Sales Order, T - Transfer, P - Production
S - Special Order = * - Reserved for Special order
Date: 03/30/1998 QA"s Primary Test Co.
Page: 2
Time: 8:54 Suggested PO Report - new
User: leigh
----Stock----- Special
Weight
Item Description Open Reserved Order Total UM Est Cost UM Extension
LBs
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Selections for Suggested PO Report - new:
All

Warehouse H

Vendor : Burt, Carol
Item Al

Product Line Al

Buyer Al

Include Item Description 1
Include Reservation Detail
Include General Replenishment, Stock Reservations, Special Orders
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How to print the Suggested PO Report

1. Access the Suggest PO Report program in the Reports submodule of Purchase
Orders. The complete path is Purchase Orders = Reports = Suggest PO
Report. The system displays the Template-Saved Settings dialog box of the
Suggest PO Report.

2. Select the New, Edit, or Copy button to access the Suggest PO Report:
Untitled dialog box.

Suggested PO Report: Untitled
Sort By: I\f’endor 'I

Limit By
Warehouse - All Select..
Uendor - A1l —_—
Item - A1l EI"BF...
IProduct Line — Profile

Mo Limnit

Include Options 0K |
¥ Description 1 ¥ General Replenishment Cancel |
" Description 2 ¥ Stock Reservations Brint |
¥ Besersation Detail ¥ Special Orders

Setup... |

Help

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information

By prints. You can select to print these documents in
order by any of the available options. The Sort By
options are: Vendor, Vendor Name, and
Vendor Alternate.

Limit Limits the information that the system prints by

By selecting specific identifying characteristics or a
range of identifying characteristics. Limit By
information may be set for: Warehouse, Vendor,
Item, Product Line, and Buyer.

4. You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.
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5.

7.

e Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Description 1—to print item description 1 on the report,
Description 2—to print item description 2 on the report, and/or

Reservation Detail—to print detailed information on reservations for each
item.

In the Options section of the screen, indicate the type of suggested purchase
orders to print

Select the General Replenishment checkbox to print suggested purchase
orders created by the Replenishment Report.

Select the Stock Reservations checkbox to print suggested purchase orders
that have stock reservations.

Select the Special Orders checkbox to purchase orders created by a special
order.

The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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PO Status Report

Using the PO Status Report, you can print all open (not yet received) purchase
orders with options to print backordered items and received items that have not
been updated.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the PO Status Report: Untitled dialog box.

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

Selecting the Import Shipping button allows you to include shipment information
for the purchases orders that have lines which are on shipments on the Purchase
Order Status Report

The report prints the total dollar amount of the outstanding POs in the base
currency as well as the document currency.

Containers

The report also includes container costs and adds to container costs totals. If you
do not select to include costing information on the report, all container information
prints on one line. If you select to include cost information, container ids
optionally print based on the Use Serial numbers setting for containers; serial
numbers print on a second line for serialized containers.

MS Excel Report Output

You can output this report to MS Excel to the screen or save it into disk file in the
Excel file format so that report data can be viewed or manipulated in an
alternative way. To view the report in Excel, select MS Excel Printer as the Print
To option on the Print Setup dialog box. To create a file with a .xls file extension,
select the Disk File as the Print To option, enter the directory path and file name,
then select the MS Excel checkbox on the Print Setup dialog box.

You can also select Disk File as the output destination, the checkbox "MS Excel"
will be enabled. If checkbox "MS Excel" is not checked, the report will be
processed in the current way, that is, a text file will be saved to the disk.

If you want to save the report output as an Excel file, select Disk File as the output
destination, enter a file name with extension ".xIs" (if no file extension is entered,
the program will append ".xIs" to the entered file name),then select the MS Excel
checkbox. When saving an Excel compatible file, you can select to run in the
background processor by selecting the Run in Background checkbox. If the Run in
Background checkbox is unchecked, the printing process outputs the report data
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to a MS Excel file "filename.xlIs" (the content is html format). If you double click

the file, MS Excel will automatically open it.

PO Status Report: test 1'
Sort Ey'IDDcument j
Limit By
Yarehouse - All Select...
Uendor - All —_—
Item - ALl Eilter..
Buyer - All Profila
Request Date - All _—
Document - All Mo Lirmit
Include Options oK |
¥ Castlnformation Dacument Type Status Cancel |
v Reservation Detail ¥ Purchase Orders 7 Entersd
I Containers ¥ Backorders ¥ Printed =i
N W Mon PO Recsipts 7 Received = |
mizs V¥ Returns Selup. |
Shipments Approved =
¥ ‘Warehouse @ Yag Mo O Al Help |
v Direct Import Shipment Status —
Import Shipments r Entergd
W [Shipping Information; I” Received
[~ Only POs with Qity in Transit I™ Completed
[~ Updated

Screen Contents

Sort By

Limit By

Select

Filter

Profile

No Limit

Include

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Defines the sort order in which the information prints. You can
select to print these documents in order by any of the available
options. The Sort By options are: Document, Document by
Date, Vendor, Vendor by Date, Vendor Name, Vendor
Name by Date, Item, and Item by Date.

Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Warehouse, Vendor, Item, Buyer, Request Date, and
Document.

Displays the Selection dialog box, which is used to set a range
for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Accesses the settings from your user profile for the highlighted
Limit By option.

Resets Limit By options to ALL for the selected option.

Determines what information to print on the report. Available
Include choices are:

Cost Information—to print the cost of the item from the
purchase order.

Reservation Detail—to print the details for each stock
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Options

OK
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reservation.
Notes—to print notes for the purchase order.

In the Shipments section of the screen, select:
Warehouse or Direct —to print items for warehouse
shipment, direct shipment, or both.

In the Import Shipments section of the screen, select:
Shipping Information to include the following shipment
information below the Purchase Order Document Line on the PO
Status Report: Shipment Number, Container Number, Shipping
Carrier, Actual Departure Date, Estimated Date in Warehouse,
Actual Date in Warehouse, Document Status, In Transit
Quantity, and Received Quantity.

If Shipping Information is checked you can select Only POs
with Qty in transit to include only PO Lines with shipments
that have quantities in transit.

Indicate the type of documents to print on the report,

In the Document Type section of the screen, select from the
following checkboxes:

Purchase Orders
Backorders

Non PO Receipts
Returns

In the Status section of the screen, select status of the
documents to print on the report. Select from the following
checkboxes:

Entered, Printed and/or Received.

Received documents are optional only if Non PO Receipts is
not selected as a document type.

For the Approved radio button, select Yes to print purchase
orders with Document status of Approved, No to omit approved
purchase orders and print unapproved purchase orders, or All
to print both Approved and Unapproved purchase orders.

In the Import Shipment Status section, indicate which
shipments to include on the report. The system compares the
Shipment header document status to your selection here to
determine whether to include the shipment on the report. You
can select from the following statuses:

Entered, Received, Completed and Updated.

Saves the new or modified template and exits the screen.
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PO Status Rep

ort

Cancel
Print

Setup

Help

Exits the screen without saving any changes.
Prints the register or report.

Accesses the Print Setup dialog box, which is used to select
settings for printing and updating.

Accesses online Help for this screen.

PO Status Report Hints and Examples

An item that has been received but has not yet been updated is a receipt. When
an item is received, you must decide whether the receipt should be updated
immediately or updated by the Receipt Register. Once updated, the receipt
becomes a past receipt.

See Also

How to print the PO Status Report

TakeStock PO
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PO Status Report

The following is a sample of a PO Status Report. The legend at the bottom of the

report lists a description of the fields and column title abbreviations used. The
selections you chose for the report are also listed.

Date: 03/30/2006 TakeStock Development with Infor Global Solutions! Page:
1
Time: 11:18 AM PO Status Report - Richl User:
rich
———————— Date--------- Current
Item Description Requested  Promised Qty UM Cost UM
Extension

PO#: Dal04885 Type: P Status: P Wh: Atl D: N Vendor: V100 General Industrial MFG

02bpb Brown Paper Bag... 03/14/2006 None 200.0000 EA 0.660 EA
132.00
SN: 03302006-001 CN: 1 CR: Airborne AD: 01/01/2001 EW: 01/01/2001 AW: 01/01/2001
SS: Received 1Q: 50 RQ: 50
PO Total $
132.00

Report Total $
132.00

Number of Documents: 1

Legend:
Wh = Warehouse
Type (P-Purchase Order, B-Backorder, N-Non PO Receipt, R-Return)
Status (E=Entered, P=Printed, R=Received, U=Unapproved)
D = Direct Shipments (Y-yes, N-no)
UM = Unit of Measure
T = Reservation Document Type (S-Sales Order, T-Transfer, P-Production)
Current Qty is either Ordered or Received quantity based on the line status
Import Shipment Data

SN = Shipment Number

CN = Container Number

CR = Carrier

AD = Actual Departure Date

ED = Estimated Date in Warehouse

AW = Actual Date in Warehouse

SS = Shipment Status

1Q = In Transit Quantity

RQ = Received Quantity
Selections for PO Status Report - Richl:
Warehouse Al
Vendor Al
Item : Al
Buyer Al
Request Date : First to Last
Document : Dal04885

Include Costing Information

Include Reservation Information

Include Purchase Orders, Backorders, Non PO Receipts, Returns
Include Entered, Printed, Received POs

Include Import Shipping Information

Include Lines with Shipments in Transit

Include Entered, Received, Completed, Updated Shipments
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How to print the PO Status Report

1. Access the PO Status Report program in the Reports submodule of Purchase
Orders. The complete path is Purchase Orders = Reports = PO Status Report.
The system displays the Template-Saved Settings dialog box of the PO Status

Report.

PO Status Report

Template-Sawved Settings

|Destinati0n

|3ys]2

L]

Close

=it

St

[

=it

Default Template

Setup Options

Eehas [Defaulb |

Print Only

il

(..

DElete

Helg

2. Select the New, Edit, or Copy button to access the PO Status Report: Untitled

dialog box.

PO Status Report: test

Sort EIy:IDocument

Limit By
Warehouse - All Select...
Uendor - ALl -
Item - All Filter...
Buyer - All Profile
Request Date - All _—
Document - All Mo Limit
Include Options K |
¥ Costlnforration DEC;TE?;?SMBE Status Cancel |
¥ Resersation Detail I Entered
X v Backorders ¥ Frinted .
I” Containers W MNon PO Recsipts 7 Feceived Brint |
I” Motes V Feturns Setup.. |
Shipments Approved =
¥ ‘Warehouse ™ Yes C Mo O Al Help |
v Direct Import Shipment Status —

Import Shipments
W Shipping Information
[~ Only POs with Qity in Transit

[~ Entered
[~ Received
™ Completed

[~ Updated

Select settings for Sort

By and the Limit By settings for new or modified templates. Use the table below
to guide you in your selections.

Sort By Defines the sort order in which the information prints. You
can select to print these documents in order by any of the
available options. The Sort By options are: Document,
Document by Date, Vendor, Vendor by Date, Vendor
Name, Vendor Name by Date, Item, and Item by Date.

Limit Limits the information that the system prints by selecting
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By specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Warehouse, Vendor, Item, Buyer, Request Date , and
Document.

4. You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

o Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Cost Information—to print the cost of the item from the purchase order.
Reservation Detail—to print the details for each stock reservation.
Notes—to print notes for the purchase order.

In the Shipments section of the screen, select:
Warehouse or Direct —to print items for warehouse shipment, direct shipment,
or both.

In the Import Shipments section of the screen, select:

Shipping Information to include the following shipment information below the
Purchase Order Document Line on the PO Status Report: Shipment Number,
Container Number, Shipping Carrier, Actual Departure Date, Estimated Date in
Warehouse, Actual Date in Warehouse, Document Status, In Transit Quantity, and
Received Quantity.

If Shipping Information is checked you can select Only POs with Qty in transit
to include only PO Lines with shipments that have quantities in transit.

5. In the Options section of the screen, indicate the type of suggested purchase
orders to print

Purchase Orders
Backorders

Non PO Receipts
Returns

In the Status section of the screen, select status of the documents to print on
the report. Select from the following checkboxes:
Entered, Printed and/or Received.

Received documents are optional only if Non PO Receipts is not selected as a
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document type.

For the Approved radio button, select Yes to print purchase orders with
Document status of Approved, No to omit approved purchase orders and print
unapproved purchase orders, or All to print both Approved and Unapproved
purchase orders.

In the Import Shipment Status section, indicate which shipments to include on
the report. The system compares the Shipment header document status to
your selection here to determine whether to include the shipment on the report.
You can select from the following statuses:

Entered, Received, Completed and Updated.

6. The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Receiving Schedule

Use this program to print a receiving schedule for items expected to arrive through
either purchase order delivery or warehouse transfer delivery. You can also print
reservation detail for sales orders, transfers, and BOM production components.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Receiving Schedule: Untitled dialog
box.

Receiving Schedule: Untitled [ X]

Sort By [Ifal=iiET
Limit By
Warehouse - All Select..
vendor - A1l —
Item - A1l Filter...
Expected Date - All Frofile
Purchase Order - All _
Transfer Ticket - All Mo Lirmit
Include Options QK. |
I Desariptian P;i_r_ﬂ Cancel |
- * Summary
I [BSErptor 2 ' Detail with Line tems B |
| Eesen/atians
) ) v Furch Crd Setup.. |
I= | Eim Infarmatian &l Pz Uldles P
[~ Returns
Help |
¥ Transfers

Form Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information prints. You
can select to print these documents in order by any of the
available options. The Sort By options are: Document,
Document by Date, and Vendor Alternate.

Limit Limits the information that the system prints by selecting

By specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Warehouse, Vendor, Item, Expected Date, PO, and
Transfer Tie.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.
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Receiving Schedule

Filter
Profile
No
Limit

Include

Options

OK
Cancel

Print

TakeStock PO

Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.
Determines what information to print on the report.
Available Include choices are:

Description 1—to print item description 1 on the report,

Description 2—to print item description 2 on the report,
and/or

Reservation Detail—to print detailed information on
reservations for each item.

Bin Information—to print bin information for each item.

Indicate the format to print.

In the Print section of the screen,

Select the Summary checkbox to print summary
information.

Select the Detail with line items checkbox to print detail
information for the line items included on the report. This
option is only available if the report is sorted by Document
or Document by Date.

Select the receipts or returns information to include.
Available choices are:

Purchase Orders

Returns

and/or

Transfers

Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.

Prints the register or report.
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Setup Accesses the Print Setup dialog box, which is used to select

settings for printing and updating.
Help Accesses online Help for this screen.
See Also

How to print the Receiving Schedule

Receiving Schedule

The following is a sample of a Receiving Schedule. The legend at the bottom of the
report lists a description of the fields and column title abbreviations used. The

selections you chose for the report are also listed.

Number of Receipts: 4

Legend:
Promised/Requested = Promised Date (for POs) Requested Date (for Transfers)
T = Type (T-Transfer, P-Purchase Order)

S = Status (E-Entered, P-Printed, C-Confirmed, S-Shipped)

Wh = Warehouse

UM = Unit of Measure

T = Reservation Document Type (S-Sales Order, T-Transfer, P-Production)

Selections for Receiving Schedule - Untitled: Temp:
Receiving Warehouse : 001
Vendor o Burt

Item - 031888, cl100, c101, c102, c103, cl104
Date : First to Last

Purchase Order ALl

Transfer Ticket Al

Include Item Description 1
Include Reservation Information
Print Detail with Line Items
Include Purchase Orders

Include Transfers

Date: 03/30/1998 QA"s Primary Test Co.
Page: 1
Time: 9:42 AM Receiving Schedule - Untitled: Temp
User: leigh
Promised/
Vendor/
Item Description Requested Ordered UM
Document T S From Wh Name
Receiving Warehouse: 001 Atlanta Warehouse
031888 Bookshelves None 10 EA
atl00700 P P Burt Burt & Ernie"s Company
c100 Item from Cory/pet 5 EA
atl00538 P E Burt Burt & Ernie"s Company
c102 Cory"s equip item 10 EA
atl00539 P E Burt Burt & Ernie"s Company
c103 item c103 for cory 05/11/1997 15 EA
atl00563 P E Burt Burt & Ernie”s Company
Reserved for: T Document For Description Order
Qty UM Requested
S 00001370 Spike Spike*"s buddy
15 05/06/1997
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How to print the Receiving Schedule

1. Access the Receiving Schedule program in the Reports submodule of Purchase
Orders. The complete path is Purchase Orders = Reports = Receiving
Schedule. The system displays the Template-Saved Settings dialog box of the
Receiving Schedule.

Receiving Schedule

Template-Sawed Settings |Destinati0n ISysI = Close |
Eriti |
St |

[RET
: s | E
. Cap. |

Default Template Setup Options

I Print Only Delets |
et e | Help |

2. Select the New, Edit, or Copy button to access the Receiving Schedule:
Untitled dialog box.

Receiving Schedule: Untitled B
fal ol =Pl ocument
Limit By
Warehouse - A1l Select..
Vendor - A1l —_—
Item - A1l Filter...
Expected Date - All Prafile
Purchase Order - All _
Transfer Ticket - All Mo Lirmit
Include Options OK |
I~ Descriptian | P;i_[“ Cancel |
- * Surnmary
= DEserptiEn 2 " Detail with Line tems Erint |
= | Besen/atians
) ) v Furch Crd Setup... |
2| Bt Infermatian & [P e Uiz L
[~ Returns
Help |
¥ Transfers

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort By Defines the sort order in which the information prints.
You can select to print these documents in order by any
of the available options. The Sort By options are:
Document, Document by Date, and Vendor
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Alternate.
Limit Limits the information that the system prints by selecting
By specific identifying characteristics or a range of

identifying characteristics. Limit By information may be
set for: Warehouse, Vendor, Item, Expected Date,
PO, and Transfer Tie.

4. You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

o Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

5. In the Include section of the screen, indicate the information to print on the
report.

Select:
Description 1—to print item description 1 on the report,

Description 2—to print item description 2 on the report,
and/or

Reservation Detail—to print detailed information on reservations for each
item.

Bin Information—to print bin information for each item.

6. In the Options section of the screen, indicate the format to print
In the Print section of the screen,
Select the Summary checkbox to print summary information. Select the
Details with Line Items radio button to print a detail format of the Receiving

Schedule Report.

Select the receipts or returns information to include. Available choices are:
Purchase Orders

Returns
and/or

Transfers

232 TakeStock PO



Purchase Orders How to print the Receiving Schedule

7. The information for the report is complete. Now, you can select:

OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

Print to print the report without saving your current selections.
Cancel to print nothing and exit without saving your selections.

Help to access the online Help for this screen.
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PO Receipts Report

Use this report to print a report of Purchase Order receipts within a selected range
of dates. For example, you may want to print a report of receipts for a given
month to review or to save as an audit trail.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to

enter new settings, the system displays the PO Receipts Report: Untitled dialog
box.

PO Receipts Report: Untitled E

=l 3= [ ocument

Limit By
Warehouse - All Select...
Document - All ——
Vendor - All Filter...
Iren - Al Profile
Receipt Date - All -
Mo Limit
Include Ok |
[T Notes Cancsl |
Frint |
Setup.. |

Help

Screen Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information prints. You
can select to print these documents in order by any of the
available options. The Sort By options are: Document,
Document by Date, Vendor, Vendor by Date, Item, and
Item by Date.

Limit By Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Warehouse, Document, Vendor, Item, and Receipt
Date.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.
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PO Receipts Report

Filter

Profile

No Limit

Include

OK
Cancel
Print

Setup

Help

See Also

Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.

Determines what information to print on the report.
Available Include choices are:

Notes—to print item notes on the report.

Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.
Prints the register or report.

Accesses the Print Setup dialog box, which is used to select
settings for printing and updating.

Accesses online Help for this screen.

How to print the PO Receipts Report

TakeStock PO
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PO Receipts Report

The following is a sample of a PO Receipts Report. The legend at the bottom of the
report lists a description of the fields and column title abbreviations used. The
selections you chose for the report are also listed.

Date: 04/28/1997 QA"s Primary Test Co.
Page: 1
Time: 3:56 PM Receipts Report - Untitled: Temp
User: candy
BY CcT
PO# Wh  Vendor Name Rcpt# Received Item Description Quantity UM Cost UM
Extension
atl00432 001 PetSmart PetSmart Comp 00001 04/03/1997 pbbones peanut butter 100 EA 18.87 EA
1,887.00
PO Total $
1,887.00
atl00433 001 PetSmart PetSmart Comp 00001 04/03/1997 pbbones peanut butter 45 EA 19.86 EA
893.70
PO Total $
893.70
atl00434 001 PetSmart PetSmart Comp 00001 04/03/1997 pbbones peanut butter 85 EA 18.87 EA
1,603.95
PO Total $
1,603.95
atl00463 001 Omar Omar®s Crab S 00001 03/19/1997 v200 Vendor/ltem T 11 EA 23.66 EA
260.26
PO Total $
260.26
atl00464 001 Omar Omar®s Crab S 00001 04/18/1997 v200 Vendor/1tem T 12 EA 23.66 EA
283.92
PO Total $
283.92
atl00465 001 Omar Omar®s Crab S 00001 04/14/1997 v200 Vendor/lItem T 3 EA 23.66 EA
70.98
PO Total $
70.98
atl00467 001 VFalls Falls Art Sup 00001 04/15/1997 prod3 Migration of 5 EA 50.60 EA
253.00
atl0o467 001 VFalls Falls Art Sup 00002 04/15/1997 prod3 Migration of 3 EA 50.60 EA
151.80
PO Total $
404.80
Report Total $
5,404.61
Number of Documents: 8
Legend:
Wh = Warehouse
BY UM = Buying Unit of Measure
CT UM = Costing Unit of Measure
Selections for Receipts Report - Untitled: Temp:
Warehouse : 001
Document : atl00432, atl00433, atl00434, atl00463, atl00464, atl00465, atl00467
Vendor 2 Al
I'tem M
Receipt Date H
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How to print the PO Receipts Report

1. Access the PO Receipts Report program in the Reports submodule of Purchase
Orders. The complete path is Purchase Orders = Reports = PO Receipts
Report. The system displays the Template-Saved Settings dialog box of the PO

Receipts Report.

PO Receipts Report

Template-Sawved Settings

|Destinati0n

lS}"Sl = Close

Default Template

Setup Options

Eehas [Defaulb |

Print Only

Helg

2. Select the New, Edit, or Copy button to access the PO Receipts Report:

Untitled dialog box.

PO Receipts Report: Untitled (%]

IR D ocument

Limit By
Warehouse - All Select..
Document - All =
Vendor - All Filter...
Iten 3 L Profils
Receipt Date - All e
Mo Lirmnit
Include Ok |
[ Motes Cancel |
Frint |
Setup.. |

Help

3. Select settings for Sort By and the Limit By settings for new or modified

templates.

Use the table below to guide you in your selections.

Sort
By

TakeStock PO

Defines the sort order in which the information
prints. You can select to print these documents in
order by any of the available options. The Sort By
options are: Document, Document by Date,
Vendor, Vendor by Date, Item, and Item by
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Date.
Limit Limits the information that the system prints by
By selecting specific identifying characteristics or a

range of identifying characteristics. Limit By
information may be set for: Warehouse,
Document, Vendor, Item, and Receipt Date.

You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

o Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Notes—to print item notes on the report.
The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

¢ Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Uninvoiced Receipts Report

Using the Uninvoiced Receipts Report, you can keep track of purchase order items
that have been received but not yet invoiced. The report also includes uninvoiced
tax and Add On charges.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Uninvoiced Receipts Report: Untitled
dialog box.

The Receipt Date option in the Limit By allows you to set a date or range of dates
for the uninvoiced purchase orders receipts to print on the report.

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

Zero Dollar Purchase Orders

For purchase orders with a PO amount equal to zero (i.e. all line items have a cost
of 0.00 and there are no addons) the PO Receipts Register Update marks the
purchase orders as ‘fully invoiced’. This prevents zero-dollar PO documents from
printing on the Uninvoiced Receipts Report.

MS Excel Report Output

You can output this report to MS Excel to the screen or save it into disk file in the
Excel file format so that report data can be viewed or manipulated in an
alternative way. To view the report in Excel, select MS Excel Printer as the Print
To option on the Print Setup dialog box. To create a file with a .xIs file extension,
select the Disk File as the Print To option, enter the directory path and file name,
then select the MS Excel checkbox on the Print Setup dialog box.

You can also select Disk File as the output destination, the checkbox "MS Excel"
will be enabled. If checkbox "MS Excel" is not checked, the report will be
processed in the current way, that is, a text file will be saved to the disk.

If you want to save the report output as an Excel file, select Disk File as the output
destination, enter a file name with extension ".xIs" (if no file extension is entered,
the program will append ".xIs" to the entered file name),then select the MS Excel
checkbox. When saving an Excel compatible file, you can select to run in the
background processor by selecting the Run in Background checkbox. If the Run in
Background checkbox is unchecked, the printing process outputs the report data
to a MS Excel file "
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filename.xlIs" (the content is html format). If you double click the file, MS Excel will
automatically open it.

Note that some selected report options may generate too many duplicated data in
the Excel file. These report options are selectively ignored if Excel is chosen as the
report destination. For the Uninvoiced Receipts Report, the report Include option,
Vendor Total, is ignored.

Uninvoiced Receipts Report: Untitled

Sort By: I\fendor MName "I

Limit By
[ Select..
Warehouse - All —
Receipt Date - A1l Filter...
Ehafile
Mo Lirnit
Include Options aK |
¥ “endor Totals Frint: Cancel |
@ Summary
¢ Detail with Line ltems Brint |
Setup.. |
Help |
Screen Contents
Fields, Buttons, Checkboxes, & Icons
Sort By Defines the sort order in which the information prints.

You can select to print these documents in order by any of
the available options. The Sort By options are: Vendor,
Vendor Name, and Vendor Alternate.

Limit By Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Vendor, Warehouse, and Receipt Date.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Filter Displays the Filter Manager dialog box, which is used
select filter parameters for the highlighted Limit By
option.

Profile Accesses the settings from your user profile for the

highlighted Limit By option.
No Limit Resets Limit By options to ALL for the selected option.

Include Determines what information to print on the report.
Available Include choices are:

Vendor Totals—to print totals by vendor for
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Uninvoiced Receipts Report

Options

OK
Cancel
Print

Setup

Help

See Also

merchandise, tax, freight, and miscellaneous Add Ons.

Indicate the format to print.

Select the Summary radio button to print a summary
format of the Uninvoiced Receipts Report.

Select the Details with Line Items radio button to print
a detail format of the Uninvoiced Receipts Report.

Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.
Prints the register or report.

Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Accesses online Help for this screen.

How to print the Uninvoiced Receipts Report

Uninvoiced Receipts Report

The following is a sample of an Uninvoiced Receipts Report. The legend at the

bottom of the report lists a description of the fields and column title abbreviations
used. The selections you chose for the report are also listed.

TakeStock PO

Date: 04/28/1997 QA™s Primary Test Co. Page: 1
Time: 4:13 PM Uninvoiced Receipts Report - Untitled: Temp User: candy
Vendor Name PO# Rcpt  Received Wh Amount
Cory Cory™s cabinets 00008888 00001 04/08/1997 001 512.18
atl00340 00001 03/05/1997 001 3,112.22
atl00341 00001 03/06/1997 001 218.67
atl00342 00001 03/07/1997 001 527.96
atl00345 00001 03/05/1997 001 379.95
atl00358 00001 03/06/1997 001 294.32
atl00359 00001 03/06/1997 001 237.95
atl00415 00001 03/22/1997 001 222.88
atl00455 00001 04/08/1997 001 512.18

Number of Vendors: 1

Legend:
PO# = Purchase Order number
Rcpt = Receipt number
Wh = Warehouse
Selections for Uninvoiced Receipts Report - Untitled: Temp:
Vendor : Cory
Warehouse Al
Receipt Date : First to Last
Print : Summary

Include Vendor Totals

Vendor lItems

Vendor Tax

Vendor Freight
Vendor Misc Add Ons

Vendor Total

Report ltems

Report Tax

Report Freight
Report Misc Add Ons

¥ LR PLr B e
o
o
=3
©
w
=3

Report Total
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How to print the Uninvoiced Receipts Report

1. Access the Uninvoiced Receipts Report program in the Reports submodule of
Purchase Orders. The complete path is Purchase Orders = Reports 2
Uninvoiced Receipts Report. The system displays the Template-Saved Settings
dialog box of the Uninvoiced Receipts Report.

Uninvoiced Receipts Report

Template-Sawed Settings |Destinati0n ISysI = Close |
Eriti |
St |

[
: s | E
. Cap. |

Default Template Setup Options

I Print Only Delets |
et e | Help |

2. Select the New, Edit, or Copy button to access the Uninvoiced Receipts
Report: Untitled dialog box.

Uninvoiced Receipts Report: Untitled

Sort By: I\fendor MName "I

Limit By
Select..
Warehouse - All —
Receipt Date - A1l Filter...
Ehafile
Mo Lirnit
Include Options aK |
¥ “endor Totals Print: Cancel |
% Summary .
¢ Detail with Line terns Erint |
Setup.. |

Help

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information

By prints. You can select to print these documents
in order by any of the available options. The Sort
By options are: Vendor, Vendor Name, and
Vendor Alternate.
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Limit Limits the information that the system prints by
By selecting specific identifying characteristics or a

range of identifying characteristics. Limit By
information may be set for: Vendor,
Warehouse, and Receipt Date.

4. You can select:

Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

Profile to display the settings from your user profile for the highlighted
Limit By option.

No Limit to reset the Limit By options to All for the selected option.

5. In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Vendor Totals—to print totals by vendor for merchandise, tax, freight, and
miscellaneous Add Ons.

6. In the Options section of the screen, indicate the format to print

Select the Summary radio button to print a summary format of the Uninvoiced
Receipts Report.

Select the Details with Line Items radio button to print a detail format of the
Uninvoiced Receipts Report.

7. The information for the report and update is complete. Now, you can select:

OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

Print to print the report without saving your current selections.
Cancel to print nothing and exit without saving your selections.

Help to access the online Help for this screen.
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Undistributed Invoice Report

Using this report, you can print a listing of the undistributed invoices in the
system. The report prints in two formats:

e Summary, which includes vendor number, vendor name, purchase order
number, receipt number, date received, warehouse number, and amount.

Detail, which includes summary information plus item number, item description,
quantity and cost.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to

enter new settings, the system displays the Undistributed Invoice Report dialog
box.

Undistributed Invoice Report: Untitled

Sort By: | SEhEENE

Limit By
Uendor - All Select..
Branch - All ——
Document - All Filter...
Invoice Date - All Profila

Mo Lirmnit
Include 0K |

" Description 2 Cancel

Frint

Setup..

did

Help

Screen Contents

Fields, Buttons, Checkboxes, & Icons

Sort By Defines the sort order in which the information prints. You
can select to print these documents in order by any of the
available options. The Sort By options are: Vendor,
Vendor Name, and Vendor Alternate.

Limit Limits the information that the system prints by selecting
By specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
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Undistributed Invoice Report

Vendor, Branch, Document, and Invoice Date.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Filter Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Profile Accesses the settings from your user profile for the
highlighted Limit By option.

No Resets Limit By options to ALL for the selected option.

Limit

Include Determines what information to print on the report.
Available Include choices are:
Description 2—to print item description 2 on the report.

OK Saves the new or modified template and exits the screen.

Cancel Exits the screen without saving any changes.

Print Prints the register or report.

Setup Accesses the Print Setup dialog box, which is used to select
settings for printing and updating.

Help Accesses online Help for this screen.

See Also

How to print the Undistributed Invoice Report
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Undistributed Invoice Report

A typical Undistributed Invoice Report is depicted below:

Date: 12-11-1998

TakeStock Development, Inc.

Page: 1
Time: 4:39 PM Undistributed Invoice Report - test
User: leigh
Invoice BY CcT
Invoice# Date Br PO# Item Description Quantity UM Cost UM
Extension
Vendor 700 Print House Incorporated
858585 11-15-1998 ATL zzzzzzzz7 TAX Tax 1 EA 55.73 EA
55.73
Invoice Total
55.73
858587 01-15-1997 ATL zzzzzzz77 TAX Tax 1 EA 3.14 EA
3.14
Invoice Total
3.14
Vendor Total
58.87
Vendor 1001 VEPCO, Inc
456457 11-15-1997 ATL zzzzzzzz TAX Tax 1 EA 0.23 EA
0.23
Invoice Total
0.23
753951 02-15-1998 ATL zzzzz777 TAX Tax 1 EA 0.84 EA
0.85
Invoice Total
0.85
858589 11-15-1997 ATL zzzzzzzz TAX Tax 1 EA 60.45 EA
60.46
Invoice Total
60.46
858592 11-15-1997 ATL zzzzzzzz TAX Tax 1 EA 37.81 EA
37.81
Invoice Total
37.81
858595 11-15-1997 ATL zzzzzzzz TAX Tax 1 EA 0.31 EA
0.32
Invoice Total
0.32
Vendor Total
99.66
Report Total
158.53
Number of Vendors: 2
Legend:
Br = Branch
BY UM = Buying Unit of Measure
CT UM = Costing Unit of Measure
Date: 12-11-1998 TakeStock Development, Inc.
Page: 2
Time: 4:39 PM Undistributed Invoice Report - test
User: leigh
Invoice BY CT
Invoice# Date Br PO# Item Description Quantity UM Cost UM
Extension

Vendor ALl
Item T A
Branch DA
Document Al

Invoice Date First to Last

Selections for Undistributed Invoice Report - test:
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How to print the Undistributed Invoice
Report

How to print the Undistributed Invoice Report

1. Access the Undistributed Invoice Report program in the Reports submodule of
Purchase Orders. The complete path is Purchase Orders =2 Reports 2

Undistributed Invoice Report. The system displays the Template-Saved Settings
dialog box of the Undistributed Invoice Report.

Template-Saved Seftings |Destinatinn |Sys| = Close |
Erimit |
Setuf.. |
Mew. .
. s | EE

5 [EE
Default Template Setup Options

| o
| Print Only ﬁl
IECE

Eehas [etaul | Help

2. Select the New, Edit, or Copy button to access the Undistributed Invoice
Report: Untitled dialog box.

Undistributed Invoice Report: Untitled

Sort By SR EE

Limit By
Uendor - a1l Select..
Branch - All ———
Document - All Eilter...
Invoice Date - All Brafe

Mo Limit
Include 0K |
™ Description 2 Cancel

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information prints.
By You can select to print these documents in order by
any of the available options. The Sort By options are:
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Vendor, Vendor Name, and Vendor Alternate.

Limit Limits the information that the system prints by

By selecting specific identifying characteristics or a range
of identifying characteristics. Limit By information
may be set for: Vendor, Branch, Document, and
Invoice Date.

You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

o Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Description 2—to print item description 2 on the report.
The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Vendor Return Report

Using the Vendor Return Report, you can produce a report of items that have
surplus quantities that can be returned to the vendor. The program contains an
optional update that allows you to automatically create return purchase orders for
the surplus quantities.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Vendor Return Report dialog box.

Surplus exceptions are set in Warehouse/ltem Maint. to determine whether the
surplus amount is really surplus, perhaps because of the purchasing circumstances
of the item. For example, if the vendor offers a special on the item and you
intentionally purchase a surplus quantity, you would not want to return it. In this
case, the item’s surplus is considered an exception (not really surplus) and is not
eligible to be sent back to the vendor as part of this report.

The cost that prints is the last purchase order receipt cost for each vendor and
item. If a vendor and item cost is not found, the cost that prints is the last cost
from the WAREHOUSE/ITEM TABLE. If neither cost is found, then a zero cost prints on the
report for that vendor and item.

Choosing the Print button on this screen prints the report without saving your
current selections. You must choose the OK button to save your selections to a
new or existing template.

Yendor Return Report: Untitled (%]

Sort By: |{llsl=ly

Limit By

WYarehouse - All Select. ..
Uendor - All —
Item - All Filter...
Product Line - All Prafile
Hovement Class - All _
Buyer - All Mo Limit
Include Options OK |
V¥ Description 1 Print Monstocks Cancel |

o
™ Description 2 - res ;
i Print |
¥ Cost Information = Only —
™ Surplus Exception ftems Replenishrment Type Setup... |

LAl

" Order Paint/Line Paint Help |
= Minftdax
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Screen Contents

Sort By

Limit By

Select

Filter

Profile

No Limit

Include

Options

OK

250

Fields, Buttons, Checkboxes, & Icons

Defines the sort order in which the information prints. You
can select to print these documents in order by any of the
available options. The Sort By options are: Vendor,
Vendor Name, and Vendor Alternate.

Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Warehouse, Vendor, Item, Product Line, Movement
Class, and Buyer.

Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.

Determines what information to print on the report.
Available Include choices are:

Description 1—to print item description 1 on the report,
Description 2—to print item description 2 on the report,
and/or

Cost Information—to print the cost of each vendor and
item combination that prints on the report.

Surplus Exception Items—to include all surplus
exceptions.

Indicate the information to print.

In the Print Nonstocks section of the screen, select

Yes to include all nonstocks, No to include none, or Only
to include only nonstock items on the report.

In the Replenishment Type section of the screen, select the
restocking method for items as set in Warehouse/ltem
Maint.

Select the All, Order Point/Line Point, or Min/Max
radio button.

Saves the new or modified template and exits the screen.
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Cancel Exits the screen without saving any changes.
Print or Prints the Vendor Return Report for your current template
Print/Updt settings. You cannot not perform update function before

you save this template. To perform an update function,
click the OK button, save the current settings as a
template, then click the Print/Upt, or Update button.
Note that the label display for this button changes based
on the setting you select in the Print/Update Setting
section of the Print Setup dialog box.

Setup Accesses the Print Setup dialog box, which is used to select
settings for printing and updating.

Help Accesses online Help for this screen.
See Also

How to print the Vendor Return Report
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Vendor Return Report

The following is a sample of a Vendor Return Report. The legend at the bottom of
the report lists a description of the fields and column title abbreviations used. The
selections you chose for the report are also listed.

Date: 04/28/1997 QA®s Primary Test Co. Page:
1
Time: 4:19 PM Vendor Return Report - Untitled: Temp User:
candy

MV S Max Ccs
Item Description CL N Available Quantity T Surplus UM Cost UM
Extension

Warehouse: 001 - Atlanta Warehouse
Vendor: VFalls Falls Art Supply Vendor

124puzzle 124 Piece puzzle 14 N 41 0 0 41 EA 20.00 EA
820.00
bomfprod 124-piece puzzle in wood frame 14 N 16 0 0 16 EA 28.00 EA
448.00
frame Wood frame 14 N 36 0 0 36 EA 20.00 EA
720.00
lotprod Lot Item 14 N 35 0 0 35 EA 27.00 EA
945.00
screws 6-piece set of hanging screws 14 N 27 0 0 27 EA 2.19 EA
59.13
sprod Rendille Giraffes 14 N 53 0 0 53 EA 30.00 EA
1,590.00
Vendor Total $
4,582.13
Warehouse Total $
4,582.13
Report Total $
4,582.13

Number of Vendors: 1

Legend:

MV CL = Movement Class

SN = Seasonal

Um = Buying Unit of Measure

CS UM = Costing Unit of Measure

Available = On hand - Committed

Max Quantity = For Min/Max - Maximum Stock, For Order Point/Line Point - (Order Quantity + Line Point)
T = Type (0-Order Point/Line Point, M-Maximum Stock)

Surplus (For Order Point/Line Point) = Available - Max Quantity (Order Quantity + Line Point)

Surplus (For Min/Max) = Available - Max Quantity (Maximum Stock)

Selections for Vendor Return Report - Untitled: Temp:
Warehouse : 001

Vendor

I'tem

Product Line
Movement Class

Buyer ; All
Nonstocks : Yes
Replenishment : All

Including Item Description 1
Including Cost Information
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How to print the Vendor Return Report

1. Access the Vendor Return Report program in the Reports submodule of
Purchase Orders. The complete path is Purchase Orders =2 Reports =2 Vendor
Return Report. The system displays the Template-Saved Settings dialog box of
the Vendor Return Report.

Yendor Return Report

Template-Sawed Settings |Destinati0n ISysI = Close

=it

St

L]

: o | Edn

. Cap.
Default Template Setup Options
| Print Onily elkete

et e | Help

il

2. Select the New, Edit, or Copy button to access the Vendor Return Report:
Untitled dialog box.

Sort By: Sl
Limit By
Warehouse - All Select..
Uendor - All —
Ttem - All Eiter...
Product Line - All Prafile
Hovement Class - All —_—
Buyer - All (e Lirnit
Include Options OK |
v Description 1 Frint Nanstocks ﬂl
- Lo
I~ Description 2 © No g
¥ Cost Information = Only 4|_
I~ Surplus Exception ftems Fieplenishment Type Setup.. |
%Al
" Qrder Foint'Line Foint Help |
 Minfhdax

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information
By prints. You can select to print these documents in
order by any of the available options. The Sort By
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options are: Vendor, Vendor Name, and Vendor

Alternate.
Limit Limits the information that the system prints by
By selecting specific identifying characteristics or a

range of identifying characteristics. Limit By
information may be set for: Warehouse, Vendor,
Item, Product Line, and Buyer.

4. You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

e Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

5. In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Description 1—to print item description 1 on the report,
Description 2—to print item description 2 on the report,
and/or

Cost Information—to print the cost of each vendor and item combination that
prints on the report.

Surplus Exception Items—to include all surplus exceptions.

6. In the Options section of the screen, indicate the information to print:
In the Print Nonstocks section of the screen, select

Yes to include all nonstocks, No to include none, or Only to include only
nonstock items on the report.

In the Replenishment Type section of the screen, select the restocking method
for items as set in Warehouse/ltem Maint.
Select the All, Order Point/Line Point, or Min/Max radio button.

7. The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
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settings determine where the report prints and whether the report is a
print, an update, or both.

e Print or Print/Updt to print the Vendor Return Report for your current
template settings. You cannot not perform update function before you save
this template. To perform an update function, click the OK button, save
the current settings as a template, then click the Print/Upt, or Update
button. Note that the label display for this button changes based on the
setting you select in the Print/Update Setting section of the Print Setup
dialog box.

e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Vendor/ltem History Report

Using the Vendor/Item History Report, you can print historical information for
vendors and items.

You may find this useful when you need to locate active vendors or items,
determine vendors or items to remove, or to view purchasing patterns.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Vendor/Item History Report dialog
box.

The report has a variety of uses including identifying active vendors and items,
determining vendors who are not active and may be removed from your system,
and viewing purchasing patterns. The Exclude button is available for you to define
specific returns and receipts that you may want to exclude from the report.

The update cannot be run from the Settings dialog box. You must choose the OK
button to save your selections to a new or existing template, and then run the
update from the Template-Saved Settings dialog box. Choose the Print button on
this screen to print the report without saving your current selections.

Yendor/Item History Report: Untitled
Sort By SRl
Limit By
Warehouse - All Select.
Uendor - All —_—
Item - A1l Ellter...
Major Category - All Profile
Product Line - A1l _
Period - All Mo Lirmit
Include Options 0K |
¥ Description 1 Exclude... | Mo Exclusions ﬂl
I Description 2 Purchase Date Cutoff Print |
& Mo Cutoff I— 3
o MRS J Sefup.. |
C After
Help |
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Vendor/ltem History Report

Screen Contents

Sort By

Limit

By

Select

Filter

Profile

No

Limit

Include

Options

OK
Cancel
Print

Setup

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Defines the sort order in which the information prints. You
can select to print these documents in order by any of the
available options. The Sort By options are: Vendor, Vendor
Name, and Major Category.

Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Warehouse, Vendor, Item, Major Category, Product
Line, and Period.

Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used select
filter parameters for the highlighted Limit By option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.

Determines what information to print on the report. Available
Include choices are:

Description 1—to print item description 1 on the report,

Description 2—to print item description 2 on the report.
Indicate the options to print.

Select the Exclude button to open the Exclude Selection
dialog box where you can define specific returns and receipts
that you may want to exclude from the report.

In the Purchase Date Cutoff section of the screen, select the
cutoff for the last purchase date of the history to print on the
report. Select from the : No Cutoff, Before or After. If you
select either Before or After, enter the date or choose a date
from the drop-down list.

Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.
Prints the register or report.

Accesses the Print Setup dialog box, which is used to select
settings for printing and updating.
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Help Accesses online Help for this screen.
See Also

How to print the Vendor/Item History Report
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Vendor/ltem History Report

The following is a sample of a Vendor/Item History Report. The legend at the
bottom of the report lists a description of the fields and column title abbreviations
used. The selections you chose for the report are also listed.

Date: 04/28/1997 QA®s Primary Test Co.
Page: 1
Time: 4:23 Vendor/Item History Report - Untitled: Temp
User: candy
Avg
Last # Receipt: Returned

- Days
Item Description Purchased Rct Quantity UM Dollars Quantity UM Dollars
Late
Warehouse: 001 Atlanta Warehouse
Vendor: Cory Cory™s cabinets
S101 S101 - Standard Item Num 04/08/1997 002 100 EA 950.00 0 EA
0.00 0

Vendor Total $ 950.00
0.00
Vendor: VFalls Falls Art Supply Vendor
mbprod Multi-Bin Elephant video 04/25/1997 001 3 EA 99.00 0 EA
0.00 )
prod2 Lion Family in the Maasa 04/24/1997 001 2 EA 66.00 0 EA
0.00 0
prod3 Migration of the Wildebe 04/24/1997 006 17 EA 860.20 0 EA
0.00 0
prod4 prod4 04/23/1997 001 25 EA 1,987.50 0 EA
0.00 0
prod5 Just another item to use 04/24/1997 003 8 EA 1,434.80 0 EA
0.00 0
prod6é prodé descl 04/24/1997 001 1 EA 475.50 0 EA
0.00 0
prod7 Another Falls Item to us 04/07/1997 003 19500 LB 4,920.00 0 LB
0.00 0
prod8 prod8 04/07/1997 002 17500 LB 52,525.00 0 LB
0.00 0

Vendor Total $ 62,368.00
0.00

Warehouse Total $ 63,318.00

0.00

Report Total $ 63,318.00
0.00
Number of items: 9
Legend:
UM = Unit of Measure
# Rct = Number of Receipts
Selections for Vendor/lItem History Report - Untitled: Temp:
Warehouse : 001
Vendor : Cory, Herman"s, Sun, VFalls
Item : Al
Major Categories : All
Product Line : Al
Periods : 1997/04-1997/04
Include Item Description 1
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How to print the Vendor/ltem History Report

1. Access the Vendor/Item History Report program in the Reports submodule of
Purchase Orders. The complete path is Purchase Orders = Reports 2
Vendor/ltem History Report. The system displays the Template-Saved Settings
dialog box of the Vendor/Item History Report.

Yendor/ltem History Report

Template-Sawed Settings |Destinati0n ISysI = Close |
Eriti |
St |

[
: s | E
. Cap. |

Default Template Setup Options

| Print Only e
et e | Help |

2. Select the New, Edit, or Copy button to access the Vendor/Item History
Report: Untitled dialog box.

Vendorfltem History Report: Untitled
Sort By: |Elel]y
Limit By
Warehouse - Aall Select..
Uendor - All —_—
Item - A1l Eilter...
Major Category - All Frofila
Product Line - A1l e
Period - All Mo Lirmit
Include Options QK |
v Description 1 Exclude... | Mo Exclusions 4|Qancel
I™ Description 2 Purchage Date Cutoff Brint |
* No Cutoff I— 3
" Before [t i=5 J Setup.. |
O After
Help |

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort By Defines the sort order in which the information prints.
You can select to print these documents in order by
any of the available options. The Sort By options are:
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4.

5.

Vendor, Vendor Name, and Major Category.

Limit By Limits the information that the system prints by
selecting specific identifying characteristics or a range
of identifying characteristics. Limit By information
may be set for: Warehouse, Vendor, Item, Major
Category, Product Line, and Period.

You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

o Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

In the Include section of the screen, indicate the information to print on the
report. Available Include choices are:

Description 1—to print item description 1 on the report,

Description 2—to print item description 2 on the report.

In the Options section of the screen, indicate the type of suggested purchase
orders to print

Select the Exclude button to open the Exclude Selection dialog box where you
can define specific returns and receipts that you may want to exclude from the
report.

In the Purchase Date Cutoff section of the screen, select the cutoff for the last
purchase date of the history to print on the report. Select from the : No
Cutoff, Before or After. If you select either Before or After, enter the date or
choose a date from the drop-down list.
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7. The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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IP Shipment Listing

Use this program to print a listing of imported shipment information by
shipment/container number. You can print a listing of shipments that are open or
in-transit, received or received complete. You can also include notes for the
shipments on the report.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

Shipment Listing: Untitled

SDrtEiy:IShipment-’CDntainer j

Limit By
: - Select...
Container # = -
Warehouse - User Profile Eilter..

In Uhse Date - All Prafile

Mo Limit

Include Options Ok |
[T Notes Shipments: Cancel |

v Open

[~ Received Erint |
[ Received Complete Setup.. |

[ Updated

Help

Screen Contents

Sort By

Limit By

Select

Filter

TakeStock PO

Fields, Buttons, Checkboxes, & Icons

Defines the sort order in which the information prints.
The default Sort By option for this report is
Shipment/Container.

Limits the information that the system prints by selecting
specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Shipment #, Container #, Warehouse, and In Whse
Date.

Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used
select filter parameters for the highlighted Limit By
option.
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Profile Accesses the settings from your user profile for the
highlighted Limit By option.

No Limit Resets Limit By options to ALL for the selected option.

Include Determines what information to print on the report.
Select the Notes checkbox to include any notes for the
shipments on the report.

Options Indicate the options to print. In the Shipments section of
the screen, indicate the type of shipments to include on
the report. Select:

Open—to print open or in-transit shipments on the
report,

Received—to print received or partially received
shipments on the report,

Received Complete—to print completely received
shipments on the report.

Updated—to print updated shipments on the report.

OK Saves the new or modified template and exits the screen.
Cancel Exits the screen without saving any changes.

Print Prints the register or report.

Setup Accesses the Print Setup dialog box, which is used to

select settings for printing and updating.
Help Accesses online Help for this screen.
See Also

How to print the IP Shipment Listing
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IP Shipment Listing

A typical IP Shipment Listing is depicted below:

Date: 12-11-1998
Page: 1
Time: 4:37 PM
User: leigh

Item Description
Extension

TakeStock Development,

IP Shipment Listing - test

In
Transit

Received Cancelled UM

Inc.

PO Cost
Cost UM Duty  Compnts

Shipment #: 5461806

Container #:6696518

Vendor: 1001 VEPCO, Inc

Whse:

Stat:C
Estimated: Departure: 12-08-98 Arrival:
Actual: Departure: 12-08-98 Arrival:

001 BOL#: 123456789

12-08-98 Clear: 12-0
12-12-98 Clear: 12-1

PO#: 00001001

ShipVia:

8-98
2-98

FedEx Carrier: tair/ground

In Whse: 12-12-98
In Whse: 12-12-98

1102 564W CONVEC HTR 0.00 25.00 * 0.00 Cs 18.10 CS 7,193.38 0.00
7,645.88
Vendor: vendmarko Vendor &for Marko t PO#: 00227001
markol marko"s 1st item 0.00 1.00 * 0.00 EA 1.50 EA 0.00 0.00
1.50
Container Total $ 7,193.38 0.00
7,647.38
Shipment Total $ 7,193.38 0.00
7,647.38
Report Total $ 7,193.38 0.00
7,647.38
Number of Documents:2
Legend:
Stat = Status (0O-Open, R-Received, C-Received Complete)
UM = Unit of Measure
Compnts = Components
* = Received <> In Transit
Selections for Shipment Listing - test : Temp:
Shipment Number : All
Warehouse : 001
Receipt Date : All
Include Open, Received, Received Complete Documents
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How to print the IP Shipment Listing

1. Access the IP Shipment Listing program in the Reports submodule of Purchase
Orders. The complete path is Purchase Orders = Reports =2 IP Shipment
Listing. The system displays the Template-Saved Settings dialog box of the IP
Shipment Listing.

IP Shipment Listing

Template-Sawed Settings |Destinati0n ISysI = Close |

Eriti |
St |

: >I_I' Edi |
. Cap. |

Default Template Setup Options
| Print Only e

et e | Help |

2. Select the New, Edit, or Copy button to access the IP Shipment Listing:
Untitled dialog box.

Shipment Listing: Untitled

SDnBy:IShipmenUCGntainer j

Limit By
: _ Select..
Container # - All = =
Yarehouse - User Profile Filter...
In Whse Date - All Profie
o Limit
Include Options oK |
[~ MNotes Shipments: Cancel |
¥ Open
[© Received Erint |
[C Received Complete Setup... |
[© Updated

Help

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Sort Defines the sort order in which the information prints. The
By default Sort By option for this report is
Shipment/Container.

Limit Limits the information that the system prints by selecting
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By specific identifying characteristics or a range of identifying
characteristics. Limit By information may be set for:
Shipment #, Warehouse, and In Whse Date.

You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

e Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

e Profile to display the settings from your user profile for the highlighted
Limit By option.

e No Limit to reset the Limit By options to All for the selected option.

In the Include section of the screen, indicate the information to print on the
report. Select the Notes checkbox to include any notes for the shipments on
the report.

In the Options section of the screen, indicate the information to print

In the Shipments section of the screen, indicate the type of shipments to
include on the report. Select:
Open/In Transit—to print open or in-transit shipments on the report,

Received—to print received or partially received shipments on the report,

Received Complete—to print completely received shipments on the report,
or

Updated—to print updated shipments on the report.
The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Print to print the report without saving your current selections.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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6 Inquiries

PO Inquiries

The Inquiries menu in Purchase Orders lets you select to sort and view information
that you and other users have entered, as well as information generated by the
system during routine processing.

You can select the records on which to inquire by using a filter in combination with
an inquiry. The system then searches for records that match the conditions
described by the filter settings and displays them for you to view. For example,
you may want to view the records for vendors from whom you have made
purchases after a specified date. For detailed instructions on setting up filters, see
the TakeStock Basics booklet.

Information for each record you select is displayed in multiple views. Each view is
grouped to provide detailed information on a particular topic or type of
information. For example, Vendor Inquiry includes the following views: General,
Payables, Purchasing, Purchase History, and Open PO.

Within each view, information is further divided into topics that are represented as
folder tabs. In the General view for Vendor Inquiry, the topics included are:
General, Contacts, Codes, History and Ship From.

You may find it helpful to open Vendor Inquiry so you can view information about
a vendor as you enter purchase orders, purchase order receipts or any other type
of entry. For example, you may want to view a list of items you purchase from a
vendor when entering a purchase order for that vendor.

Selections from the Inquiries menu are:

Item Inquiry View various types of information about
an item and the warehouses where it is
stored.

Vendor Inquiry View payables and purchasing information

for vendors.

PO Document View open purchase orders, receipts or
Inquiry past purchase orders for a vendor.

Chapter Contents
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Inquiries Sub-module Overview

The Main window and Secondary dialog box are independent of each other with
regard to bringing them to the front or moving them around on your screen. This
allows you to keep a Secondary dialog box open and in the foreground as you run
other options, such as entering a sales order.

The following provides a general description of how Inquiries work throughout
TakeStock.

Sample screens from Customer Inquiry are used to illustrate basic inquiry
operations. Specific names of fields, views, and other selections will be different
for other inquiry selections.

Inquiry Main Window

When you open an inquiry, the system displays the Main window to select the
record for which you want to view information. The system also displays the
Secondary dialog box, which is the first View available in the inquiry by default.

Other menu options available for Inquiries allow you to:
Bexit and close all view Secondary dialog boxes

Bfind a specific document

Bview or enter notes for an item

Bopen the Maintenance for a detail field

Bdisplay custom user fields
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Main Inquiry Window and Secondary Inquiry Window

Customer Inquiry [_ O]

Customer Find Addiional Options  Windows  Global Help

& perauie = o ¥lfau = W] 4| M|
Custumer:|121 Garret's Test Custamer 2

Tempe, AZ 30501- Phone:

|Enterthe customer numkbetr.

ustomer Inquiry - General For 121 [ (O] =]
Contactsl Codesl Taxes I Histor_l,ll Ship ToI Aging I BiIITDI

Address: 2056, Mill Awve. Active: Yes
Tempe, AZ On Hald: M
85401 e e
Alternate: Garret's Test Custamer 2 Balance: 316 .65
. ' | Open SO: 4,771 .64
Cat - RET (Cat RET
el (Category 'RET) On Hold: 00D
Slsp: 1171 (George Washington) Credit Limit  1.000,000.00
Ship Ta: Same Price Lewvel: 0

Bill Ta: C104 (Bares Machinens & Equipment)

The Main Inquiry Window and Secondary Inquiry dialog boxes are shown above.
The title bar shows the view chosen; you can select Tabs to open topics of
information within a view.

Inquiry Secondary Dialog Boxes or Windows

As you open Secondary dialog boxes, they cascade in front of any other view
dialog boxes that are already open. There are several views or Secondary dialog
boxes you can open for displaying different types of information. The views
available for the Inquiry are chosen from the View menu.

When the system displays multiple Secondary dialog boxes, you can click on the
title bar of the view you want to bring to the front. When a Secondary dialog box
is open, you can close it by choosing it from the View menu, or by choosing the
close command as you would for any other dialog box.

The information for each Secondary dialog box is divided into topics. Each topic
has a tab that you can select to view the information for that topic. Simply click
on a tab to open it. Topic information may be displayed in columns or in fields.

When the system displays information in columns, the up and down scroll arrows
let you scroll to see additional rows of information. The left and right scroll arrows
let you scroll sideways to see additional columns of information.

272 TakeStock PO



Purchase Orders Inquiries Sub-module Overview

The following is an example of the views available in Customer Inquiry .

k4 Customer Inquiry
Eile N Find Additiohal Wwindow Global Help

’ gzzziribles IHLL * j EEIEIE

Guy SRS 4| Falls Gallery Inc.
Open 50 = E
iarmi, FL 30221- Fhone: (301) 888-9568

|Enter the customer #.

A checkmark indicates that the view is open.

When multiple Secondary dialog boxes are open, you can click on the title bar of
the dialog box you want to view to bring it to the front. You can also select which
dialog box to view or bring to the front from the Window menu on the Main Inquiry
Window.

As you open Secondary dialog boxes, they will cascade in front of any other view
dialog boxes already open.

The following is an example of an inquiry with multiple views or Secondary dialog
boxes open.

| Customer Inquiry =] 3 -

Customer Find Additional Options  “Windows Global Help

B [peravie <] X |laL «- | 4| »|M]
Customer:|121 Garret's Test Custamer 2 .

Termpe, AZ 30501- Phone:

|Enter the customer number.

Dptlonsl Ihvoicing  Open AR |Aglng | Pay Hlstoryl Ledgercaldsl |
.i
I T e ==

Sales Summary | Past 4R Invoices | Past Sales | Past 50O Invoices  EDI |

Trading Partner 1D:

Sales Order Import:
If Their Price |s Greater Than Our Price:  kark As Exception

If Their Frice |s Less Than Our Frice: kark As Exception

By 0.00 % And Extensionls > 0.00 Initiating Yhse:

S0 Inwvoice Expart: Dept:

Send Wia EDI: ves Inside Slsp:

i Hardcopy: Yes Allowance: Feturns:

|
[N
Secondary dialog box Tabs let you select additional information for viewing; main
window record buttons let you select the customer for viewing information.
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Purchase Orders

i General Info for FallsCust M=l 3

General I Contacts { Codes { Taxes I Hiztary { Ship To

Bedinning Ship To: I

Ship TDI Name I City, State Postal Code

miashiZ Alt Ship to for FallsCust Miami, FL 20029

|Entcr beginning Ship To.

Scroll up or down to see additional rows. Scroll left or right to see additional

columns.

Some fields let you select the record you want to view, the time period you want

to view, or similar information, as shown in the following example.

[ Open S0 Documents for FallsCust H=]E3

Quotes ; Orders ; Invoices {Heculrinu \{FutureDld 3’ Blanket

Beginning Doc#: [ Beginning Data:

Elanket I Entered ILast Releasel Customer PO # I Anmcant IIUhS-‘
EOQOZ4 O2FEZE/1297 Hever 1,12 42 001
EOQOZZ 02/Z24/19297 Hever 1,429 0& 001
EOQOZZ 027247199703 /31719397 14,7711 2322
-
i »

|Enter beginning document # or F9 for beginning customer PO#.
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ltem Inquiry

Using this program, you can view various types of information about an item and
the warehouses where it is stored. From this screen, you can select views for
displaying information topics. You can also select the view to bring to the front.

User Security to Customize Item Inquiry

Item Inquiry now has user group security to allow the distributor to prevent
groups of users from setting up or changing their own customized Item Inquiry. By
default, users will still be able to customize Item Inquiry. The distributor should
use standard security maintenance if they wish to implement this new security
feature.

Setup:

System Management, Security, Security Review, program icqitmmn.w (Iltem
Inquiry), functions Change Configuration and Customize Configuration.

You reach this window by selecting Purchase Orders =2 Inquiries = Item Inquiry.

Item Inquiry Mawigator M= E3
File “iew Find Additional ‘Window Global Help
E] Fitter. [ 2] [aLL « -] W] 4[] M|
Item:|D1pbp )

|Disp|ay next record in current filter.

ltem Inquiry—General View

Using the General view, you can display general information for the item.

General Info for 031888 M=l B

General g Codes \{ ks {Inlerchanqe {SubJSuner {Descrintion

Alternate Sort, Bookshelve
Established: 10/02/1996

¥ | A ctive ¥ | Parentliem Serial/Lot

¥ | aintar Eusnties = | HEeandous & Neithier
. € Eerial

= Maneiocked I= iecellEnenns &aElEs ‘o e

= Bupply, ¥ | Taxakle
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The Information for the General view comes mainly from Item Maint. The
information is sorted into six topic tabs.

Topic Tab

General

Codes

UMs

Interchange

Sub/Super

Description

Topic Information

Information comes from the General view in Item
Maint.

Information comes from the Codes view in ltem Maint.

Information comes from the UMs (Units of Measure)
view in Item Maint.

Information comes from Item Interchange Maint. to
display any interchange items and type for the current
item.

Information comes from the Subst
(Substitute/Superseded) view in Item Maint.

Information comes from the description set up for the
item in the General view and the Ex. Desc. (Extended
Description) view of Item Maint.

ltem Inquiry—Warehouses View

Using the Warehouses view, you can display information for the Warehouses topic.

k4 Warehouse for 031888

[=1F

Quantities g General {Leduercards ?Seriala’Lot { Achivity { Hiztory 3

Display:IEA j Each

TTH Awvailahle On Hand Committed Eackorder On Order =
ooz 0 u] u] u] u]

ooz o o o o o

oo 1] u] u] u] u]

ong u} u] u] u] u]

oog o o o o o

oa7 0 u] u] u] u] -
A »

Information for the Warehouse view comes mainly from Warehouse/ltem Maint.
The information is sorted into six topic tabs.

Topic Tab

Quantities

General

Ledgercards

Serial/Lot

276

Topic Information

Displays the quantities of the item in each warehouse
as maintained by the system

Information comes from the General view in
Warehouse/ltem Maint.

Information comes from Warehouse/ltem Ledgercards,
which are maintained by the system.

For items with serial or lot numbers, displays complete
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Topic Tab Topic Information

detail by number such as numbers, quantities, costs,
prices, vendor, dates received, etc.

Activity For a period of time you select, shows beginning
quantity per stocking unit of measure, receipts,
adjustment, sales, transfers, and ending quantity.

History Information comes from the History view in
Warehouse/Item Maint., most of which is maintained by
the system.

ltem Inquiry—Containers View

Use the Containers view of Item Inquiry to display information for the currently
selected container item and transaction information for container numbers for the
item in the specified warehouse about item use, replenishment, inventory controls,
as well as receipt and in-transit information for each warehouse where the item is
stored.

Item Inquiry - Containers for Hydrochloric acid

Containers I Cortainer Trans ~ Container Gty

Warehouse:IDDD ArgentinaWarehouse willlﬂl

Container Quantity UM| # Containers Descript:—

£5 Gal Drum

Liter flasks 2.000 LI 2/0ne liter glass £

-
4 3

|Enterwarehouse code.

The Containers secondary window is divided into 2 information tabs.

Topic Tab Topic Information

Containers For each container item, information includes container item
options such as traceable item options, whether the container
item uses serial numbers and/or item/container number
combinations, whether the container items is returnable by
default to the customer or vendor, SO, PO due days and
expiration days for the container, and minimum and
maximum quantity information.

Container For the container item in the specified warehouse, information
Trans includes the transaction information, such as the transaction
type, quantity and date.

Container For the container item in the specified warehouse, information
Qty includes quantities on hand of containerized items in different
containers and the on-hand quantities of containerized items
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in a particular container type.

When viewing container quantities for either container or
containerized items, you can double-click a line in the browser
to display the Bin Quantities dialog box, which contains bin
location information for the container/containerized item
combination. From the Bin Quantities dialog box you can
double click a line in the browser to display the Containers
dialog box to view information for individual containers within
the chosen bin.

ltem Inquiry—Replenishment View

Using the Replenishment view, you can display information for the Replenishment

topic.

Replenishment for 02bpb !EI

Controls g Frozen { Uszane 'Heceints i Turng ;InTransit I

Warehouse:ll]m— Aflanta Warehouse willlﬂl
Feplenishing Path: From “endaor Feplen. Whse:
Replenishing Type: OrderfLine Point Seasonality: Mone
Order Paoint; 0 EA Aueg Lead Time: 3
Line Paoint: 0 EA Movement Class: 14
Order Oty Method: kanual Safety Allowance ¥4 50
Order Cluantity: 0 EA

|Enterthe warehouse code.

Information for the Replenishment view comes partly from Warehouse/ltem Maint.

The information is sorted into five topic tabs. For each topic, you can enter the
warehouse for obtaining information.

Topic Tab

Controls

Frozen

Usage

278

Topic Information

Information comes from the Replenish view in
Warehouse/ltem Maint. Information includes the
replenishing path, type, and warehouse, order point
and line point quantities as well as the order quantity
method.

Information comes from the Frozen view in
Warehouse/ltem Maint. Information includes the frozen
controls and frozen date.

Information is maintained by the system in Item
Ledgercards and is updated during End of Month
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Item Inquiry—Replenishment View

Topic Tab

Receipts

Turns

In-transit

TakeStock PO

Topic Information

Update and Recalculate Replenishment Control. In the
browser in the lower portion of the screen, the system
displays qualified, actual, and stockout quantities,
usage flag, stockout day and safety dip percentage by
year and month.

Information is maintained by the system and is updated
during PO Receipt Register and Transfer Confirmation
Register. Some receipts information can also be
maintained in the Receipts view of Warehouse/ltem
Maint

Information is maintained by the system in Item
Ledgercards. In the browser in the portion of the
screen, the system displays the item's monthly usage,
on-hand quantity, and stocking unit of measure for the
selected warehouse.

In-transit information comes from the PO Shipment
Entry program. In the browser in the lower portion of
the screen, the system displays the item's shipment
and container numbers, shipment status, warehouse
actual and estimate dates of arrival, associated PO
number, and quantity information for the selected
warehouse.
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ltem Inquiry—Transactions View

Using the Transactions view, you can display information for the Transactions
topic.

Transactions for 031888 =] E3
50 { o | Tansters | Produstion | Kits | Suagested
Warehouse:w AtlantaWarehuu:lmwilﬂﬂl
Document| Entered |[r| status | oty Per | Required | committeas

-
a4 3

|Enterwareh0use code.

Information for the Transactions view comes from the transaction tables in the
system. The transaction information is sorted into three topic tabs.

Topic Tab Topic Information

SO Displays sales orders for the current warehouse and
item, and information such as the document date,
status, quantity ordered and backordered, cost, price,
etc.

PO Displays purchase orders for the current warehouse and
item, and information such as the document entered
date, status, quantity ordered and backordered, cost,
and request date.

Transfers Displays warehouse transfers for the current warehouse
and item, and information such as document number,
ship to and from warehouse, quantity requested,
committed, and backorders, status, quantity shipped
and received, etc.

Production Displays production orders for the for the current
warehouse and produced item, and information such as
document number, item type (parent or component),
status, and requested, expected, and produced dates as
well as quantity to produce, produced and remaining
quantities for parent items, and for components,
quantity per, required, committed, used, and
backordered quantities.

Kits Displays sales orders for the for the current warehouse
and kitted item, and information such as document
number, item type (parent or component), status, date
entered, committed, shipped, and backordered
quantities and customer number, as well as, order
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Item Inquiry—Transactions View

Topic Tab

Suggested

Past Sales

Internet
Orders

Special Ties

TakeStock PO

Topic Information

quantity and price for parent items and for components,
quantity per and required quantity.

Displays the suggested production orders for the for the
current warehouse and produced item, and information
such as document type from which the suggested
production order was created, open stock, reserved,
special order, and suggested quantity information as
well as the date created and the user that created the
suggested production order.

Information for all past sales comes from the SO Past
Invoice tables. (The original SO Past Sales tables have
been removed from the system.) Using this tab, you
can view past sales for a Customer and optionally sort
the inquiry by Item, Invoice number, or Sales Date.
You can limit the view by a specific Major Category of
items and “drill down” to the actual document from the
inquiry. The Past Sales tab uses the shipping
warehouse by default.

Displays Internet order transaction information for the
specified shipping warehouse and transaction status.
Information includes Document Number, Order Date,
Customer Number, Order Quantity, Committed
Quantity, Backordered Quantity, and Selling and Pricing
Units of Measure.

Displays stock reservation information for the specified
warehouse. You can sort the information displayed in
the browser by document type (incoming document or
for document), vendor, customer, and display
document type (all, sales orders, warehouse transfers,
production components, or SO bills of material
components). Information includes document type,
document number, sender, backordered quantity and
Unit of measure, for document type and number and
receiver id, date requested, status, add/reserve
quantity, and priority.
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ltem Inquiry—Pricing View
Using the Pricing view, you can display information for the Pricing topic.

i Pricing for 031888 Mi[=] E3

Current gSuquested ;Schedules ¥PrSewice ? General 3

YWarehouse: 001 Aflanta Warehouse EE |I| @
Frice UM:IEA j Type: Dynamic Multiplier

. . Basis: List Frice 3415.00
List Price:  3415.00
Levell Frice Multiplier| Comm?z| ~
Standard Price: 273469
Camimissiame 7 % 2 324425 0,95 1.10
3 307360 0.90 1.20
% 1o Friority 4 290275 | 085 1.30
5 2732.00 0.80 1.40 =

Information for the Pricing view comes from the General and Codes views in Item
Maint., and from suggested prices, pricing schedules, aggregate pricing schedules
and item ledgercards. The pricing information is sorted into five tabs.

Topic Tab Topic Information

Current Information comes from the ITEM PRICE TABLE and
displays current prices and the Levels set up for the
warehouse and item.

Suggested Information comes from the SUGGESTED ITEM PRICE TABLE
and displays suggested prices and Levels for the item
and warehouse that have not yet been updated to the
ITEM PRICE TABLE.

Schedules Information comes from the ITEM PRICE TABLE and
displays all price schedules set up for the warehouse
and item.

Pr Service This topic tab is reserved for future enhancements.

General Information comes from the General and Codes views

in ltem Maintenance.
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Item Inquiry—Costing View

Using the Costing view, you can display information for the Costing topic.

Item Inquiry - Costing for 1100 M=l E3
Cost | LIFD
Warehause:IAﬂ @Atlanta—ﬂegianal Center, Inc Hl 4 | )l Nl I
Schedule Effective [Expiration Level Type Ereak.® [
aoooooool4d 12715713 127307132 Dynamic Multiplier TWeight
aoaooooals O5/25/12 057287519 Dynamic Maltiplier Dollar
gooooooozs 0829719 None Dvynamic Maltiplier Weight
oooooooazss OsfEQ /1D None Dvnamic Multiplier Smallest 1T
ooooo0onEes 020519 None Dynamic Multiplier Bmallest T
0a0000a508 12712520 None Dynanic Multiplier Buying Uni;_
: T | _'l_I

Information for the Costing view comes from the General and Codes views in Item
Maint., and from suggested costs, costing schedules, aggregate costing schedules
and item ledgercards. The costing information is sorted into three tabs.

Topic Tab Topic Information

Costs Information comes from the ITEM COST TABLE and
displays current costs, and from the SUGGESTED ITEM
cosTs TABLE and displays suggested costs.

LIFO or FIFO The label on this tab is either LIFO or FIFO, depending
on which type of cost layers your company selects to
store. Information includes each transaction that affects
the costing layers.

Cs Schedules Information comes from the ITEM COST TABLE and
displays all cost schedules set up for the warehouse and
item.
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ltem Inquiry—Vendor/ltem View

Using the Vendor/Item view, you can display information for the Vendor/Item

topic.

k4 Yendor Item Info for bed =]k

General gHBCBiDtS { History i

Warehouse: (001 Alanta Warehouse E E m @

Vendor Name Vendor Item Mo

PetBmart Company

|Disp|a).|r the vendorfitem information for the first warehouse.

Information for the Vendor/Item view comes from Warehouse/Vendor Maint.,
receipts of items from vendors, and item ledgercards. The Vendor/Item

information is sorted into three tabs.

Topic Tab Topic Information

General Information comes from each vendor and item

combination set up for the item and warehouse. The
vendors’ item numbers, costs, and item descriptions

are available for viewing.

Receipts Information comes PO receipts of the item at the
warehouse selected, and includes vendor number,
receipt date, quantity, lead time, cost and PO number.

History Information comes from ledgercards to display the
history of item receipts by vendor at the selected

warehouse.
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ltem Inquiry—Image View

Using the Image view, you can display an image that was set up for an item
display.

In the Imaging view of Item Maint., you can enter the name of an image file for
displaying an image of your item. If the item you selected has an associated image
file set up, the image will display on the screen when you are in the Image view of
Item Inquiry.

ltem Inquiry—DBills of Material View

Using the Bills of Material view, you can display information for the component
items used to produce the currently selected parent item.

Bills OF Material for 031888 Mi=] &

General | AddOns | Poducon | BOM | WheeOs | Cost/Frice

Type: FProduced
Frice By: Cost Rollup + 8977 =

Fostto SA Farent
Al Frint Components On:
I Adlding| Catnparents | @untas

I¥ | Deleting Cormpanents 2 lnieliicl2iFi=2
I | it Tickets

¥ | nelidei Brice
¥ | Ihiaices
¥ | heuce Price

Information for the Bill of Materials view comes from Parent BOM Maintenance.
The Bill of Materials information is sorted into six tabs.

Topic Tab Topic Information

General For each item, information includes parent item options
such as the item type, Price By selection, Post to SA
option, whether addition and deletion of components is
allowed, and whether to print components on quotes,
pick tickets and invoices including price.

Add Ons For each item, information includes the standard
(overhead, packaging and labor) and optional add-on
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Topic Tab Topic Information
costs for the parent item BOM.

Production For each item, information includes options related only
to produced parent items such as minimum and
maximum quantities to produce, whether to produce
complete or in multiples of a standard pack, allow using
waste factors and disassembly, and whether production
is outsourced and to which vendor.

BOM For each item, information includes the items and
quantities and/or selection groups that compose the
parent item BOM, as well as, whether the item can be
substituted or changed on the BOM, and the waste
factor.

Whse Qtys For each warehouse where the component items are
stored, information includes the following inventory
quantities information: required, available, on-hand,
committed, WIP, backordered, and on-order, as well as
the item descriptions 1 and 2.

Cost/Price For each warehouse where the component items are
stored, information includes cost and extension, price
and extension, gross margin, and cost for price and
extension for each component.
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How to use the Item Inquiry screen

How to use the Item Inquiry screen

1. Access the Item Inquiry program. The complete path is Purchase
Orders=2»Inquiries = Item Inquiry. The system displays the General view of Item

Inquiry.

Item Inquiry Navigator
File “iew Find Additional ‘Window Global Help

B] Fitter. [ 2] [aLL

< =] W] 4[] m|

M=l E3

Item:|D1pbp 15

|Disp|ay next record in current filker.

General Info for 031888

IS [=] E3

General g Codes { s

{Interchanqe { Sub/Super { Diescription

Alternate Sort Bookshelse

Established: 10/02/1996

| Parentlien

I” | Hezardous

0| fiece!lEnenus Sales
[ | Tiexatle

¥ Active

¥ | haintait Eusntities
N MEnsiecked

= Sl

Senal/Lot
& [WEfther
! Serjal
1 [Laf

2. In the Item field, enter the item number for which you want to view
information. Select a filter if you want to limit the item records for which you

are viewing item information.

z& TIP: You can use the First Record, Next Record, Last Record, and Previous
Record icons in the upper right portion of the screen to scroll through item
records, or to jump to the first or last item based on the filter you are using.

3. From the View menu, select which view dialog box you want to open.

‘& TIP: If multiple views are already open, you can select from the Window menu

select which view to bring to the front.

4. After choosing a view, click the tab to open the topic information that you want

to view.

5. Repeat steps 3-4 to view all the necessary information.
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PO Document Inquiry

Using this program, you can display open, received, and past purchase order
documents for a vendor. From this screen, you can access detailed information for
the purchase order header, line items, and footer. You can also review notes and
custom user defined fields for the purchase order header or lines and serial and lot
numbers for past purchase order line items.

In the upper portion of the screen, the system displays the purchase order type,
vendor and description, ship to and ship from information, warehouse, SO
document #, buyer, contact, and reference number. For open purchase orders the
PO Document Inquiry also displays the Approved or Unapproved status of the
purchase order. In the browser, the system displays the items, item quantity
information, description, cost factor, aggregate class and discount, whether the
item is a resale, and requested and promise dates. In the lower portion of the
screen, the system displays the resale and non-resale purchasing amounts, add
ons, container costs, and tax costs as well as the total for the purchase order.

If you need information about an open and past production order document when
you are entering or receiving a purchase order, you can access the PO Document
Inquiry screen from the Inquiry option on the programs' menu bar. For open
purchase orders, the system displays the PO status and any existing the sales
order document to which the purchase order is tied through stock reservations.
For past purchase orders, the system displays the quantity ordered and the date
received.

Multi-currency/Euro Handling

The system displays currency information in both base and foreign currency
values.

PO Document Inquiry Window or Dialog Box Display

TakeStock displays SO PO and MC Document Inquiry programs in either a window
or dialog box format. The TakeStock Document Inquiries (SO, PO, and MC) can be
displayed from within Customer, Item, and Vendor Inquiry when "drilling" into
open and past transactions. TakeStock uses the window format to allow you to
get back to the Customer, Item or Vendor Inquiry window without closing the
Document Inquiry first. As you modify the selected record in the Customer, Item,
and Vendor Inquiry programs, the system also refreshes the display in the PO
Document Entry program to correspond to the calling program information.
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(o570 ocvmer iy~ BT & rovocomertimy

| Fin Frd Gobal e

Fie Fnd Gobal Help
eo ¢ [00000757 Rocoipt  Open © Rept © Past 14| | | 01| Po# [oooonzar Receipt  © Opon © Acpl © Past 1] 4| | ]
[Crvervemw | Header | Iiassa | Fooner | Overiere [Finadsr | tems | Focter |
Vendor. 4000 Acma Software Supplies Ship From: Sama Ertored 0277815498 Roguested: N Z2000  Promised: Nono
Ship To. 100 Aagenima Warthouse S0 Dock
Whee' 000 Biyar joa Vindor: 4000 From: Samea To: 000 SODoc#
Entared: 0229199 Fequested: 01701/2000 F A Acme Sofwane Supplies Argunting Watehouse
Colarenca & o 1901 K. St N, 209 Westgale Shares

S Uk Sute 801 Asgeniing, South America
SILOAM. GA 0685~ B9383
Unitad Statas of Amance

Crdered fun
Warehouse; 000  Amgentina Warshouse Freight PrePaid
Buver jog Jog Mighby Ship Via: Linited Parcel Sendce
Deparment 01 Depanment 01 - Insid FOB:
Faterance # F
) Enered By: Contact
FRazals Purch 0.00 Man Fiasals Purch: 0.00 Add Ons: 100,00
Teee 3£.04 Cardninars: 0.00  Toal 136.04
Mows_ | Custom

Po Document Inquiry Screen Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons, refer to the System
Icons topic.

Purchase Select the Current radio button to display
current purchase orders, the Rcpt radio
button to display received purchase orders,
the Past radio button to displays past
purchase orders. The system displays the
screen with the Open radio button selected
as the default.

PO # The open, received, or past purchase order

number. Use the H b'I !I icons to
scroll through purchase orders.

Access the Multiple Ship To dialog box in
view-only mode so that you can view

multiple ship to locations for quantities on a
single line item.

Ship To
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Overview Tab

O PO Document Inquiry o ]
File Find Global Help

PO# [00000401 O Repts 00001 £ Open € Rept & Past 1] €| B | B

Headerl Itemsl Footerl GLI

Yendor Moose Moose Head Ship Fram: Same
Ship Ta: At Aflanta - Regional Center, Inc S0Doc#
Wehser Atl Buryver: axl
Entered: 04/01/1998 Feguested: 04/01/1338
Reference # Caontact
Item Ordered | Received|Backordrd|Canceled (U Cost |U'H| Exten *
0
MEE00 3 3 i 0 |Ei 450.00 |Ei 1,
‘ ;I_I
Fesale Purch: 2,403.00 NonResale Purch: 0.00 Add Ons: 0.00
Tax: 87.59 Containers: 0.o0  Total 2,490.59

On the Overview tab, the system displays the purchase order type, vendor and
description, ship to and ship from information, warehouse, SO document #, buyer,
contact, and reference number. For open purchase orders the PO Document
Inquiry also displays the Approved or Unapproved status of the purchase order.
In the browser, the system displays the items, item quantity information,
description, cost factor, aggregate class and discount, whether the item is a
resale, and requested and promise dates. In the lower portion of the screen, the
system displays the resale and non-resale purchasing amounts, add ons, container
costs, and tax costs as well as the total for the purchase order.
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Header Tab

D PO Document Inquiry 10l =l
File Find Global Help

PO+ [00000401 O Rept# 00001 " Open © Rept & Past Elilllﬂl

Ovverview Itemsl Footerl GLI

Feceived: 02/20/1598 Promised: MNone

“Yendor, Moose From: Same To: Al S0 Doc#
tMoose Head Atlanta - Regional Center, Inc
1009 King Street 34258 Corporate Way

Suite Address 2
Address Line 3
Duluth, GA 30136

Warehouse: Al Aflanta - Regional Cente Freight PrePaid

Buyer: axl Al Lischka Shipia: United Parcel Service
Department. 01 Departrment 07 - Insid FOE:
Feference #:
Entered By: jeff Cantact:
Motes.. Custam... EDI..

On the Header tab, the system displays purchase order header information, such
as the vendor information, Ship to information, warehouse, freight, warehouse, SO
document #, buyer, contact, and reference number.

Notes Accesses the PO Document Notes dialog box,
which is used to enter notes for the document.

Custom Accesses the Custom Fields dialog box, which is
used to display any custom, user-defined,
header fields.

EDI Accesses the EDI dialog box, which displays EDI
information for the transaction. Note: This
button is only available if your system contains
the EDI InterLink.
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Items Tab

O PO Document Inquiry o ] 4

File Find Global Help

PO#[00000407 0 Piepti#: 00001 ¢ Open € Rept @ Past 4] €| B | B

Dvewiewl Header : | Footerl GLI

WWarehouse: Al Atlanta - Regional Center, Inc “endor: Moose
ltem: If Look Carbon Fork
Ordered Advised Received  Backordrd Canceled LM Cost LI
10 u} 10 [u} 0 EL 95.00 EA
Extension: 9s0.00 §
MNote: E-_‘l .
Extw/ container §; 980.00
Aggregate: 0.000 %% Wiaight: 0.000 KG GLTabkle: 3rd
Disc Cost: 95.00 Tax Class: Ret Tax Amount: 75.24
“andor ltem: ¥ Taxable
: ¥ ForPFesale
Entered: 04/01/1993 & d: M
mere A/ ramise one ¥ Update Lesd Time
Reguested: 04011998 Received: 02/20/1998 ¥ Update Inventory
Item 1 of 32
Feserved.. | Serial.. Custorm... EDI... Ship... Containers...l i €4 b #

On the Items tab, the system displays purchase order line item information, such
as the warehouse, item number, ordered, received, backordered, and canceled
quantities, cost information, department, line extension plus container costs
information, tax information and the entered, promised, received, requested

dates. Use the ﬁ LIM! icons in the lower left corner of the screen to
scroll through items on the purchase order.

Note m
Displays the note for the item. Select to
access the Items Notes dialog box, which is used
to enter notes for the item.

Reserved Accesses the Reserved Stock Overview- Purchase
Order dialog box, which is used to review stock
reservation information. The system enables this
button for documents with component line items
that are backordered and have stock
reservations.

Serial Accesses the Serial Numbers/Lot Numbers dialog
box to display serial/lot information about the
item. The system enables this button for
documents with component line items that
contain serial or lot numbers.

Bins Accesses the Bins Numbers dialog box to display
bin numbers, shipped quantities, and committed
quantities for the item. The system enables this
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button for open purchase orders with line items
that contain bin numbers.

Custom Accesses the Custom Fields dialog box, which is
used to display any custom, user-defined,
component line fields.

Cntnrs Accesses the Container Numbers screen to view
the container numbers and costs assigned for
container items on purchase order documents.

Footer Tab

D PO Document Inquiry 0] x|

File Find Global Help
/9 Rept#: 00081 € Open  Rept @ Pest 14| @[ | D]

Dverviewl Headerl ltems Footer I GLI

Whee: Afl wendor: Cannondale Cannondale Eikes Ltd.
Add O F t
e Amount sreen Resale Purchases: 534.00
MNon Resale Purch: 0.00
Sub-Tatal: 534.00
Unfactored Add Ons: 0.00
Factared Add Ons: 0.00
Tax... | .70
Terms Code: 01 Mormal Terms $ Total: B2 70

I~ Acknowledgement Only
[~ Confirmation Reguested

|Enterthe purchase order document number to display.

On the Footer tab, the system displays purchase order footer information, such as
the standard add on costs in dollars or percent, the resale purchases and non-
resale purchases costs, any other add ons that have been included, and whether
the PO was created as an acknowledgement only and if confirmation was
requested. Container costs/deposits are also included in the totals on the footer
screen and added to resale amounts and subtotals.

Tax Accesses the Document Sales Tax dialog box, which is
used to display sales tax information for the current
purchase order.
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GL Tab

D PO Document Inquiry
File Find @Global Help

PO #[00000401 O Ricpt: 00001 € Open € Rept @ Past 14| 4| B | B

Dverviewl Headerl Itemsl Footer GL |

o]

Reg. Typ|FRegist| Account | Center Armount|Date ltem Descriz
3 1,380.00 [0 oo

POR 00024613200 ATL-01 (1,350.00) 02/20,/1995 MSE00

POR 00024613140 ATL-O1 73.00 02/2041998 ice
FOR 00024613200 ATLO (73.00) 02/20,1995 ice
POR 00024613140 ATL-O 980.00 027201998 |
FOR 000246 13200 ATL-O (980.00) 02/20/1995 If

-
4 3

] |Enterthe purchase order document number to display.

The GL tab displays all of the GL postings for the document for posted purchase
orders, including the register type and register number that made the posting,
account number and description, center and description and the posting date for
the transaction. The Item column displays the item or add-on code that is stored
in the glLedger table. You can modify the sort order by clicking on many of the
column headers in the browser.

The GL tab is controlled by function security, and only visible to those users who
have permission to view GL information. Otherwise the GL tab will not appear in
this program.

Buttons

When PO Document Inquiry is run as a dialog box, the following buttons are
available at the bottom of the Overview View:

Close Closes the PO Document Inquiry program.

Help Accesses the online Help for this screen.
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PO Document Inquiry

Menu Options

When SO Document Inquiry is run as a window, the following menu options are

available:
File

Menu
Selection

Print

Close
Find

Menu
Selection

Sales Order
Lookup

Document
Quicksearch

Find Detail
Line
Global

Menu
Selection

User Profile
Note Pad
Personal
Favorites

Jump

TakeStock PO

Function

Accesses the Print Document dialog box, which is used to
print the purchase order document.

Exits the PO Document Inquiry screen.

Function

Displays the Lookup screen for sales orders.

Displays the PODocument Quicksearch program to quickly
locate a document for a customer based on a keyword search
of the customer and specific document information, such as
salesperson and customer PO number.

Displays the Find Item Dialog box, where you can enter the
tem number. The system then displays the PO Document
inquiry Items tab with the item information.

Functions

Accesses your user profile information.

Accesses the Notes dialog box, which is used to enter notes for
the current user.

Allows you to access frequently used programs.

Accesses the Program Locator dialog box, which allows you to
move to other TakeStock modules and programs.
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Help
Menu Functions
Selection
Contents Accesses the online Help table of contents.
Glossary Access the TakeStock Glossary.
Search for Accesses the Help system index.
Help on
Screen Help Accesses online Help for the current screen.
About Displays release, licensing, and support information about
TakeStock TakeStock.
Special Accesses the Special Keys dialog, which lists the function keys
Keys for the current screen.
See Also

How to use the PO Document Inquiry screen
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How to use the PO Document Inquiry screen

1. Access the PO Document Inquiry program. The complete path is Purchase
Orders=2»Inquiries= PO Document Inquiry. The system displays the screen
with the Open radio button selected as the default so that you can access open
PO documents.

=1ol=|

O PO Document Inquiry
File Find Global Help

PO+ (00000401 0 Repts: o000t  Open ¢ Fcpt & Past Elilllﬁl

| Haaderl Itemsl Footell GLI

‘endor. Moose tMoose Head Ship From: Same
Ship Ta: At Aflanta - Regional Center, Inc 50 Doc#:
Whse: Atl Buwer: axl
Entered: 04/01/1948 Requested: 04/01,/1995
Reference #: Contact:
Iten Ordered | Received|Backordrd|Canceled UM Cost |U1‘I| Exten =
ice 100 100 0 0 LB 0.73 |LB
H3500 3 3 o 0 |Ea 450.00 EA 1
‘ ;IJ
Fesale Purch: 2,403.00 MonPResale Purch 0.00 AddOns: 0.00
Tax: 57.59 Containers: 0.00  Total B2, 5

2. In the PO # field, enter the open purchase order number that you want to
review and press Tab.

3. In the Purchase section select the Current radio button to display current
purchase orders, the Rcpt radio button to display received purchase orders, the
Past radio button to display past purchase orders.

4. Use the .ﬂlﬂ& ﬂl icons in the upper right portion of the screen to

scroll to other PO documents for this customer.

5. On the Overview tab, you can double click the item to view the Items tab.

6. Choose one of the following tabs to access other views containing document
details. Select the:

e Overview tab to access the PO Document Inquiry — Overview Detail view,
which displays general information about the PO document.
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e Header tab to access the PO Document Inquiry - Header Detail view, which
displays information about the PO document header.
=100 x|

O PO Document Inquiry
File Find Global Help

PO#[00000401 ©  Rept#: 0001 " Open " Rcpt & Past Elilllﬂl

Ems I Footer I GL |

Overview

Feceived: 02/20/1998 Promised: None

Yendar: Moose From: Same To: Al S0 Daoc#:
Moose Head Atlanta - Regional Center, Inc
1009 King Street 34258 Corporate Way

Suite Address 2
Address Line 3
Duluth, G 30136

Warehouse: Al Atlanta - Regional Cente Freight: PrePaid

Buyer. axl Axl Lischlka Ship wia: United Farcel Service
Departrnent: 01 Departrment 01 - Ingid FOB:
Feference #:

Entered By: jeff Contact:

Mates... Custarm... ED..

e Items tab to access the PO Document Inquiry — Items Detail view, which

displays information about the PO document line items.

O PO Document Inquiry =10l x|
File Find Global Help

PO+ (00000407 0 Rept#: 00001 € Open € Rept & Past 4] €| B> | P

Dverwew' Header Footerl GLl
Warehouse: Al Atlanta - Regional Center, Inc Yendar: Moose
ltem: If Look Carbon Fork
Ordered Adhvised Received  Backordrd Canceled UM Cost Uk
10 u] i0 u} u] EL 08.00 EA
Extension: 950.00 §
Mote: ['_,I .
Extwy container $: 980.00
Aggregate: 0.000 3% Weight: 0.000 KG GLTable: 3rd
Disc Cost: 95.00 Tax Class: Ret Tax Amount: 75.24
Wendor ltem: ¥ Taxable

V| For Besale

Entered: 04/01/1998 Fi d: M
niere 2l romise one ¥ Update Lead Titme
Requested: 04/01/15938 Recered: 02/20/1998 ¥ Update Inventony
Ttem | of 3
Feaszerved. | Searial. Cugtarn.. EMDI.. Ship.. | Containers.. | id € p w
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e Footer tab to access the PO Document Inquiry - Footer Detail, which displays

information about the PO document footer.
O PO Document Inquiry =100 =]

File Find Global Help
- Rcpt# 00081 € Open ¢ Fept & Past N| (J| » | bi|

Elverwew' Headerl Iterns  Foater |GL|

Withse: Al Yendor Cannondale  Cannondale Bikes Ltd.

Add O P t
ne Amount eresn Resale Purchases: 534.00
Mon Resale Purch: 0.00
Sub-Total: 534.00
Unfactored Add Ons: 0.00
Factored Add Ons: 0.00
Tax.. | 8.70
Terms Code: 01 MNormal Terms 3 Total: 541807l

= Acknowledgement Only
I~ Canfirmation Feguested

|Enterthe purchase order docurment number to display

e GL tab to access the PO Document Inquiry - GL Detail, which displays all of
the GL postings for the document for posted purchase orders.
Note: The GL tab is controlled by function security, and only visible to those
users who have permission to view GL information. Otherwise the GL tab

will not appear in this program.
D PO Document Inquiry ]

File Find &lobal Help

PO#[00000401 ) Rept#: 00001  Open © Rept @ Past §4| €| | i

Dverwewl Headerl Itemsl Footer GL |

Amount|Date

1,350.00 500

{1.350.00) 02/20/1998 MS500
POR 000246 13140 ATL-01 73.00 02/20/1998 ice
POR 000246 13200 ATL-01 (73.00) 02/20/1988 ice
POR 000246 13140 ATL-01 950.00 02/20/1995 If
POR 000245 13200 ATL-01 (380.00) 02/20/1998 If

-
4 »

| |Enlerthe purchase order document number to display:

e Print button or menu option to access the Print Document dialog box, which
is used to print the PO document.

e Help button or menu option to access the online Help for this screen.
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Shipment Inquiry

Using this program, you can view open and past shipment records by shipment
and container number.

Shipment Inquiry M= =
File Global Help
Shipment# [108955 «Open Pt M| 4|[0] M
Container#:|108998—121198 Warehouse:
Shipment | Iterns I Costs I
Estimated Actual
BOL# 108935-001 Deparure: 12-04-1993
Ship Via: FedEx Arrival: 12-11-1998
Carrier: Apco Clear. 12-10-1998
Entered By: jeffc In'Whse: 12-11-1995
Close | Help |
|Choose to display next record.

In the upper portion of the screen, you can enter the shipment and container
numbers and select whether to view open or past shipment records. In the lower
portion of the screen, the system displays information in three tab folders:

e Shipment, which displays shipment record header information such as BOL#,
ship via, carrier and estimated and actual dates of departure, arrival,
Customs clearance and arrival in the destination warehouse.

e Items, which displays information about the container lines in the shipment,
such as the PO#, vendor, item number and description, and ordered,
received, in-transit and cancelled quantities.

e Costs, which displays summary information about duty charges or shipping
costs for this shipment.

For more information, refer to the Shipment Inquiry and How to use the Shipment
Inquiry topics in Import Shipments, Chapter 8 of this manual.
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How to use the Shipment Inquiry

1.Access the PO Shipment Inquiry program. The complete path is Purchase
Orders—>Import Shipments->Shipment Inquiry. The system displays the PO
Shipment Inquiry screen

2.Enter or modify information in the following fields as necessary:

Shipment The shipment record number for the inquiry.

Container The container record number for the inquiry.

Open Indicates you want to display open documents.

Past Indicates you want to display past documents.

3.Select the Shipment tab to display shipment record header information such as
BOL#, ship via, carrier and estimated and actual dates of departure, arrival,
Customs clearance and arrival in the destination warehouse.

4.Select the Items tab to display information about the container lines in the
shipment, such as the PO#, vendor, item number and descriptions 1 and 2, and
ordered, received, in-transit and cancelled quantities, units of measure, cost and
extension information, tariff number, duty, shipment costs, landed costs, shipment
weight, and the distribution method for the import shipment. Select the Cost Sheet
button to access the Cost Sheet dialog box, which displays costing information by
component for the selected item.

5.Select the Costs tab, to display summary information about duty charges or
shipping costs for this shipment.

In the Shipment Costs browser, the system displays the default shipment cost
codes that associated with the Ship Via code you entered on the Header tab of the
Shipment Entry program. All shipment costs are factored. The system displays the
default amounts and distribution bases from the Cost Component Default
Maintenance (by ship via). If no default amounts and distribution bases are
entered in that program, the system displays the values from the Cost Component
Maintenance for the default distribution basis (there will be no default amount).

In the Duty browser, the tariff numbers and default amounts display.

6.Select File>Exit or the Close icon in the upper right corner to exit the screen.
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Chapter

Maintenances

7

PO Maintenances

When you first set up Purchase Orders, you will use maintenances to select the
controls that tailor it for the way your company does business. You will also use
maintenances to set up and maintain information for your vendors and buyers.

The maintenance selections that are used more frequently are listed on the
Maintenances menu first. The selections listed on the Maintenances = Setup
submenu are used when you first set up TakeStock, and only rarely thereafter.

You can use the maintenances to make changes at any time after you have set up
TakeStock. However, keep in mind that the changes you make can have a deep
effect on the information you have developed and on how TakeStock handles the
information. Changes will affect future transactions, but will not affect any existing
transactions. You should be very cautious about changing processing options after
initial set up.

Each record you add using maintenances is identified with a unique code or key to

that record. These codes cannot contain leading or trailing spaces. If you enter a
leading or trailing space, the system will remove it when you save the record.

Entries for the Maintenances are:

Vendor/ltem
Maintenance

Warehouse
Vendor/ltem
Maintenance

Cost Change
Update

Additional Cost
Entry

Cost
Adjustment

TakeStock PO

Use this maintenance program to set up the vendor
and item combinations for all items you purchase
from each vendor. Vendor/item records can be
created with this maintenance, or automatically
through the PO Receipts Register if you select to use
the vendor’s Autocreate Vendor Items option.

Use this program to set up the warehouse and
vendor/item combination for your company. You
can enter the manual cost and detail from the last 3
receipts. These records can be entered with this
program, or automatically through the PO Receipts
Register if you select to use the vendor’s Autocreate
Vendor Items option.

Use this update program to change the manual
costs of items stored in the WAREHOUSE/VENDOR/ITEM
TABLE.

Use the Additional Cost Entry to change the
inventory cost of already received items by a factor
amount per costing unit of measure.

Use the Cost Adjustment Entry to enter new costs
for on-hand quantities. This program provides an
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Chapter Contents

Entry

Buyer
Maintenance

Cost
Component
Code
Maintenance

Cost
Component
Default
Maintenance

PO Control
Maint.

easy way for you to change the inventory cost of
already received items by entering a net cost
amount for the item or items.

Using Buyer Maintenance, you can set up and
maintain each valid buyer code and name.

Using this program, you can set up and maintain
default cost component distributions by ship via
code. This allows for faster, more accurate,
estimating during shipment entry.

Using this program, you can set up and maintain
default cost component distributions by ship via
code. This allows for faster, more accurate,
estimating during shipment entry.

Use PO Control Maintenance to enter processing
controls for the overall behavior of Purchase Orders
and the other modules to which it interfaces.
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Maintenances Submodules Overview

You can use the TakeStock maintenance programs to make changes at any time after you
have set up TakeStock. Keep in mind, however, that the changes you make can have
greatly affect the information you have developed and on how TakeStock handles that
information. Changes to maintenance programs affect future transactions, but not any
existing transactions. You should be very cautious about changing TakeStock processing
options after the initial set up.

Each record you add using maintenance programs is identified with a unique code or key to
that record. These codes cannot contain leading or trailing spaces. If you enter a leading
or trailing space, the system removes it when you save the record.

All maintenances work basically the same. When you open a maintenance, the
system places the cursor is in the first field of the record code or number. At this
point, there is no active mode. When you enter a record number or code and
press Enter, you are in the View mode to keep from locking the record from other
users.

Using maintenances, you can:
Add a new record

Add multiple new records

Undo (reset) the changes to arecord
Copy an existing record

Change the detail for arecord

Delete arecord
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Maintenance Modes

There are several modes or states in which to work with maintenances. When you open a
maintenance, the cursor is in the first field of the record code or number. At this point
there is no active mode. When you choose a mode, system displays the current mode of
the maintenance in the title bar as a reference. Available modes are:

View Mode

The View mode is available so you can view the detail of a record without locking the
record. This allows other users to access the record even though you are viewing it. If you
edit a record, it is locked from other users. You should make any changes and save the
record as quickly as possible so you do not interfere with the work of other users.

Edit Mode

To change an existing record, enter the record code or number and press Enter or choose
the Go icon button to open the record. Then, choose File = Edit or choose the Edit icon
button. Make any necessary changes to the record and then choose File & Save or choose
the Save icon button. The changes for the record are saved, and the maintenance returns
to the View mode. Before saving, you can choose the Reset icon button to remove any
changes to the detail since you selected to edit the record.

New Mode

To add a new record, choose File = New or choose the New icon button. The File & New
menu option and the New icon button change to End New. Enter the information for the
new record and choose File = Save or choose the Save icon button. The new record is
saved, and the maintenance returns to the View mode. You can also choose End New to
end without saving the new record. The Reset icon button is available to return the detail
fields to their default values after you have entered new detail.

AutoAdd Mode

To add and save multiple records without being placed in View mode, choose Options =
AutoAdd to toggle the AutoAdd mode as active. You will remain in Add mode until you
choose File & End New or the End New icon button, or toggle the AutoAdd mode off. When
the AutoAdd mode is toggled on, you will be in AutoAdd mode every time you choose to add
a new record.
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Maintenance Views

Some maintenances have multiple views for entering detail information. These
maintenances have View buttons at the bottom of the window. You can move
from one view to another by choosing one of the View buttons, choosing a view
from the View menu, or pressing Ctrl+(1, 2, 3, etc). For example, pressing Ctrl+1
displays the first view, and pressing Ctrl+4 displays the fourth view.

Some maintenances have multiple views for entering or displaying specific details. A View
menu and a group of View buttons that appear at the bottom of the window are both
available to access the different detail views. The detail portion of the maintenance window
changes as you switch views, but the menu, toolbar, record number or code fields and View
buttons remain the same. You can open or add a new record while in any of the views.

To view an existing record, enter the record code or number and press Enter or choose the
Go icon button to access the record. You can choose Find = Record Lookup or choose the
Record Lookup icon button to open the Lookup for locating records. The Record buttons
(First, Next, Previous, Last) are also available to display records. The Filter works in
conjunction with the Record buttons by defining which records you can view.

Record Code with Multiple Fields

Some maintenances have more than one field in the record code or number. For example,
Past Sales Maint. uses both the customer number and item number as the record code.

Past Sales Maintenance - Yiew M= B3
Fil= Find Options Additional Global Help

Dl B2 8| x| | B Fierfa AL IRTLAN]

Customer'lspiKBZ Spike's buddy

ttem: [5300 5300 - Lot fem Mumber
Date Invoice Quantity UM Price UM
10/01,1997 |[sfc00049 6 IEA H 1845 .45 IEA &
0973041997 |[sfc00038 2 |EA 5 1845 .45 |EA H
i | j 000 | j

[Enter the item number.

You must enter a value for both fields in order to access a record. You can use Tab to move
among the fields in the record code, and then press Enter to access the record.

308 TakeStock PO



Record Maintenance Procedures Purchase Orders

Record Maintenance Procedures

How to add one new record
1.
2.

Choose New from the File menu, press Ctrl+N, or choose the New icon button.

Enter the number or code of the new record. Some records require more than
one field in the record code. Use Tab to move among the fields in the record
code and detail fields. The record number or code cannot have spaces before or
after them. If you enter spaces before or after a record number or code, the
system will remove them when you save the record.

Enter all detail for the new record. Some maintenances have multiple views for
entering detail. Use the View buttons at the bottom of the screen or choose
views from the View menu to move among multiple views.

Choose Save from the File menu, press Ctrl+S or choose the Save icon button on
the toolbar when all detail information for the record is complete. The system
returns you to the View mode.

Note: The text for some views appear in a warning (usually red) color to indicate

that they are required views when adding new records. You must access all
required views (even if you do not add or change information in that view)
before you can save a new record. Once you access a required view, the text
for that view returns to normal color.

How to add multiple records without being placed
In View mode
1.

Choose AutoAdd from the Options menu to toggle the AutoAdd mode as active.
You remain in Add mode each time you save a record.

Choose End New from the File menu, press Ctrl+N, choose the End New icon
button, or toggle the AutoAdd mode off when you are ready to stop adding
records. When the AutoAdd mode is toggled on, you will be in AutoAdd mode
every time you choose to add a new record.

How to change the detail for an existing record
1.

Enter the number or code of the existing record. The Record buttons (First,
Next, Previous and Last) on the toolbar are available to help locate records.
You can use the Lookup icon to locate existing records.

Press Enter or choose the Go icon button when the record code is complete to
access the record in the View mode.

Choose Edit from the File menu, press Ctrl+E, or choose the Edit icon button.
Change the detail information for the record.

Choose Save from the File menu, press Ctrl+S, or choose the Save icon button
when all detail information for the record is complete. You will return to the
View mode.
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How to reset (undo) the changes to a new or
existing record

1. Choose Reset from the File menu, press Ctrl+R, or choose the Reset icon button
before saving any changes. The values of all fields are placed back to the
values when the record was accessed, or to the original default values if you
made changes to a new record.

How to copy an existing record

1. Enter the number or code of the existing record to copy. The Record buttons
(First, Next, Previous and Last) on the toolbar are available to help locate
records. You can use the Lookup to locate existing records.

2. Press Enter or choose the Go icon button when the record code is complete to
access the record. You are now in the View mode for the record.

Choose Save As from the File menu or choose the Save As icon button.
Enter the number or code of the new record.

Change any of the detail fields for the new record.

o o > W

Choose Save from the File menu, press Ctrl+S, or choose the Save icon button to
save the new record.

7. (Optional) For maintenance records that have additional records associated with
them, the system displays the Copy Related Records dialog box, so you can
select the types of related records you want to copy to the new record you are
creating.

8. (Optional) On the Copy Related Records dialog box, select the checkboxes for all
the categories of related records you want to copy from the existing record to
the new record. The system enables only the checkboxes for which related
records exist. You can select the Quick Whse button to access the Quick
Warehouse Setup dialog box to quickly assign a new item to warehouses and
enter replenishment, cost, price, and usage information at the time you copy
the related record information. Select the OK button to copy the selected
related records.

How to delete a record

1. Enter the number or code of the existing record. The Record buttons (First,
Next, Previous and Last) on the toolbar are available to help locate records.
You can use the Lookup to locate existing records.

2. Press Enter or choose the Go icon button when the record code is complete to
access the record. You are now in the View mode for the record.

Choose Delete from the File menu, press Ctrl+D, or choose the Delete icon button.

4. Choose Yes from the dialog box that opens to confirm that you want to delete
the record.
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How To Use Maintenances

It is important that you understand how to use maintenances before you begin entering or
changing information. All maintenances perform in the same manner, so once you learn one
maintenance you can easily use any maintenance.

Maintenance Windows

Every maintenance opens as a window with common elements. There is a menu bar,
toolbar, record code or number, and detail fields.

Mend Bar Toofbar

Item Price Class Maintenance

ReCOI’d File Find Options Global Help
Number or \Qlililﬁl Filter [aLL * ﬂilﬁlilllll
Code Field ;
ltem Price Clas;r
Record
Detail
Field

|Enterthe Item Price Class Code.

As you work with the maintenances, you will find the icons on the toolbar very helpful as a
shortcut to selecting options. Each of the icons has a corresponding option available from a
menu. The following is a sample of a maintenance toolbar showing the location of the icon

buttons.

Filter List

Ne Edit Save Sgve As ) Next
// First Record Record

y%ﬂ% Filter: [ALL s J,ﬂ_l./,ﬂJﬂ"

Delete Reset Go Record Previous Last
Lookup  Record Record
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Maintenance Modes

There are several modes or states in which to work with maintenances. These modes are
View, Edit, New, and AutoAdd. When you open a maintenance, the cursor is in the first field
of the record code or number. At this point there is no active mode. When you choose a
mode, it displays in the title bar as a reference.

Mode Disblav

Item Price Class Maintenance - Yiew = =3

File Find Options Global Help
Qlililgl F\IterIRLL & jilﬁlilllll

Item Frice Class: |[xe]

Diescription: |Item Frice Class |

|Enterthe ltern Price Class Code.

View Mode

To view an existing record, enter the record code or number and press Enter or choose the
Go icon button to access the record. You can choose Find = Record Lookup or choose the
Record Lookup icon button to open the Lookup for locating records. The Record buttons
(First, Next, Previous, Last) are also available to display records. The Filter works in
conjunction with the Record buttons by defining which records you can view, as described in
the TakeStock Basics chapter.

Some maintenances have more than one field in the record code or number. For example,
Warehouse/ltem Maintenance uses both the warehouse code and item number as the

record code.

File iew Find DOptions Addtional Global Help

D o] & | x| o ] Fer o ERSIK IR

3 [ile d i
Record Code Warshouse: Argenting Warehouse
with Multiple Itern: |55 @ G3rmm Barrel Assembly

Fields
Bin Locatian:li i
Literature Elin:l f

Movement Class:lﬁ Allow Outside Commit
Stid. CDmmissiDn_I 5.95 ™ No Priori & Yes
v " No
™ Use Multiple Bins  With Approval
| I Enetaeked e Surplus Exception
I~ | Eeceiving Setial Beg  Temporary
 Permanent
¥ Farent ltem & No
I General || Replenish || Frozen CHl ” Receipts I|Qty&CDst || History I

|Enterthe hin location.

You must enter a value for both fields in order to access a record. You can use Tab to move
among the fields in the record code, and then press Enter to access the record.
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The View mode is available so you can view the detail of a record without locking the
record. This allows other users to access the record even though you are viewing it. If you
edit a record, it is locked from other users. You should make any changes and save the
record as quickly as possible so you do not interfere with the work of other users.

Edit Mode

To change an existing record, enter the record code or number and press Enter or choose
the Go icon button to open the record. Then, choose File = Edit or choose the Edit icon
button. Make any necessary changes to the record and then choose File & Save or choose
the Save icon button. The changes for the record are saved, and the maintenance returns
to the View mode. Before saving, you can choose the Reset icon button to remove any
changes to the detail since you selected to edit the record.

New Mode

To add a new record, choose File =& New or choose the New icon button. The File @ New
menu option and the New icon button changes to End New. Enter the information for the
new record and choose File = Save or choose the Save icon button. The new record is
saved, and the maintenance returns to the View mode. You can also choose End New to
end without saving the new record. The Reset icon button is available to return the detail
fields to their default values after you have entered new detail.

AutoAdd Mode

To add and save multiple records without being placed in View mode, choose Options =
AutoAdd to toggle the AutoAdd mode as active. You will remain in Add mode until you
choose File =& End New or the End New icon button, or toggle the AutoAdd mode off. When
the AutoAdd mode is toggled on, you will be in AutoAdd mode every time you choose to add
a new record.

Copy a Record

To copy an existing record, choose File =& Save As or choose the Save As icon button. A
copy of the current record is created with a blank record code or number. Enter the code or
number for the new record and choose File & Save or choose the Save icon button. You
may need to add or change some of the detail for the new record before saving it.

Delete a Record

To delete a record, open the record in either View mode or Edit mode. Then, choose File 2
Delete or choose the Delete icon button. You will be asked to confirm that you want to
delete the record.

Maintenance Views

Some maintenances have multiple views for entering or displaying specific details. A View
menu and a group of View buttons that appear at the bottom of the window are both
available to access the different detail views. The detail portion of the maintenance window
changes as you switch views, but the menu, toolbar, record number or code fields and View
buttons remain the same. You can open or add a new record while in any of the views.

The following is an example of a Customer Maintenance window that uses multiple views.
This first example is showing the General view.
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Customer Maintenance - Edit |_ (O] x|
File  “iew Find k Additional Global Help

view DL & x] o] & e[ ~ a4 r|n
Menu Customer:|405544ﬂ

Name: [704 v Active
ry:lm United States of Ametica I™ On Hold
City StiPr Zip/Postal Code
Detail [Maiine fic GES
Entries for Address 1'|P.O. Box 507155
General 2
View 3
4
Alternate Sartehner Bros Wholesale
W'eb Page Address.l !I

View jm—ﬁ_cudes ” Options ” Invoicing ” Taxes || History || EDI I

Buttons |Enterthe customer's name.

The following example shows how only the detail changes when you select the Codes view.

Customer Maintenance - Edit =] E3

Fle “iew Find Optionz Additional Global Help

ol 2] @2]x] 2| B et AR
Customer ICW i} Southeastern Industrial Supply

Category, IF
Salesperson IW
Terms Codle |D1—
Frice Class IW

GLTable:fi0z
raphy Code W

Detail Entries
for Codes
View

| General II Codes || Options || Invoicing ” Taxes || Histary ” EDCI I

|Enterthe branch.

There are four ways you can select a view.
e Choose the View button at the bottom of the screen.
e Select a view from the View menu.

e From the keyboard, press and hold the Alt key and use the left and right
arrow keys.

e From the keyboard, press and hold the Ctrl key and press the number
that corresponds to the view’s position. For example, Ctrl+2 would select
Codes and Ctrl+6 would select History.

Default Values

Many fields in each maintenance have preset default values. These values appear when you
choose to add a new record. For fields that often have the same value assigned, you may
want to set the default value that is used. For example, if all customers you enter are
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assigned to the same price class, you may want to set that class as the default value. That
class is then assigned to all new customers as you add them.

To assign your own default values, choose Options = Defaults. Then enter and save the
default values you want to use for all views in the maintenance.

TakeStock PO 315



Purchase Orders How To Use Maintenances

Maintenance Toolbar

As you work with the maintenance programs, you will find the icons on the toolbar
very helpful as a shortcut to selecting options. Each of the icons has a
corresponding option available from a menu.

The maintenance toolbar offers shortcuts to certain operations. You can select to use an
existing filter, or select any of the following icon buttons:

Button Purpose

0 New icon, which makes the entry fields active
so that you can enter a new maintenance
record. When the system is in Active mode, the
purpose of this button changes to End New. If
you are editing an maintenance record, your
system will have the Edit icon instead of the
New icon.

=]

Edit icon, which makes the entry fields active so
that you can make changes to an existing
maintenance record. If you are entering a new
maintenance record, your system will have the
New icon instead of the Edit icon.

|- Save icon, which saves a new record or save
the changes to an existing record.

] Copy icon, which saves a copy of an existing
record with a different record code or number.

X Delete icon, which deletes an existing record.

iy Reset icon, which sets all fields to the original
defaults for a new record and restores all fields
to the values when the record was opened for an
existing record.

| Go icon, which allows you to view a record that
matches the entry in the record code or number
field(s).

Lookup icon, which runs the Lookup for the
current fields. For example, if the current field
is the Warehouse entry, this menu offers the
Warehouse Lookup. If the current field is Unit of
Measure, this menu offers the Unit of Measure
Lookup.

Maintain icon, which run the maintenance
'\,';] option for the current field. You can add,
change, or delete records for the current field
from the appropriate maintenance program.
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| First Record icon, which allows you to view the
first record in table, using the current filter.

o] Previous Record icon, which allows you to view
the previous record in table, using the current
filter.

[ 3 Next Record icon, which allows you to view the

next record in table, using the current filter.

[ Last Record icon, which allows you to view the
last record in table, using the current filter.

Control Maintenance Toolbar

The control maintenance toolbar offers shortcuts to the following menu options.

Button Purpose

@ Edit icon, which makes the entry fields active so that
you can make changes to an existing Control record.
If you are entering a new control record, your
system will have the New icon instead of the Edit
icon.

- Save icon, which saves a new record or save the
changes to an existing record.

wy Reset icon, which sets all fields to the original
defaults for a new record and restores all fields to
the values when the record was opened for an
existing record.
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Maintenance Windows

Every maintenance opens as a window with common elements.

There is a menu bar, toolbar, record code or number, and detail fields.

It Hrce Llaz: Masnbenance

Eie Fipd Dpfions Globel Hep—————menu bar
0 S O e - e e EEAIKIN]
lieg Price Class: ——record code
Descrption: |
Toalkar detail field

Enter the item Price Class Code.

PO Maintenances Menu Options

This section presets the standard menu options that are available from GL
maintenance programs. Refer to the menu section of a program for specific menu
options. Note that not all selections described below are available for every

program.

File

Menu
Selection
New

Edit

Save
Save As

Delete

Reset

Transfer/Change
Codes

Exit

318

Function

Adds a new record. When new is active,
End New displays here and is available.

Makes changes to an existing record.

Saves the information for the current
record.

Saves the information for the current record
with a different code or number.

Deletes the current record.

Sets the information for the current record
back to its original state.

Accesses the Transfer/Changes Codes
dialog box, which is used to change values
for the record information. Note this menu
option only displays for certain
maintenance programs. Refer to the
Transfer/Change Code Dialog Box topic at
the end of this section for details

Exits the current program.
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Find

Menu
Selection
[feature] Lookup

Lookup

Filter

First Record

Previous Record

Next Record

Last Record

Options

Menu
Selection
Toolbar

AutoAdd Mode

Defaults

User Preferences

System Preferences

TakeStock PO

Function

Accesses the Lookup feature for the current
field.

Opens the Lookup feature for the current
field, or brings it to the front if it is already
open.

Opens the Filter Manager to select or
maintain a filter.

Opens the first record in the current
maintenance, using the current filter.

Opens the previous record in the current
maintenance, using the current filter.

Opens the next record in the current
maintenance, using the current filter.

Opens the last record in the current
maintenance, using the current filter.

Function

Toggles the display of the toolbar on and
off.

Toggles the AutoAdd mode on or off. When
on, you will be in continuous add mode
each time you select to add a new record.

Displays the default record settings on the
screen.

Opens the Preferences dialog box where
you can set the status of the Lookup
window, AutoAdd Mode, and Toolbar each
time you open the maintenance program.

Accesses the Maintenance Audit Control
dialog box, which is used to select the fields
in which you want to track changes for
audit history.
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Additional

Menu
Selection
Maintain

Audit History

Global

Menu
Selection

User Profile

Note Pad

Personal
Favorites

Jump

Help

Menu
Selection
Contents

Glossary

Search for Help
on

Screen Help

About TakeStock

Special Keys
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Function

Opens the maintenance program for the
current field.

Accesses the Maintenance Audit History
dialog box, which is used to view changes
to the fields selected for audit tracking.

Functions

Accesses your user profile information.

Accesses the Notes dialog box, which is
used to enter notes for the current user.

Allows you to access frequently used
programs.

Accesses the Program Locator dialog box,
which allows you to move to other
TakeStock modules and programs.

Functions

Accesses the online Help table of
contents.

Access the TakeStock Glossary.

Accesses the Help system index.

Accesses online Help for the current
screen.

Displays release, licensing, and support
information about TakeStock.

Accesses the Special Keys dialog box,
which lists the function keys for the
current screen.
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Transfer/Change Code Dialog Box

Use the Transfer/Change Codes dialog box to globally change or transfer code
values to specific maintenance records defined by a search filter. You reach this
dialog box by selecting File>Transfer Change/Codes from certain Maintenance
programs within the TakeStock system.

For each type of maintenance record that contains this option, the dialog box
displays all the available types of codes.

To change a code, double-click the appropriate field in the browser, enter the new
value, then select OK. When you have entered new values for all of the desired
fields, select the Update button on the Transfer/Change Code dialog box.

Tranzsfer/Change Codes - AP Yendor Information |
Eilter: |F|LL * j

Aggregate Cost Class - NHo Change -
Bank Account - NHo Change

Buyer - NHo Change

Center - NHo Change

Cost Class - Change To: 'FREE’

Countr - Ho Change

Credit Limit Ho Change

Days to Delivery - Ho Change =l

Update... Help
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Vendor/ltem Maintenance

Using the Vendor/Item Maintenance program, you can set up the vendor and item
combinations for all items you purchase from each vendor. Vendor/item records
can be created with this maintenance, or automatically through the PO Receipts
Register if you select to use the vendor’s Autocreate Vendor Items option.

When you save a new record or changes to an existing record, the information is
saved in the VENDOR/ITEM TABLE. If you selected Auto Creation of Interchanges in
IM Control Maintenance, then an interchange item will be created for each
vendor/item record you add as long as the vendor’s item number is not the same
as your item number.

If you select the Autocreate Vendor/lItem Records option in the vendor’s record, a
new vendor/item record is created during PO Receipts Register for any item
received that does not yet have a vendor/item record.

Vendor/Item Maintenance - Edit M=l E3
File Find Options Additional Global Help

D | =8| x| =] & Frer [ EASLIRINAL]

Vendur:|10654 @ Jim the consultant
lterm: [blanket @ Whippet blankst

“endor ltem #; Iblanket

Description 1: IWhippet blanket
2:|
CostClass: lrltem Cost Class #1
Aggregate Cost Class: IAE_;TAggregate Cost Class #1
Established: [05/14/1338

|Enterthe wendor item description.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Maintenance Toolbar topic at the beginning of the Maintenances chapter.

Vendor The vendor code for which you are maintaining a vendor/item
record.
Item The number of the item for which you are maintaining an

vendor/item record.

Vendor The number the vendor uses to identify this item. If you do
Item # not track vendor item numbers, you can leave this field blank
to set it to the same number as your item number.

If you selected Auto Creation of Interchanges in IM Control
Maintenance and the vendor item # is not the same as your
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Description
1

Description
2

Cost Class

Aggregate
Cost Class

Established

Menus
File
Options
Global

See Also

Fields, Buttons, Checkboxes, & Icons

item number, an interchange item will be created.

The vendor’s description (up to 30 characters) for this item.
Your entry will be used as Description 1 for the interchange
item.

The vendor’s second description (up to 30 characters) for this
item. Your entry will be used as Description 2 for the
interchange item.

The cost class to assign to this vendor and item. The cost
class from the vendor record displays as the default. The cost
class is used with Cost Schedules to determine quantity break
pricing and contract pricing from your vendors.

The aggregate cost class to assign to this vendor and item.
The aggregate cost class from the vendor record displays as
the default. The aggregate cost class is used to define
aggregate discounts from your vendors.

The date the vendor/item record is created displays in the field
and cannot be changed. The system date is the date used for
this field.

Find
Additional

Help

How to enter or change Vendor/ltem information

TakeStock PO
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How to enter or change Vendor/ltem information

1. Access the Vendor/ltem Maintenance program by selecting Maintenances =2
Vendor/Item Maintenance from the PO main menu. The system displays the

Vendor/ltem Maintenance program.

Yendor/Item Maintenance - Edit
File Find Options Additional  Global Help

O | 25| x| 2| & Firer[are

EASLIRINAL]

=] B

\f’endor:|10554

Iterm: |blanket

@ Jim the consultant

@ Whippet blankst

Yendor ltem #: Iblanket

Description 1: IWhippet blanket
2:|
CostClass: Irltem Cost Class #1
Aggregate Cost Class: lAgTAggregate Cost Class #1
Established: IDQﬂ 441998

|Enterthe wendor item description.

2. Select the New or Edit icon as necessary.

3. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button

If you

definitions.

Vendor The vendor code for which you are maintaining a
vendor/item record.

Item The number of the item for which you are maintaining
an vendor/item record.

Vendor The number the vendor uses to identify this item.

Item # do not track vendor item numbers, you can leave this
field blank to set it to the same number as your item
number.
If you selected Auto Creation of Interchanges in IM
Control Maintenance and the vendor item # is not the
same as your item number, an interchange item will be
created.

Description The vendor’s description (up to 30 characters) for this

1 item. Your entry will be used as Description 1 for the
interchange item.

Description The vendor’s second description (up to 30 characters)

2 for this item. Your entry will be used as Description 2

324

for the interchange item.
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Cost Class

Aggregate
Cost Class

Established

TakeStock PO

The cost class to assign to this vendor and item. The
cost class from the vendor record displays as the
default. The cost class is used with Cost Schedules to
determine quantity break pricing and contract pricing
from your vendors.

The aggregate cost class to assign to this vendor and
item. The aggregate cost class from the vendor record
displays as the default. The aggregate cost class is used
to define aggregate discounts from your vendors.

The date the vendor/item record is created displays in
the field and cannot be changed. The system date is the
date used for this field.

Save your work, and exit the program.
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Additional Cost Entry

Use the Additional Cost Entry program to change the inventory cost of already
received items by a factor amount per costing unit of measure.

Additional Cost Entry =l B3

File  Inquiry Global Help
Vendor:l
v All
[tem: ||1 nn Fallet Loading Hand Truck,
Amuuntl o.o00 | EA 1500 |b weight capasity

Dog IP.Cpt.ﬁI Wendor IReceived IU'HI Orn Hamnd IU'HI Curr Cost I MNew Cost IU'HI =
DalO00Ll6 000004000 0.0000 EA 25.0000 |Ed zZ00. 00 0.00 Ea
Dal0O0Z31 000011000 700000 EA 29,0000 [Ei 15&_ 00 0.00 EA
DalO0z40 000011001 1 Ei 1 Ei zZ00. 00 0.00 Ea
Dal0z114 000011000 3 EA Z EA 34507 0.00 EA
DalOZ1lZl 000011000 1 Ei 1 Ei EOE. 47 0.00 Ea
Dal0Z133 000011000 1 Ea 1 Ea 100,00 0.00 EA
Dal0zl49 000011000 1 Ei 1 Ei 100,00 0.00 Ea
Dal0z1E0 00001 1000 1 Ea 1 EA 100,00 0.00 EA
Dal0ZlEl 00O00L 1000 1 Ea 1 Ei £08. 32 0.00 EA
Dal0Z154 000011000 z Ea z EA 2m6.11 0.00 EA
: _'l_I

EE et | Update | Done | Help |

|Enterthe cost arnount to be factored.

This process only adjusts the inventory cost for the item or items that remain on
hand from a selected Purchase Order/Receipt. The system uses the inventory
adjustment code for adjusting the inventory cost for the item or items that remain
on hand from a selected Purchase Order/Receipt entered in the Cost Adjustment
Code field on the General view of PO Control Maintenance.

When you select the Update button, the system creates IM Adjustment records
for posting through the IM Adjustment Register. The adjustments created will be
one subtracting the on hand quantity using the original cost and one adding the on
hand quantity at the new cost. GL posting occurs as per normal TakeStock
Adjustments GL posting.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to
the System Icons and Buttons topic in Chapter 2, Getting
Started of TakeStock Basics.

Vendor The Vendor from whom the item was purchased

All Indicates you want to select all vendors from
which the item has been received

Item The item to be affected. The system populates the
browser with all of the PO/Receipt’s for the
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Amount

Factor

Update

Done

Help

TakeStock PO

entered Vendor/ltem

Enter the dollar amount to be factored among the
remaining on hand quantity of items selected.

Select the Factor button to factor the entered
additional cost into the items selected to generate
a new unit cost. The default factor method as
defined in PO is used unless multiple PO’s are
selected and there is more than one default factor
method. If this is the case, the system gives you
the option of which factor method to use. The new
unit cost of each item for each PO/Receipt is
displayed in the New Cost column of the browser.
This cost is used for updating all system costs for
that item.

Update the cost amount. The cost is changed
automatically for the item, however, the IM
Adjustment Register must be run to update GL.

Exits the program when all transactions are
completed.

Accesses online Help for this screen.
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How to change the inventory cost of already
received items

1.

328

Access the Additional Cost Entry program by selecting
Maintenances-> Setup->Additional Cost Entry from the PO main menu.

Additional Cost Entry [ _ O] x|

Fil=  Ingquiny  Global Help
\/endor:l
I Al
Item:IHEIEI Fallet Loading Hand Truck,
AmDunt:I o.oo0l | Ea 1500 |b weight capacity
r0f |Rcpt#| Vendor |Received || on Hand || curr cost | Mew cose  [mm| wel
Dal000ls 000004000 00000 E&| 25.0000 EA 200,00 000 Ea
Dal00z3l|00001 1000 70,0000 EA| 250000 |[Ed 1EE.00 0.00 EA
Dal00z40(00001 1001 1 Ea 1 Ea 200,00 0_00 EA
Dal0z114|00001 1000 3 Eh z Eh 345.07 0.00 EA
Dal0z1z1|000011000 1 Ea 1 Ea 505,47 0_00 EA
Dal02133|00001 1000 1 Ei 1 Ei 100,00 0.00 EA
Dal0z14%/000011000 1 Ea 1 Ea 100.00 0_00 EA
Dal02150(00001 1000 1 Ei 1 Ei 100,00 0.00 EA
Dal02151/00001/1000 1 EA 1 EA £08.33 0.00 EA
Dal0z154/000011000 2 EA 2 EA 386.11 0.00 EA|
: _>l_I
=iEin|f | Update Done Help |
|Enterthe cost amount to be factared.

In the Vendor field, enter the vendor from whom the item was purchased or
check the All checkbox for All vendors from which the item has been
received.

In the Item field, enter the item to be affected. The browser is populated
with all of the PO/Receipt’s for the entered Vendor/Item.

In the Amount field, enter the dollar amount to be factored among the
remaining on hand quantity of items selected.

Highlight the appropriate PO/Receipt lines in the browser. The current cost
of the item for that PO/Receipt is displayed in the Current Cost column in the
browser.

Select the Factor button to factor the entered additional cost into the items
selected to generate a new unit cost. The default factor method as defined
in PO is used unless multiple PO’s are selected and there is more than one
default factor method. If this is the case the system gives you the option of
which factor method to use. The new unit cost of each item for each
PO/Receipt will be displayed in the New Cost column of the browser. This
cost will be used for updating all system costs for that item.

Choose to update the cost amount by selecting the Update button. The cost
is changed automatically for the item, however, the IM Adjustment Register
must be run in order to update GL.
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Tip: When you select the Update button, IM Adjustment records are created
for posting through the IM Adjustment Register. The adjustments created
will be one subtracting the on hand quantity using the original cost and one
adding the on hand quantity at the new cost. GL posting occurs as per
normal TakeStock Adjustments GL posting.

8. Select Done to exit the program when all transactions are completed.
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Cost Adjustment Entry

Use the Cost Adjustment Entry to enter new costs for on-hand quantities. This
program provides an easy way for you to change the inventory cost of already
received items by entering a net cost amount for the item or items. Cost
Adjustment Entry calculates a new average cost, based on receipts received since
the receipt of the PO(s) being adjusted.

Coszt Adjustment Entry [_ O] =]
File Global Help
Vendur:l
[ All
Item:IEH phbp
Mew Cost: 3.0 Cs
rPOg Icht,ﬁI Wendor IReceived IU'HI On Hand IU'HI Curr Cost I Mew Cost IUT‘II >

Lal0l525 00001 4000 1 C& 1 C= o.o o.ojcs
Lal0l525 00001 4000 1 C& 1 C= o.o o.ojcs
Dal0l71s 00001 2030 46 |CE 46 |CE 1.0 o.0|cs

RenlEcs | Update | Done | Help |

|Enterthe new cost

This process only adjusts the inventory cost for the item or items that remain on
hand from a selected Purchase Order/Receipt. The system uses the inventory
adjustment code for adjusting the inventory cost for the item or items that remain
on hand from a selected Purchase Order/Receipt entered in the Cost Adjustment
Code field on the General view of PO Control Maintenance.

AP/PO Variance Posting Controls

You can set up a default AP/PO Variance Account in AP Control Maintenance. If a
user keys in different invoiced costs or invoiced quantities in the PO Lines browser
of AP Invoice Entry and generates AP Variance records, the software adds an
expense distribution line to the Invoice Entry Expense Distribution screen using
the AP/PO Variance Account and the extended AP Variance Amount. In addition,
the system changes the undistributed amount to reflect the variance amount. The
AP/PO Variance field in AP Invoice Entry shows the extended AP Variance amount
for the invoice.

The result of the AP/PO Variance Account is that the software posts the correct
amount to Uninvoiced Receipts so that the General Ledger stays in balance with
the PO Uninvoiced Receipts Report. Finally, the difference between the PO receipt
amount and the AP amount is automatically posted to the AP/PO Variance account.

If the items received on the PO have not yet been sold, it is likely you will want to
correct the cost on those items that had a cost variance using the PO Cost
Adjustment Entry program. You should set up an inventory adjustment code that
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uses the AP Variance account for the General Ledger distribution, and this code
should be placed in PO Control Maintenance, General, Cost Adjustment Code.

As a result, cost changes made here in Cost Adjustment Entry create inventory
adjustment records that need to be updated by the IM Adjustments Register. This
activity will correct the item costs and move the changed inventory dollars out of
the AP Variance account and into the proper Inventory asset account for the

adjusted items.

You may have to place this inventory adjustment reason code in PO Control
Maintenance, Post General Ledger

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard TakeStock icons and buttons, refer to
the System Icons and Buttons topic in Chapter 2, Getting
Started of TakeStock Basics.

Vendor

All

Item

New
Cost

Replace

Update

Done

Help

See Also

The Vendor from whom the item was purchased

Indicates you want to select all vendors from
which the item has been received

The item to be affected. The system populates
the browser with all of the PO/Receipt’s for the
entered Vendor/Item

The new unit cost amount for the item’s
remaining on hand quantities. PO Cost
Adjustment Entry calculates a new average cost,
based on receipts received since the receipt of the
PO(s) being adjusted.

Changes the current receipt cost for the items
selected to the cost entered in the header section
of the entry program.

Update the cost amount. The cost is changed
automatically for the item, however, the IM
Adjustment Register must be run to update GL.

Exits the program when all transactions are
completed.

Accesses online Help for this screen.

How to enter new costs for on-hand quantities

TakeStock PO
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How to enter new costs for on-hand quantities

1. Access the Cost Adjustment Entry program by selecting Maintenances 2*Setup 2
Cost Adjustment Entry from the PO main menu. The system displays the Cost
Adjustment Entry program.

Coszt Adjustment Entry [_ O] =]
File Global Help

Vendor:l

[ All

Item:|D1pbp

NewCDst:I 83.0 5

PO IchtSI Vendor IReceived IU'HI O Harnd IU'HI Curr Cost I New Cost IU'HI =
Dal0lLEZE 00001 4000 1 (Cs 1 (Cs o.o 0.0 cs
DaldlEEE 000014000 1l cz 1l c2 0.0 0.0 cE
Daldl?lE 000013030 4& OB 4E 02 1.0 0.0 cE

~ of]
EeplEce | Update | Done | Help |

|Enterthe new cost.

2. In the Vendor field, enter the vendor from whom the item was purchased or
check the All checkbox for All vendors from which the item has been received.

3. In the Item field, enter the item to be affected. The browser is populated with all
of the PO/Receipt’s for the entered Vendor/ltem.

4. In the New Cost field, enter the new unit cost amount for the item’s remaining
on hand quantities

5. Highlight the appropriate PO/Receipt lines in the browser. The current cost of
the item for that PO/Receipt is displayed in the Current Cost column in the
browser.

6. Select the Replace button to change the current receipt cost for the items
selected to the cost entered in the header section of the entry program. The
system displays the new unit cost of each item for each PO/Receipt in the New
Cost column of the browser. This cost will be used for updating all system costs
for that item.

7. Choose to update the cost amount by selecting the Update button. The cost is
changed automatically for the item, however, the IM Adjustment Register must
be run in order to update GL.

.& Tip: When you select the Update button, IM Adjustment records are
created for posting through the IM Adjustment Register. The adjustments
created will be one subtracting the on hand quantity using the original cost and
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one adding the on hand quantity at the new cost. GL posting occurs as per
normal TakeStock Adjustments GL posting.

8. Select Done to exit the program when all transactions are completed.
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Warehouse/Vendor Iltem Maintenance

Using Warehouse/Vendor Item Maintenance, you can set up the warehouse and
vendor/item combination for your company.

There are two views for entering warehouse and vendor/item information

The General view, which is used to enter manual cost and detail from the last 3
receipts.

The Foreign view, which is used to enter the foreign currency, exchange rate, and
foreign and domestic costs for the warehouse and vendor/item combination.
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Purchase Orders

Warehouse/Vendor Item Maintenance General

View

Using Warehouse/Vendor Item Maintenance, you can set up the warehouse and
vendor/item combination for your company. You can enter the manual cost and
detail from the last 3 receipts. These records can be entered with this program, or
automatically through the PO Receipts Register if you select to use the vendor’s
Autocreate Vendor Items option.

PO Whse/Vendor/Item Maintenance - View =]

File “iew Find Options Additional Global Help

D | =2 8] x| ] & rirer[ar EASLIRINAL]

the:IUUU Argentina Warehouse
Vendor:lmm WEPCO, Inc

tem: [1102

bE CONYEC HTR

hanual Cost: IIJ.DD
Established:IDBfDEHQQE

PO Mumbers Date Feceived Uk Cost Lt|Lead Time Lande=
7 0.|cs o cs 0 Marmal
7 0.|Ccs 0.Cs 0/Mormal |
4 *
I General || Fareign I

|Enterthe itern number.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Maintenance Toolbar topic at the beginning of the Maintenances chapter.

Warehouse

Vendor

Item

Manual Cost

Established

PO Numbers

TakeStock PO

The code of the warehouse for which you are
maintaining a warehouse/vendor/item record.

The vendor code (up to 10 characters) to use for this
vendor. You can press F9 to automatically assign the
next vendor number available in the system.

The number of the item for which you are maintaining a
warehouse/vendor/item record.

The manual cost of the item.

The date when the warehouse/vendor/item is created.
The default is the current system date.

The purchase order numbers for the last three receipts
of the item display in this column for information. When
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General View

Fields, Buttons, Checkboxes, & Icons

adding a new record, you can enter the last three
purchase order numbers or leave these fields blank and
they will automatically be updated by the PO Receipts
Register.

Date The date of the last three receipts of the item displays in
this column for information. When adding a new record,
you can enter the date of the last three receipts or leave
these fields blank and they will automatically be updated
by the PO Receipts Register.

Received The quantity at the buying unit of measure for the last
three receipts of the item displays in this column for
information. When adding a new record, you can enter
the units received or leave these fields blank and they
will automatically be updated by the PO Receipts
Register.

Cost The cost per costing unit of measure of the last three
receipts of the item displays in this column for
information. When adding a new record, you can enter
the cost per costing unit of measure of the last three
receipts or leave these fields blank and they will
automatically be updated by the PO Receipts Register.

Time lead-time consists of the number of days from when the
purchase order was created to the day when the item
was received at the warehouse. This lead-time is used
when calculating replenishment controls. The lead-time
also shows if the receipt of the item was normal,
abnormal or manually set to ignore.

Landed Cost The import landed cost per costing unit of measure of
the last three receipts of the item displays in this column
for information. When adding a new record, you can
enter the cost per costing unit of measure of the last
three receipts or leave these fields blank and they will
automatically be updated by the PO Receipts Register.

Foreign Cost The foreign cost of per costing unit of measure of the
last three receipts of the item displays in this column for
information. When adding a new record, you can enter
the cost per costing unit of measure of the last three
receipts or leave these fields blank and they will
automatically be updated by the PO Receipts Register

Currency The currency code for the item.
Exchange The exchange rate for the item.
Menus
File View
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Find Options
Additional Global
Help

See Also

How to enter or change Warehouse Vendor/Item information
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Foreign View

Warehouse/Vendor Item Maintenance Foreign
View

Using Warehouse/Vendor Item Maintenance, you can set up the warehouse and
vendor/item combination for your company. You can enter the manual cost and
detail from the last 3 receipts. These records can be entered with this program, or
automatically through the PO Receipts Register if you select to use the vendor’s
Autocreate Vendor Items option.

PO Whse/Vendor/item Maintenance - View [_ (O] =]
File Wiew Find Options Addtional Global Help

O &) 2B x| =] 2] Firer o A LIRIRAN]

the:IDDD Argentina Warehouse
“andor: |4DDD Acme Software Supplies
Item:|D1pbp

Fareign Currency:l @

Foreign Cost: [0.00

Current Exchange Rate; |1

Current Domestic Cost; IU

| General II Fareign |

|Enter the itern number.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Maintenance Toolbar topic at the beginning of the Maintenances chapter.

Warehouse The code of the warehouse for which you are
maintaining a warehouse/vendor/item record. (The
fields in the upper portion of the screen display from
the General view.)

Vendor The vendor code (up to 10 characters ) to use for
this vendor. You can press F9 to automatically
assign the next vendor number available in the
system. (The fields in the upper portion of the
screen display from the General view.)

Item The number of the item for which you are
maintaining a warehouse/vendor/item record. (The
fields in the upper portion of the screen display from
the General view.)

Foreign The foreign currency in which the item is to be
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Purchase Orders

Currency

Foreign
Cost

Current
Exchange
Rate

Current
Domestic
Cost

Menus
File

Find
Additional
Help

See Also

priced.

The cost of the item per unit in the foreign currency.

The exchange rate for the foreign currency

The current cost of the item per unit in the domestic
currency of the vendor.

View
Options

Global

How to enter or change Warehouse Vendor/Item information

TakeStock PO
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How to enter or change Warehouse Vendor/ltem
information
1. Access the Warehouse Vendor/Item Maintenance program by selecting

Maintenances = Warehouse Vendor/Item Maintenance from the PO main menu.

The system displays the General view of the Warehouse Vendor/Item
Maintenance program.

PO Whse/Yendor/Item Maintenance - Yiew M=l E3
File Wiew Find DOptions Additional Global Help

D | 2 e x| 2| B Fier:[ovt EASLIRINALY

the:IUUU Argentina Warehouse
Vendar [1001 VEPCO, Inc
ftem: [1102 BG4 CONVES HTR

Manual Cost; ID.DD
Established:lﬂﬁfﬂEﬂQ%

PO Numbers Date Feceived LM Cost Ukd|Lead Tirmne Lanc=

? 0cs 0ncs 0/ Marmal
? 0.|cs 0.cs 0/Mormal &
: o
I General || Foreign I

|Enterthe itern number.

2. Select the New or Edit icon as necessary.

3. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button
definitions.

Warehouse The code of the warehouse for which you are maintaining a
warehouse/vendor/item record.

Vendor The vendor code (up to 10 characters ) to use for this
vendor. You can press F9 to automatically assign the next
vendor number available in the system.

Item The number of the item for which you are maintaining a
warehouse/vendor/item record.

Manual Cost The manual cost of the item.

Established The date when the warehouse/vendor/item is created. The

default is the current system date.

PO# The purchase order numbers for the last three receipts of the
item display in this column for information. When adding a
new record, you can enter the last three purchase order
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numbers or leave these fields blank and they will
automatically be updated by the PO Receipts Register.

Date The date of the last three receipts of the item displays in this
column for information. When adding a new record, you can
enter the date of the last three receipts or leave these fields
blank and they will automatically be updated by the PO
Receipts Register.

Received The quantity at the buying unit of measure for the last three
receipts of the item displays in this column for information.
When adding a new record, you can enter the units received
or leave these fields blank and they will automatically be
updated by the PO Receipts Register.

Cost The cost per costing unit of measure of the last three
receipts of the item displays in this column for information.
When adding a new record, you can enter the cost per
costing unit of measure of the last three receipts or leave
these fields blank and they will automatically be updated by
the PO Receipts Register.

lead-time lead-time consists of the number of days from when the
purchase order was created to the day when the item was
received at the warehouse. This lead-time is used when
calculating replenishment controls. The lead-time also
shows if the receipt of the item was normal, abnormal or
manually set to ignore.

The status that may displays in this field is
Normal—The lead-time is within 50% of the average lead-
time.

Abnormal—The lead-time is 50% shorter or longer than the
average lead-time.

Ignore—The lead-time is set to be ignored for an adjustment,
or the lead-time was changed manually to be ignored.

Landed Cost The import landed cost per costing unit of measure of the
last three receipts of the item displays in this column for
information. When adding a new record, you can enter the
cost per costing unit of measure of the last three receipts or
leave these fields blank and they will automatically be
updated by the PO Receipts Register.

Foreign The foreign cost of per costing unit of measure of the last

Cost three receipts of the item displays in this column for
information. When adding a new record, you can enter the
cost per costing unit of measure of the last three receipts or
leave these fields blank and they will automatically be
updated by the PO Receipts Register

Currency The currency code for the item.
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Vendor/ltem information

Exchange

The exchange rate for the item.

4. Access the Foreign view of the Warehouse Vendor/Item Maintenance screen by
selecting the Foreign button or View =»Foreign from the menu bar. The system
displays the Foreign view.

PO Whse/Vendor/Item Maintenance - View =]

File “iew Find Options Additional Global Help

D | =2 8] x| ] & rirer[ar EASLIRINAL]

the:IUUU Argentina Warehouse
Yandor: |4UUU Acme Software Supplies
ftem: [01 plop

Fareign Currency:l

Foreign Cost: IU.UU

Current Exchange Rate: I'I

Current Domestic Cost: ID

=
0

| General Il Foreign |

|Enterthe itern number.

5. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button

definitions.

Warehouse

Vendor

Item

Foreign
Currency

Foreign
Cost

Current
Exchange

342

The code of the warehouse for which you are maintaining
a warehouse/vendor/item record. (The fields in the upper
portion of the screen display from the General view.)

The vendor code (up to 10 characters ) to use for this
vendor. You can press F9 to automatically assign the next
vendor number available in the system. (The fields in the
upper portion of the screen display from the General
view.)

The number of the item for which you are maintaining a
warehouse/vendor/item record. (The fields in the upper
portion of the screen display from the General view.)
The foreign currency in which the item is to be priced.

The cost of the item per unit in the foreign currency.

The exchange rate for the foreign currency
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Rate

Current The current cost of the item per unit in the domestic
Domestic currency of the vendor.

Cost

6. Save your work, and exit the program.
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Manual Cost Change Update

You can use the Manual Change Update program to change the manual costs of
items stored in the WAREHOUSE/VENDOR/ITEM TABLE Or to change costs foreign
currencies. This program updates the costs without printing a report.

You may choose to update the manual or foreign cost with a number of other costs
for the item, or you may update the costs by a percentage change. You can limit
the warehouses, vendors and items for which to update costs.

The update runs based on your selections. Choosing the Update button on this
screen runs the update without saving your current selections. You must choose
the OK button to save your selections to a new or existing template.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Manual Cost Change Update: Untitled
dialog box.

Manual Cost Change Update: Untitled [ |
Costto Update: IManuaI 'I
Limit By
Warehouse - All Select...
Uendor - All ———
Item - All Eilter...
Product Line - All Erafile
Item Cost Class - All —
Mo Lirnit
Options QK |

Cancel
Update By: [Percent j ID.DD %% ——l
Update |
I Primary Yendor Only
™ Run in Background Help |

Form Contents

Fields, Buttons, Checkboxes, & Icons

Cost to From the drop down list, select Manual to update manual
Update costs for items or Foreign to update foreign for items.
Limit By Limits the information that the system updates by

selecting specific identifying characteristics or a range of
identifying characteristics. Limit By information may be
set for: Warehouse, Vendor, Item, Product Line, Item Cost
Class and Currency.
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Select

Filter

Profile

No Limit

Options

OK
Cancel
Update

Setup

Help

See Also

Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Displays the Filter Manager dialog box, which is used
select filter parameters for the highlighted Limit By
option.

Accesses the settings from your user profile for the
highlighted Limit By option.

Resets Limit By options to ALL for the selected option.

Indicate the characteristics of the update.

In the Update field, select a cost (the available cost types
are: Vendor Last, Item Last Item Average, Item Manual,
Last Landed, and Default Landed) or Percent to use for
updating the manual cost of the selected
warehouse/vendor/item records. The system displays
Percent in this field as the default. If you select to
update by a percentage, then enter the percentage in the
% field to the right of the drop-down list. A positive
percentage increases the cost and a negative percentage
decreases the cost.

Select the Primary Vendor Only checkbox to include only
the vendors, which are assigned to the item (in Item
Maintenance) as the primary vendor in the update.

Select the Run in Background checkbox to run the update
by the background processor while you continue working
in the foreground.

Saves the new or modified template and exits the screen.
Exits the screen without saving any changes.
Updates the manual cost change information.

Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Accesses online Help for this screen.

How to run the Manual Cost Change Update

TakeStock PO
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How to run the Manual Cost Change Update

1. Access the Manual Cost Change Update program in the Reports submodule of
Purchase Orders. The complete path is Purchase Orders =2 Maintenances=2
Manual Cost Change Update. The system displays the Template-Saved Settings
dialog box of the Manual Cost Change Update.

Manual Cost Change Update

Template-Sawved Settings IDestinatiun ISysI = Close

pclEte
St

Edlit...

Default Template Setup Options
I Update Qnly Delete

Sethoe Default | Help

T

2. Select the New, Edit, or Copy button to access the Manual Cost Change Update:
Untitled dialog box.

Manual Cost Change Update: Untitled [ x|
Costto Update: IManuaI 'I
Limit By
Warehouse All Select..
Uendor ==
Item fSlter:.

Product Line

[ |
- =
==
[

Eratile

Item Cost Class —_— ]
Mo Lirnit
Options 0K

Update Ely:IPercent j ID.DD % Lrines]

Update
™ Primary WVendar Only

4

™ Run in Background Help

3. In the Cost to Update field, select Manual to update manual costs for items or
Foreign to update foreign for items. Select the Limit By settings for new or
modified templates. Use the table below to guide you in your entries.

Limit Limits the information that the system updates by

By selecting specific identifying characteristics or a range
of identifying characteristics. Limit By information
may be set for: Warehouse, Vendor, Item, Product Line,
Item Cost Class and Currency.
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Use the table below to guide you in your selections.
4. You can select:

e Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

o Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

o Profile to display the settings from your user profile for the highlighted Limit
By option.

e No Limit to reset the Limit By options to All for the selected option.

5. In the Options section of the form, indicate the type of suggested purchase
orders to print

In the Update field, select a cost (the available cost types are: Vendor Last,
Item Last Item Average, Item Manual, Last Landed, and Default Landed) or
Percent to use for updating the manual cost of the selected
warehouse/vendor/item records. The system displays Percent in this field as
the default. If you select to update by a percentage, then enter the percentage
in the % field to the right of the drop-down list. A positive percentage increases
the cost and a negative percentage decreases the cost.

Select the Primary Vendor Only checkbox to include only the vendors which are
assigned to the item (in Item Maintenance) as the primary vendor in the
update.

Select the Run in Background checkbox to run the update by the background
processor while you continue working in the foreground.

6. The information for the report and update is complete. Now, you can select:

e OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

e Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

e Update to update the manual cost change information.
e Cancel to print nothing and exit without saving your selections.

e Help to access the online Help for this screen.
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Buyer Maintenance

Using this program, you can set up and maintain each valid buyer code and name.
When you save a new record or changes to an existing record, the information is
saved in the BUYER TABLE. Buyer codes are entered in PO Entry to keep track of
who authorized the purchase of merchandise. The buyer codes must be set up
before you can begin entering purchase orders.

Buyer Maintenance - Edit == B3
File Find Options Additional  Global Help

0| 5] 2| % x| | ] Firerfa S AILIKIAL]
Eluyer:lbg—

MName: IJeffrey Howeard

|Enterthe buyer narme.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Maintenance Toolbar topic at the beginning of the Maintenances chapter.

Buyer The code (up to 5 characters) to identify the buyer. This
can be any type of code you want to use, such as a
numeric code or an abbreviation of the buyer’'s name.

Name The name (up to 30 characters) of the buyer.
Menus
File Find
Options Additional
Global Help
See Also

How to enter or change Buyer Maintenance information
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How to enter or change Buyer Maintenance
information

1. Access the Buyer Maintenance program by selecting Maintenances 2*Setup
=*Buyer Maintenance from the PO main menu. The system displays the Buyer
Maintenance program.

Buyer Maintenance - Edit M=l E3
File Find Options Additional Global Help

D 2|3 5] ] | & Fiterfa W] 4] »m]
Buyer[-9

MName: IJeﬁrey Hovward

|Enterthe buyer name.

2. Select the New or Edit icon as necessary.

3. Enter or modify information for all fields, checkboxes, and radio buttons as

necessary. Refer to the table below for fields, checkbox, and radio button
definitions.

Buyer The code (up to 5 characters) to identify the buyer. This
can be any type of code you want to use, such as a
numeric code or an abbreviation of the buyer’'s name.

Name The name (up to 30 characters) of the buyer.

4. Save your work, and exit the program.
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Cost Component Code Maintenance

Using this program, you can set up and maintain default cost component
distributions by ship via code. This allows for faster, more accurate, estimating
during shipment entry.

PO Cost Component Code Maintenance - Edit M=l E3
File Find Options Additional Global Help

0] 5| =] B x| | & Fier o <o a4 4] » M
CustCDmpDnent:ICOmponenﬂ

Description:ldesc component]

DefauItDist.Basis:ICube '|
Accrued Cost GJL# [11110 Payroll Cash

|Enterthe description of the cost component.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Maintenance Toolbar topic at the beginning of the Maintenances chapter.

Cost The code (up to 10 characters) to identify the cost
Component component.
Description The description (up to 30 characters) of the cost
component.
Default Dist. The distribution basis to use a s a default for the cost
Basis component. Available choices form the drop down list
are:
Weight
Cube
Cost
Unit
Accrued Cost The Accrued Cost GL account number for this
G/L# component.
Menus
File Find
Options Additional
Global Help
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See Also

How to enter or change cost component code maintenance information
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How to enter or change cost component code
maintenance information
1. Access the Cost Component Maintenance program by selecting

Maintenances 2*Setup =*Cost Component Code Maintenance from the PO main
menu. The system displays the Cost Component Code Maintenance program.

PO Cost Component Code Maintenance - Edit Mi=] 3

File Find Options Additional  Global Help

0 =] @ E| x| | & Firer ot LI IRAN]

Cost CDmpDnent:ICGmpDnenﬂ

Descriptiun:ldesc component!

DefauItDist.Elasis:ICube '|
Accrued Cost GIL#:IHHD Payroll Cash

|Enterthe description of the cost component.

352

2. Select the New or Edit icon as necessary.

3. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button
definitions.

Cost The code (up to 10 characters) to identify the
Component cost component.
Description The description (up to 30 characters) of the cost
component.
Default Dist. The distribution basis to use a s a default for the
Basis cost component. Available choices form the
drop down list are:
Weight
Cube
Cost
Unit
Accrued Cost The Accrued Cost GL account number for this
G/L# component.
4. Save your work, and exit the program.
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Cost Component Maintenance

Using this program, you can set up and maintain default information cost
components. Cost components are assigned to importing shipments as a
reference to an expense incurred with the shipment. For each item in the
shipment, the system allocates the cost component as part of the landed cost of
the item. Use the Tariff # Maintenance program to account for duties incurred
when importing items.

Cost Component Maintenance - Edit

=] B
File Find Options Additional  Global Help

O &R E| x| | & Firer o LI INAN]

YWarehouse: IAtI @ Atlanta - Regional Center, Inc
Ship Wia: IFedEx Federal Express

Cost CDmpDnentlEﬁasis Descl Amount |Cost Component Descriptic=
2.00 desc component]
0.50 desccost?

|~

component] Inits
costz Cost

Delete |

- r
4 3

|Choose to add an account to this expense template.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Maintenance Toolbar topic at the beginning of the Maintenances chapter.

Add Adds cost components to the browser in the lower portion
of the screen. After you select the Add button, enter the
cost component information in the new line in the browser.

Delete Deletes the highlighted cost component line in the browser.

Warehouse The warehouse code for the cost component.

Ship Via The ship via code for the cost component.

Cost The code (up to 5 characters) to identify the cost

Component component. This code must be valid in PO Cost
Component Code Maintenance.

Basis Desc The distribution basis for the component.

Amount The import shipment cost component distribution amount.

Cost The description for the cost component. The system

Component displays the description that you entered in PO Cost

Description Component Code Maintenance as the default.
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Menus

File Find
Options Additional
Global Help

See Also

How to enter or change cost component maintenance information
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How to enter or change cost component
maintenance information

1. Access the Cost Component Maintenance program by selecting

Maintenances 2*Setup =2Cost Component Maintenance from the PO main menu.

The system displays the Cost Component Maintenance program.

Cost Component Maintenance - Edit == B3
File Find Options Additional  Global Help

O &R E| x| | & Firer o LI INAN]

YWarehouse: IAtI @ Atlanta - Regional Center, Inc
Ship Wia: IFedEx Federal Express

Cost CDmpDnentlEﬁasis Descl Amount |Cost Component Descriptic=
component] Inits 2.00 desc component]

[ cost Cost 0.50 desc cost? Delete |

-

- r
4 3

|Choose to add an account to this expense template.

2. Select the New or Edit icon as necessary.

3. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button
definitions.

Warehouse The warehouse code for the cost component.

Ship Via The ship via code for the cost component.

4. Select the Add button to add cost components to the browser in the lower
portion of the screen. After you select the Add button, enter the cost

component information in the new line in the browser. Use the table below to

guide you in your entries:

Cost The code (up to 5 characters) to identify the cost
Component component. This code must be valid in PO Cost
Component Code Maintenance.

Basis Desc The distribution basis for the component.

Amount The import shipment cost component distribution
amount.

Cost The description for the cost component. The system

Component displays the description that you entered in PO Cost
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maintenance information

Description Component Code Maintenance as the default.

5. If you want to delete a component from the browser in the lower portion of the
screen, highlight the row and select the Delete button. The system displays the
message: "Are you sure you want to delete this row?" Select Yes and the

system deletes the cost component.

6. When you are finished add and removing cost components, save your work and
exit the program.
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PO Control Maintenance

Using this maintenance program, you can set up controls for the overall behavior
of Purchase Orders and the modules to which it interfaces.

CAUTION. Aperum™ strongly advises that high security be placed on PO Control
Maintenance Make any changes to processing options with extreme caution.

When you first open this program, the General view is available. After you enter
information for this view, select the other views to continue entering control
information. When you save the control information, it is saved in the PO CONTROL
TABLE. There are six views for entering PO control maintenance information:

e The General view, which is used to enter general parameters that are used
throughout the PO module as defaults and options.

e The PO Lines view, which is used to indicate the modifiable information for a
PO line.

e The Post GL view, which is used to define how you want to post processing
for the Purchase Orders module to the General Ledger.

e The More GL view, which is used to define how you want to post additional
processing for the Purchase Orders module to the General Ledger.

e The Forms view, which is used to define the information for purchase order
forms.

e The Registers view, which is used to indicate whether you run registers by
branch and display register status information.
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PO Control Maintenance General View

Using this maintenance program, you can set up controls for the overall behavior
of Purchase Orders and the modules to which it interfaces. The information
maintained through this program is stored by company; it is effective for all users
who are logged in using the same company. Using the General view, you can
enter general parameters that are used throughout the PO module as defaults and

options.

PO Control Maintenance - Yiew Hi=]E3
Eile Wiew Lookup DOptiohs Additional Global Help

=
Current PO Period: |'| 1/2003 | Mot Current or Mext GL
Last EOP Update: |'| 00241995 Default Add On Factor

- " Mane
# “ears Yend/term Hist: IIJ_ & Units
# Days to Process Rept: IIJIJ3  WWeight
= Cost
Last Shipment#Used:|123UD19 " Cubes

Freight Add On: [Fri B[S Freign
Cost Adjustment Cade: [APPO @ AP/PO Variance

¥ Include Tax on POs

V¥ Use Customer PO # as PO Reference # for Direct Shipments
¥ Approve FOs by Default

¥ Allow Invoice for Zero Cost PO Receipt

I General || FO Lines || FPost GL ” hdore GL || Forms || Registersl

|
Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Control Maintenance Toolbar topic at the beginning of the Maintenances
chapter.

Current PO The month and year of the current PO period for GL

Period posting, or the period when you will begin using
TakeStock. During the final close of the GL period, the
system automatically resets this date for the new PO

period.
Last EOP This field displays the date of the last time you ran the
Update PO End of Period Update. You cannot enter or change
this date.
Last Shipment This field displays the last shipment number that was
# Used assigned. You cannot enter or change this number.
Freight Add On The Add On code to use for freight charges when you

enter purchase orders. The code you enter here is
used for all freight charges and cannot be changed
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Purchase Orders

Cost
Adjustment
Code

#Years

Vend/ltem Hist.

# Days to
Process Rcpt

Include Tax on
PO

Use Customer
PO# as
reference #
for direct
shipments

Approve POs
by Default

Allow Invoice
for Zero Cost
PO Receipt

Default Freight

TakeStock PO

when entering a purchase order.

The inventory adjustment code for adjusting the
inventory cost for the item or items that remain on
hand from a selected Purchase Order/Receipt.

Use this code to provide an easy way to change the
inventory cost of already received items by a factor
amount per costing unit of measure.

The number of years (from zero to 99) to store past
vendor item history. Entering a zero means you will
not be saving any history information.

The number of days (from O to 999) it takes to
process receipts (put away the received items so they
are ready to sell and update the system with the
receipt).

Indicates you want to include sales tax on your
purchase orders, and the sales tax amount is included
in the purchase order total.

Indicates you want to reference a Customer’s PO
number with a direct Purchase Order. If you select
this checkbox, the system optionally “pulls in the
Customer PO number as the direct PO’s reference
number. Otherwise, the PO program operates with
standard functionality by “pulling in the SO document
number.

Indicates you want purchase orders to be approved by
default when they are created.

When you access the Print Purchase Orders dialog box
the Approved checkbox value defaults to the setting
indicated by this field.

Indicates whether you want the system to mark $0
(zero cost) purchase orders as Fully Invoiced and
whether the zero cost PO receipts appear on the PO
Uninvoiced Receipts Report. if

If the checkbox is selected then the PO Receipt if zero
is treated as a regular receipt and will be imported into
an AP invoice if selected. It will also appear on the
uninvoiced receipt report until it is put on an AP
invoice.

If the checkbox is not selected, then the Receipt and
lines are marked fully invoiced and therefore does not
make it to the uninvoiced receipts report and will not
be allowed into an AP Invoice.

Select the default to use for factoring freight on
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Factor purchase orders. This sets the default when entering
purchase orders, but you can override the default on
individual purchase orders.

PO Lines Accesses the PO Lines view of PO Control Maintenance.
Post GL Accesses the Post GL view of PO Control Maintenance.
More GL Accesses the More GL view of PO Control Maintenance.
Forms Accesses the Forms view of PO Control Maintenance.
Registers Accesses the Registers view of PO Control

Maintenance.

Menus

File View
Lookup Options
Additional Global
Help

See Also

How to set up Purchase Orders controls
PO Control Maintenance—General View

PO Control Maintenance—PO Lines View
PO Control Maintenance—Post GL View

PO Control Maintenance—More GL View
PO Control Maintenance—Forms View

PO Control Maintenance—Registers View
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PO Control Maintenance PO Lines View

Using this program, you can set up information that controls the overall behavior
of programs in the PO module, and programs in other modules that interface with
PO. The information maintained through this program is stored by company; it is
effective for all users who are logged in using the same company. Using the PO
Lines view, you can indicate the types of information that is modifiable by
purchase order line

PO Control Maintenance - Edit [_ O] ]
File %iew Lookup Options Additional Global Help

el =1

¥ Change RequestFromise Date!

v Default promised dates based on lead time
¥ Change GL Tahle

[T Change Taxable

v Quantity Over/Under Fun

™ Allow Advised Quantity Entry

¥ Use GEN in PO Receiving

| General Il FO Lines || Fost GL ” More GL || Farms || Registersl

|Checkt0 change requestipromise dates by line.

Advised Quantities

When the Allow Advised Quantity Entry option in PO Control Maintenance is
selected, a new entry field appears on PO Receiving screens next to the Ordered
field. Advised Quantities the quantity a vendor claims to have shipped This value
will default to the ordered quantity but can be modified while the line is being
edited by receiving personnel. The user can view the Advised quantity on the
GRN, where in use, and in the PO document inquiry.

Note: The addition of this field has increased the total screen size of the PO Entry
programs permanently such that a resolution of 800x600 must be used to view
the entire screen.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Control Maintenance Toolbar topic at the beginning of the Maintenances

chapter.

Change Indicates you want to be able to change the promise/request
Promise/ date on line items of purchase orders.

Request
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Date

Default
promised
dates
based on
lead-time

Change
GL Table

Quantity
Over/Und
er Run

Change
Taxable

Allow
Advised
Quantity
Entry

Use GRN
in PO
Receiving
General
Post GL
More GL
Forms
Registers
Menus
File
Lookup
Additional

Help

See Also

Indicates you want to base the PO Line Item promised dates
on the individual item’s lead-times. If you select this
checkbox, the system defaults the promised date of each line
item in Purchase Order entry to the PO entry date plus the
item’s average lead-time as found in the Warehouse/ltem
Maintenance. If this control option is not set, then the
promised date for each line item will continue to default to
the PO header’s promised date.

Indicates you want to be able to change the GL Table for
posting to GL by line items on purchase orders.

Indicates you want to enter received quantities either over
or under the ordered amount and recalculate unit
costs/extensions if necessary.

Indicates you want to be able to change the taxable status of
line items on purchase orders.

Controls the Advised Quantity, the quantity a vendor claims
to have shipped. This flag controls quantity entry and
display in PO Receipts and on the GRN.

Determines whether the system prompts for a Good
Received/Goods Returned Note (GRN) during Receipt Entry
programs. You can enter the default value for the GRN form
on the Forms view of PO Control Maintenance.

Accesses the General view of PO Control Maintenance.
Accesses the Post GL view of PO Control Maintenance.
Accesses the More GL view of PO Control Maintenance.
Accesses the Forms view of PO Control Maintenance.

Accesses the Registers view of PO Control Maintenance.

View
Options

Global

How to set up Purchase Orders controls

PO Control Maintenance—General View
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PO Control Maintenance—Post GL View
PO Control Maintenance—Forms View

PO Control Maintenance—Registers View
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PO Control Maintenance Post GL View

Using this program, you can set up information that controls the overall behavior
of programs in the PO module, and programs in other modules, which interface
with PO. The information maintained through this program is stored by company;
it is effective for all users who are logged in using the same company. Using the
Post GL view, you can define how you want to post processing for the Purchase
Orders module to the General Ledger.

PO Control Maintenance - Edit Hi=l &3
File Wiew Lookup Options Additional Global Help

E=1G]

GL Distributions: ¢ Mo GL Distribution
¢ Print Only

& {Print and Post

=

Source Br ‘Whs Diept GL # 1=

r W~ IW @ Intercompany Recer
IW@ Uninvoiced Payahle
IW@ MNonStock Inventory
W@Direﬂ Shipment [nue
IW@ Firrmware [nventory
W@Misc Expensze

X

Inventory:lltem GL Takle

X
<l

Receipts: IItem GL Takle

X
<l

MNonstock: IDefauIt

Direct Ship: | ter GL Table

<
<

MNonlmwventory: IItem GL Takle

I ) Bl Bl
<1

[ i i i
<

<
m

Adel Ons: | Defaul

| General || FO Lines II FostGL || hore GL || Farms ” Registersl

|Se|eu:t GL posting method.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Control Maintenance Toolbar topic at the beginning of the Maintenances
chapter.

GL Distributions In the GL Distributions section of the form, indicate
how PO documents post to the General Ledger.
Select the No GL Distribution radio button to indicate
that the system does not post or print activity for
GL activity for receipts and returns to vendors, Print
Only to indicate you want to print a GL distribution
for manual posting, or Print and Post to indicate you
want to print a GL distribution and automatically
post the receipt and return activity to the General
Ledger.

Inventory Select how you want inventory activity to post to
the inventory account. Choose from the drop-down
selection list to post to the Item GL Table assigned
to each item, or to the default account you enter in
the GL # field.
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[Inventory] Indicates that you want inventory activity post to

Br profit centers by branch.

[Inventory] Indicates that you want inventory activity post to
Whs profit centers by warehouse.

[Inventory] Indicates that you want the GL posting for inventory
Dept to post a profit/cost center by the department.
[Inventory] GL # The inventory account number.

Receipts Select how you want receipts activity to post to the

receipts account. Choose from the drop-down
selection list to post to the Item GL Table assigned
to each item, or to the default account you enter in
the GL # field.

[Receipts] Br Indicates that the GL posting for receipts will be to
a profit/cost center that includes the branch.

[Receipts] Whs Indicates that the GL posting for receipts will be to
a profit/cost center that includes the warehouse.

[Receipts] Dept Indicates that the GL posting for receipts will be to
a profit/cost center that includes the department.

[Receipts] GL # The default receipt account number for posting all
receipts activity.

NonStock Select how you want non-stock inventory activity to
post to the Inventory account. Choose from the
drop-down selection list whether to post to the Item
GL Table assigned to each item, or to the default
account you enter in the GL # field.

[Nonstock] Indicates that the GL posting for non-stock
Br inventory activity will be to a profit/cost center that
includes the branch.

[Nonstock] Whs Indicates that the GL posting for non-stock
inventory activity will be to a profit/cost center that
includes the warehouse.

[Nonstock] Dept Indicates that the GL posting for non-stock
inventory activity will be to a profit/cost center that
includes the department.

[Nonstock] GL # The default account number for posting all non-
stock inventory activity.

Direct Ship The source of the direct ship account number.
Select from the drop-down list to post to the Item
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PO Control Maintenance Post GL View

[Direct Ship]
Br

[Direct Ship] Whs

[Direct Ship] Dept

[Direct Ship] GL #

Nonlnventory

[NonlInventory]
Br

[NonInventory]
Whs

[NonlInventory]
Dept
[NonlInventory]

GL #

Add Ons

[Add Ons]

Br

[Add Ons] Whs

[Add Ons] Dept
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GL Table assigned to each item, or to the default
account you enter here in the GL # field.

Indicates that the GL posting for the direct ship
account will be to a profit/cost center that includes
the branch.

Indicates that the GL posting for the direct ship
account will be to a profit/cost center that includes
the warehouse.

Indicates that the GL posting for the direct ship
account will be to a profit/cost center that includes
the department.

The default account number for posting all direct
ship inventory activity.

The source of the non-inventory account number.
Select from the drop-down list to post to the Item
GL Table assigned to each item, or to the default
account you enter here in the GL # field.

(Items that have the Maintain Quantities option in
Item Maintenance, General view set to No) activity
to post to the non-inventory account.

Indicates that the GL posting for non-inventory will
be to a profit/cost center that includes the branch.

Indicates that the non-inventory activity posts by
warehouse.

Indicates that the non-inventory activity posts by
department.

The default non-inventory account number for
posting all inventory activity.

The source of the add-ons account number. Select
from the drop-down list to post to the Item GL
Table assigned to each item, or to the default
account you enter here in the GL # field.

Indicates that the GL posting for add-ons will be to
a profit/cost center that includes the branch.
Indicates that the GL posting for add-ons will be to

a profit/cost center that includes the warehouse.

Indicates that the GL posting for add-ons will be to
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Purchase Orders

[Add Ons] GL #

General

PO Lines

More GL

Forms

Registers

Menus
File
Lookup
Additional

Help

TakeStock PO

a profit/cost center that includes the department.

The add-ons account number.

Accesses the General view of PO Control
Maintenance.

Accesses the PO Lines view of PO Control
Maintenance.

Accesses the More GL view of PO Control
Maintenance.

Accesses the Forms view of PO Control
Maintenance.

Accesses the Registers view of PO Control
Maintenance.

View
Options

Global

367
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See Also

How to set up Purchase Orders controls
PO Control Maintenance—General View
PO Control Maintenance—Post GL View
PO Control Maintenance—Forms View

PO Control Maintenance—Registers View
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Purchase Orders

PO Control Maintenance More GL View

Using this program, you can set up information which controls the overall behavior
of programs in the PO module, and programs in other modules which interface
with PO. The information maintained through this program is stored by company;
it is effective for all users who are logged in using the same company. Using the
More GL view, you can define how you want to post additional processing for the
Purchase Orders module to the General Ledger.

PO Control Maintenance - Edit
File  Wiew Lookup DOptions Additional Global Help

58] |

(O] x|

Source

Br Wwhs Dept GL # ]

Return Discrepancy: IDefauIt

I 2 rr IW m Miscellaneaus P

PO Tax: | Default

<l

[l N BT [Q] Marytand Sales

Shiprment Cost: IDefauIt

<l
<l

IE'I'IBD @Miscellaneous Fi

Tariff Cost: IDefauIt

=

W@ Slush Fund

Landed Cost Discrep: IDefauIt

I'I 3130 @ Irnwentony: Wit off

Cons. I, Receipts: IItem GL Takle

IT @ Cash - Payrall

Cons. Inventory: IItem GLTakle

[ Jf ) Y S Il
O 0 = =

LI i B

m O

IT @ Cash - Payroll

| General ” PO Lines || Fost GL II hare GL || Farms ” Registersl

|Checktu post return discrepancy by branch,

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Control Maintenance Toolbar topic at the beginning of the Maintenances

chapter.

Return
Discrepancy

[Return
Discrepancy]
Br

[Return

Discrepancy]
Whs

[Return

Discrepancy]
Dept

TakeStock PO

The source of the return discrepancy account number.
Select Default from the drop-down list to use the default
account number for all return discrepancies.

Indicates that the GL posting for return discrepancies will
be to a profit/cost center that includes the branch.

Indicates that the GL posting for return discrepancies will
be to a profit/cost center that includes the warehouse.

Indicates that the GL posting for return discrepancies will
be to a profit/cost center that includes the department.
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[Return
Discrepancy]
GL #

PO Tax

[PO Tax]
Br

[PO Tax] Whs

[PO Tax] Dept

[PO Tax] GL
#

Shipment
Cost

[Shipment
Cost]
Br

[Shipment
Cost] Whs

[Shipment
Cost] Dept

[Shipment
Cost] GL #

Tariff Cost

[Tariff Cost]
Br

Tariff Cost]
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The return discrepancies account number.

Select how you want PO tax to post. Select from the
drop-down list to post to by the tax code assigned to
each item, or to the default account you enter here in the
GL # field.

Indicates that the GL posting for PO tax will be to a
profit/cost center that includes the branch.

Indicates that the GL posting for PO tax will be to a
profit/cost center that includes the warehouse.

Indicates that the GL posting for tax activity will be to a
profit/cost center that includes the department.

The PO tax account number.

Select how you want shipment costs to post. Select from
the drop-down list to post to by the tax code assigned to
each item, or to the default account you enter here in the
GL # field.

Indicates that the GL posting for shipment costs will be
to a profit/cost center that includes the branch.

Indicates that the GL posting for shipment costs will be
to a profit/cost center that includes the warehouse.

Indicates that the GL posting for shipment costs will be
to a profit/cost center that includes the department.

The shipment costs account number.

The source of the tariff cost account number. Select
Default from the drop-down list to use the default account
number for all tariff costs.

Indicates that the GL posting for tariff costs will be to a
profit/cost center that includes the branch.

Indicates that the GL posting for tariff costs will be to a
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Whs

[Tariff Cost]
Dept

[Tariff Cost]
GL #

Landed Cost
Discrep

[Landed Cost
Discrep]
Br

[Landed Cost
Discrep] Whs

[Landed Cost
Discrep] Dept

[Landed Cost
Discrep] GL #

Cons Inv.
Receipts

[Cons Inv.
Receipts]
Br

Cons Inv.
Receipts] Whs

[Cons Inv.
Receipts]
Dept

Cons
Inventory

[Cons

TakeStock PO

profit/cost center that includes the warehouse.

Indicates that the GL posting for tariff costs will be to a
profit/cost center that includes the department.

The tariff cost account number.

The source of the shipment landed cost discrepancy
account number. Select Default from the drop-down list
to use the default account number for all shipment
landed cost discrepancies.

Indicates that the GL posting for shipment landed cost
discrepancies will be to a profit/cost center that includes
the branch.

Indicates that the GL posting for shipment landed cost
discrepancies will be to a profit/cost center that includes
the warehouse.

Indicates that the GL posting for shipment landed cost
discrepancies will be to a profit/cost center that includes
the department.

The shipment landed cost discrepancy account number.

The source of the account number to be used in
consignment receipts. Select Default from the drop-down
list to use the default account number for all
consignment receipts.

Indicates that the GL posting for consignment receipts
will be to a profit/cost center that includes the branch.

Indicates that the GL posting for consignment receipts
will be to a profit/cost center that includes the
warehouse.

Indicates that the GL posting for consignment receipts
will be to a profit/cost center that includes the
department.

The source of the account number to be used for receipt
of consignment inventory. Select Default from the drop-
down list to use the default account number for all
receipt of consignment inventory.

Indicates that the GL posting for receipt of consignment
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Inventory]

Br

Cons

Inventory]

Whs

[Cons

Inventory]

Dept

General
PO Lines
Post GL
Forms
Registers
Menus
File
Lookup
Additional
Help

See Also

View
Options

Global

How to set up Purchase Orders controls
PO Control Maintenance—General View
PO Control Maintenance—Post GL View

PO Control Maintenance—Forms View
PO Control Maintenance—Registers View
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inventory will be to a profit/cost center that includes the

Indicates that the GL posting for receipt of consignment
inventory will be to a profit/cost center that includes the
warehouse.

Indicates that the GL posting for receipt of consignment
inventory will be to a profit/cost center that includes the
department.

Accesses the General view of PO Control Maintenance.
Accesses the PO Lines view of PO Control Maintenance.
Accesses the Post GL view of PO Control Maintenance.
Accesses the Forms view of PO Control Maintenance.

Accesses the Registers view of PO Control Maintenance.
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PO Control Maintenance Forms View

Using this program, you can set up information that controls the overall behavior
of programs in the PO module, and programs in other modules which interface
with PO. The information maintained through this program is stored by company;
it is effective for all users who are logged in using the same company. Using the
Forms view, you can define the information for purchase orders.

PO Control Maintenance - View
File Wiew Lookup Options Additional Global Help

Br| =] -]

O] <]

Farm Type: IPurchase COrder 'I MName: IPurchase Order

Form Specification: |2UU?-L-1 -11-P @ Furchase Order - Laser 17 cpi 11 inch depth Preprinte

Farm Memo:l

Frint an Form
I [term Deseriation |

Frint on Farm Frint Prarmpt

¥ Campam/l-ame

| Address I |tz rm Descrimiion 2 Fieprint Prormpt
Source of Address I~ | Defaulhin ves
(& EarmEms
=) Bfanch Lines PerPage:IBE

Ciarehanse

I= | Defanliio ves

| General || PO Lines || Fast GL Il Forms || Registersl

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Control Maintenance Toolbar topic at the beginning of the Maintenances

chapter.
Form Type For Purchase Orders, you can select from Purchase
Order, Goods Received Note (GRN), or Past Purchase
Order form.
Form The form specifications are preset and cannot be

Specification

changed here. Use the Lookup to select the form

specification for the type of form you want to use for
your company, or enter a valid form specification.

Name
name you want to print on the form.

Form Memo
the form.

this field blank.

Print on

TakeStock PO

If the name of the form is not preprinted, enter the

Enter up to 15 characters as the memo to print on
If you do not want to print a memo, leave

In the Print on Form section of the screen, indicate
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Form

Source or
Address

Print on
Form
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whether to print the company name or address and
on the form. Select from the following check boxes:

Company Name
Company Address

If the form has a preprinted company name and
address, do not select either of these options. These
two options are available if your form is not
preprinted and you want to print your company
name and/or address on the form.

In the Source or Address section of the screen,
indicate where you want the system to pull the
company address information. Select from the
following radio buttons:

Company—To print the address set up for your
company.

Branch—To print the address of the branch for which
the form is being produced.

Warehouse—To print the address of the initiating
warehouse for the items on the form.

In the Print on Form section of the screen, indicate
which of the following you want to print on the form.

Select from the following checkboxes:

Item Description 1—Select this option to print
description 1 for each of the items included on the
form

Item Description 2—Select this option to print
description 2 for each of the items included on the
form

Multi-Currency Information—Select this option
includes multi-currency information in addition to the
regular base currency listings on the GRN. Line and
extension amounts are listed in base currency, using
document-to-base currency conversions (including
Euro triangulation where in use). When a
document’s currency is different from the base
currency, an extra line of information will be printed
directly below the item line. This extra line lists the
document’s currency, exchange rate and document-
currency extension amount.

Blanks Between Lines—Select this option to print
blank lines between the line items on the form.
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Lines Per Enter the number of lines per page to use for new
Page templates you create for the selected form. This
entry can be from 20 to 99 lines per page.

Print Prompt In the Print Prompt section of the screen, select the
Default to Yes checkbox to set the print option for the
form to default to Yes. If you do not select this
option, the default for printing is set to No.

Reprint In the Reprint Prompt section of the screen, select

Prompt the Default to Yes checkbox to the reprint option for
the form to default to Yes. If you do not select this
option, the default for reprinting the form is set to
No.

General Accesses the General view of PO Control
Maintenance.

PO Lines Accesses the PO Lines view of PO Control
Maintenance.

Post GL Accesses the Post GL view of PO Control
Maintenance.

More GL Accesses the More GL view of PO Control
Maintenance.

Registers Accesses the Registers view of PO Control
Maintenance.

Menus

File View
Lookup Options
Additional Global
Help

See Also

How to set up Purchase Orders controls
PO Control Maintenance—General View
PO Control Maintenance—Post GL View
PO Control Maintenance—PO Lines View

PO Control Maintenance—Registers View
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PO Control Maintenance Registers View

Using this program, you can set up information that controls the overall behavior
of programs in the PO module, and programs in other modules which interface
with PO. The information maintained through this program is stored by company;
it is effective for all users who are logged in using the same company. Using the
Registers view, you can indicate whether you run registers by branch and display
register status information.

PO Control Maintenance - Edit
File “iew Lookup Options Additional Global Help

2l@|-f

(=] E3

¥ | Bun Registers by Eranch

Last Reg¥# Current User Status

Raceipts Registar: IDDDD1 0 Mot Running
Invoice Receipts Register: IUUUUDD Mot Funning
| Genetal || PO Lings || Past GL || hore GL ” Farms II Registers

|Checkt0 mun the FO registers by branch.

Form Contents

Fields, Buttons, Checkboxes, & Icons

For a listing of standard Maintenance icons and buttons, refer to the
Control Maintenance Toolbar topic at the beginning of the Maintenances

chapter.

Run Registers
by Br

Last Reg. #

Current User
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Indicates that PO registers are run by branch. If selected,
the register control information for the branch is used,
and the same register can be run simultaneously for
different branches. The information for the Receipts
Register and Invoice Receipts Register is maintained by
the SM Branch Maintenance program.

Each time a register is updated, the last register number
used is incremented by one, assigned to the register, and
updated. These numbers are tracked by the system but
cannot be modified here. During initial setup, leave the
register numbers blank.

This field displays the user code of the person currently running
this register. This field is maintained by the system and cannot
be entered or changed.
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Fields, Buttons, Checkboxes, & Icons

[Register Status Thesefields are maintained by the system and cannot be changed.

Indicators: .
] Not Running—If displayed, indicates that the system is not

currently runnning this register.

Printing—If displayed, indicates that the system is printing this
register.

Updating—If displayed, indicates that indicates that the system
is updating this register.

General Accesses the General view of PO Control Maintenance.
PO Lines Accesses the PO Lines view of PO Control Maintenance.
Post GL Accesses the Post GL view of AP Control Maintenance.
More GL Accesses the More GL view of PO Control Maintenance.
Forms Accesses the Forms view of PO Control Maintenance.

Menus

File View

Lookup Options

Additional Global

Help

See Also

How to set up Purchase Orders controls
PO Control Maintenance—General View
PO Control Maintenance—Post GL View
PO Control Maintenance—PO Lines View

PO Control Maintenance—Forms View
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How to set up Purchase Orders Controls

1. Access the PO Control Maintenance program by selecting
Maintenances 2*Setup 2*PO Control Maintenance from the PO main menu. The
system displays the General view of the PO Control Maintenance program.

File “iew Lookup Options Additional Global Help
'”l
Current PO Period: |1'|.-’EUU3 Mot Current or Mext GL
Last EOP Update: |1D£I32£1998 Default Add On Factor
- T Mone
# Years Yend/ltem Hlst.lﬂ_ & Units
# Days to Process Ropt: IDEI3 C Weight
" Cost
Last Shipment # Used:|123I]EI1E’I " Cubes

Freight Addl On: [Fr @ Fraight
Cost Adjustment Code: IAPPO‘V’ AFRPD Yariance

¥ Include Tax on FOs

¥ Use Customer PO # as PO Reference # for Direct Shipments
¥ Approwve POs by Default

I Allow Irvoice for Zero Cost PO Receipt

I General || PO Lines || Fost GL || tare GL ” Forms || Registersl

2. Select the New or Edit icon as necessary.

3. Enter or modify information for all fields, checkboxes, and radio buttons as

necessary.

Current PO The month and year of the current PO period for GL

Period posting, or the period when you will begin using
TakeStock. During the final close of the GL period, the
system automatically resets this date for the new PO
period.

Last EOP This field displays the date of the last time you ran the

Update PO End of Period Update. You cannot enter or change
this date.

Freight Add The Add On code to use for freight charges when you

On enter purchase orders. The code you enter here is
used for all freight charges and cannot be changed
when entering a purchase order.

Cost The inventory adjustment code for adjusting the

Adjustment inventory cost for the item or items that remain on

Code hand from a selected Purchase Order/Receipt.
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Purchase Orders

#Years
Vend/ltem
Hist.

# Days to
Process
Rcpt

Include Tax
on PO

Use
Customer
PO# as
reference
# for
direct
shipments

Approve
POs by
Default

Allow
Invoice for
Zero Cost
PO Receipt

Default
Freight
Factor

TakeStock PO

Use this code to provide an easy way to change the
inventory cost of already received items by a factor
amount per costing unit of measure.

The number of years (from zero to 99) to store past
vendor item history. Entering a zero means you will
not be saving any history information.

The number of days (from O to 999) it takes to
process receipts (put away the received items so they
are ready to sell and update the system with the
receipt).

Indicates you want to include sales tax on your
purchase orders, and the sales tax amount is included
in the purchase order total.

Indicates you want to reference a Customer’s PO
number with a direct Purchase Order. If you select
this checkbox, the system optionally “pulls in the
Customer PO number as the direct PO’s reference
number. Otherwise, the PO program operates with
standard functionality by “pulling in the SO document
number.

Indicates you want purchase orders to be approved by
default when they are created.

When you access the Print Purchase Orders dialog box
the Approved checkbox value defaults to the setting
indicated by this field.

Indicates whether you want the system to mark $0
(zero cost) purchase orders as Fully Invoiced and
whether the zero cost PO receipts appear on the PO
Uninvoiced Receipts Report. if

If the checkbox is selected then the PO Receipt if zero is
treated as a regular receipt and will be imported into an
AP invoice if selected. It will also appear on the

uninvoiced receipt report until it is put on an AP invoice.

If the checkbox is not selected, then the Receipt and
lines are marked fully invoiced and therefore does not
make it to the uninvoiced receipts report and will not be
allowed into an AP Invoice.

Select the default to use for factoring freight on
purchase orders. This sets the default when entering
purchase orders, but you can override the default on
individual purchase orders.
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4. Access the PO Lines view of the PO Control Maintenance screen by selecting the
PO Lines button or View=2»PO Lines from the menu bar. The system displays the

PO Lines view.

PO Control Maintenance - Edit M=l &3
File  Wiew Lookup Options Addiional Global Help

|2 o]

¥ Change RequestPromise Date:

[v Default promised dates based on lead time
¥ Change GL Table

[T Change Taxable

¥ Quantity Over/Under Fun

[ Allow Advised Quantity Entry

¥ Use GRM in PO Receiving

| General II FO Lines || Fost GL ” hore GL || Farms || Registersl

|Checkto change requestipromise dates by line.

5. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button

definitions.

Change
Promise/
Request Date

Default
promised dates
based on lead-
time

Change GL
Table

Change
Taxable

Quantity
Over/Under
Run

Allow

Advised
Quantity

380

Indicates you want to be able to change the
promise/request date on line items of purchase orders.

Indicates you want to base the PO Line Item promised
dates on the individual item’s lead-times. If you select
this checkbox, the system defaults the promised date of
each line item in Purchase Order entry to the PO entry
date plus the item’s average lead-time as found in the
Warehouse/Item Maintenance. If this control option is not
set, then the promised date for each line item will
continue to default to the PO header’s promised date.

Indicates you want to be able to change the GL Table for
posting to GL by line items on purchase orders.

Indicates you want to be able to change the taxable
status of line items on purchase orders.

Indicates you want to enter received quantities either over
or under the ordered amount and recalculate unit
costs/extensions if necessary.

Controls the Advised Quantity, the quantity a vendor
claims to have shipped. This flag controls quantity entry
and display in PO Receipts and on the GRN.
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Entry

Use GRN Determines whether the system prompts for a Good

in PO Received/Goods Returned Note (GRN) during Receipt
Receiving Entry programs. You can enter the default value for the

GRN form on the Forms view of PO Control Maintenance.

6. Access the Post GL view of the PO Control Maintenance screen by selecting the
Post GL button or View=2?Post GL from the menu bar. The system displays the

Post GL view.

PO Control Maintenance - Edit

File Wiew Lookup Options Additional Global Help

E=1G]

= E3

GL Distributions: ¢ Mo GL Distribution

Source

Br Whs Dept GL# &

Inventory:lltem GL Takle

=1

-~ |1251D IntercompanyRecei'

Receipts: IItem GL Takle

=1
<l

[13200 @ e e

MNonstock: IDefauIt

=1
<l

[13140 @ S e ——

Direct Ship: | ter GL Table

|13150 @Direct Shipment [nue

MNonlmwventory: IItem GL Takle

<
<

|1 3Nz @ Firrrware [nventory

Adel Ons: | Defaul

<
m

I ) Bl Bl
<1

[ i i i
<

IEEEBD @Misc Expensze

| General || FO Lines II FostGL || hore GL || Farms ” Registersl

|Se|eu:t GL posting method.

Enter or modify information for all fields, checkboxes, and radio buttons as

necessary. Refer to the table below for fields, checkbox, and radio button

definitions.

GL Distributions

Inventory

[Inventory]
Br

TakeStock PO

In the GL Distributions section of the form, indicate
how PO documents post to the General Ledger. Select
the No GL Distribution radio button to indicate that the
system does not post or print activity for GL activity
for receipts and returns to vendors, Print Only to
indicate you want to print a GL distribution for manual
posting, or Print and Post to indicate you want to print
a GL distribution and automatically post the receipt
and return activity to the General Ledger.

Select how you want inventory activity to post to the
inventory account. Choose from the drop-down
selection list to post to the Item GL Table assigned to
each item, or to the default account you enter in the
GL # field.

Indicates that you want inventory activity post to
profit centers by branch.
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[Inventory] Indicates that you want inventory activity post to

Whs profit centers by warehouse.

[Inventory] Indicates that you want the GL posting for inventory to
Dept post a profit/cost center by the department.
[Inventory] GL # The inventory account number.

Receipts Select how you want receipts activity to post to the

receipts account. Choose from the drop-down
selection list to post to the Item GL Table assigned to
each item, or to the default account you enter in the
GL # field.

[Receipts] Br Indicates that the GL posting for receipts will be to a
profit/cost center that includes the branch.

[Receipts] Whs Indicates that the GL posting for receipts will be to a
profit/cost center that includes the warehouse.

[Receipts] Dept Indicates that the GL posting for receipts will be to a
profit/cost center that includes the department.

[Receipts] GL # The default receipt account number for posting all
receipts activity.

NonStock Select how you want non-stock inventory activity to
post to the Inventory account. Choose from the drop-
down selection list whether to post to the Item GL
Table assigned to each item, or to the default account
you enter in the GL # field.

[Nonstock] Indicates that the GL posting for non-stock inventory

Br activity will be to a profit/cost center that includes the
branch.

[Nonstock] Whs Indicates that the GL posting for non-stock inventory
activity will be to a profit/cost center that includes the
warehouse.

[Nonstock] Dept Indicates that the GL posting for non-stock inventory
activity will be to a profit/cost center that includes the
department.

[Nonstock] GL # The default account number for posting all non-stock

inventory activity.

Direct Ship The source of the direct ship account number. Select
from the drop-down list to post to the Item GL Table
assigned to each item, or to the default account you
enter here in the GL # field.

[Direct Ship] Indicates that the GL posting for the direct ship
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Br

[Direct Ship] Whs

[Direct Ship] Dept

[Direct Ship] GL #

Nonlnventory

[Nonlnventory]
Br

[Nonlnventory]
Whs
[Nonlnventory]
Dept
[NonlInventory]
GL #

Add Ons

[Add Ons]

Br

[Add Ons] Whs

[Add Ons] Dept

[Add Ons] GL #

TakeStock PO

account will be to a profit/cost center that includes the
branch.

Indicates that the GL posting for the direct ship
account will be to a profit/cost center that includes the
warehouse.

Indicates that the GL posting for the direct ship
account will be to a profit/cost center that includes the
department.

The default account number for posting all direct ship
inventory activity.

The source of the non-inventory account number.
Select from the drop-down list to post to the Item GL
Table assigned to each item, or to the default account
you enter here in the GL # field.

(Items that have the Maintain Quantities option in
Item Maintenance, General view set to No) activity to
post to the non-inventory account.

Indicates that the GL posting for non-inventory will be
to a profit/cost center that includes the branch.

Indicates that the non-inventory activity posts by
warehouse.

Indicates that the non-inventory activity posts by
department.

The default non-inventory account number for posting
all inventory activity.

The source of the add-ons account number. Select
from the drop-down list to post to the Item GL Table
assigned to each item, or to the default account you
enter here in the GL # field.

Indicates that the GL posting for add-ons will be to a
profit/cost center that includes the branch.
Indicates that the GL posting for add-ons will be to a

profit/cost center that includes the warehouse.

Indicates that the GL posting for add-ons will be to a
profit/cost center that includes the department.

The add-ons account number.
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8. Access the More GL view of the PO Control Maintenance screen by selecting the
More GL button or View=2*More GL from the menu bar.

The system displays the More GL view.

PO Control Maintenance - Edit Hi=l B3
File “Wiew Lookup DOptions Additional Global Help

TS

=1

Source Br Whs Dept GL# 15
Return Discrepancy: IDefauIt j v ; rr IW @ Miscellaneous P
PO Tax:IDefauIt j {2 I W@Mar}xland Sales”
Shipment Cost: IDefauIt j |2 W@ Miscellaneaus P
Tauriff Cost: IDefauIt j |2 I ] W@ Slush Fund
Landed Cost Discrep: IDefauIt j 2 i | IW@ Inwenton: \Writeof
Cons. Inv. Receipts: IItem GL Tahkle j r - r IT @ Cash - Payrall
Caons. Inventary: IItem GL Tahle j - r IW @ Cash - Payrall

| General ” FO Lines || Fost GL II kore GL || Forms ” Registersl

|Checkt0 post return discrepancy by branch.

9. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button

definitions.

Return The source of the return discrepancy account number.

Discrepancy Select Default from the drop-down list to use the default
account number for all return discrepancies.

[Return Indicates that the GL posting for return discrepancies will be

Discrepancy] to a profit/cost center that includes the branch.

Br

[Return Indicates that the GL posting for return discrepancies will be

Discrepancy] to a profit/cost center that includes the warehouse.

Whs

[Return Indicates that the GL posting for return discrepancies will be

Discrepancy] to a profit/cost center that includes the department.

Dept

[Return The return discrepancies account number.

Discrepancy]

GL #

PO Tax Select how you want PO tax to post. Select from the drop-

down list to post to by the tax code assigned to each item,
or to the default account you enter here in the GL # field.
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[PO Tax]
Br

[PO Tax] Whs

[PO Tax] Dept

[PO Tax] GL
#

Shipment
Cost

[Shipment
Cost]
Br

[Shipment
Cost] Whs

[Shipment
Cost] Dept

[Shipment
Cost] GL #

Tariff Cost

[Tariff Cost]
Br

Tariff Cost]
Whs

[Tariff Cost]
Dept
[Tariff Cost]
GL #

Landed Cost
Discrep

TakeStock PO

Indicates that the GL posting for PO tax will be to a
profit/cost center that includes the branch.

Indicates that the GL posting for PO tax will be to a
profit/cost center that includes the warehouse.

Indicates that the GL posting for tax activity will be to a
profit/cost center that includes the department.

The PO tax account number.

Select how you want shipment costs to post. Select from
the drop-down list to post to by the tax code assigned to
each item, or to the default account you enter here in the
GL # field.

Indicates that the GL posting for shipment costs will be to a
profit/cost center that includes the branch.

Indicates that the GL posting for shipment costs will be to a
profit/cost center that includes the warehouse.

Indicates that the GL posting for shipment costs will be to a
profit/cost center that includes the department.

The shipment costs account number.

The source of the tariff cost account number. Select Default
from the drop-down list to use the default account number
for all tariff costs.

Indicates that the GL posting for tariff costs will be to a

profit/cost center that includes the branch.

Indicates that the GL posting for tariff costs will be to a
profit/cost center that includes the warehouse.

Indicates that the GL posting for tariff costs will be to a
profit/cost center that includes the department.

The tariff cost account number.

The source of the shipment landed cost discrepancy account
number. Select Default from the drop-down list to use the
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[Landed Cost
Discrep]
Br

[Landed Cost
Discrep] Whs

[Landed Cost
Discrep] Dept

[Landed Cost
Discrep] GL #

Cons Inv.
Receipts

[Cons Inv.
Receipts]
Br

Cons Inv.
Receipts]
Whs

[Cons Inv.
Receipts]
Dept

Cons
Inventory

[Cons
Inventory]
Br

Cons
Inventory]
Whs

[Cons

Inventory] Dept

386

default account number for all shipment landed cost
discrepancies.

Indicates that the GL posting for shipment landed cost
discrepancies will be to a profit/cost center that includes the
branch.

Indicates that the GL posting for shipment landed cost
discrepancies will be to a profit/cost center that includes the
warehouse.

Indicates that the GL posting for shipment landed cost
discrepancies will be to a profit/cost center that includes the
department.

The shipment landed cost discrepancy account number.

The source of the account number to be used in
consignment receipts. Select Default from the drop-down
list to use the default account number for all consignment
receipts.

Indicates that the GL posting for consignment receipts will
be to a profit/cost center that includes the branch.

Indicates that the GL posting for consignment receipts will
be to a profit/cost center that includes the warehouse.

Indicates that the GL posting for consignment receipts will
be to a profit/cost center that includes the department.

The source of the account number to be used for receipt of
consignment inventory. Select Default from the drop-down
list to use the default account number for all receipt of
consignment inventory.

Indicates that the GL posting for receipt of consignment
inventory will be to a profit/cost center that includes the
branch.

Indicates that the GL posting for receipt of consignment
inventory will be to a profit/cost center that includes the
warehouse.

Indicates that the GL posting for receipt of consignment
inventory will be to a profit/cost center that includes the
department.
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10. Access the Forms view of the PO Control Maintenance screen by selecting the
Forms button or View =2>Forms from the menu bar.

The system displays the Payments view.

PO Control Maintenance - Yiew == B3
File “iew Lookup Optons Addtional Global Help
"7|
Farm Type: IPurchase COrder 'l Narme: IPurChase Crder

Form Specification:

Farm kMemo:

Frint on Farm
¥ | Earnpmam

I¥| Address [T lter Deserptiah 2 Risprint Praompt
Source of Address I~ | Defaultinves
N =
! Branch

O arehouse

I2EID?-L—1 -11-R @ Furchase Order-Laser 17 cpi 11 inch depth Preprinte

Print on Form Print Prompgt
Brie ¥ | lterm Descriptiar = | Betanltia ves

Lines PerPage:IBE

[ General || POLI

nes || Fost GL Il Farms || Registersl

11. Enter or modify information for all fields, checkboxes, and radio buttons as
necessary. Refer to the table below for fields, checkbox, and radio button

definitions.

Form Type

Form

Specification

Name

388

There are three forms available in the Purchase Order
module:

Purchase Order,
Past Purchase Order,
or

GRN (Goods Received Note)

The form specifications are preset and cannot be changed
here. Use the Lookup to select the form specification for
the type of form you want to use for your company, or
enter a valid form specification.

If the name of the form is not preprinted, enter the name
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you want to print on the form.

Form Memo Enter up to 15 characters as the memo to print on the
form. If you do not want to print a memo, leave this field
blank.

Print on In the Print on Form section of the screen, indicate

Form whether to print the company name or address and on the

form. Select from the following check boxes:

Company Name
Company Address

If the form has a preprinted company name and address,
do not select either of these options. These two options

are available if your form is not preprinted and you want
to print your company name and/or address on the form.

Source or In the Source or Address section of the screen, indicate
Address where you want the system to pull the company address
information. Select from the following radio buttons:

Company—To print the address set up for your company.

Branch—To print the address of the branch for which the
form is being produced.

Warehouse—To print the address of the initiating
warehouse for the items on the form.

Print on In the Print on Form section of the screen, indicate which
Form of the following you want to print on the form.

Select from the following checkboxes:

Item Description 1-Select this option to print description 1
for each of the items included on the form

Item Description 2—Select this option to print description 2
for each of the items included on the form.

Multi-Currency Information—Select this option includes
multi-currency information in addition to the regular base
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currency listings on the GRN. Line and extension amounts
are listed in base currency, using document-to-base
currency conversions (including Euro triangulation where
in use). When a document’s currency is different from the
base currency, an extra line of information will be printed
directly below the item line. This extra line lists the
document’s currency, exchange rate and document-
currency extension amount.

Blanks Between Lines—Select this option to print blank
lines between the line items on the form.

Lines Per Enter the number of lines per page to use for new
Page templates you create for the selected form. This entry
can be from 20 to 99 lines per page.

Print Prompt In the Print Prompt section of the screen, select the
Default to Yes checkbox to set the print option for the form
to default to Yes. If you do not select this option, the
default for printing is set to No.

Reprint In the Reprint Prompt section of the screen, select the

Prompt Default to Yes checkbox to the reprint option for the form
to default to Yes. If you do not select this option, the
default for reprinting the form is set to No.
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12. Access the Registers view of the PO Control Maintenance screen by selecting the
Registers button or View = Registers from the menu bar. The system displays
the Registers view.

PO Control Maintenance - Edit
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13. In the lower portion of the form, the system displays the last register number,
current user, and status of each of the registers contained in the PO module.
These registers are: Document Entry Register, Payment Register, and
Revaluation Register. If you do not run registers by branch, the following
information is maintained for the registers in Purchase Orders.

Last Reg. # Each time a register is updated, the last register
number used is incremented by one, assigned to the
register, and updated. These numbers are tracked
by the system but cannot be modified here. During
initial setup, leave the register numbers blank.

Current User This field displays the user code of the person
currently running this register. This field is
maintained by the system and cannot be entered or

changed.
[Register These fields are maintained by the system and cannot
Status be changed.

Indicators:]

Not Running—If displayed, indicates that the system
is not currently runnning this register.

Printing—If displayed, indicates that the system is
printing this register.

Updating—If displayed, indicates that indicates that
the system is updating this register.

14. Save your work, and exit the program.
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3 End of Period

PO End of Period

There is only one selection available from the End of Period menu. The Past PO
Removal program allows you to remove past purchase orders based on warehouse
and vendor information. You have the option of entering a cutoff date, which will
be used as a check against each past document’s receipt date. The program will
then remove all records that have a received date older than or equal to the cutoff
date.

Entries for the End of Period Menu are:

Past PO Remove past purchase orders based on

Removal warehouse and vendor. You will have an
option to enter a cutoff date, which will be
used as a check against each past document’s
receipt date.

Chapter Contents

PO ENd Of Period .....ccooiiieiiieee e 391
Past PO REMOVAI ........coiiiiiiiiiiiiiiiiee et e e e 392
How to update the Past PO Removal program ..........ccccceeeeiiniiiiieeeneaeennnnes 394
How to Close a PO Period (OVEIVIEBW) .........ueeiiiiraiiiiiiiiiieee e eeeiiieeee e 396
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Past PO Removal

Using this program, you can remove past purchase orders that have been
completed invoiced by the vendor, and all records associated with the past
purchase order. You can remove past purchase orders at the end of each period
or more often if necessary.

When you access this program, the system displays the Template-Saved Settings
dialog box, which is used by most reports, updates, and registers in the system.
From this dialog box, you can select any of the available templates to run the
update. For more information on the Template-Saved Settings dialog box, see the
TakeStock Basics manual or the Template-Saved Settings topic in the online Help.

There is not a report that prints for this removal program; past purchase orders
and their associated records are simply removed from the system.

The update cannot be run from the Settings dialog box. You must choose the OK
button to save your selections to a new or existing template, and then run the
update from the Template-Saved Settings dialog box.

If you select the Edit button to modify a template or the New or Copy button to
enter new settings, the system displays the Past PO Removal dialog box.

Past PO Removal: Untitled

Select...
Past PO - All Filter...

Frofile

Mo Limit
Options 0K |

Cutoff Date:lTDday ﬂ 10/29/1938 Cancel |
™ Runin Background Update |
Help |

Form Contents

Fields, Buttons, Checkboxes, & Icons

Limit By Limits the information that the system prints by
selecting specific identifying characteristics or a range
of identifying characteristics. Limit By information may
be set for: Warehouse, Vendor, and Past PO.

Select Displays the Selection dialog box, which is used to set a
range for the highlighted Limit By option.

Filter Displays the Filter Manager dialog box, which is used to
select filter parameters for the highlighted Limit By
option.

392 TakeStock PO



Past PO Removal Purchase Orders

Profile Accesses the settings from your user profile for the
highlighted Limit By option.

No Limit Resets Limit By options to ALL for the selected option.
Options Indicate the cutoff date for removing past POs.

In the Cutoff Date field, select or enter a for the system
to use when searching for past purchase orders to
remove.

The cutoff date defaults to End of Last Period, which
means all past invoices with a date up to and including
the last period end date will be removed.

Select the Run in Background checkbox to run this
update in the background while you continue working in
the foreground.

OK Saves the new or modified template and exits the
screen.

Cancel Exits the screen without saving any changes.

Update Updates the program and removes past POs based on

the cutoff date you enter. The update cannot be run
from the Settings dialog box. You must choose the OK
button to save your selections to a new or existing
template, and then run the update from the Template-
Saved Settings dialog box.

Setup Accesses the Print Setup dialog box, which is used to
select settings for printing and updating.

Help Accesses online Help for this screen.
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How to update the Past PO Removal program

1. Access the Past PO Removal program in the EOP submodule of Purchase Orders.
The complete path is Purchase Orders = EOP =2 Past PO Removal. The system
displays the Template-Saved Settings dialog box of the Past PO Removal.

Past PO Removal

Template-Sawved Settings Diestination Sys Close

Default Template Setup Options

I Update Onky IElEtE |
Setas Default | Helg |

2. Select the New, Edit, or Copy button to access the Past PO Removal: Untitled

dialog box.
Past PO Removal: Untitled
Limit By
i Select..
Eilter...
Profile
Mo Limit
Options OK |

Cutoff Date: ITDday ﬂ 10/29/1998 Cancel

" Funin Background Update

dd

Help

3. Select settings for Sort By and the Limit By settings for new or modified
templates.

Use the table below to guide you in your selections.

Limit By Limits the information that the system prints by
selecting specific identifying characteristics or a range
of identifying characteristics. Limit By information
may be set for: Warehouse, Vendor, and Past PO.
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You can select:

Select to display the Selection dialog box so you can set a range for the
highlighted Limit By option.

Filter to display the Filter Manager dialog box so you can select filter
parameters for the highlighted Limit By option.

Profile to display the settings from your user profile for the highlighted Limit
By option.

No Limit to reset the Limit By options to All for the selected option.

In the Options section of the form, indicate the cutoff date for removing past
POs. Available Include choices are:

In the Cutoff Date field, select or enter a for the system to use when searching
for past purchase orders to remove.

The cutoff date defaults to End of Last Period, which means all past invoices
with a date up to and including the last period end date will be removed.

Select the Run in Background checkbox to run this update in the background
while you continue working in the foreground.

The information for the report and update is complete. Now, you can select:

OK to save the current settings as a template. When you select OK, the
system displays a dialog box where you can name your template.

Setup to access the Print Setup dialog box where you can change the print
or update settings as described in the TakeStock Basics manual. These
settings determine where the report prints and whether the report is a
print, an update, or both.

Update to update the removal of past POs. Note: The update cannot be
run from the Settings dialog box. You must choose the OK button to save
your selections to a new or existing template, and then run the update
from the Template-Saved Settings dialog box..

Cancel to print nothing and exit without saving your selections.

Help to access the online Help for this screen.
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How to Close a PO Period (Overview)

To close a period in Purchase Orders, follow these steps in the order given:

1. Complete all PO receipts. Run the Receipts Register and print and update the
last register for the period.

2. Complete all invoices using AP Invoice Entry. Then, run the AP Document
Register to post the open payable transactions to Accounts Payable where they
will be tracked for payment then print and update the last register for the
period.

3. Print and update the Uninvoiced Receipts Report to obtain a report of items on
purchase orders that have been received but not yet invoiced.

4. Print the PO Receipts Discrepancy Report to obtain a report of the discrepancies
between received item quantities and costs and invoiced item quantities and
costs.

5. In General Ledger, perform the End of Period Close for the PO Module. This will
update PO for the current period and set processing to begin the next period.

6. Run Past PO Removal and remove past purchase orders that have been
completely invoiced by the vendor, and remove all records associated with the
past purchase order. You can remove past purchase orders at the end of each
period or more often if necessary.
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9

PO Terminology

The list below provides summary information on terms used in the TakeStock Purchase
Orders module.

10 cpi
10 characters per inch. 10 cpi is considered standard print.
17 cpi
17 characters per inch. 17 cpi is considered compressed print.
Available Quantity
An item’s available quantity is the On Hand quantity - Committed quantity.
Average Usage

The average usage for each item is the sum of the usage of the periods displayed
divided by the number of periods displayed.

Backorder

A purchase order document, which contains open items that were not received on the
original shipment. The items on the document are backordered.

Continuous Form

Multiple forms attached one after another with perforations on the sides to allow for a
continuous stream of forms through the printer.

Cost Discrepancy
The difference between the received and invoiced cost of an item.
Discrepancy

A difference in either the quantity or cost between what was actually received and
what was stated on the invoice.

Direct Shipment

A delivery of goods from the vendor directly to the customer. In this type of shipment,
the merchandise never goes into inventory.
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EDI

Electronic Data Interchange, which provides TakeStock users with the capability to
send and receive EDI purchase orders, invoices, and debit/credit memos with a
minimum of user intervention.

EOP
End of Period
FOB

Free on board indicates at what point freight is charged. If FOB is destination, the
seller bears the freight cost. If FOB is shipping point, the buyer bears the freight cost.

Footer

The portion of the purchase order below the body. The purchase order memo,
authorized signature and PO totals are in the footer of the purchase order.

Freight
The amount it costs for a carrier to deliver a package from point A to point B.
General Backorder

An item that has been backordered on a sales order or warehouse transfer. When
backordered, no reservation was made for that item on any incoming transfer or
purchase order.

Initiating Warehouse

The warehouse that enters a direct shipment purchase order is the initiating
warehouse. The items will never affect warehouse quantities or figures in the initiating
warehouse.

Interchange Item

The interchange number is used to access or identify item numbers in the inventory.
The interchange item number may act as a “lookup” which when entered into the
system, retrieves the actual item number which the interchange item represents. It is
used throughout Inventory Management, Purchase Orders and Sales Orders when
entering an item.

Invoice
The actual bill received from the vendor for goods shipped and delivered.
Laser Form
A form that is a single sheet that will process through a laser printer.
Last Cost

The cost on the most recent purchase order for an item/warehouse/vendor
combination. If the item/warehouse/vendor combination does not exist, the cost on
the most recent purchase order for the item/warehouse combination.
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Lead Time

The lead time is calculated from the date the purchase order is placed to the (first)
receipt date. Each vendor/item number has a calculated lead time.

Lot Item

An item which when received or sold must be assigned a lot number per unit. Multiple
units may be assigned to the same lot.

Manual Cost
A cost entered and maintained by the user.
Non-Reservation

Stock that has not been reserved. However, the item is on backorder and is waiting to
be filled by stock when it is received although the stock was not reserved.

Non PO Receipt
A receipt of goods when a purchase order was not previously issued.
Open Stock

Stock to be purchased (suggested purchase amount) that is currently due to come into
the warehouse as available to anyone who needs it (unreserved).

Past POs

Purchase orders which have been completely received and are no longer open or
backordered purchase orders.

PO
Purchase Order
PO Receipt

A receipt of goods against an existing purchase order. There can be multiple receipts of
a given purchase order until all items are received in full.

Primary Vendor
The vendor assigned to the item in the Item Maint.
Promise Date

The date the vendor indicated the merchandise on a purchase order would arrive at
your warehouse (received).

Purchase Orders (POs)

These are requests to vendors for purchases of items and their quantities that are
needed to meet replenishment needs or special orders.
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Quantity Discrepancy

The difference between the received and invoiced quantity of an item. These
discrepancies must be dealt with manually.

Receipt

When an item has been received but not yet updated. When an item is received, you
must determine whether the receipt should be updated immediately or updated later
by the Receipt Register. Once updated, the receipt becomes a past receipt.

Receipt Date

The date the merchandise is delivered to your warehouse.
Request Date

The date you request that the merchandise be delivered to your warehouse.
Reservations

Reservations against purchase orders or warehouse transfers. For example, a sales
order with 10 backordered may have a reservation against a suggested purchase order
quantity of 50. This means that 40 of the purchase order quantity is open stock and 10
are reserved to fill the backorder.

Reserved Stock

Stock to be purchased that is currently reserved by one or more sales orders or
warehouse transfers to be allocated when it is received into the warehouse.

Return PO

A negative PO; a return of goods to the vendor where the quantities “received” are
negative.

Serial Iltem
An item which when received or sold must be assigned a serial number per unit.
Ship From

Vendor’s address that prints on the purchase order as the address where orders are
shipped from the vendor.

Ship Via
The carrier for the freight. The method of transportation for the purchase order.
Special Order Stock

Stock to be purchased (suggested purchase amount) that is currently tied specifically
to a sales order line or to a transfer line in order to fill that line when the item is
received into the warehouse. Special Order Stock is a type of reserved stock where
the special order amount is added to the order quantity as opposed to just being
reserved against the order quantity.
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Special Order Tie

A reservation that was entered and the reserved quantity is added to the purchase
order quantity instead of reserving stock that was already expected.

Suggested PO

A purchase order that has been suggested and created by the Replenishment Report,
by a sales order or warehouse transfer special tie, or entered manually by a user.

Supply Items

Items which are not for stock or resale, but to be used internally by the company. In
the USA these items are usually taxable.

Surplus Exception

An option that is set by warehouse and item. This option determines whether any
surplus for the given item is an exception, i.e., not really considered surplus perhaps
because of the purchasing circumstances of the item. For example, the vendor may
have been offering a special on the item and you purchased surplus of the item in
order to take advantage of the special. Therefore, this item’s surplus is considered an
exception (not really surplus) and is not eligible to be sent back to the vendor as part
of the Vendor Returns Report. The option may be set to permanent, temporary or no.
Temporary indicates that the current supply of surplus is an exception and may not be
sent back to the vendor until the current supply runs out (checked during the IM End
of Period Update). Permanent indicates that if there is surplus of the item, it is never
eligible to be sent back to the vendor. No indicates that it is not an exception and is
eligible to be sent back to the vendor.

Surplus Stock (Min/Max)

Available minus Maximum Stock (minimum of zero)
Surplus Stock (Order Point/Line Point ltems)

Available minus (Order Qty + Line Point) (minimum of zero)
Tax Code

A means of combining tax entities for calculating sales tax.
Tax Entity

A geographical area which charges a sales tax. For example, Atlanta, Fulton County
and Georgia are tax entities that can be combined into one tax code.

Terms Code

Terms codes calculate a document’s due date, discount and discount due date based
on the document date.

Transaction Code

A 3-character code used to identify the transaction source in the GL module. The
transaction codes for the PO module are:
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Code Reaqister
POR Receipt Register
POI Invoice Receipt Register

Uninvoiced Receipts
Any receipts of items for which an invoice has not been created.
Usage Rate

The rate of usage for a stocked item in a period. Usage rates form the basis for
replenishment control calculations.

Vendor Return

A negative purchase order generated indicating that merchandise is to be returned to
the vendor.

\
Vendor Item
Warehouse Shipment

The shipment of goods to one of your warehouses. The merchandise purchase is
delivered from the vendor, stocked in your inventory, and is shipped to a customer
from your warehouse.
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