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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: 

 

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

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

• Click the appropriate module menu button. 

• 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 

EI EDI InterLink MC Manufacturing Control 

PD Personal Digital Assistant 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  

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 
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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 each  
 major sub-menu 

A discussion of the sub-modules included in 
Manufacturing Control, includes an overview of the 
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:   

 HINT:   

Indicates important information or a note 
about a specific step or process. 

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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1 Introduction 
 

Sales Orders Introduction 
The TakeStock® Sales Orders (SO) module provides efficient order processing and 
invoicing with complete audit trails and optional posting to the General Ledger.  
General Ledger interaction can be automatic, and the GL posting tables provide 
great flexibility.  The Sales Orders module also interacts with Accounts Receivable 
(accounts are updated with open invoices), Inventory Management (depending on 
the document type and whether items entered on sales documents are committed, 
backordered, or sold), and Purchase Orders (direct shipments and reserved 
backorders automatically post transactions to Suggested PO Entry).  The system is 
designed so that all transactions produce a printed audit trail.  This gives you the 
security of knowing that all information is traceable throughout the system. 

Chapter Contents  
Sales Orders Introduction ............................................................1 

SO Basic Process Flow................................................................................... 3 
Reference Information..................................................................................... 4 
Programs for Quotes ....................................................................................... 4 
Programs for Sales Orders.............................................................................. 4 
Programs for Blanket Orders........................................................................... 5 
Programs for Invoices...................................................................................... 6 
Programs for MSDS ........................................................................................ 7 
Programs for Rebates ..................................................................................... 7 
Programs for Inquiries ..................................................................................... 8 
Programs for Reports ...................................................................................... 8 
Programs for Maintenances .......................................................................... 10 
Programs for End of Period........................................................................... 11 
Policies and Setup......................................................................................... 12 

TakeStock Sales Orders Tax Processing............................................... 19 
 

Sales Orders includes 10 sub-modules: 

Quotes  
Quotes allows you to enter, correct, print, and 
remove quotes in the system.  

 Sales Orders  
Sales Orders allows you to enter, correct, place on 
hold, and print sales documents. 

 Blanket 
Orders  

Blanket Orders allows you to accept and handle 
orders where the customer requires receipt of 
multiple shipments at specified future ship dates. 

 Invoices  
Invoices allows you to confirm the items shipped 
on sales orders and to enter direct invoices, credit 
memos, counter sales, and miscellaneous invoices.  
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You can also print invoice documents; print the 
Daily Sales Register; run the Route Release Update 
and Post Invoices to SA. 

  MSDS  
MSDS allows you to easily manage MSDS 
documentation as a safety measure for handling 
potentially hazardous items, and to comply with 
OSHA regulations regarding the communication of 
hazardous material handling.    

 Rebates  
The Rebates menu allows you to track multiple 
rebates between distributors and manufacturers. 

 Inquiries  
Inquiries provides you with programs that search 
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  
Reports provides you with programs that allow you 
to review and print sales information with options 
for print order and report content.  

Maintenances  
Maintenances offers programs to select controls 
that tailor sales orders for the way your company 
does business and to set up and maintain 
information for processing sales activities. 

 End of 
Period  

The End of Period menu contains programs, which 
should be run at the end of each sales orders 
period in order to close it correctly. 
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SO Basic Process Flow 
The primary purpose of the Sales Orders module is to provide efficient order 
processing and invoicing with complete audit trails and optional posting to the 
General Ledger.  To accomplish this goal, follow these simple steps.  

1. Complete the reference information listed in the Policies and Setup section. 

2. In TakeStock, there are many different types of sales order documents.  Each 
sales order document has a slightly different process flow through the system.  
The diagram below depicts the general process flow for all types of sales order 
documents.  Refer to each sub-module for detailed process flow information. 

Quotes Recurring Documents  Future Orders  Blanket Orders 

 

     Sales Orders 
 

 
                   Invoices 

 

 
End of Period 
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Reference Information 
Each program in the TakeStock Sales Orders module is listed by sub-module or 
category.   

Programs for Quotes 
Use this form: To do this: 

Quote Entry  Enter a quote for a particular 
customer along with the items and 
prices being quoted. 

Quote Print  Print or reprint 1 or more quotes. 

Programs for Sales Orders 
Use this form: To do this: 

Sales Order Entry Enter or change sales order 
documents. 

Pick Ticket Print Print or reprint one or more pick 
tickets for selected warehouses. 

Bill of Lading Print Using the Bill of Lading Print 
program, you can print and reprint 
Bill of Lading (BOL) documents for 
selected shipments.  The program 
uses a preprinted laser form, 
defined on the Forms view of SO 
Control Maintenance. 

Acknowledgement 
Print 

Using the Acknowledgment Print 
screen, you can print or reprint 
one or more sales order 
acknowledgements, including 
pricing information, for customers. 

Credit Card 
Review   

 

Use Credit Card Review to manage 
credit card transaction exceptions 
for the PayPal integration of the 
Credit card InterLink.   

Hold Review Use the Hold Review program to 
view documents on hold (one or 
more valid holds), documents not 
on hold (no valid holds), 
documents that have been 
completely reviewed (but still on 
hold), documents that are not 
completely reviewed (at least one 
not Reviewed hold) or all open 
documents. 

 

Copyright © 1996-2000 Software 
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Use this form: To do this: 
Solutions, Inc 

Auto Commit 
Backorders 

Update sales orders that have 
backordered quantities with item 
quantities that have become 
available since the order was 
entered. 

Item Shipment 
Approval 

Release lines that are on hold and 
view rejected and on hold lines by 
item or by document if you are 
using multiple warehouses on an 
order. 

Document Release Release blanket orders, future 
orders, and/or recurring orders 
based on a release date, print a 
report of the released documents, 
and optionally create sales orders 
for the released documents. 

Future Order 
Entry 

Enter or change orders that are not 
to be committed until the 
customer’s request for a future 
receipt date approaches. 

Future Order 
Acknowledgment 

Print or reprint one or more future 
orders. 

Recurring 
Document Entry 

Set up any invoices that need to 
be sent on a recurring basis. You 
can set up the document once and 
then automatically post it as a 
sales order on a recurring basis 
until the designated cutoff date. 

Print Shopping 
Cart Orders 

Print shopping cart order lines 
submitted via the Internet.  You 
can also remove shopping cart 
lines older than a cutoff date. 

Update Internet 
Orders 

Print orders submitted via the Internet 
and converts them into permanent, 
open sales orders. 

Programs for Blanket Orders 
Use this form: To do this: 

Blanket Order 
Entry  

Enter orders for future release when 
they will become sales orders, and 
commit item quantities for a 
customer. 

Blanket Order 
Print  

Print or reprint one or more blanket 
orders.  

Document Release blanket orders, future 
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Use this form: To do this: 
Release  orders, and/or recurring orders 

based on a release date, print a 
report of the released documents, 
and optionally create sales orders 
for the released documents.  

Blanket Order 
Removal  

Remove past blanket orders that 
have been completely released. 

Programs for Invoices 
Use this form: To do this: 

Confirmation 
Entry  

Confirm the items that have been 
shipped and the items that have 
been backordered for a sales order.   

Direct Invoice 
Entry  

Enter a direct invoice for an order 
that does not require confirmation, 
or view or edit an existing direct 
invoice or confirmed invoice.   

Credit Memo 
Entry  

Enter, change, or delete a credit 
memo for a customer.  Credit 
Memos record the return of 
merchandise or a credit allowance 
against a customer account.   

Miscellaneous 
Invoice Entry  

Enter a miscellaneous invoice that 
contains no line item detail.  You 
can use this program to enter add-
on charges or taxes for an invoice.  

Invoice/Credit 
Memo Print  

Print or reprint one or more invoices 
and credit memos. 

Counter Sale 
Entry  

Enter a counter sale (similar to a 
point-of-sale) for a walk-in 
customer who takes the 
merchandise with them.  You can 
print an invoice for the customer to 
take as a sales receipt.   

Counter Sale 
Print  

Print or reprint one or more counter 
sale invoices. 

Route Release 
Update  

Release invoices that include a 
route for processing by the Daily 
Sales Register.  This update is 
necessary only if you select the Use 
Routes option in SO Control Maint.—
Options view.   

Daily Sales 
Register  

Print a sales register of all invoices, 
miscellaneous invoices, direct 
invoices, credit memos, deposits 
and counter sales.  
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Use this form: To do this: 

Post Invoices to 
SA  

Post unposted invoices that were 
updated by the Daily Sales Register 
to the Sales Analysis history tables.   

Counter Sale 
Import  

 

Import the counter sale flat file and 
perform automatic corrections for 
certain fields including those set by 
the trading partner. 

Programs for MSDS 

MSDS ID 
Maintenance  

Using this program, you can maintain the 
MSDS information in TakeStock for use in 
locating and reporting on MSDSs and their 
properties.   

MSDS History 
Maintenance  

Using this program, you can enter and 
maintain MSDS history information in 
TakeStock for use in the record-keeping of 
which customers received which MSDSs and 
at which revision, and reporting on these 
records. 

MSDS Listing  Using the MSDS Listing program, you can 
print a listing of MSDS ID that are being maintained 
in the MSDS ID maintenance within TakeStock.  

MSDS On 
Demand 
Report  

Using the MSDS On Demand Report 
program, you can print a list of MSDS 
associated with items on SO documents.  
Optionally, the can invoke Word to print the 
actual MSDS stored on line. 

Programs for Rebates 
Use this form: To do this: 

Rebate 
Report/Update  

Run the Rebate Report/Update you 
are ready to set up a rebate vendor’s 
debit memo based on the rebate 
amounts due for shipped, rebate-able 
lines. 

Rebate History 
Report  

The Rebate History Report provides a 
listing of rebate transactions, the AP debit 
document generated for the Rebate 
Vendor and whether or not the debit memo 
is open or closed for that Vendor. 

Rebate 
Listing/Removal  

The Rebate Listing/Removal program 
prints rebates and pertinent 
information relating to the rebate and 
optionally removes expired rebates 
based on an expiration cutoff date 
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Use this form: To do this: 
that you enter. 

Rebate Contract 
Maintenance  

Use Rebate Contract Maintenance to 
set up the rules in processing rebate 
contracts. 

Programs for Inquiries 
Use this form: To do this: 

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

Customer Inquiry View information about a customer, 
such as open payment history, 
outstanding balance, and payment 
terms. 

SO Document 
Inquiry  

Display detailed information about 
sales order and receivables 
documents. 

Price Inquiry  Select customer, item and 
warehouse combinations for inquiry, 
enter a quantity for quantity 
discount inquiry, or enter a target 
gross margin for inquiry. 

Parent Inquiry Display BOM, stock status, and cost 
and pricing information about 
parent items and their multi-level 
components. 

Where Used 
Inquiry 

Display information about where a 
component item is used.  You can 
display all the parent item bills of 
material (BOMs) that contain the 
component item or all current 
production tickets that contain the 
component item.   

Programs for Reports 
Use this form: To do this: 

Order Status 
Report 

Print a report of all open orders 
and/or backorders currently in the 
sales processing cycle.  

Order Booking 
Report 

Print and optionally remove order 
booking information created when 
you create or change a sales order 
document.  

Daily Shipping 
Report 

Print a report of sales orders and 
backorders that have requested 
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Use this form: To do this: 
ship dates between the dates 
selected.  

Unbilled Freight 
Report 

Print a report of the unbilled freight 
that needs to be billed manually.   

Direct 
Ship/Nonstock 
Report 

Print a report of documents in the 
sales order processing cycle that 
contain direct shipments or non-
stocked items.  

Deposit Listing Print a listing of deposits made 
against open sales orders.   

Parent BOM 
Listing  

Print a list of parent bill of materials 
items.   

Lost Sales Report Print a report of items with recorded 
lost sales.  This program also 
optionally removes any lost sales 
included on the report 

Returns Report Print a report of all items returned, 
as well as the returns code for each 
returned item.  

Route Recap 
Report 

Print a list of invoices by route for 
organizing deliveries.   

Customer Price 
List 

Print a list of the lowest prices for 
each item for the selected 
customer.   

Quote Listing Print a list of quotes and optionally 
remove the quotes after printing.   

Blanket Order 
Report 

Print information on open or past 
blanket orders in three print 
formats: summary, overview, and 
release.   

Recurring 
Document Listing 

Print a list of recurring documents.   

Overdue Orders 
Report  

Print a list of overdue orders.   

Detailed Invoice 
Item Analysis 

Prints a listing of the TakeStock 
Past Invoice tables.  These are 
postings from the Daily Sales 
Register. 

Order Booking 
Item Analysis 

Prints a listing of the TakeStock 
Order Booking tables.  These are 
postings from the Sales Orders 
Entry and Direct Invoice Entry 
programs. 
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Use this form: To do this: 

MR Past Activity The MR Past Activity program allows 
you to print a listing of 
manufacturing representative 
invoices.   

MR Item Past 
Activity 

The MR Item Past Activity program 
allows you to print a list of items 
sold on MR documents. 

Document Holds 
Report 

The SO Document Holds Report 
allows you to print documents with 
item detail that are On hold, 
Reviewed only, Not reviewed only, 
Previously held, but released 
statuses. 

Programs for Maintenances 
Use this form: To do this: 

Selection 
Group 
Maintenance 

Enter and maintain selection group 
header and line information, and 
create selection groups.   

Parent BOM 
Maintenance 

Set up parent item bills of material for 
production or kitting.   

Past Sales 
Maint.  

Maintain the past three sales for each 
customer/item combination.   

Lost Sales 
Maint. 

Maintain lost sales records to track 
the amount of lost sales and the 
reasons why the sales were lost.   

Unbilled 
Freight Maint. 

 

Maintain unbilled freight records that 
are created by the Daily Sales 
Register for invoices that have their 
freight code set to Bill Later.   

Phantom Item 
Maint.  

Maintain phantom items, which you 
can use in order entry programs to 
easily create multiple line items for 
commonly grouped items.   

Ship Via 
Maint. 

Maintain Ship Via records, which are 
used to designate the method of 
shipment for merchandise on sales 
orders.   

Route Maint. Maintain delivery routes that are 
assigned to customer records.   

Returns Code 
Maint. 

Maintain return codes that are 
assigned to items during Credit Memo 
Entry to determine the type of item 
return being made and the GL posting 
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Use this form: To do this: 
account to use for the return.   

Lost Sales 
Reason Code 
Maint. 

Maintain lost sales reason codes that 
you can assign to lost sales in order 
entry to track the reasons why sales 
are lost.   

Counter Sale 
Import  

Import the counter sale flat file and 
perform automatic corrections for 
certain fields including those set by 
the trading partner. 

Field 
Translation 
Maintenance  

Set up field translation to take place 
during file import to, or export from, 
TakeStock. 

SO Control 
Maint. 

Enter processing controls for the 
overall behavior of Sales Orders and 
the other modules to which it 
interfaces.   

Programs for End of Period 
Use this form: To do this: 

Sales Register 
History Report  

Print a recap of all the Daily Sales 
Registers run for the period.  After 
the report prints, you have the 
option to remove the sales register 
information from the system. 

Past Sales 
Removal  

Remove past sales from the current 
period; this program does not 
produce a printed report and has 
update only capabilities. 

Past Invoice 
Removal 

The SO Past Invoice Removal 
program purges past invoice 
information based on the cut-off 
period you select.  The selected 
period must be a valid period in GL 
Accounting Period Maintenance.   
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Policies and Setup 
Before you can use the Sales Orders module, you must complete the policy setup 
in other TakeStock modules.  The following policies affect the way the SO module 
functions and the way you can process parent items, specifically kitted 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. 

AR  Maintenances Setup  AR Control Maint Cred Chk view 

• Determine what action to take if credit check fails. 

AR Maintenances  Customer Maint Codes view 

• Determine the price class to use when calculating prices. 

• Establish the default Salesperson. 

AR Maintenances Customer Maint  Invoicing view 

• Determine if commission % or “No Priority for the customer. 

• Determine if backorder entry is to be allowed. 

• Establish the default Ship Via. 

• Establish the default Ship To. 

• Establish the default Route and Route Stop # 

• Determine if PO number is required during entry of a document. 

AR  Maintenances Customer Maint Taxes view 

• Determine if customer is resale for calculating taxes. 

• Determine the tax code for customer. 

• Establish the default Tax Code for the Ship To. 

• Determine if customer is resale or not for tax calculation for the Ship 
To. 

AR Maintenances Customer Maint EDI view 

• Set up EDI processing parameters. 

AR Maintenances Ship To Maint Invoicing view 

• Establish the default Ship Via for the Ship To. 

• Establish the default Route and Route Stop # for the Ship To. 

• Establish the default Salesperson for the Ship To. 
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• Indicate whether partial shipments are allowed when confirming 
orders or backorders. 

AR  Maintenances Setup  Salesperson Maint 

• Set up the salesperson commission information. 

IM  Maintenances Setup IM Control Maint General view 

• Determine type of item (supply, nonstock, serial/lot, parent). 

• Determine if inventory is to be updated for this item. 

• Determine if item is active. 

• Determine if item is taxable. 

• Determine if this is a miscellaneous sales item. 

• Determine if users can over commit inventory. 

• Determine if users can sell more than on hand (allow negative on 
hand). 

IM Maintenances Setup IM Control Maint Price view 

• Set up the descriptions for price levels. 

• Determine how prices are calculated if based on a markup of cost. 

IM  Maintenances Setup IM Control Maint Cost view 

• Determine the cost method used by the system. 

• Determine the method for cost factoring used by the system. 

• Determine the method for assigning the Kitting/Production price by 
cost rollup. 

IM Maintenances Setup Warehouse Maint Bins view 

• Indicate if multiple bins will be used for a warehouse. 

IM  Maintenances Setup Warehouse Maint. Orders view 

• Determine if multi-warehouse orders will be allowed. 

• Determine if warehouse and direct shipments will be allowed on the 
same document. 

• Set up the authorization password for warehouse shipping security. 

• Set up the security for groups that can initiate shipments and ship 
from warehouse. 

IM Maintenances Setup Warehouse Maint Controls view 
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• Determine the alternate pricing warehouse. 

• Set up the customer number to use for cash customer. 

IM  Maintenances Warehouse/Item Maint. General view 

• Determine if multi-bins will be allowed. 

• Determine if outside commits will be allowed at all, or only with 
approval. 

• Indicate if non-stock item. 

• Indicate if each item in each warehouse is used to calculate surplus 
stock. 

MC Maintenances Selection Group Maintenance  

• Enter and maintain selection group header and line information and 
create selection groups. 

MC Maintenances Parent BOM Maintenance General view 

• Indicate parent item options. 

MC Maintenances Parent BOM Maintenance Component view 

• Setup the items and quantities and/or selection groups that compose 
the parent item BOM. 

MC Maintenances Parent BOM Maintenance Add Ons view 

• Setup both the standard and optional add-on costs for the parent 
item BOM. 

MC Maintenances Parent BOM Maintenance Production view 

• Setup the options related only to produced parent items. 

MC Maintenances Parent BOM Maintenance Kitting view 

• Setup the options related only to kitted parent items. 

SM Maintenances Internet User Maintenance  

• Set up control information for the Internet InterLink and create and 
maintain parameters for the information that you want Internet users to 
see. 

SM Maintenances Setup System Control Authorization dialog box 

• Establish authorization to use the Internet InterLink on your system. 

• Establish authorization to use the Shipping InterLink on your system. 

SM Maintenances AddOn Maint General view 

• Determine if company is taxable. 
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• Indicate if default charges are a dollar amount or percentage. 

• Indicate if normal charges are debits or credits. 

• Establish minimum and maximum dollar charges for the Add On. 

• Establish minimum and maximum percentages that can be entered. 

• Establish the default amount, whether dollar or percentage is used. 

• Indicate tax class if taxable. 

SM  Maintenances Setup Company Maint Options view 

• Set up the commission priority. 

• Establish the standard weight UM for totaling weight on documents. 

• Determine the basis on which to calculate GM%. 

• Set up the password to allow editing a document that is in use. 

SO Maintenances Setup SO Control Maint SO Lines view 

• Determine if tax will be charged. 

• Determine if cost overrides will be allowed. 

• Determine if commission percent change in line item detail will be 
allowed. 

• Determine if override of taxes will be allowed. 

• Determine if override of default GL table will be allowed. 

• Determine if backorders will be allowed.  If not allowed, you will not 
be able to enter backorder quantities. 

• Determine if you will have the ability to enter serial/lots during Sales 
Order entry. 

• Establish the default cost method to use for setting the SA cost. 

SO Maintenances Setup SO Control Maint Documents view 

• Establish the default credit memo terms to use for all credit memos. 

• Indicate the default Add On code to be used for freight. 

• Determine the second and inside salespersons to use if split 
commissions are allowed. 

• Determine the number of days prior to the request date that a pick 
ticket is automatically printed.  This entry is also used to determine 
the lead-time for blanket orders and future orders to be converted 
and posted. 
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SO Maintenances Setup SO Control Maint Options view 

• Determine if multi warehouse shipment documents will be allowed. 

• For multi warehouse documents, determine if price is based on the 
initiating or shipping warehouse. 

• Determine if order booking will be used. 

• Determine if you will use lost sales posting. 

• Determine if you will store past sales, and whether you will store past 
sales by customer.  If you do not choose this option, The past sales 
inquiry information will not be available. 

• Determine if you will allow the system to create POs for direct 
shipments. 

• Determine whether to use the Sales Register History Report. 

SO  Maintenances Setup SO Control Maint Pricing view 

• Establish the maximum line discount allowed before the system will 
issue a warning. 

• Establish the hierarchy for selecting the default price. 

• Establish the minimum and maximum GM% allowed before the 
system issues a warning. 

• Determine if cost can be selected as basis when calculating a selling 
price. 

• Determine if a password is required for price overrides. 

• Set up the password used to allow override of default price. 

• Determine the maximum price change percentage that can be 
entered. 

• Determine the maximum allowable line item discount percentage that 
can be entered. 

SO Maintenances Setup SO Control Maint Margin 

• Determine if the GM% will be displayed during document entry. 

• Determine the basis to use when changing prices to meet a target 
GM%. 

• Determine if the gross margin calculation is based on price or cost. 

SO Maintenances Setup SO Control Maint Forms 

• Establish parameters for different types of Sales Orders forms. 

SO Maintenances Setup SO Control Maint Printing 
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• Indicate whether to print blanks line unallocated serial/lot number 
items. 

• Indicate whether to print ordered or committed quantities, or both on 
pick tickets. 

SO Maintenances Setup SO Control Maint POS 

• Establish point-of-sale parameters for Sales Orders. 

SO  Maintenances Setup SO Control Maint Registers 

• Indicate whether you run registers by branch for Sales Orders. 

SO Maintenances Setup SO Control Maint Shipping 

• Establish parameters for importing freight in Sales Orders. 

SO Maintenances Setup Counter Sale Import Maintenance 

• Establish parameters for importing counter sales in Sales Orders. 

SO Maintenances Setup Field Translation Maintenance 

• Set up field translation to take place during file import to, or export 
from, TakeStock Sales Orders. 

SO Maintenances Setup Returns Code Maint 

• Determine Return Type:  return to stock or an allowance. 

SO Maintenances Setup Ship Via Maint 

• Determine if a route is required when using the Ship Via. 

• Set up Clippership carrier codes for the Shipping InterLink or the 
Shipping for UPS feature 

• Indicate whether the Ship Via code is exported to Clippership. 

• Indicate whether the system should suppress warnings during sales 
order confirmation if the ship via code changes during processing. 

Credit Card Setup 

SM Maintenances Setup Company Maintenance Options view 

• TakeStock offers two credit card integrations, but only supports one credit 
card integration at a time.  You can choose to integrate with IC Verify or 
PayPal, but not both.   

SM Maintenances Setup Credit Card Control  

• Setting parameters for the selected credit card integration method at the 
company level on the General View .   

• Use the "IC-Verify " or "PayPal ",view, depending on the credit card 
integration method selected in the Credit Card Integration field on the 
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Options screen of Company Maintenance.  Each screen is used to enter 
specific integration information. 

SM Maintenances Setup Add On Maintenance  General View 

• Use the PayPal Freight checkbox to indicate whether the add-on is freight 
for PayPal.  PayPal Processing Note:  When freight amounts are to be sent 
to PayPal, all add ons on a sales order that are flagged as PayPal freight 
are totaled and sent. Although SO Control maintenance contains an entry 
for a single freight add on, you can have more than one freight add on for 
credit card purposes.  The PayPal Freight checkbox is only for PayPal 
purposes and does not operate in the same manner as the Freight Add On 
from SO Control Maintenance. 

SM Maintenances Setup Payment Code Maintenance  PayPal View 

• Use the PayPal view of Payment Code Maintenance to determine what 
information is to be sent with a credit card transaction (i.e.: address, 
freight amount, order date, etc.)  Each of the checkboxes on this tab 
represents additional data that may be sent to PayPal  Note: IC Verify uses 
a checkbox on the General tab labeled Require Card Security Code.  The 
PayPal integration will honor this flag as well. 
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TakeStock Sales Orders Tax Processing 
For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  The tax calculation program is fed a number of parameters and returns 
a set of rates, tax amounts and/or taxable amounts.  The tax calculation program 
requires information about tax codes, entities, rates and classes that are stored in 
a number of database tables.  These calculations are used to determine the 
taxable amounts for each line item and addon. The taxable amounts stored in the 
line item and addon records are used by the new program to determine the actual 
tax calculations for the document tax records. 

TakeStock uses a unique hierarchy of codes, entities, rates and classes to 
calculate taxes which may or may not affect third party tax integration. A number 
of factors affect whether and how TakeStock calculates taxes in these three areas 
including whether or not the items will be used for resale, whether or not the 
customer has a tax exempt status, whether or not the item(s) in the order are 
taxable.  Other factors also come into play including document and line level tax 
limits (for example). 

The one exception to the use of a central tax calculation program is the Pick Ticket 
Print program when a pick ticket is used that prints prices and extensions. The 
Pick Ticket Print program recalculates the taxes based on what is printed on the 
pick ticket. The same tax calculation concept is used in the Pick Ticket Print as is 
used in the central tax calculation program. 

Tax Calculation Hierarchy  

The codes, entities, rates and classes to calculate taxes are illustrated below in 
what an example tax-specific entity relationship. 
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Definitions 

The codes, entities, rates and classes used to calculate taxes and the program 
locations where these settings are entered are defined in this section.    

Countries - Countries are maintained in SM Maintenances Setup Country 
Maintenance.  Countries may have up to 5 designated tax levels.  In the 
development environment the "USA" country has the following tax levels: Level 1 
= Federal, Level 2 = State, Level 3 = County, Level 4 = City and Level 5 = 
Option. 

Tax Entities – Tax Entities are maintained in SM Taxes Tax Entity Maintenance. 
Entities are defined as individual tax authorities specific to a Country and Tax 
Level.  Each country may have a number of Entities for each tax level.  For 
example, the Country "USA" may have a "Lawrenceville" Entity for level 4 and 
another level 4 Entity called "Phoenix". 

Tax Codes – Tax Codes are maintained in SM Taxes Tax Code Maintenance. 
Tax Codes are a specific grouping of Tax Entities underneath a specific Country.  
For example Country "USA" may have a Tax Code of "Duluth, GA" where the Level 
1 Entity is Federal, the Level 2 Entity is Georgia, the Level 3 Entity is Gwinnett and 
the Level 4 Entity is Duluth.  Important: Customer and ShipTo records are 
assigned a Tax Code in their respective maintenance programs. 

Important: Temporary Ship To’s are assigned a Tax Code when they are created 
in SO Entry. 

Tax Classes – Tax Classes are maintained in SM Taxes Tax Class Maintenance. 
Tax Classes are used to help define tax rates for a specific Country and Tax Entity.  
Tax Classes are assigned to addons and items in their respective maintenances. 

Tax Rates – Tax Rates are maintained in SM Taxes Tax Rate Maintenance.  
They link a Country, a Tax Entity and a Tax Class and allow Resale/Not for Resale 
tax rates (and limits) to be assigned.  Tax Rates can be applied to line items or 
the total invoice.  The Tax GL# can also be assigned on this maintenance.   

Tip: Rates can be flagged to include taxes calculated for entities with a higher 
level.  For example, a Tax Rate for a City-level (level 4) entity could be configured 
to charge taxes for the County (level 3) and/or State (level 2) taxes. 

Factors Impacting Tax Calculations 

The details in the section describe the options and settings within TakeStock that 
impact tax calculations.    

Resale vs Non-Resale  

• Customers and ShipTos can be flagged as Resellers through their 
respective maintenances—AR Customer Maintenance and AR Ship-To 
Maintenance.  

• SO Doc Lines can have their Resale flag overridden (defaults to 
Customer or ShipTo value). 
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• Add On Charges that are taxable can have "Tax as Resale" flag set, 
these can not be overridden in SO Entry. 

• Every Tax Rate can have a Resale Percentage and Limit as well as a Not 
for Resale Rate and Limit. 

Tax Exempt 

• Customers and ShipTos can be flagged as Tax Exempt for one or more 
tax entities through their respective maintenances. 

• If the customer or ShipTo is marked as exempt for a given Tax Entity, 
the tax amount will be calculated as zero. 

Taxable 

• Items can be flagged as non-taxable. 

• SO Doc Lines can be flagged as non-taxable (defaults to the item 
setting). 

• Add on charges can be flagged as taxable (can not be changed in so 
entry) 

• If so line’s Taxable flag is not set the line’s tax amount will be zero. 

Line Item & Invoice Limits 

• Items can be flagged as non-taxable. 

• SO Doc Lines can be flagged as non-taxable (defaults to the item 
setting). 

• Add on charges  

• Puts a cap on tax amounts, either at the line or invoice level 

Allow Tax Override 

• Customers and ShipTos can be flagged to allow Tax Overrides in their 
respective maintenances.  If this flag is not set, line and invoice level 
tax information can not be changed in SO Entry. 
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Quotes Introduction  
Use the Quotes menu to enter, correct, print, and remove quotes from TakeStock.  
You can automatically convert a quote into a sales order.  
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Entries for the Quotes menu are: 

Quote 
Entry  

You can enter quotes into the system through Quote 
Entry.  You can see the availability of each item, and 
if multiple warehouses on an order are allowed, you 
may enter items from more than one warehouse.  The 
system displays all pricing values, and you have the 
option to override any prices. 

Quote 
Print  

You can print or re-print quotes using Quote Print.  A 
quote may be revised and reprinted as often as 
needed until the time it is converted to a sales order. 
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Quote Entry 
Using the Quote Entry screen, you can enter a quote for a particular customer 
along with the items and prices being quoted.  Quotes are entered much the same 
as a sales order.  The major differences are:  1) you can enter a quote for a 
customer that is not yet entered into the system, and 2) item quantities are not 
updated for the items entered on the quote. 

The Quote Entry program consists of 3 views: 

Quote Entry Header view  

Quote Entry Items view  

Quote Entry Footer view  

Once the customer accepts the quote, the Convert Quote option from the File 
menu of the Quote Entry—Footer view lets you convert the quote to a sales order.  
From the File menu, you can also choose the Import Quote option to copy an 
existing quote and use it as the basis for creating a new quote. 

Print Security Functionality  

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

NOTE:  Manufacturing Representative functionality operates in any of the entry 
modes in standard TakeStock Sales Orders.  Quotes can be entered as a MR 
document and then be converted to an actual MR Sales Order.  Blanket, Recurring, 
and Future Orders can be entered and then released as actual MR Sales Orders.   

Once an order has been marked as MR document, all the items on the order are 
considered and handled as MR line items.   

As lines are entered on a MR document, the MR commission rate and the 
Salesperson MR commission amount are stored within the SO document.  Both of 
these fields are viewed and editable through the Line Item Detail dialog. 

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Vendor Rebate Processing 

To initiate the Point of Sale Vendor Rebates Tracking Vendor system, you must 
establish a rebate in the system for each vendor rebate agreement. The system 
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stores each rebate by a combination of Rebate Vendor and rebate number and 
warehouse code, rebate costs, and optionally rebate prices for the agreement.  

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line.   The only hierarchy used for determining which rebate contract to use is the 
Rebate number. The system uses the first contract found that meets the criteria. 

If a price was entered in the Rebate Maintenance, this price is pulled into the order 
as the customer price for that item.  If more than one rebate is found, the system 
automatically assigns a rebate to the line.  Rebate pricing is first in the pricing 
hierarchy regardless of pricing hierarchy settings. Each line item on a sales order 
could have up to 3 different costs; the inventory cost, the SA cost, and the rebate 
cost. The inventory cost remains the system cost; the SA cost is either the system 
cost or the rebate cost, as determined by the Use rebate cost as default SA 
cost checkbox in Rebate Maintenance.  The Rebate cost, where one exists, is the 
net cost of the item after the rebate amount is paid to the distributor from the 
vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate-costing information through 
a rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
you have rebate viewing authorization, you can also view the rebate cost and 
rebate number that are pulled in the SO document through the line item detail 
screen.  

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
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sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

Resizing the Screen 

You can resize the screen for programs in the Sales 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. 

Quote Entry Menu Options 
This section presets the standard menu options that are available from most SO 
maintenance programs.  Refer to the menu section of a program for specific menu 
options. 

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 
Confirmation 

Stops the current confirmation that is in 
process.  Once a confirmation is complete 
and saved, it can no longer to stopped.  
This option is available only when you are 
confirming a sales order. 

Convert Quote  Converts the current quote to a sales 
order.  This option is available only at the 
Footer screen for a quote.  Once 
converted, the quote cannot be converted 
again unless you add new line items on 
the quote.  You can then convert the new 
line items to a new sales order. 

Import Quote Imports an existing quote into the current 
quote.  This option is available only in the 
Item window and at the buttons for the 
item list.  When a new customers accepts 
a quote, you will enter a record for the 
customer in TakeStock.  Then, enter a 
new quote with the customer’s record 
number and import the old quote to enter 
the line items and add-ons you quoted to 
the customer.  You may then convert the 
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quote to a sales order. 

Exit Exits the current program. 

Inquiry 

Menu Selection Function 

Customer 
Inquiry 

Opens the Customer Inquiry to display 
customer information. 

Item Inquiry Opens the Item Inquiry to display item 
information. 

Quotes by Item 
Inquiry 

Displays a list of the quotes on which an 
item displays. 

Item 
Interchange 
Inquiry 

Displays a list of interchange number for 
the current item. 

Substitute 
Items 

Displays a list of the substitute items for 
the current item, and optionally select to 
use one of the available substitutes. 

BOM Item 
Inquiry-Actual 

For the selected BOM already added on a 
sales document, displays actual 
component items, order quantities, 
shipped quantities and backordered 
quantities. This inquiry is available only 
after entering and saving a BOM finished 
item. 

Past Sale - Item  Accesses the Past Sales by Item dialog 
box, which displays a list of past invoices 
on which the current item appears. 

Past Sales - 
Customer 

Accesses the Past Sales by Customer 
dialog box, which displays a list of past 
sales for a customer and a specific item. 

Document 
Overview 
Inquiry 

Displays an overview of the line items on 
the current document. 

SO Document 
Inquiry 

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

PO Document 
Inquiry 

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

Menu Selection Function 

Lookup Opens the Lookup for a detail field. 

Document 
Quicksearch 

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

Customer 
QuickSearch 

Opens the Customer QuickSearch to 
quickly locate a customer.  The 
QuickSearch will help you to find a 
customer 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 
will help 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. 

Notes 

Menu Selection Function 

Customer Opens the Notes Manager for the current 
customer. 

Ship To Opens the Notes Manager for the current 
Ship To customer. 

Warehouse Opens the Notes Manager for the current 
warehouse. 

Item Opens the Notes Manager for the current 
item. 

Document 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. 

Detail Line Opens the Notes Manager for the current 
detail line item. 
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Menu Selection Function 

Import 
Customer  

Opens the Import Customer Notes dialog 
box for the current customer.  Use this 
dialog box to import customer notes to 
this parent item 

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

Additional 

Menu Selection Function 

Maintain Maintains records for the available fields 
on this screen. 

Lost Sales Opens the Lost Sales dialog box to record 
lost sales for printing on the Lost Sales 
Report. 

Document 
Options 

Opens the Document Options dialog box 
to change the target GM % for a 
document, change the ship complete 
options, or to set up a document as a 
direct ship only. 

Commissions Opens the Commissions dialog box to 
enter split commissions for a detail line 
item. 

Cash Customer 
Address 

Opens the Address Entry dialog box for 
entering the address of a cash customer. 

Ship To 
Address 

Opens the Address Entry dialog box for 
entering the address of a temporary ship 
to customer. 

Bill to 
Customer  

Opens the Bill to Customer dialog box, 
which is used to select an alternate bill-to 
address than the primary bill-to entered in 
the Customer Maintenance program. 

Gross Margin 
Calc 

Opens the Gross Margin Calculation dialog 
box to calculate new item prices based on 
a target dollar amount or gross margin 
percentage. 

Aggregate 
Discounts 

Opens the Aggregate Discounts dialog box 
to apply aggregate discounts to the items 
on a sales document. 

Price Selection Opens the Price Selection dialog box to 
view and optionally select a price to use 
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Menu Selection Function 

for the current item. 

Item Tax Info Accesses the Sales Tax dialog boxes to 
view or change the sales tax information 
for a line item on a sales document. The 
customer’s record must be set up to allow 
tax overrides or the only sales tax change 
allowed is the tax class. 

Serial/Lot 
Distribution 

Opens the Lot Allocation dialog box or the 
Serial Number Allocation dialog box to 
enter the numbers for the items on the 
sales document. 

Stock 
Reservations-
Out 

Opens the Stock Reservations  dialog box 
to reserve stock that is being sent from 
the shipping warehouse. 

Parent Item 
Options 

Opens the Parent Item Options dialog box 
to choose on which documents the parent 
item prints. 

Phantom Item 
Entry 

Allows you to enter a phantom item and 
quantity on the sales document.  

Turnaround 
Fields 

Available if the EDI function is set in the 
System Control—Authorization dialog box 
in System Management, the customer is 
set up to process EDI, and turnaround 
fields exist for the current document. 
Displays Turnaround Fields - Header if the 
document header is being displayed; 
displays Turnaround Fields - Detail if the 
document details are being displayed. 

Custom Fields-
Header 

Opens the Custom Fields - Header dialog 
box to enter custom fields for the header 
information. 

Custom Fields 
Detail 

Opens the Custom Fields- Detail dialog 
box to enter custom fields for the detail 
line item information. 

Schedules By 
Ship To 

Opens the Schedules by Ship To dialog 
box for entering blanket order schedules 
for a customer. 

Schedules By 
Item 

Open the Schedules by Item dialog box 
for entering blanket order schedules for a 
customer.  This is an alternate way to set 
up blanket item schedules for a blanket  
order. 

Schedule 
Inquiry 

Opens the Schedule Inquiry to display the 
blanket schedules set up for a company. 
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Menu Selection Function 

Manual 
Shipment 
Release 

Manually releases a blanket order as an 
open sales order. 

 

Activity 

Menu Selection Function 

Quote Change to the Quote Entry program. 

Sales Order Change to the Sales Order Entry program. 

Confirmation Change to the Confirmation Entry 
program. 

Direct Invoice Change to the Direct Invoice Entry 
program. 

Credit Memo Change to the Credit Memo Entry 
program. 

Counter Sale Change to the Counter Sale Entry 
program. 

Recurring 
Document 

Change to the Recurring Document Entry 
program. 

Future Order Change to the Future Order Entry 
program. 

Blanket Order Change to the Blanket Order Entry 
program. 

Misc. Inv. Change to the Miscellaneous Invoice Entry 
program. 

Global  

Menu Selection Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used 
programs. 

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

Help 

Menu Selection Function 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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 

How to enter a quote (overview)  

Hints and Examples for Quote Entry  

Hints and Examples for Quote Entry 
The following selections are available from the Additional menu during Quote 
Entry.   

For more information on these options, see the Menu section of this document

Maintain Maintains records for the available 
fields on this screen. 

Lost Sales Opens the Lost Sales dialog box to 
record lost sales for printing on the 
Lost Sales Report. 

Document Options Opens the Document Options 
dialog box to change the target GM 
% for a document, change the ship 
complete options, designate an SO 
document as a manufacturing 
representative document, or to set 
up a document as a direct ship 
only. 

Commissions Opens the Commissions dialog box 
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to enter split commissions for a 
detail line item. 

Gross Margin Calc Opens the Gross Margin Calculation 
dialog box to calculate new item 
prices based on a target dollar 
amount or gross margin 
percentage. 

Aggregate 
Discounts 

Opens the Aggregate Discounts 
dialog box to apply aggregate 
discounts to the items on a sales 
document. 

Custom Fields-
Header 

Opens the Custom Fields - Header 
dialog box to enter custom fields 
for the header information. 

Custom Fields 
Detail 

Opens the Custom Fields- Detail 
dialog box to enter custom fields 
for the detail line item information. 

During quote entry, the following selections are available from the File menu on 
the Quote Entry—Footer view.  

For more information on these options, see the Menu section of this document

Convert Quote Convert a quote to a sales order.  
When you convert a quote for a 
customer that does not allow 
backorders, but there is not 
sufficient quantity to commit, a 
message displays and the quote is 
converted with the backordered 
quantity.  You will want to 
manually adjust the converted 
sales order to remove the 
backordered items for the 
customer. 

Import Quote Import an existing quote into the 
current quote. This allows you to 
easily copy existing quote 
information into another quote. 
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How to enter a quote (overview) 
The following is an overview of the steps involved in the quote entry 
process: 

1. Use Quote Entry to enter or change a quote for a customer, or for 
someone who is not yet a customer. The quote can be converted to a 
sales order automatically when the customer approves the quote. 

2. There are three screens for entering quotes:  Header, Detail, and Footer. 

3. The Header screen is used to enter customer and shipping information. 
From the Header screen, you may enter a specific customer number, or 
select to enter a quote for a cash customer. When you complete the 
header information, choose the Items button to move to the line item 
entry window, or Items screen. 

4. The Items screen is used for entering the detailed item information on the 
quote. For any line item, the Additional menu offers many options to enter 
lost sales, enter a target GM%, select the pricing for the item, apply 
aggregate discounts, view item tax information and enter custom header 
and item detail fields. When all detail lines are complete, choose the 
Footer button to move to the Footer screen. 

5. Use the Footer to review or enter any Add On charges, taxes (You can 
modify the tax class.) or shipping warehouse information for the quote. 
When all Footer information is complete, choose the Done button to end 
the quote.  The system displays the Print Quote dialog box opens that lets 
you choose to print the quote or exit. In either case, the quote is saved, 
and you return to the Header screen to enter another quote or sales 
document or to exit. 
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Quote Entry Header view 
When you access the Quote Entry program, the system displays the Header view.  
The Header window allows you to enter or change a quote for a customer, or for 
someone who is not yet a customer.  The quote can be converted to a sales order 
automatically when the customer approves the quote. 

There are three screens for entering a quote:  Header, Items, and Footer.  When 
you complete the header information, choose the Items button to move to the 
detail line Items entry window. 

 

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. 

Temp Accesses the Address Entry dialog box, 
which is used to enter a temporary address 
for a cash customer, new customer, or 
temporary ship to customer that you have 
not yet added to TakeStock. 

Items Accesses the Items view of the Quote Entry 
screen. 

Quote # Enter the number to assign to a new quote. 
You can press TAB when NEXT displays in 
this field to assign the next available quote 
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number. Pressing F9 also assigns the next 
available number. Quote numbers are eight 
characters long and begin with a Q, such as 
Q1234567. 

If you need to change or delete an existing 
quote, enter the existing quote number in 
this field to open the quote. 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 quote, the deleted quote 
number can manually be assigned to a 
different quote.  Deleted quotes will not 
display on the Quote Listing. 

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. 

Quoted Enter the date on which the items and 
prices are being quoted. The default for this 
field is the current system date. 

Expires Enter the date on which the quoted prices 
expire.  You can press TAB when NEVER 
displays in this field to set the quote for no 
expiration date.  Pressing F9 also sets the 
expiration date to NEVER. The expiration 
date is used for removing expired quotes 
when you run the Quote Listing. 

Promised Enter the date on which the order is 
promised. The default for this field is ASAP 
for as soon as possible.   

Customer Enter the number of the customer for which 
you are entering the quote.  Press F9 to 
enter a quote for a cash customer, or press 
F10 to enter a quote for a new customer for 
which you have not yet set up customer 
records in TakeStock. 

Note: The F10-New option is available only if 
you set up a New Customer record in SO 
Control Maint., Document view. This is 
required to set the defaults for price 
classes, etc., when entering a quote for a 
customer that does not yet exist in 
TakeStock.  The system uses the record you 
establish for the New Customer for inquiries 
and printing reports for quotes. 
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Based on your settings in AR Control 
Maint.—Credit Check view, the customer’s 
credit limit set up in Customer Maint. and 
open past due invoices are checked.  If the 
customer fails any of the credit checks, a 
message displays. 

Ship To This field defaults to the Ship To assigned to 
the customer you entered. You can press 
Tab to accept this default, or enter a 
different valid Ship To for the current 
customer. When you convert the quote to a 
sales order, this is the address to which the 
order will ship.  

Press F9 to enter SAME so the Ship To 
customer is set to the same number as the 
Customer field.  You can also press F10 to 
enter a temporary Ship To address (that will 
not be saved by TakeStock) for the quote. 

Warehouse Enter the code of the warehouse from which 
you are quoting the items. The warehouse 
from your user profile displays as the 
default. If you are using multiple 
warehouses on an order, then this is the 
initiating warehouse for the quote. 

Salesperson The code of the salesperson assigned to this 
customer in Customer Maint. displays in this 
field. If you enter a Ship To other than 
TEMP or SAME, the default is the 
salesperson for the Ship To record. This is 
the primary salesperson to get credit for the 
sale. You can use this salesperson or enter 
a different salesperson code if you have 
proper functional security. 

This field has a functional security setting 
by user group.  The purpose of this feature 
is to secure the salesperson based on the 
customer default.  You cannot change the 
salesperson code without proper functional 
security. 

Note:   If you are splitting commissions for 
the document, choose the 
Commissions option from the 
Additional menu. 

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 
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different department code. 

Customer PO 
# 

Enter up to 15 characters for the customer’s 
PO number.  If the customer’s record is set 
to require a PO number, then you must 
enter a number in this field to continue with 
the quote.  If not required, you can leave 
this field blank. 

Freight From the drop-down list, select how freight 
is to be billed.  You can set the fright code 
at the ship-to location, customer, or SO 
control maintenance level.  The system 
searches for and displays the default freight 
code using the following program hierarchy:  
AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 
 
If you select Bill Later, the system updates 
the freight charges during the Daily Sales 
Register and prints them on the Unbilled 
Freight Report for you to bill the customer 
at a later time. 

Ship Via The ship via set up in the customer’s record 
displays as the default. You can use this 
ship via or enter the code of a different ship 
via for the document. 

Route/Stop If the Ship Via is set to require routes, then 
the Route and Stop fields display the 
defaults set up in the customer’s record.  If 
not, these fields are not available.  You can 
use the default route and stop, or enter 
different values for the current document. 

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

Contact The contact for the Customer or Ship To 
you entered on the document displays in 
this field as the default. This is the contact 
at the customer’s location for this 
document. You can use the default or enter 
a different contact. 

See Also 

Quote Entry Items view  
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Quote Entry Footer view  

How to enter or change quote header information  

Other Quote Entry How Tos  
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How to enter or change quote header information 
1. Enter the Quote # to assign to a new quote, or the number of an existing quote 

that you want to change. Quote numbers are eight characters long and begin 
with a Q, such as Q1234567. 

 TIP:To have the system assign the next quote number in sequence, press F9 
or TAB when NEXT displays in this field. 

2. For Quoted, enter the date on which the items and prices are being quoted. The 
default for this field is the current system date. 

3. For Expires, enter the date on which the quoted prices expire. The expiration 
date is used for removing expired quotes when you run the Quote Listing . 

To set the quote for no expiration date, press F9 or TAB when NEVER displays in 
this field. 

4. Enter the number of the Customer for which you are entering the quote.  Press 
F9 to enter a quote for a cash customer, or press F10 to enter a quote for a new 
customer for which you have not yet set up a customer record in TakeStock. 

5. Enter the date on which you promised the customer delivery of the order in the 
Promised field.  The default for this field is ASAP for as soon as possible.   

6. The Ship To field defaults to the Ship To assigned to the customer you entered. 
You can press Tab to accept this default or enter a different valid Ship To for the 
current customer. When you convert the quote to a sales order, this is the 
address to which the order will ship. 

 TIP:  Press F9 to enter SAME so the Ship To customer is set to the same 
number as the Customer field. You can also press F10 to enter a temporary Ship 
To address (that will not be saved by TakeStock) for the quote. 

7. Enter the code of the Warehouse from which you are quoting the items. The 
warehouse from your user profile displays as the default. If you are using 
multiple warehouses on an order, then this is the initiating warehouse for the 
quote. 

8. The code of the Salesperson assigned to this customer in Customer Maint. 
displays in this field as the default. If you enter a Ship To other than TEMP or 
SAME, the default is the salesperson for the Ship To record. This is the primary 
salesperson to get credit for the sale. You can use this salesperson or enter a 
different salesperson code if you have proper functional security.  This field has 
a functional security setting by user group.  The purpose of this feature is to 
secure the salesperson based on the customer default.  You cannot change the 
salesperson code without proper functional security.  If you are splitting 
commissions for the document, choose the Commissions option from the 
Additional menu. 

9. 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. 
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10. Enter up to 15 characters for the Customer’s PO #. If the customer’s record is 
set to require a PO number, then you must enter a number in this field in order 
to continue with the quote. If not required, you can leave this field blank. 

11. For Freight, from the drop-down list, select how freight is to be billed.  You can 
set the fright code at the ship-to location, customer, or SO control maintenance 
level.  The system searches for and displays the default freight code using the 
following program hierarchy:  AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 

 TIP:  If you select Bill Later, the system updates the freight charges during 
the Daily Sales Register and prints them on the Unbilled Freight Report for you 
to bill the customer at a later time. 

12. Enter the method used to ship the items in the Ship Via field. The ship via set 
up in the customer’s record displays as the default. You can use this ship via or 
enter the code of a different ship via for the document. 

13. If the Ship Via is set to require routes, then the Route and Stop fields display 
the defaults set up in the customer’s record. If not, these fields are not 
available. You can use the default route and stop, or enter different values for 
the current document. 

14. Entered By displays the user code from your user profile as the default to 
identify the person who actually entered the sales document. You can use the 
default or enter a different user code. The user code you enter here will print on 
the sales document. 

15. Enter the Contact at the customer’s location for this document. The contact for 
the Customer or Ship To you entered on the document displays in this field as 
the default. You can use the default or enter a different contact. 

16. When all information for the Header is complete, choose the Items button to 
move to the item entries for the quote. 
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Quote Entry Items view 
Using the Items view of Quote Entry, you can enter, change, or delete the line 
items on a quote. 

The quote number, customer number and name, and the shipping warehouse for 
this quote display at the top of the screen.  Enter the number of the item to quote, 
the selling quantity and selling unit of measure, and the price and pricing unit of 
measure. 

Note:  For production items, if pricing is calculated at confirmation instead of 
entry, the price displayed for the item is estimated and an asterisk * displays in 
the E column for that item. 

For items measured in cubic volume, the total cubic volume is now displayed 
during line item entry within sales order entry programs.  A column for cube 
extension also displays cubic volume by line item in the browser in the lower 
portion of the screen. 

 

Screen Details 

The Detail button is available to open the Line Item Detail dialog box to enter item 
descriptions, line item discounts, cost if manual or average, the cost for Sales 
Analysis, a line item commission, and the taxable or ship complete status of the 
line item. For any line item, the Additional menu offers many options to enter lost 
sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields. Be sure to check the options available on this menu. 

If you are using multiple warehouses, you can choose F9 to change the warehouse 
from which to ship the items. Choose Save to add the detail line item to the item 
list for this quote. 
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Multiple Ship Tos per Line Item 

Multiple ship-to locations are entered by pressing the Detail button on the Items 
screen to open the Line item Detail screen.  A Ship To location combo box displays 
the ship-to location from the sales document header as a default; a Ship Via fill-in 
will display the ship-via from the sales document header as a default as well, 
along with the Requested and Promised dates (also defaulting from the header). If 
quantities of line items are to go to more than one location, select the Multi-Ship 
to open the Multiple Ship To dialog box.   

The line item browser in the lower portion of the screen includes the following 
fields: Ship To, Ship Via, Requested, and Promised, as well as am M flag column to 
identify line items with multiple ship to locations. 

The system displays the message *Multiple Ship To’s* above the item entry field 
to notify you of multiple ship-to locations for the line item. 

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. 

Vendor Consignment functionality  

If you indicate that shipping warehouse for a quote line item is a consignment 
warehouse, then the system assumes consignment goods are being sold.  You can 
place consignment and non-consignment items on the same quote.  The system 
uses the appropriate consignment inventory GL accounts when updating the 
document through the Daily Sales Register.  

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Allowing Backorders in a Shipping Warehouse That is not the Initiating Warehouse 

If you select the Allow Backorders from Other Whses checkbox in Warehouse 
Maintenance, then that shipping warehouse allows any initiating warehouse to 
backorder quantities for an item that is stocked in both warehouses.  If the item is 
stocked in the shipping and not in the initiating warehouse, the system still allows 
the initiating warehouse to backorder the item as it did in previous releases 
regardless of the setting of this flag. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
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sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

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 current line item for this quote. 

End Add Completes the add function.  This action 
does not save your additions.  You must 
click the Save button to first, then End Add 
if you want 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, line 
item discounts, multiple ship to locations, 
cost if manual or average, cost for Sales 
Analysis, line item commission, and the 
taxable or ship complete status of the line 
item. 

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 quantity, 
price or units of measure. 

Delete Deletes the currently selected line item 
from the document. 

Release This button is not available when entering 
quotes.  You can choose this button to 
release a line item on a blanket order, 
future order, or to release a line item on a 
sales document that is on hold. 

Header Accesses the Header view of Quote Entry. 

Footer Accesses the Footer view of Quote Entry. 

Shipping 
Whse 

The warehouse from which you are 
shipping the line item displays in this field 
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as a reference.  If you are using multiple 
warehouses, the system updates this field 
each time you change the shipping 
warehouse. 

If you indicate that shipping warehouse for 
a quote line item is a consignment 
warehouse, then the system assumes 
consignment goods are being sold and 
uses the appropriate consignment 
inventory GL accounts when updating the 
document through the Daily Sales Register. 

Item Enter the number of the item for the 
quote.  If you enter an interchange item 
number, it is 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 where you can choose 
to use the original item or the superseding 
item.  

If you are using multiple warehouses, you 
can press F9 to open the Shipment 
Origination dialog box to select the 
shipping origin and method of shipping for 
this line item.  The shipping origin can the 
shipping warehouse, a different warehouse 
if you are using multiple warehouses on an 
order, or a direct ship from a vendor. 

When you enter an item number, the 
selling UM, default price for the customer, 
and pricing UM display in the line entry.  
The stock availability for the shipping 
warehouse 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. 

Units Enter the quantity of the item per selling 
unit of measure. If the item has multiple 
selling units of measure, the F10 key is 
available to open the UM Calculator to 
calculate the quantity at different selling 
units of measure. 

If you are using multiple warehouses, F9 is 
available to open the Shipment Origination 
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dialog box to select the shipping origin and 
method of shipping for this line item. The 
shipping origin can be the shipping 
warehouse, a different warehouse if you 
are using multiple warehouses on an order, 
or a direct ship from a vendor. 

If you enter a quantity that is greater than 
the available quantity in the initiating 
warehouse, a dialog box opens that lets 
you select to accept the quantity, cancel 
and re-enter the quantity, or search other 
warehouses if you are using multiple 
warehouses. If you select to search other 
warehouses, the Warehouse Lookup dialog 
box opens. 

[selling] 
UM 

The default selling price based on the 
pricing hierarchy set up in SO Control 
Maint. displays in this field. You can use 
this price, or enter a different price per 
pricing unit of measure.  Press F9 if you 
want to open the Price Selection dialog box 
to select a different price for selling this 
item to the customer. 

You can change the selling price back to 
the item’s default price at any time by 
pressing F10. 

[price] UM The default selling unit of measure for the 
item displays in this field.  If there are 
multiple units of measure set up for the 
item, you can use the drop-down list to 
select a different selling unit of measure.  
If you change the selling unit of measure, 
the line extension is updated accordingly.  
For example, if you change 12 each to 1 
box, the extended price would be updated 
to reflect the change. 

[line item] 
Note 

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. 

Extension The extended price of the line item 
displays in this display only field.  The 
extended price is calculated as the selling 
price less line discounts or aggregate line 
discounts times the quantity per selling 
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unit of measure.  

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

See Also 

Quote Entry Header view  

Quote Entry Footer view  

How to enter, change, or delete quote detail line items  

Other Quote Entry How Tos  

Quote Entry Items View Field Definitions 
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How to enter, change, or delete quote detail line 
items 
1. The quote number, customer number and name, and the shipping 

warehouse for this quote display at the top of the screen.  If you are using 
multiple warehouses on an order, the system updates the Warehouse field 
each time you change the shipping warehouse. 

2. Enter the number of the Item for the quote.  When you enter an item 
number, the selling UM, default price for the customer, and pricing UM 
display in the line entry. The stock availability for the shipping warehouse 
displays at the bottom of the screen as a reference. 

 TIP:  If you enter an interchange item number, it is 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 and you can 
choose to use the original item or the superseding item.  If you are using 
multiple warehouses, you can press F9 to open the Shipment Origination 
dialog box to select the shipping origin (other warehouse or direct ship 
from vendor) and method of shipping for this line item. 

3. For Units, enter the quantity of the item per selling unit of measure. 

 TIP:If the item has multiple selling units of measure, the F10 key is 
available to open the UM Calculator to calculate the quantity at different 
selling units of measure.  If you are using multiple warehouses, F9 is 
available to open the Shipment Origination dialog box to select the 
shipping origin (other warehouse or direct ship) and method of shipping 
for this line item.  If you enter a quantity that is greater than the available 
quantity in the initiating warehouse, a dialog box opens that lets you 
select to accept the quantity, cancel and re-enter the quantity, or search 
other warehouses if you are using multiple warehouses. If you select to 
search other warehouses, the Warehouse Lookup  dialog box opens. 

4. The default selling unit of measure for the item displays in the Selling UM 
field.  If there are multiple units of measure set up for the item, you can 
use the drop-down list to select a different selling unit of measure. 

5. The default selling price, based on the pricing hierarchy set up in SO 
Control Maint., displays in the Price field.  You can use this price, or enter 
a different price per pricing unit of measure.  Press F9 if you want to open 
the Price Selection dialog box to select a different price for selling this 
item to the customer.  You can change the selling price back to the item’s 
default price at any time by pressing F10. 

6. For Price UM, the default pricing unit of measure for the item displays.  If 
there are multiple units of measure set up for the item, you can use the 
drop-down list to select a different pricing unit of measure for this line 
item. 
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7. 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. 

8. The extended price of the line item displays in Extension, which is a 
display only field. The extended price is calculated as the selling price less 
line discounts or aggregate line discounts times the quantity per selling 
unit of measure. 

9. When the item information is correct, choose Save to save this item in the 
item list. You can continue to add or change items on a quote.  
 

When you add and save an item in SO order entry (any mode but 
credit memos) that has companion items set up, the system displays a 
message box containing the suggestive selling message. The message 
options are OK, to display the Companion Item dialog box, which contains 
a browser that displays all of the companion items, along with availability 
and the customer’s price, and Skip, to not display the Companion Item 
dialog box.  From the Companion Item dialog box you can select 
companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog 
box, the selected items are added to the Sales Order document. 

10. Select the Detail button to access the Line Item Detail dialog box to 
change or enter line item descriptions, line item discounts, multiple ship to 
locations, cost if manual or average, cost for Sales Analysis, line item 
commission, and the taxable or ship complete status of the line item.   

11. When all detail line items are complete, choose End Add, End Ins or End 
Edit. The item list displays, and the buttons for the item list are available 
to maintain the detail lines. 

 TIP:  The item list buttons let you select to add, insert, edit or delete a detail 
line item. 

12. When all detail line items are complete, choose the Footer button. 
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Kitting Entry 
Using this program, you can manually select the components to kit for the parent 
item.  The system displays the Kitting Entry screen, when you enter a kitted 
parent item on the Sales Order Entry, Quotes Entry, or Blanket Order Entry 
programs. 

Creating Purchase Orders for Direct Ship Kitted Components of Direct Ship Parent 
Items 

When you are editing the components for a direct ship kitted parent item, you can 
create a purchase order for a component by selecting Stock Reservations 
button.  The default vendor for the PO creation is the primary vendor, however, 
you can select another vendor before the PO is created.  If you do not create a PO 
for each component during component edit, then when you select the Done button 
during the ending routine of SO Entry, the system prompts you to create a PO for 
the direct ship items on the order.  If the you select Yes, then the system creates 
a PO for each kit component using the item’s primary vendor.  All components 
from the same primary vendor are grouped on the same purchase order during PO 
creation. 

 

e-wms processing  

For e-wms enabled warehouses, Kitting Entry runs e-wms processing to create e-
wms send records when you finish entering the sales order.  When a parent item 
is sent to the ewms system. Takestock determines the number of parents shipped 
by calculating the number of each components shipped divided by the quantity per 
for the component.  The Invoice/Credit Memo Print program uses the actual 
shipped quantity for each component, if components are printed on the invoice, 
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and the invoice backordered field also includes any committed quantity for the 
component item. 

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

Technical Detail:  When you enter a kitted parent into Sales Order entry for an 
e-wms warehouse, TakeStock sends the parent item to the e-wms system as a 
comment line. The components for the parent are sent as regular SO line items, 
with the parent line item line sequence in one extra field and the component line 
sequence in another. During the update process for the order, the component line 
items are updated with the shipped quantity returned for the e-wms system. The 
system determines the number of parent items shipped by dividing the shipped 
quantity of the component by the quantity per for the component and stores the 
parent item shipped quantity. If a calculated parent item shipped quantity is 
greater than the stored shipped quantity, the greater shipped quantity is used to 
update the parent shipped quantity.   

Limitations/Exclusions 

Once the e-wms system is fully functional, no longer processing in phased 
implementation, you should run the Disable Multiple Bins program. Once the 
Disable Multiple Bins program is run, the warehouse will contain no items marked 
as multiple bins, so no bin allocation will occur in Kitting Entry. 

  

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 current line item for this sales document. 

End Add Completes the add function.  This action does not 
save your additions.  You must click the Save 
button first, then End Add if you want 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, line item discounts, 
cost if manual or average, cost for Sales Analysis, 
line item commission, and the taxable or ship 
complete status of the line item. 
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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 quantity, price or units of 
measure. 

Delete Deletes the currently selected line item from the 
document. 

Release This button is not available when entering kitted 
items.  You can choose this button to release a line 
item on a blanket order, future order, or to release 
a line item on a sales document that is on hold. 

Close Returns you to the Items view of the appropriate 
sales order entry program. 

Import Notes Accesses the Import Component Notes dialog box, 
which is used to copy notes for components to the 
parent item. 

Stock 
Reserva- 
tions 

Accesses the Stock Reservations dialog box, which 
is used to create stock reservations for backordered 
items. 

Component  The component for the kitted parent item.  

Qty Per The number needed of this component to create the 
parent item. 

Cost The cost for the component.  This field defaults to the 
system cost for the item and can be modified.  Note:  
If you do not have proper costing security permission, 
this field is not available. 

Send 
Specific 
Pack Sizes 

Indicates whether TakeStock sends pack sizes to the 
e-wms system for this customer.  The system displays 
this setting from the e-wms view of Customer 
Maintenance as the default.  If you do not select this 
checkbox, the system automatically uses the smallest 
alternate package code entered for the item on the e-
wms view of Item Maintenance. 
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Parent Item Options Dialog Box 
If you selected the Operator Select radio button for the parent item Type or the 
Operator radio button for Update in SO on the Parent BOM Maintenance screen, the 
system displays the Parent Item Options dialog box.  Select either the Produced 
item or the Kitted item radio button to indicate to the system how to treat the 
parent item.  Select the Create components automatically checkbox to automatically 
create the parent item based on the parent item BOM, then select OK.  If you 
want to manually kit the item or make any modifications to the item, do not select 
the checkbox and select OK. 
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BOM Component Quantity Check Dialog Box 
During the automatic and manual kitting processes, the system checks to ensure 
that enough of each component exists to kit the parent item.  If the system 
encounters an insufficient quantity of a component needed to kit the parent item, 
it accesses the BOM Component Quantity dialog box, which displays the 
component that contains the insufficient quantity and 4 options.  Based on your 
selection, the system reduces the parent item committed quantity, as necessary, 
and recalculates the committed and backordered quantities of the current 
component and all components already entered for the parent item. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Recalculate parent 
item  
committed quantity;  
backorder 
components 

Allows the other component quantities to be 
used by the system for other processes while 
waiting for the backorder. 

Recalculate parent 
item  
committed quantity;  
allocate available  
components  

Keeps the maximum available component 
quantities committed to this document. 

Skip this  
component  

Does not assign this component to the parent 
item.  (This option is only available if the 
parent item allows deletion of components.) 

Overcommit this  
component quantity 

Overcommits the component.  (This option is 
only available if your company allows 
overcommitment of item quantities.)   

OK Accepts your selection and returns you to the 
kitting process. 

Help Accesses online Help for this screen. 
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How to enter, change, or delete quote detail lines 
for kitted items 
1. Access the Quote Entry screen in the Sales Orders submodule.  The complete 

path is Sales Orders Quotes Quote Entry.  The system displays the Header 
view of the Quote Entry screen. 

 
2. Enter or modify information for all the fields and checkboxes in the Header view 

as necessary.   

 TIP:  For field definitions for the Header view of the Quote Entry screen, 
refer to the Form Contents section of Quote Entry Header view. 
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3. Access the Items view of the Quote Entry screen by selecting the Items button 
or View Items from the menu bar.  The system generates the quote number 
and displays the Items view.  Note that the system displays the quote number, 
customer name and number, and shipping warehouse for the quote in the upper 
portion of the screen. 

 
4. In the Item field, enter the parent item that you want to sell.  (In this 

procedure, we will enter a kitted parent item that contains the Operator Select 
option for Update in SO.) 

 TIP:  If you selected the Operator Select radio button for the parent item 
Type or the Operator radio button for Update in SO on the Parent BOM 
Maintenance screen, the system displays the Parent Item Options dialog box.  

5. The system places the cursor in the Units field.  In the Units field, enter the 
quantity of the item per selling unit of measure.   

 TIP:  For produced parent items:  If you enter a quantity greater than 
the quantity available in the initiating warehouse, the system displays the 
following message:  Available quantity is less than ordered quantity.  Select OK 
to accept, Cancel to re-enter, and Search to look in other warehouses.  Select 
OK, and the system displays the available quantity in the Units field.  Select 
Search, and the system displays the Warehouse Lookup  dialog box, which is 
used to search an item in other warehouses. 

6. In the Price field, enter the price of the parent item. 

7. Enter or modify information for all the remaining fields and checkboxes in the 
Items view as necessary.   
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 TIP:  For field definitions and complete instructions on using the Items view 
of the Quote Entry screen, refer to the Form Contents section of Quote Entry 
Items view. 

8. Select the Save button.  If you selected the Create components automatically 
checkbox on the Parent Item Options dialog box, the system performs the BOM 
component quantity check, attempts to automatically kit the parent item based 
on the parent item BOM that you entered in the Parent BOM Maintenance 
screen, and then returns you to the Items view of the Quote Entry screen where 
you can repeat steps 4-9 to enter additional items.  If you did not select the 
Create components automatically checkbox on the Parent Item Options dialog 
box, go to step 11. 

 TIP:  During the automatic and manual kitting processes, the system checks 
to ensure that enough of each component exists to kit the parent item.  If the 
system encounters an insufficient quantity of a component needed to kit the 
parent item, the BOM Component Quantity dialog box displays displaying the 
component that contains the insufficient quantity and 4 options.  Based on your 
selection, the system reduces the parent item committed quantity, as 
necessary, and recalculates the committed and backordered quantities of the 
current component and all components already entered for the parent item. 

9. If the parent allows components to be deleted, the system displays the 
question:  Change BOM item components?  Select No, and the system creates 
the quote line for the kitted parent item for the available quantities and displays 
the line in the lower portion of the Quote Entry screen.  Select Yes, and the 
system displays the Kitting Entry screen so that you can manually select the 
components to kit for the parent item. 

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, then the system displays the Configurator dialog box so that you can 
select items from the selection group that you want to use to kit the parent 
item.   

See the Configurator procedure in MC document for detailed instructions on 
configuring parent items. 

TakeStock SO  57 



Quotes Introduction Sales Orders 

 
10. If you did not select the Create components automatically checkbox on the Parent 

Item Options dialog box, the system accesses the Kitting Entry program and 
displays each component line item or selection group so that you can save or 
skip the component.  Select the Save button to save the component line item, or 
press F9 to skip the component.  The system displays the parent item, 
customer code, and quote document number at the top of the screen.   

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, then the system opens the Kitting Entry program and displays the 
Configurator dialog box so that you can select items from the selection group 
that you want to use to kit the parent item.  If you want to skip a selection 
group, select the Cancel button, and the system returns you to the Kitting Entry 
screen.  Press F9 to skip the selection group.   
See the Configurator procedure in the MC Users Guide for detailed instructions 
on configuring parent items.  
 

11. Repeat, as necessary, for each component line item or selection group.  If you 
want to add a component line, enter or modify information for the fields on the 
Kitting Entry screen as necessary.  Refer for to the Form Contents section of the 
Kitting Entry program to guide you in your entries. 

12. Select the Save button to complete the addition to the kitted parent item.  When 
you are finished adding components, then select the End Add button. 

13. If you need to insert an item, highlight the row in the browser below where you 
want the item to be placed, and select the Insert button.  To add an item, select 
the Add button.  The system places the cursor in the Component field so that 
you can enter the item information.  Enter the component item information and 
select the Save button to add or insert the new component.  When you are 
through adding components, select the End Add button.  

14. If you need to edit a component quantity, highlight the component in the 
browser and select the Edit button.  The system displays the item number in the 
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Component field and places the cursor in the Quantity Per field.  Make the 
necessary changes in the component quantity, and select the Save button.   

 TIP:  Not all components allow you to change quantities; if you cannot edit a 
quantity for a component, the system displays the message:  You cannot 
change the quantity per for this component. 

16. If you need to delete an item, highlight the item and select the Delete button.  
The system displays the question:  Are you sure you want to delete this 
component line?  Select Yes, and the system deletes the line. 

17. Repeat the applicable steps 13–17 as necessary to add, inset, edit, delete 
component lines. 

18. When you have finished kitting the parent item, select the Close button, and the 
system returns you to the Items view of the Quote Entry screen.  

19. When you are finished adding items, click the End Add button then select the 
Footer button to access the Footer view of the Quote Entry screen. 

20. Enter or modify information for all the fields and checkboxes in the Footer view 
as necessary.   
 

 TIP:  For field definitions on the Footer view of the Quote Entry screen, refer 
to Form Contents section of Quote Entry Footer view . 

21. (Optional)  If you want to convert the quote into a sales order, select the 
File Convert Quote option from the menu bar; if you don't want to convert a 
quote to sales order, skip to step 22.  The system displays the Convert Quote 
dialog box, which you can use to select the quote lines that you want to convert 
to sales order lines and enter the customer PO and request date.  Select the line 
items that you want to convert, click the Covert button.  The system converts 
the quote line items to sales order line items and displays the Print Pick Ticket 
dialog box so that you can print the sales order.  For any component with a 
backorder quantity greater than zero, the system displays a question asking 
what to do about the backordered quantity.  Depending on whether the 
component is a parent item the system accesses 1 of 2 dialog boxes. 

 TIP:  For detailed instructions on entering stock reservations, refer to the 
Stock Reservation section of the System Features.  

22. Select the Done button, and the system displays the Print Quote dialog box.  

 TIP:  If you want to print the pick ticket now, select the Print Quote Ticket 
checkbox then select OK.  If you want to save the pick ticket and defer printing, 
do not select the Print Quote checkbox, and select OK.  

23. If you printed the quote, the system displays End of Print dialog box; select OK. 

24. The system returns you to the Header view Quote Entry screen. 
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Quote Entry Footer view 
Using this screen, you can review or enter any add-on charges, deposits, taxes 
(You can modify the tax class.) or shipping warehouse information for the quote.  
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 77 for 
details. 

The quote number and customer number and name display at the top of the 
screen.  If there is only one shipping warehouse on the quote, any add-ons and 
their default amount or percentage or non-inventory costs for quotes 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.  If there are 
multiple shipping warehouses on the quote, the screen displays the total add-ons 
for all warehouses.  

Note:  If production items are included on the order and pricing is calculated at 
confirmation instead of entry, the total displayed for the order is estimated. 

 

Screen Details 

When all Footer information is complete, choose the Done button to end the quote.  
A dialog box opens that lets you choose to print the quote or exit.  In either case, 
the quote is saved and you return to the Header screen to enter another quote or 
sales document, or to exit. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-
ons or the method of shipping for a 
particular shipping warehouse on the sales 
document.  The Ship Wh button is available 
when there is more than 1 shipping 
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warehouse; it accesses the Add Ons by 
Warehouse dialog box so you can review or 
change the add-on charges for each 
individual warehouse on the quote. 

More Accesses the Add On Selections dialog box 
for changing the add-ons for the current 
quote.  

Factor 
Costs 

Accesses the Cost Factoring dialog box, 
which is used to choose the options for 
factoring the costs of the Add Ons to the 
cost of the invoiced items on the quote. 

Tax Accesses the Tax Class dialog box, which is 
used to change the tax class assigned to the 
quote. 

Credit 
Card 

Accesses the Credit Card Authorization for 
PayPal or Credit Card Authorization for 
ICVERIFY dialog box, which is used to save 
and authorize credit card information during 
sales order entry, depending on whether 
your system includes the Credit Card 
InterLink and your system settings.   
Note:  After you authorize a credit card 
transaction, the system displays the Void 
button for the ICVERIFY Credit Card Interlink 
integration, which is used to void an 
authorized credit card transaction, instead of 
the Credit Card button. 

Deposit Enters a deposit or refund amount against 
the current sales document.  Note:  This 
button is not available when you are 
entering a quote, future order, or recurring 
document. 

Header Accesses the Header view of Quote Entry. 

Items Accesses the Items view of Quote Entry. 

Done Saves the quote information and accesses 
the Print Quote dialog box, which is used to 
print or reprint the quote at the time it is 
created or changed. 

Add Ons You define the add-ons to automatically 
display for quotes 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 can use these add-ons and any default 
amounts or percentage, or you can enter 
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different amounts or percentages for the 
quote. 

The More button is available if you want to 
change the add-ons used for a quote.  If you 
have multiple shipping warehouses on the 
quote, the Ship Wh button is available to 
change the amount or percentage of an add-
on for a particular warehouse. 

Terms 
Code 

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

Card or 
Check # 

For entry or confirmation of a sales order, 
direct invoice, or counter sale that has a 
cash Terms Code, and the Payment Type 
that is set up as check, enter the check or 
credit card number to apply to the sales 
document.   
 
If your TakeStock system contains the 
optional Credit Card InterLink, the system 
displays the credit card number in this field.   
 
To enter the credit card number, select the 
Credit Card button to access the Credit Card 
Authorization for ICVerify or Credit Card 
Authorization for PayPal the dialog box for 
processing credit card transactions. 

See Also 

Quote Entry Header view  

Quote Entry Items view  

How to enter a quote (overview)  

How to enter or change Add On charges for a quote  

Other Quote Entry How Tos 
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How to enter or change add-on charges for a 
quote 
1. The quote number and customer number and name display at the top of the 

screen.  If there is only one shipping warehouse on the quote, any add-ons and 
their default amount or percentage display in the Add On section of the window.  
If there are multiple shipping warehouses on the quote, the screen displays the 
total add-ons for all warehouses.  

 TIP:  If you are using multiple shipping warehouses, choose the Ship Wh 
button to view or change the add-ons for individual warehouses. 

2. 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.  

3. The More button is available for changing the add-ons for the current quote.  
This button opens the Add On Selections dialog box. Select the Factor Costs 
button to access the Cost Factoring dialog box, which is used to choose the 
options for factoring the costs of the Add Ons to the cost of the items on the 
quote. 

4. The Taxes button opens a dialog box for changing the Tax Class assigned to the 
quote. 

5. The Deposit button is not available when entering a quote. 

6. When all Footer information is complete, choose the Done button to end the 
quote.  A dialog box opens that lets you choose to print the quote or exit.  In 
either case, the quote is saved and you return to the Header screen to enter 
another quote or sales document, or to exit. 

7. When all quotes are complete and saved, choose File  Exit. 
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Print Quote Dialog Box 
The system displays the Print Quote dialog box when you select the Done button 
on the Footer view of the Quote Entry screen.  Using this dialog box, you can print 
a quote at the time it is saved, or to reprint a quote at the time changes are 
saved.  You can print the default memo or enter a different memo to print on the 
quote.  You can also choose the Printer button to change printer options before 
printing.  If you want to wait and print the quotes in larger groups or if you need 
to reprint quotes, you can use the Quote Print program located in the Quotes 
submodule of SO.  

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

OK Prints or reprints the quote. 

Cancel Cancels the quote print and returns you to the 
Footer view of the Quote 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/ 
Reprint  
Quote 

Indicates that you want to print the quote. 

Send Via 
EDI 

Indicates that you want to send the quote via 
electronic data interchange.  The system enables 
this checkbox when your system contains the 
optional EDI InterLink. 

Memo The default memo for a quote, which is set up in 
SO Control Maint.—Forms view, displays in this 
field as the memo to print on the quote.  You can 
use this memo, or enter up to 30 characters for a 
different memo to print on this quote. 
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See Also 

Quote Entry Header view  

Quote Entry Items view  

Quote Entry Footer view  

How to print/reprint a quote at the time it is saved  

Other Quote Entry How Tos 
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How to print/reprint a quote at the time it is saved 
1. You can print the default memo, which is set up in SO Control Maint.—Forms 

view, or enter a different memo to print on the quote. 

2. Choose the Printer button to change printer options before printing. 

3. The Print Quote or Reprint Quote option lets you select whether to print now.  If 
selected, the OK button saves and prints the quote, and you return to the 
Header window.  If not selected, the quote is saved and you return to the 
Header without printing.  Choose the Cancel button to return to the Footer 
screen without saving the current quote or changes to the quote. 
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Convert Quote 
This program converts one or more line items on a quote to a sales order. 

If you convert All Lines, a sales order is created and a dialog box opens to display 
the number of the quote that was converted and the new sales order document 
number.  If you convert Selected Lines Only, choose the Select button to open the 
Select Quote Lines dialog box. 

When you convert a quote for a customer that does not allow backorders, but 
there is not sufficient quantity to commit, a message displays and the quote is 
converted with the backordered quantity.  You will want to manually adjust the 
converted sales order to remove the backordered items for the customer. 

When all entries for converting the quote are complete, choose the Close button. 

Holds Processing 

If you enter a quote and change the price of one or more lines above the hold 
margin or change the terms code, when you convert the quote to sales order, the 
system places the appropriate holds on the converted sales order, based on the 
change activity for the quote.   

Creating Purchase Orders for Direct Ship Kitted Components of Direct Ship 
Parent Items 

When you convert a quote to a sales order, you can optionally create the direct 
ship purchase orders for all of the kitted components of the parent item, for kitted 
parent items that are direct shipped.  If the components are from multiple 
vendors, the system creates multiple purchase orders.  Refer to the Sales Order 
Entry, Sales Order Entry Items view and How to enter, change, or delete sales 
order detail lines for kitted items topics for processing details. 

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the same cost onto 
one line on the purchase order.  If the sales order has 2 or more like items that have different 
costs, then the system creates a separate line for each item with it’s appropriate cost when the 
PO is generated. Since this also functions at the component level, this is particularly 
handy for combining components that are shared across multiple parent items on 
a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 
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Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Convert  Select this button to convert the quote to 
a sales order document. 

Select  Choose this button to open the Select 
Quote Lines dialog box to select the line 
to convert to a sales order document. 

Close  Choose this button to convert the 
selected lines to a sales order and then 
exit. 

Help  Displays help for the dialog box. 

Convert 
Lines to Sale 

Select how to convert the lines on the 
quote to a sales order.  Select All Lines 
to convert all current line items to a 
sales order.  Select Selected Lines Only
  to display the Select Quote Lines 
dialog box from which you can choose 
one or more lines items to convert to a 
sales order. 

Request 
Date 

Enter the Request Date to use for the 
sales order document that will be 
created from this quote.  The default is 
ASAP.  

Customer 
PO # 

Enter up to 15 characters for the 
customer’s PO number.  If the 
customer’s record is set to require a PO 
number, then you must enter a number 
in this field to continue with the quote.  
If not required, you can leave this field 
blank. 
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Select Quote Lines 
Use this dialog box to choose the line items from a quote that you want to convert 
to a sales order. 

All line items from the quote display in the selection list.  Highlight the line(s) to 
convert and choose the Select button.  Choose the Select All button to convert all 
line items. When your selections are complete, choose the Close button to convert 
the selected lines and exit. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Choose this button to convert the selected lines 
to a sales order and then exit. 

Select 
All 

Choose this button to select all lines on the 
quote to be converted to a sales order 
document. 

Select Choose this button to select the highlighted line 
to be converted to a sales order document. 

Help Displays help for the dialog box. 

See Also 

Convert Quote  
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How to convert a quote to a sales order 
For an Existing Customer 

When an existing customer accepts a quote, you can easily convert it to a sales 
order by following these steps: 

1. Open the existing quote using Quote Entry.  Verify that the header information 
and the line items on the quote are correct.  At the Footer window, verify that 
all Add On and taxes are correct. 

2. At the Footer window, choose the Convert Quote option from the File menu.  
When the Convert Quote dialog box opens, choose whether to convert all or 
selected lines, and enter the request date and customer PO number, if required, 
for the sales order.  

3. Choose the Convert button to convert the quote line items to a sales order 
document.  When the conversion is complete, a dialog box displays the number 
of the quote that was converted and the number of the sales order that was 
created. 

4. Open the sales order and verify that the ordered, committed and backordered 
quantities are correct.  For example, if you do not allow backorders and the 
initiating warehouse no longer has a sufficient quantity of an item to fill the 
order, you may want to select a different shipping warehouse or enter a direct 
ship from a vendor. 

For a New Customer 

You may enter a quote for a prospective customer for which you have not entered 
a customer record in TakeStock.  The quote uses the New Customer number you 
set up in SO Control Maint.  When the prospective customer accepts the quote, 
follow these steps to convert it to a sales order. 

1. First, you need to add a customer record for your new customer using Customer 
Maint. in Accounts Receivable. 

2. Then, use Quote Entry to enter a new quote number and the Header information 
for the customer. 

3. At the Items window, select the End Add button to move to the buttons for the 
item list.  From the File menu, choose the Import Quote option.  This open the 
Document Query dialog box to help you quickly locate the quote you want to 
import.  Locate the quote and select to import it.  This will update the new 
quote with the line items, add-ons and taxes from the original quote. 

4. Verify that the line items on the quote are correct. At the Footer window, verify 
that all add-on and taxes are correct.  Choose the Convert Quote option from 
the File menu.  When the Convert Quote dialog box opens, choose whether to 
convert all or selected lines, and enter the request date and customer PO 
number, if required, for the sales order.  

5. Choose the Convert button to convert the quote line items and Footer 
information to a sales order document. When the conversion is complete, a 
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dialog box displays the number of the quote that was converted and the number 
of the sales order that was created. 

6. You may want to edit the sales order to verify that all information is correct, or 
to add such things as payment terms.  Open the sales order and verify that the 
ordered, committed and backordered quantities are correct.  For example, if you 
do not allow backorders and the initiating warehouse no longer has a sufficient 
quantity of an item to fill the order, you may want to select a different shipping 
warehouse or enter a direct ship from a vendor. 

 TIP:  For backorder quantities, the system displays a message allowing you 
to create a stock reservation, suggested purchase order, or purchase order for 
the item, based on your settings for the Create Pos for Whs Shipments flag on 
the SO Lines view of SO Control Maintenance and the warehouse/item 
replenishment path.   
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Quote Print 
Using the Production Ticket Print program, you can print or reprint 1 or more 
quotes.  If you did not print your quote when you created it, use this program to 
print the quote now.   

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 Quote Print:  Untitled dialog box. 

 

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 Document Number, Warehouse 
Number, and Customer Number.  

Limit By Limits the information that prints by 
selecting specific identifying characteristics 
or a range of identifying characteristics.  
Available choices are:  Warehouse, 
Salesperson, and Customer.  

Include Determines what information to print on the 
report.  This print program has no Include 
selections. 
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Options Determines what information to print on the 
report and optionally update.  Available 
choices for Documents are:  Print, and 
Reprint.  Select Print Initial Alignment if you 
want the system to print an initial alignment 
to check the positioning of the forms in the 
printer.  If you chose to print an alignment, 
the system prints the alignment and displays 
a dialog box where you can select to print 
another alignment, cancel and not print, or 
continue and print the selected quotes. 

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. 

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 

Quote Entry Header view  

Quote Entry Items view  

Quote Entry Footer view  

How to print/reprint quotes  
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Quote  
A typical quote is depicted below: 

 
   QA's Primary Test Co.                                                                           Quote                
Q0000163 
   9380 Medlock Bridge Road 
   Suite 550                                                                                                               
1 
   Alpharetta, GA  30022 
                                                                                                                      
06/24/1998 
 
           D Pistons                                      D Pistons 
           Detroit Pistons                                Detroit Pistons 
           1988 Championship                              1988 Championship 
           Detroit, MI 48000-1200                         Detroit, MI 48000-1200 
 verbal             QUOTE          BILL    2% 10, net 30     ILCOKCHI          Q0000163    001     Prepaid      BEST 
 
 v100                 Vendor Item Test                                       15      EA         24.25      EA             
363.75     
                                                                                                                           
 70290                Beanie Babies                                          10      EA          7.79      EA              
77.90     
                                                                                                                           
  Additional Charges:                                                                                                      
                      Freight                                                                                              
25.00     
 QUOTED BY:  bill                                                                                                          
 QUOTED TO:  Jack McCloskey - VP of Oper.                                                                                 
 EXPIRES:                                                                                                                  
Thank you for your business!                                        441.65           25.00            0.00               
466.65 
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How to print/reprint quotes 
 
1. Select settings for Sort By and Limit By.  For additional information, refer to the 

Form Contents section of the Quote Print program  

2. In the Options box, select the information for printing quotes.  Select the 
Documents to print: Print only the quotes that have not yet been printed, or 
Reprint only the quotes that have already been printed at least once.  Select 
Print Initial Alignment to have the system print an initial alignment to check 
positioning of the forms in the printer.  A dialog box then opens that allows you 
to print another alignment, cancel printing, or continue with printing the quotes. 

3. The information for printing quotes is complete. You can: 

• Choose OK to save the current settings as a template. 

• Choose Setup if you need to change print settings as described in the 
TakeStock Basics booklet. 

• Choose Print to print quotes 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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Chapter 

3 Sales Orders 
 

Sales Orders Introduction  
The Sales Orders menu allows you to enter, correct, place on hold, and print sales 
orders from TakeStock.   
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Entries for the Sales Orders menu are: 

Sales Order 
Entry 

You can enter, correct, or view sales orders through 
Sales Order Entry.  Any order can have both 
warehouse shipments and direct shipments, and you 
can select to allow multiple warehouse shipments on 
an order.   

Pick Ticket 
Print 

When you complete the order, you can print it 
immediately or save it for later batch printing through 
Pick Ticket Print.  You can correct and reprint pick 
tickets as often as needed until the order is confirmed 
as shipped.   

Bill of Lading 
Print  

Using the Bill of Lading Print program, you can print and 
reprint Bill of Lading (BOL) documents for selected shipments.  
The program uses a preprinted laser form, defined on the 
Forms view of SO Control Maintenance. 

Acknowledge
-ment Print 

Using the Acknowledgment Print program, you can 
print or reprint one or more sales order 
acknowledgements, including pricing information, for 
customers.   

Credit Card 
Review   

Use Credit Card Review to manage credit card 
transaction exceptions. 

Hold Review  Use the Hold Review program to view documents on 
hold (one or more valid holds), documents not on hold 
(no valid holds), documents that have been completely 
reviewed (but still on hold), documents that are not 
completely reviewed (at least one not Reviewed hold) 
or all open documents. 

Auto Commit 
Backorders 

Auto Commit Backorders updates the sales orders that 
have backordered quantities with item quantities that 
have become available since the order was entered, 
such as when purchase orders or warehouses transfers 
are received.   

Item 
Shipment 
Approval 

Item Shipment Approval is available if using multiple 
warehouses on an order.  This program allows you to 
release lines that are on hold and to view rejected and 
on hold lines by item or document.   

Document 
Release 

Document Release is available to release blanket 
orders, future orders, and/or recurring orders based 
on a release date, print a report of the released 
documents, and optionally create sales orders for the 
released documents.   

Future Order 
Entry 

Use Future Order Entry to enter or change orders that 
are not to be committed until the customer’s request 
for a future receipt date approaches.   
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Future Order 
Acknowledg
ment 

Use Future Order Acknowledgment to print or reprint 
one or more future orders.  If using preprinted forms, 
you should use the Quote forms.   

Recurring 
Document 
Entry 

Recurring Document Entry lets you set up any invoices 
that need to be sent on a recurring basis.  You set up 
the document one time and then automatically post it 
as a sales order on a recurring basis until the 
designated cutoff date.   

Print 
Shopping 
Cart Orders 

Using Print Shopping Cart Orders, you can print 
shopping cart order lines submitted via the Internet.  
You can also remove shopping cart lines older than a 
cutoff date. 

Update 
Internet 
Orders 

Update Internet Orders prints orders submitted via the 
Internet and converts them into permanent, open 
sales orders. Refer to the Internet InterLink section of 
the TakeStock InterLinks documentation for details. 
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Sales Order Entry 
Enter sales orders to commit item quantities for a customer and to print pick 
tickets for filling the sales order.   

There are three screens for entering a sales order: 

Sales Order Entry Header view  

Sales Order Entry Items view  

Sales Order Entry Footer view  

Sales Order Entry Special Features 
Print Security Functionality  

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

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Sales Orders Aggregate Pricing 

When you enter items with aggregate price classes, that are set to use schedule pricing, in 
Sales Order Entry, the aggregate discount dialog display so you can apply the appropriate 
aggregate discount. The totals for the items, weight, sell UM, smallest UM, or prices, are used 
to determine the level of the price schedule used, instead each individual line item.  For a price 
schedule to be used for aggregate pricing, the price schedule break type and the aggregate 
price schedule break type must be the same. 

You can enter the Price Override default setting and Terms Code Override setting 
in SO Control Maintenance. You can edit each customer’s record through Customer 
Maintenance for a specific price override percentage by customer.  
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Credit Card InterLink Using ICVERIFY or PayPal 

The TakeStock Credit Card InterLink (CI) integration provides the ability to 
perform credit card entry and authorization during any of the sales order entry or 
confirmation programs (including counter sale entry) for either purchases or 
deposits (PayPal), and for credits, during the credit memo entry program.  The 
advantages of the CI integration include:  minimizing the time needed to service 
walk-in or phone customers, handling a common method of payment, receiving 
cash as quickly as possible, minimizing fees from the credit card processors, and 
reducing operator error.  TakeStock is Payment Card Industry (PCI) Data Security 
Standard (DSS) compliant for storing, accessing, displaying and transmitting 
credit card data. 

TakeStock is partnering with ICVerify and PayPal software products to provide 
TakeStock users two integrated solutions to handle credit card entry and 
authorization without re-keying during sales order entries and especially counter 
sales entry.  For credit memos, credits may be processed via credit card.  The 
Credit Card InterLink handles the printing of credit card receipts, opening and 
closing of batches, settlement, all communications with the card processing 
networks, and all history storage and reporting.   

Customer Credit Check Processing/Hold Policies  

The current credit hold policies are defined on the Credit Check view of Customer 
Maintenance and AR Control Maintenance. There you can enter the control for the 
number of days since last sale.  This value defaults to each customer record where it 
can be edited for specific customer handling.   

You can select the customers for whom to check credit.  You can select from Sold To 
customers to perform the credit check only for the Sold To customer on sales orders 
or invoices or Bill To customers to perform the credit check only for the Bill To 
customer on sales orders or invoices.  You can select both to perform the credit 
check for both the Sold To and Bill To customers on sales orders or invoices. 
Note:  If you want customers to have credit checked regardless of their origination 
on the sales order, then you must setup the customer record with Both for the 
Credit Check For setting on the Credit Check view in AR Customer Maintenance and 
in AR Control Maintenance for default processing.  The Sold To Customer option will 
only check customers on orders where they are the sold to.  Likewise, Bill To will 
only check customers on orders where they are the bill to.   
 
For Example:  Customer X has the Credit Check For option set to Bill To Customers.  
Customer Y and Customer Z are setup with Customer X as the primary Bill To on the 
customer record.  Only sales orders entered for Customer Y and Z will check credit 
balance on Customer X.  If Customer X is entered as a customer, their balance will 
never be checked because in this case they are not considered a Bill To but instead 
are a Sold To. 

When you enter a new Sales Order, the customer credit check routine determines 
that the customer is either: 

• Over his credit limit--determined by existing credit check routine. 

• Has past due amounts--determined by existing aging check routine. 
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• Customer’s last sale was > X time period; refer to the Credit Check field in 
AR Control/Customer Maintenance. 

If the system determines that the Customer “fails any of the above tests, the 
system displays message that the customer has failed the credit check. Depending 
on the Credit Check handling operation selected, you can proceed to enter the 
order or select Cancel to exit. 

When you complete the order, the system runs the credit check again, per 
standard functionality, and if the customer fails, the program uses the policies 
defined in the AR Control Maintenance and Customer Maintenance programs and if 
necessary, places the document on hold.  You have the option to enter a reason 
for the hold. 

If you have selected the option to place documents on hold where the pricing 
and/or terms code was overridden and override these fields, the system places the 
document on hold.  One hold is placed for each edit to any of these fields. The 
system records each of these holds in the holds table with the reason for each of 
the holds. For example, if the user edits 3 of 5 item’s prices, 3 override holds are 
placed on the document. If the user then edits the terms code, the program places 
another hold on the document, for a total of 4 holds.  

Use the SO Hold Review program to release holds.  

Editing sales orders on hold 

If you attempt to edit a document on hold, select the Holds button on the message 
box you can access the Hold Inquiry to view all the holds for that document.  You 
can also access the Holds Inquiry from the Inquiry menu on the Sales Order Entry 
screen. 

When the user completes the order, the system runs the credit limit check again 
and if the customer fails, the program uses the rules defined in the AR Control 
Maintenance and Customer Maintenance programs and if necessary, places the 
document on hold, if not on credit hold already.  

If you have selected the option to place documents on hold where the pricing 
and/or terms code has been overridden and override these fields, the document is 
placed on hold. One hold is placed for each edit to any of these fields. The system 
records each of these holds in the new holds table with the reason for each of the 
holds.  You have the option to enter a reason for the hold.For example, if the user 
edits 3 of 5 item’s prices, 3 override holds are placed on the document. If the user 
then edits the terms code, the program places another hold on the document, for 
a total of 4 holds.    

If you change a field back to the original value, the system automatically removes 
the hold. 

Use the SO Hold Review program to release holds.  

Manufacturing Representative Documents  

You can designate a sales order as a Manufacturing Representative (MR) 
document by selecting the Man Rep checkbox on the Document Options dialog 
box.  You can access this dialog box from the Additional menu.   
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As lines are entered on a MR document, the MR commission rate and the 
Salesperson MR commission amount are stored within the SO document.   Both of 
these fields are viewed and editable through the Line Item Detail dialog box.  You 
can enter the Total MR Line Item Commission Amount for line items in SO Entry. 

Once an order has been marked as MR document, all the items on the order are 
considered and handled as MR line items.   

If you enter a sales order as a direct shipment, the MR document print prompt will 
not appear as you exit the order. You must confirm the sales order to print the MR 
document from the Sale Order Entry program.  When the customer is set to use 
print interchanges, customer print interchange numbers also print on the MR 
document.  The vendor’s name and address also print on the MR document, based 
on your settings in Vendor Maintenance.  

If you enter a sales order to be shipped from a consignment warehouses, the MR 
document print prompt will be available to as you exit the order. 

At confirmation, you have the option to print the MR document regardless of 
whether or not the document is direct or warehouse ship.  If the document was 
previously printed (during SO entry), you have the option to print the MR 
document again. 

At any time, you can choose to go into the MR document print program and print 
or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the Daily Sales Register. 

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). 

SO Cost Add-ons:  You can also add non-inventory costs to sales documents and 
optionally factor these costs for more accurate gross margin accounting on sales 
documents.  On the Footer screen, you can enter the cost of sales amount for 
each add on associated with the document based on the Add On charge or the Add 
On percentage being enabled and the Cost Entry in Sales setting on the General 
view of Add On Maintenance determining if cost may be entered in sales. You can 
select the Factor Costs button to factor the add-on cost of sales across the line 
items on the document based on number of units, weight, cost, or cubes.  
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Enhanced Order Booking Feature  

The Order Booking system allows the user to track new documents and changes to 
existing documents in detail (at the detail line item level).  The new Order Booking 
system tracks SO documents for new orders and relevant field changes in sales 
orders, confirmation, credit memos, direct invoices, and counter sales orders. 

The Order Booking feature is a way to analyze sales that have been booked 
through TakeStock, both as current documents as well as past documents is also 
required.  This Order Booking Item Analysis Report provides a way to have a 
expansive “picture of order bookings. 

The Order Booking system stores SO booking information in unique booking 
records.  The new feature utilizes new Order booking tables and new Booking 
temporary tables, both broken down by header and line records. Order booking 
records store pertinent information that includes: 

Header fields Line fields 

Company Number 
(Internal) 

Company Number 
(Internal) 

Document Number Document Number 

Customer Line Number 

Ship To Line Sequence 

Primary Salesperson Shipping Warehouse 

Department Item Number 

Initiating Warehouse Order Quantity 

Branch Costing Unit Of Measure 

Ship Via Selling Unit Of Measure 

Sales Shipment Type Cost Extension 

Order Date Sales Price Extension 

Requested Date Relevant UM Conversion 
Fields 

Order Amount  

System Date  

Time Of Order  

User  
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Detail Bookings Data Capture/Flow 

When you enter a new sales order, counter sale, direct invoice, or credit memo, 
the system records the relevant header and line information (see above fields) in 
the new Order Booking tables.   

Any edit to document lines that causes quantities, dollar amounts or the costs of 
the document to change (e.g. quantity, cost, price) are tracked by the new Order 
Booking system.  Edits that are entered through any of the above entry modes or 
through Confirmation entry, cause the system to record the Net difference 
(between the original amount and the new amount) in the Order booking table.     
For example, if the original order is for 10 items and the user changes the line to 
12 items, the system records the difference, 2, and stores it in the new table.  If 
the user deletes the line altogether, the Net difference is –10 and it is recorded in 
the table.   

Any edit to relevant header or line text fields; e.g. Salesperson, Ship to; causes 
the system to “negate the original value and add the new value to the Order 
booking table.  For example, if the original order is for Primary Salesperson 001 
and the user changes the Salesperson to 002, the system negates the 001 and 
adds 002. 

Creating Purchase Orders for Direct Ship Kitted Components of Direct 
Ship Parent Items  

For kitted parent items that are direct shipped, you can optionally create the direct 
ship purchase orders for all of the kitted components of the parent item.  If the 
components are from multiple vendors, the system creates multiple purchase 
orders.  Refer to the Sales Order Entry Items view and How to enter, change, or 
delete sales order detail lines for kitted items topics for processing details.  

 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 orders 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. 

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the same cost onto 
one line on the purchase order.  If the sales order has 2 or more like items that have different 
costs, then the system creates a separate line for each item with it’s appropriate cost when the 
PO is generated. Since this also functions at the component level, this is particularly 
handy for combining components that are shared across multiple parent items on 
a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
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created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

Vendor Rebate Processing 

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
you have rebate viewing authorization, you can also view the rebate cost and 
rebate numbers that are pulled in the SO document through the line item detail 
screen.  

Returns Document Processing 

On the Document Options dialog in SO Entry, use the Return Document 
checkbox to indicate that this is a Customer Return document, and enter the 
RMA# for the return and the invoice # for which the RMA is generated. If an 
invoice number is entered in the appropriate field on the Document Options dialog 
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box, then the Invoice Reversal dialog is automatically displayed when you close 
the closing of the Document Options dialog box. This allows the user to select the 
line(s) to be returned without having to key each one in separately. The 
Automatically Assign RMA Numbers checkbox on the Options view of SO 
Control Maintenance allows you to select to automatically assign the RMA# based 
on a “last RMA# assigned field also stored in SO Control. This is an optional 
function of a return document. If this option is not selected (i.e., no automatic 
population of the RMA#), then an F9-Next option will be available to populate with 
the “next RMA #.   

This Returns document functions as a negative sales order in that no on hand 
quantities are updated when it is entered. The quantity being returned goes in the 
On Order bucket for each item that has a Return type Reason Code. Enter a 
Reason Code for each line item. This Return document is not limited to negative 
line items only.  Positive line item quantities can now be added on a Return type 
Sales Order.  For the Return Document, you can print a negative Pick Ticket with 
the RMA# printed in the header area.  

Once this Return document is generated, the system has a record that the 
merchandise is supposed to come back from the customer for return. When the 
merchandise does arrive, you have a document (the CR) to verify that the return 
is authorized. You can then confirm the existing Return document to indicate that 
the merchandise has actually arrived. You have the capability to change the 
reason code during confirmation. The quantity being returned is left in the On 
Order bucket until the DSR posts. At DSR post time, the quantity will be added 
back into On Hand. A negative invoice is printed for the credit to the customer’s 
account and posts normally through the system. The negative invoice contains the 
RMA# printed in the header section. 

At any time after a return is made a customer may call to inquire on the status of 
the credit associated with the return. You can inquire on the status of the credit 
through the SO Document inquiry by filtering to use the Return document toggle 
and selecting a column for the RMA# field or via document lookup.  The SO 
Document Inquiry program displays the RMA# and Invoice # as entered on the 
Document Options dialog in SO Entry.  

You can print a report of open and/or confirmed return documents via the Order 
Status Report using a filter on the Return Document setting on the SO Header. 

Value Added Tax (VAT) Handling 

To support the United Kingdom’s Value Added Tax (VAT) handling, the system 
bases all tax calculations on totals for each item tax class.   

The changes made to the tax calculation routines changed functionality in the 
Sales Order module as listed below: 

• If a customer is tax exempt then TakeStock treats all inventory sold to that 
customer as tax exempt, regardless of each item's designated Item Tax 
Class (VAT code). 

• If the Sales Order includes multiple inventory items with different item tax 
classes, the Sales Order shows the total tax for each item tax class.  You 
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can review sales order detailed tax information by selecting the Tax button 
on the Footer screen to access the Document Sales Tax dialog box.  

• The SO Confirmation Entry and Direct Invoice Entry programs now 
accumulate a taxable amount for each of the item tax classes listed on the 
order. This amount is based on the extended value of all invoice lines for 
each item tax class.  For European based systems, this taxable amount 
may be reduced by the terms discount (settlement amount). 

• The tax value is accumulated and added to the total net goods figure for a 
total invoice amount payable. 

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. 

Selling Inventory in Containers 

The system allows you to sell containerized items easily.  You can also track a 
history of the sold container (and serial number where applicable). The system 
also allows you to require the customer pay a deposit amount for the container. 

The system also provides an easy way to maintain information regarding the 
testing and certification of the containers; both for a safety perspective and for 
possible inspections from various governing agencies. 

You have the option to specify container types and numbers in Sales Order Entry, 
if this option was allowed in SO Control Maintenance. You must indicate container 
types and numbers to complete Confirmation Entry. When specifying containers, 
you have the option to override whether the container is returnable. GL postings 
and container pricing differ according to whether the returnable option is selected. 
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If you do not specify a container number in Sales Order Entry, then you can 
indicate the container type in item notes. This prints on the pick ticket, and 
container allocation is performed during Confirmation Entry. 

Container selection optionally may be limited by several controls.  Warehouse Item 
Container Maintenance can be used for either the container item or the 
containerized item so that only valid combinations are allowed.  

Confirmation Entry updates item records for both the container item and the 
containerized item. Treatment for the container item depends on whether it was 
marked returnable. If so, its value is adjusted into another GL asset account 
instead of cost of sales, and it uses container deposit pricing. If the container is 
not returnable, then its value will leave inventory and post to cost of sales, and 
normal pricing logic applies. Appropriate quantity adjustments are made to both 
items. The container table and container transaction table records are updated. 

The Daily Sales Register posts to the appropriate GL accounts for container 
deposits and container inventory to/from customers. 

Deposits 

Returnable containers can be set up to charge deposits.  The deposit amount is 
based the default deposit amount in the container type record, and optionally the 
container deposit pricing records that apply, if any.  Container deposit pricing can 
be setup by customer, by item within the container (meaning the containerized 
item), by container type.  You can define the GL code for the deposit amount in 
Container Type Maintenance and be able to credit the customer for this deposit, 
clearing the amount from the customer’s AR account (if invoiced) and the GL 
account.  

Entering returns of containers 

When a customer returns the returnable container, a credit memo is entered for 
the returned container.  The credit amount is the refundable deposit amount from 
the previous container transaction. This deposit can be adjusted by using standard 
add ons. For example, you can assess a demurrage for any containers returned 
after a period of time.  

When performing Credit Memo Entry for container items, the system asks if the 
container was marked as returnable or sold on the original invoice. Either will 
adjust the container item back into inventory, and the container record will have a 
status of Empty/ Uncertified. GL postings vary based upon whether the container 
was returnable or sold. Credits for returnable containers post out of the GL asset 
account for container inventory at customers, into the appropriate GL account for 
inventory. Credits for sold containers perform the normal GL postings to inventory 
and cost of sales. Both types update the container and container transaction 
tables. 

Stock Reservations Processing for Containers  

You can reserve a containerized item through stock reservations to a customer, 
using standard TakeStock stock reservations. Stock reservations apply to the item 
in the container, but not the container itself. 
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Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

e-wms processing  

For e-wms enabled warehouses, Sales Order Entry runs e-wms processing to 
create e-wms send records when you finish entering the sales order.   

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

For items with associated Alternate Package Code records in e-wms enabled 
warehouses, you can also access the Item Package Selection dialog box from the 
Additional-->e-wms menu option.    

You can also access the Document e-wms Options dialog box from the 
Additional e-wms menu option to modify the default compliance label, packslip, 
picking priority code and shipping settings for e-wms processing.  

If you edit an existing sales order that has already passed information via e-wms 
process and the record status is ‘locked’, the system displays a message indicating 
the order cannot be changed and disallows edits of the sales order.  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 sales 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 sales order. 

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

Confirmation Entry:  For warehouses that are e-wms e-enabled, the Confirmation 
Entry program is disabled.   

The Direct Invoice Entry, Counter Sale Entry, and Credit Memo Entry programs 
send a different type of transaction record—Computer Adjustment (CA) records--
for e-wms processing.  The Direct Invoice Entry and Counter Sale Entry programs 
do not allow line items to be added, edited, or deleted for e-wms enabled 
warehouses.  

Refer to the e-wms Users Guide for additional processing and program details 
about the e-wms feature. 
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Limitations/Exclusions 

Once the e-wms system is fully functional, no longer processing in phased 
implementation, you should run the Disable Multiple Bins program. Once the 
Disable Multiple Bins program is run, the will contain no items marked as multiple 
bins, so no bin allocation will occur in Sales Order Entry. 

Resizing the Screen 

You can resize the screen for programs in the Sales 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. 

Sales Orders Menu Options 
This section presets the standard menu options that are available from Sales 
Orders programs.  Refer to the menu section of a program for specific menu 
options. 

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 
Confirmation 

Stops the current confirmation that is in process. Once a 
confirmation is complete and saved, it can no longer to 
stopped.  This option is available only when you are 
confirming a sales order. 

Convert Quote  Converts the current quote to a sales order.  This option 
is available only at the Footer screen for a quote.  Once 
converted, the quote cannot be converted again unless 
you add new line items on the quote.  You can then 
convert the new line items to a new sales order. 

Convert Sales 
Order 

Converts the current sales orders to a quote, future 
order, or blanket order, depending on the option you 
select.   

Import Quote Imports an existing quote into the current quote.  This 
option is available only in the Item window and at the 
buttons for the item list.  When a new customers 
accepts a quote, you will enter a record for the customer 
in TakeStock.  Then, enter a new quote with the 
customer’s record number and import the old quote to 
enter the line items and add-ons you quoted to the 
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customer.  You may then convert the quote to a sales 
order. 

Import Past 
Items 

Accesses the Past Sales by Customer dialog box, which 
contains all the items in the TakeStock Past Sales table 
by customer.   

Companion 
Items 

Accesses the Companion Items dialog box so you can 
import companion items for the highlighted item.  Note:  
This option is available only from the Items screen (not 
in edit or add mode) when you have highlighted an item 
in the browser that has companion items. 

Invoice 
Reversal 

Accesses the Credit Options dialog box, which allows 
you to reverse the invoice, select items to be credited 
on the invoice, and/or select the sales tax and/or freight 
charges (add ons) to be credited from the original 
invoice amount.  You can also enter a returns code for 
the selected credit option.  

Panels Allows you to access the Pricing Information Display 
feature, which provides you with quantity price break 
that are available to the customer through price 
schedules.    

Preferences 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. 

Exit Exits the current program. 

Inquiry 

Menu Selection Function 

Customer 
Inquiry 

Opens the Customer Inquiry to display customer 
information. 

Item Inquiry Opens the Item Inquiry to display item information. 

Quotes by Item 
Inquiry 

Displays a list of the quotes on which an item displays. 

Item 
Interchange 
Inquiry 

Displays a list of interchange number for the current 
item. 

Substitute 
Items 

Displays a list of the substitute items for the current 
item, and optionally select to use one of the available 
substitutes. 

BOM Item 
Inquiry-Actual 

For the selected BOM already added on a sales 
document, displays actual component items, order 
quantities, shipped quantities and backordered 
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quantities. This inquiry is available only after entering 
and saving a parent item. 

Past Sale - Item  Accesses the Past Sales by Item dialog box, which 
displays a list of past invoices on which the current item 
displays. 

Past Sales - 
Customer 

Accesses the Past Sales by Customer dialog box, which 
displays a list of past sales for a customer and a specific 
item. 

Item Availability 
with Prices 

Accesses the Item Availability with Prices program, you 
can review item availability and pricing by warehouse or 
by warehouse and customer. 

Document 
Overview 
Inquiry 

Displays an overview of the line items on the current 
document. 

SO Document 
Inquiry 

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

PO Document 
Inquiry 

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

Find 

Menu Selection Function 

Lookup Opens the Lookup for a detail field. 

Document 
Quicksearch 

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

Customer 
QuickSearch 

Opens the Customer QuickSearch to quickly locate a 
customer.  The QuickSearch will help you to find a 
customer 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 will help 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. 

Notes 

Menu Selection Function 

Customer Opens the Notes Manager for the current customer. 
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Menu Selection Function 

Ship To Opens the Notes Manager for the current Ship To 
customer. 

Warehouse Opens the Notes Manager for the current warehouse. 

Item Opens the Notes Manager for the current item. 

Document 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. 

Detail Line Opens the Notes Manager for the current detail line 
item. 

Import 
Customer  

Opens the Import Customer Notes dialog box for the 
current customer.  Use this dialog box to import 
customer notes to this parent item 

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

Additional 

Menu Selection Function 

Maintain Maintains records for the available fields on this 
screen. 

Lost Sales Opens the Lost Sales dialog box to record lost sales 
for printing on the Lost Sales Report. 

Document 
Options 

Opens the Document Options dialog box to change 
the target GM % for a document, change the ship 
complete options, or to set up a document as a direct 
ship only. 

Commissions Opens the Commissions dialog box to enter split 
commissions for a detail line item. 

Cash Customer 
Address 

Opens the Address Entry dialog box for entering the 
address of a cash customer. 

Ship To 
Address 

Opens the Address Entry dialog box for entering the 
address of a temporary ship to customer. 

Bill to 
Customer  

Opens the Bill to Customer dialog box, which is used 
to select an alternate bill-to address than the primary 
bill-to entered in the Customer Maintenance program. 

Gross Margin 
Calc 

Opens the Gross Margin Calculation dialog box to 
calculate new item prices based on a target dollar 
amount or gross margin percentage. 
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Menu Selection Function 

Aggregate 
Discounts 

Opens the Aggregate Discounts dialog box to apply 
aggregate discounts to the items on a sales 
document. 

Price Selection Opens the Price Selection dialog box to view and 
optionally select a price to use for the current item. 

Item Tax Info Accesses the Sales Tax dialog boxes to view or 
change the sales tax information for a line item on a 
sales document. The customer’s record must be set 
up to allow tax overrides or the only sales tax change 
allowed is the tax class. 

Serial/Lot 
Distribution 

Opens the Lot Allocation dialog box or the Serial 
Number Allocation dialog box to enter the numbers 
for the items on the sales document. 

Stock 
Reservations-
Out 

Opens the Stock Reservations  dialog box to reserve 
stock that is being sent from the shipping warehouse. 

Parent Item 
Options 

Opens the Parent Item Options dialog box to choose 
on which documents the parent item prints. 

Phantom Item 
Entry 

Allows you to enter a phantom item and quantity on 
the sales document.  

Turnaround 
Fields 

Available if the EDI function is set in the System 
Control—Authorization dialog box in System 
Management, the customer is set up to process EDI, 
and turnaround fields exist for the current document. 
Displays Turnaround Fields - Header if the document 
header is being displayed; displays Turnaround Fields 
- Detail if the document details are being displayed. 

Custom Fields-
Header 

Opens the Custom Fields - Header dialog box to enter 
custom fields for the header information. 

Custom Fields 
Detail 

Opens the Custom Fields- Detail dialog box to enter 
custom fields for the detail line item information. 

Schedules By 
Ship To 

Opens the Schedules by Ship To dialog box for 
entering blanket order schedules for a customer. 

Schedules By 
Item 

Open the Schedules by Item dialog box for entering 
blanket order schedules for a customer.  This is an 
alternate way to set up blanket item schedules for a 
blanket  order. 

Schedule 
Inquiry 

Opens the Schedule Inquiry to display the blanket 
schedules set up for a company. 

Manual 
Shipment 
Release 

Manually releases a blanket order as an open sales 
order. 
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Activity 

Menu Selection Function 

Quote Changes to the Quote Entry program. 

Sales Order Changes to the Sales Order Entry program. 

Confirmation Changes to the Confirmation Entry program. 

Direct Invoice Changes to the Direct Invoice Entry program. 

Credit Memo Changes to the Credit Memo Entry program. 

Counter Sale Changes to the Counter Sale Entry program. 

Recurring 
Document 

Changes to the Recurring Document Entry program. 

Future Order Changes to the Future Order Entry program. 

Blanket Order Changes to the Blanket Order Entry program. 

Misc. Inv. Changes to the Miscellaneous Invoice Entry program. 

Global  

Menu Selection Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used programs. 

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

Help 

Meu Selection Function 

Contents Accesses the online Help table of contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

Screen Help Accesses online Help for the current screen. 

About TakeStock Displays release, licensing, and support information 
about TakeStock. 
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Meu Selection Function 

Special Keys Accesses the Special Keys dialog box, which lists the 
function keys for the current screen. 
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Sales Order Entry Hints and Examples 
If you automatically create a suggested purchase order (or transfer) for a stock 
reservation and your selling and buying units of measure are different, the system 
will round the suggested document quantity.  The system rounds up to the lowest 
possible number while still not being less than the selling quantity.  For example, 
the selling UM is EACH and the sales order is for 14 EACH.  The buying UM is BOX 
with 10 EACH per box.  If the quantity mask for the BOX does not allow decimals, 
the suggested document is for 2 BOXES (since 1.4 boxes is not possible), and the 
remaining are not reserved for any documents.   

How to enter a sales order (overview) 
The following are guidelines for entering a sales order: 

1. Use Sales Order Entry to enter new sales orders, or to view or change existing 
sales orders.  The purpose of a sales order is to commit item quantities for a 
customer and print pick tickets for filling the sales order.   

2. There are three screens for entering a sales order: Header, Items, and Footer.   

3. The Header window allows you to designate who placed the order and where it 
ships.  You also define information that prints on an invoice when the order is 
confirmed, such as method of shipping, how to handle freight charges, the 
warehouse that initiated the sale, and the salesperson to get commission on the 
sale.  When you complete the header information, choose the Items button to 
move to the line item entry window.   

4. The Items view is used to enter, change or delete the line items on a sales 
order.  For any line item, the Additional menu offers many options to enter lost 
sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields.  When all detail lines are complete, choose the Footer button to move to 
the footer screen.   

5. The Footer window is used to review or enter any Add On charges and costs 
factored into the item sales, deposits, taxes, credit card information, shipping 
information, or shipping warehouse information for the sales order.  The total of 
all information on the document displays on the Footer window.  If the Credit 
Card InterLink or the PayPal PayPal PayflowPro Integration is available on your 
system, you can save or authorize credit card transactions.  When all Footer 
information is complete, choose the Done button to end the sales order.  The 
system displays the Print Pick Ticket dialog box where you can choose to print 
the pick ticket, change printer options, place the order on service hold, or exit.  
When you select the Done button, the system accesses the optional Shipping 
InterLink to prepare the sales order for the Clippership shipping system if you 
set the Ship During Confirmation option to Never or Only on COD and the 
Freight Import From Shipping InterLink option to Always Import or Ask for 
Import in SO Control Maintenance..  To use the Shipping InterLink, be sure to 
enter a Ship Via code (on the Sales Order Entry–Header view) that is valid for 
the Clippership for Windows® software product.  For any selection except 
Cancel, the sales order is saved and you return to the Header screen to enter 
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another sales document or to exit.  Clippership now returns tracking numbers to 
be permanently stored in TakeStock with a Sales Order document.  The tracking 
numbers can be viewed in SO Entry programs as well as SO Document Inquiry.  
ODBC imposes a limit on the amount of data passed between applications, so 
there is a limit on how many tracking numbers can be passed from Clippership 
to TakeStock.  Currently, the system has been tested and approved for up to 
100 tracking numbers.   

6. If you do not choose to print the pick ticket at the time the sales order is saved, 
or if you need to reprint a pick ticket, select Pick Ticket Print from the menu to 
print or reprint the pick ticket.   

7. When your customers exceed their credit limit and their orders are placed on 
credit hold, you will use Hold Review to remove the orders from hold.  Hold 
Selection may also be used to place orders on hold.   

8. When items on your sales orders are backordered, Automatic Commit 
Backorders is used to fill the backorders with item quantities received on 
warehouse transfers or purchase order receipts.  You should run this update 
after updating item receipts, after entering item adjustments, or after deleting 
or voiding a large number of document line items.   

9. If you use multiple warehouses on an order, use Item Shipment Approval to 
release lines that are on hold at the shipping warehouse, or to view rejected and 
on hold lines.   
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Sales Order Entry Header view 
Using the Sales Order Entry Header view, you can enter a new sales order or 
change the existing information on a sales order for one of your customers.  You 
can designate who placed the order and where it will ship.  You can also define 
information that prints on an invoice when the order is confirmed, such as method 
of shipping, how to handle freight charges, the warehouse that initiated the sale, 
and the salesperson to get commission on the sale.   

NOTE:  You can designate a sales order as a Manufacturing Representative (MR) 
document by selecting the Man Rep checkbox on the Document Options dialog 
box.  You can access this dialog box from the Additional menu.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

 
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 runs the maintenance option for the 
current field.  You can add, change, or delete records for 
the current field from the appropriate maintenance 
program.   

Temp Accesses the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have 
not yet added to TakeStock.   
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Same Indicates that you want the Ship To customer set to the 
same number as the Sold To Customer field.   

Items Accesses the Items view of the Quote Entry screen.   

Sales Order 
# 

Enter the number to assign to a new sales order.  
Press TAB when NEXT displays in this field to assign 
the next available sales order number.  Press F9 to 
assign the next available number.  Sales order 
numbers are eight digits long and do not begin with a 
preceding letter.  An example of a sales order number 
is 12345678.  To change or delete an existing sales 
order, enter the existing sales order number in this 
field to open it.  If a document note exists for the 
document number you enter, the Notes dialog box 
opens to display the note.  If you delete a sales order, 
the system deletes the line items and releases the 
committed quantities.  The system does not delete the 
sales order number.  The deleted sales order number 
prints on the next Daily Sales Register with a note that 
it is deleted as an audit trail of all sales 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.   

Ordered Enter the date on which the customer placed the 
order.  The default for this field is the current system 
date.   

Req’d Enter the date on which the customer requests 
delivery of the order.  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 press F9 to 
enter ASAP for this field.   

Promised Enter the date on which the order is promised. The 
default for this field is ASAP for as soon as possible.   

Customer Enter the number of the customer for whom you are 
entering a sales document; this is the Sold To 
customer.  Press F9 to enter a sales document for a 
cash customer.  A dialog box opens to enter the 
customer name and address, which is temporarily 
stored until the document is complete, but is not 
saved in TakeStock.  Based on your settings in AR 
Control Maint.—Credit Check view, the system checks 
the customer’s credit limit (set up in Customer Maint.) 
and open past due invoices.  If the customer fails any 
of the credit checks, an appropriate message displays.  
If the customer is inactive or on hold, a message 
displays and you cannot continue the sales document.  
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When you enter a valid customer, the primary Ship To 
location, salesperson, freight code, ship via and 
corresponding route information, and terms code set 
up in the customer’s record update these fields on the 
Header as defaults.  The system checks the customer’s 
record to determine how to handle commissions.   
 
For reference purposes, the system displays the Bill-to 
customer number below the Customer field. 

Ship To/ 
Primary 
Ship To 

This field defaults to the primary Ship To set up for the 
customer you enter.  Press TAB to accept this default, 
or enter a different valid ship-to customer.  Press F9 to 
enter SAME or select the Same checkbox so the Ship 
To customer is set to the same number as the Sold To 
Customer field.  Press F10 to enter a temporary Ship 
To address for the sale that will not be saved by 
TakeStock.  If the Ship To customer is not set to SAME 
or Temporary, the salesperson, freight code, ship via 
and associated routes, terms code and tax code 
defaults are set based on the Ship To customer.   

If multiple ship-to locations are entered on the Multiple 
Ship To screen (see below), the Ship To field label will 
change to Primary Ship To and the ship-to location in 
the header will serve as the primary (default) ship-to 
location in the absence of any ship-to locations for an 
individual line item. 

Warehouse Enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user 
profile displays as the default.  If you are using 
multiple warehouses on an order, this is the initiating 
warehouse for the sale.   

Salesperson The code of the salesperson assigned to this customer 
in Customer Maint. displays in this field.  If you enter a 
Ship To other than TEMP or SAME, the default is the 
salesperson for the Ship To record.  This is the primary 
salesperson to get credit for the sale.  You can use this 
salesperson or enter a different salesperson code if 
you have proper functional security. 

This field has a functional security setting by user 
group.  The purpose of this feature is to secure the 
salesperson based on the customer default.  You 
cannot change the salesperson code without proper 
functional security. 

Note:  If you are splitting commissions for the 
document, choose the Commissions option from 
the Additional menu. 

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

Customer PO 
# 

Enter up to 15 characters for the customer’s PO 
number.  If the customer’s record is set to require a PO 
number, you must enter a number in this field in order 
to continue.  If not required, you can leave this field 
blank.   

If you selected the Check Duplicate PO checkbox on 
the Invoicing view of Customer Maintenance, you must 
enter a reference/PO number that has not already been 
recorded on another Sales Order document or the 
system displays a warning message telling you that the 
reference/PO number for the specified customer has 
already been recorded for another document.  Note that 
the message is only a warning only, you can select the 
OK button on the message and still choose to use the 
same reference/PO number again.  You can select the 
Info button to display the Duplicate PO/Ref Num 
Display dialog box where you can review the sales 
orders (open and past) that use the PO/reference 
number you specified.  From this screen you can double 
click a sales order to display it in SO Document Inquiry.   

Freight From the drop-down list, select how to bill freight. You 
can set the fright code at the ship-to location, 
customer, or SO control maintenance level.  The system 
searches for and displays the default freight code using 
the following program hierarchy:  AR Ship-to 
Maintenance, then AR Customer Maintenance, then SO 
Control Maintenance. 

Ship Via The ship via set up in the customer’s record displays as 
the default.  You can use this ship via or enter the code 
of a different ship via for the document.  To use the 
Shipping InterLink, be sure to enter a Ship Via code 
that is valid for the Clippership for Windows® software 
product. 

Route/Stop If the Ship Via is set up to require routes, then the 
Route and Stop fields display the defaults set up in the 
customer’s record.  If not, these fields are not available.  
You can use the default route and stop, or enter 
different values for the current document.   

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

Contact The contact for the Customer or Ship To you entered on 
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the document displays in this field as the default.  This 
is the contact at the customer’s location for this 
document.  You can use the default or enter a different 
contact.   
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 How to enter or change sales order header 
information 
1. Access the Sales Order Entry program.  The complete path is Sales 

Orders Sales Orders  Sales Order Entry.  The system displays the Header 
view of the Sales Order Entry screen.   

 
2. Enter the number to assign to a new sales order.  If you need to change or 

delete an existing sales order, enter the existing sales order number in this field 
to open it.   

 TIP:  Sales order numbers are eight digits long and DO NOT begin with a 
preceding letter.  An example of a sales order number could be 12345678.  To 
have the system assign the next sales order number in sequence, press F9 or 
press TAB when NEXT displays in this field.  If you delete a sales order, the 
system deletes the line items and releases the committed quantities.  The sales 
order number is not deleted.  The deleted sales order number prints on the next 
Daily Sales Register with a note that it has been deleted as an audit trail of all 
sales order numbers used.   

3. For Ordered, enter the date on which the customer placed the order.  The 
default for this field is the current system date.   

4. Enter the date on which the customer Requested delivery of the order.  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.   

5. Enter the date on which you promised the customer delivery of the order in the 
Promised field.  The default for this field is ASAP for as soon as possible.   
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6. Enter the number of the Customer for whom you are entering a sales 
document; this is the Sold To customer.  For reference purposes, the system 
displays the Bill-to customer number below the Customer field. 

 TIP:  Press F9 to enter a sales document for a cash customer.  A dialog box 
opens to enter the customer name and address, which is temporarily stored until 
the document is complete, but is not saved in TakeStock.   

7. The Ship To field defaults to the primary Ship To set up for the customer you 
entered.   

 TIP:  Press TAB to accept this default, or enter a different valid Ship To 
customer.  Press F9 to enter SAME so the Ship To customer is set to the same 
number as the Sold To Customer field.  Press F10 to enter a temporary Ship To 
address for the sale that will not be saved by TakeStock.   

8. Enter the code of the Warehouse from which you are selling the items.  The 
warehouse from your user profile displays as the default.  If you are using 
multiple warehouses on an order, this is the initiating warehouse for the sale.   

9. Modify the code, as necessary, for the Salesperson to get credit for this sale.   

 TIP:  Functional security is set by user group.  The purpose of this feature is to 
secure the salesperson based on the customer default.  You cannot change the 
salesperson code without proper functional security.  If the Ship To is set to SAME 
or TEMP, the salesperson assigned to this customer in Customer Maint.  displays in 
this field as the default.  If you enter a Ship To other than SAME or TEMP, the 
default is the salesperson for the Ship To record.   

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

11. Enter up to 15 characters for the Customer’s PO Number.  If the customer’s 
record is set to require a PO number, you must enter a number in this field in 
order to continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again.  You can select 
the Info button to display the Duplicate PO/Ref Num Display dialog box where 
you can review the sales orders (open and past) that use the PO/reference 
number you specified.  From this screen you can double click a sales order to 
display it in SO Document Inquiry.   

12. From the drop-down list, select how Freight is to be billed. You can set the fright 
code at the ship-to location, customer, or SO control maintenance level.  The 
system searches for and displays the default freight code using the following 
program hierarchy:  AR Ship-to Maintenance, then AR Customer Maintenance, 
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then SO Control Maintenance. 

 TIP:  If you select Bill Later, the freight charges will be updated during the 
Daily Sales Register and will print on the Unbilled Freight Report for you to 
manually bill the customer at a later time.   

13. The Ship Via set up in the customer’s record displays as the default.  You can 
use the default or enter a different ship via for this document.  To use the 
optional Shipping InterLink, be sure to enter a Ship Via code that is valid for the 
Clippership for Windows® software product. 

14. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
record.  You can use the defaults or enter different values for the current 
document.   

15. Entered By will display the user code from your user profile as the default to 
identify the person who actually entered the sales order.  The user code you 
enter here will print on the sales document.   

16. Enter the Contact at the customer’s location for this order.  The contact for the 
Customer or Ship To you entered displays in this field as the default.   

17. When all information for the Header is complete, choose the Items button to 
move to the item entries for the sales order.   
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Sales Order Entry Items view 
Using the Sales Order Entry Items view, you can enter, change, or delete the line 
items on a sales order.   

The sales order number, customer number and name, and the shipping warehouse 
for this sales order display at the top of the screen.  Enter the number of the item 
for the sale, the ordered, committed and backordered quantities, selling unit of 
measure, and the price and pricing unit of measure.   

For items measured in cubic volume, the total cubic volume is now displayed 
during line item entry within sales order entry programs.  A column for cube 
extension also displays cubic volume by line item in the browser in the lower 
portion of the screen. 

 

Screen Details 
When all detail line items are complete, choose End Add (or End Insert).  The 
buttons for the item list are then available to maintain the detail lines. When you 
select the End Add (or End Insert) button, the system displays the message:  Agg 
Discount Exists for any line-item that has an aggregate discount available.  When 
you complete the line item information, choose the Footer button to move to the 
footer detail entry window.  If you are using multiple warehouses, you can choose 
F9 to change the warehouse from which to ship the items.  Choose Save to add the 
detail line item to the item list for this sales order.  When you save a line item, the 
committed quantity for the item updates the item’s on-order quantity.  If you 
delete a line item on a sales order, the system removes the committed quantities 
from the on-order quantity, and updates the available item quantity.   
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Vendor Consignment functionality  

If you indicate that shipping warehouse for a sales order line item is a 
consignment warehouse, then the system assumes consignment goods are being 
sold.  You can place consignment and non-consignment items on the same sales 
order.  The system uses the appropriate consignment inventory GL accounts when 
updating the document through the Daily Sales Register.  

Production Items 

For production items, if you selected to calculate pricing at confirmation instead of 
entry, the price displayed for the item is estimated and an asterisk, *, displays in 
the E column for that item.   

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.   

For each item, set the Allow Terms Discount checkbox on the General view of 
Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your vendor.     

The Terms Discount by Line Item feature is also controlled by an additional flag, 
Terms Discount by Line, found on the SO Lines view of SO Control Maintenance.  
This flag, when off, causes TakeStock to operate based on the Allow Terms 
Discount checkbox on the General view of Item Maintenance . If the Terms 
Discount by Line checkbox is selected, then each line item in SO entry uses the 
Item level control for Terms inclusion/exclusion. 

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item. The terms discount percentage for a line item is located 
on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Creating Warehouse Purchase Orders from SO Entry Programs 

Based on your settings for the Create Pos for Whs Shipments flag on the SO Lines 
view of SO Control Maintenance, you can by-pass traditional special order 
placement (e.g., creation of Suggested Purchase Orders) and create actual 
Purchase Order documents from sales order entry and optionally add items to 
existing purchase orders.   
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*Note: this feature will work only for those items that have the replenishment 
path set to Vendor. 

If you selected to allow the creation of purchase orders for warehouse shipments, 
and the item entered during order entry is unavailable to be shipped/committed, 
the system asks if you want to either: 

Create stock reservations for the backorder (allows the creation of a Suggested 
Purchase Order) or Create an actual purchase order for the backorder 

If you choose to create a purchase order, the system displays the dialog to enter 
the vendor for the purchase order.  The default value is the vendor stored on the 
SO document item line for the backordered line.  The system then creates the 
purchase order and displays the new PO number. 

After the PO is created, the system ask if you want to create POs for the rest of 
the lines found to have backorders, or if you want to “step through each 
backordered line, answering the stock reservation question each time.  

If you choose to create a PO for all backordered lines, you only have to answer if 
you want to accept the line’s default vendor or you can enter a new vendor for the 
PO. If you enter a vendor that already has a PO for the sales order document, the 
system adds the new line to the existing PO.  You can view the existing PO (s), 
and choose to either add the item to the existing PO or create a new purchase 
order. 

If you choose to “step through, the stock reservation question appears each time 
the program finds a backordered quantity.   

Notes from backordered SO lines automatically post to the PO created.  

e-wms processing for POs created from SO Entry:  The system assigns e-
wms quantities to the new document lines using the e-wms alternate packaging 
common routine.  If the quantities do not work out to integer values, the system 
does not create the purchase order and returns an error message.  After the 
purchase order is created, the ‘send’ common routine will be run to send the 
purchase order to e-wms.  Refer to the e-wms Users Guide for additional 
processing and program details about the e-wms feature. 

Deleting Special Order Items where Purchase Orders Were Created  

If you delete a special order item on a sales order after creating the purchase 
order and the PO is not yet printed, the system reduces the Add and Reserve 
quantity for the by the special order item quantity on the sales order and posts a 
‘broken tie’ message to the system.    

Multi-Currency Enhancements for POs 

When generated from a sales order, the system creates purchase orders for a 
multi-currency vendor using the vendor’s invoice currency.  The PO create routine 
first looks for a Whse/Vendor/Item record for the line item being created.  If this 
record exists and if the foreign cost on the record is in the same currency as the 
vendor’s invoice currency, this is the cost used on the PO.  If this record does not 
exist or the foreign cost on the record is not in the vendor’s invoice currency, then 
the system cost, converted to the vendor’s. 
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Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

Multiple Ship Tos per Line Item 

Multiple ship-to locations are entered by pressing the Detail button on the Items 
screen to open the Line item Detail screen.  A Ship To location combo box displays 
the ship-to location from the sales document header as a default; a Ship Via fill-in 
will display the ship-via from the sales document header as a default as well, 
along with the Requested and Promised dates (also defaulting from the header). If 
quantities of line items are to go to more than one location, select the Multi-Ship 
to open the Multiple Ship To dialog box.   

The line item browser in the lower portion of the screen includes the following 
fields: Ship To, Ship Via, Requested, and Promised, as well as am M flag column to 
identify line items with multiple ship to locations. 

The system displays the message *Multiple Ship To’s* above the item entry field 
to notify you of multiple ship-to locations for the line item. 

Creating Purchase Orders for Direct Ship Kitted Components of Direct 
Ship Parent Items 

When you are editing the components for a direct ship kitted parent item, you can 
create a purchase order for a component by selecting Stock Reservations 
button.  The default vendor for the PO creation is the primary vendor, however, 
you can select another vendor before the PO is created.  If you do not create a PO 
for each component during component edit, then when you select the Done button 
during the ending routine of SO Entry, the system prompts you to create a PO for 
the direct ship items on the order.  If the you select Yes, then the system creates 
a PO for each kit component using the item’s primary vendor.  All components 
from the same primary vendor are grouped on the same purchase order during PO 
creation. 

 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. 

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 
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Allowing Backorders in a Shipping Warehouse That is not the Initiating 
Warehouse 

If you select the Allow Backorders from Other Whses checkbox in Warehouse 
Maintenance, then that shipping warehouse allows any initiating warehouse to 
backorder quantities for an item that is stocked in both warehouses.  If the item is 
stocked in the shipping and not in the initiating warehouse, the system still allows 
the initiating warehouse to backorder the item as it did in previous releases 
regardless of the setting of this flag. 

Certificates of Analysis Documents for Lot items 

When you sell lot items, you can pass property information relating to a lot item in 
the form of a Certificate of Analysis (CofA).  When your customers purchase goods 
from a lot, the customer may require a CofA to determine if the lot meets his 
specific tolerance requirements. Because the customer may have specific 
acceptable tolerances, you can use the Lot Ffilter button on the Lot Allocation 
dialog box to look up specific criteria among multiple lots to supply your customer 
with an acceptable product. You can also require that a message print on pick 
tickets and/or invoices when goods from a CofA Lot are sold. You can use this 
message to notify your customer or an internal staff member that the item sold 
requires a CofA. You can also maintain hard copies of the CofA in literature bins 
and can print the literature bin name on documents and print the CofA document 
(where stored as a Word Document) on demand or in conjunction with the printing 
of the pick ticket or invoice. 

Customer Item Notes Functionality 

All Sales Orders entry programs allow access to customer/item notes on the Items 
screen of the entry program.  

In the SM Customer Item Notes Maintenance program you can create notes based 
upon combination of customer, item, ship to (optional) and warehouse (optional).  
Multiple notes can be created for each combination.  Notes can be selected in sales 
order entry functions and share feature capabilities currently available for line item 
notes, i.e., customer item notes can display urgent notes and be printed on 
internal and external documents (pick tickets and invoices). 

When a new item is entered during SO processing, the software searches the new 
customer/item notes table for a record, using the following hierarchy: 

Sold To Customer and Ship To and Item and Warehouse 

Sold To Customer and Ship To and Item 

Sold To Customer and Item and Warehouse 

Sold To Customer and Item 

Bill To Customer and Item and Warehouse 

Bill To Customer and Item 
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If the system finds a record in the customer/item notes file at any step in the 
hierarchy, then that record is used for possible note retrieval.  No other records 
further down the hierarchy will be used. 

If a Customer/Item note record is found, then all of the related customer/item 
note records found in smNote are used and treated as SO Line notes. The notes 
display on the screen if they are urgent. The notes use the Note Category Option 
Defaults for SO Lines setting (i.e., Print on Internal, Print on External, Copy when 
Posted, and Copy Note to PO). 

Constraints or Limitations 

• Customer/Item notes do not appear in the Customer Inquiry, Item Inquiry, 
or Price Inquiry programs.  

• Existing functionality for Item Notes will remain in place; Customer/Item 
notes will optionally supplement this functionality. 

• If you import a customer/item note that has the same topic and category 
as an existing note on sales order, the note import will not take place.   

• Notes for customer/ ship to/ item are based upon the ship to code used in 
the document header; ship to codes overridden on a document line will not 
be used in the note selection process. 

• Customer/Item notes are not available in Transfer or Purchase Order 
processing. 

Container Tracking 

When selling containerized items, you can specify/allocate container types and 
numbers, subject to any restrictions in Warehouse Item Container Maintenance 
and Warehouse Maintenance. Container type, number, and serial number (if 
applicable) print on transfer documents, pick tickets, invoices, the daily sales 
register, and both the shipment and receipts register.  The Container Allocation 
program allows you to receive, commit, and ship items that are stored in traceable 
containers. You can also receive empty traceable containers by using this 
program. 

The system uses two versions of the Container Allocation dialog box. One version 
processes receipts, commitment, and shipping of items using containers. The 
Container Receiving dialog is also available to process the receipt of empty 
containers. 

The Container Allocation dialog box has the look and feel of the TakeStock Lot 
Allocation dialog box.  Using this dialog box, you must select valid container 
item(s), and container numbers for items stored in containers that you are 
receiving, committing, or shipping.   

PO Receipts Entry, PO Receipts by Line Entry, Transfer Receipt Confirmation, IM 
Adjustment Entry, IM Physical Inventory, Production Entry, and Credit Memo Entry 
displays the first version of the Container Allocation dialog box for receipts of 
containerized items.  SO Entry, PO Returns, Transfer Shipment Confirmation, IM 
Adjustment Entry, and Production Entry also display this version of the Container 
Allocation dialog box for commitment and shipment of containerized items. 
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You cannot sell a partial quantity from a container.  Use the Container Transfer 
Entry program to accomplish partial quantity sales from a container via container 
transfer transactions. You cannot receive more than the maximum quantity set in 
Item Maintenance for the container item. As with lot and serial number allocations, 
the program forces balancing before you can complete and close the Container 
Allocation dialog box.  

Extensions with Container Dollars 

The Extensions with Container dollars is: 

a) The containerized line item extension + the container deposit extension (when 
the container is customer returnable). 

b) The empty container extensions + the container deposit extension (when the 
container is customer returnable). 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

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 current line item for this sales 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, line item discounts, 
multiple ship to locations, cost if manual or average, 
cost for Sales Analysis, line item commission, and the 
taxable or ship complete status of the line item.   

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.   
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Edit Edits the currently selected line item so you can make 
changes to the quantity, price or units of measure.   

Delete Deletes the currently selected line item from the 
document.   

Release Releases a line item.  This button is not available when 
entering quotes.  On multi-warehouse orders, you can 
choose this button to release a line item on a blanket 
order, future order, or to release a line item on a sales 
document that is on hold. 

Header Accesses the Header view of Sales Order Entry.   

Footer Accesses the Footer view of Sales Order Entry.   

Shipping  
Whse 

The warehouse from which you are shipping the line 
item displays in this field as a reference.  If you are 
using multiple warehouses, the system updates this 
field each time you change the shipping warehouse.   

If you indicate that shipping warehouse for a sales 
order line item is a consignment warehouse, then the 
system assumes consignment goods are being sold 
and uses the appropriate consignment inventory GL 
accounts when updating the document through the 
Daily Sales Register. 

Item Enter the number of the item that you are selling.  If 
you enter an interchange item number, the system 
replaces it with the TakeStock item number.  If there 
is more than one TakeStock item number set up for 
the interchange number, 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 where you can choose to use the original 
item or the superseding item.   

To enter a phantom item number, press F8.  If the 
phantom item is set up in Phantom Item Maintenance 
to review line items in order entry, the Phantom Item 
Selection dialog box displays.  Verify the lines to 
include for the phantom item.   

If you are using multiple warehouses, you can press 
F9 to open the Shipment Origination dialog box to 
select the shipping origin and method of shipping for 
this line item.  The shipping origin can the shipping 
warehouse, a different warehouse if you are using 
multiple warehouses on an order, or a direct ship from 
a vendor.  If you select to ship from a warehouse 
other than the initiating warehouse when the quantity 
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is not surplus, and do not have security permissions to 
authorize the shipment, the line item is placed on hold 
until it is released by the shipping warehouse.   

When you enter an item number, the selling UM, 
default price for the customer, and pricing UM display 
in the line entry.  The stock availability for the 
shipping warehouse 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.   

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.   

Ordered Enter the quantity of the item that the customer 
ordered per selling unit of measure.  If the item has 
multiple selling units of measure, the F9 key is 
available to open the UM Calculator to calculate the 
quantity at different selling units of measure.   

If you are using multiple warehouses, F10 is available 
to open the Shipment Origination dialog box to select 
the shipping origin and method of shipping for this line 
item.  The shipping origin can be the shipping 
warehouse, a different warehouse if you are using 
multiple warehouses on an order, or a direct ship from 
a vendor.   

If you enter a quantity that is greater than the 
available quantity in the initiating warehouse, a dialog 
box opens that lets you select to accept the quantity, 
cancel and re-enter the quantity, or search other 
warehouses if you are using multiple warehouses.  If 
you select to search other warehouses, the Warehouse 
Lookup dialog box opens.   

If the ordered quantity does not equal the shipped + 
committed + backordered quantity, a dialog box opens 
that lets post the difference to lost sales or to reset 
the ordered quantity.  If the quantity ordered is less 
than zero, the line item is assumed to be a credit 
memo line.  A dialog box opens and asks for a return 
code for the credit memo line to determine how 
inventory is updated.  A return to stock updates the 
item’s on hand quantity, while an allowance posts the 
dollar adjustment to GL.   

If the Maintain Quantities option in Warehouse/Item 
Maint.  is not selected, the quantity you enter defaults 
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to a backordered quantity.   

Committed The default for this field is the ordered quantity is 
there is sufficient stock in the selected warehouse.  
Otherwise, the available quantity displays as the 
default, and the difference between the ordered 
quantity and committed quantity displays in the 
Backordered field, if backorders are allowed.   

You can accept the default committed quantity by 
pressing TAB, or you can enter a different quantity to 
commit for the line item.  When you save the 
committed quantity, the on-order quantity for the item 
is updated.   

Backordered This field is available only if the Allow Backorders 
option in SO Control Maint is set to Yes, and the Allow 
Backorders option in the customer’s record is set to 
Yes.  The system automatically displays the difference 
between the Ordered and Committed quantities as the 
Backordered quantity.  The quantity in this field is 
backordered for the sales document.   

If backorders are not allowed, a dialog box opens 
when the ordered and committed quantities are not 
equal to let you enter a lost sale or reset the ordered 
quantity.  If the Maintain Quantities option in 
Warehouse/Item Maintenance is not selected, the 
quantity you enter for the item defaults to a 
backordered quantity.   

[selling] UM The default selling unit of measure for the item displays 
in this field.  If there are multiple units of measure set 
up for the item, you can use the drop-down list to 
select a different selling unit of measure.  If you change 
the selling unit of measure, the line extension is 
updated accordingly.  For example, if you change 12 
each to 1 box, the extended price would be updated to 
reflect the change.   

Price The default selling price based on the pricing hierarchy 
set up in SO Control Maint. displays in this field.  You 
can use this price, or enter a different price per pricing 
unit of measure.  Press F9 to open the Price Selection 
dialog box to select a different price for selling this 
item to the customer.   

You can change the selling price back to the item’s 
default price at any time by pressing F10.   

[price] UM The default pricing unit of measure for the item 
displays in this field.  If there are multiple units of 
measure set up for the item, you can use the drop-
down list to select a different pricing unit of measure 
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for this line item.   

[line item 
note] field 

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.   

Ext The extended price of the line item displays in this 
display only field.  The system calculates the extended 
price as the selling price less line discounts or 
aggregate line discounts times the committed quantity 
per selling unit of measure.   

You can scroll the item list to the left and right to view 
additional information, such as line discounts, for the 
line items.   
 
Extensions with container dollars are defined as: The 
containerized line item extension plus the container 
deposit extension (when the container is customer 
returnable), or the empty container extension plus the 
container deposit extension (when the container is 
customer returnable). 

See Also 

How to enter, change, or delete line items on a sales order  

Sales Order Entry Hints and Examples  

Other Sales Order Entry How Tos  

Sales Order Entry Header view  

Sales Order Entry Footer view  
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 How to enter, change, or delete line items on a 
sales order 
1. The sales order number, customer number and name, and the shipping 

warehouse for this sales order display at the top of the screen. 

 

 TIP:  If you are using multiple warehouses on an order, the Warehouse field 
is updated each time you change the shipping warehouse.   

2. Enter the number of the Item that you are selling.   

 TIP:  If you enter an interchange item number, the system replaces it with 
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 and you can choose to 
use the original item or the superseding item.  If you enter BOM items on-
the-fly, the BOM Item Inquiry - Standard option on the Inquiry menu allows 
you to enter or calculate the total quantity of the item available in a 
particular warehouse, and then select the item and quantity to use as the 
current line item on the sales document.  If you are using multiple 
warehouses, you can press F9 to open the Shipment Origination dialog box 
to select the shipping origin and method of shipping for this line item.  The 
Detail button opens the Line Item Detail dialog box to enter multiple ship-to 
locations, line item discounts, the cost for Sales Analysis, a line item 
commission and the taxable status of the line item.   

To enter a phantom item number, press F8.  If the phantom item is set up in 
Phantom Item Maintenance to review line items in order entry, the Phantom 
Item Selection dialog box displays.  Verify the lines to include for the phantom 
item and choose OK to add the lines to the order.   
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If you enter a kitted item, the system displays the Kitting Entry screen; refer to 
the How to enter, change, or delete sales order detail lines for kitted items 
procedure for step-by-step information. 

3. Enter the quantity of the item that the customer Ordered per selling unit of 
measure.   

 TIP: If the item has multiple selling units of measure, the F10 key is 
available to open the UM Calculator to calculate the quantity at different 
selling units of measure.  If you are using multiple warehouses, F9 is 
available to open the Shipment Origination dialog box to select the shipping 
origin and method of shipping for this line item.  If the Maintain Quantities 
option in Warehouse Item Maint. is not selected, the quantity you enter 
defaults to a backordered quantity.   

4. The default for the Committed field is the ordered quantity if there is sufficient 
stock in the selected warehouse.  Otherwise, the available quantity displays as 
the default, and the difference between the ordered quantity and committed 
quantity displays in the Backordered field, if backorders are allowed.   

 TIP:  You can accept the default committed quantity by pressing TAB, or 
you can enter a different quantity to commit for the line item.   

5. The Backordered field is available only if the Allow Backorders option in SO 
Control Maint is set to Yes, and the Allow Backorders option in the customer’s 
record is set to Yes.  The system automatically shows the difference between 
the Ordered and Committed quantities as the backordered quantity.  The 
quantity in this field is backordered for the sales document.   

 TIP:  If backorders are not allowed, a dialog box opens when the ordered and 
committed quantities are not equal to let you enter a lost sale or reset the ordered 
quantity.   
 
If the backorder is for a parent item, a dialog box opens that lets you recalculate 
the parent item quantity and backorder or reserve the components necessary to 
complete the item order, skip (omit) one or more components with insufficient 
quantities and ship the parent item without them, or over commit the parent item 
(if you are using the over commit option).   

6. Enter the Selling UM, or use the default selling unit of measure for this item 
which displays in this field.  If there are multiple units of measure set up for this 
item, you can use the drop-down list to select a different selling unit of 
measure.  If you change this field, the program updates the line extension 
accordingly.   

7. Enter the Price at which you want to sell this item.   

 TIP:  You can enter a manual price to use for the item if price overrides are 
allowed.  To view all pricing levels and schedules for all units of measure for 
the item, press F9 to open the Price Selection dialog box.   
 
When you enter items with aggregate price classes, that are set to use 
schedule pricing, in Sales Order Entry, the aggregate discount dialog display 
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so you can apply the appropriate aggregate discount. The totals for the 
items, weight, sell UM, smallest UM, or prices, are used to determine the 
level of the price schedule used, instead each individual line item.  For a 
price schedule to be used for aggregate pricing, the price schedule break 
type and the aggregate price schedule break type must be the same. 

8. Enter the Price UM, or use the default pricing unit of measure for this item, 
which displays in this field.  If there are multiple units of measure set up for the 
item, you can use the drop-down list to select a different pricing unit of measure 
for this line item.   

9. 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 button, or choosing the Detail Line option from the 
Notes menu.   

10. Extension is a display only field and contains the extended price of the line item.  
The program calculates the extended price as the selling price less line 
discounts or aggregate line discounts times the committed quantity per selling 
unit of measure.   

11. When the item information is correct, choose Save to save this item in the item 
list.  You can continue to add or change items to the sales order. 
 

  TIP:  If you are selling containerized items container items (that is the 
container itself), then the system displays the Container Allocation program that 
allows you to receive, commit, and ship items that are stored in traceable 
containers.   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. 
 

 TIP: When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 

12. Select the Detail button to access the Line Item Detail dialog box to change or 
enter line item descriptions, line item discounts, multiple ship to locations, cost 
if manual or average, cost for Sales Analysis, line item commission, and the 
taxable or ship complete status of the line item.   

 TIP:  For backorder quantities, the system displays a message allowing you 
to create a stock reservation, suggested purchase order, or purchase order 
for the item, based on your settings for the Create Pos for Whs 
Shipments flag on the SO Lines view of SO Control Maintenance and the 
warehouse/item replenishment path.   
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13. When all detail line items are complete, choose End Add, End Ins or End Edit.  
The item list displays, and the buttons for the item list are available to maintain 
the detail lines.   

 TIP:  The item list buttons let you select to add, insert, edit or delete a 
detail line.   

14. When all detail line items are complete, choose the Footer button.   
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How to enter, change, or delete sales order detail 
lines for kitted items 
1. Access the Sales Order Entry screen in the Sales Orders submodule.  The 

complete path is Sales Orders Sales Orders  Sales Order Entry.  The system 
displays the Header view of the Sales Order Entry screen.   

 
2. Enter or modify information for all the fields and checkboxes in the Header view 

as necessary.   

 TIP:  For field definitions and complete instructions on using the Header 
view of the Sales Order Entry screen, refer the Sales Orders user's guide or 
Sales Order Entry or How to enter or change sales order header information 
topics in the online Help.   
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3. Access the Items view of the Sales Order Entry screen by selecting the Items 
button or View Items from the menu bar.  The system generates the sales 
order number and displays the Items view.  Note that the system displays the 
sales order number, customer name and number, and shipping warehouse for 
the sales order in the upper portion of the screen.   

 
4. In the Item field, enter the parent item that you want to sell.  (In this 

procedure, we will enter a kitted parent item.  ) 

 TIP:  If you selected the Operator Select radio button for the parent item 
Type or the Operator radio button for Update in SO on the Parent BOM 
Maintenance screen, the system displays the Parent Item Options dialog box.  
Select either the Produced item or the Kitted item radio button to indicate to the 
system how to treat the parent item.  Select the Create components 
automatically checkbox to automatically create the parent item based on the 
parent item BOM, then select OK.  If you want to manually kit the item or make 
any modifications to the item, do not select the checkbox and select OK.   

 
5. The system places the cursor in the Ordered field.  In the Ordered field, enter 

the quantity of the item per selling unit of measure.   
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6. In the Committed field, the system displays the ordered quantity as the default.   

 TIP:  For produced parent items:  If there is not sufficient stock in the 
selected warehouse, the system displays the following message:  Available 
quantity is less than ordered quantity.  Select OK to accept, Cancel to re-enter, 
and Search to look in other warehouses.  Select OK, and the system displays 
the available quantity in the Committed field and the difference between the 
ordered quantity and the committed quantity in the Backordered field, if 
backorders are allowed.   

7. In the Price field, enter the price of the parent item.   

8. Enter or modify information for all the remaining fields and checkboxes in the 
Item view as necessary.   
 

 TIP:  For field definitions and complete instructions on using the Item view 
of the Sales Order Entry screen, refer to Form Contents section of Sales Order 
Entry Items view.   

9. Select the Save button.  If you selected the Create components automatically 
checkbox on the Parent Item Options dialog box, the system attempts to 
automatically kit the parent item based on the parent item BOM that you 
entered in the Parent BOM Maintenance screen in MC and then returns you to 
the Items view of the Sales Order Entry screen where you can repeat steps 4-9 
to enter additional items.  If you did not select the Create components 
automatically checkbox on the Parent Item Options dialog box, go to step 13.   

 TIP:  During the automatic and manual kitting processes, the system checks 
to ensure that enough of each component exists to kit the parent item.  If the 
system encounters an insufficient quantity of a component needed to kit the 
parent item, BOM Component Quantity box displays displaying the component 
that contains the insufficient quantity and 4 options.  Based on your selection, 
the system reduces the parent item committed quantity, as necessary, and 
recalculates the committed and backordered quantities of the current 
component and all components already entered for the parent item.   

10. If the parent allows components to be deleted, the system displays the 
question:  Change BOM item components?  Select No, and the system creates 
the sales order line for the kitted parent item for the available quantities and 
displays the sales order line in the lower portion of the Sales Order Entry 
screen.  Select Yes, and the system displays the Kitting Entry screen so that you 
can manually select the components to kit for the parent item.   

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, then the system displays the Configurator dialog box so that you can 
select items from the selection group that you want to use to kit the parent 
item.   
 
See the Configurator procedure in the MC document for detailed instructions on 
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configuring parent items.  

 
11. If you did not select the Create components automatically checkbox on the Parent 

Item Options dialog box, the system accesses the Kitting Entry program and 
displays each component line item or selection group so that you can save or 
skip the component.  Select the Save button to save the component line item, or 
press F9 to skip the component.  The system displays the parent item, 
customer code, and sales order document number at the top of the screen.   

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, then the system opens the Kitting Entry program and displays the 
Configurator dialog box so that you can select items from the selection group 
that you want to use to kit the parent item.  If you want to skip a selection 
group, select the Cancel button, and the system returns you to the Kitting Entry 
screen.  Press F9 to skip the selection group.  See the Configurator procedure in 
this document for detailed instructions on configuring parent items.   

12. Repeat step 11, as necessary, for each component line item or selection group.   

13. If you want to add a component line, enter or modify information for the fields 
on the Kitting Entry screen as necessary.   

14. Select the Save button to complete the addition to the kitted parent item.  When 
you are finished adding components, select the End Add button.   

15. If you need to insert an item, highlight the row in the browser below where you 
want the item to be placed, and select the Insert button.  To add an item, select 
the Add button.  The system places the cursor in the Component field so that 
you can enter the item information.  Enter the component item information and 
select the Save button to add or insert the new component.  When you are 
through adding components, select the End Add button.   

16. If you need to edit a component quantity, highlight the component in the 
browser and select the Edit button.  The system displays the item number in the 
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Component field and places the cursor in the Quantity Per field.  Make the 
necessary changes in the component quantity, and select the Save button.   

 TIP:  Not all components allow you to change quantities; if you cannot edit a 
quantity for a component, the system displays the message:  You cannot 
change the quantity per for this component.   

17. If you need to delete an item, highlight the item and select the Delete button.  
The system displays the question:  Are you sure you want to delete this 
component line?  Select Yes, and the system deletes the line.   

18. Repeat the applicable steps 13–18 as necessary to add, insert, edit, and delete 
component lines.   

19. For any component with a backorder quantity greater than zero, you can select 
the Stock Reservations button at the bottom of the Kitting Entry screen.  
Depending on whether the component is a parent item, the system accesses 1 
of 2 dialog boxes.   

 TIP:  For detailed instructions on entering stock reservations, refer to the 
Stock Reservation section of the System Features.  When you have finished 
kitting the parent item, select the Close button, and the system returns you 
to the Items view of the Sales Order Entry screen.  When you are editing the 
components for a direct ship kitted parent item, you can create a purchase 
order for a component by selecting Stock Reservations button.  The 
default vendor for the PO creation is the primary vendor, however, you can 
select another vendor before the PO is created. 

20. When you are finished adding items to the sales order, select the End Add 
button, then select the Footer button to access the Footer view of the Sales 
Order Entry screen.   

21. Enter or modify information for all the fields and checkboxes in the Footer view 
as necessary.  
 

 TIP:  For field definitions and complete instructions on using the Footer view 
of the Sales Order Entry screen, refer to the Form Contents section of Sales 
Order Entry Footer view.   

22. Select the Done button, and the system displays the Print Pick Ticket dialog box.   

 TIP:  If you do not create a PO for each component during component edit, then when 
you select the Done button during the ending routine of SO Entry, the system prompts you 
to create a PO for the direct ship items on the order.  If the you select Yes, then the system 
creates a PO for each kit component using the item’s primary vendor.  All components from 
the same primary vendor are grouped on the same purchase order during PO creation. 
If you want to print the pick ticket now, select the Print Pick Ticket checkbox 
then select OK.  If you want to save the pick ticket and defer printing, do not 
select the Print Pick Ticket checkbox and select OK.  If you want to place the 
pick ticket on Service Hold, select the Place Order on Service Hold checkbox then 
select OK.   

23. If you printed the sales order, the system displays End of Print dialog box; 
select OK.   
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24. The system returns you to the Header view Sales Order Entry screen.   
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Sales Order Entry Footer View 
Using this screen, you can review or enter any add-on charges, deposits, taxes 
(You can modify the tax class.), credit card information, shipping information, or 
shipping warehouse information for the sales 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 77 for details. 

The sales order number and customer number and name display at the top of the 
screen.  If there is only one shipping warehouse on the quote, any add-ons and 
their default amount or percentage for quotes 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.  If there are multiple shipping 
warehouses on the quote, the screen displays the total add-ons for all 
warehouses.   

You can use the add-on defaults and their values, or you can enter the amount or 
percentage or cost (based on the Cost Entry in Sales setting on the General view 
of Add On Maintenance) for any of these fields. If there are multiple shipping 
warehouses on the quote, the screen displays the total add-ons for all 
warehouses.  Refer to the SO Cost Add-ons information in the Add Ons Processing 
Details topic for details. 

When all Footer information is complete, choose the Done button to end the sales 
order. The system displays the Pick Ticket Print dialog box where you can choose 
to print the sales order (based on whether the user has security clearance to print 
pick tickets when they are created) or exit.  In either case, the sales order is 
saved and you return to the Header screen to enter another sales document, or to 
exit.   

Note:  If production items are included on the order and pricing is calculated at 
confirmation instead of entry, the total displayed for the order is estimated.   

Functional Security for Printing Pick Tickets from Sale Order Entry   

Your system security can be set to allow you to print pick tickets from the Footer 
screen of Sales Order Entry.  Security settings for the Pick Ticket Print dialog box 
are tied to the functional security for the Sales Order Entry program.  Users are 
required to set up security for valid users groups to print or reprint pick tickets 
from the Sales Order Entry footer screen. 
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Screen Details 
Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter, save, or authorize credit card 
information using this screen depending on your system settings in SO Control 
Maintenance.  When you save credit card authorization information, the system 
disables the Terms Code, Payment Type, and Check or Card# fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

If you decide to modify a transaction after you have saved the credit card 
authorization information, you must re-access the Credit Card Authorization dialog 
box and select the Clear button.  The system clears the Card Number and 
Expiration Date fields on the Credit Card Authorization dialog box, and enables the 
Terms Code and Payment Type fields on the Footer view of the calling order entry, 
invoicing, or confirmation screen. 

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order Entry, invoicing, or confirmation screens.  If you decide to modify 
a transaction after you have authorized the credit card transaction, you must void 
the transaction by selecting the Void button.  Note:  The system displays the Void 
button instead of the Credit Card button when you authorize a credit card 
transaction. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
Authorization for PayPal dialog box.  When you save credit card authorization 
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information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order Entry, invoicing, or confirmation screens.   

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders 
module.  Select the Payment button to access a version of Credit Card 
Authorization for PayPal dialog box, which allows you to change payment type and 
terms code, update credit card information, and submit a credit card transaction. 

From the Footer screen of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization dialog box to gather the necessary information.   

You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button on the Credit Card Authorization for PayPal dialog box.  After the 
program has enough information to authorize a request, the system displays the 
Status Message dialog box and waits until either the request timeout occurs or an 
available license is free to use.  The program makes the credit card authorization 
request and displays a request indicating whether the transaction was approved or 
declined. 

Shipping InterLink Information 

When you select the Done button, the system accesses the optional Shipping 
InterLink to prepare the sales order for the Clippership shipping system if you set 
the Ship During Confirmation option to Never or Only on COD and the Freight 
Import From Shipping InterLink option to Always Import or Ask for Import in SO 
Control Maintenance..  To use the Shipping InterLink, be sure to enter a Ship Via 
code (on the Sales Order Entry–Header view) that is valid for the Clippership for 
Windows® software product.   

Clippership now returns tracking numbers to be permanently stored in TakeStock 
with a Sales Order document.  The tracking numbers can be viewed in SO Entry 
programs as well as SO Document Inquiry.  ODBC imposes a limit on the amount 
of data passed between applications, so there is a limit on how many tracking 
numbers can be passed from Clippership to TakeStock.  Currently, the system has 
been tested and approved for up to 100 tracking numbers. 

If you are using Order Booking, a record is created for the Order Booking Report.  
If backorders are allowed, line items with backorders that are not direct ships 
cause a dialog box to open so you can select to create a suggested PO.  If you are 
creating POs for direct shipments, a dialog box opens so you can select to create 
the POs for each line item that is a direct ship from a vendor.   
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Form Contents 
Fields, Buttons, Checkboxes, & Icons 

  
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.   

Ship Wh Change the amount or percentage of add-ons or the 
method of shipping for a particular shipping 
warehouse on the sales document.  The Ship Wh 
button is available when there is more than 1 
shipping warehouse; it accesses the Add Ons by 
Warehouse dialog box so you can review or change 
the add-on charges for each individual warehouse on 
the sales order.   

More Accesses the Add On Selections dialog box for 
changing the add-ons for the current sales order.   

Factor 
Costs 

Access the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add 
Ons to the cost of the invoiced items on the sales 
order. 

Tax Accesses the Tax Class dialog box, which is used to 
change the tax class assigned to the sales order.   

Deposit Enters a deposit or refund amount against the current 
sales document.  Note:  This button is not available 
when you are entering a quote, future order, or 
recurring document.   

Credit 
Card/Void 

Accesses the Credit Card Authorization for PayPal or 
Credit Card Authorization for ICVERIFY dialog box, 
which is used to save and authorize credit card 
information during sales order entry, depending on 
whether your system includes the Credit Card 
InterLink and your system settings.   
 
Note:  After you authorize a credit card transaction, 
the system displays the Void button for the ICVERIFY 
Credit Card Interlink integration, which is used to void 
an authorized credit card transaction, instead of the 
Credit Card button. 

Done Saves the quote information and accesses the Print 
Pick Ticket dialog box, which is used to print or 
reprint the sales order at the time it is created or 
changed.  When you select the Done button, the 
system prepares the sales order for the Clippership 
shipping system if you set the Ship During 
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Fields, Buttons, Checkboxes, & Icons 

Confirmation option in SO Control Maintenance to 
Never or Only on COD. 

Header Accesses the Header view of Sales Order Entry.   

Items Accesses the Items view of Sales Order Entry.   

Add Ons You define the add-on charges to automatically 
display for sales documents using Add On Default 
Maint. in System Management. The add-ons you 
define and their default amounts or percentages or 
costs display on the Footer screen.  You can use 
these add-ons and any default amounts or 
percentages or costs, or you can enter different 
amounts or percentages or costs for the current sales 
document. 

The More button is available to change the add-ons 
used on the current document.  If you have multiple 
shipping warehouses on the document, the Ship Wh 
button is available to change the amount or 
percentage of an add-on for a particular warehouse.  
Select the Factor Costs button to access the Cost 
Factoring dialog box, which is used to choose the 
options for factoring the costs of the Add Ons to the 
cost of the items on the sales order. 

Terms 
Code 

The terms code assigned to the customer displays in 
this field to define the terms for the document.  You 
can use this terms code or enter a different valid 
terms code.   
 
You can enter a terms code that is only valid for the 
Accounts Payable module.  The system checks the 
terms code and displays a message if you enter a 
terms code that is not valid for the Accounts 
Receivable module. 
 
For credit card processing, enter a terms code with a 
Cash type.  If you enter a terms code that is set up 
as a Cash type for sales order entry or confirmation, 
order entry, direct invoice, or counter sale entry, the 
Payment Type, Card or Check #, and Tendered fields 
are available.   

Payment 
Type 

The payment type assigned to the customer.  For 
entry or confirmation of a sales order that has 
assigned a Terms Code with a Cash type, you can 
enter the code for the Payment Type, which has been 
set up as cash, check, credit card or other.  For credit 
card processing, enter a payment type code with a 
Credit Card type. 
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Fields, Buttons, Checkboxes, & Icons 

Card or 
Check # 

For entry or confirmation of a sales order, direct 
invoice, or counter sale that has a cash Terms Code, 
and the Payment Type that is set up as check, enter 
the check or credit card number to apply to the sales 
document.   
 
If your TakeStock system contains the optional Credit 
Card InterLink, the system displays the encrypted 
credit card number in this field.   
 
To enter the credit card number, select the Credit 
Card button to access the Credit Card Authorization 
for ICVerify or Credit Card Authorization for PayPal 
dialog box for processing credit card transactions. 

 

Tendered For a confirmation, direct invoice or counter sale that 
has a cash Terms Code, enter the amount of cash 
received against the document.  The system will 
subtract the tendered cash from the document total 
and display any amount of Cash Back that is due to 
the customer.   

See Also 

How to enter or change information on the Sales Order Footer screen  

Sales Order Entry Hints and Examples  

Other Sales Order Entry How Tos  

Sales Order Entry Header view  

Sales Order Entry Items view  

Field Definitions for Sales Order Entry footer View NOTE not complete for doc
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 How to enter or change information on the Sales 
Order Footer screen 
1. The sales order number and customer number and name display at the top of 

the screen.   

 
2. If there is only one shipping warehouse, any add-ons and their default amount 

or percentage for the sales order display in the Add On section of the window.   

 TIP:  If there are multiple shipping warehouses, the screen displays the total 
add-ons for all warehouses.  The Ship Wh button is then available to open 
the Add Ons by Warehouse dialog box so you can review or change the add-
on charges for each individual warehouse on the sales order.  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 is available for changing 
the add-ons for the current sales order.  This button opens the Add On 
Selections dialog box.  Select the Factor Costs button to access the Cost 
Factoring dialog box, which is used to choose the options for factoring the 
costs of the Add Ons to the cost of the items on the sales order.  Refer to 
the Add Ons Processing Details topic for details. 

3. The Terms Code assigned to the customer displays as the default to define the 
terms for this order.  You can use the default or enter a different valid terms 
code.  You can enter a terms code that is only valid for the Accounts Payable 
module.  The system checks the terms code and displays a message if you enter 
a terms code that is not valid for the Accounts Receivable module.  For credit 
card transactions, enter a terms code with a Cash type. 

4. In the Payment Type field, enter the a valid payment type.  For credit card 
transactions, enter a payment type code with a Credit Card type. 

5. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document.  If your system contains the 
optional Credit Card InterLink, for credit card transactions, select the Credit 
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Card button to access the Credit Card Authorization for PayPal or Credit Card 
Authorization for ICVERIFY dialog box to enter the credit card number. 
Note:  This is only available if your system has the optional Credit Card 
InterLink for either the ICVERIFY or PayPal PayflowPro credit card integrations 

6. (Optional) If you decide to modify a transaction after you have authorized the 
credit card transaction, you must void the transaction by selecting the Void 
button.  Note:  The system displays the Void button instead of the Credit Card 
button when you authorize a credit card transaction if your system has the 
optional Credit Card InterLink for the ICVERIFY credit card integration.  

7. The Tax button opens a dialog box for changing the tax code, tax class, and 
resale status for the sales order.   

8. The Deposit button opens a dialog box to enter a deposit against the sales 
order.   

9. When all Footer information is complete, choose the Done button to end the 
sales order.  A dialog box opens that lets you choose to print the pick ticket, 
change printer options, place the order on hold, or exit.  When you select the 
Done button, the system prepares the sales order for the Clippership shipping 
system if you set the Ship During Confirmation option in SO Control 
Maintenance to Never or Only on COD.  For any selection except Cancel, the 
system saves the sales order, and you return to the Header screen to enter 
another sales document or to exit.   

 TIP:  If you are using Order Booking, a record is created for the Order 
Booking Report.  If backorders are allowed, line items with backorders that are 
not direct ships cause a dialog box to open so you can select to create a 
suggested PO.  If you are creating POs for direct shipments, a PO is created for 
each line item that is a direct ship from a vendor.   

10. When all sales orders are complete and saved, choose File  Exit.   
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Pick Ticket Print Dialog Box 
The system displays the Print Ticket Print dialog box when you select the Done 
button on the Footer view of the Sales Order Entry screen.  Using this dialog box, 
you can print a sales order at the time it is saved, or to reprint a sales order at the 
time changes are saved.   

 
The date and time that the pick ticket printed and printer name used to print the 
pick ticket also print on the document. This helps warehouse and customer service 
personnel to identify the latest version of a document and avoid operational 
mistakes. 

The time and date that the pick ticket printed also print on the document. This 
helps warehouse and customer service personnel to identify the latest version of a 
document and avoid operational mistakes. 

The system prints bin items in primary bin order per normal TakeStock processing 
if the Sort by Primary Bin flag in SO Control Maintenance is turned on.   Lines on 
a sales order are physically reordered in the table after printing in primary bin 
order on the pick ticket.   

You can print the default memo or enter a different memo to print on the sales 
order.  You can also choose the Printer button to change printer options before 
printing.  If you want to wait and print the sales orders in larger groups or if you 
need to reprint sales orders, you can use the Pick Ticket Print program.   

For substituted or superceded items, the system also prints the original item 
number. This functionality is available in Optio printing. 
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Functional Security 

The ability to print or reprint pick tickets from this dialog box is determine by 
security setting for the Sales Order Entry program.  Users are required to set up 
security for valid users groups to print or reprint pick tickets from the Sales Order 
Entry Footer screen.  For more information on functional security, refer to the 
Security Setup and Security Review topics in the System Management online help 
or user’s guide.    

The Pick Ticket Print dialog box and the Pick Ticket Print program (located on the 
Sales Order Entry menu) do not share the same functional security settings.  
Therefore it is possible for a user to be able to print or reprint pick tickets from the 
Pick Ticket Print dialog box without being able to print pick tickets from the Pick 
Ticket Print program.   

Printing Bills of Lading 

When you complete Sales Order entry, the print prompt dialog displays the option 
to print the BOL and to select the printer on which to print the BOL, if you set the 
flag on the Shipping view of SO Control Maintenance to print BOL’s at order entry 
completion.    

If you print the BOL, and then later require a reprint of the BOL, you can do so in 
SO Entry using the Reprint Bill(s) of Lading checkbox. 

If you used multiple shipping warehouses and have already printed 1 or more 
BOLs for the warehouse, the Reprint Bill(s) of Lading checkbox changes to a 
radio set that allows you to select from:  No BOLs to be printed, All BOLs to be 
printed, or Only new (unprinted) BOLs to be printed. 

If you set the flag on the Shipping view of SO Control Maintenance to print BOL’s 
at order confirmation, upon completion of the confirmation you will have the 
option to print/reprint the BOL. 

BOL’s will be numbered with the same number as the SO document and an 
additional sequence number that is incremented each time the BOL is printed. 

Printing Manufacturing Representative Documents  

When you complete Sales Order entry, the print prompt dialog displays the option 
to print MR documents.    

Certificates of Analysis 

Based on your settings Lot Maintenance, the system can automatically print the 
Certificate of Analysis for specified lot items and/or print the literature bin location 
and CofA notification message on the pick ticket or invoice. 

Returns Document Processing 

For the Return Document, you can print a negative Pick Ticket with the RMA# 
printed in the header area.  

You can print a report of open and/or confirmed return documents via the Order 
Status Report using a filter on the Return Document setting on the SO Header. 
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Containerized Items  

If you allocated containerized items or container items (the container, itself) on 
the sales order, the pick ticket information contains the container types, numbers, 
and serial numbers (if applicable).  

Printing Manufacturing Representative Documents  

When you complete Sales Order entry, the print prompt dialog displays the option 
to print MR documents and send via EDI, if you set the export flags on the EDI 
view of Vendor Maintenance to print hardcopy MR documents and/or send via EDI 
at order entry completion.    

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

OK Prints or reprints the sales order.   

Cancel Cancels the sales order print and returns you to the 
Footer view of the Sales Order Entry screen.   

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

BOL Printer Accesses the Print Setup dialog box for the Bill of 
Lading printer, which is used to select settings for 
printing BOLs.   

Help Accesses online Help for this screen.   

Print/Reprint  
Pick Ticket 

Indicates that you want to print the sales order.   

Place Order 
on Service 
Hold 

Indicates that you want to place the sales order on 
service hold.  If you select this checkbox, the 
Print/Reprint Pick Ticket checkbox is not available.  
Note:  If you select the Automatic Service Hold for 
Orders Below G.M. checkbox on the Margin view of 
SO Control Maintenance, the system automatically 
places the document on service hold if any line item 
falls below the G.M. set in Item Maintenance.  The 
system automatically disables both Place Order on 
Service Hold and Print/Reprint Pick Ticket checkboxes 
and marks the Place Order on Service Hold checkbox 
when these conditions are met.     

Print Bill(s) of 
Lading 

 

Indicates that you want to print BOLs when you print 
the pick ticket. 

MR 
Document 

Indicates that you want to print Manufacturing 
Representative documents when you print the pick 
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Print ticket. 

Send 
(Resend) 
Via EDI 

If the MR Document Print checkbox is selected, this 
checkbox is available to sends MR documents for 
vendors set up to process EDI. 

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

Cutoff Date   

 

For pick tickets that contain line items with multiple 
request dates, you can enter a cutoff date for 
printing pick tickets by the request date.  This field 
only displays for pick tickets that contain line items 
with multiple request dates.  The current date 
displays as the default. 

Hold Memo The memo for orders that are placed on service hold.  
This field is enabled only when you select the Place 
Order on Service Hold checkbox. 

Print 
Acknow- 
ledgment 

Indicates that you want to print the sales order 
acknowledgement.   

 

Ack Printer Accesses the Print Setup dialog box for the 
Acknowledgement printer, which is used to select 
settings for printing sales order acknowledgements.   

 

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

See Also 

How to print/reprint a sales order at the time it is saved  

Sales Order Entry Hints and Examples  

Other Sales Order Entry How Tos  

Sales Order Entry Header view  

Sales Order Entry Items view  

Sales Order Entry Footer view  
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How to print/reprint a sales order at the time it is 
saved 
1. You can print the default memo, which is set up in SO Control Maint, Forms 

view, or enter a different memo (up to 30 characters) to print on the pick ticket.   

2. Choose the Printer button to change printer options before printing.   

3. The Print Pick Ticket or Reprint Pick Ticket option lets you select whether to print 
now.  If selected, the OK button saves and prints the sales order, and you 
return to the Header window.  If not selected, the sales order is saved and you 
return to the Header without printing.   

4. Select Place order on Service Hold to place the sales order on service hold.  If 
you select this checkbox, the Print Pick Ticket or Reprint Pick Ticket option is not 
available.  The system does not update on-hold sales orders through the Daily 
Sales Register program, and you cannot confirm on-hold sales orders for 
shipping until they are release from hold.  Note:  If you select the Automatic 
Service Hold for Orders Below G.M. checkbox on the Margin view of SO Control 
Maintenance, the system automatically places the document on service hold if 
any line item falls below the Gross Margin set in Item Maintenance.  The system 
automatically disables both Place Order on Service Hold and Print/Reprint Pick 
Ticket checkboxes and marks the Place Order on Service Hold checkbox when 
these conditions are met.  In the Hold Memo field, enter the memo for orders 
that are placed on service hold.  This field is enabled only when you select the 
Place Order on Service Hold checkbox.  
 
For pick tickets that contain line items with multiple request dates, you can 
enter a cutoff date for printing pick tickets by the request date.  The Cut Off 
Date field only displays for pick tickets that contain line items with multiple 
request dates.   

5. Select MR Document Print to print Manufacturing Representative documents 
when you print the pick ticket.  If the MR Document Print checkbox is selected, 
the Send (Resend) Via EDI checkbox. 

6. Select the Print Acknowledgement checkbox to print the sales order 
acknowledgement.   You can select the Ack Printer button to access the Print 
Setup dialog box for the Acknowledgement printer, which is used to select 
settings for printing sales order acknowledgements.  In the Ack Memo field, the 
system displays the default memo for a sales order acknowledgement, which is 
set up in SO Control Maint.—Forms view.  You can use this memo, or enter up 
to 30 characters for a different memo to print on this sales order 
acknowledgement.   

7. Choose the OK button to save and print the sales order or the Cancel button to 
return to the Footer screen without saving new or current sales order.   

142 TakeStock SO  



Sales Orders  Convert Sales Order 

Convert Sales Order 
The Convert Sales Order feature allows you to enter a sales order and convert it to 
a quote, blanket order, or future order at the end of the sales order.  The purpose 
of the feature is to more closely match the manner in which call-in customers 
decide whether to place a sales order, generate a quote, create an order for future 
release, or create a blanket order.  By using the Convert Sales Order feature a 
sales representative can access the Sales Order Entry program, enter the header 
and items information, and the convert the sales order to a blanket order, future 
order, quote based on the customer's decision at the end of the order process.   

This feature is available from the File menu option, Convert Sales Order.  To use 
this feature, select File Convert Sales Order and then select Quote, Future Order, 
or Blanket Order depending on the type of document you want to create.   

When you select an order type, the system displays a message asking you to 
confirm your action.  Select Yes, and the system continues with the conversion. 

This processing also includes the ability to enter any information required for the 
new order type.  For example, if a customer wanted to change from a sales order 
to a blanket order, the system displays the Schedules by Item or Shipments by 
Ship to dialog boxes so that you can enter release schedules after converting the 
sales order to a blanket order.  When changing a sales order to a future order, the 
system displays the Future Order Request dialog box, which is used to enter the 
request date for the future order. 

When the conversion is complete, the system displays a message displaying the 
sales order number and the new order number. 

Deleting Stock Reservations When Converting an Order to a Quote 

If a sales order contains line items with stock reservations to other documents and 
the sales order is converted to a quotation, then the stock reservations are 
deleted. If the associated document is a suggestion, such as a suggested PO, 
suggested transfer, suggested production, then the suggestion document is also 
deleted. If the associated document is a live document, such as a purchase order, 
transfer order, or production order, then the associated document line is not 
deleted or change, but the broken tie user to contact receives a TakeStock Mailbox 
message. 
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Pick Ticket Print 
Using the Pick Ticket Print program, you can print or reprint 1 or more pick tickets.  
If you did not print your pick ticket when you created it, use this program to print 
the ticket now.  The system prints bin items in primary bin order per normal 
TakeStock processing if the Sort by Primary Bin flag in SO Control Maintenance 
is turned on.   Lines on a sales order are physically reordered in the table after 
printing in primary bin order on the pick ticket.   

For substituted or superceded items, the system also prints the original item 
number.  

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.   

Pick Ticket Print Date and Time Stamp  

The date and time that the pick ticket printed and printer used to print the pick 
ticket also print on the document. This helps warehouse and customer service 
personnel to identify the latest version of a document and avoid operational 
mistakes.  In addition, this information is stored in the database. You can view 
pick ticket print history in SO Document Inquiry, Header Screen, Pick Tickets 
browser.  

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

  

Wave Pick Ticket Print Functionality 

Your company may require that order pickers pick all items for a series of pick 
tickets at once, report to a staging area, and then group the pulled items by SO 
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document.  The Wave Pick Ticket Print feature allows the warehouse staff to more 
efficiently pull all necessary items at one time instead of “back and forth picking. 

When printing a batch of pick tickets through the Pick Ticket Print program, you 
can select the Wave Pick Ticket check box to print one wave pick ticket at the 
end of the batch.  The wave pick ticket lists all items contained on the individual 
pick tickets just printed in the batch.  This Wave Ticket combines all like items 
onto one quantity line.  One Wave Ticket prints for each shipping warehouse. 

Note: The Wave Pick Ticket Print feature is available with Viper. The consolidated 
document is now Viper-enabled for form 2012-L-12-11-P. 

MSDS Printing and Updating  

You can also optionally print certain information on the pick ticket lines that are 
applicable to MSDS handling procedures and optionally update the MSDS print 
queue for on line printing of MSDS, as well as optionally update history records 
based on rules set within TakeStock. 

Based on the MSDS Notification setting on the Options view of Customer 
Maintenance, you can select to always print the MSDS for hazardous items 
regardless of the MSDS history status, in conjunction with the pick ticket. 

If the shipping warehouse for the line on the invoice has MSDS in Warehouse 
Maintenance and the item entered on the order has a MSDS ID or if the shipping 
warehouse uses messaging for invoices, the system searches the MSDS History 
Maintenance program to see if the Customer/Ship to has been sent the current 
revision.  If the current revision of the MSDS (from MSDS ID Maintenance) falls 
after the last date sent (from the MSDS History Maintenance), the program does 
not print another MSDS.  If the current revision of the MSDS falls before or is 
equal to the last date sent, the program stops “checking. 

If the shipping warehouse uses messaging for invoices, the program prints the 
invoice message below the item description on the invoice.  If the Invoice/Credit 
Memo Print program is to print the literature location for invoices, the program 
prints this location beside the message.  If the message is more than 20 
characters, the location prints below the message.  If on-line printing is in use for 
the warehouse, the program prints the MSDS Word or PDF document.  If the 
warehouse is set to update MSDS history records during invoice print, the program 
will make this update. 

Certificates of Analysis 

Based on your settings Lot Maintenance, the system can automatically print the 
Certificate of Analysis for specified lot items and/or print the literature bin location 
and CofA notification message on the pick ticket or invoice. 

Containerized Items  

If you allocated containerized items on the sales order, the pick ticket information 
contains the container types, numbers, and serial numbers (if applicable).  

The Pick Ticket Print program also adds the weight of containers to the total 
weight. If containers are serialized, the pick ticket contains detail information. 
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Additional Pick Ticket Print Capabilities 

You can also print Pick Tickets from other programs, including Hold Review, Auto 
Commit Backorders, Document Release, Daily Sales Register, and Update Internet 
Orders. To do this, templates must be previously set up.  The system displays a 
dialog where you can select one template to print documents that had never been 
printed and one template to print documents that would be reprinted. 

You can select multiple templates for both unprinted and previously printed 
documents. This capability can be useful in many scenarios. One of the most 
noteworthy benefits of this enhancement is that TakeStock distributors with 
multiple warehouses can set up Pick Ticket print templates for individual 
warehouses. This includes the correct printer setups for each warehouse, and you 
will now be able to select templates for each of their warehouses when printing 
Pick Tickets from other programs. As a result, Pick Tickets will print to several 
warehouses and printers simultaneously, provided the templates are set up 
properly and selected appropriately in the Template selection dialog box. 

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, and Customer.   

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, Document, 
Salesperson, Customer and Route.   

Include Determines what information to print on the report.  This 
print program has no Include selections.   

Options Determines what information to print on the report and 
optionally update.  Available choices for Documents are:  
Print, and Reprint, and if you select Reprint , you can select 
the Changes Only checkbox to reprint only pick tickets with 
changes to the header or line items.  You can then select the 
Include Original Line checkbox to also print the original 
lines for the pick ticket. 
 
Available choices for Print Bins section are:  Primary and 
Available.  Select Primary to print only the primary bins for 
each item on the pick ticket or Available to print all available 
bins for picking the item.  Select  
 
Print Initial Alignment if you want the system to print an initial 
alignment to check the positioning of the forms in the 
printer.   
 
Select Print Pick Tickets With No Committed to print pick 
tickets that have ordered quantities but no committed 
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quantities.  Select the Print Committed Lines Only checkbox to 
print pick tickets that contain only the lines items that you 
are able to ship.  Select Print Ship Complete to print pick 
tickets for sales orders with the Ship Complete option set to 
No or to allow partial ships of the original order but not any 
Backordered items.   
If you select Print Ship Complete, you can then select Only to 
print only the pick tickets for sales orders with the Ship 
Complete option set to Yes, or select Complete Only to print 
only the sales orders with the Ship Complete option set to 
Yes and the order can be completely filled.   

Select Print Wave Pick Ticket to print one wave pick ticket 
at the end of the batch.  The wave pick ticket lists all items 
contained on the individual pick tickets just printed in the 
batch.  This Wave Ticket combines all like items onto one 
quantity line.  One Wave Ticket prints for each shipping 
warehouse. 

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.   

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.   

Cutoff 
Date 

The date through which you want to print pick tickets.  The 
system prints only those tickets with an expected date that 
is earlier or the same as the date you enter.   

See Also 

How to print or reprint pick tickets  

Sales Order Entry Hints and Examples  

Other Sales Order Entry How Tos  

Sales Order Entry Header view  

Sales Order Entry Items view  

Sales Order Entry Footer view  

TakeStock SO  147 



Pick Ticket Sample Sales Orders 

Pick Ticket Sample 
A typical pick ticket is depicted below: 

 
+--------------------------------------------------------------------------------------------------------------------------
--------+ 
|                                                                                                                             
| 
|                                                                                                                            
| 
| QA's Primary Test Co.                                                                       Pick Ticket     00002143-012-
001     | 
| 9380 Medlock Bridge Road                                                                                                   
| 
| Suite 550                                                                                        PAGE                      
1     | 
| Alpharetta, GA  30022                                                                                                       
| 
|                                                                                                  DATE             
06/24/1998     | 
|                                                                                                                             
| 
|                                                                                                                             
| 
| SHIP TO: jt2                                                                      BILL TO: jt2                              
| 
|          janies 2nd test company                                                           janies 2nd test company          
| 
|                                                                                                                             
| 
+---------------------+---------------+---------------+----------+--------------------+-------+--------------+-------------
--------+ 
|    PO # / Ref.      |  Order Date   |Req. Ship Date |  Slsp.   |       Terms        |  WH   |   Freight    |      Ship 
Via       | 
+---------------------+---------------+---------------+----------+--------------------+-------+--------------+-------------
--------+ 
|                     |01/09/1998     |ASAP           |ANGIE     |1% 10, net 30       |012    |Prepaid       |UPS             
| 
+--------------------++---------------+------------+--+-----+----+---+--------+--+----+---+--++--------+-----+----+--+-----
--------+ 
|Item                |Description                  | Ordered| Shipped| Backord|UM|  Weight|UM|Location |    Price |UM|  
Extension  | 
+--------------------+-----------------------------+--------+--------+--------+--+--------+--+---------+----------+--+-----
--------+ 
|lw0013               kitted-uses sel grp          |      5 |        |      0 |EA|      .0|LB|         |     1.30 |EA|        
6.50 | 
|lw034                kitted parent; 0qty/stock re |    185 |        |    185 |EA|      .0|LB|         |    50.00 |EA|    
9,250.00 | 
|                                                  |  Commit|      0 |        |  |        |  |         |          |  |        
| 
|  Consisting of:                        Allocated |        |        |        |  |       |  |         |          |  |        
| 
|  lw004                produced parent it       0 |     185|        |    185 |EA|        |  |         |     0.00 |EA|        
| 
|  lw005                                         0 |     925|        |    925 |EA|        |  |         |     0.00 |EA|        
| 
|lw035                kitted item w/ ppi/ 0qty     |     25 |        |     25 |EA|      .0|LB|         |    85.00 |EA|    
2,125.00 | 
|                                                  |  Commit|     0 |        |  |        |  |         |          |  |        
| 
| Additional Charges:                              |        |        |        |  |        |  |         |          |  |        
| 
|                     Freight                      |        |        |        |  |        |  |         |          |  |       
25.00 | 
|              Taxes:                              |        |        |        |  |        |  |         |          |  |        
| 
|                     Georgia State Tax            |        |        |        |  |        |  |         |          |  |    
456.2600 | 
|                     Atlanta City Tax             |        |        |        |  |        |  |         |          |  |    
815.7929 | 
|                     BuckHead Community Tax       |        |        |        |  |        |  |         |          |  |    
248.6617 | 
|                     MARTA Tax                    |        |        |        |  |        |  |         |          |  |    
222.1986 | 
|                                                  |        |        |        |  |        |  |         |          |  |        
| 
+--------------------------------------------------+--------+--------+--------+--+--------+--+---------+----------+--+-----
--------+ 
                                                                           Total |      .0|LB                        |   
13,149.41 | 
                                                                          Weight +--------+                    Total +-----
--------+ 
Thanks for calling QAD!!!                                                 Total |      .0|LB                        |      
179.50 | 
                                                                          Weight +--------+                    Total +-----
--------+ 
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How to print or reprint pick tickets 
1 Select settings for Sort By and Limit By  

  
2 In the Options box, select the information for printing the pick tickets.  Refer to 

the Form Contents section of the Pick Ticket Print program for definitions to 
guide you in selecting Document and Print Bins options. 

 TIP:  If any of the following header fields have changed, the pick ticket will 
print:  Ship To, Ship To Address (line 1-4), Ship To City, Ship To State, Ship 
To Zip, Ship Via, Ordered Date, Requested Date, or Freight Code.  If there 
are no changes to line items, only the header prints on the pick ticket.  If a 
new line has been added to a sales order, the pick ticket prints *New Line* 
along with the added line item.  If an existing line item has changed, the 
pick ticket prints two lines, one for the *Original Line* and one for the 
*Current Line*.   

3 Select Print Initial Alignment to have the system print an initial alignment to check 
positioning of the forms in the printer.  A dialog box then opens that allows you 
to print another alignment, cancel printing, or continue printing the pick tickets.   

4 Enter the cutoff date through which to print pick tickets.  The system prints only 
the tickets with an ordered date that is earlier or the same as the date you enter 
in the Cutoff Date field.   

5 Select Print Pick Tickets with no committed to print pick tickets that have ordered 
quantities but no committed quantities.   

6 Select the Print Committed Lines Only checkbox to print pick tickets that contain 
only the lines items that you are able to ship.   

7 Select Print Ship Completes to print pick tickets for sales orders with the Ship 
Complete option set to Yes or to allow partial ships of the original order but not 
any Backordered items. 
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 TIP:  If you choose Print Ship Completes, you can then select Only to print 
only the pick tickets for sales orders with the Ship Complete option set to 
Yes, or select Complete Only to print only the sales orders with the Ship 
Complete option set to Yes and the order can be completely filled.   

8 Select Print Wave Pick Ticket to print one wave pick ticket at the end of the 
batch.  The wave pick ticket lists all items contained on the individual pick tickets 
just printed in the batch.  This Wave Ticket combines all like items onto one 
quantity line.  One Wave Ticket prints for each shipping warehouse. 

9 The information for printing pick tickets is complete.  You can: 

• Choose OK to save the current settings as a template.   

• Choose Setup if you need to change print settings dialog box.   

• 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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Bill of Lading Print 
Using the Bill of Lading Print program, you can print and reprint Bill of Lading 
(BOL) documents for selected shipments.  The program uses a preprinted laser 
form, defined on the Forms view of SO Control Maintenance. 

You can also print BOLs when you complete sales order entry, if you set the flag to 
print BOLs at order entry completion. If you print the BOL, and then later require a 
reprint of the BOL, you can do so from the sales order entry program by selecting 
the Reprint BOL option on the appropriate print dialog box.  In addition, you can 
select to print BOLs at the completion of Confirmation Entry.  If you print the BOL, 
and then later require a reprint of the BOL, you can do so from the Confirmation 
Entry program by selecting the Reprint BOL option on the appropriate print 
dialog box. 

The system numbers BOL’s with the same number as the SO document and an 
additional sequence number that is incremented each time the BOL is printed. 

If available, line item serial/lot information, SO header and detail notes, customer 
interchange numbers, ship-to contact name and phone number or customer main 
contact name and phone number all print on the BOL.  The contact name and 
phone number print underneath the Ship-to Address block in the upper left part of 
the form.   

To setup contact information for the BOL, be sure to complete the following within 
Takestock: 

System Management Phone Book Phone Book Maintenance 
  
or  
 
Accounts Receivable Ship-to Maintenance Additional menu, Phone Book option 
Accounts Receivable Customer Maintenance Additional menu, Phone Book 
option 
 
Note: TakeStock allows multiple phone book contact records per customer and per 
ship-to; only one phone book contact record can be designated as primary. Use 
the checkboxes on the Links screen of SM Phone Book Maintenance to indicate 
that the current record is the primary contact. 

BOL Quantity Information:  The Bill of Lading Print program always prints 
quantities as positive numbers for return merchandise as well as outgoing 
merchandise.  Since there is no way to visually determine which merchandise is to 
be returned (typically a negative quantity) or delivered (typically a positive 
quantity), it is not recommended that you include both outgoing merchandise and 
return merchandise on the same order.   

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

 

Bill of Lading Formatting  

Documents produced by the Bill Of Lading Print program are compliant with US 
Department of Transportation (DOT) 49 CFR 172.200-204 regulations for 
hazardous materials.  Basic description information prints as follows: 

                   Un Number 

                   Item description 

                   Item class  

                   Packing group 

Bill of Lading Page Numbers 

In accordance with US Department of Transportation (DOT) regulations, this print 
program has been modified to search for hazardous items included in the 
document. If the document contains any hazardous items, then extra processing 
will be performed on that document to calculate the total number of printed pages. 
When the document prints, each page number will be printed as “xxx of yyy,” 
where xxx is the page number and yyy is the total number of pages. 

DOT regulations for shipment of hazardous materials state that if the shipping 
papers are more than one page long and the shipment contains hazardous 
materials, then the first page must indicate how many pages are included in the 
document. For example, this could be printed as “Page 1 of 4.” 

Previous versions of the TakeStock Bill of Lading did not do this; only the current 
page number printed on each page.  

Unfortunately, this extra processing will slow down the elapsed time required to 
print the document, but it will make the document compliant with DOT HazMat 
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regulations. Because of the additional processing time required, the total number 
of pages will not be printed on documents that do not contain hazardous 
materials. 

Benefits: 

Make the TakeStock Bill of Lading document compliant with DOT HazMat 
regulations. 

Setup: 

Inventory Management, Maintenances, DOT Code Maintenance, toggle for 
Hazardous. 

Inventory Management, Maintenances, Item Maintenance, Shipping, DOT code. If 
an item appears on the Bill of Lading document, and the item is linked to a DOT 
code flagged Hazardous, then the total pages routine will be invoked during Bill of 
Lading Print. 

Printing Material Safety Data Sheets and Certificates of Analysis with 
Bills of Lading 

If your system has the optional MSDS add-on feature, you can print MSDS and 
CofA Word or PDF documents in conjunction with the Bill of Lading, the Pick Ticket, 
and/ or the Invoice, based on the settings on the MSDS and CofA views of 
Warehouse Maintenance. 
 

Based on the MSDS Notification setting on the Options view of Customer 
Maintenance, you can select to always print the MSDS for hazardous items 
regardless of the MSDS history status, in conjunction with the BOL. 

Benefits: 

Match TakeStock document flow to standard processes used in several industries. 

Give distributor more options to tailor their business processes. 

Setup: 

Inventory Management, Maintenances, Setup, Warehouse Maintenance, both the 
MSDS and C of A screens. 

Consolidate by Warehouse group option 

The default setting for the Bill of Lading Print program is to print all shipping 
warehouses on separate BOLs print and reprint Bill of Lading (BOL) documents for 
selected shipments. 

Note:  The Warehouse group is not applicable for non-consolidated BOLs. 

For example:  An SO document with 3 items from 3 different shipping warehouses 
will print 3 different BOLs.   

Item  Shipping Warehouse 
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I100 001 

I200 002  

I300 003 

If you select the option to consolidate the BOL by Warehouse Group, lines on SO documents 
with multiple shipping warehouses (where the warehouses belong in the same BOL 
Warehouse group) all print on a single BOL.   

In the example, 

Item Shipping 
Warehouse 

Warehouse 
Group 

I100  001 A 

I200 002 A 

I300 003 B 

The system prints 2 BOLs for this document; 1 for warehouse group A, and 1 for 
warehouse group B. 

Warehouse group consolidation option is only available when printing from the Bill of Lading 
Print program. 

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/Ship To, and 
Customer/Warehouse/Document/Ship To.   

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, 
Document, Salesperson, and Customer.   

Include Determines what information to print on the report.  
Available includes options are: 
 
DOT Code—to include Department of Transportation 
(DOT) code on the bill of lading.  
 
Freight Class/NMFC #—to include the freight class 
and the NMFC item number on the bill of 
lading.��Note that the NMFC item number prints if 
the item has a NMFC item number entered on the 
Shipping tab of Item Maintenance. The NMFC item 
number prints in the Viper version processing as 
well.�� 
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Fields, Buttons, Checkboxes, & Icons 

ERG #—to include the Emergency Response Guide 
number (ERG#) on the bill of lading. 
 
Technical Names—to include the technical or 
chemical names for the items on the bill of lading. 

Options Determines what information to print on the report 
and optionally update.  Available choices are:   
 
Print Only New Shipments—to print bill of ladings only 
for new shipments of items.  
 
Print Hazardous Material Information—to print 
hazardous material information along with the BOL. 
 
Hazardous Material Only—to print BOLs only for 
hazardous materials. 
 
Consolidate Warehouse Groups—to combine 
items in the same warehouse group onto the same 
BOL. 
 
Print Initial Alignment if you want the system to print 
an initial alignment to check the positioning of the 
forms in the printer.   

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.   

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 bill of ladings  
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How to print bill of ladings 
1. Access the Bill of Lading Print.  The complete path is Sale Orders  Sales 

Orders  Bill of Lading Print.  The system displays the Template-Saved Settings 
dialog box of the Bill of Lading Print.    

  
2. Select the New, Edit, or Copy button to access the Bill of Lading Print:  

Untitled dialog box.   

  
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 

This defines the sort order in which the report will print. 
The available Sort By options are 
Warehouse/Document/Ship To, and 
Customer/Warehouse/Document/Ship To.   

Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
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choices from the Limit By options. Available choices are: 
Warehouse, Document, Salesperson, and Customer.   

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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 Options section of the form, select the optional information to include for 
each record that prints on the report.  Selections for the report are as follows: 

• DOT Code—to include Department of Transportation (DOT) code on the 
bill of lading.  

• Freight Class/NMFC #—to include the freight class and the NMFC item 
number on the bill of lading. 
 
Note that the NMFC item number prints if the item has a NMFC item 
number entered on the Shipping tab of Item Maintenance. The NMFC item 
number prints in the Viper version processing as well.  

• ERG #—to include the Emergency Response Guide number (ERG#) on the 
bill of lading. 

• Technical Names—to include the technical or chemical names for the 
items on the bill of lading. 

6. In the Include section of the form, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• Print Only New Shipments—to print bill of ladings only for new shipments of 
items. 

• Print Hazardous Material Information—to print hazardous material 
information along with the BOL. 

• Hazardous Material Only—to print BOLs only for hazardous materials. 

• Consolidate Warehouse Groups—to combine items in the same 
warehouse group onto the same BOL. 

• Print Initial Alignment if you want the system to print an initial alignment to 
check the positioning of the forms in the printer.   
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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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Acknowledgement Print 
Using the Acknowledgment Print screen, you can print or reprint one or more sales 
order acknowledgements, including pricing information, for customers.  If using 
preprinted forms, you should use the Quote forms.   

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 Acknowledgment Print:  Untitled 
dialog box.   

 

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 option is Document, Warehouse and Customer.   

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

Include Determines what information to print on the report.  This print 
program has no Include selections.   

Options Determines what information to print on the report and optionally 
update.  Available choices for Documents are:  Print, and Reprint.  
Select Print Initial Alignment if you want the system to print an initial 
alignment to check the positioning of the forms in the printer.   
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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.   

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.   

There are no entry fields for this program.   

See Also 

How to print or reprint sales orders acknowledgements  
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How to print or reprint sales orders 
acknowledgements 
1. Access this screen by selecting Sales Orders Sales Orders  

Acknowledgment Print.  The system displays the Template-Saved Settings 
dialog box of the Acknowledgement Print.    

 

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

 

3. Select settings for Sort By and Limit By.   

4. In the Options box, select the information for printing the sales order 
acknowledgements.  Select the Documents to print, and select Print Initial 
Alignment to have the system print an initial alignment to check positioning 
of the forms in the printer.  A dialog box then opens that allows you to print 
another alignment, cancel printing, or continue with printing 
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acknowledgements.  For definitions, see the Form Contents section of the 
Acknowledgment Print program.   

5. The information for printing acknowledgements 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 Acknowledgment 
Print screen where you can print and/or update the Acknowledgment Print 
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.   

• 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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Credit Card Review 
For Credit Card InterLink users with the PayPal integration, Credit Card Review 
allows you to manage credit card transaction exceptions.  You can send a batch 
request for processing multiple SO documents with credit card exceptions and take 
appropriate steps to complete credit card payment processing for a SO document. 
You can change payment terms, update credit card information, and submit a 
credit card transaction.  Refer to the Credit Card InterLInk users guide for detailed 
information about PayPal credit card processing. 

Note that if the Require Credit Card Security Code checkbox is selected (set to 
"yes") on the General view of Credit Card Control Maintenance, you cannot release 
multiple SO documents in batch mode. The setting requires that you enter the 
card security code for each SO document manually. 

In Sales Order Entry a regular credit card transaction flows in the following 
manner:  credit card information is entered in Sales Order Entry and the 
transaction is authorized.  In Confirmation Entry, a Delayed Capture transaction is 
submitted to capture the proper amount. Each element in this workflow is normal: 
quantity is available for the ordered item, the order is not changed, and credit 
card information is valid and accurate.  However, several exceptions can happen in 
credit card transactions. One scenario is that authorization may be denied due to 
incorrect credit card information being entered.  Or, credit card information is 
entered in SO Entry but no authorization is attempted. There is also another 
scenario:  an order is shipped and funds are captured, and then the order is 
changed before it processed to Daily Sales Register.  This results in a discrepancy 
between the captured fund amount and the new invoiced amount.   

Credit Card Hold Processing 

A sales order can be put on credit card hold in the following scenarios: 

1) The user tries authorizing the credit card transaction in SO Entry, but the 
authorization is declined, no matter the company requires authorization or 
not. 

2) Authorization is required, but no authorization is tried in SO Entry. 

3) Authorization is approved, card security code is required and the option 
"Automatically Decline on CSC Failure" is checked, but the submitted 
security code is incorrect,  

4) Authorization is approved, the option "Automatically Decline on CSC 
Failure" is unchecked from the "General" screen in Credit Card Control, card 
security code is required, the submitted security code is incorrect, and the 
user chooses not to accept the credit card. 

5) Address verification is required, option "Automatically Decline on AVS 
Failure" is checked from the "General" screen in Credit Card Control, 
authorization is approved, but the submitted address is incorrect. 

6) Address verification is required, option "Automatically Decline on AVS 
Failure" is unchecked from the "General" screen in Credit Card Control, but 
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the submitted address is incorrect. The user chooses not to accept the credit 
card. 

A sales order on credit card hold will not go to Confirmation Entry. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Warehouse The warehouse code for the SO documents for review.   

Customer The customer code for the SO documents for review. 

Payment 
Code  

The payment code for the SO documents for review. 

Status  The credit card status for the review.  You can select 
from:   

• All (including all types) 
• Credit Card Hold 
• Uncollected Funds 
• Discrepant Funds 
• Not authorized 
• Authorized 
• Captured 
• Non Credit Card Payment 

 

Sort By The parameter to sort the document in the browser in 
the lower portion of the screen.  You can select from: 

• Document 
• Customer 
• Payment Code 
• Order Date 
• Request Date 
• Promise Date 

 

Beginning The beginning number, code or date for the selected 
Sort By option. 

Release/ 
Authorize
/ 
Capture/ 
Void 

Note that this button changes with different types of 
credit card transition processing.  Button : 

Release:  Displays a message indicating what 
transaction is to be submitted. You can click the OK 
button to continue or the Cancel button to stop the 
release process. If a credit card status can have more 
than one option to select, the message box allows you 
to select an option. 
Note that the Release button is disabled when:   
You select multiple SO documents for releasing, but 
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these SO documents have different types of credit 
card status. For instance, you cannot select two SO 
documents with "Credit Card Hold" and the other with 
"Uncollected Funds".  If you selects multiple records 
which does not have the same type of credit card 
status, button "Release" will be disabled. 

 
Authorize:  If you select an SO document with a 
status of "Credit Card Hold", the button is labeled 
"Authorize". You can click the Authorize button to 
send an Authorization transaction request to PayPal. If 
the authorization is declined, the sales order stays on 
Credit Card Hold status. If the authorization is 
approved, the status of this SO document becomes 
"Authorized".  You can also reauthorize a credit card 
transaction for a sales order on credit card hold in the 
Hold Review and Order Entry programs. 

Capture: If you select an SO document has type 
"Uncollected Funds", the button is labeled "Capture".  
You can click the Capture button to submit a Delayed 
Capture transaction to PayPal if authorization exists for 
the sales order or to submit a Sale transaction if no 
authorization exists. If the Capture/Sale transaction 
succeeds, the status becomes "Completed" and the SO 
document is no longer available from the Credit Card 
Review.  

Void:  If the selected SO document has type 
"Discrepant Funds", the button is labeled "Void". You 
can click the Void button to transmit a Void.  If the 
void request is approved, the sales order has a status 
"Uncollected Funds.  If the void request is not 
approved" the system transmits a Credit transaction 
on the collected fund.  
 
-OR- 
 
If the selected SO document has type "Authorized, 
clicking the Void button sends a Void transaction to 
PayPal.  If the "Void" transaction is submitted and 
approved, the sales order has credit card status of 
"Credit Card Hold" if authorization is required or status 
"Not Authorized" if authorization is not required.  
 
-OR- 
 
If the selected SO document has type "Captured", 
clicking the Void button sends a Void transaction to 
PayPal.  If the transaction is unsuccessful, the system 
creates a Credit transaction on the collected fund. If 
the request is approved, the sales order has status 
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"Credit Card Hold" if authorization is required, or 
status "Not Authorized" is authorization is not 
required.   

Authorize:  If the selected SO document has type 
"Not Authorized", the button is labeled "Authorize". 
Clicking the Authorize button sends an Authorization 
transaction to PayPal. If the request is approved, the 
new credit card status is "Authorized".   

Select All Selects all the sales order documents in the browser 
for processing. 

Payment  Accesses the Payment Update screen, where you can 
change payment terms, update credit card 
information, and submit a credit card transaction. 

Detail Accesses the Credit Card Review Detail screen to 
display all order information and credit card 
transaction details for the selected SO document.  You 
can also double click an SO document line in the 
browser in the lower portion of the Credit Card Review 
screen to access the Credit Card Review Detail screen 
for the selected order. 

Transaction 
Type 

Select a transaction type from the dropdown list of 
transactions.  For each Sales Order mode, depending 
on available data, a default transaction will be 
selected. 

Amount The transaction amount is displayed from the sales 
order.  

Submit Submits the transaction. 

Save Saves this transaction. 

Delete Deletes this transaction. 

Close Closes this dialog. If changes have been made to any 
of the enabled fields and the data has not been saved, 
the user will be prompted to save the data before 
exiting the dialog. 

Help Accesses system online help. 
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 Credit Card Review Detail 
Use the Credit Card Review Detail screen to display all order information and 
credit card transaction details for the selected SO document. The header of the 
window displays general data of the SO document: customer name, order date, 
ship via, invoiced amount, PO#, and so on. The bottom of the window is a 
browse, displaying all credit card transaction data for the SO document. The 
data includes transaction type (Authorization, Void, Delayed Capture, Sale, 
Credit), transaction date, status (Pass/Fail), amount, transaction ID, 
authorization code, payment code, credit card#, expiration date, address, zip 
code and message.  For credit card number, only the last four digits are 
displayed, and other digits are displayed as asterisk. 
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Credit Card Authorization Window for PayPal 
Users  
Using this window, you can enter and save information to authorize credit card 
transactions in any of the sales order entry or confirmation programs, including 
counter sales.  The program accepts credit card entries for purchases and handles:  
real-time credit card authorization, card swiping, approvals and disapprovals, 
sales, sale voids, and credits.  

From the Footer window of sales order entry programs, you can enter and save 
credit card transaction information.  When you save credit card authorization 
information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer window of the calling order entry, invoicing, or 
confirmation window.    

If you decide to modify a transaction after you have saved the credit card 
authorization information, you must re-access the Credit Card Authorization 
window and select the Delete button.  The system clears the Card Number and 
Expiration Date fields on the Credit Card Authorization window, and enables the 
Terms Code and Payment Type fields on the Footer window of the calling order 
entry, invoicing, or confirmation window. 

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders module.  
Select the Payment button to access a version of Credit Card Authorization 
window, which allows you to change payment type and terms code, update credit 
card information, and submit a credit card transaction. 

From the Footer window of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization window to gather the necessary information.   

You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button.  After the program has enough information to authorize a request, 
the system displays the Status Message window and waits until either the request 
timeout occurs or an available license is free to use.  The program makes the 
credit card authorization request and displays a request indicating whether the 
transaction was approved or declined. 

If the credit card authorization process terminates abnormally, you can back out of 
a transaction if you have one pending.  If you are unable to successfully back out 
of the transaction, TakeStock automatically puts the document on credit hold until 
the transaction is resolved. 

The Credit Card Authorization window also accommodates address verification, 
and based on the Required Card Security setting in SM Payment Code 
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Maintenance, the system performs card security code processing during invoicing 
and transmits the sales tax amount for the transaction.   

 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Terms Code  The terms code for the SO document.   

Payment Type The payment type for the SO document.  

Note:  The Terms Code and Payment Type fields are enabled only when this 
window is accessed from the Payment button on the Credit Card Review window. 

Card number The credit card number for the transaction. 

Expiration Date The expiration date for the credit card. 

Card Security 
Code 

The card security code. This field is displayed when the Credit 
Card Authorization dialog box displays from the Confirmation 
Entry, Direct Invoice Entry, Credit Memo Entry, Miscellaneous 
Invoice Entry, or Counter Sale Entry programs. 

Cardholder’s 
Name 

The cardholder’s name. 

Billing Address The billing address for the credit card holder. 

Zip / Postal 
Code 

The zip or postal code. 

Authorization 
Code 

The authorization code for the credit card transaction when 
authorizing voice transactions. 

Voice 
Authorization 

Indicates you want to voice authorize this transaction. When 
checked, the Authorization Code field is enabled.   
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Fields, Buttons, Checkboxes, & Icons 

Transaction 
Type 

Select a transaction type from the dropdown list of 
transactions.  For each Sales Order mode, depending on 
available data, a default transaction will be selected. 

Available API Transaction Types for PayPal are: 

Authorize/Delayed Capture—This process consists of an 
authorization transaction followed (when the merchant is 
ready to collect funds) by a delayed capture transaction. 

Sale—A Sale API charges the specified amount against the 
account, and marks the transaction for immediate fund 
transfer during the next settlement period. 

Credit—A Credit API returns the specified amount to the 
account holder. 

Void —A Void API performs a reversal of a charge prior to the 
settlement process. A Void prevents a transaction from being 
settled, but does not release the authorization (hold on funds) 
on the cardholder’s account.  Note:  There are times when a 
transaction cannot be voided.  If a sale transaction is credited, 
the system assumes that you are at the beginning of the 
transaction and waits for a new transaction on the document.  
The credit transaction cannot be voided.   

Voice Authorization—Some transactions cannot be authorized 
over the Internet (for example, high dollar amounts)—
processing networks generate Referral (Result Code 13) 
transactions.  In these situations, you can phone the 
cardholder’s issuing bank and provide the payment information. 
If the transaction is approved, the bank provides you with a 
voice authorization code (AUTHCODE) for the transaction, and 
the user saves the authorization code. Later the user can 
request a Voice Authorization transaction to capture funds. 
Once a Voice Authorization transaction has been approved, it is 
treated like a Sale or a Delayed Capture transaction and is 
settled with no further action on your part. Like Sale or Delayed 
Capture transactions, approved Voice Authorization transactions 
can be voided. 

Amount The transaction amount is displayed from the sales order.  

Submit Submits the transaction. 

Save Saves this transaction. 

Delete Deletes this transaction. 

Close Closes this dialog. If changes have been made to any of the 
enabled fields and the data has not been saved, the user will 
be prompted to save the data before exiting the dialog. 
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Fields, Buttons, Checkboxes, & Icons 

Help Accesses system online help. 

 

See Also 

Advanced Credit Card Authorization Information 

Voice Authorization window  

How to perform credit card authorizations 
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How to perform credit card authorizations  
1. Enter the necessary information on the Header and Item windows, then access 

the Footer window of the appropriate sales order entry or confirmation, or 
invoice entry window in the SO module.   

2. In the Terms Code field, enter a terms code with a Type of cash, and in the 
Payment Type field, enter a payment type with a Type of credit card.  Use the 
Lookup icons beside each field to review or select the codes.  

3. In the Check or Card # field, enter the credit card number. 

4. Select the Credit Card button and the system accesses the Credit Card 
Authorization window, which is used to obtain authorization for the credit card 
transaction. 

 
5. In the Card Number Expiration Date fields, and Card Security Code field during 

invoicing, enter the appropriate information or "swipe" the card through a card 
scanner. Refer to the Window Contents section of the Credit Card Authorization 
window for field and button definitions. 

6. In the Cardholder’s Name, Billing Address and Zip/Postal Code fields, enter or 
modify the appropriate information as necessary.  If address verification 
processing is not activated, these fields are disabled.  If address verification 
processing is activated, the system populates these fields with information 
entered in the Customer Maintenance program. 

7. Select the Voice Authorization check box and enter the authorization code as 
need to complete the transaction.   

8. For Transaction Type, select a transaction type from the dropdown list of 
transactions.  For each Sales Order mode, depending on available data, a 
default transaction will be selected by the system. Refer to the PayPal 
Credit Card Processing Details for the transaction types available for your credit 
card processing system.    
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9. You have now completed the information for the Credit Card Authorization 
window.  You can select: 

• Submit to accept and process the credit card information. 
 
TIP:  When you submit a Void transaction, the system displays the Void 
Credit Card Transaction Dialog box, with the message:  Do you want to void 
the credit card transaction on this document?  You can select the Retain 
Credit Card Information checkbox if you want to retain the credit card 
transaction details for the void.  Select Yes to completely void the credit card 
transaction. 

• Save to save the current information, exit the Credit Card Authorization 
window, and disable the Terms Code, Payment Type, and Check or Card# 
fields on the Footer window of the calling order entry, invoicing, or 
confirmation window. 

• Delete to clear the Card Number and Expiration Date fields on the Credit 
Card Authorization window, and enable the Terms Code, Payment Type, and 
Check or Card# fields on the Footer window of the calling order entry, 
invoicing, or confirmation window. 

• Close to end the transaction and exit without saving the current 
information. 

• Help to access online help for this window. 
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Hold Review 
Use the Hold Review program to view documents on hold (one or more valid 
holds), documents not on hold (no valid holds), documents that have been 
completely reviewed (but still on hold), documents that are not completely 
reviewed (at least one not Reviewed hold) or all open documents.  

Sales Orders have four major types of holds-- credit hold, credit card hold, service 
hold and override hold.  Each of these holds has several ‘reasons’ for the hold.  
Credit hold has credit limit, past due, and number of days since last sale.  Credit 
card hold has only one reason – credit card hold.  Service hold has only one 
reason--service issues.  Override hold has two reasons - terms override and price 
override. 

A sales order goes on credit card hold when authorization is required for credit 
card payment, and credit card information is entered (and saved) into sales order 
entry but the card is not authorized. When releasing a credit card hold, the Hold 
Review attempts to authorize credit cards.  Successfully authorizing a credit card 
removes the credit card hold from a document.   

 

If you have the proper security to review/release all hold types, the Release and 
Review buttons are enabled and the Release/Review checkboxes are enabled, 
depending on the status you select.  The checkboxes indicate which types of holds 
to release/review based on the button selected.  

If you select to view documents by the All Holds status, the Release/Review 
checkboxes are selected (checked) and disabled. 

If you select to view documents by the Not on Hold status the Release/Review 
checkboxes are unselected (unchecked) and disabled. 

The Hold Review program is comprised of two screens: 

• The Hold Review screen, which allows you to view open sales orders.  In 
the browser in the lower portion of the screen, the system displays each 
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document for the specified warehouse and document information including, 
the hold and review statuses for each type of hold, the total, gross margin 
percent, ordered requested, and promised dates, credit terms, customer 
PO, salesperson, ship via and freight code.  

• The Hold Review Detail screen, which allows you to view details about the 
selected documents from the Review screen.  You can also double click a 
sales orders line in the browser in the lower portion of the Hold Review 
screen to access the Hold Review Detail screen for the selected sales order.   

Note:  All hold types on a document must be released to release the sales order 
for shipment and/or processing. All released holds are automatically marked as 
reviewed. 

e-wms Processing 

The Hold Review programs checks to determine if the shipping warehouse for each 
SO line is an e-wms enabled warehouse, as documents are released.  If so, e-wms 
processing occurs.  As documents are released from hold, if e-wms is enabled for 
the system and at least one line item has a committed quantity, the system runs 
the e-wms create send record procedure. If a document is not on hold and is 
selected within the browser, the program checks for an existing  e-wms Send 
record for the document. If the record is found and the status is locked, you 
cannot access the Hold button. If a document is not on hold and is put on hold, 
the program runs the e-wms send procedure with the document “Nuke” options 
activated and the  e-wms Send record is deleted. 

Refer to the e-wms Users Guide for additional processing and program details 
about the e-wms feature. 

Printing Pick Tickets 

You can print pick tickets from this program by selecting the Print Pick Tickets 
option from the Additional menu.  When you select this option, the system 
displays a dialog box allowing you to highlight the reprint and the print Pick Ticket 
templates to use.  Both Reprint and Print templates are available.  Note that at 
least one SO document must be released before you access this dialog box. Select 
OK, and the reprint pick ticket template then executes, followed by the print 
template.  All user messages appear per normal TakeStock processing; e.g. the 
messages that appear at the beginning of the print to explain why certain picks 
may not print will appear as usual.  Also the "Nothing to Print" and "End of Print" 
messages also appear for the pick ticket print.  Because all released documents 
are passed to both templates, it is inevitable that at least one message will appear 
in the form “SO Document # xxxx will not print because…” This is because a 
document that would be printed by a reprint template would not print for a print 
template, and vice versa.  The pick tickets will print to whatever printer is set up 
on the particular templates, respectively.  The processing of the pick ticket 
templates will occur exactly as you selected the particular templates from the Print 
Pick Ticket menu item, with the added exclusion that only those SO documents 
released from hold will be processed by the pick ticket templates. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 
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Fields, Buttons, Checkboxes, & Icons 

  
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 runs the maintenance option for 
the current field.  You can add, change, or delete 
records for the current field from the appropriate 
maintenance program.   

Warehouse The warehouse for which you want to review 
documents that are on hold. 

Customer The customer number for whom you want to review 
documents that are on hold. 

Term Code The terms code for which you want to review 
documents that are on hold. 

Status The status for which you want to review documents.  
You can select from All Holds, On hold not 
reviewed, On hold reviewed, Not on hold, and 
All.   

Release/ 
Review 

In the Release/Review section of the screen, select 
the checkboxes to indicate which types of holds you 
want to release/review.  You can select from Credit, 
Credit Card, Service, or Override holds. 

You can select the Release or Review buttons beside 
the checkbox for the type of hold you wish to release 
or review. 

You can select the Review All or Release All buttons to 
review or release the types of holds that correspond 
to the checkboxes you select. 
 
Note: If you select to view documents by the All Holds 
status, the Credit, Credit Card, Service, or Override 
checkboxes are selected (checked) and disabled. 
 
If you select to view documents by the Not on Hold 
status the Credit, Credit Card, Service, or Override 
checkboxes are unselected (unchecked) and disabled. 

Sort By The order to use to sort the documents displays in the 
browser.  You can select from Document, Customer, 
Order Date, Promise Date, or Request Date. 

Beginning The beginning document, customer name, or order 
date (depending on what you selected from the Sort 
By drop down list to use for the document display in 
the browser.   

Select All Selects all displayed documents for release, review, or 
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Fields, Buttons, Checkboxes, & Icons 

hold processing.  Click this button, or highlight a 
document in the browser to activate the other 
processing buttons at the bottom of the screen.  

Release  Releases the selected documents from hold.  

Review Changes the selected document’s status to credit 
reviewed. 

Hold Accesses the Service Hold dialog box, which is used to 
place the selected document on service hold and 
allows you to enter a hold memo for that document. 

Aging  Accesses the Credit Check Information dialog box, 
which is used to view aging information for the 
customer tied to the selected document.  

Detail Accesses the Hold Detail Review screen, which is used 
to display details for each type of hold placed on the 
selected document.  You can also double click a sales 
orders line in the browser in the lower portion of the 
Hold Review screen to access the Hold Review Detail 
screen for the selected sales order.   

Hold Selection Menu Options 

File 

Selections from the File menu and their purposes are: 

Menu 
Option 

Function 

Exit Exits the current program.   

Inquiry 

Selections from the Inquiry menu and their purposes are: 

Menu 
Option 

Function 

Customer 
Inquiry 

Opens the Customer Inquiry to display 
customer information for the currently selected 
customer.   

Document 
Inquiry 

Opens the Document Inquiry to display 
additional information about the currently 
selected document.   

Find 

Selections from the Find menu and their purposes are: 

Menu Option Function 
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Lookup Opens the Lookup for a detail field.   

See Also 

How to change the hold status of a document  
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Hold Review—Detail Screen 
The Hold Review Detail screen allows you to view details about the selected 
documents from the Review screen. You can view all of the hold types attached to 
a selected Sales order; both released and un-released holds as well as reviewed 
holds (but not yet released). If you do not have proper security to review/release 
a certain hold type, the Review and Release button (s) are disabled when that hold 
type is selected. 

Note: All hold types on a document must be released to release the sales order for 
shipment and/or processing. All released holds are automatically marked as 
reviewed. 

 

 Form Contents 
Fields, Buttons, Checkboxes, & Icons 

At the top of the screen, the system displays the customer name and 
number, order date, date requested, warehouse, freight code, 
salesperson, ship via, customer PO number and ship via code for the 
selected sales order.  

Display The customer number for whom you want to review 
documents that are on hold. 

Status The status for which you want to review documents that 
are on hold.  You can select from All, On hold-
reviewed, On hold-not reviewed, and Released.   

In the browser in the lower portion of the screen, the system 
displays details for the hold details for the sales order.  Information 
includes hold type, reason, hold date, the user who placed the hold, 
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the hold status, review status, and hold memo. 

Release
/ 
Author-
ize  

Releases the selected document line from hold.   Note 
that you can select only one hold record for releasing.  
Note:  If you select a credit card hold line for release, 
the Release button will change to Authorize.  When 
authorizing a credit card, the system’s wait state will be 
set (hourglass).   A message box then displays the 
results of the authorization to the user. 

Review Changes the selected document’s status to credit 
reviewed. 

Hold Accesses the Service Hold dialog box, which is used to 
place the selected document on service hold and allows 
you to enter a hold memo for that document. 

Aging  Accesses the Credit Check Information dialog box, 
which is used to view aging information for the 
customer tied to the selected document.  

See Also 

How to change the hold status of a document  
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Service Hold Dialog Box 
Use the Service Hold dialog box to place documents on service hold and enter a 
hold memo for that document.  To add a memo, type the information in the memo 
field.  If you want your memo to replace an existing one, select the Replace 
existing service hold memos check box.  Select the OK button to place the 
document on hold and exit the screen, or select Cancel to exit the screen without 
saving your changes.  

  
See Also 

How to change the hold status of a document  
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Credit Check Information Dialog Box 
Use the Credit Check information dialog box to view aging information for the 
customer tied to the selected document.  You can select the Current , 1-30, 31-60, 
61-90, or 90+ buttons to review aging details for the specified period of time.   

See Also 

How to change the hold status of a document  
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 How to change the hold status of a document 
1. Access the Hold Review program.  The complete path is Sales Orders Sales 

Orders Hold Selection.   

 

2. Enter the Warehouse of the documents to display.  The warehouse from your 
user profile displays in this field as the default.   

3. In the Customer and Terms Code fields enter the customer number and terms 
code you want to use to display sales order in the browser in the lower portion 
of the screen. 

4. From the Status dropdown list, select the status for which you want to review 
documents.  You can select from All Holds, On hold not reviewed, On hold 
reviewed, Not on hold, and All.   

In the Release/Review section of the screen, indicate which types of holds you 
want to release/review.  You can select from Credit (placed on hold due to a 
failure of their credit check), Credit Card, Service (placed on hold manually), 
or Override (placed on hold due to price override) holds. 
 
If you select to view documents by the All Holds status, the Credit Card, 
Service, Credit and Override checkboxes are selected (checked) and disabled. 

If you select to view documents by the Not on Hold status the Credit Card, 
Service, Credit and Override checkboxes are unselected (unchecked) and 
disabled. 

5. In the Sort By field, enter the order to use to sort the documents displays in the 
browser.  You can select from Document, Customer, or Order Date. 

6. In the Beginning field, enter the beginning document, customer name, or order 
date (depending on what you selected from the Sort By drop down list to use for 
the document display in the browser.   
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7. Click the Select All button, or highlight a document in the browser to activate 
the other processing buttons at the bottom of the screen. 

8. Now, you can select: 
 
Release/Authorize to release the selected documents from hold.  If you are 
releasing a sales order containing the serial/lot items, the system displays the 
Lot Allocation dialog box to allocate items.  Note:  If you select a credit card 
hold line for release, the Release button will change to Authorize.  When 
authorizing a credit card, the system’s wait state will be set (hourglass).   A 
message box then displays the results of the authorization to the user. 
 
Hold to access the Service Hold dialog box, which is used to place the selected 
document on service hold and allows you to enter a hold memo for that 
document. 
 
Review to change the selected document’s status to credit reviewed. 
 
Aging to access the Credit Check Information dialog box, which is used to view 
aging information for the customer tied to the selected document. 
 
Detail to access the Hold Review Detail screen, which is used to display details 
for each type of hold placed on the selected document 

9. When you have finished, choose File  Exit.   
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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.   

When determining commitment of inventory for Credit Hold documents, Auto 
Commit Backorders adheres to the Credit Hold Handling flag in AR Control 
Maintenance. 

 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.   
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 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 Print Setup 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.   

Print/Reprint of Pick Tickets  

You can also print pick tickets from this program.  When you select the Print Pick 
Tickets checkbox, the system displays a dialog box allowing you to highlight the 
reprint and/or the print Pick Ticket template you want to use.  Whether the 
selected template(s) are intended for Print or Reprint will be based on the 
initiating program.   The pick tickets will print to whatever printer is set up on the 
particular templates, respectively. The processing of the pick ticket template(s) 
will occur exactly as if you selected the particular template(s) from the Print Pick 
Ticket menu item, with the added exclusion that only those SO documents 
processed by the initiating program will be processed by the pick ticket 
template(s).  Note that this could result in no picks printing if the template is 
selected incorrectly.  For example, if you select a pick ticket template for SO 
Document Release (which is intended for Print), and that particular template’s 
setting for “Print/Reprint” is “Reprint”, then no pick tickets will print.  

Additional Pick Ticket Print Capabilities 

You can select multiple templates for both unprinted and previously printed 
documents. This capability can be useful in many scenarios. One of the most 
noteworthy benefits of this enhancement is that TakeStock distributors with 
multiple warehouses can set up Pick Ticket print templates for individual 
warehouses. This includes the correct printer setups for each warehouse, and you 
will now be able to select templates for each of their warehouses when printing 
Pick Tickets from other programs. As a result, Pick Tickets will print to several 
warehouses and printers simultaneously, provided the templates are set up 
properly and selected appropriately in the Template selection dialog box. 

e-wms Processing  

For e-wms enabled warehouses, Auto Commit Backorders runs e-wms processing 
when you finish after the program run is completed since auto commit backorders 
searches by item and not by document.   

As Auto Commit Backorders processes new commitments and encounters a new 
item/document/warehouse combination, the system checks the shipping 
warehouse for each document detail line to determine if the warehouse is e-wms 
enabled for the appropriate module--SO, IC, or MC. If a warehouse is e-wms 
enabled and the module is enabled for e-wms, the system runs the Alternate 
Package Code Allocation routine to fill in the alternate package quantities in the 
appropriate document line table.   
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If the Alternate Package Code Allocation routine returns non-integer values, the 
system sends a notification message to the e-wms user and skips the record with 
no commitments made.  If the Alternate Package Code Allocation routine returns 
integers, then the program checks the edEwmsTempSend table to see if a record 
exists for the current document and warehouse.  If a record does not exist, the 
program looks at the edEwmsSend table to see if there is currently a send record 
for the document/warehouse.  If a send record exists and is not locked, then Auto 
Commit Backorders issues a nuke command and creates an entry in the 
edEwmsTempSend table for the document/warehouse. If the send record is 
locked, then Auto Commit Backorders skips the current item with no action, either 
to commit inventory or to issue any command to the e-wms system. 

After all the documents are fully processed, Auto Commit Backorders sorts 
through the edEwmsTempSend table and uses the e-wms create send records 
common routine to create send records for each document in the table. 

Refer to the e-wms Users Guide for additional processing and program details 
about the e-wms feature. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Commit 
Sequence 

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 By Limit the information that prints by selecting specific 
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; 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 & 
Reserve Remaining to commit as much as possible and 
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Fields, Buttons, Checkboxes, & Icons 

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.   
 
Select the Partial Commit check box to partially fill the 
backorders in the commit sequence using the item's 
available quantity provided the warehouse quantity for the 
item is greater than zero. 

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.   

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 auto commit backorders and print the report 
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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: lw0015               prod-pI w/ sel grp 
P    00000573 Entered        01/15/1998   lw0015               prod-pI w/ sel grp                     20  EA 
S    00002221 Entered           ASAP      jt2                  janies 2nd test company                15  EA 
 
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 - lwautotest: 
Commit Sequence: Production,Sales Orders,Transfers 
 
Warehouse          : 012 
Item               : lw0015 
Request Dates      : First to Last 
Sales Order        : All 
Transfer           : All 
Production         : All 
Include Sales Orders 
Include Transfers 
Include Production 
Include NonStocks 
Include BOM Components 
  To Complete Finished Items Only 
PRINT ONLY -- NO UPDATE 
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How to auto commit backorders and print the 
report 
1. Access the Auto Commit Backorders program.  The complete path is Sales 

Orders Sales Orders Auto Commit Backorders.   

 
2. You can select any template listed to print the report and update the 

backorders.  For this procedure, we are creating a new template.  Select the 
New button, and the system displays the Auto Commit Backorders: Untitled 
dialog box.   

 
3. Use the Up and Down buttons to place Production, Sales Orders, and Transfers 

in the desired order in the Commit Sequence section of the screen.   

 TIP:  If there is not a sufficient quantity available to fill all backorders, 
this allows you to determine whether you want to fill production orders, 
customer sales orders, or warehouse transfers first.   
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4. To limit the documents for which the system commits backordered quantities, 
select settings for the Limit By section.   

5. In the Commit for portion of the Options section, select the document types that 
you want to auto commit backorders for and how you want to treat kitted 
components for sales order documents.   

 TIP:  Select the Sales Orders checkbox to commit backorders for sales order 
documents.  To commit backorders for kitted components on sales order 
documents, select the Kitted Components checkbox.  Select the To Complete 
Parent Items Only radio button if you only want to commit the backorder of 
kitted components for parent items when the backorder can be completely filled 
and the Commit Available & Reserve Remaining radio button  to commit as much 
as possible and backorder the remaining kitted components for parent items.   
Select the Transfers checkbox to commit backorders for transfer tickets during 
the update and the Production check box to commit backorders for production 
tickets.   
Select the Partial Commit check box to partially fill the backorders in the commit 
sequence using the item's available quantity provided the warehouse quantity 
for the item is greater than zero. 

6. In the Update Nonstocks portion of the Options section, select the Yes radio 
button to include non-stock items in the update for backorders, the No radio 
button to skip non-stock items during the update, and the Only radio button if 
you want the update for backorders to include only non-stock items.   

7. Now, you can select: 

• OK to save the current settings as a template.  You cannot run the update 
from the 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 Auto Commit 
Backorders screen where you can print and/or update the Auto Commit 
Backorders 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.   

• 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.   

8. Exit the program as necessary.   

9. A typical Auto Commit Backorders report is depicted below:
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Document Release 
Using this program, you can release blanket orders, future orders, and/or 
recurring orders based on a release date, print a report of the released 
documents, and optionally create sales orders for the released documents.  You 
can release recurring, blanket and future orders by line item (as opposed to by 
document), allowing the release date to be determined based on the request date 
and the average lead time of the item.  You also have the option of excluding from 
the on order quantity any future receipts when calculating whether a purchase 
order, warehouse transfer, or production ticket needs to be generated.  The 
system releases ship complete orders still release by document. 

 
When you release blanket orders, future orders, and/or recurring orders that 
contain shipping information for the optional Shipping InterLink, the system makes 
the shipping information available on the sales order. 

A future order is an order for an item that will be committed automatically based 
on the customer’s request date, the longest average lead time of all orders on the 
order, plus the Pick Ticket Print Lead Time (the number of days from the date you 
actually print the pick ticket for a customer’s order and the customer’s requested 
ship date), that is set in SO Control Maint.  A recurring invoice is an order, which 
is shipped periodically with the same or at least similar items and quantities, until 
a specific dollar amount, number of billings, or time period has been reached.  A 
blanket order is a document for a single customer, which is a commitment to 
purchase merchandise from you, possibly with multiple ship to addresses, 
shipment dates, and quantities as defined by the customer.   

e-wms Processing 

Once the header record and all detail lines have been created for a document, if e-
wms is enabled for the system, the system runs the Alternate Package Code 
Allocation routine and if at least one line item has a committed quantity, the e-
wms create send record procedure run for the document.  Refer to the e-wms 
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Users Guide for additional processing and program details about the e-wms 
feature. 

Print/Reprint of Pick Tickets  
You can also print pick tickets from this program.  When you select the Print Pick 
Tickets checkbox, the system displays a dialog box allowing you to highlight the 
reprint and/or the print Pick Ticket template you want to use.  Whether the 
selected template(s) are intended for Print or Reprint will be based on the 
initiating program.   The pick tickets will print to whatever printer is set up on the 
particular templates, respectively. The processing of the pick ticket template(s) 
will occur exactly as if you selected the particular template(s) from the Print Pick 
Ticket menu item, with the added exclusion that only those SO documents 
processed by the initiating program will be processed by the pick ticket 
template(s).  Note that this could result in no picks printing if the template is 
selected incorrectly.  For example, if you select a pick ticket template for SO 
Document Release (which is intended for Print), and that particular template’s 
setting for “Print/Reprint” is “Reprint”, then no pick tickets will print.  In the case 
of the DSR, only “backordered” SO documents (i.e. those SO documents that still 
retain a committed OR backordered quantity after the DSR finishes processing) 
will print pick tickets. 

Additional Pick Ticket Print Capabilities 

You can select multiple templates for both unprinted and previously printed 
documents. This capability can be useful in many scenarios. One of the most 
noteworthy benefits of this enhancement is that TakeStock distributors with 
multiple warehouses can set up Pick Ticket print templates for individual 
warehouses. This includes the correct printer setups for each warehouse, and you 
will now be able to select templates for each of their warehouses when printing 
Pick Tickets from other programs. As a result, Pick Tickets will print to several 
warehouses and printers simultaneously, provided the templates are set up 
properly and selected appropriately in the Template selection dialog box. 

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 Document Release:  Untitled dialog 
box.   

The calculation for the release of future orders is based on request date minus 
longest average lead time for the item minus days to process receipts for 
shipment as set in SO Control Maint.   

Release Calculations 

The calculation for the release of future orders is based on request date minus Pick 
Ticket Print Lead Time as set in SO Control Maint.  The system uses the following 
calculations to determine which lines to release by document type. 
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Blanket Orders:  Order Request Date - Order Shipment Lead Time – Item’s 
Average Lead Time - Pick Ticket Print Lead Time < Cutoff Date on Document 
Release 

Future and Recurring Orders:  Line Request Date - Item’s Average Lead Time - 
Pick Ticket Print Lead Time < Cutoff Date on Document Release 

To determine if the quantities released should be committed, the system checks 
the available quantities of the item(s).  Available quantity is calculated as On Hand 
- Committed + On Order - Backordered.   

To determine the determine whether future receipts should be included in the 
available quantity, the Document Release program uses the Exclude Future 
Receipts option on the template editor screen.  If the option Exclude Future 
Receipts is on, then the program excludes any purchase order, production ticket, 
and transfer ticket quantities for an item and if the request date is greater than today’s date 
plus the average lead time for the item the available quantity will be decreased by the document’s 
order quantity. 

If there is sufficient available quantity of the item and the number of days until the 
requested date is less than the lead time, the system commits the quantity to the 
order being released.  If the available quantity check fails, the system creates a 
suggested purchase order, suggested transfer ticket, or a production ticket as 
determined by the replenishing path for the item.  The applicable quantity is 
backordered and a stock reservation is established to the supplying document 
created.   

Screen Details 
You cannot run an update from the Settings dialog box.  You must choose the OK 
button to save changes to a new or existing template, and then run the update 
from the Template-Saved Settings dialog box.  Choosing the Print button on this 
screen prints the report without saving your current selections.   

Direct Ship Kitted Components for Direct Ship Parent Items 

When you release a recurring or future order for kitted parent items that are direct 
shipped, the system optionally creates the direct ship purchase orders for all of the 
kitted components of the parent item.  If the components are from multiple 
vendors, multiple purchase orders are created.   

Special Ties  

Using this program, you can create special ties such as purchase orders, stock 
reservations or transfers for the documents being released.  

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the 
same cost onto one line on the purchase order.  If the sales order has 2 or more 
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like items that have different costs, then the system creates a separate line for 
each item with it’s appropriate cost when the PO is generated. Since this also 
functions at the component level, this is particularly handy for combining 
components that are shared across multiple parent items on a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

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 option is 
Document.   

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Warehouse and 
Document.   

Include Determines what information to print on the report.  
Available choices for the items are:  Description 1 and 
Description 2.   

Options Determines what information to print on the report and 
optionally update.  Available choices for Release for are:  
Future Orders, Recurring Documents, and Blanket Orders.  
Select Future Orders to release based on request date 
minus longest average lead time for the item minus days 
to process receipts for shipment, select Recurring 
Documents to release based on the request date before 
or equal to the Cutoff Date entered, and Blanket Orders to 
release based on request date minus the number of 
shipment days required minus longest average lead time 
for the item minus days to process receipts for shipment.   
 
Exclude Future Receipts indicates you want the 
program to exclude any purchase order, production 
ticket, and transfer ticket quantities for an item and if the 
request date is greater than today’s date plus the 
average lead time for the item the available quantity will 
be decreased by the document’s order quantity. 
 
Create Special Ties indicates you want the program to 
create special ties such as purchase orders, stock 
reservations or transfers for the documents being 
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Fields, Buttons, Checkboxes, & Icons 

released.  

Print Pick Tickets—Indicates you want to print pick 
tickets along with this report.  When you complete this 
screen, the system displays a dialog box allowing you to 
highlight the reprint and/or the print Pick Ticket template 
you want to use. 

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.   

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.   

Cutoff 
Date 

The date through which you want to release documents.  
The system releases only the documents with a request 
date that is earlier or the same as the date you enter 
those tickets with an expected date that is earlier or the 
same as the date you enter.   

See Also 

How to release orders and print the document release report  
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Document Release Report Sample 
A typical Document Release report is depicted below: 

Date: 06/24/1998                         QA's Primary Test Co.                          Page:     1 
Time: 10:15 AM                     Document Release - dcorlseBO                         User: leigh 
 
                                                    SE  Quantity  SL                PR 
Item                 Description                    LT   Ordered  UM        Price   UM    Extension 
=================================================================================================== 
Blanket Orders: 
Warehouse: 001   Atlanta Warehouse 
Document: B00077     Request Date: 02/14/1998   Customer: whippets   The Whippet Babies 
                                                 Ship To: Same   The Whippet Babies 
whippet              whippet babies                           1   EA       490.00   EA       490.00 
                                                                                                    
 
Document: B00084     Request Date: 03/13/1998   Customer: lisa       Lisa's test customer 
                                                 Ship To: Same   Lisa's test customer 
I102                 1                                        1   EA       377.00   EA       377.00 
                                                                                                    
 
Document: B00084     Request Date: 03/14/1998   Customer: lisa       Lisa's test customer 
                                                 Ship To: Same   Lisa's test customer 
i101                 Test                                    50   EA       377.00   EA    18,850.00 
                                                                                                    
I100                 Breaker                                  5   EA       377.00   EA     1,885.00 
                                                                                                    
 
Document: B00077     Request Date: 03/18/1998   Customer: whippets   The Whippet Babies 
                                                 Ship To: Same   The Whippet Babies 
whippet              whippet babies                           1   EA       490.00   EA       490.00 
                                                                                                    
 
Document: B00085     Request Date: 03/18/1998   Customer: D Pistons  Detroit Pistons 
                                                 Ship To: Same   Detroit Pistons 
S100                 S100 - Standard Item Number              2   EA        20.64   EA        41.28 
                     S100 - 2nd Decription                                                          
 
Document: B00085     Request Date: 03/19/1998   Customer: D Pistons  Detroit Pistons 
                                                 Ship To: Same   Detroit Pistons 
S100                 S100 - Standard Item Number              2   EA        20.64   EA        41.28 
                     S100 - 2nd Decription                                                          
 
Document: B00086     Request Date: 03/20/1998   Customer: Spike      Spike's buddy 
                                                 Ship To: Same   Spike's buddy 
S100                 S100 - Standard Item Number             10   EA        20.64   EA       206.40 
                     S100 - 2nd Decription                                                          
 
Document: B00085     Request Date: 04/01/1998   Customer: D Pistons  Detroit Pistons 
                                                 Ship To: Same   Detroit Pistons 
S100                 S100 - Standard Item Number              4   EA        20.64   EA        82.56 
                     S100 - 2nd Decription                                                          
 
Number of Documents: 8 
Legend: 
SE LT = * indicates Serial/Lot Item (Serial or Lot Numbers will need to be assigned) 
SL UM = Selling Unit of Measure 
PR UM = Pricing Unit of Measure 
 
Selections for Document Release - dcorlseBO 
Warehouse   : 012-012, 012, 001 
Document    : All 
Cutoff Date : 06/24/98 
Include Item Description 1 
Include Item Description 2 
Release Blanket Orders 
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How to release orders and print the document 
release report 
1. Select settings for Sort By and Sort By.   

 
2. In the Include section, check which information to include.  Refer to the Form 

Contents section of the Document Release program for definitions.   

3. Select the Options for releasing documents.  For Release select the type of 
documents to release, and select the Cutoff Date through which to release 
documents.  Refer to the Form Contents section of the Document Release 
program for definitions.   

4. The information for the report and release 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 Release 
screen where you can print and/or update the Auto Commit Backorders 
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.   

• 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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Item Shipment Approval Overview 
Using this program, you can view on hold or rejected lines by item or document, 
approve shipment of on hold lines based on document number, line number and 
order date, or reject shipment of on hold lines based on document number, line 
number and order date.  You must have security authorization to release an item 
from a warehouse, or know the password if you do not have authorization.   

Note:  This program is available only if you are using multiple warehouses on an 
order.   

  

Screen Details 
Select the warehouses for which you want to approve or reject documents, 
document lines or items.  Then select whether to display items or documents in 
the list.  You can limit what displays in the list by using the Starts With.   

If you have security authorization for the selected shipping warehouse, the item or 
document is rejected or released.  If you do not, a dialog box opens where you 
must enter the password in order to reject or release items.  Once you enter a 
valid password for a warehouse, you will not be asked for that particular password 
again.   

e-wms Processing 

For e-wms enabled warehouses, Item Shipment Approval runs e-wms processing 
after completing each approved document or line.  As each document or each line 
item is released, if e-wms is enabled for the system, the system runs the e-wms 
send program to send a Nuke record for the document and creates a record e-
wms TempSend table, if a record does not already exist for the document. When 
you exit the program, the program displays a “Please Wait” message and scans 
the e-wms TempSend table.  If at least one line item has a committed quantity, 
the e-wms create send record routine will be run. 
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Refer to the e-wms Users Guide for additional processing and program details 
about the e-wms feature. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

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

Detail Accesses the Item Shipment Approval–Detail screen, 
which is used to review detail information for the 
selected items on a document or the documents on 
which the selected item is included.   

Release Releases the shipment of requested items from the 
warehouse.   

Reject Rejects the shipment of requested items from the 
warehouse.   

Shipping 
Warehouse 

Enter the shipping warehouse for which you want to 
release or reject items or documents.  The 
warehouse from your user profile displays as the 
default.   

Display By Select whether to display documents or items for the 
initiating and shipping warehouse(s).  Whichever you 
select, you can then view the detail by choosing the 
Detail button or by double-clicking on a line.   

Initiating 
Warehouse 

You can enter the initiating warehouse for releasing 
or rejecting items or documents, or leave this field 
blank to release or reject items and documents for 
all initiating warehouses.  Press F9 to set this field to 
display all initiating warehouses.   

Starts With Enter the beginning characters of the documents or 
items you want to display in the list.  The list will 
redisplay beginning with the first match.   

Item Shipment Approval—Overview Menu Options 

Inquiry 

Selections from the Inquiry menu and their purposes are: 

Menu Selection Function 

Item Inquiry Opens the Item Inquiry to display 
information for the currently selected 
item.   
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Detail Sales 
Order Line 

Opens the Document Inquiry for a detail 
line on a sales order.   

Customer 
Inquiry 

Opens the Customer Inquiry to display 
customer information for the currently 
selected customer.   

See Also 

How to use the Item Shipment Approval screen  

Item Shipment Approval—Detail  
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How to use the Item Shipment Approval screen 
Note:  This program is available only if you are using multiple warehouses on an 
order.   

1. Access the Item Shipment Approval program.  The complete path is Sales 
Orders Sales Orders Item Shipment Approval.   

 
2. Enter the Shipping Warehouse for which you want to release or reject items or 

documents.  The warehouse from your user profile displays as the default.   

3. You can enter the Initiating Warehouse for releasing or rejecting items or 
documents, or leave this field blank to release or reject items and documents 
for all initiating warehouses.  Press F9 to set this field to display all initiating 
warehouses.   

4. Select whether to Display By Documents or Items for the initiating and shipping 
warehouse(s).   

5. To use Starts With, enter the beginning characters of the documents or items 
you want to display in the list.   

6. For each line, you can choose the Release or Reject button based on whether or 
not to release or reject the requested items from the warehouse.   

 TIP:  If you have security authorization for the selected shipping warehouse, 
the item or document is rejected or released.  If you do not, a dialog box opens 
where you must enter the password in order to reject or release items.  Once 
you enter a valid password for a warehouse, you will not be asked for that 
particular password again.   

7. Double click a line, or choose the Detail button to view the detail of items on a 
document, or view the documents on which the selected item displays.   
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8. When you have finished, choose File  Exit.   
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Item Shipment Approval Detail 
Using this program, you can view the detail of items on a document or the 
documents on which the selected item displays.  Viewing the detail will assist you 
in deciding which items or documents to release and which to reject.   

  

Screen Details 
The shipping and initiating warehouses display at the top of the screen as a 
reference.  The shipping warehouse and its quantities, average usage and average 
lead time display at the bottom of the screen.  You can select to release or reject 
the individual line items on a selected document, or the individual document lines 
if displaying document information.   

For each line, you can choose the Release or Reject button based on whether or 
not to release or reject the individual line items.  Security is checked for the 
shipping warehouse when a line item is selected for release.  The Overview button 
is available to return you to the Overview window.  For BOM finished items, you 
can select the Component button to open the Component Shipment Approval 
dialog box to individually release or reject component items.   

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Overview Accesses the Item Shipment Approval–Overview screen, 
which is used to review information for the selected 
items on a document or the documents on which the 
selected item is included.   

Release Releases the shipment of requested items from the 
warehouse.   

Reject Rejects the shipment of requested items from the 
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Fields, Buttons, Checkboxes, & Icons 

warehouse.   

Component Accesses the Component Shipment Approval dialog box, 
which is used to individually release or reject component 
items.   

There are no entry fields for this program.   

Menus 

File  Inquiry  Global  Help  

See Also 

How to use the Item Shipment Approval—Detail screen  

Item Shipment Approval—Overview  
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Component Shipment Approval Dialog Box 
Using this program, you can view the component items for a parent item and 
individually release or reject the component items.  The system accesses this 
dialog box when you select the Component button on the Item Shipment Approval 
Detail screen. The system also checks security authorization for the shipping 
warehouse. The system checks security authorization for the shipping warehouse; 
you must be authorized to reject or release items in the warehouse. 

The parent item number displays at the top of the screen as a reference.  In the 
lower portion of the screen, the system displays the warehouse, quantities, 
average usage and average lead time.  The individual component items display in 
the browser in the center of the screen. 

For each component line item, you can choose the Release or Reject button 
depending on whether you want to release or reject the individual component.  If 
all components for the parent item are released, then the parent item is also 
released.  If any one component for the parent item is rejected, then the parent 
item is also rejected  

Click the OK button to accept the released and rejected component items, or click 
Cancel to exit without saving any changes to the component item lines. 
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How to use the Item Shipment Approval Detail 
screen 
1.  The system accesses this screen when you select the Detail button in the Item 

Shipment Approval Overview screen.  The system displays the shipping and 
initiating warehouses at the top of the screen as a reference.  The shipping 
warehouse and its quantities, average usage and average lead time display at 
the bottom of the screen.   

 
2. You can select:  

• The Overview button to return to the Item Shipment Approval Overview 
screen.   

• The Release button to release the shipment of requested items from the 
warehouse.   

• The Release button to reject the shipment of requested items from the 
warehouse.   

• The Component button to access the Component Shipment Approval dialog 
box, which is used to individually release or reject component items.   

208 TakeStock SO  



Sales Orders  Future Order Entry 

Future Order Entry 
Future orders are entered and then require no further action until just prior to the 
request date.  The actual date when the document will be committed is based on 
the lead time of the item on the document with longest average lead time, and the 
SO Control Maint. setting that determines the number of days prior to shipment 
that the pick ticket should be printed for a future order.   

There are three screens for entering a future order: 

Future Order Entry Header View  

Future Order Entry Items View  

Future Order Entry Footer View  

Entry of a future order is very similar to entering a sales order.  However, the 
items on the future order are not committed from stock until the future order is 
released using Document Release.   

Print Security Functionality  

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

NOTE:  You can designate a sales order as a Manufacturing Representative (MR) 
document by selecting the Man Rep checkbox on the Document Options dialog 
box.  You can access this dialog box from the Additional menu.   

Manufacturing Representative functionality operates in any of the entry modes in 
standard TakeStock Sales Orders.  Quotes can be entered as a MR document and 
then be converted to an actual MR Sales Order.  Blanket, Recurring, and Future 
Orders can be entered and then released as actual MR Sales Orders.   

As lines are entered on a MR document, the MR commission rate and the 
Salesperson MR commission amount are stored within the SO document.   Both of 
these fields are viewed and editable through the Line Item detail dialog.  

Once an order has been marked as MR document, all the items on the order are 
considered and handled as MR line items.   

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 
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Vendor Rebate Processing 

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
you have rebate viewing authorization, you can also view the rebate cost and 
rebate number that are pulled in the SO document through the line item detail 
screen.  

Value Added Tax (VAT) Handling 

To support the United Kingdom’s Value Added Tax (VAT) handling, the system 
bases all tax calculations on totals for each item tax class. Prior to TakeStock 
V4.0.0, all tax calculations were on a line by line, add on by add on basis.   

The changes made to the tax calculation routines changed functionality in the 
Sales Order module as listed below: 
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• If a customer is tax exempt then TakeStock treats all inventory sold to that 
customer as tax exempt, regardless of each item's designated Item Tax 
Class (VAT code). 

• If the Sales Order includes multiple inventory items with different item tax 
classes, the Sales Order shows the total tax for each item tax class.  You 
can review sales order detailed tax information by selecting the Tax button 
on the Footer screen to access the Document Sales Tax dialog box.  

• The SO Confirmation Entry and Direct Invoice Entry programs now 
accumulate a taxable amount for each of the item tax classes listed on the 
order. This amount is based on the extended value of all invoice lines for 
each item tax class.  For European based systems, this taxable amount 
may be reduced by the terms discount (settlement amount). 

• The tax value is accumulated and added to the total net goods figure for a 
total invoice amount payable. 

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. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
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sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

Resizing the Screen 

You can resize the screen for programs in the Sales 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. 

See Also 

Other Future Order Entry How Tos  

Future Order Entry Hints and Examples  
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Future Order Entry Hints and Examples 
The following selections are available from the Additional menu during Future Order 

Entry.   

For more information on these options, see the Menu section of this document

Maintain Maintains records for the available 
fields on this screen.   

Lost Sales Opens the Lost Sales dialog box to 
record lost sales for printing on the Lost 
Sales Report.   

Document 
Options 

Opens the Document Options dialog 
box to change the target GM % for a 
document, change the ship complete 
options, designate an SO document as 
a manufacturing representative 
document, or to set up a document as 
a direct ship only.   

Commissions Opens the Commissions dialog box to 
enter split commissions for a detail line 
item.   

Gross Margin 
Calc 

Opens the Gross Margin Calculation 
dialog box to calculate new item prices 
based on a target dollar amount or 
gross margin percentage.   

Aggregate 
Discounts 

Opens the Aggregate Discounts dialog 
box to apply aggregate discounts to the 
items on a sales document.   

Custom Fields-
Header 

Opens the Custom Fields - Header 
dialog box to enter custom fields for 
the header information.   

Custom Fields 
Detail 

Opens the Custom Fields- Detail dialog 
box to enter custom fields for the detail 
line item information.   
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 How to Enter a Future Order (overview) 
The following are guidelines for processing a future order: 

1. Use Future Order Entry to enter or change future orders that are not to be 
committed until the approaching customer's request for receipt date.  Once 
future orders are entered, they require no further action until just prior to the 
request date.   

2. There are three screens for entering a future order: Header, Items, and Footer.   

3. The Header window allows you to designate who placed the order and where it 
ships.  You also define information that prints on an invoice when the order is 
confirmed, such as method of shipping, how to handle freight charges, the 
warehouse that initiated the sale, and the salesperson to get commission on the 
sale.  When you complete the header information, choose the Items button to 
move to the line item entry window.   

4. The Items window is used to enter, change or delete the line items on a future 
order.  For any line item, the Additional menu offers many options to enter lost 
sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields.  When all detail lines are complete, choose the Footer button to move to 
the footer screen.   

5. The Footer window is used to review or enter any Add-on charges, taxes (You 
can modify the tax class.) or shipping warehouse information for the future 
order.  The total of all information on the document is also available for viewing 
on the Footer window.  When all Footer information is complete, choose the 
Done button to end the future order and return to the Header screen to enter 
another future order, or to exit.   

6. Use Document Release to release specified future orders as sales orders.  The 
items on the future order are not committed from stock until the future order is 
released using Document Release.   
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Future Order Header View 
Using the Future Order Header view, you can enter or change a future order that 
is not committed until the approaching request date.  Using this view, you can 
designate who placed the order and where it will ship.   

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

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

 
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 runs the maintenance option for 
the current field.  You can add, change, or delete 
records for the current field from the appropriate 
maintenance program.   

Temp Accesses the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have 
not yet added to TakeStock.   

Items Accesses the Items view of the Future Order Entry 
screen.   
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Future 
Order # 

Enter the number to assign to a new future order.  You 
can press TAB when NEXT displays in this field to assign 
the next available future order number.  Pressing F9 
also assigns the next available number.  Future order 
numbers are eight characters long and begin with the 
preceding F.  An example of a future order number 
could be F1234567.  If you need to change or delete an 
existing future order, enter the existing future 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 future order, the deleted future order number 
can manually be assigned to a different future order.  
Deleted future orders do not display on the Daily Sales 
Register.  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.   

Ordered Enter the date on which the order was placed.  The 
default for this field is the current system date.   

Req’d The requested date for the future order is initially blank.  
You must enter a future date on which the customer is 
requesting receipt of the order.   

Promised Enter the date on which the order is promised. The 
default for this field is the current date.   

Customer Enter the number of the customer for whom you are 
entering a future order; this is the Sold To customer.  
Press F9 to enter a future order for a cash customer.  A 
dialog box opens to enter the customer name and 
address, which is temporarily stored until the sale is 
complete, but is not permanently saved in TakeStock.  
Based on your settings in AR Control Maint.—Credit 
Check view, the customer’s credit limit (set up in 
Customer Maint.) and open past due invoices are 
checked.  If the customer fails any of the credit checks, 
an appropriate message displays.  If the customer is 
inactive or is on hold, a message displays and you 
cannot continue with the future order.  When a valid 
customer is entered, the primary Ship To location, 
salesperson, freight code, ship via and corresponding 
route information, and terms code set up in the 
customer’s record update these fields on the Header as 
defaults.  The customer’s record is also checked to 
determine how commissions are handled.   

Ship To This field defaults to the primary Ship To set up for the 
customer you entered.  You can press TAB to accept this 
default, or enter a different valid Ship To customer.  
Press F9 to enter SAME so the Ship To customer is set to 
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the same number as the Sold To Customer field.  You 
can also press F10 to enter a temporary Ship To address 
for the sale that will not be saved by TakeStock.  If the 
Ship To customer is not set to SAME or Temporary, the 
salesperson, freight code, ship via and associated 
routes, terms code and tax code defaults are set based 
on the Ship To customer that is entered.   

Warehouse Enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user profile 
displays as the default.  If you are using multiple 
warehouses on an order, then this is the initiating 
warehouse for the sale.   

Salesperson The code of the salesperson assigned to this customer in 
Customer Maint. displays in this field. If you enter a 
Ship To other than TEMP or SAME, the default is the 
salesperson for the Ship To record. This is the primary 
salesperson to get credit for the sale. You can use this 
salesperson or enter a different salesperson code if you 
have proper functional security. 

This field has a functional security setting by user group.  
The purpose of this feature is to secure the salesperson 
based on the customer default.  You cannot change the 
salesperson code without proper functional security. 

Note:  If you are splitting commissions for the document, 
choose the Commissions option from the Additional 
menu. 

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.   

Customer 
PO # 

Enter up to 15 characters for the customer’s PO number.  
If the customer’s record is set to require a PO number, 
you must enter a number in this field in order to 
continue.  If not required, you can leave this field blank.   

If you selected the Check Duplicate PO checkbox on 
the Invoicing view of Customer Maintenance, you must 
enter a reference/PO number that has not already been 
recorded on another Sales Order document or the 
system displays a warning message telling you that the 
reference/PO number for the specified customer has 
already been recorded for another document.  Note that 
the message is only a warning only, you can select the 
OK button on the message and still choose to use the 
same reference/PO number again. 

Freight From the drop-down list, select how to bill freight. You 
can set the fright code at the ship-to location, customer, 

TakeStock SO  217 



Future Order Header View Sales Orders 

or SO control maintenance level.  The system searches 
for and displays the default freight code using the 
following program hierarchy:  AR Ship-to Maintenance, 
then AR Customer Maintenance, then SO Control 
Maintenance. 
 

If you select Bill Later, the system updates the freight 
charges during the Daily Sales Register and prints the 
charges on the Unbilled Freight Report for you to bill the 
customer at a later time.   

Ship Via The ship via set up in the customer’s record displays as 
the default.  You can use this ship via or enter the code 
of a different ship via for the document.  To use the 
Shipping InterLink, be sure to enter a Ship Via code that 
is valid for the Clippership for Windows® software 
product. 

Route/Stop If the Ship Via is set up to require routes, then the 
Route and Stop fields display the defaults set up in the 
customer’s record.  If not, these fields are not available.  
You can use the default route and stop, or enter 
different values for the current document.   

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

Contact The contact for the Customer or Ship To you entered on 
the document displays in this field as the default.  This 
is the contact at the customer’s location for this 
document.  You can use the default or enter a different 
contact.   
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How to enter or change future order header 
information 
1. Enter the number to assign to a new future order.  If you need to change or 

delete an existing future order, enter the existing future order number in this 
field to open it.   

 

 TIP:  Future order numbers are eight characters long and begin with a 
preceding F.  An example of a future order number could be F1234567.  To 
have the system assign the next future order number in sequence, press F9 
or press TAB when NEXT displays in this field.  If you delete a future order, 
the deleted future order number can manually be assigned to a different 
future order.  Deleted future orders do not display on the Daily Sales 
Register.   

2. For Ordered, enter the date on which the order was placed.  The default for this 
field is the current system date.   

3. The Requested date for the future order is initially blank.  You must enter a 
future date on which the customer is requesting receipt of the order.   

4. Enter the date on which you promised the customer delivery of the order in the 
Promised field. 

5. Enter the number of the Customer for whom you are entering a future order; 
this is the Sold To customer.   

 TIP:  Press F9 to enter a future order for a cash customer.  A dialog box 
opens to enter the customer name and address, which is temporarily stored in 
TakeStock until the sale is complete.   
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5. The Ship To field defaults to the primary Ship To set up for the customer you 
entered.  Press TAB to accept this default, or enter a different valid Ship To 
customer, F9 to enter SAME so the Ship To customer is set to the same number 
as the Sold To Customer field, or F10 to enter a temporary Ship To address for 
the sale.  TakeStock does not save the temporary Ship To address for the sale.   

6. Enter the code of the Warehouse from which you are selling the items.  The 
warehouse from your user profile displays as the default.  If you are using 
multiple warehouses on an order, then this is the initiating warehouse for the 
sale.   

7. Modify, as necessary, the code for the Salesperson to get credit for this sale.  If 
the Ship To is set to SAME or TEMP, the salesperson assigned to this customer 
in Customer Maint displays in this field as the default.  If you enter a Ship To 
other than SAME or TEMP, the default is the salesperson for the Ship To record.  
This field has a functional security setting by user group.  The purpose of this 
feature is to secure the salesperson based on the customer default.  You cannot 
change the salesperson code without proper functional security. 

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

9. Enter up to 15 characters for the Customer’s PO Number.  If the customer’s 
record is set to require a PO number, then you must enter a number in this field 
in order to continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

10. From the drop-down list, select how Freight is to be billed. You can set the fright 
code at the ship-to location, customer, or SO control maintenance level.  The 
system searches for and displays the default freight code using the following 
program hierarchy:  AR Ship-to Maintenance, then AR Customer Maintenance, 
then SO Control Maintenance. 
If you select Bill Later, the system updates the freight charges during the Daily 
Sales Register and prints them on the Unbilled Freight Report for you to 
manually bill the customer at a later time.   

11. The Ship Via set up in the customer’s record displays as the default.  You can 
use the default or enter a different ship via for this document.  To use the 
optional Shipping InterLink, be sure to enter a Ship Via code that is valid for the 
Clippership for Windows® software product. 

12. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
record.  You can use the defaults or enter different values for the current 
document.   
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13. Entered By displays the user code from your user profile as the default to 
identify the person who actually entered the future order.  The user code you 
enter here will print on the sales document.   

14. Enter the Contact at the customer’s location for this order.  The contact for the 
Customer or Ship To you entered displays in this field as the default.   

15. When all information for the Header is complete, choose the Items button to 
move to the item entries for the future order.   
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Future Order Entry Items View 
Using the Future Order Entry Items view, you can enter, change, or delete the line 
items on a future order.  

The future order number, customer number and name, and the shipping 
warehouse for this future order display at the top of the screen.  Enter the number 
of the item for the sale, the ordered, committed and backordered quantities, 
selling unit of measure, and the price and pricing unit of measure.   

For items measured in cubic volume, the total cubic volume is now displayed 
during line item entry within sales order entry programs.  A column for cube 
extension also displays cubic volume by line item in the browser in the lower 
portion of the screen. 

 

Screen Details 
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 
you complete the line item information, choose the Footer button to move to the 
footer detail entry window.   

The Detail button is available to open the Line Item Detail dialog box to enter item 
descriptions, line item discounts, cost if manual or average, the cost for Sales 
Analysis, a line item commission, and the taxable or ship complete status of the 
line item.  For any line item, the Additional menu offers many options to enter lost 
sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields.  Be sure to check the options available from this menu.   

If you are using multiple warehouses, you can choose F9 to change the warehouse 
from which to ship the items.  Choose Save to add the detail line item to the item 
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list for this sales order.  When you save a line item, the committed quantity for the 
item updates the item’s On Order quantity.  If you delete a line item on a sales 
order, the committed quantities are removes from the On Order quantity, and the 
Available item quantity is updated.   

Note:  For production items, if pricing is calculated at confirmation instead of 
entry, the price displayed for the item is estimated and an asterisk * displays in 
the E column for that item.   

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your vendor.     

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 
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Fields, Buttons, Checkboxes, & Icons 

 
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 runs the maintenance option for the 
current field.  You can add, change, or delete records for 
the current field from the appropriate maintenance 
program.   

 Notes icon, which runs the notes options for the current 
field.   

Save Saves the current line item for this future 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, line item discounts, cost if 
manual or average, cost for Sales Analysis, line item 
commission, and the taxable or ship complete status of 
the line item.   

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 quantity, price or units of measure.   

Delete Deletes the currently selected line item from the 
document.   

Release Releases a line item.  This button is not available when 
entering quotes.  On multi-warehouse orders, you can 
choose this button to release a line item on a blanket 
order, future order, or to release a line item on a sales 
document that is on hold. 

Header Accesses the Header view of Future Order Entry.   

Footer Accesses the Footer view of Future Order Entry.   

Shipping 
Whse  

The warehouse from which you are shipping the line 
item displays in this field as a reference.  If you are 
using multiple warehouses, this field will be updated 
each time you change the shipping warehouse.   
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Item Enter the number of the item for the future order.  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 order.   

If the item you enter has been superseded, a dialog box 
opens where you can choose to use the original item or 
the superseding item.   

To enter a phantom item number, press F8.  If the 
phantom item is set up in Phantom Item Maintenance to 
review line items in order entry, the Phantom Item 
Selection dialog box displays.  Verify the lines to include 
for the phantom item and choose OK to add the lines to 
the order.   

If you are using multiple warehouses, you can press F9 
(or F10) to open the Shipment Origination dialog box to 
select the shipping origin and method of shipping for this 
line item.  The shipping origin can the shipping 
warehouse, a different warehouse if you are using 
multiple warehouses on an order, or a direct ship from a 
vendor.  If you select to ship from a warehouse other 
than the initiating warehouse when the quantity is not 
surplus, and do not have security permissions to 
authorize the shipment, the line item is placed on hold 
until it is released by the shipping warehouse.   

When you enter an item number, the selling UM, default 
price for the customer, and pricing UM display in the line 
entry.  The stock availability for the shipping warehouse 
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.   

Units Enter the quantity of the item per selling unit of 
measure.  If the item has multiple selling units of 
measure, press F9 to open the UM Calculator to calculate 
the quantity at different selling units of measure.   

If you are using multiple warehouses, press F9 to open 
the Shipment Origination dialog box to select the 
shipping origin and method of shipping for this line item.  
The shipping origin can be the shipping warehouse, a 
different warehouse if you are using multiple warehouses 
on an order, or a direct ship from a vendor.   

If you enter a quantity that is greater than the available 
quantity in the initiating warehouse, a dialog box opens 
that lets you select to accept the quantity, cancel and re-
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enter the quantity, or search other warehouses if you 
are using multiple warehouses.  If you select to search 
other warehouses, the Warehouse Lookup dialog box 
opens.   

[selling] 
UM 

The default-selling unit of measure for the item displays 
in this field.  If there are multiple units of measure set 
up for the item, you can use the drop-down list to select 
a different selling unit of measure.  If you change the 
selling unit of measure, the line extension is updated 
accordingly.  For example, if you change 12 each to 1 
box, the extended price would be updated to reflect the 
change.   

Price The default-selling price based on the pricing hierarchy 
set up in SO Control Maint. displays in this field.  Use 
this price, or enter a different price per pricing unit of 
measure.  Press F9 to open the Price Selection dialog 
box to select a different price for selling this item to the 
customer.   

Change the selling price back to the item’s default price 
at any time by pressing F10.   

[price] 
UM 

The default pricing unit of measure for the item displays 
in this field.  If there are multiple units of measure set 
up for the item, you can use the drop-down list to select 
a different pricing unit of measure for this line item.   

[Line 
Item 
Note] 
field 

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 button, or choosing the Detail 
Line option from the Notes menu.   

Extension The extended price of the line item displays in this 
display only field.  The extended price is calculated as 
the selling price less line discounts or aggregate line 
discounts times the quantity per selling unit of measure.   

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

Menus 

File  Additional 

Inquiry  Activity  

Find  Global  

Notes  Help 
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See Also 

Future Order Entry Header View  

Future Order Entry Footer View  

How to enter, change or delete detail line items on a future order  

Future Order Entry Hints and Examples  

Other Future Order Entry How Tos  

Field Definitions for doc–not compete
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 How to enter, change or delete detail line items 
on a future order 
1. The future order number, customer number and name, and the shipping 

warehouse for this order display at the top of the screen.  If you are using 
multiple warehouses on an order, the Warehouse field will be updated each time 
you change the shipping warehouse.   

 
2. Enter the number of the Item that you are selling.   

 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 order.  If the item you enter has been 
superseded, a dialog box opens and you can choose to use the original item or 
the superseding item.  If you are using multiple warehouses, you can press F9 
to open the Shipment Origination dialog box to select the shipping origin and 
method of shipping for this line item.   

To enter a phantom item number, press F8.  If the phantom item is set up in 
Phantom Item Maintenance item, the system displays the Kitting Entry screen; 
refer to the How to enter, change, or delete future order detail lines for kitted 
items procedure for step-by-step information. 

3. Use the Detail button to open the Line Item Detail dialog box to enter line item 
discounts, the cost for Sales Analysis, a line item commission and the taxable 
status of the line item.   

4. For Units, enter the quantity of the item per selling unit of measure.   
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 TIP:  If the item has multiple selling units of measure, the F9 key is 
available to open the UM Calculator to calculate the quantity at different selling 
units of measure.  If you are using multiple warehouses, F9 is available to open 
the Shipment Origination dialog box to select the shipping origin and method of 
shipping for this line item.   

5. Enter the Selling UM, or use the default selling unit of measure for this item 
which displays in this field.  If there are multiple units of measure set up for this 
item, you can use the drop-down list to select a different selling unit of 
measure.  If you change this field, the line extension is updated accordingly.   

6. Enter the Price at which you want to sell this item.  You can enter a manual 
price to use for the item if price overrides are allowed.  To view all pricing levels 
and schedules for all units of measure for the item, press F9 to open the Price 
Selection dialog box.   

7. Enter the Price UM, or use the default pricing unit of measure for this item 
which displays in this field.  If there are multiple units of measure set up for the 
item, you can use the drop-down list to select a different pricing unit of measure 
for this line item.   

8. 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 button, or choosing the Detail Line option from the 
Notes menu.   

9. Extension is a display only field and contains the extended price of the line item.  
The extended price is calculated as the selling price less line discounts or 
aggregate line discounts times the committed quantity per selling unit of 
measure.   

10. When the item information is correct, choose Save to save this item in the item 
list. You can continue to add or change items for the future order.   
 

When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 

11. When all detail line items are complete, choose End Add, End Ins or End Edit.  
The item list displays, and 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.   

12. When all detail line items are complete, choose the Footer button to end the 
future order.   
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Future Order Entry Footer View 
Using this screen, you can review or enter any add-on charges, deposits, taxes 
(You can modify the tax class.) or shipping warehouse information for the future 
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 77 for 
details. 

If your system contains the optional Credit Card InterLink integration, you can also 
save credit card information using this screen. 

The future order number and customer number and name display at the top of the 
screen.  If there is only one shipping warehouse on the quote, any add-ons and 
their default amount or percentage for quotes 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.  If there are multiple shipping 
warehouses on the quote, the screen displays the total add-on charges for all 
warehouses.   

Note:  If production items are included on the order and pricing is calculated at 
confirmation instead of entry, the total displayed for the order is estimated.   

When all Footer information is complete, choose the Done button to save and end 
the future order.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

 
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.   

Ship Wh Change the amount or percentage of Add Ons or the 
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method of shipping for a particular shipping warehouse on 
the sales document.  The Ship Wh button is available when 
there is more than 1 shipping warehouse; it accesses the 
Add Ons by Warehouse dialog box so you can review or 
change the Add On charges for each individual warehouse 
on the future order.   

More Accesses the Add On Selections dialog box for changing the 
Add Ons for the current future order.   

Tax Accesses the Tax Class dialog box, which is used to change 
the tax class assigned to the future order.   

Deposit Enters a deposit or refund amount against the current sales 
document.  Note:  This button is not available when you are 
entering a quote, future order, or recurring document.   

Credit 
Card 

Accesses the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box, which is used 
to save credit card information during future order entry, 
depending on whether your system includes the Credit Card 
InterLink and your system settings. 

Header Accesses the Header view of Future Order Entry.   

Items Accesses the Items view of Future Order Entry.   

Done Saves the future order information.   

Add Ons You define the add-ons to automatically display for future 
orders using Add On Default Maint.  in System 
Management. The add-ons you define and their default 
amounts or percentages or costs display on the Footer 
screen.  You can use these add-ons and any default 
amounts or percentages or costs, or you can enter different 
amounts or percentages or costs for the current future 
order.   

The More button is available to change the add-ons used for 
an order.  If you have multiple shipping warehouses on the 
order, the Ship Wh button is available to change the amount 
or percentage of an add-on for a particular warehouse.   

Terms 
Code 

The terms code assigned to the customer displays in this 
field to define the terms for the document.  You can use this 
terms code or enter a different valid terms code. If you 
enter a terms code that is set up as a cash Type for sales 
order entry or sales order confirmation, direct invoice, or 
counter sale entry, the Payment Type, Card or Check #, 
and Tendered fields are available.  For credit card 
processing, enter a terms code with a Cash type.   

Payment The payment type assigned to the customer.  For entry of a 
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Type sales document that has a cash Terms Code assigned, you 
can enter the code for the Payment Type, which has been 
set up as cash, check, credit card or other.  For credit card 
processing, enter a payment type code with a Credit Card 
type.  

Card or 
Check # 

For entry or confirmation of a sales order, or entry of any 
other type of sales document, direct invoice, or counter sale 
that has a cash Terms Code, and the Payment Type that is 
set up as check, enter the check or credit card number to 
apply to the sales document. If your TakeStock system 
contains the optional Credit Card InterLink for either the 
ICVERIFY or PayPal PayflowPro credit card integrations, the 
system displays the credit card number in this field.  To 
enter the credit card number, select the Credit Card button 
to access the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box. 

Tendered For a confirmation, direct invoice or counter sale that has a 
cash Terms Code, enter the amount of cash received 
against the document.  The system subtracts the tendered 
cash from the document total and display any amount of 
Cash Back that is due to the customer.   

Menus 

File  Additional 

Inquiry  Activity  

Find  Global  

Notes  Help 

See Also 

How to enter or change information on the Future Order Footer screen  

Future Order Entry Header View  

Future Order Entry Items View  

Future Order Acknowledgment  

Future Order Entry Hints and Examples  

Other Future Order Entry How Tos  
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Print Future Order Dialog Box 
The system displays the Print Future dialog box when you select the Done button 
on the Footer view of the Future Order Entry screen.  Using this dialog box, you 
can print a future order at the time it is saved, or to reprint a future order at the 
time changes are saved.   

 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Prints or reprints the future order.   

Cancel Cancels the sales order print and returns you to the Footer 
view of the Future Order 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/Reprint 
Future 

Indicates that you want to print the future order.   

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

See Also 

How to print/reprint a future order at the time it is saved  
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Future Order Entry Header View  

Future Order Entry Items View  

Future Order Acknowledgment  

Future Order Entry Hints and Examples  
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How to print/reprint a future order at the time it is 
saved 
1. You can print the default memo, which is set up in SO Control Maint, Forms 

view, or enter a different memo (up to 30 characters) to print on the future 
order.   

2. Choose the Printer button to change printer options before printing.   

3. The Print Future or Reprint Future option lets you select whether to print now.  
If selected, the OK button saves and prints the future order, and you return to 
the Header window.  If not selected, the future order is saved and you return 
to the Header without printing.   

4. Choose the OK button to save and print the sales order or the Cancel button to 
return to the Footer screen without saving new or current sales order.   
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 How to enter or change information on the 
Future Order Footer screen 
The future order number and customer number and name display at the top of the 
screen.   

 

1. You can use the add-on defaults and their values, or you can enter the amount 
or percentage for any of these fields.  If there is only one shipping warehouse, 
any add-ons and their default amount or percentage display in the Add On 
section of the window.  If there are multiple shipping warehouses, the screen 
displays the total add-ons for all warehouses.  The Ship Wh button is then 
available to open the Add Ons by Warehouse dialog box so you can review or 
change the add-on charges for each individual warehouse on the future order.   

2. The More button is available for changing the add-ons for the current future 
order.  This button opens the Add On Selections dialog box.  Select the Factor 
Costs button to access the Cost Factoring dialog box, which is used to choose 
the options for factoring the costs of the Add Ons to the cost of the invoiced 
items on the future order. 

3. The Terms Code assigned to the customer displays as the default to define the 
terms for this order.  You can use the default or enter a different valid terms 
code.  You can enter a terms code that is only valid for the Accounts Payable 
module.  The system checks the terms code and displays a message if you enter 
a terms code that is not valid for the Accounts Receivable module.  The Terms 
Code assigned to the customer displays as the default to define the terms for 
this order.  You can use the default or enter a different valid terms code.  For 
credit card transactions, enter a terms code with a Cash type. 

4. In the Payment Type field, enter a valid payment type.  For credit card 
transactions, enter a payment type code with a Credit Card type. 

5. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document. If your TakeStock system contains 
the optional Credit Card InterLink for either the ICVERIFY or PayPal PayflowPro 
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credit card integrations, the system displays the credit card number in this field.  
To enter the credit card number, select the Credit Card button to access the 
Credit Card Authorization for PayPal or Credit Card Authorization for ICVERIFY 
dialog box.  

6. The Tax button opens a dialog box for changing the sales tax information for the 
future order.   

7. The Deposit button is not available when entering a future order.   

8. When all Footer information is complete, choose the Done button to end the 
future order and return to the Header screen to enter another future order, 
other type of sales document, or to exit.   

9. When all future orders are complete and saved, choose File  Exit.   
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 How to enter, change, or delete future order 
detail lines for kitted items 
1. Access the Future Order Entry screen in the Sales Orders submodule.  The 

complete path is Sales Orders Sales Orders  Future Order Entry.  The system 
displays the Header view of the Future Order Entry screen.   

 
2. Enter or modify information for all the fields and checkboxes in the Header view 

as necessary.   

 TIP:  For field definitions and complete instructions on using the Header 
view of the Future Order Entry screen, refer to the Forms Contents section of 
Future Order Entry Header view.   
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3. Access the Items view for the future order by selecting the Items button or 
View Items from the menu bar.  The system generates the sales order number 
and displays the Items view.  Note that the system displays the sales order 
number, customer name and number, and shipping warehouse for the sales 
order in the upper portion of the screen.   

 
4. In the Item field, enter the parent item that you want to sell.  (In this 

procedure, we will enter a kitted parent item.  ) 

 TIP:  If you selected the Operator Select radio button for the parent item 
Type or the Operator radio button for Update in SO on the Parent BOM 
Maintenance screen, the system displays the Parent Item Options dialog box.  
Select either the Produced item or the Kitted item radio button to indicate to the 
system how to treat the parent item.  Select the Create components 
automatically checkbox to automatically create the parent item based on the 
parent item BOM, then select OK.  To manually kit the item or make any 
modifications to the item, do not select the checkbox and select OK.   

 
5. The system places the cursor in the Ordered field.  In the Ordered field, enter 

the quantity of the item per selling unit of measure.   
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6. In the Committed field, the system displays the ordered quantity as the default.   

 TIP:  For produced parent items:  If there is not sufficient stock in the 
selected warehouse, the system displays the following message:  Available 
quantity is less than ordered quantity.  Select OK to accept, Cancel to re-enter, 
and Search to look in other warehouses.  Select OK, and the system displays 
the available quantity in the Committed field and the difference between the 
ordered quantity and the committed quantity in the Backordered field, if 
backorders are allowed.   

7. In the Price field, enter the price of the parent item.   

8. Enter or modify information for all the remaining fields and checkboxes in the 
Item view as necessary.   
 

 TIP: For field definitions and complete instructions on using the Item view of 
the Future Order Entry screen, refer to Form Contents section of Future Order 
Entry Items view.   

9. Select the Save button.  If you selected the Create components automatically 
checkbox on the Parent Item Options dialog box, the system attempts to 
automatically kit the parent item based on the parent item BOM that you 
entered in the Parent BOM Maintenance screen and then returns you to the 
Items view of the Sales Order Entry screen where you can repeat steps 4-9 to 
enter additional items.  If you did not select the Create components automatically 
checkbox on the Parent Item Options dialog box, go to step 13.   

 TIP:  During the automatic and manual kitting processes, the system checks 
to ensure that enough of each component exists to kit the parent item.  If the 
system encounters an insufficient quantity of a component needed to kit the 
parent item, BOM Component Quantity box displays displaying the component 
that contains the insufficient quantity and 4 options.  Based on your selection, 
the system reduces the parent item committed quantity, as necessary, and 
recalculates the committed and backordered quantities of the current 
component and all components already entered for the parent item.   

10. If the parent allows components to be deleted, the system displays the 
question:  Change BOM item components?  Select No, and the system creates 
the sales order line for the kitted parent item for the available quantities and 
displays the sales order line in the lower portion of the Sales Order Entry 
screen.  Select Yes, and the system displays the Kitting Entry screen so that you 
can manually select the components to kit for the parent item.   

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, the system displays the Configurator dialog box so that you can select 
items from the selection group that you want to use to kit the parent item.   
 
See the Configurator procedure in the MC document for detailed instructions on 
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configuring parent items.  

 
11. If you did not select the Create components automatically checkbox on the Parent 

Item Options dialog box, the system accesses the Kitting Entry program  and 
displays each component line item or selection group so that you can save or 
skip the component.  Select the Save button to save the component line item, or 
press F9 to skip the component.  The system displays the parent item, 
customer code, and sales order document number at the top of the screen.   

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, then the system opens the Kitting Entry program and displays the 
Configurator dialog box so that you can select items from the selection group 
that you want to use to kit the parent item.  If you want to skip a selection 
group, select the Cancel button, and the system returns you to the Kitting Entry 
screen.  Press F9 to skip the selection group.  See the Configurator procedure in 
for detailed instructions on configuring parent items.   

12. Repeat step 11, as necessary, for each component line item or selection group.   

13. If you want to add a component line, enter or modify information for the fields 
on the Kitting Entry screen as necessary.   

14. Select the Save button to complete the addition to the kitted parent item.  When 
you are finished adding components, select the End Add button.   

15. If you need to insert an item, highlight the row in the browser below where you 
want the item to be placed, and select the Insert button.  To add an item, select 
the Add button.  The system places the cursor in the Component field so that 
you can enter the item information.  Enter the component item information and 
select the Save button to add or insert the new component.  When you are 
through adding components, select the End Add button.   

16. If you need to edit a component quantity, highlight the component in the 
browser and select the Edit button.  The system displays the item number in the 
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Component field and places the cursor in the Quantity Per field.  Make the 
necessary changes in the component quantity, and select the Save button.   

 TIP:  Not all components allow you to change quantities; if you cannot edit a 
quantity for a component, the system displays the message:  You cannot 
change the quantity per for this component.   

17. If you need to delete an item, highlight the item and select the Delete button.  
The system displays the question:  Are you sure you want to delete this 
component line?  Select Yes, and the system deletes the line.   

18. Repeat the applicable steps 13–18 as necessary to add, insert, edit, delete 
component lines.   

19. For any component with a backorder quantity greater than zero, you can select 
the Stock Reservations button at the bottom of the Kitting Entry screen.  
Depending on whether the component is a parent item, the system accesses 1 
of 2 dialog boxes.   

 TIP:  For detailed instructions on entering stock reservations, refer Stock 
Reservation section of the System Features.  When you have finished kitting the 
parent item, select the Close button, and the system returns you to the Items 
view of the Future Order Entry screen.   

20. When you are finished adding items to the sales order, select the End Add 
button, then select the Footer button to access the Footer view of the Future 
Order Entry screen.   

21. Enter or modify information for all the fields and checkboxes in the Footer view 
as necessary.   
 

 TIP:  For field definitions and complete instructions on using the Footer view 
of the Future Order Entry screen, refer to the Form Contents section of Future 
Order Entry Footer view.   

22. Select the Done button to return to the Header view Future Order Entry screen.   
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Future Order Acknowledgment 
Using the Future Order Acknowledgment screen, you can print or reprint one or 
more future orders.  If using preprinted forms, you should use the Quote forms.   

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 Future Order Acknowledgment:  
Untitled dialog box.   

 

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 option is 
Document.   

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Warehouse, 
Document, Salesperson, and Customer.   

Include Determines what information to print on the report.  This 
print program has no Include selections.   

Options Determines what information to print on the report and 
optionally update.  Available choices for Documents are:  
Print, and Reprint.  Select Print Initial Alignment if you want 
the system to print an initial alignment to check the 
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positioning of the forms in the printer.   

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.   

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.   

There are no entry fields for this program.   

See Also 

How to print or reprint future orders  

Future Order Entry Hints and Examples  

Other Future Order Entry How Tos  
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 Future Order Sample  
A typical future order is depicted below: 

+--------------------------------------------------------------------------------------------------------------------------
--------+ 
|                                                                                                             Reprint         
| 
|                                                                                                                             
| 
| QA's Primary Test Co.                                                                       Future Order            
F0000025     | 
| 9380 Medlock Bridge Road                                                                                                    
| 
| Suite 550                                                                                        PAGE                      
1     | 
| Alpharetta, GA  30022                                                                                                       
| 
|                                                                                                  DATE             
06/24/1998     | 
|                                                                                                                             
| 
|                                                                                                                            
| 
|          TO: COIN                                       SHIP TO: COIN                                                       
| 
|          COIN FINANCIAL SYSTEMS                         COIN FINANCIAL SYSTEMS                                              
| 
|          5555 OAKBROOK PKY BLD. 100                     5555 OAKBROOK PKY BLD. 100                                          
| 
|          NORCROSS, GA 30243                             NORCROSS, GA 30243                                                  
| 
|                                                                                                                             
| 
|                                                                                                                            
| 
+------------------+--------------+-------+-----------------+-----------------+-----------+-------+------------+-----------
--------+ 
|  Customer PO#    |  Requested   | Slsp. |     Terms       |    Tax Code     |  Doc.#    |  WH   |  Freight   |     Ship 
Via      | 
+------------------+--------------+-------+-----------------+-----------------+-----------+-------+------------+-----------
--------+ 
|PO                |05/07/1998    |ANGIE  |1% 10, net 30    |GA               |F0000025   |001    |Prepaid     |Fed Exp       
| 
+------------------+-+------------+-------+-----------------+---------+-------+-----+----++-------+-------+----+-----------
--------+ 
|Item                |Description                                     |  Quantity   | UM |     Price      |Per |    
Extension      | 
+--------------------+------------------------------------------------+-------------+----+----------------+----+-----------
--------+ 
|cdslot               Candy's Lot Item                                |      65     |EA  |     236.44     |EA  |       
15,368.60   | 
|                                                                     |             |    |                |    |              
| 
| Additional Charges:                                                 |             |    |                |    |              
| 
|                     Freight                                         |             |    |                |    |           
25.00   | 
|              Taxes:                                                 |             |    |                |    |              
| 
|                     Georgia State Tax                               |             |    |                |    |          
1.0000   | 
|                     Atlanta City Tax                                |             |    |                |    |          
1.7880   | 
|                     BuckHead Community Tax                          |             |    |                |    |          
0.5450   | 
|                     MARTA Tax                                       |             |    |                |    |          
0.4870   | 
|                                                                     |             |    |                |    |              
| 
|                                                                     |             |    |                |    |              
| 
+-------------------------------------------------------------+-------+---------+---+----+-------+--------+----++----------
--------+ 
|                                                             |   MERCHANDISE   | ADD ON CHARGES |     TAX      |      
TOTAL       | 
|                                                             +-----------------+----------------+--------------+----------
--------+ 
|This is a memo for Future Orders                             |   15,368.60     |      25.00     |      3.82    |       
15,397.42  | 
+-------------------------------------------------------------+-----------------+----------------+--------------+----------
--------+ 
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How to print or reprint future orders 
1. Access this dialog box by selecting Sales Orders  Sales Orders  Future Order 

Acknowledgment.   

 
2. Select settings for Sort By and Limit By.   

3. In the Options box, select the information for printing the future orders.  Select 
the Documents to print, and select Print Initial Alignment to have the system 
print an initial alignment to check positioning of the forms in the printer.  A 
dialog box then opens that allows you to print another alignment, cancel 
printing, or continue with printing future orders.  For definitions, see the Form 
Contents section of the Future Order Acknowledgment program.   

4. The information for printing future orders 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 Future Order 
Acknowledgment screen where you can print and/or update the Future Order 
Acknowledgment 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.   

• 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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Recurring Document Entry 
Recurring documents are documents that will be automatically posted multiple 
times by the system as an order or an invoice.   

Note: Make sure you set up the options for the recurring document by selecting 
Recurring Options from the Additional menu to open the Recurring Options 
dialog box.   

There are three screens for entering a recurring document: 

Recurring Document Entry Header View  

Recurring Document Entry Items View  

Recurring Document Entry Footer View  

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. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
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sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

e-wms Processing  

You cannot access recurring documents marked as “Post as Invoice” for an 
initiating warehouse that is e-wms enabled.  Refer to the e-wms Users Guide for 
additional processing and program details about the e-wms feature. 

Recurring Document Entry Hints and Examples 
Be aware that if you automatically create a suggested purchase order (or transfer) 
for a stock reservation and your selling and buying units of measure are different, 
the system will round the suggested document quantity.  The rounding will be up 
to the lowest possible number while still not being less than the selling quantity.  
For example, the selling UM is EACH and the sales order is for 14 EACH.  The 
buying UM is BOX with 10 EACH per box.  If the quantity mask for the BOX does 
not allow decimals, the suggested document will be for 2 BOXES (since 1.  4 boxes 
is not possible), and the remaining.  6 BOX are not reserved for any documents.   

The following selections are available from the Additional menu during Recurring 
Document Entry.  For more information on these options, see the Menu section of 
this document.   

For more information on these options, see the Menu section of this document. 

Maintain Maintains records for the available fields 
on this screen.   

Lost Sales Opens the Lost Sales dialog box to 
record lost sales for printing on the Lost 
Sales Report.   

Document 
Options 

Opens the Document Options dialog box 
to change the target GM % for a 
document, change the ship complete 
options, or to set up a document as a 
direct ship only.   

Commissions Opens the Commissions dialog box to 
enter split commissions for a detail line 
item.   

Gross Margin 
Calc 

Opens the Gross Margin Calculation 
dialog box to calculate new item prices 
based on a target dollar amount or 
gross margin percentage.   

Aggregate 
Discounts 

Opens the Aggregate Discounts dialog 
box to apply aggregate discounts to the 
items on a sales document.   

Custom 
Fields-Header 

Opens the Custom Fields - Header 
dialog box to enter custom fields for the 
header information.   
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Custom 
Fields Detail 

Opens the Custom Fields- Detail dialog 
box to enter custom fields for the detail 
line item information.   
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 How to enter a recurring document (overview) 
The following are guidelines for processing a recurring document: 

1. You will use Recurring Document Entry to enter new recurring document, or to 
view or change existing recurring documents.  Recurring documents are 
documents that will be automatically posted multiple times by the system as an 
order or an invoice.   

2. There are three screens for entering a recurring document:  Header, Items, and 
Footer.   

3. The Header window allows you to designate who placed the order and where it 
will ship.  You also define information that will print on an invoice when the 
order is confirmed, such as method of shipping, how to handle freight charges, 
the warehouse that initiated the sale, and the salesperson to get commission on 
the sale.  When you complete the header information, choose the Items button 
to move to the line item entry window.   

4. The Items window is used to enter, change, or delete the line items on a 
recurring order.  Make sure you set up the posting options and cutoff 
information for the recurring document by selecting Recurring Options from the 
Additional menu to open the Recurring Options dialog box.  For any line item, 
the Additional menu also offers many options to enter lost sales, enter a target 
GM%, select the pricing for the item, apply aggregate discounts, view item tax 
information and enter custom header and item detail fields.  When all detail 
lines are complete, choose the Footer button to move to the footer screen.   

5.  The Footer window is used to review or enter any add-on charges, taxes (You 
can modify the tax class.), credit card information, shipping information, or 
shipping warehouse information for the recurring document.  The total of all 
information on the document is also available for viewing on the Footer window.  
When all Footer information is complete, choose the Done button to end the 
recurring document.  You return to the Header screen to enter another sales 
document, or to exit.   

6.  Use Document Release to release specified recurring documents as sales orders 
or invoices.   
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Recurring Document Entry Header View 
Using the Recurring Document Entry—Header view, you can enter a new recurring 
document or change the existing information on a recurring document for one of 
your customers.  Using this view, you can designate who placed the order and 
where it ships.  You can also define information that prints on an invoice when the 
order is confirmed, such as method of shipping, how to handle freight charges, the 
warehouse that initiated the sale, and the salesperson to get commission on the 
sale.   

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

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

 
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 runs the maintenance option for 
the current field.  You can add, change, or delete 
records for the current field from the appropriate 
maintenance program.   

Temp Accesses the Address Entry dialog box, which is used 
to enter a temporary address for a cash customer, 
new customer, or temporary ship to customer that you 
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Fields, Buttons, Checkboxes, & Icons 

have not yet added to TakeStock.   

Items Accesses the Items view of the Recurring Document 
Entry screen.   

Recurring 
Doc # 

Enter the number to assign to a new recurring 
document.  You can press TAB when NEXT displays in 
this field to assign the next available recurring 
document number.  Pressing F9 also assigns the next 
available number.  Recurring document numbers are 
six characters long and begin with the preceding R.  
An example of a recurring document number could be 
R12345.  When the recurring document is posted, two 
additional numbers are added to the end of the 
document number to designate the posting sequence.  
For example, the first time a recurring document with 
number R12345 is posted, a sales order is created as 
R1234501.  The second time this document is posted, 
a sales order is created as R1234502, etc.   

If you need to change or delete an existing recurring 
document, enter the existing 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.   

You can delete a recurring document at any time.   

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.   

Entered Enter the date when you are creating the recurring 
document.  The default is the current system date.   

Promised Enter the date on which the order is promised. The 
default for this field is defaults to the current date. 

Customer Enter the number of the customer for whom you are 
entering a future order; this is the Sold To customer.  
Press F9 to enter a future order for a cash customer.  
A dialog box opens to enter the customer name and 
address, which is temporarily stored until the sale is 
complete, but is not permanently saved in TakeStock.  
Based on your settings in AR Control Maint.—Credit 
Check view, the customer’s credit limit (set up in 
Customer Maint.) and open past due invoices are 
checked.  If the customer fails any of the credit 
checks, an appropriate message displays.  If the 
customer is inactive or is on hold, a message displays, 
and you cannot continue with the future order.  When 
a valid customer is entered, the primary Ship To 
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Fields, Buttons, Checkboxes, & Icons 

location, salesperson, freight code, ship via and 
corresponding route information, and terms code set 
up in the customer’s record update these fields on the 
Header as defaults.  The customer’s record is also 
checked to determine how commissions are to be 
handled.   

Ship To This field defaults to the primary Ship To set up for the 
customer you entered.  You can press TAB to accept 
this default, or enter a different valid Ship To 
customer.  Press F9 to enter SAME so the Ship To 
customer is set to the same number as the Sold To 
Customer field.  You can also press F10 to enter a 
temporary Ship To address for the sale that will not be 
saved by TakeStock.  If the Ship To customer is not 
set to SAME or Temporary, the salesperson, freight 
code, ship via and associated routes, terms code and 
tax code defaults are set based on the Ship To 
customer that is entered.   

Warehouse Enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user 
profile displays as the default.  If you are using 
multiple warehouses on an order, then this is the 
initiating warehouse for the sale.   

Salesperson The code of the salesperson assigned to this customer 
in Customer Maint. displays in this field. If you enter a 
Ship To other than TEMP or SAME, the default is the 
salesperson for the Ship To record. This is the primary 
salesperson to get credit for the sale. You can use this 
salesperson or enter a different salesperson code if 
you have proper functional security. 

This field has a functional security setting by user 
group.  The purpose of this feature is to secure the 
salesperson based on the customer default.  You 
cannot change the salesperson code without proper 
functional security. 

Note:   If you are splitting commissions for the 
document, choose the Commissions option from 
the Additional menu. 

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.   

Customer 
PO # 

Enter up to 15 characters for the customer’s PO 
number.  If the customer’s record is set to require a 
PO number, you must enter a number in this field in 
order to continue.  If not required, you can leave this 
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Fields, Buttons, Checkboxes, & Icons 

field blank.   

If you selected the Check Duplicate PO checkbox on 
the Invoicing view of Customer Maintenance, you must 
enter a reference/PO number that has not already 
been recorded on another Sales Order document or 
the system displays a warning message telling you 
that the reference/PO number for the specified 
customer has already been recorded for another 
document.  Note that the message is only a warning 
only, you can select the OK button on the message 
and still choose to use the same reference/PO number 
again. 

Freight From the drop-down list, select how to bill freight.  
You can set the fright code at the ship-to location, 
customer, or SO control maintenance level.  The 
system searches for and displays the default freight 
code using the following program hierarchy:  AR Ship-
to Maintenance, then AR Customer Maintenance, then 
SO Control Maintenance. 
 

If you select Bill Later, the system updates the freight 
charges during the Daily Sales Register and prints the 
charges on the Unbilled Freight Report for you to bill 
the customer at a later time.   

Ship Via The ship via set up in the customer’s record displays 
as the default.  You can use this ship via or enter the 
code of a different ship via for the document.  To use 
the Shipping InterLink, be sure to enter a Ship Via 
code that is valid for the Clippership for Windows® 
software product. 

Route/Stop If the Ship Via is set up to require routes, then the 
Route and Stop fields display the defaults set up in the 
customer’s record.  If not, these fields are not 
available.  You can use the default route and stop, or 
enter different values for the current document.   

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

Contact The contact for the Customer or Ship To you entered 
on the document displays in this field as the default.  
This is the contact at the customer’s location for this 
document.  You can use the default or enter a different 
contact.   
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Recurring Options Dialog Box 
When you enter a recurring document, you must set up the options for the 
document by selecting Recurring Options from the Additional menu to open the 
Recurring Options dialog box.   

 
 

Screen Details 

Enter the basis for the recurring document, the months when it posts, the day of 
the month to post, whether to post as an invoice or sales order, and whether to 
post as printed or not printed.  The total number of times the document has been 
posted and the total amount posted to date are displayed at the bottom of the 
dialog box as a reference.  Choose the OK button to accept the settings for the 
recurring document, or choose Cancel to exit without saving any new or changed 
settings.   

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Cutoff 
Basis 

Select the radio button to indicate the type of cutoff basis for 
the recurring document and enter information in the 
corresponding field.  Available choices are:  Date, # of 
Postings, or Amount.   

Months 
to Post 

Select each of the months in which to post the recurring 
document.  For example, if the document is to post every 60 
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Fields, Buttons, Checkboxes, & Icons 
days, you may want to choose Jan, Mar, May, Jul, Sep, and 
Nov.  If the document is to post every month but the cutoff 
date is in July, you may want to select only Jan through Jun, 
or you could leave all of the months checked because after 
the cutoff date the document no longer posts.   

Post as 
Invoice 

Indicates that you want to post the recurring document as an 
invoice.  If you do not select this option, the recurring 
document is posted as a sales order.   

Printed Indicates that you want to post the recurring document as 
already printed.  If you do not select this option, the 
document is created as not yet printed.   

Cutoff 
Date 

The date after which the recurring document no longer posts.   

# of 
Postings 

The total number of postings after which the recurring 
document no longer posts.   

Cutoff 
Amount 

The total dollar amount after which the recurring document 
no longer posts.   

Day to 
Post 

The quantity of the parent item to create in this suggested 
production entry.   

See Also 

How to define the posting options for the recurring document  

Other Recurring Document Entry How Tos  
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How to define the posting options for the 
recurring document 
   
1. In the Cutoff Basis section, select a radio button to indicate the type of posting 

for the recurring document and enter information in the corresponding field.  
For definitions, see the Form Contents section of the Recurring Options dialog 
box. 

2. For Months to Post, select each of the months in which to post the recurring 
document.   

3. For Day to Post, enter the day of the month to post the document.  Entering 31 
for this option sets the day to be the last day of the month whether it is the 
31st, 30th, 29th or 28th.   

4. When you run Document Release and select to release recurring documents, 
this date is checked.  If the day set here matches or is less than the release 
date you enter, the recurring document (invoice or sales order) is created.  On 
the document that is created, the system date when the release is run is used 
as the Entered date, and the Day to Post is used as the Requested date.   

5. Select Post As Invoice to post the recurring document as an invoice.  If you do 
not select this option, the recurring document is posted as a sales order and 
must be confirmed.   

6. Select Printed to post the recurring document as already printed.  If you do not 
select this option, the document is created as not yet printed.   

7. Choose OK to save the current settings or choose the Cancel button to return to 
the document entry screen without saving the new or changed settings.   
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How to enter or change recurring document 
header information 

 

1. Enter the number to assign to a new recurring document.  If you need to 
change or delete an existing recurring document, enter the existing number in 
this field to open it.  To have the system assign the next recurring document 
number in sequence, press F9 or TAB when NEXT displays in this field.  
Recurring document numbers are six characters long and begin with a preceding 
R.  An example of a recurring document number could be R12345.  When the 
recurring document is posted, two additional numbers are added to the end of 
the document number to designate the posting sequence.  For example, the 
first time a recurring document number of R12345 is posted, a sales order 
number is created as R1234501.   

2. For Entered, enter the date you are creating the recurring document.  The 
default for this field is the current system date.   

3. Enter the date on which you promised the customer delivery of the order in the 
Promised field.  The default for this field is the current system date.   

4. Enter the number of the Customer for whom you are entering a recurring 
document; this is the Sold To customer.  Press F10 to enter a recurring 
document for a cash customer.  A dialog box opens to enter the customer name 
and address, which is temporarily stored until the sale is complete, but is not 
permanently saved in TakeStock.   

5. The Ship To field defaults to the primary Ship To set up for the customer you 
entered.  Press TAB to accept this default, or enter a different valid Ship To 
customer, F9 to enter SAME so the Ship To customer is set to the same number 
as the Sold To Customer field, or F10 to enter a temporary Ship To address 
(that will not be saved by TakeStock) for the sale.   
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6. Enter the code of the Warehouse from which you are selling the items.  The 
warehouse from your user profile displays as the default.  If you are using 
multiple warehouses on an order, then this is the initiating warehouse for the 
sale.   

7. Modify, as necessary, the code for the Salesperson to get credit for this sale.  
This field has a functional security setting by user group.  The purpose of this 
feature is to secure the salesperson based on the customer default.  You cannot 
change the salesperson code without proper functional security.  If the Ship To 
is set to SAME or TEMP, the salesperson assigned to this customer in Customer 
Maint displays in this field as the default.  If you enter a Ship To other than 
SAME or TEMP, the default is the salesperson for the Ship To record.   

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

9. Enter up to 15 characters for the Customer’s PO Number.  If the customer’s 
record is set to require a PO number, then you must enter a number in this field 
in order to continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

10. From the drop-down list, select how Freight is to be billed.  You can set the 
fright code at the ship-to location, customer, or SO control maintenance level.  
The system searches for and displays the default freight code using the 
following program hierarchy:  AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 
If you select Bill Later, the freight charges are updated during the Daily Sales 
Register and print on the Unbilled Freight Report for you to manually bill the 
customer at a later time.   

11. The Ship Via set up in the customer’s record displays as the default.  You can 
use the default or enter a different ship via for this document.  To use the 
optional Shipping InterLink, be sure to enter a Ship Via code that is valid for the 
Clippership for Windows® software  

12. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
record.  You can use the defaults or enter different values for the current 
document.   

13. Entered By will display the user code from your user profile as the default to 
identify the person who actually entered the recurring document.  The user code 
you enter here will print on the sales document.   

14. Enter the Contact at the customer’s location for this order.  The contact for the 
Customer or Ship To you entered displays in this field as the default.   
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15. When all information for the Header is complete, choose the Items button to 
move to the item entries for the recurring document.   
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Recurring Document Entry Items View 
Using the Recurring Document Entry Items view, you can enter, change or delete 
the line items on a recurring document.   

The recurring document number, customer number and name, and the shipping 
warehouse for this sales order display at the top of the screen.  Enter the number 
of the item, the ordered, committed and backordered quantities, selling unit of 
measure, and the price and pricing unit of measure.   

For items measured in cubic volume, the total cubic volume is now displayed 
during line item entry within sales order entry programs.  A column for cube 
extension also displays cubic volume by line item in the browser in the lower 
portion of the screen. 

 

Screen Details 
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 
you complete the line item information, choose the Footer button to move to the 
footer detail entry window.   

The Detail button is available to open the Line Item Detail dialog box to enter item 
descriptions, line item discounts, cost if manual or average, the cost for Sales 
Analysis, a line item commission, and the taxable or ship complete status of the 
line item.  For any line item, the Additional menu offers many options to enter lost 
sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields.  Be sure to check the options available on this menu.   

If you are using multiple warehouses, you can choose F9 to change the warehouse 
from which to ship the items.  Choose Save to add the detail line item to the item 
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list for this sales order.  When you save a line item, the committed quantity for the 
item updates the item’s on-order quantity.  If you delete a line item on a sales 
order, the committed quantities are removes from the on-order quantity, and the 
available item quantity is updated.   

Note:  For production items, if pricing is calculated at confirmation instead of 
entry, the price displayed for the item is estimated and an asterisk * displays in 
the E column for that item.   

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

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 current line item for this recurring document.   

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, line item discounts, cost if manual or 
average, cost for Sales Analysis, line item commission, and 
the taxable or ship complete status of the line item.   

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 quantity, price or units of measure.   
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Delete Deletes the currently selected line item from the document.   

Release Releases a line item.  This button is not available when 
entering quotes.  You can choose this button to release a line 
item on a blanket order, future order, or to release a line item 
on a sales document that is on hold.   

Header Accesses the Header view of Recurring Document Entry.   

Footer Accesses the Footer view of Recurring Document Entry.   

Shipping 
Whse  

The warehouse from which you are shipping the line item 
displays in this field as a reference.  If you are using multiple 
warehouses, this field will be updated each time you change 
the shipping warehouse.   

Item Enter the number of the item for the recurring 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 for the order.   

If the item you enter has been superseded, a dialog box 
opens where you can choose to use the original item or the 
superseding item.   

To enter a phantom item number, press F8.  If the phantom 
item is set up in Phantom Item Maintenance to review line 
items in order entry, the Phantom Item Selection dialog box 
displays.  Verify the lines to include for the phantom item and 
choose OK to add the lines to the order.   

If you are using multiple warehouses, you can press F9 to 
open the Document Options dialog box to select the shipping 
origin and method of shipping for this line item.  The shipping 
origin can the shipping warehouse, a different warehouse if 
you are using multiple warehouses on an order, or a direct 
ship from a vendor.  If you select to ship from a warehouse 
other than the initiating warehouse when the quantity is not 
surplus, and do not have security permissions to authorize 
the shipment, the line item is placed on hold until it is 
released by the shipping warehouse.   

When you enter an item number, the selling UM, default price 
for the customer, and pricing UM display in the line entry.  
The stock availability for the shipping warehouse displays at 
the bottom of the screen as a reference.  You can use the 
Lookup or Item Quicksearch to help locate an item number.   

Units Enter the quantity of the item per selling unit of measure.  If 
the item has multiple selling units of measure, press F9 to 
open the UM Calculator to calculate the quantity at different 
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selling units of measure.   

If you are using multiple warehouses, press F10 to open the 
Shipment Origination dialog box to select the shipping origin 
and method of shipping for this line item.  The shipping origin 
can be the shipping warehouse, a different warehouse if you 
are using multiple warehouses on an order, or a direct ship 
from a vendor.   

If you enter a quantity that is greater than the available 
quantity in the initiating warehouse, a dialog box opens that 
lets you select to accept the quantity, cancel and re-enter the 
quantity, or search other warehouses if you are using multiple 
warehouses.  If you select to search other warehouses, the 
Warehouse Lookup dialog box opens.   

Selling 
UM 

The default selling unit of measure for the item displays in 
this field.  If there are multiple units of measure set up for the 
item, you can use the drop-down list to select a different 
selling unit of measure.  If you change the selling unit of 
measure, the line extension is updated accordingly.  For 
example, if you change 12 each to 1 box, the extended price 
would be updated to reflect the change.   

Price The default selling price based on the pricing hierarchy set up 
in SO Control Maint.  displays in this field.  Use this price, or 
enter a different price per pricing unit of measure.  Press F9 
to open the Price Selection dialog box to select a different 
price for selling this item to the customer.   

Change the selling price back to the item’s default price at 
any time by pressing F10.   

Price UM The default pricing unit of measure for the item displays in 
this field.  If there are multiple units of measure set up for the 
item, you can use the drop-down list to select a different 
pricing unit of measure for this line item.   

Line Item 
Note 

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.   

Extension The extended price of the line item displays in this display 
only field.  The extended price is calculated as the selling 
price less line discounts or aggregate line discounts times the 
quantity per selling unit of measure.   

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

File  Additional 

Inquiry  Activity  

Find  Global  

Notes  Help 

See Also 

Recurring Document Entry Header View 

Recurring Document Entry Footer View  

Recurring Options dialog box  

How to enter, change, or delete detail line items on a recurring document  

Recurring Document Entry Hints and Examples  
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 How to enter, change, or delete detail line items 
on a recurring document 
The recurring document number, customer number and name, and the shipping 
warehouse for this order display at the top of the screen.   

 

1. If you are using multiple warehouses on an order, the Warehouse field will be 
updated each time you change the shipping warehouse.   

2. Enter the number of the Item that you are selling.  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 order.  If the item you enter has been superseded, a dialog box opens 
and you can choose to use the original item or the superseding item.   

To enter a phantom item number, press F8.  If the phantom item is set up in 
Phantom Item Maintenance to review line items in order entry, the Phantom 
Item Selection dialog box displays.  Verify the lines to include for the phantom 
item and choose OK to add the lines to the order.   

 TIP:  If you enter a kitted item, the system displays the Kitting Entry 
screen; refer to the How to enter, change, or delete sales order detail lines for 
kitted items procedure for step-by-step information. 

3. If you are using multiple warehouses, you can press F9 to open the Shipment 
Origination dialog box to select the shipping origin and method of shipping for 
this line item.   
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4. Use the Detail button to open the Line Item Detail dialog box to enter line item 
discounts, the cost for Sales Analysis, a line item commission and the taxable 
status of the line item.   

5. For Units, enter the quantity of the item per selling unit of measure.  If the item 
has multiple selling units of measure, the F9 key is available to open the UM 
Calculator to calculate the quantity at different selling units of measure.  If you 
are using multiple warehouses, F9 is available to open the Shipment Origination 
dialog box to select the shipping origin and method of shipping for this line item.   

6. Enter the Selling UM, or use the default selling unit of measure for this item 
which displays in this field.  If there are multiple units of measure set up for this 
item, you can use the drop-down list to select a different selling unit of 
measure.  If you change this field, the line extension is updated accordingly.   

7. Enter the Price at which you want to sell this item.  You can enter a manual 
price to use for the item if price overrides are allowed.  To view all pricing levels 
and schedules for all units of measure for the item, press F9 to open the Price 
Selection dialog box.   

8. Enter the Price UM, or use the default pricing unit of measure for this item, 
which displays in this field.  If there are multiple units of measure set up for the 
item, you can use the drop-down list to select a different pricing unit of measure 
for this line item.   

9. 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 button, or choosing the Detail Line option from the 
Notes menu.   

10. Extension is a display only field and contains the extended price of the line item.  
The extended price is calculated as the selling price less line discounts or 
aggregate line discounts times the committed quantity per selling unit of 
measure.   

11. Make sure you set up the options for the recurring document by selecting 
Recurring Options from the Additional menu to open the Recurring Options 
dialog box.   

12. When the item information is correct, choose Save to save this item in the item 
list.  You can continue to add or change items for the recurring document.   
 

When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 
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13. When all detail line items are complete, choose End Add, End Ins or End Edit.  
The item list displays, and the buttons for the item list are available to maintain 
the detail lines.   

14. The item list buttons let you select to add, insert, edit or delete a detail line.   

15. When all detail line items are complete, choose the Footer button.   
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Recurring Document Entry Footer View 
Using this screen, you can review or enter any add-on charges, deposits, taxes 
(You can modify the tax class.), credit card information, or shipping warehouse 
information for the recurring document.  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 77 for details. 

If the Credit Card InterLink or PayPal PayflowPro is available on your system, you 
can enter and save credit card information using this screen. 

The recurring document number and customer number and name display at the 
top of the screen.  If there is only one shipping warehouse on the quote, any add-
ons and their default amount or percentage for the recurring document 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.  If there 
are multiple shipping warehouses on the quote, the screen displays the total add-
ons for all warehouses.   

Note:  If production items are included on the order and pricing is calculated at 
confirmation instead of entry, the total displayed for the order is estimated.   

 

Screen Details 
When all Footer information is complete, choose the Done button to end the 
recurring document.  The system saves the recurring document and returns you to 
the Header screen to enter another recurring document or to exit.   

Value Added Tax (VAT) Handling 

To support the United Kingdom’s Value Added Tax (VAT) handling, the system 
bases all tax calculations on totals for each item tax class.  Prior to TakeStock 
V4.0.0, all tax calculations were on a line by line, add on by add on basis.   
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The changes made to the tax calculation routines changed functionality in the 
Sales Order module as listed below: 

• If a customer is tax exempt then TakeStock treats all inventory sold to that 
customer as tax exempt, regardless of each item's designated Item Tax 
Class (VAT code). 

• If the Sales Order includes multiple inventory items with different item tax 
classes, the Sales Order shows the total tax for each item tax class.  You 
can review sales order detailed tax information by selecting the Tax button 
on the Footer screen to access the Document Sales Tax dialog box.  

• The SO Confirmation Entry and Direct Invoice Entry programs now 
accumulate a taxable amount for each of the item tax classes listed on the 
order. This amount is based on the extended value of all invoice lines for 
each item tax class.  For European based systems, this taxable amount 
may be reduced by the terms discount (settlement amount). 

• The tax value is accumulated and added to the total net goods figure for a 
total invoice amount payable. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-ons or the 
method of shipping for a particular shipping warehouse on 
the recurring document.  The Ship Wh button is available 
when there is more than 1 shipping warehouse; it accesses 
the Add Ons by Warehouse dialog box so you can review or 
change the add-on charges for each individual warehouse 
on the recurring document.   

More Accesses the Add On Selections dialog box for changing the 
add-ons for the current recurring document.   

Factor 
Costs 

Access the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add Ons to 
the cost of the invoiced items on the recurring document. 

Tax Accesses the Tax Class dialog box, which is used to change 
the tax class assigned to the recurring document.   

Credit Card Accesses the Credit Card Authorization dialog box to enter 
the credit card number; if your system contains the PayPal 
PayflowPro Integration, the Credit Card button accesses 
the Credit Card Transaction screen for processing credit 
card transactions. 

Deposit Enters a deposit or refund amount against the current 
sales document.  Note:  This button is not available when 
you are entering a quote, future order, or recurring 
document.   

Header Accesses the Header view of Recurring Document Entry.   
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Items Accesses the Items view of Recurring Document Entry.   

Done Saves the recurring document information.   

Add Ons You define the add-ons to automatically display for 
recurring orders using Add On Default Maint.  in System 
Management. The add-ons you define and their default 
amounts, percentages or costs display on the Footer 
screen.  You can use these add-ons and any default 
amounts, percentages or costs, or you can enter different 
amounts, percentages or costs for the current sales 
document. Refer to the Add Ons Processing Details topic 
for details. 

The More button is available to change the add-ons used 
for an order.  If you have multiple shipping warehouses on 
the order, the Ship Wh button is available to change the 
amount or percentage of an add-on for a particular 
warehouse.   

Terms Code The terms code assigned to the customer displays in this 
field to define the terms for the document.  You can use 
this terms code or enter a different valid terms code.  For 
credit card processing, enter a terms code with a Cash 
type.  If you enter a terms code that is set up as a Cash 
type for sales order entry or confirmation, order entry, 
direct invoice, or counter sale entry documents, the 
Payment Type, Card or Check #, and Tendered fields are 
available.   

Payment 
Type 

The payment type assigned to the customer.  For entry of 
a recurring document that has assigned a Terms Code with 
a Cash type, you can enter the code for the Payment Type, 
which has been set up as cash, check, credit card or other.  
For credit card processing, enter a payment type code with 
a Credit Card type. 

Card or 
Check # 

For entry or confirmation of a sales order, order entry, 
direct invoice entry, or counter sale that has a cash Terms 
Code, and the Payment Type that is set up as check or 
credit card, enter the check or credit card number to apply 
to the recurring document.  If your TakeStock system 
contains the optional Credit Card InterLink for either the 
ICVERIFY or PayPal credit card integrations, the system 
displays the credit card number in this field.  To enter the 
credit card number, select the Credit Card button to 
access the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box. 

Tendered For a confirmation, direct invoice or counter sale that has a 
cash Terms Code, enter the amount of cash received 
against the document.  The system will subtract the 

TakeStock SO  271 



Recurring Document Entry Footer View Sales Orders 

Fields, Buttons, Checkboxes, & Icons 

tendered cash from the document total and display any 
amount of Cash Back that is due to the customer.   

Menus 

File  Additional 

Inquiry  Activity  

Find  Global  

Notes  Help 

See Also 

Recurring Document Header View  

Recurring Document Items View  

Recurring Options dialog box  

How to enter or change information on the Recurring Document Footer screen  

Recurring Document Entry Hints and Examples  
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 How to enter or change information for the 
Recurring Document Entry Footer screen 

 
1. The recurring document number and customer number and name display at the 

top of the screen.   

2. If there is only one shipping warehouse, any add-ons and their default amount 
or percentage display in the Add On section of the window.  If there are multiple 
shipping warehouses, the screen displays the total add-ons for all warehouses.  
The Ship Wh button is then available to open the Add Ons by Warehouse dialog 
box so you can review or change the add-on charges for each individual 
warehouse on the recurring document.   

3. You can use the add-on defaults and their values, or you can enter the amount 
or percentage for any of these fields.   

4. The More button is available for changing the add-ons for the current document.  
This button opens the Add On Selections dialog box.  Select the Factor Costs 
button to access the Cost Factoring dialog box, which is used to choose the 
options for factoring the costs of the Add Ons to the cost of the invoiced items 
on the recurring document. 

5. The Terms Code assigned to the customer displays as the default to define the 
terms for this order.  You can use the default or enter a different valid terms 
code.  For credit card transactions, enter a terms code with a Cash type.  You 
can enter a terms code that is only valid for the Accounts Payable module.  The 
system checks the terms code and displays a message if you enter a terms code 
that is not valid for the Accounts Receivable module. 

6. In the Payment Type field, enter a valid payment type.  For credit card 
transactions, enter a payment type code with a Credit Card type. 

7. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document. If the Credit Card InterLink is 
available on your system for either of the ICVERIFY or PayPal credit card 
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integrations, you can select the Credit Card button to access the Credit Card 
Authorization for PayPal or Credit Card Authorization for ICVERIFY dialog box. 

8. The Tax button opens a dialog box for changing the tax code, tax class and 
resale status for the document.   

9. The Deposit button is not available when entering a recurring document.   

10. When all Footer information is complete, choose the Done button to end the 
recurring document and return to the Header screen to enter another recurring 
document, other type of sales document, or to exit.   

11. When all recurring documents are complete and saved, choose File  Exit.   
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Blanket Orders Introduction  
Blanket Orders gives you the ability to accept and handle orders where the 
customer requires receipt of multiple shipments at specified future ship dates.  
Using Blanket Order Entry, simply create the blanket order, answer a few 
questions about the release dates and quantities, and the program calculates the 
releases of all shipments.  You can print the blanket order immediately or save for 
later batch printing through Blanket Order Print.  The system creates individual 
sales orders for each release at the appropriate time based on the customer 
request dates and the item’s lead-time by using Document Release.  The sales 
orders generated are then subject to the normal sales order processing.  Past 
blanket orders that have been completely released can be removed by running 
Blanket Order Removal. 
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Entries for the Blanket Orders menu are: 

Blanket Order Entry  Use Blanket Orders Entry to enter orders for 
future release when they become sales orders 
and commit item quantities for a customer.  
The pick ticket is then printed for filling the 
sales order.   

Blanket Order Print  Using the Blanket Order Print program, you 
can print or reprint 1 or more blanket orders.  
If you did not print your blanket order when 
you created it, use this program to print the 
blanket order now.   

Document Release  Use this program to release blanket orders, 
future orders, and/or recurring orders based 
on a release date, print a report of the 
released documents, and optionally create 
sales orders for the released documents.  

Blanket Order Removal  Use this program to remove past blanket 
orders that have been completely released.  
Note that this program is an update program 
only; it does not produce a printed report. 
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Blanket Order Entry 
Blanket orders are entered for future release when they will become sales orders 
and commit item quantities for a customer.  The pick ticket is then printed for 
filling the sales order.  There are three screens for entering a blanket order: 

Blanket Order Entry Header View  

Blanket Order Entry Items View  

Blanket Order Entry Footer View  

Print Security Functionality  

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

NOTE:  Manufacturing Representative functionality operates in any of the entry 
modes in standard TakeStock Sales Orders.  Quotes can be entered as a MR 
document and then be converted to an actual MR Sales Order.  Blanket, Recurring, 
and Future Orders can be entered and then released as actual MR Sales Orders.   

Once an order has been marked as MR document, all the items on the order are 
considered and handled as MR line items.   

As lines are entered on a MR document, the MR commission rate and the 
Salesperson MR commission amount are stored within the SO document.   Both of 
these fields are viewed and editable through the Line Item Detail dialog. 

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Vendor Rebate Processing 

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 
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• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
you have rebate viewing authorization, you can also view the rebate cost and 
rebate number that are pulled in the SO document through the line item detail 
screen.  

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

Resizing the Screen 

You can resize the screen for programs in the Sales 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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Blanket Order Entry Menu Options 
This section presets the standard menu options that are available from Blanket 
Order Entry.  Refer to the menu section of a program for specific menu options. 

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 
Confirmation 

Stops the current confirmation that is in process.  Once 
a confirmation is complete and saved, it can no longer 
to stopped.  This option is available only when you are 
confirming a sales order. 

Convert Quote  Converts the current quote to a sales order.  This option 
is available only at the Footer screen for a quote.  Once 
converted, the quote cannot be converted again unless 
you add new line items on the quote.  You can then 
convert the new line items to a new sales order. 

Import Past 
Items 

Accesses the Past Sales by Customer dialog box, which 
contains all the items in the TakeStock Past Sales table 
by customer.   

Invoice 
Reversal 

Accesses the Credit Options dialog box, which allows 
you to reverse the invoice, select items to be credited 
on the invoice, and/or select the sales tax and/or freight 
charges (add ons) to be credited from the original 
invoice amount.  You can also enter a returns code for 
the selected credit option.  

Panels Allows you to access the Pricing Information Display 
feature, which provides you with quantity price break 
that are available to the customer through price 
schedules.    

Import Quote Imports an existing quote into the current quote.  This 
option is available only in the Item window and at the 
buttons for the item list.  When a new customers 
accepts a quote, you will enter a record for the customer 
in TakeStock.  Then, enter a new quote with the 
customer’s record number and import the old quote to 
enter the line items and add-ons you quoted to the 
customer.  You may then convert the quote to a sales 
order. 

Exit Exits the current program. 
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Inquiry 

Menu Selection Function 

Customer 
Inquiry 

Opens the Customer Inquiry to display customer 
information. 

Item Inquiry Opens the Item Inquiry to display item information. 

Quotes by Item 
Inquiry 

Displays a list of the quotes on which an item displays. 

Item 
Interchange 
Inquiry 

Displays a list of interchange number for the current 
item. 

Substitute 
Items 

Displays a list of the substitute items for the current 
item, and optionally select to use one of the available 
substitutes. 

BOM Item 
Inquiry-Actual 

For the selected BOM already added on a sales 
document, displays actual component items, order 
quantities, shipped quantities and backordered 
quantities. This inquiry is available only after entering 
and saving a BOM finished item. 

Past Sale—Item  Accesses the Past Sales by Item dialog box, which 
displays a list of past invoices on which the current item 
appears. 

Past Sales—
Customer 

Accesses the Past Sales by Customer dialog box, which 
displays a list of past sales for a customer and a specific 
item. 

Document 
Overview 
Inquiry 

Displays an overview of the line items on the current 
document. 

SO Document 
Inquiry 

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

PO Document 
Inquiry 

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

Find 

Menu Selection Function 

Lookup Opens the Lookup for a detail field. 

Document 
Quicksearch 

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

Customer 
QuickSearch 

Opens the Customer QuickSearch to quickly locate a 
customer.  The QuickSearch will help you to find a 
customer faster than using the Lookup.  However, it 
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Menu Selection Function 

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 will help 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. 

Notes 

Menu Selection Function 

Customer Opens the Notes Manager for the current customer. 

Ship To Opens the Notes Manager for the current Ship To 
customer. 

Warehouse Opens the Notes Manager for the current warehouse. 

Item Opens the Notes Manager for the current item. 

Document 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. 

Detail Line Opens the Notes Manager for the current detail line 
item. 

Import 
Customer  

Opens the Import Customer Notes dialog box for the 
current customer.  Use this dialog box to import 
customer notes to this parent item 

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

Additional 

Menu Selection Function 

Maintain Maintains records for the available fields on this screen. 

Lost Sales Opens the Lost Sales dialog box to record lost sales for 
printing on the Lost Sales Report. 

Document 
Options 

Opens the Document Options dialog box to change the 
target GM % for a document, change the ship complete 
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Menu Selection Function 

options, or to set up a document as a direct ship only. 

Commissions Opens the Commissions dialog box to enter split 
commissions for a detail line item. 

Gross Margin 
Calc 

Opens the Gross Margin Calculation dialog box to 
calculate new item prices based on a target dollar 
amount or gross margin percentage. 

Aggregate 
Discounts 

Opens the Aggregate Discounts dialog box to apply 
aggregate discounts to the items on a sales document. 

Custom Fields-
Header 

Opens the Custom Fields - Header dialog box to enter 
custom fields for the header information. 

Custom Fields 
Detail 

Opens the Custom Fields- Detail dialog box to enter 
custom fields for the detail line item information. 

Schedules By 
Ship To 

Opens the Schedules by Ship To dialog box for entering 
blanket order schedules for a customer. 

Schedules By 
Item 

Open the Schedules by Item dialog box for entering 
blanket order schedules for a customer.  This is an 
alternate way to set up blanket item schedules for a 
blanket order. 

Schedule 
Inquiry 

Opens the Schedule Inquiry to display the blanket 
schedules set up for a company. 

Manual 
Shipment 
Release 

Manually releases a blanket order as an open sales 
order. 

Activity 

Menu Selection Function 

Quote Changes to the Quote Entry program. 

Sales Order Changes to the Sales Order Entry program. 

Confirmation Changes to the Confirmation Entry program. 

Direct Invoice Changes to the Direct Invoice Entry program. 

Credit Memo Changes to the Credit Memo Entry program. 

Counter Sale Changes to the Counter Sale Entry program. 

Recurring 
Document 

Changes to the Recurring Document Entry program. 

Future Order Changes to the Future Order Entry program. 
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Blanket Order Changes to the Blanket Order Entry program. 

Misc. Inv. Changes to the Miscellaneous Invoice Entry program. 

Global  

Menu Selection Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used programs. 

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

Help 

Menu Selection Function 

Contents Accesses the online Help table of contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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 

How to enter a blanket order (overview)  
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How to enter a blanket order (overview) 
The following are guidelines for processing a blanket order: 

1. Use Blanket Order Entry to enter or change blanket orders or to remove blanket 
orders from the system.  A blanket order is a commitment from a customer to 
make purchases of one or more items that may ship to multiple locations.  The 
items are set up as schedules, which can be Schedule By Item or Schedule by 
Ship To. 

2. There are three screens for entering a blanket order: Header, Items, and 
Footer.  

3. Blanket orders are entered for future release when they become sales orders 
and commit item quantities for a customer.  The Header window allows you to 
designate who placed the order and where it ships.  You also define information 
that prints on an invoice when the released sales order is confirmed, such as 
method of shipping, how to handle freight charges, the warehouse that initiated 
the sale, and the salesperson to get commission on the sale. 

4. Use the Items window to enter, change or delete the line items on a blanket 
order. Make sure you set up the shipment schedules for the blanket order by 
selecting Schedules by Ship To or Schedules by Item from the Additional menu. 
When all detail lines are complete, choose the Footer button to move to the 
footer screen. 

5. Use the Footer window to review or enter any add-on charges, taxes (You can 
modify the tax class.), credit card information, or shipping warehouse 
information for the blanket order. The total of all information on the document is 
also available for viewing on the Footer window. When all Footer information is 
complete, choose the Done button to end the blanket order.  The system 
displays the Print Blanket Order dialog box that lets you choose to print the 
blanket order or exit.  In either case, the blanket order is saved and you return 
to the Header screen to enter another sales document, or to exit. 

6. If you do not choose to print the blanket order at the time it is saved, or if you 
need to reprint a blanket order, select Blanket Order Print from the menu to 
print or reprint the blanket order. 

7. Select Document Release to release the blanket orders, print a report of the 
released documents, and create sales orders for the released documents.  
Blanket orders must be released through Document Release before they are 
posted as sales orders. 

8. Select Blanket Order Removal to remove blanket orders that have been 
completely released. 
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Blanket Order Entry Header View 
The Header window allows you to designate who placed the blanket order and 
where it ships.  You also define information that prints on an invoice when the 
released sales order is confirmed, such as method of shipping, how to handle 
freight charges, the warehouse that initiated the sale, and the salesperson to get 
commission on the sale. 

 

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. 

Temp Accesses the Address Entry dialog box, which is used 
to enter a temporary address for a cash customer, 
new customer, or temporary ship to customer that 
you have not yet added to TakeStock. 

Items Accesses the Items view of the Blanket Order Entry 
screen. 

Blanket  
Order # 

Enter the number to assign to a new blanket order. 
You can press TAB when NEXT displays in this field to 
assign the next available blanket order number. 
Pressing F9 will also assign the next available 
number. Blanket order numbers are six characters 
long and begin with the preceding B. An example of a 
blanket order number could be B12345. When the 
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Fields, Buttons, Checkboxes, & Icons 

blanket order is posted (released), two additional 
numbers are added to the end of the number to 
designate the posting sequence. For example, the 
first time a blanket order with number B12345 is 
posted, a sales order is created as B1234501. The 
second time this order is posted, a sales order is 
created as B1234502, etc. 

If you need to change or delete an existing blanket 
order, enter the existing 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.  

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

Entered Enter the date on which you are creating the blanket 
order.  The default is the current system date. 

Customer Enter the number of the customer for whom you are 
entering a sales document; this is the Sold To 
customer.  Based on your settings in AR Control 
Maint.—Credit Check view, the customer’s credit limit 
set in Customer Maint. and open past due invoices 
are checked.  If the customer fails any of the credit 
checks, an appropriate message displays. 

If the customer is inactive or is on hold, a message 
displays and you will not be able to continue with the 
sales document.  

When a valid customer is entered, the primary Ship 
To location, salesperson, freight code, ship via and 
corresponding route information, and terms code set 
up in the customer’s record update these fields on the 
Header as defaults.  The customer’s record is also 
checked to determine how commissions are handled. 

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

If the Ship To customer is not set to SAME, the 
salesperson, freight code, ship via and associated 
routes, terms code and tax code defaults are set 
based on the Ship To customer that is entered. 
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Fields, Buttons, Checkboxes, & Icons 

Warehouse Enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user 
profile displays as the default.  If you are using 
multiple warehouses on an order, then this is the 
initiating warehouse for the sale.   

Salesperson The code of the salesperson assigned to this customer 
in Customer Maint. displays in this field. If you enter 
a Ship To other than TEMP or SAME, the default is the 
salesperson for the Ship To record. This is the 
primary salesperson to get credit for the sale. You 
can use this salesperson or enter a different 
salesperson code if you have proper functional 
security. 

This field has a functional security setting by user 
group.  The purpose of this feature is to secure the 
salesperson based on the customer default.  You 
cannot change the salesperson code without proper 
functional security. 

Note: If you are splitting commissions for the 
document, choose the Commissions option from 
the Additional menu. 

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.   

Customer PO 
# 

Enter up to 15 characters for the customer’s PO 
number.  If the customer’s record is set to require a 
PO number, then you must enter a number in this field 
in order to continue.  If not required, you can leave 
this field blank.   

If you selected the Check Duplicate PO checkbox on 
the Invoicing view of Customer Maintenance, you must 
enter a reference/PO number that has not already 
been recorded on another Sales Order document or 
the system displays a warning message telling you 
that the reference/PO number for the specified 
customer has already been recorded for another 
document.  Note that the message is only a warning 
only, you can select the OK button on the message 
and still choose to use the same reference/PO number 
again. 

Freight From the drop-down list, select how freight is to be 
billed.  You can set the fright code at the ship-to 
location, customer, or SO control maintenance level.  
The system searches for and displays the default 
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freight code using the following program hierarchy:  
AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 
 
If you select Bill Later, the system updates the freight 
charges during the Daily Sales Register and prints 
them on the Unbilled Freight Report for you to bill the 
customer at a later time.   

Ship Via The ship via set up in the customer’s record displays 
as the default.  You can use this ship via or enter the 
code of a different ship via for the document.  To use 
the optional Shipping InterLink, be sure to enter a Ship 
Via code that is valid for the Clippership for Windows® 
software product. 

Route/Stop If the Ship Via is set up to require routes, then the 
Route and Stop fields display the defaults set up in the 
customer’s record.  If not, these fields are not 
available.  You can use the default route and stop, or 
enter different values for the current document.   

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

Contact The contact for the Customer or Ship To you entered 
on the document displays in this field as the default.  
This is the contact at the customer’s location for this 
document.  You can use the default or enter a different 
contact.   
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How to enter or change blanket order header 
information 
1. Access the Header view of Blanket Order Entry program.  The complete path is 

Sales Orders Blanket Orders  Blanket Order Entry. 

2. Enter the Blanket Order # to assign to a new blanket order, or the number of an 
existing blanket order that you want to change. 

 TIP:  To have the system assign the next blanket order number in sequence, 
press F9 or press Tab when NEXT displays in this field.  Blanket order numbers 
assigned by the system are six characters long and begin with the preceding B.  
An example of a blanket order number could be B12345. When the blanket 
order is posted (released), two additional numbers are added to the end of the 
number to designate the posting sequence.  For example, the first time a 
blanket order with number B12345 is posted, a sales order is created as 
B1234501.  The second time this order is posted, a sales order is created as 
B1234502, etc. 

3. For Entered, enter the date on which you are creating the blanket order.  The 
default is the current system date. 

4. Enter the number of the Customer for which you are entering the blanket order.  
Press F9 to enter a blanket order for a cash customer, or press F10 to enter a 
blanket order for a new customer for which you have not yet set up a customer 
record in TakeStock. 

 TIP:  If the customer is inactive or is on hold, a message displays and you 
will not be able to continue with the sales document.  When a valid customer is 
entered, the primary Ship To location, salesperson, freight code, ship via and 
corresponding route information, and terms code set up in the customer’s 
record update these fields on the Header as defaults.  The customer’s record is 
also checked to determine how commissions are handled. 

5. The Ship To field defaults to the Ship To assigned to the customer you entered.  
You can press Tab to accept this default, or enter a different valid Ship To for 
the current customer.  When you release the blanket order, this is the address 
to which the order ships.  Press F9 to enter SAME so the Ship To customer is set 
to the same number as the Customer field.  You can also press F10 to enter a 
temporary Ship To address (that will not be saved by TakeStock) for the blanket 
order. 

6. Enter the code of the Warehouse from which you are selling the items.  The 
warehouse from your user profile displays as the default.  If you are using 
multiple warehouses on an order, then this is the initiating warehouse for the 
blanket order. 

7. The code of the Salesperson assigned to this customer in Customer Maint. 
displays in this field. If you enter a Ship To other than TEMP or SAME, the 
default is the salesperson for the Ship To record.  This is the primary 
salesperson to get credit for the sale.  You can use this salesperson or enter a 
different salesperson code if you have proper functional security.  This field has 
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a functional security setting by user group.  The purpose of this feature is to 
secure the salesperson based on the customer default.  You cannot change the 
salesperson code without proper functional security. 

 TIP:  If you are splitting commissions for the document, choose the 
Commissions option from the Additional menu. 

8. 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. 

9. Enter up to 15 characters for the Customer’s PO #.  If the customer’s record is 
set to require a PO number, then you must enter a number in this field to 
continue with the blanket order.  If not required, you can leave this field blank. 
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

10. For Freight, from the drop-down list, select how freight is to be billed.  You can 
set the fright code at the ship-to location, customer, or SO control maintenance 
level.  The system searches for and displays the default freight code using the 
following program hierarchy:  AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 
 
If you select Bill Later, the system updates the freight charges during the Daily 
Sales Register and prints them on the Unbilled Freight Report for you to 
manually bill the customer at a later time. 

11. Enter the method used to ship the items in the Ship Via field.  The ship via set 
up in the customer’s record displays as the default.  You can use this ship via or 
enter the code of a different ship via for the document.  To use the optional 
Shipping InterLink, be sure to enter a Ship Via code that is valid for the 
Clippership for Windows® software product.  

12. If the Ship Via is set up to require routes, then the Route and Stop fields display 
the defaults set up in the customer’s record. If not, these fields are not 
available.  You can use the default route and stop, or enter different values for 
the current document. 

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

14. Enter the Contact at the customer’s location for this document.  The contact for 
the Customer or Ship To you entered on the document displays in this field as 
the default.  You can use the default or enter a different contact. 
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15. When all information for the Header is complete, choose the Items button to 
move to the item entry window of Blanket Order Entry. 
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Blanket Order Entry Items View 
Using this screen, you can enter, change or delete the line items on a blanket 
order. 

 

Screen Details 
The blanket order number, customer number and name, and the shipping 
warehouse display at the top of the screen.  Enter the number of the item, the 
ordered quantity (units), selling unit of measure, and the price and pricing unit of 
measure.  If you are using multiple warehouses, you can choose F9 to change the 
warehouse from which to ship the items.  Choose Save when the line item is 
complete. A dialog box opens that lets you select to set up a shipment schedule 
for the line item.  If you select Yes, the Schedules By Item dialog box opens.  If 
you select No, you can continue to enter line items. When you choose End Add 
(End Edit or End Insert) to exit the line item entry mode, select the options from 
the Additional menu to set up the schedules for the items.   

To enter a phantom item number, press F8. If the phantom item is set up in 
Phantom Item Maintenance to review line items in order entry, the Phantom Item 
Selection dialog box displays.  Verify the lines to include for the phantom item and 
choose OK to add the lines to the order. 

Note:  For production items, if you choose to calculate pricing at confirmation 
instead of entry, the price displayed for the item is estimated and an asterisk * 
displays in the E column for that item. 

The Detail button opens the Line Item Detail dialog box to enter line item 
discounts, the cost for Sales Analysis, a line item commission, and the taxable 
status of the line item.  For any line item, the Additional menu offers many options 
to enter lost sales, enter a target GM%, select the pricing for the item, apply 
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aggregate discounts, view item tax information and enter custom header and item 
detail fields.  Be sure to check the options available on this menu.   

When all detail lines are complete, choose the Footer button to move to the footer 
screen. 

Vendor Consignment functionality  

If you indicate that shipping warehouse for a blanket order line item is a 
consignment warehouse, then the system assumes consignment goods are being 
sold.  You can place consignment and non-consignment items on the same blanket 
order.  The system uses the appropriate consignment inventory GL accounts when 
updating the document through the Daily Sales Register.  

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your endor.     

The Terms Discount by Line Item feature is also controlled by an additional flag, 
Terms Discount by Line, found on the SO Lines view of SO Control Maintenance.  
This flag, when off, causes TakeStock to operate based on the Allow Terms 
Discount checkbox on the General view of Item Maintenance . If the Terms 
Discount by Line checkbox is selected, then each line item in SO entry uses the 
Item level control for Terms inclusion/exclusion. 

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
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the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

 
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.  

 
Mai ntain icon, which runs the maintenance option 
for the current field.  You can add, change, or delete 
records for the current field from the appropriate 
maintenance program. 

 Notes icon, which runs the notes options for the 
current field. 

Save Saves the current line item for this blanket order. 

End Add Completes the add function.  This action does not 
save your additions.  You must click the Save button 
first, then End Add if you want 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, line item discounts, 
cost if manual or average, cost for Sales Analysis, 
line item commission, and the taxable or ship 
complete status of the line item. 

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 quantity, price or units of 
measure. 

Delete Deletes the currently selected line item from the 
document. 

Release Releases a line item.  This button is not available 
when entering quotes.  On multi-warehouse orders, 
you can choose this button to release a line item on 
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Fields, Buttons, Checkboxes, & Icons 

a blanket order, future order, or to release a line 
item on a sales document that is on hold. 

Header Accesses the Header view of Blanket Order Entry. 

Footer Accesses the Footer view of Blanket Order Entry. 

Shipping 
Whse 

The warehouse from which you are shipping the line 
item displays in this field as a reference.  If you are 
using multiple warehouses, the system updates this 
field each time you change the shipping warehouse.   

If you indicate that shipping warehouse for a blanket 
order line item is a consignment warehouse, then 
the system assumes consignment goods are being 
sold and uses the appropriate consignment 
inventory GL accounts when updating the document 
through the Daily Sales Register. 

Item Enter the number of the item for the blanket order.  
If you enter an interchange item number, it is 
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 order.   

If the item you enter has been superseded, a dialog 
box opens where you can choose to use the original 
item or the superseding item.   

To enter a phantom item number, press F8.  If the 
phantom item is set up in Phantom Item 
Maintenance to review line items in order entry, the 
Phantom Item Selection dialog box displays.  Verify 
the lines to include for the phantom item and choose 
OK to add the lines to the order.   

If you are using multiple warehouses, you can press 
F9 to open the Shipment Origination dialog box to 
select the shipping origin and method of shipping for 
this line item.  The shipping origin can be the 
shipping warehouse, a different warehouse if you 
are using multiple warehouses on an order, or a 
direct ship from a vendor.  If you select to ship from 
a warehouse other than the initiating warehouse 
when the quantity is not surplus, and do not have 
security permissions to authorize the shipment, the 
line item is placed on hold until it is released by the 
shipping warehouse.   

When you enter an item number, the selling UM, 
default price for the customer, and pricing UM 
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Fields, Buttons, Checkboxes, & Icons 

display in the line entry.  The stock availability for 
the shipping warehouse 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.   

Units Enter the quantity of the item per selling unit of 
measure.  If the item has multiple selling units of 
measure, press F10 to open the UM Calculator to 
calculate the quantity at different selling units of 
measure.   

If you are using multiple warehouses, press F9 to 
open the Shipment Origination dialog box to select 
the shipping origin and method of shipping for this 
line item.  The shipping origin can be the shipping 
warehouse, a different warehouse if you are using 
multiple warehouses on an order, or a direct ship 
from a vendor.   

If you enter a quantity that is greater than the 
available quantity in the initiating warehouse, a 
dialog box opens that lets you select to accept the 
quantity, cancel and re-enter the quantity, or search 
other warehouses if you are using multiple 
warehouses.  If you select to search other 
warehouses, the Warehouse Lookup dialog box 
opens.   

Selling 
UM 

The default selling unit of measure for the item 
displays in this field.  If there are multiple units of 
measure set up for the item, you can use the drop-
down list to select a different selling unit of 
measure.  If you change the selling unit of measure, 
the line extension is updated accordingly.  For 
example, if you change 12 each to 1 box, the 
extended price would be updated to reflect the 
change.   

Price The default selling price based on the pricing 
hierarchy set up in SO Control Maint.  displays in 
this field.  Use this price, or enter a different price 
per pricing unit of measure.  Press F9 to open the 
Price Selection dialog box to select a different price 
for selling this item to the customer.   

Change the selling price back to the item’s default 
price at any time by pressing F10.   

Price UM The default pricing unit of measure for the item 
displays in this field.  If there are multiple units of 
measure set up for the item, you can use the drop-
down list to select a different pricing unit of measure 
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Fields, Buttons, Checkboxes, & Icons 

for this line item.   

Line Item 
Note 

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.   
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How to enter, change or delete the line items on a 
blanket order 
1. The system accesses the Items view of Blanket Order Entry when you select the 

Items button on the Header view of Blanket Order Entry. 

2. The blanket order number, customer number and name, and the shipping 
warehouse display at the top of the screen.  If you are using multiple 
warehouses on an order, the Warehouse field is updated each time you change 
the shipping warehouse. 

3. Enter the number of the Item. When you enter an item number, the selling UM, 
default price for the customer, and pricing UM display in the line entry.  The 
stock availability for the shipping warehouse displays at the bottom of the 
screen as a reference. 

 TIP:  If you enter an interchange item number, it is 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 where you can choose to use the original item 
or the superseding item.  If you are using multiple warehouses, you can press 
F9 to open the Shipping Origination dialog box to select the shipping origin and 
method of shipping for this line item. 

To enter a phantom item number, press F8.  If the phantom item is set up in 
Phantom Item Maintenance to review line items in order entry, the Phantom 
Item Selection dialog box displays.  Verify the lines to include for the phantom 
item and choose OK to add the lines to the order. 

If you enter a kitted item, the system displays the Kitting Entry screen; refer to 
the How to kit parent items for a blanket order procedure for step-by-step 
information. 

4. For Units, enter the quantity of the item per selling unit of measure.  If the item 
has multiple selling units of measure, the F10 key is available to open the UM 
Calculator to calculate the quantity at different selling units of measure.  If you 
are using multiple warehouses, F9 is available to open the Shipping Origination 
dialog box to select the shipping origin and method of shipping for this line item. 

 TIP:  If you enter a quantity that is greater than the available quantity in t
initiating warehouse, a dialog box opens that lets you select to accept the 
quantity, cancel and re-enter the quantity, or search other warehouses if you 
are using multiple warehouses.  If you select to search other warehouses, the 
Warehouse Lookup dialog box opens. 

he 

5. The default selling unit of measure for the item displays in the UM field.  If there 
are multiple units of measure set up for the item, you can use the drop-down 
list to select a different selling unit of measure.   

6. The default selling price based on the pricing hierarchy set up in SO Control 
Maint. displays in the Price field.  You can use this price, or enter a different 
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price per pricing unit of measure.  Press F9 if you want to open the Price 
Selection dialog box to select a different price for selling this item to the 
customer.  You can change the selling price back to the item’s default price at 
any time by pressing F10. 

7. For Price UM, the default pricing unit of measure for the item displays.  If there 
are multiple units of measure set up for the item, you can use the drop-down 
list to select a different pricing unit of measure for this line item. 

8. If a note for a line item has been entered, the first 50 characters of the note 
displays 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. 

9. The extended price of the line item displays in the Extension field, which is a 
display only field.  The extended price is calculated as the selling price less line 
discounts or aggregate line discounts times the quantity per selling unit of 
measure. 

10. Choose Save when the line item is complete.  A dialog box opens that lets you 
select to set up a shipment schedule for the line item.  If you select Yes, the 
Schedules By Item dialog box opens.  If you select No, you can continue to 
enter line items.  
 

When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 

11. When all detail line items are complete, choose End Add (or End Edit). The item 
list displays, and the buttons for the item list are available to maintain the detail 
lines. 

 TIP:  The item list buttons let you select to add, insert, edit or delete a 
detail line.  Select the options from the Additional menu to set up the schedules 
for the items.  The Detail button is available to open the Line Item Detail dialog 
box to enter line item discounts, the cost for Sales Analysis, a line item 
commission, and the taxable status of the line item.  For any line item, the 
Additional menu offers many options to enter lost sales, enter a target GM%, 
select the pricing for the item, apply aggregate discounts, view item tax 
information and enter custom header and item detail fields.  Be sure to check 
the options available on this menu as described in Hints and Examples. 

12. When all detail line items are complete, choose the Footer button to move to the 
footer window and end the blanket order entry. 
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How to kit parent items for a blanket order 
1. Access the Blanket Order Entry screen in the Sales Orders submodule.  The 

complete path is Sales Orders Blanket Orders Blanket Order Entry.  The 
system displays the Header view of the Blanket Order Entry screen. 

2. Enter or modify information for all the fields and checkboxes in the Header view 
as necessary.   

 TIP:  For field definitions and complete instructions on using the Header 
view of the Blanket Order Entry screen, refer to the Chapter 4, pages 7-9 in the 
Sales Orders user's guide. 

3. Access the Items view of the Blanket Order Entry screen by selecting the Items 
button or View Items from the menu bar.  The system generates the blanket 
order number and displays the Items view.  Note that the system displays the 
blanket order number, customer name and number, and shipping warehouse for 
the blanket order in the upper portion of the screen. 

4. In the Item field, enter the parent item that you want to sell.  (In this 
procedure, we will enter a kitted parent item.) 

 TIP:  If you selected the Operator Select radio button for the parent item 
Type or the Operator radio button for Update in SO on the Parent BOM 
Maintenance screen, the system displays the Parent Item Options dialog box.  
Select either the Produced item or the Kitted item radio button to indicate to the 
system how to treat the parent item.  Select the Create components 
automatically checkbox to automatically create the parent item based on the 
parent item BOM, then select OK.  If you want to manually kit the item or make 
any modifications to the item, do not select the checkbox and select OK. 

5. The system places the cursor in the Units field.  In the Units field, enter the 
quantity of the item per selling unit of measure.   

 TIP:  For produced parent items:  If you enter a quantity greater than the 
quantity available in the initiating warehouse, the system displays the following 
message:  Available quantity is less than ordered quantity.  Select OK to accept, 
Cancel to re-enter, and Search to look in other warehouses.  Select OK, and the 
system displays the available quantity in the Units field.  Select Search, and the 
system displays the Warehouse Lookup dialog box, which is used to search an 
item in other warehouses. 

6. In the Price field, enter the price of the parent item. 

7. Enter or modify information for all the remaining fields and checkboxes in the 
Item view as necessary.   

 TIP:  For field definitions and complete instructions on using the Items view 
of the Blanket Order Entry screen, refer to Chapter 4, pages 9-11 in the Sales 
Orders user's guide. 

8. Select the Save button, and a dialog box opens that asks you if you want to set 
up a shipment schedule for the line item.   
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 TIP:  If you select Yes, the Schedules By Item dialog box opens. If you 
select No, you can continue to enter line items. When you choose End Add or 
End Edit to exit the line item entry or edit mode, you can select the Schedules by 
Item option from the Additional menu to set up the schedules for the items. 

9. Select the Save button.  If you selected the Create components automatically 
checkbox on the Parent Item Options dialog box, the system performs the BOM 
component quantity check, attempts to automatically kit the parent item based 
on the parent item BOM that you entered in the Parent BOM Maintenance 
screen, and then returns you to the Items view of the Blanket Order Entry 
screen where you can repeat steps 4-10 to enter additional items.  If you did 
not select the Create components automatically checkbox on the Parent Item 
Options dialog box, go to step 12. 

 TIP:  During the automatic and manual kitting processes, the system checks 
to ensure that enough of each component exists to kit the parent item.  If the 
system encounters an insufficient quantity of a component needed to kit the 
parent item, the BOM Component Quantity dialog box appears displaying the 
component that contains the insufficient quantity and 4 options.  Based on your 
selection, the system reduces the parent item committed quantity, as 
necessary, and recalculates the committed and backordered quantities of the 
current component and all components already entered for the parent item. 

Use the following table to understand the available quantity options: 

Radio Button Function 

Recalculate parent 
item committed 
quantity; backorder 
components 

Allows the other component quantities to be used 
by the system for other processes while waiting 
for the backorder 

Recalculate parent 
item committed 
quantity; allocate 
available 
components  

Keeps the maximum available component 
quantities committed to this document 

Skip this component  Does not assign this component to the parent item  
(This option is only available if the parent item 
allows deletion of components.) 

Overcommit this 
component quantity 

Overcommits the component  (This option is only 
available if your company allows overcommitment 
of item quantities.)   

10. If the parent allows components to be deleted, the system displays the 
question:  Change BOM item components?  Select No, and the system creates 
the blanket order detail line for the kitted parent item for the available 
quantities and displays the line in the lower portion of the Blanket Order Entry 
screen.  Select Yes, and the system displays the Kitting Entry screen so that you 
can manually select the components to kit for the parent item. 

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
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group, then the system displays the Configurator dialog box so that you can 
select items from the selection group that you want to use to kit the parent 
item.  See the Configurator procedure in this document for detailed instructions 
on configuring parent items. 

11. If you did not select the Create components automatically checkbox on the 
Parent Item Options dialog box, the system accesses the Kitting Entry program 
(pictured in step 11) and displays each component line item or selection group 
so that you can save or skip the component.  Select the Save button to save the 
component line item, or press F9 to skip the component.  The system displays 
the parent item, customer code, and blanket order document number at the top 
of the screen.   

 TIP:  If the information that you entered on the Parent BOM Maintenance 
screen indicates that the components for the parent item are from a selection 
group, then the system opens the Kitting Entry program and displays the 
Configurator dialog box so that you can select items from the selection group 
that you want to use to kit the parent item.  If you want to skip a selection 
group, select the Cancel button, and the system returns you to the Kitting Entry 
screen.  Press F9 to skip the selection group.  See the Configurator procedure in 
this document for detailed instructions on configuring parent items.  

12. Repeat step 11 as necessary, for each component line item or selection group. 

13. If you want to add a component line, enter or modify information as necessary 
for the fields on the Kitting Entry screen.  Use the following table to guide you in 
your entries: 

Component  Enter a component for the parent item.   

Qty Per Type the number needed of this component to 
create the parent item. 

Notes Select the Notes icon to access the Notes dialog 
box.  Enter or modify notes as described in the 
TakeStock Basics manual as necessary. 

14. Select the Save button to complete the addition to the kitted parent item.  When 
you are finished adding components, then select the End Add button. 

15. If you need to insert an item, highlight the row in the browser below where you 
want the item to be placed, and select the Insert button.  To add an item, select 
the Add button.  The system places the cursor in the Component field so that 
you can enter the item information.  Enter the component item information and 
select the Save button to add or insert the new component.  When you are 
through adding components, select the End Add button.  

16. If you need to edit a component quantity, highlight the component in the 
browser and select the Edit button.  The system displays the item number in the 
Component field and places the cursor in the Quantity Per field.  Make the 
necessary changes in the component quantity, and select the Save button.   
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 TIP: Not all components allow you to change quantities; if you cannot edit a 
quantity for a component, the system displays the message:  You cannot 
change the quantity per for this component. 

17. If you need to delete an item, highlight the item and select the Delete button.  
The system displays the question:  Are you sure you want to delete this 
component line?  Select Yes, and the system deletes the line. 

18. Repeat the applicable steps 15–17 as necessary to add, inset, edit, delete 
component lines. 

19. When you have finished kitting the parent item, select the Close button and the 
system returns you to the Items view of the Blanket Order Entry screen.  

20. When you are finished adding items, click the End Add button, and the system 
displays the question:  “Do you want to edit shipment schedules for the line?   

 TIP:  Select Yes and the system accesses the Schedule by Item dialog box, 
which is used to edit shipment schedules.  Select No and the system displays 
the Items view of the Blanket Order Entry screen.  To set up shipment 
schedules by item, select the Schedules by Item Option for the Additional menu 
on the Blanket Order Entry screen. 

21. Select the Footer button to access the Footer view of the Blanket Order Entry 
screen. 

22. Enter or modify information for all the fields and checkboxes in the Footer view 
as necessary.   

 TIP:  For field definitions and complete instructions on using the Footer view 
of the Blanket Order Entry screen, refer to Chapter 4, page 11 in the Sales 
Orders user's guide. 

23. (Optional)  If you want to manually release items on a blanket order for 
shipment, select the Additional Manual Schedule Release option from the menu 
bar; if you don't want to manually release items, skip to step 24.  The system 
displays the Manual Schedule Release dialog box, which you can use to release 
items on a blanket order for shipment by request date or by ship-to location 
then request date.  Select the Release By option, request date, ship-to location, 
and the items that you want to release, then click the Release button.  The 
system releases the items for shipment.  For any component with a backorder 
quantity greater than zero, the system displays a question asking what to do 
about the backordered quantity.  Depending on whether the component is a 
parent item the system accesses 1 of 2 dialog boxes. 

24. Select the Done button, and the system displays the Print Blanket Order dialog 
box.   

 TIP:  If you want to print the blanket order now, select the Print Blanket 
Order checkbox then select OK.  If you want to save the blanket order and defer 
printing, do not select the Print Blanket Order checkbox and select OK.   

25. If you printed the blanket order, the system displays End of Print dialog box; 
select the OK.  
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26. The system returns you to the Header view of the Blanket Order Entry screen. 
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Blanket Order Entry Footer View 
Using this screen, you can review or enter any add-on charges, deposits, taxes 
(You can modify the tax class.), credit card information, or shipping warehouse 
information for the blanket 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 77 for details. 

The blanket order number and customer number and name display at the top of 
the screen.  If there is only one shipping warehouse on the blanket order, any 
add-ons and their default amount or percentage for blanket order 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.  If there are 
multiple shipping warehouses on the blanket order, the screen displays the total 
add-ons for all warehouses.  

Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter and save credit card information 
using this screen depending on your system settings in SO Control Maintenance.  
When you save credit card authorization information, the system disables the 
Terms Code, Payment Type, and Check or Card# fields on the Footer view of the 
calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
Authorization for PayPal dialog box.  When you save credit card authorization 
information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    
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Screen Details 

When all Footer information is complete, choose the Done button to end the 
blanket order.  A dialog box opens that lets you choose to print the sales order or 
exit.  In either case, the blanket order is saved and you return to the Header 
screen to enter another sales document, or to exit. 

Note:  If production items are included on the order and pricing is calculated at 
confirmation instead of entry, the total displayed for the order is estimated. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-ons or the 
method of shipping for a particular shipping warehouse on 
the sales document.  The Ship Wh button is available 
when there is more than 1 shipping warehouse; it 
accesses the Add Ons by Warehouse dialog box so you 
can review or change the add-on charges for each 
individual warehouse on the blanket order. 

More Accesses the Add On Selections dialog box for changing 
the add-ons for the current sales order.  

Factor 
Costs 

Accesses the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add Ons 
to the cost of the invoiced items on the sales order 

Tax Accesses the Tax Class dialog box, which is used to 
change the tax class assigned to the blanket order. 

Deposit Enters a deposit or refund amount against the current 
sales document.  Note:  This button is not available when 
you are entering a quote, future order, or recurring 
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document. 

Credit 
Card 

Accesses the Credit Card Authorization for PayPal or 
Credit Card Authorization for ICVERIFY dialog box, which 
is used to save credit card information during sales order 
entry, depending on whether your system includes the 
Credit Card InterLink and your system settings.  

Header Accesses the Header view of Blanket Order Entry. 

Items Accesses the Items view of Blanket Order Entry. 

Done Saves the blanket order information and accesses the 
Print Blanket Order dialog box, which is used to print or 
reprint the blanket order at the time it is created or 
changed. 

Add Ons You define the add-ons to automatically display for 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 can use 
these add-ons and any default amounts or percentage, or 
you can enter different amounts or percentages for the 
order.   

The More button is available to change the add-ons used 
for an order.  If you have multiple shipping warehouses on 
the order, the Ship Wh button is available to change the 
amount or percentage of an add-on for a particular 
warehouse.  Select the Factor Costs button to access the 
Cost Factoring dialog box, which is used to choose the 
options for factoring the costs of the Add Ons to the cost 
of the items on the blanket order. 

Terms 
Code 

The terms code assigned to the customer displays in this 
field to define the terms for the document.  You can use 
this terms code or enter a different valid terms code.  If 
the terms code is set up as cash terms for a confirmation, 
direct invoice or counter sale, the Payment Type, Card or 
Check #, and Tendered fields are available.  For credit 
card processing, enter a terms code with a Cash type. 

Payment 
Type 

For confirmation of an order or entry of any type of sales 
document that has a cash Terms Code assigned, you can 
enter the code for the Payment Type, which has been set 
up as cash, check, credit card or other.  For credit card 
processing, enter a payment type code with a Credit Card 
type. 

Card or 
Check # 

For a sales order document that has a cash Terms Code, 
and the Payment Type that is set up as check or credit 
card, enter the check number or the credit card number to 
apply to the sales document.  If the Credit Card InterLink 
is available on your system for either of the ICVERIFY or 

TakeStock SO 307 



Blanket Order Entry Footer View Sales Orders 

PayPal credit card integrations, you can select the Credit 
Card button to access the Credit Card Authorization for 
PayPal or Credit Card Authorization for ICVERIFY dialog 
box. 

Tendered For a confirmation, direct invoice or counter sale that has 
a cash Terms Code, enter the amount of cash received 
against the document.  The system subtracts the tendered 
cash from the document total and display any amount of 
Cash Back that is due to the customer.   
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How to review or enter information on the 
Blanket Order Footer screen 
1. The system accesses the Footer view of Blanket Order Entry when you select 

the Footer button on the Items view.  The blanket document number and 
customer number and name display at the top of the screen.  If there is only 
one shipping warehouse on the blanket order, any add-ons and their default 
amount or percentage display in the Add On section of the screen.  If there are 
multiple shipping warehouses on the order, the screen displays the total add-
ons for all warehouses and the Ship Wh button is available to charge add-ons for 
individual warehouses.  

2. The More button is available to open the Add On Selections dialog box, which is 
used to change the add-ons for the current blanket order.  Select the Factor 
Costs button to access the Cost Factoring dialog box, which is used to choose 
the options for factoring the costs of the Add Ons to the cost of the items on the 
blanket order. 

3. The Taxes button opens a dialog box for changing the Tax Class assigned to the 
order. 

4. The Deposit button is not available when entering a blanket order. 

5. The Terms Code assigned to the customer displays as the default to define the 
terms for this order.  You can use the default or enter a different valid terms 
code.  For credit card transactions, enter a terms code with a Cash type. 

6. In the Payment Type field, enter the a valid payment type.  For credit card 
transactions, enter a payment type code with a Credit Card type. 

7. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document.  If your system contains the 
optional Credit Card InterLink, for credit card transactions, select the Credit 
Card button to access the Credit Card Authorization for PayPal or Credit Card 
Authorization for ICVERIFY dialog box to enter the credit card number.  Note:  
This is only available if your system has the optional Credit Card InterLink for 
either the ICVERIFY or PayPal PayflowPro credit card integrations.   

8. When all Footer information is complete, choose the Done button to end the 
blanket order.  The system displays the Print Blanket Order dialog box, which is 
used to print the blanket order at the time it is created or exit.  In either case, 
the blanket order is saved. 

9. When all blanket orders are complete and saved, choose File  Exit. 
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Print Blanket Order Dialog Box 
Using this dialog box, you can print a new blanket order at the time you save it, or 
reprint a blanket order at the time you save the changes.  The system accesses 
this dialog box when you select the done button on the Blanket Order Entry–
Footer view. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

OK Prints or reprints the blanket order. 

Cancel Cancels the blanket order print and returns you to 
the Footer view of the Blanket Order 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/Reprint  
Blanket Order 
Ticket 

Indicates that you want to print the blanket order. 

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

See Also 

Blanket Order Entry Header View  

Blanket Order Entry Items View  

Blanket Order Entry Footer View  

How to print/reprint a blanket order at the time it is saved  
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How to print/reprint a blanket order at the time it 
is saved 
1. The system displays this Blanket Order Print dialog box when you select the 

Done button on the Footer view of Blanket Order Entry. 

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

3. Choose the Printer button to change printer options before printing. 

4. Select the Print Blanket Order or Reprint Blanket Order checkbox to indicate that 
you want to print now.  If selected, the OK button saves and prints the blanket 
order, and then you return to the Header screen.   

5. Select the OK button to save and print the blanket order or the Cancel button to 
return to the Footer screen without saving the current blanket order or changes 
to the blanket order. 
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Schedule Inquiry Dialog Box 
Using this dialog box, you can view the items on blanket order schedules by 
request date or by Ship To and request date. 

In the Sort By section of the screen, select the Request Date radio button to 
display the schedules in order by request date or the Ship To by Request Date radio 
button to display schedules in order by Ship To and then request date within the 
Ship To.  Select the Close button when you are ready to exit. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Help Accesses online Help for this screen. 

Sort By Determines how to displays items in the items schedule 
list in the lower portion of the screen.  Select the Request 
Date radio button to display the schedules in order by 
request date or the Ship To by Request Date radio button 
to display schedules in order by Ship To and then request 
date within the Ship To. 

There are no entry fields for this screen. 
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Schedules By Item Dialog Box 
Using this dialog box, you can view or set up schedules by item for a blanket 
order.  The Item drop-down list box displays the number of the item for entering a 
schedule.  The system displays the total quantity and distributed quantity below 
the item.  If there are other items on the blanket order, they are available for 
selection from the drop-down list box. 

Enter the Quantity and Request Date for the first shipment of the item and then 
select Save. The system saves the shipment and displays it in the item list. 
Continue entering shipments until the total is distributed. For example, the total 
quantity is 50 and the customer wants 10 shipped each month for 5 months. You 
would enter the quantity of 10 and request date for each of the 5 shipments. For 
shipments that have a consistent ship day of the month or consistent quantity, 
you may find it easier to set the schedule by choosing the Batch button to open 
the Batch Schedules dialog box. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen.  The total quantity and distributed quantity 
must be equal in order to exit. 

Save Saves the current shipment in the item list. 

Ship To Accesses the Add Ship To dialog box, which is used to add a 
Ship-To location for the current blanket order. 

Batch Accesses the Batch Schedules dialog box, which is used view 
or set up schedules that have consistent items quantities and 
ship dates. 

Delete Deletes the currently selected item shipment from the item 
list. 
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Fields, Buttons, Checkboxes, & Icons 

Help Accesses online Help for this screen. 

Item The item you saved or the first item on the blanket order.  
The system displays the selected item and code of the 
shipping warehouse for the item in the drop-down list.  You 
can enter the schedule for this item or select a different item 
from the list.  

Ship To The Ship To set up on the blanket order.  The system displays 
the selected Ship To in the drop-down list.  You can enter the 
quantity and date for this Ship To, or if you have other valid 
Ship-To locations for this order, you can select a different 
Ship-To location for entering a quantity and request date. 

Qty The quantity for which you are setting up a shipment for the 
item and Ship To on the blanket order. 

Request 
Date 

The date the customer requests delivery of the shipment on 
the blanket order. This is the date that the system checks 
when you release blanket orders for shipment. 
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How to enter schedules by item for blanket 
orders 
1. The Item you saved or the first item on the blanket order displays as the 

selected item in the drop-down selection list. You can enter the schedule for this 
item, or select a different item from the list. The code of the shipping 
warehouse for each item also displays in this field.  The total quantity and 
distributed quantity display below the item.  If there are other items on the 
blanket order, they are available for selection from the drop-down selection box. 

2. The Ship To set up on the blanket order displays as the selected Ship To in the 
drop-down selection list.  If an order is to ship to multiple locations, you can 
select the Ship To button to add the different shipping locations.  These 
locations will then be available to select from the Ship To drop-down list. 

3. For Qty, enter the quantity for which you are setting up a shipment for the item 
and Ship To on the blanket order. 

4. Enter the Request Date the customer is requesting delivery of the shipment on 
the blanket order and then select Save. This is the date that will be checked 
when you release blanket orders for shipment. For shipments that have a 
consistent ship day of the month or consistent quantity, you may find it easier 
to set the schedule by choosing the Batch button to open the Batch dialog box. 

5. Continue entering shipments until the total is distributed. When all scheduled 
shipments for the item are complete, select the Close button to exit. You can 
also select the Delete button to remove the currently selected shipment from the 
item list. 
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Shipments by Ship To Dialog Box 
Using this dialog box, you can view or set up schedules by Ship-To location for a 
blanket order.  The system displays the Ship-To location from the order as the 
default.  You can use this Ship-To or select a different location from the drop-down 
list.  Select the Request Date for which you want to view or change items on the 
schedule.  The first warehouse and item on the schedule for this Ship To displays 
in the Whse/Item drop down selection box as the default.  You can view shipments 
for this warehouse and item or select a different warehouse and item from the list.  
The total item quantity and distributed quantity for the selected warehouse and 
Ship-To location display below the item. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen.  The total quantity and distributed 
quantity must be equal in order to exit. 

Save Saves the current shipment in the item list. 

Ship To Accesses the Add Ship To dialog box, which is used to add 
a Ship To location for the current blanket order. 

Batch Accesses the Batch Schedules dialog box, which is used 
view or set up schedules that have consistent items 
quantities and ship dates. 

Delete Deletes the currently selected item shipment from the 
item list. 

Help Accesses online Help for this screen. 

Ship To The Ship To set up on the blanket order.  The system 
displays the selected Ship To in the drop-down list.  You 
can enter the quantity and date for this Ship To, or if you 
have other valid Ship To locations for this order, you can 
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Fields, Buttons, Checkboxes, & Icons 

select a different Ship To location for entering a quantity 
and request date. 

Request 
Date 

The date the customer requests delivery of the shipment 
on the blanket order. This is the date that the system 
checks when you release blanket orders for shipment. 

Whse/ 
Item 

The warehouse and item on the blanket order for which 
you are entering a scheduled shipment. All warehouses 
and items for the selected Ship To are request date that 
are on the blanket order are available from the drop-down 
list. 

Qty The quantity for which you are setting up a shipment for 
the item and Ship To on the blanket order. For the 
selected Ship To and warehouse and item, enter the 
quantity of the item to ship on the selected request date. 
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How to enter schedules by ship-to for blanket 
orders 
1. The Ship To location on the order displays as the default in the Ship To drop-

down selection box. You can use this Ship To or select a different location from 
the drop-down list. If an order is to ship to multiple locations, you can select the 
Ship To button to add the different shipping locations. These locations will then 
be available to select from the Ship To drop-down list. 

2. Enter the Request Date the customer is requesting delivery of the shipment and 
then select Save. This is the date that will be checked when you release blanket 
orders for shipment. For shipments that have a consistent ship day of the 
month or consistent quantity, you may find it easier to set the schedule by 
choosing the Batch button to open the Batch dialog box. 

3. The first warehouse and item on the schedule for this Ship To displays in the 
Whse/Item drop-down selection box as the default. The total item quantity and 
distributed quantity for the selected warehouse and Ship To location display 
below the item. You can view shipments for this warehouse and item or select a 
different warehouse and item from the list 

4. For Qty, enter the quantity of the item to ship on the selected request date for 
the selected Ship To and warehouse and item. 

5. When all scheduled shipments for the item are complete, select the Close button 
to exit. You can also select the Delete button to remove the currently selected 
shipment from the item list. 
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Add Ship To Dialog Box 
Using this dialog box, you can add a Ship To location for the current blanket order. 

Enter the Ship-To location to use for a schedule on the current blanket order.  
Then, enter the method of shipment for the Ship Via.  If the Ship Via has a route 
and stop set up, they display as the defaults. If not, the Route and Stop fields are 
not available.  Enter the Lead Time that it takes to process the order and ship it to 
the customer.  This lead time is taken into consideration when releasing the 
shipment to be sure it reaches the customer by the request date.  Select the OK 
button to exit and add the Ship-To location to the blanket order.  Select Cancel to 
exit without adding the Ship-To location to the blanket order. 

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Ship To The Ship To location that you want to add to the blanket order. 
This must be a valid Ship To location for the customer on the 
blanket order. 

Ship 
Via 

The ship via for the blanket order.  The system displays the 
existing ship via for the blanket order as the default. You can 
use this ship via for the Ship To location or enter a different Ship 
Via. 

Route The route for the Ship Via.  If the Ship Via has a route set up, 
the system displays the route as the default.  You can use this 
route or enter a different route. If the Ship Via does not have a 
route set up, this field is not available. 

Stop The stop for the Ship Via.  If the Ship Via has a route and a stop 
set up, the system displays the stop as the default.  You can use 
this stop or enter a different stop on the route. If the Ship Via 
does not have a route set up, this field is not available. 

Lead The number of days that it takes to process and ship an order to 
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Fields, Buttons, Checkboxes, & Icons 

Time the customer.  When you release blanket orders, this lead time 
is used in the calculation to determine when an order should be 
released to be received at the customer’s location by the 
request date.  The calculation for releasing orders based on 
matching a cutoff date is:  the Request Date minus the Lead 
Time (entered here) minus the Receipt Process Date on the PO 
minus the Highest Average Lead Time of all the items included 
for release. 
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Batch Shipments Dialog Box 
Using this dialog box, you can view or set up schedules that have consistent items 
quantities an ship dates. 

Select the Ship-To location on the blanket order for which you are entering a batch 
shipment schedule.  Select whether the schedule is to release shipments based on 
a day of the month or a specific number of days between shipments.  Enter the 
day or number of days, number of shipments, when the first shipment is to be 
released, the item for shipment, the per shipment quantity and the total item 
quantity on the order.  You can select the Ship To button to add shipping locations.  
These locations will then be available to select from the Ship To drop-down list.  
When the schedule is complete, select the Create button to create the shipments.  
When you are ready to exit, select the Close button.  When you return to the 
Schedule By Item or Schedule by Shipment dialog box, the number of shipments 
you created display in the item list. 

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Create Creates the shipments when the schedule is complete. 

Ship To Accesses the Add Ship To dialog box, which is used to add 
a Ship To location for the current blanket order. 

Help Accesses online Help for this screen. 

Post By In the Post By section of the form, indicate how the 
blanket order posts (be released as a sales order).  Select 
the Day of Month radio button to post on a specific day of 
the month or the Days Between Shipments radio button to 
post on a specific number of days between shipments.  
For example, if the customer requests receipt of the 
shipment on the 15th of each month, you would select 
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Fields, Buttons, Checkboxes, & Icons 
Day of Month.  If the customer requests receipt once a 
week, you would select Days Between Shipments. 

Ship To The Ship To set up on the blanket order.  The system 
displays the selected Ship To in the drop-down list.  If you 
have other valid Ship To locations for this order, you can 
select a different Ship To location. To add Ship To 
locations for the blanket order, select the Ship To button. 

Day If you chose to post on a specific day of the month, enter 
from 1 to 31 for the day. Entering 31 sets the schedule to 
post on the last day of the month no matter how many 
days are in each month. If you chose to post a specific 
number of days between shipments, enter the number of 
days between postings. For example, if the customer 
requests a weekly shipment, you would enter 7 days. If 
the customer requests receipt every other month, you 
would enter 60 days. 

# of  
Shipments 

The total number of shipments for the blanket order. A 
separate item schedule is create for the total number of 
shipments you enter. 

First 
Shipment 

The date of the first request for receipt by the customer. 
This will set the first shipment of the item on which the 
future shipments are scheduled. 

Item: The warehouse and item for which you are setting up a 
schedule displays as the default in the drop-down 
selection list. You can set up the batch shipments for this 
item or you can select from the drop-down list any of the 
other items that are currently set up on the schedule. 

Shipment 
Qty 

The per stocking unit of measure quantity of the item per 
shipment. For example, if the customer orders 120 of an 
item and wants to receive them over a one year period, 
you would enter 10 as the quantity per shipment. 

Total Qty The per stocking unit of measure total quantity of the 
item. For example, if the customer orders 10 of an item 
for a 6 month period, the total quantity of all batch 
shipments would be 60. 
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Blanket Order Print 
Using the Blanket Order Print program, you can print or reprint 1 or more blanket 
orders.  If you did not print your blanket order when you created it, use this 
program to print the blanket order now.   

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 Blanket Order Print:  Untitled dialog 
box. 

 

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, and Customer.    

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, Document, 
Salesperson, and Customer. 

Include Determines what information to print on the report.  This 
print program has no Include selections. 

Options Determines what information to print on the report and 
optionally update.  Available choices for Documents are:  
Print, and Reprint, and if you select Reprint , you can select the 
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Fields, Buttons, Checkboxes, & Icons 
Changes Only checkbox to reprint only prick ticket with 
changes to the header or line items.  Available choices for 
Print Bins section are:  Primary and Available.  Select Primary 
to print only the primary bins for each item on the pick ticket 
or Available to print all available bins for picking the item.  
Select Print Initial Alignment if you want the system to print an 
initial alignment to check the positioning of the forms in the 
printer.   

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. 

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 

Blanket Order Entry Header View  

Blanket Order Entry Items View  

Blanket Order Entry Footer View  

How to print or reprint blanket orders  

324 TakeStock SO 



Sales Orders  Blanket Order Sample 

Blanket Order Sample  
A typical blanket order is depicted below: 

 
| QA's Primary Test Co.                                                                       Blanket Order           
B00079       | 
| 1234 Peachtree Street                                                                                                       
| 
| Atlanta, Georgia  30348                                                                          PAGE                      
1     | 
|                                                                                                                             
| 
|                                                                                                  DATE             
06/24/1998     | 
|                                                                                                                             
| 
|         Amy's                                           lisa                                                                
| 
|         Amy's Kitchen                                   Lisa's test customer                                                
| 
|         212 Rue de la Food                              123 Main Street                                                     
| 
|         Suite 459                                       Suite 1234                                                          
| 
|                                                                                                                             
| 
+------------------+--------------+-------+-----------------+-----------------+-----------+-------+------------+----------- 
|  Customer PO#    |  Ship Date   | Slsp. |     Terms       |    Tax Code     |  Doc.#    |  WH   |  Freight   |     Ship 
Via      | 
+------------------+--------------+-------+-----------------+-----------------+-----------+-------+------------+----------- 
|                  |Blanket       |ANGIE  |1% 10, net 30    |GA               |B00079     |001    |Prepaid     |UPS           
| 
+------------------+-+------------+-------+-----------------+---------+-------+-----+----++-------+-------+----+----------- 
|Item                |Description                                     |  Quantity   | UM |     Price      |Per |    
Extension      | 
+--------------------+------------------------------------------------+-------------+----+----------------+----+----------- 
|testbom2             testbom 2 - description 1 exte                  |       5     |EA  |      32.10     |EA  |          
160.50   | 
|                     nded to the max of the descrip                  |             |    |                |    |              
| 
|                                                                     |             |    |               |    |              
| 
|bomlhp2              Lisa's second parent item                       |       5     |EA  |     499.95     |EA  |        
2,499.75   | 
|              Note:  test auto import note for                       |            |    |                |    |              
| 
|                     parent - bomlhp2                                |             |    |                |    |              
| 
|                     5:09 PM 01-08-1998                              |            |    |                |    |              
| 
|  Consisting of:                                                     |             |    |                |    |              
| 
|  I100                 Breaker                                      |       5     |EA  |                |    |              
| 
|  i101                 Test                                          |       5     |EA  |                |    |              
| 
|  I102                 1                                            |       5     |EA  |                |    |              
| 
|Estimated Additional Charges based on 1 Expected Shipments:          |             |    |                |    |              
| 
|                     Freight                                         |             |    |                |    |           
25.00   | 
|              Taxes:                                                 |             |    |                |    |              
| 
|                     Georgia State Tax                               |             |    |                |    |        
107.4100   | 
|                     Atlanta City Tax                                |             |    |                |    |        
192.0491   | 
|                     BuckHead Community Tax                          |             |    |                |    |         
58.5385   | 
|                     MARTA Tax                                       |             |    |                |    |         
52.3086   | 
|                                                                     |             |    |                |    |              
| 
|            Sold To: lisa                                            |             |    |                |    |              
| 
|                     Lisa's test customer                            |             |    |                |    |              
| 
|                     123 Main Street                                 |             |    |                |    |             
| 
|                     Suite 1234                                      |             |    |                |    |              
| 
| 
+-------------------------------------------------------------+-------+---------+---+----+-------+--------+----++---------- 
|                                                             |   MERCHANDISE   | ADD ON CHARGES |     TAX      |      
TOTAL       | 
|                                                             +-----------------+----------------+--------------+----------
--------+ 
|Thank you for your order!                                    |    2,660.25     |      25.00     |    410.31    |        
3,095.56  | 
+-------------------------------------------------------------+-----------------+----------------+--------------+----------
--------+ 
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How to print or reprint blanket orders 
1. Select the settings for the Sort By and Limit By options. 

2. In the Options box, select the information for printing the blanket orders.  Refer 
to the Form Contents section of the Blanket Order Print program for definitions 
to help in selecting Document and Print Bins options. 

3. Select Print Initial Alignment to have the system print an initial alignment to 
check positioning of the forms in the printer. A dialog box then opens that 
allows you to print another alignment, cancel printing, or continue with printing 
of the blanket orders. 

4. The information for printing blanket orders is complete.  You can: 

• Choose OK to save the current settings as a template. 

• Choose Setup if you need to change print settings dialog box. 

• 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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 Document Release 
Using this program, you can release blanket orders, future orders, and/or 
recurring orders based on a release date, print a report of the released 
documents, and optionally create sales orders for the released documents.  You 
can release recurring, blanket and future orders by line item (as opposed to by 
document), allowing the release date to be determined based on the request date 
and the average lead time of the item.  You also have the option of excluding from 
the on order quantity any future receipts when calculating whether a purchase 
order, warehouse transfer, or production ticket needs to be generated.  The 
system releases ship complete orders still release by document. 

 

When you release blanket orders, future orders, and/or recurring orders that 
contain shipping information for the optional Shipping InterLink, the system makes 
the shipping information available on the sales order. 

A future order is an order for an item that will be committed automatically based 
on the customer’s request date, the longest average lead time of all orders on the 
order, plus the number of days from order date to request date that is set in SO 
Control Maint.  A recurring invoice is an order, which is shipped periodically with 
the same or at least similar items and quantities, until a specific dollar amount, 
number of billings, or time period has been reached.  A blanket order is a 
document for a single customer, which is a commitment to purchase merchandise 
from you, possibly with multiple ship to addresses, shipment dates, and quantities 
as defined by the customer.   

Print/Reprint of Pick Tickets  
You can also print pick tickets from this program.  When you select the Print Pick 
Tickets checkbox, the system displays a dialog box allowing you to highlight the 
reprint and/or the print Pick Ticket template you want to use.  Whether the 
selected template(s) are intended for Print or Reprint will be based on the 
initiating program.   The pick tickets will print to whatever printer is set up on the 
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particular templates, respectively. The processing of the pick ticket template(s) 
will occur exactly as if you selected the particular template(s) from the Print Pick 
Ticket menu item, with the added exclusion that only those SO documents 
processed by the initiating program will be processed by the pick ticket 
template(s).  Note that this could result in no picks printing if the template is 
selected incorrectly.  For example, if you select a pick ticket template for SO 
Document Release (which is intended for Print), and that particular template’s 
setting for “Print/Reprint” is “ 

Reprint”, then no pick tickets will print.  In the case of the DSR, only 
“backordered” SO documents (i.e. those SO documents that still retain a 
committed OR backordered quantity after the DSR finishes processing) will print 
pick tickets. 

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 Document Release:  Untitled dialog 
box.   

The calculation for the release of future orders is based on request date minus 
longest average lead time for the item minus days to process receipts for 
shipment as set in SO Control Maint.   

Release Calculations 

The system uses the following calculations to determine which lines to release by 
document type. 

Blanket Orders:  Order Request Date - Order Shipment Lead Time – Item’s 
Average Lead Time - # Days to Process Rcpt < Cutoff Date on Document Release 

Future and Recurring Orders:  Line Request Date - Item’s Average Lead Time - 
Pick Ticket Print Lead Time < Cutoff Date on Document Release 

To determine if the quantities released should be committed, the system checks 
the available quantities of the item(s).  Available quantity is calculated as On Hand 
- Committed + On Order - Backordered.   

To determine the On Order quantity, the Document Release program uses the 
Exclude Future Receipts option on the template editor screen.  If the option 
Exclude Future Receipts is on, then the program excludes any purchase order, 
production ticket, and transfer ticket quantities that have a promised date, if it 
exists else a requested date, greater than or equal to today’s date plus the 
standard lead time of the item being reviewed for release.  If the Exclude Future 
Receipts option is off, then the program includes any purchase order, production 
ticket, and transfer ticket quantities without consideration of the promise or 
request dates of the documents. 

If there is sufficient available quantity of the item and the number of days until the 
requested date is less than the lead time, the system commits the quantity to the 
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order being released.  If the available quantity check fails, the system creates a 
suggested purchase order, suggested transfer ticket, or a production ticket as 
determined by the replenishing path for the item.  The applicable quantity is 
backordered and a stock reservation is established to the supplying document 
created.   

Screen Details 
The report prints based on your selections.  You cannot run an update from the 
Settings dialog box.  You must choose the OK button to save changes to a new or 
existing template, and then run the update from the Template-Saved Settings 
dialog box.  Choosing the Print button on this screen prints the report without 
saving your current selections.   

Direct Ship Kitted Components for Direct Ship Parent Items 

When you release a recurring or future order for kitted parent items that are direct 
shipped, the system optionally creates the direct ship purchase orders for all of the 
kitted components of the parent item.  If the components are from multiple 
vendors, multiple purchase orders are created.   

Special Ties  

Using this program, you can create special ties such as purchase orders, stock 
reservations or transfers for the documents being released.  

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the 
same cost onto one line on the purchase order.  If the sales order has 2 or more 
like items that have different costs, then the system creates a separate line for 
each item with it’s appropriate cost when the PO is generated. Since this also 
functions at the component level, this is particularly handy for combining 
components that are shared across multiple parent items on a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

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 
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Fields, Buttons, Checkboxes, & Icons 
available options.  The available Sort By option is Document.   

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Warehouse and 
Document.   

Include Determines what information to print on the report.  Available 
choices for the items are:  Description 1 and Description 2.   

Options Determines what information to print on the report and 
optionally update.  Available choices for Release for are:  
Future Orders, Recurring Documents, and Blanket Orders.  
Select Future Orders to release based on request date minus 
longest average lead time for the item minus days to process 
receipts for shipment, select Recurring Documents to release 
based on the request date before or equal to the Cutoff Date 
entered, and Blanket Orders to release based on request date 
minus the number of shipment days required minus longest 
average lead time for the item minus days to process receipts 
for shipment.   
 
Exclude Future Receipts indicates you want the program to 
exclude any purchase order, production ticket, and transfer 
ticket quantities that have a promised date, if it exists else a 
requested date, greater than or equal to today’s date plus the 
standard lead time of the item being reviewed for release.   
 
Create Special Ties indicates you want the program to create 
special ties such as purchase orders, stock reservations or 
transfers for the documents being released.  

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.   

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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Fields, Buttons, Checkboxes, & Icons 

Cutoff 
Date 

The date through which you want to release documents.  The 
system releases only the documents with a request date that 
is earlier or the same as the date you enter those tickets with 
an expected date that is earlier or the same as the date you 
enter.   

See Also 

How to release orders and print the document release report  
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Manual Schedule Release Dialog Box 
Using this dialog box, you can manually release items on a blanket order for 
shipment. 

 

 Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen.  The total quantity and distributed quantity 
must be equal in order to exit. 

Release Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Release  
By 

Determines the method for releasing the items from the 
blanket orders.  Select Request Date to enter or select the 
cutoff date through which you want to release items on the 
current blanket order. All request dates on the current 
document are available from the selection list.  Select Ship To 
by Request Date to enter both the request date and Ship To on 
the current blanket order for release of shipment. 

Request 
Date 

The request date of the items to release.  All requests dates 
on the current blanket order are available for selection from 
the drop-down select list. 

Ship To The Ship To set up on the blanket order.  The system displays 
the selected Ship To in the drop-down list.  If you have other 
valid Ship To locations for this order, you can select a 
different Ship To location 
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How to manually release items on a blanket order 
for shipment 
1. Select the option to Release By:   

• Request Date: Release items in order by their request date. 

• Ship To by Request Date: Release items in order by Ship To and then request 
date within the Ship To. 

2. Select the Request Date for which to release items. 

3. If Ship To by Request Date was chosen as the Release By, select the Ship To for 
which to release items. 

4. From the item list, select the Item to release for shipment and then select the 
Release button.  The item is converted to a sales order and a dialog box opens 
to display the number of the sales order that was created. 
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Blanket Order Removal 
Using this program, you can remove past blanket orders that have been 
completely released.  Note that this program is an update program only; it does 
not produce a printed report. 

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 Blanket Order Removal:  Untitled 
dialog box. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

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

Include Determines what information to print on the 
report.  This print program has no Include 
selections. 

Options Determines what information to print on the 
report and optionally update.  Available choices 
for Documents are:  Remove Past Blanket Orders 
with Open Orders/Invoices, and Run in Background.  
Select Remove Past Blanket Orders with Open 
Orders/Invoices to remove past blanket orders 
even though there is still an open order or an 
open invoice for the blanket order or Run in 
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Fields, Buttons, Checkboxes, & Icons 
Background to run the update in the background 
while you continue working in the foreground.   

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. 

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. 

Cutoff 
Date 

The date through which you want to remove 
blanket orders.  The system prints only those 
blanket orders with a release date that is earlier 
or the same as the date you enter. 

See Also 

How to remove past blanket orders that have been completely released  
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How to remove past blanket orders that have 
been completely released 

 

1. Select settings for Limit By. 

2. In the Options box, select the information for removing the blanket orders.  
Refer to the Form Contents section of the Blanket Order Removal program for 
field and checkbox definitions. 

3. The information for printing blanket orders is complete.  You can: 

• Choose OK to save the current settings as a template. 

• Choose Setup if you need to change print settings dialog box. 

• 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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5 Invoices 
 

Invoices Introduction  
Use the Invoices menu to confirm the items shipped on sales orders, and to enter 
direct invoices, credit memos, counter sales, and miscellaneous invoices.  You can 
also print invoice documents; print the Daily Sales Register; and run the Route 
Release Update, and Post Invoices to SA programs. 

Chapter Contents  
Invoices Introduction 337 

Invoices Menu Options ................................................................................ 341 
Confirmation Entry....................................................................................... 349 
How to Confirm Sales Orders (overview) .................................................... 357 
Confirmation Entry Header view.................................................................. 359 
Shipment Selection...................................................................................... 361 
Confirmation Options................................................................................... 362 
Confirm Line Options................................................................................... 364 
How to enter Confirmation Entry Header information ................................. 365 
Confirmation Entry Items view..................................................................... 367 
How to enter Confirmation Entry Items information..................................... 373 
Confirmation Entry Footer view ................................................................... 375 

Screen Details....................................................................................... 375 
How to enter Confirmation Entry Footer information................................... 380 
Direct Invoice Entry ..................................................................................... 383 
How to enter Direct Invoices (overview)...................................................... 390 
Direct Invoice Entry Header view ................................................................ 391 
How to enter Direct Invoice Entry Header information ................................ 395 
Direct Invoice Entry Items view ................................................................... 398 
How to enter Direct Invoice Entry Items information ................................... 405 
Direct Invoice Entry Footer view.................................................................. 408 

Screen Details....................................................................................... 408 
How to enter Direct Invoice Entry footer information................................... 412 
Print Invoice Dialog Box .............................................................................. 414 
Credit Memo Entry....................................................................................... 417 
How to enter Credit Memos (overview) ....................................................... 423 
Credit Memo Entry Header view.................................................................. 424 
How to enter Credit Memo Header information........................................... 428 
Credit Memo Entry Items view..................................................................... 431 
How to enter Credit Memo Items information.............................................. 438 
Credit Memo Entry Footer view................................................................... 441 

Screen Details....................................................................................... 441 
How to enter Credit Memo footer information ............................................. 445 
Credit Options Dialog Box ........................................................................... 447 
Print Credit Memo Dialog Box ..................................................................... 449 
Miscellaneous Invoice Entry ........................................................................ 451 
How to enter Miscellaneous Invoices (overview) ........................................ 453 
Miscellaneous Invoice Entry Header view................................................... 454 
How to enter Miscellaneous Invoice header information............................. 457 

TakeStock SO  337 



Chapter Contents Invoices 

Miscellaneous Invoice Entry Footer view .................................................... 460 
Screen Details....................................................................................... 460 

How to enter Miscellaneous Invoice footer information............................... 464 
Invoice/Credit Memo Print ........................................................................... 466 
Invoice/Credit Memo Print Hints and Examples .......................................... 471 
Invoice Sample ............................................................................................ 472 
Credit Memo Sample................................................................................... 473 
How to print Invoices and Credit Memos..................................................... 474 
Counter Sale Entry ...................................................................................... 476 
How to enter Counter Sales (overview)....................................................... 481 
Counter Sales Entry Header view ............................................................... 482 
How to enter Counter Sales Header information......................................... 485 
Counter Sales Entry Items view .................................................................. 488 

Terms Discounts for SO Document Line Items .................................... 488 
How to enter Counter Sales item information.............................................. 494 
Counter Sales Entry Footer view................................................................. 497 

Screen Details....................................................................................... 497 
How to enter Counter Sales Footer information.......................................... 501 
Print Counter Sale Dialog Box..................................................................... 503 
Counter Sale Print ....................................................................................... 504 
How to print Counter Sales.......................................................................... 507 
Route Release Update ................................................................................ 509 
How to run the Route Release Update........................................................ 511 
Daily Sales Register .................................................................................... 513 
Daily Sales Register Hints and Examples ................................................... 521 
Daily Sales Register .................................................................................... 523 
How to print the Daily Sales Register.......................................................... 524 
GL Distribution for the Daily Sales Register ................................................ 526 
Post Invoices to SA ..................................................................................... 530 
How to Post Invoices to SA ......................................................................... 532 
MR Document Print ..................................................................................... 533 
How to print Manufacturing Representative (MR) documents .................... 536 
Sales Order Document Import..................................................................... 539 
How to use the Sales Order Document Import program ............................. 543 
Sales Order Document Import File Selection Dialog Box ........................... 544 
Sales Order Document Import..................................................................... 545 
Post Bookings to SA.................................................................................... 546 

........................................................................ 547 How to Post Bookings to SA
    

338 TakeStock SO  



Invoices  Chapter Contents 

Options on the Invoices menu include: 

Confirmation 
Entry  

Confirm the items that have been shipped 
and the items that have been backordered 
for a sales order.   

Direct Invoice 
Entry  

Enter a direct invoice for an order that 
does not require a pick ticket, or view or 
edit an existing direct invoice or confirmed 
invoice.   

Credit Memo 
Entry  

Enter, change, or delete a credit memo for 
a customer.  Credit memos record the 
return of merchandise or a credit allowance 
against a customer account.   

Miscellaneous 
Invoice Entry  

Enter a miscellaneous invoice that contains 
no line item detail.  This function allows 
the entry of add-on charges and taxes.   

Invoice/Credit 
Memo Print  

Print one or more invoices and credit 
memos that are not yet printed, or to 
reprint one or more invoices and credit 
memos that have already printed.   

Counter Sale 
Entry  

Enter a counter sale (similar to a point-of-
sale) for a walk-in customer who takes the 
merchandise with him.  You can print an 
invoice for the customer to take as a sales 
receipt.   

Counter Sale 
Print  

Print or reprint one or more counter sale 
invoices.   

Route Release 
Update  

Release invoices that include a route for 
processing by the Daily Sales Register.  
This update is necessary only if you select 
the Use Routes option in SO Control 
Maint.—Options view.   

Daily Sales 
Register  

Print a sales register of all invoices, 
miscellaneous invoices, direct invoices, 
credit memos, deposits and counter sales.  
An optional GL Distribution prints showing 
postings to General Ledger.  The update 
posts the open invoices and credit 
documents to the customer accounts in 
Accounts Receivable.   

Post Invoices to 
SA  

Post un-posted invoices that were updated 
by the Daily Sales Register to the Sales 
Analysis history tables.   

MR Document The MR Document Print program allows 

TakeStock SO  339 



Chapter Contents Invoices 

Print  you to print the MR order for purposes of 
reporting the sale to the vendor or to be 
used as a historical record of a MR sale.   

Sales Order 
Document 
Import 

The Sale Order Document Import program 
provides a way to import various sales 
order documents directly into the 
TakeStock system.   

Counter Sale 
Import 

Import the counter sale ASCII flat file and 
perform automatic corrections for certain 
fields including those set by the trading 
partner. 

See Also 

Invoices How Tos  
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Invoices Menu Options 
This section presets the standard menu options that are available from Invoices 
programs.  Refer to the menu section of a program for specific menu options. 

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 
Confirmation 

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

Convert Quote  Converts the current quote to a sales 
order.  This option is available only at the 
Footer screen for a quote.  Once 
converted, the quote cannot be converted 
again unless you add new line items on 
the quote.  You can then convert the new 
line items to a new sales order. 

Import Quote Imports an existing quote into the current 
quote.  This option is available only in the 
Item window and at the buttons for the 
item list.  When a new customers accept a 
quote, you will enter a record for the 
customer in TakeStock.  Then, enter a 
new quote with the customer’s record 
number and import the old quote to enter 
the line items and add-ons you quoted to 
the customer.  You may then convert the 
quote to a sales order. 

Exit Exits the current program. 
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Inquiry 

Menu 
Selection 

Function 

Customer 
Inquiry 

Opens the Customer Inquiry to display 
customer information. 

Item Inquiry Opens the Item Inquiry to display item 
information. 

Quotes by Item 
Inquiry 

Displays a list of the quotes on which an 
item displays. 

Item 
Interchange 
Inquiry 

Displays a list of interchange number for 
the current item. 

Substitute 
Items 

Displays a list of the substitute items for 
the current item, and optionally select to 
use one of the available substitutes. 

BOM Item 
Inquiry-Actual 

For the selected BOM already added on a 
sales document, displays actual 
component items, order quantities, 
shipped quantities and backordered 
quantities. This inquiry is available only 
after entering and saving a parent item. 

Past Sale - Item  Accesses the Past Sales by Item dialog 
box, which displays a list of past invoices 
on which the current item displays. 

Past Sales - 
Customer 

Accesses the Past Sales by Customer 
dialog box, which displays a list of past 
sales for a customer and a specific item. 

Document 
Overview 
Inquiry 

Displays an overview of the line items on 
the current document. 

SO Document 
Inquiry 

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

PO Document 
Inquiry 

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

Menu 
Selection 

Function 

Lookup Opens the Lookup for a detail field. 

Document 
Quicksearch 

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

Customer 
QuickSearch 

Opens the Customer QuickSearch to 
quickly locate a customer.  The 
QuickSearch will help you to find a 
customer 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 
will help 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 

Function 

Customer Opens the Notes Manager for the current 
customer. 

Ship To Opens the Notes Manager for the current 
Ship To customer. 

Warehouse Opens the Notes Manager for the current 
warehouse. 

Item Opens the Notes Manager for the current 
item. 

Document 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. 

Detail Line Opens the Notes Manager for the current 
detail line item. 

Import 
Customer  

Opens the Import Customer Notes dialog 
box for the current customer.  Use this 
dialog box to import customer notes to 
this parent item 

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

Menu 
Selection 

Function 

Maintain Maintains records for the available fields 
on this screen. 

Lost Sales Opens the Lost Sales dialog box to record 
lost sales for printing on the Lost Sales 
Report. 

Document 
Options 

Opens the Document Options dialog box 
to change the target GM % for a 
document, change the ship complete 
options, or to set up a document as a 
direct ship only. 

Commissions Opens the Commissions dialog box to 
enter split commissions for a detail line 
item. 

Gross Margin 
Calc 

Opens the Gross Margin Calculation dialog 
box to calculate new item prices based on 
a target dollar amount or gross margin 
percentage. 

Aggregate 
Discounts 

Opens the Aggregate Discounts dialog box 
to apply aggregate discounts to the items 
on a sales document. 

Custom Fields-
Header 

Opens the Custom Fields - Header dialog 
box to enter custom fields for the header 
information. 

Custom Fields 
Detail 

Opens the Custom Fields- Detail dialog 
box to enter custom fields for the detail 
line item information. 

Schedules By 
Ship To 

Opens the Schedules by Ship To dialog 
box for entering blanket order schedules 
for a customer. 

Schedules By 
Item 

Open the Schedules by Item dialog box 
for entering blanket order schedules for a 
customer.  This is an alternate way to set 
up blanket item schedules for a blanket  
order. 

Schedule 
Inquiry 

Opens the Schedule Inquiry to display the 
blanket schedules set up for a company. 

Manual Manually releases a blanket order as an 
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Menu 
Selection 

Function 

Shipment 
Release 

open sales order. 

Credit Card 
Authorization 

Opens the Credit Card Information dialog 
box, which is used to display credit card 
transaction details. 

Activity 

Menu 
Selection 

Function 

Quote Changes to the Quote Entry program. 

Sales Order Changes to the Sales Order Entry 
program. 

Confirmation Changes to the Confirmation Entry 
program. 

Direct Invoice Changes to the Direct Invoice Entry 
program. 

Credit Memo Changes to the Credit Memo Entry 
program. 

Counter Sale Changes to the Counter Sale Entry 
program. 

Recurring 
Document 

Changes to the Recurring Document Entry 
program. 

Future Order Changes to the Future Order Entry 
program. 

Blanket Order Changes to the Blanket Order Entry 
program. 

Misc. Inv. Changes to the Miscellaneous Invoice 
Entry program. 
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Global  

Menu 
Selection 

Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used 
programs. 

Jump Accesses the Program Locator dialog box, 
which allows you to move to other 
TakeStock modules and programs.  
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Help 

Menu 
Selection 

Function 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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. 
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Confirmation Entry 
Use Confirmation Entry to confirm, or invoice, orders entered through Sales Order 
Entry.  When the order is shipped and ready to be billed, you can confirm it as an 
invoice.  In Confirmation Entry, you enter the order number and the system 
displays the order in its entirely.  If multiple warehouses are on the order, you 
have the option of which warehouses to confirm.  You specify what action to take 
with the committed quantities on the order (backorder, confirm shipment, etc.  ).  
You can enter or change Add On charges during Confirmation Entry.  Once you 
confirm the order, it is an invoice and you can correct it through Direct Invoice 
Entry.  You can print invoices during confirmation or through Invoice/Credit Memo 
Print.   

Confirmation Entry includes three views: 

Confirmation Entry Header view  

Confirmation Entry Items view  

Confirmation Entry Footer view  

Print Security Functionality  

Note that separate print security functionality exists for Confirmation Entry and 
the Invoice/Credit Memo Print program.  This setting allows users to print invoices 
from the Footer screen of Confirmation Entry without allowing print access from 
the Invoice/Credit Memo Print program.  In SM --> Security --> Security Review 
double click the Sales Order Entry program then set the Functions option to 
Invoice Credit Memo Print and add valid user groups. 

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 
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Returns Document Processing 

When you generate a Customer Return document via the Document Options dialog 
box in SO Entry, the system has a record that the merchandise is supposed to 
come back from the customer for return. When the merchandise does arrive, you 
have a document (the CR) to verify that the return is authorized. You can then 
confirm the existing Return document to indicate that the merchandise has 
actually arrived.  

You have the capability to change the reason code during confirmation.  At 
confirmation, the system updates the inventory on-hand quantity with the return 
quantity on the negative sales order.  When you confirm an item with a negative 
quantity, the system automatically displays the Returns Code dialog box so you 
can enter (or modify) a returns code for the item. 

This Returns document functions as a negative sales order in that no on hand 
quantities are updated when it is entered. The quantity being returned goes in the 
On Order bucket for each item that has a Return type Reason Code. Enter a 
Reason Code for each line item. This Return document is not limited to negative 
line items only.  Positive line item quantities can now be added on a Return type 
Sales Order.  For the Return Document, you can print a negative Pick Ticket with 
the RMA# printed in the header area.  

Manufacturing Representative Documents  

At confirmation, you have the option to print the MR document regardless of 
whether or not the document is direct or warehouse ship.  If the document was 
previously printed (during SO entry), the user will have the option to print the MR 
document again. 

At any time, you can choose to go into the MR Document Print program and print 
or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the DSR. 

At confirmation, you have the option to print the MR document regardless of 
whether or not the document is direct or warehouse ship.  If the document was 
previously printed (during SO entry), the user will have the option to print the MR 
document again. 

At any time, you can choose to go into the MR Document Print program and print 
or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the DSR. 

Enhanced Order Booking Feature  

The Order Booking feature is a way to analyze sales that have been booked 
through TakeStock, both as current documents as well as past documents is also 
required.  This Order Booking Item Analysis Report provides a way to have an 
expansive “picture of order bookings. 

The Order Booking system stores SO booking information in unique booking 
records.  The new feature utilizes new Order booking tables and new Booking 
temporary tables, both broken down by header and line records. Order booking 
records store pertinent information that includes: 
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Header fields Line fields 

Company Number 
(Internal) 

Company Number 
(Internal) 

Document Number Document Number 

Customer Line Number 

Ship To Line Sequence 

Primary Salesperson Shipping Warehouse 

Department Item Number 

Initiating Warehouse Order Quantity 

Branch Costing Unit Of Measure 

Ship Via Selling Unit Of Measure 

Sales Shipment Type Cost Extension 

Order Date Sales Price Extension 

Requested Date Relevant UM Conversion 
Fields 

Order Amount  

System Date  

Time Of Order  

User  

Detail Bookings Data Capture/Flow 

When you enter a new sales order, counter sale, direct invoice, or credit memo, 
the system records the relevant header and line information (see above fields) in 
the new Order Booking tables.   

Any edit to document lines that causes quantities, dollar amounts or the costs of 
the document to change (e.g. quantity, cost, price) are tracked by the new Order 
Booking system.  Edits that are entered through any of the above entry modes or 
through Confirmation entry, cause the system to record the Net difference 
(between the original amount and the new amount) in the Order booking table.     
For example, if the original order is for 10 items and the user changes the line to 
12 items, the system records the difference, 2, and stores it in the new table.  If 
the user deletes the line altogether, the Net difference is –10 and it is recorded in 
the table.   

Any edit to relevant header or line text fields; e.g. Salesperson, Ship to; causes 
the system to “negate the original value and add the new value to the Order 
booking table.  For example, if the original order is for Primary Salesperson 001 
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and the user changes the Salesperson to 002, the system negates the 001 and 
adds 002. 

Recalculating Rebate Costs at Confirmation 

If you want the system to recalculate rebate cost at sales order confirmation, 
select the Recalculate Rebate cost at confirmation checkbox on the SO Lines View 
of the SO Control Maintenance program.  This option allows you to adjust the 
rebate amount when changes occur in the system, such as an increase in the 
average cost of an item. 

Vendor Rebate Processing 

To initiate the Point of Sale Vendor Rebates Tracking Vendor system, you must 
establish a rebate in the system for each vendor rebate agreement. The system 
stores each rebate by a combination of Rebate Vendor and rebate number and 
warehouse code, rebate costs, and optionally rebate prices for the agreement.  

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
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you have rebate viewing authorization, you can also view and the rebate cost and 
rebate number that are pulled in the SO document through the line item detail 
screen.  

Value Added Tax (VAT) Handling 

To support the United Kingdom’s Value Added Tax (VAT) handling, the system 
bases all tax calculations on totals for each item tax class.   

The changes made to the tax calculation routines changed functionality in the 
Sales Order module as listed below: 

• If a customer is tax exempt then TakeStock treats all inventory sold to that 
customer as tax exempt, regardless of each item's designated Item Tax 
Class (VAT code). 

• If the Sales Order includes multiple inventory items with different item tax 
classes, the Sales Order shows the total tax for each item tax class.  You 
can review sales order detailed tax information by selecting the Tax button 
on the Footer screen to access the Document Sales Tax dialog box.  

• The SO Confirmation Entry and Direct Invoice Entry programs now 
accumulate a taxable amount for each of the item tax classes listed on the 
order. This amount is based on the extended value of all invoice lines for 
each item tax class.  For European based systems, this taxable amount 
may be reduced by the terms discount (settlement amount). 

• The tax value is accumulated and added to the total net goods figure for a 
total invoice amount payable. 

Selling Inventory in Containers 

The system allows you to sell containerized items easily.  You can also track a 
history of the sold container (and serial number where applicable). The system 
also allows you to require the customer pay a deposit amount for the container. 

The system also provides an easy way to maintain information regarding the 
testing and certification of the containers; both for a safety perspective and for 
possible inspections from various governing agencies. 

You have the option to specify container types and numbers in Sales Order Entry, 
if this option was allowed in SO Control Maintenance. You must indicate container 
types and numbers to complete Confirmation Entry. When specifying containers, 
you have the option to override whether the container is returnable. GL postings 
and container pricing differ according to whether the returnable option is selected. 

If you do not specify a container number in Sales Order Entry, then you can 
indicate the container type in item notes. This prints on the pick ticket, and 
container allocation is performed during Confirmation Entry. 

Container selection optionally may be limited by several controls.  Warehouse Item 
Container Maintenance can be used for either the container item or the 
containerized item so that only valid combinations are allowed.  

TakeStock SO  353 



Confirmation Entry Invoices 

Confirmation Entry updates item records for both the container item and the 
containerized item. Treatment for the container item depends on whether it was 
marked returnable. If so, its value is adjusted into another GL asset account 
instead of cost of sales, and it uses container deposit pricing. If the container is 
not returnable, then its value will leave inventory and post to cost of sales, and 
normal pricing logic applies. Appropriate quantity adjustments are made to both 
items. The container table and container transaction table records are updated. 

The Daily Sales Register posts to the appropriate GL accounts for container 
deposits and container inventory to/from customers. 

Deposits 

Returnable containers can be set up to charge deposits.  The deposit amount is 
based the default deposit amount in the container type record, and optionally the 
container deposit pricing records that apply, if any.  Container deposit pricing can 
be setup by customer, by item within the container (meaning the containerized 
item), by container type.  You can define the GL code for the deposit amount in 
Container Type Maintenance and be able to credit the customer for this deposit, 
clearing the amount from the customer’s AR account (if invoiced) and the GL 
account.  

Entering returns of containers 

When a customer returns the returnable container, a credit memo is entered for 
the returned container.  The credit amount is the refundable deposit amount from 
the previous container transaction. This deposit can be adjusted by using standard 
add ons. For example, you can assess a demurrage for any containers returned 
after a period of time.  

When performing Credit Memo Entry for container items, the system asks if the 
container was marked as returnable or sold on the original invoice. Either will 
adjust the container item back into inventory, and the container record will have a 
status of Empty/ Uncertified. GL postings vary based upon whether the container 
was returnable or sold. Credits for returnable containers post out of the GL asset 
account for container inventory at customers, into the appropriate GL account for 
inventory. Credits for sold containers perform the normal GL postings to inventory 
and cost of sales. Both types update the container and container transaction 
tables. 

Stock Reservations Processing for Containers  

You can reserve a containerized item through stock reservations to a customer, 
using standard TakeStock stock reservations. Stock reservations apply to the item 
in the container, but not the container itself. 

e-wms Processing  

For warehouses that are e-wms e-enabled, the Confirmation Entry program is 
disabled.  For warehouses that are e-wms e-enabled, the Confirmation Entry 
program is disabled.  Confirmation Entry displays only line items for warehouses 
that are not e-wms enabled for documents that have multiple warehouse line 
items.  Refer to the e-wms Users Guide for additional processing and program 
details about the e-wms feature. 
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e-wms--Shipping Integration Notes: 

If your system includes the ClipperShip and e-wms integrations, for e-wms 
warehouses and Sales Orders are e-wms enabled, the e-wms SO Confirmation 
routine creates the records necessary for ClipperShip and updates the freight 
amount for documents using the information returned from ClipperShip. 

During the e-wms SO Confirmation routine, the system checks the ship via being 
used for each document. If the ship via requires shipping, the SO Control 
Maintenance Freight Import from Shipping InterLink setting is not set to never, 
and the SO Control flag is set to ship during confirmation, the first time a 
document is processed the system calculates the number of packages and creates 
a shipping record for the document. The document number used for the shipping 
record is the e-wms document number for the document. The system then 
reprocesses the document, during the normal cycle time of the update process. 
The shipping record is updated by the shipping system when you enter the 
document number for the document and the shipping information in ClipperShip. 
Once the shipping record is updated by the shipping system and the number of 
packages calculated equal the number of packages in the shipping record, the 
system updates the document with the shipping information and processed 
through the confirmation process. If the default freight addon exists on the 
document the charge is replaced with the shipping costs from the shipping record. 
If the default addon for freight does not exist and Freight code for the order is a 
Prepaid and Add type (as set in SM Freight Maintenance), the system includes 
addon and includes the charge in the shipping costs.  

If you enter shipping charges in the e-wms system and send them back in the 
receive record, the system does not initiate the ClipperShip system for the 
document but uses the shipping charges from the e-wms system, sends a 
TakeStock notepad note to the e-wms User-to-notify set in the warehouse record 
and creates a warning message for the document.  

If the SO Control Maintenance Ship During Confirmation flag is not set to ship 
during confirmation, the shipping record already exists and once updated through 
the shipping system, the document is processed through the confirmation process. 

 

Stock Reservations Processing for Containers  

You can reserve a containerized item through stock reservations to a customer, 
using standard TakeStock stock reservations. Stock reservations apply to the item 
in the container, but not the container itself. 

Override Cost Processing  

If you override GL cost for the item, the system uses the override cost as the cost 
of goods sold and removes inventory costs from the item’s inventory account 
using the standard inventory costing method.  Any cost difference posts to the 
cost of sales override variance account. 

For Example:  
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If you create a new item with manual cost of $7.00/EA and receive one unit into 
inventory. The Receipts Register update posts $7.00 to the GL inventory account. 
Now if you sell (and confirm) this item to a customer, but you override the GL 
amount for the item to a cost of $8.00/EA, the system removes $7.00 out of the 
item’s inventory account, posts $8.00 to cost of sales, and posts $1.00 to the cost 
of sales override variance account. The Cost of Sales Override Variance account is 
located in SO Control Maintenance--GL II view.  

Resizing the Screen 

You can resize the screen for programs in the Sales 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. 

See Also 

How to Confirm Sales Orders (overview)  
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How to Confirm Sales Orders (overview) 
The following are guidelines for confirming sales orders: 

1. On the Confirmation Entry Header view, enter the number of the sales order to 
confirm.  The Confirmation Options dialog box opens for choosing confirmation 
options.  The Ship Date you enter for the Confirmation Options updates the Ship 
Date on the invoice header.   

2. If any items require a serial, lot or bin number, the appropriate dialog box 
opens for allocating the item quantities as that item is being confirmed.   

3. When the confirmation options are complete, you proceed to the Confirmation 
Entry Items view to edit and confirm the shipped and backordered quantities.  
To change any information on the Header, select the Header button from the 
Items screen.   

4. Review or edit the items that are shipped and backordered for the sales order 
that you are confirming.   

5. If you step through lines, the system adds the confirmed line to the item list 
when you choose to confirm it.  If you do not step through, the system adds 
lines to the item list as they are confirmed.   

6. When the confirmation of all lines is complete, you can add, edit, insert or 
delete selected lines on the confirmed order.  If you are using LIFO or FIFO 
costing, the cost of the confirmed items are from the current cost layer at the 
time you confirm the item.   

7. When the confirmed items are complete, choose the Footer button to complete 
the confirmation.  To change any of the information on the Header, choose the 
Header button.   

8. On the Confirmation Entry Footer view, review or enter any add-on charges, 
deposits, taxes (You can modify the tax class.), shipping system information, 
credit card information, or shipping warehouse information for the confirmed 
sales order.  The system displays the total of all information on the document.  
Using the optional Shipping InterLink, you can access the Clippership shipping 
system from this screen depending on your settings in SO Control Maintenance.  
If the Credit Card InterLink is available on your system, you can authorize credit 
card transactions.  

9. The sales order number and customer number and name display at the top of 
the screen.  For only one shipping warehouse, any add-ons and their default 
amount or percentage for the sales order display in the Add On section of the 
screen.  You can use the add-on defaults and their values, or you can enter the 
amount or percentage for any of these fields.  For multiple shipping 
warehouses, the screen displays the total add-ons for all warehouses.  The Ship 
Wh button opens the Add Ons by Warehouse dialog box so you can review or 
change the Add On charges for each individual warehouse on the sales order 
being confirmed.   

10. The More button opens the Add On Selections dialog box for changing the add-
ons for the current sales order.  The Taxes button opens the Document Sales 
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Tax dialog box for changing the Tax Class assigned to the sales order.  The 
Deposit button is available to enter a deposit against the sales order.  The Credit 
Card button is available to authorize credit card processing information if the 
Credit Card InterLink is available on your system.  The Shipping button is 
available to import the Clippership freight charges, number of packages, and 
shipping weight shipping information to TakeStock.  The system displays this 
button only if you set the Ship During Confirmation option in SO Control 
Maintenance to Always or Only on COD. 

11. When all Footer information is complete, choose the Done button to end the 
sales order.  The Print Invoice dialog box opens so you can print the invoice, 
change printer options, or cancel.  When you choose OK, the system saves the 
invoice and returns to the Header screen, where you can enter or confirm 
another sales document or exit.   

See Also 

Confirmation Entry Header view  

Confirmation Entry Items view  

Confirmation Entry Footer view  

358 TakeStock SO  



Invoices  Confirmation Entry Header view 

Confirmation Entry Header view 
Use the Header view to enter the number of the sales order to confirm and to 
indicate if the sales order has multiple shipping warehouses.  If any items require 
a serial, lot or bin number, the appropriate dialog box opens for allocating the item 
quantities as the item is confirmed.   

In Confirmation Entry, the system posts stock usage to the period that coincides 
with the original Ship Date of the invoice.  If you modify the ship date to different 
period, the system does not update the stock usage for the new period. 

 

 

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. 

Temp Accesses the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have 
not yet added to TakeStock.   

Items Accesses the Items view of the Confirmation Entry screen.   

Sales Order 
Number 

The order number you are confirming.   

Menus 

File Find Inquiry Notes Additional Activity Global Help 
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See Also 

How to Confirm Sales Orders (overview)  

How to enter Confirmation Entry Header information  

Confirmation Entry Items view  

Confirmation Entry Footer view  
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Shipment Selection 
Use this screen to select the warehouses for which to confirm line items on the 
sales order.  If the initiating warehouse in Warehouse Maint. is set to consolidate 
invoices, you can select multiple warehouses for which to confirm the order.  
Otherwise, select to confirm only one warehouse at a time.   

 
From the warehouse list, select the warehouse(s) for which you want to confirm 
the shipment of items.  Choose the OK button.  The Confirmation Options dialog 
box displays so that you can choose the options for confirming the order.   

See Also 

How to Confirm Sales Orders (overview)  

How to enter Confirmation Entry Header information  
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Confirmation Options 
Use this screen to select the options for confirming the order.   

In confirmation, the system posts stock usage to the period that coincides with the 
original ship date of the invoice.  If you modify the ship date to different period, 
the system does not update the stock usage for the new period. 

 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Assume shipment of all committed 
quantities  

The system updates all line 
items for all warehouses as 
shipped.  When complete, you 
can edit the line items.   

Assume Shipment of available; 
backorder remaining item 

The system updates all line 
items as committed based on 
the item’s available quantity, 
and places any unavailable 
quantities on backorder.   

Do not assume shipment; backorder 
committed quantities 

The system backorders all 
committed item quantities and 
does not update any item 
quantities as shipped.   

Do not assume shipment; leave 
quantities committed.   

The system leaves all item 
quantities committed and does 
not update any item quantities 
as shipped.   

Step Through Line Items The system steps through the 
line items on the order so you 
can verify, edit or confirm each 
item individually.   

Ship Date Enter the date the order ships.   
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See Also 

How to Confirm Sales Orders (overview)  

How to enter Confirmation Entry Header information  
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Confirm Line Options 
Use this screen to select how to commit item quantities for the current line item.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship all committed if 
available else 
backorder all  

Confirm the committed quantity of the item if there 
is a sufficient available quantity in the shipping 
warehouse.  If not, backorder the entire ordered 
quantity.   

Ship committed up to 
avail, backorder rest  

Confirm the committed quantity of the item up to 
the amount of the item’s available quantity.  Place 
any unavailable item quantities on backorder.   

Do not ship, backorder 
the line 

Place the entire ordered quantity of the item on 
backorder.  Do not commit any quantities of the 
item.   

Do not ship, leave 
committed  

Leave the committed quantity of the item 
untouched.  Do not ship any quantities of the item.   

Do same for remaining 
lines  

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 
Confirmation Line Options dialog box opens for each 
of the remaining lines on the document.   

See Also 

How to enter Confirmation Entry Header information  

How to Confirm Sales Orders (overview)  

Confirmation Entry Header view  
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How to enter Confirmation Entry Header 
information 

1. Access Confirmation Entry.  The complete path is Sales Orders  Invoices  
Confirmation Entry.  The Confirmation Entry Header view displays.   

 
2. Enter the number of the sales order that you want to confirm.  Refer to the 

Forms Contents section of the Confirmation Entry Header view for more 
information about the Header view.   

3. If the sales order has multiple shipping warehouses, when you press TAB the 
Shipment Selection dialog box opens to choose the shipping warehouse(s) for 
which you want to confirm the shipment of line items.   

4. The Confirmation Options dialog box opens.  Choose the options for confirming 
the order.   

5. The Confirm Line Options dialog box opens.  Choose the options for confirming 
line items on the order.   

6. The system displays the Confirmation Entry Items view.   

 TIP:  You can return to the Confirmation Entry—Header view at any time 
from the Items view or Footer view by choosing the Header button.   

TIP:  If you are confirming 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. You cannot sell a partial quantity from a 
container.  Use the Container Transfer Entry program to accomplish partial 
quantity sales from a container via by container transfer transactions. You 
cannot receive more than the maximum quantity set in Item Maintenance for 
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the container item. As with lot and serial number allocations, the program 
forces balancing before you can complete and close the Container Allocation 
dialog box 

See Also 

Confirmation Entry Header view  
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Confirmation Entry Items view 
Use this screen to review or edit the items that have been shipped and 
backordered for the warehouse on the sales order that you are confirming.   

If you step through lines, the system adds the confirmed line 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.  If you are using LIFO or FIFO 
costing, the cost of the confirmed items is from the current cost layer at the time 
the item is confirmed.   

 

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your endor.     

The Terms Discount by Line Item feature is also controlled by an additional flag, 
Terms Discount by Line, found on the SO Lines view of SO Control Maintenance.  
This flag, when off, causes TakeStock to operate based on the Allow Terms 
Discount checkbox on the General view of Item Maintenance. If the Terms 
Discount by Line checkbox is selected, then each line item in SO entry uses the 
Item level control for Terms inclusion/exclusion. 

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
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on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Multiple Ship Tos per Line Item 

Multiple ship-to locations are entered by pressing the Detail button on the Items 
screen to open the Line item Detail screen.  A Ship To location combo box displays 
the ship-to location from the sales document header as a default; a Ship Via fill-in 
will display the ship-via from the sales document header as a default as well, 
along with the Requested and Promised dates (also defaulting from the header). If 
quantities of line items are to go to more than one location, select the Multi-Ship 
to open the Multiple Ship To dialog box.   

The line item browser in the lower portion of the screen includes the following 
fields: Ship To, Ship Via, Requested, and Promised, as well as am M flag column to 
identify line items with multiple ship to locations. 

The system displays the message *Multiple Ship To’s* above the item entry field 
to notify you of multiple ship-to locations for the line item. 

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the same cost onto 
one line on the purchase order.  If the sales order has 2 or more like items that have different 
costs, then the system creates a separate line for each item with it’s appropriate cost when the 
PO is generated. Since this also functions at the component level, this is particularly 
handy for combining components that are shared across multiple parent items on 
a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

368 TakeStock SO  



Invoices  Confirmation Entry Items view 

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Allowing Backorders in a Shipping Warehouse That is not the Initiating 
Warehouse 

If you select the Allow Backorders from Other Whses checkbox in Warehouse 
Maintenance, then that shipping warehouse allows any initiating warehouse to 
backorder quantities for an item that is stocked in both warehouses.  If the item is 
stocked in the shipping and not in the initiating warehouse, the system still allows 
the initiating warehouse to backorder the item as it did in previous releases 
regardless of the setting of this flag. 

Certificates of Analysis Documents for Lot items 

When you sell lot items, you can pass property information relating to a lot item in 
the form of a Certificate of Analysis (CofA).  When your customers purchase goods 
from a lot, the customer may require a CofA to determine if the lot meets his 
specific tolerance requirements. Because the customer may have specific 
acceptable tolerances, you can use the Lot Ffilter button on the Lot Allocation 
dialog box to look up specific criteria among multiple lots to supply your customer 
with an acceptable product. You can also require that a message print on pick 
tickets and/or invoices when goods from a CofA Lot are sold. You can use this 
message to notify your customer or an internal staff member that the item sold 
requires a CofA. You can also maintain hard copies of the CofA in literature bins 
and can print the literature bin name on documents and print the CofA document 
(where stored as a Word Document) on demand or in conjunction with the printing 
of the pick ticket or invoice. 

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. 
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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. 

Customer Item Notes Functionality 

All Sales Orders entry programs allow access to customer/item notes on the Items 
screen of the entry program.  

In the SM Customer Item Notes Maintenance program you can create notes based 
upon combination of customer, item, ship to (optional) and warehouse (optional).  
Multiple notes can be created for each combination.  Notes can be selected in sales 
order entry functions and share feature capabilities currently available for line item 
notes, i.e., customer item notes can display urgent notes and be printed on 
internal and external documents (pick tickets and invoices). 

When a new item is entered during SO processing, the software searches the new 
customer/item notes table for a record, using the following hierarchy: 

Sold To Customer and Ship To and Item and Warehouse 

Sold To Customer and Ship To and Item 

Sold To Customer and Item and Warehouse 

Sold To Customer and Item 

Bill To Customer and Item and Warehouse 

Bill To Customer and Item 

If the system finds a record in the customer/item notes file at any step in the 
hierarchy, then that record is used for possible note retrieval.  No other records 
further down the hierarchy will be used. 

If a Customer/Item note record is found, then all of the related customer/item 
note records found in smNote are used and treated as SO Line notes. The notes 
display on the screen if they are urgent. The notes use the Note Category Option 
Defaults for SO Lines setting (i.e., Print on Internal, Print on External, Copy when 
Posted, and Copy Note to PO). 

Constraints or Limitations 

• Customer/Item notes do not appear in the Customer Inquiry, Item Inquiry, 
or Price Inquiry programs.  

• Existing functionality for Item Notes will remain in place; Customer/Item 
notes will optionally supplement this functionality. 

• If you import a customer/item note that has the same topic and category 
as an existing note on sales order, the note import will not take place.   
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• Notes for customer/ ship to/ item are based upon the ship to code used in 
the document header; ship to codes overridden on a document line will not 
be used in the note selection process. 

• Customer/Item notes are not available in Transfer or Purchase Order 
processing. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

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 current line item for this order confirmation.   

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 Displays the Line Item Detail dialog box to change or enter 
line item descriptions, line item discounts, cost if manual or 
average, cost for Sales Analysis, line item commission, and 
the taxable or ship complete status of the line item.   

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 quantity, price or units of measure.   

Delete Deletes the currently selected line item from the 
document.   

Release Releases a line item.  You can choose this button to release 
a line item on a blanket order, future order, or to release a 
line item on a sales document that is on hold.   

Header Displays the Header view of Confirmation Entry.   
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Footer Displays the Footer view of Confirmation Entry.   

Item The number of the currently selected item.  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 system displays line items in bin order. 

To enter a phantom item number, press F8. If the phantom 
item is set up in Phantom Item Maintenance to review line 
items in order entry, the Phantom Item Selection dialog 
box displays.  Verify the lines to include for the phantom 
item and choose OK to add the lines to the order. 

If you are using multiple warehouses, press F9 to open the 
Shipment Origination dialog box to select the shipping 
origin and method of shipping for this line item.  The 
shipping origin can be the shipping warehouse, a different 
warehouse if you are using multiple warehouses on an 
order, or a direct ship from a vendor.   

Ordered The ordered quantity per selling unit of measure for the 
currently selected item.  If necessary, you can change the 
ordered quantity of an item that is being confirmed.   

Shipped The quantity of the item that was shipped to the customer.  
If the shipped quantity is less than the ordered quantity, 
the difference displays in the Backordered field if the 
customer allows backorders.  When you save the item 
entry, a dialog box opens so you can enter a stock 
reservation for the backordered quantity.  If backorders 
are not allowed for a customer, you must either reset the 
order quantity to be the same as the shipped quantity, or 
post the difference to lost sales.   

Committed The committed quantity is set to zero if the order is 
shipped in full, or if a difference between the ordered and 
shipped quantity creates a backorder condition.   

Menu Options 

File 

 

Find 

 

Inquiry 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

How to Confirm Sales Orders (overview)  

How to enter Confirmation Entry Items information  

Confirmation Entry Footer view 
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How to enter Confirmation Entry Items 
information 

TIP:  If you are confirming 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. You cannot sell a partial quantity from a 
container.  Use the Container Transfer Entry program to accomplish partial 
quantity sales from a container via by container transfer transactions. You cannot 
receive more than the maximum quantity set in Item Maintenance for the 
container item. As with lot and serial number allocations, the program forces 
balancing before you can complete and close the Container Allocation dialog box.  

1. When the confirmation of all lines is complete, you can choose to add, edit, 
insert or deleted selected lines on the Confirmation Entry Items view.  If you 
are using LIFO or FIFO costing, the cost of the confirmed items will be from the 
current cost layer at the time the item is confirmed.   

 
2. The number of the currently selected item displays in the Item field.  If you add 

an item to the confirmed order, the new item number displays in this field and 
entry of the item and quantities is the same as if you were entering a direct 
invoice.  Line items are sorted in bin order.  
 
To enter a phantom item number, press F8. If the phantom item is set up in 
Phantom Item Maintenance to review line items in order entry, the Phantom 
Item Selection dialog box displays.  Verify the lines to include for the phantom 
item and choose OK to add the lines to the order. 
 

When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
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all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 

3. The ordered quantity per selling unit of measure for the currently selected item 
displays in the Ordered field.  If necessary, change the ordered quantity of the 
item.   
The quantity of the item that was shipped to the customer displays in the 
Shipped field.  If the shipped quantity is less than the ordered quantity, the 
difference displays in the Backordered field if the customer allows backorders.  
When you save the item entry, a dialog box opens so you can create a stock 
reservation, suggested purchase order, or purchase order for the item, based on 
your settings for the Create Pos for Whs Shipments flag on the SO Lines view of 
SO Control Maintenance and the warehouse/item replenishment path.  If 
backorders are not allowed for a customer, you must either reset the order 
quantity to be the same as the shipped quantity, or post the difference to lost 
sales.   

4. When the confirmed items are complete, choose the Footer button to complete 
confirmation of the order.  To change any of the information on the Header, 
choose the Header button.   

See Also 

Confirmation Entry Items view  
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Confirmation Entry Footer view 
Use this screen to review or enter any add-on charges, deposits, taxes (You can 
modify the tax class.) or shipping warehouse information for the confirmed sales 
order, and to view the total of all information on the document.  Refer to the Add 
Ons Processing Details topic on page 77 for details. 

 

 

Screen Details 
Using the optional Shipping InterLink, you can select the + key from the numeric 
pad of your computer keyboard to access the Clippership shipping system if your 
settings in the SO Control Maint. program allow you to ship during confirmation 
and import freight.  When you have completed the shipping processing within 
Clippership, the system returns you to the TakeStock Confirmation Footer screen.  
Select the Shipping button to import the Clippership freight charges, number of 
packages, and shipping weight shipping information to TakeStock.  The system 
displays this button only if you set the Ship During Confirmation option to Always 
or Only on COD and the Freight Import From Shipping InterLink option to Always 
Import or Ask for Import in SO Control Maintenance.  Note that the Shipping button 
is disabled until you press the + key (you must be running Clippership).  After you 
press the Shipping button, the system disables the button if shipping information 
is successfully imported. 

Clippership now returns tracking numbers to be permanently stored in TakeStock 
with a Sales Order document.  The tracking numbers can be viewed in SO Entry 
programs as well as SO Document Inquiry.  ODBC imposes a limit on the amount 
of data passed between applications, so there is a limit on how many tracking 
numbers can be passed from Clippership to TakeStock.  Currently, the system has 
been tested and approved for up to 100 tracking numbers. 

If your system includes the ClipperShip and e-wms integrations, for e-wms 
warehouses and Sales Orders are e-wms enabled, the e-wms SO Confirmation 
routine creates the records necessary for ClipperShip and updates the freight 
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amount for documents using the information returned from ClipperShip.  See the 
e-wms--Shipping Integration Notes topic for details. 

Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter, save, or authorize credit card 
information using this screen depending on your system settings in SO Control 
Maintenance.  When you save credit card authorization information, the system 
disables the Terms Code, Payment Type, and Check or Card# fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order Entry, invoicing, or confirmation screens.  If you decide to modify 
a transaction after you have authorized the credit card transaction, you must void 
the transaction by selecting the Void button.  Note:  The system displays the Void 
button instead of the Credit Card button when you authorize a credit card 
transaction. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
Authorization for PayPal dialog box.  When you save credit card authorization 
information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders 
module.  Select the Payment button to access a version of Credit Card 
Authorization for PayPal dialog box, which allows you to change payment type and 
terms code, update credit card information, and submit a credit card transaction. 

From the Footer screen of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization dialog box to gather the necessary information.   

If the Require Credit Card Security Code checkbox is selected (set to "yes") on 
the General view of Credit Card Control Maintenance, the system displays the 
Credit Card Authorization dialog box so you can enter the credit card security 
code. 

376 TakeStock SO  



Invoices  Confirmation Entry Footer view 

You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button on the Credit Card Authorization for PayPal dialog box.  After the 
program has enough information to authorize a request, the system displays the 
Status Message dialog box and waits until either the request timeout occurs or an 
available license is free to use.  The program makes the credit card authorization 
request and displays a request indicating whether the transaction was approved or 
declined. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-ons or the 
method of shipping for a particular shipping warehouse 
on the sales document.  The Ship Wh button is available 
when there is more than 1 shipping warehouse; it 
accesses the Add Ons by Warehouse dialog box so you 
can review or change the add-on charges for each 
individual warehouse on the sales order.   

More Accesses the Add On Selections dialog box for changing 
the add-ons for the current sales order.   

Tax Accesses the Document Sales Tax dialog box, which is 
used to change the tax class assigned to the sales order.   

Factor 
Costs 

Accesses the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add Ons 
to the cost of the invoiced items on the sales order. 

Deposit Enters a deposit or refund amount against the current 
sales document.   

Credit 
Card/Void 

Accesses the Credit Card Authorization for PayPal or 
Credit Card Authorization for ICVERIFY dialog box, which 
is used to save and authorize credit card information 
during sales order entry, depending on whether your 
system includes the Credit Card InterLink and your 
system settings.   
Note:  After you authorize a credit card transaction, the 
system displays the Void button for the ICVERIFY Credit 
Card Interlink integration, which is used to void an 
authorized credit card transaction, instead of the Credit 
Card button. 

Shipping  Imports the Clippership freight charges, number of 
packages, and shipping weight shipping information to 
TakeStock.  The system displays this button only set the 
Ship During Confirmation option to Always or Only on 
COD and the Freight Import From Shipping InterLink 
option to Always Import or Ask for Import in SO Control 
Maintenance. 

Header Accesses the Header view of Confirmation Entry.   
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Fields, Buttons, Checkboxes, & Icons 

Items Accesses the Items view of Confirmation Entry.   

Done Saves the confirmation information and accesses the 
Print Invoice dialog box. 

Add Ons You define the add-ons to automatically display for sales 
documents using Add On Default Maint. in System 
Management. The add-ons you define and their default 
amounts or percentages or costs display on the Footer 
screen.  You can use these add-ons and any default 
amounts or percentages or costs, or you can enter 
different amounts or percentages or costs for the current 
sales document.  Choose the More button to change the 
add-ons used on the current document.  If you have 
multiple shipping warehouses on the document, choose 
the Ship Wh button to change the amount or percentage 
of an add-on for a particular warehouse.  Select the 
Factor Costs button to access the Cost Factoring dialog 
box, which is used to choose the options for factoring the 
costs of the Add Ons to the cost of the invoiced items on 
the sales order. 

Terms 
Code 

The terms code assigned to the customer.  You can use 
this terms code or enter a different valid terms code.  For 
credit card processing, enter a terms code with a Cash 
type.  If the terms code is set up as cash terms for a 
confirmation, direct invoice or counter sale, the Payment 
Type, Card or Check #, and Tendered fields are available.   

Payment 
Type 

Enter the code for the Payment Type, which has been set 
up as cash, check, credit card or other.  For credit card 
processing, enter a payment type code with a Credit Card 
type. 

Card or 
Check # 

For entry or confirmation of a sales order, direct invoice, 
or counter sale that has a cash Terms Code, and the 
Payment Type that is set up as check, enter the credit 
card or check number to apply to the sales document.  If 
your TakeStock system contains the optional Credit Card 
InterLink for either the ICVERIFY or PayPal PayflowPro 
credit card integrations, the system displays the 
encrypted credit card number in this field.  To enter the 
credit card number, select the Credit Card button to 
access the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box.  

Tendered Enter the amount of cash received against the document.  
The system subtracts the tendered cash from the 
document total and display any amount of Cash Back 
that is due to the customer.   
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Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

How to Confirm Sales Orders (overview)  

How to enter Confirmation Entry Footer information  
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How to enter Confirmation Entry Footer 
information 

1. The sales order number, customer number and customer name display at the 
top of the Confirmation Entry Footer view.   

 
2. If there is only one shipping warehouse, any add-ons and their default amount 

or percentage for the sales order display in the Add On section of the screen.  If 
there are multiple shipping warehouses, the screen displays the total add-ons 
for all warehouses.   

3. Select the Ship Wh button to open the Add Ons by Warehouse dialog box so you 
can review or change the add-on charges for each individual warehouse on the 
sales order.  You can use the add-on defaults and their values, or you can enter 
the amount or percentage for any of these fields.   

4. Select the More button to display the Add On Selections dialog box and change 
the add-ons for the current sales order.  Select the Factor Costs button to 
access the Cost Factoring dialog box, which is used to choose the options for 
factoring the costs of the Add Ons to the cost of the invoiced items on the sales 
order. 

5. The Terms Code assigned to the customer displays as the default to define the 
terms for this sale.  You can use the default or enter a different valid terms 
code.  For credit card transactions, enter a terms code with a Cash type. 

6. For confirmation of an order that has a cash Terms Code assigned, you can 
enter the code for the Payment Type, which has options of Cash, Check, Credit 
Card or Other.  For credit card transactions, enter a payment type code with a 
Credit Card type. 

7. If the Terms Code is set to cash, and Payment Type is set to check or credit 
card, enter the Card or Check #.   
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8. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document.  If your system contains the 
optional Credit Card InterLink, for credit card transactions, select the Credit 
Card button to access the Credit Card Authorization for PayPal or Credit Card 
Authorization for ICVERIFY dialog box to enter the credit card number. 
Note:  This is only available if your system has the optional Credit Card 
InterLink for either the ICVERIFY or PayPal PayflowPro credit card integrations. 
 

9. For a confirmation that has a cash Payment Type, enter the amount of cash 
received against the document in the Tendered field.  The system subtracts the 
Tendered cash from the document total and display any amount of Cash Back 
that is due to the customer.   

10. (Optional) If you decide to modify a transaction after you have authorized the 
credit card transaction, you must void the transaction by selecting the Void 
button.  Note:  The system displays the Void button instead of the Credit Card 
button when you authorize a credit card transaction if your system has the 
optional Credit Card InterLink for the ICVERIFY credit card integration. 

11. Select the Tax button to open the Document Sales Tax dialog box for changing 
the tax code, tax class and resale status for the confirmed order.   

12. Select the Deposit button to open the  Deposit Entry dialog box to enter a 
deposit against the sales order.   

13. (Optional)  You can select the + key from the numeric pad of your computer 
keyboard to access the Clippership shipping system via the optional Shipping 
InterLink.  When you have completed the shipping processing within 
Clippership, the system returns you to the TakeStock Confirmation Entry Footer 
screen. 

14. (Optional) Select the Shipping button to import the Clippership freight charges, 
the number of packages, and shipping weight shipping information to 
TakeStock.  This system displays this button only if set the Ship During 
Confirmation option to Always or Only on COD and the Freight Import From 
Shipping InterLink option to Always Import  or Ask for Import in SO Control 
Maintenance.. 

15. When all Footer information is complete, choose the Done button to end the 
confirmation.  The Print Invoice dialog box opens that lets you choose to print 
the invoice, change printer options, or exit.  For any selection except Cancel, the 
confirmation is saved and you return to the Header screen to confirm another 
sales document or to exit.   

16. When all sales orders are confirmed, choose File  Exit.   

See Also 

Confirmation Entry Footer view 
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Returns Code Dialog Box 

The system displays the Returns Code dialog box when you confirm RMA 
documents or items with negative quantities.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

 
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.   

OK Saves the new or modified returns code and exits the screen. 

Cancel  Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Returns 
Code  

The returns code for the RMA document. 

Return 
Type 

The return type for the returns code defaults from Returns Code 
Maintenance. 
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Direct Invoice Entry 
Use this program to enter a direct invoice for a customer that does not require 
confirmation, and to view or edit an existing direct invoice or confirmed invoice.   

Direct Invoice Entry records the sale and shipment of merchandise to a customer 
without first entering a sales order, printing a pick ticket, and then confirming the 
order.  Instead, the sale is entered directly into the system and then updated by 
the Daily Sales Register.   

If direct invoices contain items that are backordered, when processed by the Daily 
Sales Register, the document status is changed to an open sales order.   

For items measured in cubic volume, the total cubic volume is now displayed 
during line item entry within sales order entry programs.  A column for cube 
extension also displays cubic volume by line item in the browser in the lower 
portion of the screen. 

Direct Invoice Entry includes three views: 

Direct Invoice Entry Header view  

Direct Invoice Entry Items view  

Direct Invoice Entry Footer view  

Print Security Functionality  

Note that separate print security functionality exists for Direct Invoice Entry and 
the Invoice/Credit Memo Print program.  This setting allows users to print invoices 
from the Footer screen of Direct Invoice Entry without allowing print access from 
the Invoice/Credit Memo Print program.  In SM --> Security --> Security Review 
double click the Sales Order Entry program then set the Functions option to 
Invoice Credit Memo Print and add valid user groups. 

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Recalculating Rebate Costs at Confirmation 

If you want the system to recalculate rebate cost at sales order confirmation, 
select the Recalculate Rebate cost at confirmation checkbox on the SO Lines View 
of the SO Control Maintenance program.  This option allows you to adjust the 
rebate amount when changes occur in the system, such as an increase in the 
average cost of an item. 
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Value Added Tax (VAT) Handling 

To support the United Kingdom’s Value Added Tax (VAT) handling, the system 
bases all tax calculations on totals for each item tax class.   

The changes made to the tax calculation routines changed functionality in the 
Sales Order module as listed below: 

• If a customer is tax exempt then TakeStock treats all inventory sold to that 
customer as tax exempt, regardless of each item's designated Item Tax 
Class (VAT code). 

• If the Sales Order includes multiple inventory items with different item tax 
classes, the Sales Order shows the total tax for each item tax class.  You 
can review sales order detailed tax information by selecting the Tax button 
on the Footer screen to access the Document Sales Tax dialog box.  

• The SO Confirmation Entry and Direct Invoice Entry programs now 
accumulate a taxable amount for each of the item tax classes listed on the 
order. This amount is based on the extended value of all invoice lines for 
each item tax class.  For European based systems, this taxable amount 
may be reduced by the terms discount (settlement amount). 

• The tax value is accumulated and added to the total net goods figure for a 
total invoice amount payable. 

Manufacturing Representative Documents  

The invoice date in Direct Invoice Entry on directly shipped MR orders can be 
backdated so the invoice will update to Sales Analysis in the period that the goods 
were actually shipped; as reported by the shipping Vendor. If a Direct Invoice is 
backdated prior to the prior period, the GL period used when updating through the 
Daily sales Register will still post to the prior GL period. 

If you enter a direct invoice for the sale, the system enables the option to print the 
MR document, regardless of whether or not the document is direct or warehouse 
ship. At any time, you can choose to go into the MR document print program and 
print or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the DSR. 

Creating Warehouse Purchase Orders from SO Entry Programs 

Based on your settings for the Create Pos for Whs Shipments flag on the SO Lines 
view of SO Control Maintenance, you can by-pass traditional special order 
placement (e.g., creation of Suggested Purchase Orders) and create actual 
purchase order documents from sales order entry programs and optionally add 
items to existing purchase orders.   

*Note: this feature will work only for those items that have the replenishment 
path set to Vendor. 

If you selected to allow the creation of purchase orders for warehouse shipments, 
and the item entered during order entry is unavailable to be shipped/committed, 
the system asks if you want to either: 
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♦ Create stock reservations for the backorder (allows the creation of a 
Suggested Purchase Order)  

or  

♦ Create an actual purchase order for the backorder 

If you choose to create a purchase order, the system displays the dialog to enter 
the vendor for the purchase order.  The default value is the vendor stored on the 
SO document item line for the backordered line.  The system then creates the 
purchase order and displays the new PO number. 

After the PO is created, the system asks if you want to create POs for the rest of 
the lines found to have backorders, or if you want to “step through each 
backordered line, answering the stock reservation question each time.  

If you choose to create a PO for all backordered lines, you only have to answer if 
you want to accept the line’s default vendor or you can enter a new vendor for the 
PO. If you enter a vendor that already has a PO for the sales order document, the 
system adds the new line to the existing PO.  You can view the existing PO (s), 
and choose to either add the item to the existing PO or create a new purchase 
order. 

If you choose to “step through, the stock reservation question appears each time 
the program finds a backordered quantity.   

Notes from backordered SO lines automatically post to the PO created.  

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the same cost onto 
one line on the purchase order.  If the sales order has 2 or more like items that have different 
costs, then the system creates a separate line for each item with it’s appropriate cost when the 
PO is generated. Since this also functions at the component level, this is particularly 
handy for combining components that are shared across multiple parent items on 
a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

Enhanced Order Booking Feature  

The Order Booking feature is a way to analyze sales that have been booked 
through TakeStock, both as current documents as well as past documents is also 
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required.  This Order Booking Item Analysis Report provides a way to have a 
expansive “picture of order bookings. 

The Order Booking system stores SO booking information in unique booking 
records.  The new feature utilizes new Order booking tables and new Booking 
temporary tables, both broken down by header and line records. Order booking 
records store pertinent information that includes: 

Header fields Line fields 

Company Number 
(Internal) 

Company Number 
(Internal) 

Document Number Document Number 

Customer Line Number 

Ship To Line Sequence 

Primary Salesperson Shipping Warehouse 

Department Item Number 

Initiating Warehouse Order Quantity 

Branch Costing Unit Of Measure 

Ship Via Selling Unit Of Measure 

Sales Shipment Type Cost Extension 

Order Date Sales Price Extension 

Requested Date Relevant UM Conversion 
Fields 

Order Amount  

System Date  

Time Of Order  

User  

Detail Bookings Data Capture/Flow 

When you enter a new sales order, counter sale, direct invoice, or credit memo, 
the system records the relevant header and line information (see above fields) in 
the new Order Booking tables.   

Any edit to document lines that causes quantities, dollar amounts or the costs of 
the document to change (e.g. quantity, cost, price) are tracked by the new Order 
Booking system.  Edits that are entered through any of the above entry modes or 
through Confirmation entry, cause the system to record the Net difference 
(between the original amount and the new amount) in the Order booking table.     
For example, if the original order is for 10 items and the user changes the line to 
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12 items, the system records the difference, 2, and stores it in the new table.  If 
the user deletes the line altogether, the Net difference is –10 and it is recorded in 
the table.   

Any edit to relevant header or line text fields; e.g. Salesperson, Ship to; causes 
the system to “negate the original value and add the new value to the Order 
booking table.  For example, if the original order is for Primary Salesperson 001 
and the user changes the Salesperson to 002, the system negates the 001 and 
adds 002. 

Vendor Rebate Processing 

To initiate the Point of Sale Vendor Rebates Tracking Vendor system, you must 
establish a rebate in the system for each vendor rebate agreement. The system 
stores each rebate by a combination of Rebate Vendor and rebate number and 
warehouse code, rebate costs, and optionally rebate prices for the agreement.  

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
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you have rebate viewing authorization, you can also view the rebate cost and 
rebate number that are pulled in the SO document through the line item detail 
screen.  

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. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

e-wms Processing 

The Direct Invoice Entry, Counter Sale Entry, and Credit Memo Entry program 
send a different type of transaction record—Computer Adjustment (CA) record--for 
e-wms processing.  The Direct Invoice Entry and Counter Sale Entry programs do 
not allow line items to be added, edited, or deleted for e-wms enabled 
warehouses.  Refer to the e-wms Users Guide for additional processing and 
program details about the e-wms feature. 
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Override Cost Processing  

If you override GL cost for the item, the system uses the override cost as the cost 
of goods sold and removes inventory costs from the item’s inventory account 
using the standard inventory costing method.  Any cost difference posts to the 
cost of sales override variance account. 

For Example:  

If you create a new item with manual cost of $7.00/EA and receive one unit into 
inventory. The Receipts Register update posts $7.00 to the GL inventory account. 
Now if you sell this item to a customer, but you override the GL amount for the 
item to a cost of $8.00/EA, the system removes $7.00 out of the item’s inventory 
account, posts $8.00 to cost of sales, and posts $1.00 to the cost of sales override 
variance account. The Cost of Sales Override Variance account is located in SO 
Control Maintenance--GL II view.  

Resizing the Screen 

You can resize the screen for programs in the Sales 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. 

See Also 

How to enter Direct Invoices (overview)  
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How to enter Direct Invoices (overview) 
Access Direct Invoice Entry by selecting Sales Orders  Invoices  Direct Invoice 
Entry.   

The following are guidelines for entering a direct invoice: 

1. Use Direct Invoice Entry to enter a direct invoice for a customer that does not 
require confirmation and view or edit an existing direct invoice or confirmed 
invoice.   

2. There are three screens for entering a direct invoice: Header, Items, and 
Footer.   

3. The Header program allows you to designate who placed the order and where it 
shipped.  You also define information that prints on an invoice, such as method 
of shipping, how to handle freight charges, the warehouse that initiated the 
sale, and the salesperson to get commission on the sale.  When you complete 
the header information, choose the Items button to move to the line item entry 
screen.   

4. The Items view is used to enter, change or delete the line items on a direct 
invoice.  For any line item, the Additional menu offers many options to enter 
lost sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields.  When all detail lines are complete, choose the Footer button to move to 
the footer screen.   

5. The Footer screen is used to review or enter any add-on charges, deposits, 
taxes (You can modify the tax class.), credit card information, or shipping 
warehouse information for the invoice.  The total of all information on the 
document is also available for viewing on the Footer screen.  When all Footer 
information is complete, choose the Done button to end Direct Invoice Entry.  
The system displays the Print Invoice dialog box where you can choose to print 
the invoice, change printer options, or exit.  For any selection except Cancel, the 
invoice is saved and you return to the Header screen to enter another direct 
invoice or to exit.   

6. If you do not choose to print the invoice at the time the direct invoice is saved, 
or to reprint an invoice, select Invoice/Credit Memo Print from the menu.   
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Direct Invoice Entry Header view 
Use this view to enter a direct invoice that does not require confirmation, or to 
view or edit an existing direct invoice or confirmed invoice.   

In Direct Invoice Entry, the system posts stock usage to the period that coincides 
with the Ship Date of the invoice.  If you modify the ship date to different period, 
the system does not update the stock usage for the new period. 

 

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. 

Temp Displays the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have 
not yet added to TakeStock.   

Items Displays the Items view of Direct Invoice Entry.   

Direct  
Invoice #  

Enter the number to assign to a new invoice, or enter 
the existing document number to change or delete an 
existing confirmed sales order or direct invoice.  To 
assign the next available direct invoice number, press 
TAB when NEXT displays in this field, or press F9.  
Direct invoice numbers are eight characters long and 
begin with a D.   

Invoiced  Enter the date on which the invoice is entered and 
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printed.  The default for this field is the current system 
date.  This is the date that is used for determining 
payment terms and due dates.   

Shipped  Enter the date the merchandise is actually shipped to 
the customer.   

Customer  Enter the customer number for whom you are entering 
a sales document; this is the Sold To customer.  Press 
F10 to enter a sales document for a cash customer.  A 
dialog box opens to enter the customer name and 
address, which is temporarily stored until the document 
is complete, but is not saved in TakeStock.   

Ship To  This field defaults to the primary Ship To set up for the 
customer you entered.  Press TAB to accept this 
default, or enter a different valid Ship To customer.  
Press F9 to enter SAME so the Ship To customer is set 
to the same number as the Sold To Customer field.  
Press F10 to enter a temporary Ship To address (that is 
not be saved by TakeStock) for the sale.   

Warehouse  Enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user 
profile displays as the default.  If you are using multiple 
warehouses on an order, this is the initiating 
warehouse for the sale.   

Salesperson  Enter the code for the salesperson to get credit for this 
sale.  If the Ship To is set to SAME or TEMP, the 
salesperson assigned to this customer in Customer 
Maintenance displays in this field as the default.  If you 
enter a Ship To other than SAME or TEMP, the default 
is the salesperson for the Ship To record if you have 
proper functional security. 

This field has a functional security setting by user 
group.  The purpose of this feature is to secure the 
salesperson based on the customer default.  You 
cannot change the salesperson code without proper 
functional security. 

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

Customer’s 
PO Number  

Enter up to 15 characters for the customer PO number.  
If the customer record is set to require a PO number, 
you must enter a number in this field in order to 
continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on 
the Invoicing view of Customer Maintenance, you must 
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enter a reference/PO number that has not already been 
recorded on another Sales Order document or the 
system displays a warning message telling you that the 
reference/PO number for the specified customer has 
already been recorded for another document.  Note that 
the message is only a warning only, you can select the 
OK button on the message and still choose to use the 
same reference/PO number again. 

Freight  From the drop-down list, select how to bill the freight. 
 
You can set the fright code at the ship-to location, 
customer, or SO control maintenance level.  The 
system searches for and displays the default freight 
code using the following program hierarchy:  AR Ship-
to Maintenance, then AR Customer Maintenance, then 
SO Control Maintenance. 
 

If you select Bill Later, the freight charges will be 
updated during the Daily Sales Register and will print 
on the Unbilled Freight Report for you to manually bill 
the customer at a later time.   

Ship Via The Ship Via set up in the customer record displays as 
the default.  You can use the default or enter a 
different ship via for this document.   

Route/Stop The Route and Stop fields are only available if the Ship 
Via is set to require routes.  The Route and Stop fields 
display the defaults set up in the customer’s record.  
You can use the defaults or enter different values for 
the current document.   

Entered By Displays the user code from your user profile as the 
default to identify the person who actually entered the 
sales document.  The user code you enter here prints 
on the sales document.   

Contact Enter the contact at the customer’s location for this 
document.  The contact for the Customer or Ship To 
you entered displays in this field as the default.   

Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

How to enter Direct Invoice Entry Header information  

Direct Invoice Entry Items view  
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Direct Invoice Entry Footer view  

How to enter Direct Invoices (overview)  
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How to enter Direct Invoice Entry Header 
information 

1. Access Direct Invoice Entry by selecting Direct Invoice Entry from the Invoices 
menu.  The complete path is Sales Orders  Invoices  Direct Invoice Entry.   

 
2. For Direct Invoice #, enter the number to assign to a new invoice, or enter the 

existing document number to change or delete an existing confirmed sales order 
or direct invoice.  To assign the next available direct invoice number, press TAB 
when NEXT displays in this field, or press F9.  Direct invoice numbers are eight 
characters long and begin with a preceding D.  An example of a direct invoice 
number could be D1234567.   

 TIP:  If you are changing or deleting a confirmed sales order or direct 
invoice and a document note exists for the document number you enter, the 
Notes Manager dialog box opens to display the note.  If you delete a confirmed 
sales order or direct invoice, the system deletes the line items and releases the 
deleted, committed, or shipped quantities.  The system does not delete the 
confirmed sales order number or direct invoice number.  The deleted document 
number prints on the next Daily Sales Register with a note that it has been 
deleted if it has not yet printed, or voided if it has printed, as an audit trail of all 
confirmed sales order numbers and direct invoice numbers used.   

3. In the Invoiced field, enter the date on which the invoice is entered and printed.  
The default for this field is the current system date.  This is the date used for 
determining payment terms and due dates.   

4. Enter the date on which you promised the customer delivery of the order in the 
Promised field.  The default for this field is ASAP for as soon as possible.   

5. In the Shipped field, enter the date the merchandise is actually shipped to the 
customer.   
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6. In the Customer field, enter the number of the customer for whom you are 
entering a sales document; this is the Sold To customer.   

 TIP:  Press F10 to enter a sales document for a cash customer.  A dialog box 
opens to enter the customer name and address, which is temporarily stored 
until the document is complete, but is not saved in TakeStock.   

6. In the Ship To field defaults to the primary Ship To set up for the customer.  
Press TAB to accept this default, or enter a different valid Ship To customer.  
Press F9 to enter SAME so the Ship To customer is set to the same number as 
the Sold To Customer field.  Press F10 to enter a temporary Ship To address for 
the sale that will not be saved by TakeStock.   

7. In the Warehouse field, enter the code of the Warehouse from which you are 
selling the items.  The warehouse from your user profile displays as the default.  
If you are using multiple warehouses on an order, then this is the initiating 
warehouse for the sale.   

8. In the Salesperson field, enter the code for the Salesperson to get credit for this 
sale.  This field has a functional security setting by user group.  The purpose of 
this feature is to secure the salesperson based on the customer default.  You 
cannot change the salesperson code without proper functional security.  If the 
Ship To is set to SAME or TEMP, the salesperson assigned to this customer in 
Customer Maint displays in this field as the default.  If you enter a Ship To other 
than SAME or TEMP, the default is the salesperson for the Ship To record.   

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

10. Enter up to 15 characters for the Customer’s PO Number.  If the customer’s 
record is set to require a PO number, then you must enter a number in this field 
in order to continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

11. From the drop-down list, select how Freight is to be billed.  You can set the 
fright code at the ship-to location, customer, or SO control maintenance level.  
The system searches for and displays the default freight code using the 
following program hierarchy:  AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 
If you select Bill Later, the system updates freight charges during the Daily 
Sales Register  and prints the charges on the Unbilled Freight Report so you can 
bill the customer at a later time.   

12. The Ship Via set up in the customer record displays as the default.  Use the 
default or enter a different ship via for this document.   
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13. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
record.  You can use the defaults or enter different values for the current 
document.   

14. Entered By displays the user code from your user profile as the default to 
identify the person who actually entered the sales document.  The user code 
prints on the sales document.   

15. Enter the Contact at the customer’s location for this document.  The contact for 
the customer or ship-to record you entered displays in this field as the default.   

16. When all information for the Header is complete, choose the Items button to 
move to the item entry screen.   

See Also 

Direct Invoice Entry Header view  

Direct Invoice Entry Items view  

Direct Invoice Entry Footer view  

How to enter Direct Invoices (overview)  
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Direct Invoice Entry Items view 
Use this view to enter, change or delete the line items on a direct invoice or 
confirmed sales order.   

 

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your vendor.     

The Terms Discount by Line Item feature is also controlled by an additional flag, 
Terms Discount by Line, found on the SO Lines view of SO Control Maintenance.  
This flag, when off, causes TakeStock to operate based on the Allow Terms 
Discount checkbox on the General view of Item Maintenance . If the Terms 
Discount by Line checkbox is selected, then each line item in SO entry uses the 
Item level control for Terms inclusion/exclusion. 

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
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footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Multiple Ship Tos per Line Item 

Multiple ship-to locations are entered by pressing the Detail button on the Items 
screen to open the Line item Detail screen.  A Ship To location combo box displays 
the ship-to location from the sales document header as a default; a Ship Via fill-in 
will display the ship-via from the sales document header as a default as well, 
along with the Requested and Promised dates (also defaulting from the header). If 
quantities of line items are to go to more than one location, select the Multi-Ship 
to open the Multiple Ship To dialog box.   

The line item browser in the lower portion of the screen includes the following 
fields: Ship To, Ship Via, Requested, and Promised, as well as am M flag column to 
identify line items with multiple ship to locations. 

The system displays the message *Multiple Ship To’s* above the item entry field 
to notify you of multiple ship-to locations for the line item. 

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Allowing Backorders in a Shipping Warehouse That is not the Initiating 
Warehouse 

If you select the Allow Backorders from Other Whses checkbox in Warehouse 
Maintenance, then that shipping warehouse allows any initiating warehouse to 
backorder quantities for an item that is stocked in both warehouses.  If the item is 
stocked in the shipping and not in the initiating warehouse, the system still allows 
the initiating warehouse to backorder the item as it did in previous releases 
regardless of the setting of this flag. 

Certificates of Analysis Documents for Lot items 

When you sell lot items, you can pass property information relating to a lot item in 
the form of a Certificate of Analysis (CofA).  When your customers purchase goods 
from a lot, the customer may require a CofA to determine if the lot meets his 
specific tolerance requirements. Because the customer may have specific 
acceptable tolerances, you can use the Lot Filter button on the Lot Allocation 
dialog box to look up specific criteria among multiple lots to supply your customer 
with an acceptable product. You can also require that a message print on pick 
tickets and/or invoices when goods from a CofA Lot are sold. You can use this 
message to notify your customer or an internal staff member that the item sold 
requires a CofA. You can also maintain hard copies of the CofA in literature bins 
and can print the literature bin name on documents and print the CofA document 
(where stored as a Word Document) on demand or in conjunction with the printing 
of the pick ticket or invoice. 
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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. 

Customer Item Notes Functionality 

All Sales Orders entry programs allow access to customer/item notes on the Items 
screen of the entry program.  

In the SM Customer Item Notes Maintenance program you can create notes based 
upon combination of customer, item, ship to (optional) and warehouse (optional).  
Multiple notes can be created for each combination.  Notes can be selected in sales 
order entry functions and share feature capabilities currently available for line item 
notes, i.e., customer item notes can display urgent notes and be printed on 
internal and external documents (pick tickets and invoices). 

When a new item is entered during SO processing, the software searches the new 
customer/item notes table for a record, using the following hierarchy: 

Sold To Customer and Ship To and Item and Warehouse 

Sold To Customer and Ship To and Item 

Sold To Customer and Item and Warehouse 

Sold To Customer and Item 

Bill To Customer and Item and Warehouse 

Bill To Customer and Item 
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If the system finds a record in the customer/item notes file at any step in the 
hierarchy, then that record is used for possible note retrieval.  No other records 
further down the hierarchy will be used. 

If a Customer/Item note record is found, then all of the related customer/item 
note records found in smNote are used and treated as SO Line notes. The notes 
display on the screen if they are urgent. The notes use the Note Category Option 
Defaults for SO Lines setting (i.e., Print on Internal, Print on External, Copy when 
Posted, and Copy Note to PO). 

Constraints or Limitations 

• Customer/Item notes do not appear in the Customer Inquiry, Item Inquiry, 
or Price Inquiry programs.  

• Existing functionality for Item Notes will remain in place; Customer/Item 
notes will optionally supplement this functionality. 

• If you import a customer/item note that has the same topic and category 
as an existing note on sales order, the note import will not take place.   

• Notes for customer/ ship to/ item are based upon the ship to code used in 
the document header; ship to codes overridden on a document line will not 
be used in the note selection process. 

• Customer/Item notes are not available in Transfer or Purchase Order 
processing. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

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 current line item for this sales order.   

End Add Completes the add function.  This action does not save 
your additions.  You must click the Save button first, 
then End Add if you want to save changes.  The label of 
this button changes to End Edit when you select to edit 
the information for a line item.   
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Detail Accesses the Line Item Detail dialog box to change or 
enter line item descriptions, multiple ship-to locations, 
line item discounts, cost if manual or average, cost for 
Sales Analysis, line item commission, and the taxable or 
ship complete status of the line item.   

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 quantity, price or units of measure.   

Delete Deletes the currently selected line item from the 
document.   

Release Releases a line item.  Choose this button to release a 
line item on a blanket order, future order, or to release 
a line item on a sales document that is on hold.   

Header Accesses the Header view of Direct Invoice Entry.   

Footer Accesses the Footer view of Direct Invoice Entry.   

Shipping 
Warehouse 

The warehouse from which you are shipping the line 
item displays in this field as a reference.  If you are 
using multiple warehouses, this field is updated each 
time you change the shipping warehouse.   

Item The number of the currently selected item.  If you add 
an item to the invoice, then the new item number 
displays in this field and entry of the item and quantities 
are the same as if you were entering a sales order.   

To enter a phantom item number, press F8.  If the 
phantom item is set up in Phantom Item Maintenance to 
review line items in order entry, the Phantom Item 
Selection dialog box displays.  Verify the lines to include 
for the phantom item and choose OK to add the lines to 
the order. 

If you are using multiple warehouses, press F9 to open 
the Shipment Origination dialog box to select the 
shipping origin and method of shipping for this line item.  
The shipping origin can be the shipping warehouse, a 
different warehouse if you are using multiple 
warehouses on an order, or a direct ship from a vendor.   

Ordered The ordered quantity per selling unit of measure for the 
currently selected item.     

Shipped The quantity of the item that was shipped to the 
customer.  If the shipped quantity is less than the 
ordered quantity, the difference displays in the 

402 TakeStock SO  



Invoices  Direct Invoice Entry Items view 

Backordered field if the customer allows backorders.  
When you save the item entry, a dialog box opens so 
you can enter a stock reservation for the backordered 
quantity.  If backorders are not allowed for a customer, 
you must either reset the order quantity to be the same 
as the shipped quantity, or post the difference to lost 
sales.   

Committed The committed quantity per selling unit of measure for 
the currently selected item.  This quantity is set to zero 
if the order is shipped in full, or if a difference between 
the ordered and shipped quantity creates a backorder 
condition.   

Backordered This field is available only if the Allow Backorders option 
in SO Control Maint is set to Yes, and the Allow 
Backorders option in the customer’s record is set to Yes.  
The field shows the difference between the ordered and 
committed quantities.   

When the ordered and committed quantities are not 
equal and backorders are not allowed, a dialog box 
opens to let you enter a lost sale or reset the ordered 
quantity.  If the Maintain Quantities option in 
Warehouse/Item Maint. is not selected, the quantity you 
enter for the item defaults to a backordered quantity.   

Selling UM The default selling unit of measure for the item displays 
in this field.  If there are multiple units of measure set 
up for the item, you can use the drop-down list to select 
a different selling unit of measure.  If you change the 
selling unit of measure, the line extension is updated 
accordingly.  For example, if you change 12 each to 1 
box, the extended price would be updated to reflect the 
change.   

Price The default selling price based on the pricing hierarchy 
set up in SO Control Maint.  displays in this field.  You 
can use this price, or enter a different price per pricing 
unit of measure.  Press F9 to open the Price Selection 
dialog box to select a different price for selling this item 
to the customer.  You can change the selling price back 
to the item’s default price at any time by pressing F10.   

Price UM The default pricing unit of measure for the item displays 
in this field.  If there are multiple units of measure set 
up for the item, you can use the drop-down list to select 
a different pricing unit of measure for this line item.   

Line Item 
Note 

If a note for a line item was 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 button, or by choosing the Detail 
Line option from the Notes menu.   
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Extension The extended price of the line item displays in this 
display only field.  The extended price is calculated as 
the selling price less line discounts or aggregate line 
discounts times the quantity per selling unit of measure.  
You can scroll the item list to the left and right to view 
additional information, such as line item discounts, for 
the line items.   

Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

Direct Invoice Entry Header view  

Direct Invoice Entry Items view  

Direct Invoice Entry Footer view  

How to enter Direct Invoices (overview)  
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How to enter Direct Invoice Entry Items 
information 

1. When you select the Items button, the invoice number, customer number and 
name, and the shipping warehouse for this invoice display at the top of the 
screen.   

 

 TIP:  If you are using multiple warehouses, the system updates the 
Warehouse field each time you change the shipping warehouse.   

2. Enter the number of the Item that you are selling.  If you enter an interchange 
item number, the system replaces it with 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 and you can choose to use the original item or the superseding item.  If 
you are using multiple warehouses, press F10 to open the Shipment Origination 
dialog box to select the shipping origin and method of shipping for this line item.   

To enter a phantom item number, press F8.  If the phantom item is set in Phantom 
Item Maintenance to review line items in order entry, the Phantom Item 
Selection dialog box displays.  Verify the lines to include for the phantom item 
and choose OK to add the lines to the order. 

 TIP:  Select the Detail button to open the Line Item Detail dialog box to 
enter multiple ship-to’s, line item discounts, the cost for Sales Analysis, a line 
item commission, and the taxable status of the line item.   

3. In the Ordered field, enter the quantity of the item that the customer ordered 
per selling unit of measure.   
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 TIP:  If the item has multiple selling units of measure, press F10 to open the 
UM Calculator  to calculate the quantity at different selling units of measure.  If 
you are using multiple warehouses, press F9 to open the Shipment Origination 
dialog box to select the shipping origin and method of shipping for this line item.   

4. Enter the quantity of the item that was Shipped to the customer from the 
selected warehouse.  If the shipped quantity is less than the ordered quantity, 
the difference displays in the Backordered field if the customer allows 
backorders.  When you save the item entry, a dialog box opens so you can 
enter a stock reservation for the backordered quantity.   

 TIP:  If the customer does not allow backorders, you must either reset the order quantity to be the 
same as the shipped quantity, or post the difference to lost sales.   

5. The Backordered field is available only if the Allow Backorders option in SO 
Control Maint is set to Yes, and the Allow Backorders option in the customer’s 
record is set to Yes.  The system shows the difference between the Ordered and 
Shipped quantities as the Backordered quantity.  The system backorders the 
quantity in this field for the document.   
 

 TIP:  When the ordered and shipped quantities are not equal and backorders 
are not allowed, a dialog box opens to let you enter a lost sale or reset the 
ordered quantity.   

6. Enter the Selling UM, or use the default selling unit of measure for this item.  If 
there are multiple units of measure set up for this item, you can use the drop-
down list to select a different selling unit of measure.  If you change this field, 
the line extension changes accordingly.   

7. Enter the Price at which you want to sell this item.  You can enter a manual 
price to use for the item if price overrides are allowed.  To view all pricing levels 
and schedules for all units of measure for the item, press F9 to open the Price 
Selection dialog box.   

8. Enter the Price UM, or use the default pricing unit of measure for this item.  If 
there are multiple units of measure set up for the item, you can use the drop-
down list to select a different pricing unit of measure for this line item.   

9. If a note exists for a line item, 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 button or choosing the Detail Line option from the Notes menu.   

10. Extension is a display only field that contains the extended price of the line 
item.  The system calculates the extended price as the selling price less line 
discounts or aggregate line discounts times the shipped quantity per selling unit 
of measure.   

11. When the item information is correct, choose Save to save this item in the item 
list.  You can continue to add or change items for the invoice.   

 TIP:  For backorder quantities, the system displays a message allowing you 
to create a stock reservation, suggested purchase order, or purchase order for 
the item, based on your settings for the Create Pos for Whs Shipments flag on 
the SO Lines view of SO Control Maintenance and the warehouse/item 
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replenishment path.   
 

When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 

12. When all detail line items are complete, choose End Add, End Ins or End Edit.  
The item list displays, and the buttons for the item list are available to maintain 
the detail lines.   

13. When all detail line items are complete, choose the Footer button to move to the 
footer screen.   

See Also 

Direct Invoice Entry Header view  

Direct Invoice Entry Items view  

Direct Invoice Entry Footer view  

How to enter Direct Invoices (overview)  
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Direct Invoice Entry Footer view 
Use the Footer view to review or enter any add-on charges, deposits, taxes (You 
can modify the tax class.) or shipping warehouse information, and to view the 
total of all information on the document.  Refer to the Add Ons Processing Details 
topic on page 77 for details. 

Screen Details 
Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter, save, or authorize credit card 
information using this screen depending on your system settings in SO Control 
Maintenance.  When you save credit card authorization information, the system 
disables the Terms Code, Payment Type, and Check or Card# fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order entry, invoicing, or confirmation screens.  If you decide to modify 
a transaction after you have authorized the credit card transaction, you must void 
the transaction by selecting the Void button.  Note:  The system displays the Void 
button instead of the Credit Card button when you authorize a credit card 
transaction. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
Authorization for PayPal dialog box.  When you save credit card authorization 
information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders 
module.  Select the Payment button to access a version of Credit Card 
Authorization for PayPal dialog box, which allows you to change payment type and 
terms code, update credit card information, and submit a credit card transaction. 

From the Footer screen of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization dialog box to gather the necessary information.   
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If the Require Credit Card Security Code checkbox is selected (set to "yes") on 
the General view of Credit Card Control Maintenance, the system displays the 
Credit Card Authorization dialog box so you can enter the credit card security 
code. 

 You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button on the Credit Card Authorization for PayPal dialog box.  After the 
program has enough information to authorize a request, the system displays the 
Status Message dialog box and waits until either the request timeout occurs or an 
available license is free to use.  The program makes the credit card authorization 
request and displays a request indicating whether the transaction was approved or 
declined. 

 
 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-ons or the method 
of shipping for a particular shipping warehouse on the sales 
document.  The Ship Wh button is available when there is 
more than 1 shipping warehouse; it accesses the Add Ons by 
Warehouse dialog box so you can review or change the add-
on charges for each individual warehouse on the invoice.   

More Accesses the Add On Selections dialog box for changing the 
add-ons for the current direct invoice.   

Factor 
Costs 

Accesses the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add Ons to 
the cost of the invoiced items on the direct invoice. 

Tax Accesses the Document Sales Tax dialog box, which is used 
to change the tax class assigned to the invoice.   

Deposit Enters a deposit or refund amount against the current 
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Fields, Buttons, Checkboxes, & Icons 

invoice.   

Header Accesses the Header view of Direct Invoice Entry.   

Items Accesses the Items view of Direct Invoice Entry.   

Credit 
Card/ 
Void 

Accesses the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box, which is used to 
save and authorize credit card information during sales order 
entry, depending on whether your system includes the Credit 
Card InterLink and your system settings.   
Note:  After you authorize a credit card transaction, the 
system displays the Void button for the ICVERIFY Credit Card 
Interlink integration, which is used to void an authorized 
credit card transaction, instead of the Credit Card button. 

Done Saves the direct invoice information and accesses the Print 
Invoice dialog box.   

Add Ons You define the add-ons to automatically display for sales 
documents using Add On Default Maint.  in System 
Management.  The add-ons you define and their default 
amounts or percentages or costs display on the Footer 
screen.  You can use these add-ons and any default amounts 
or percentages or costs, or you can enter different amounts 
or percentages or costs for the current invoice.    The More 
button is available if you want to change the add-ons used on 
the current document.  If you have multiple shipping 
warehouses on the document, the Ship Wh button is available 
to change the amount or percentage of an add-on for a 
particular warehouse.   

Terms 
Code 

The terms code assigned to the customer.  You can use this 
terms code or enter a different valid terms code.  If the terms 
code is set up as cash terms for a confirmation, direct invoice 
or counter sale, the Payment Type, Card or Check #, and 
Tendered fields are available.  For credit card processing, 
enter a terms code with a Cash type. 

Payment 
Type 

Enter the code for the Payment Type, which has been set up 
as cash, check, credit card, or other.  For credit card 
processing, enter a payment type code with a Credit Card 
type. 

Card or 
Check # 

For entry or confirmation of a sales order, direct invoice, or 
counter sale that has a cash Terms Code, and the Payment 
Type that is set up as check, enter the check or credit card 
number to apply to the sales document.   
If your TakeStock system contains the optional Credit Card 
InterLink, the system displays the encrypted credit card 
number in this field.   
To enter the credit card number, select the Credit Card 
button to access the Credit Card Authorization for ICVerify or 
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Fields, Buttons, Checkboxes, & Icons 

Credit Card Authorization for PayPal the dialog box for 
processing credit card transactions. 

Tendered Enter the amount of cash received against the document.  
The system subtracts the tendered cash from the document 
total and displays any amount of cash that is due to the 
customer in the Cash Back field.   

Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

Direct Invoice Entry Header view  

Direct Invoice Entry Items view  

Direct Invoice Entry Footer view  

How to enter Direct Invoices (overview)  
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How to enter Direct Invoice Entry footer 
information 

1. The direct invoice number, customer number and name display at the top of the 
screen. 
 

   

2. If there is only one shipping warehouse, any add-ons and their default amount 
or percentage for the sales order display in the Add On section of the screen.   

 TIP:  If there are multiple shipping warehouses, the screen displays the total 
add-ons for all warehouses.  The Ship Wh button is then available to open the 
Add Ons by Warehouse dialog box so you can review or change the add-on 
charges for each individual warehouse on the sales order.   

3. Use the add-on defaults and their values, or you can enter the amount or 
percentage for any of these fields.  The More button is available for changing the 
add-ons for the current sales document.  This button opens the Add On 
Selections dialog box.  Select the Factor Costs button to access the Cost 
Factoring dialog box, which is used to choose the options for factoring the costs 
of the Add Ons to the cost of the invoiced items on the invoice. 

4. The Terms Code assigned to the customer displays as the default to define the 
terms for this invoice.  Use the default or enter a different valid terms code.   

5. For a direct invoice that has a cash terms code assigned, enter the code for the 
Payment Type, which has options of Cash, Check, Credit Card or Other.  If the 
terms code is set to cash, and Payment Type is set to check or credit card, enter 
the Card or Check #.   

6. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document.  If your system contains the 
optional Credit Card InterLink, for credit card transactions, select the Credit 
Card button to access the Credit Card Authorization for PayPal or Credit Card 
Authorization for ICVERIFY dialog box to enter the credit card number. 
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Note:  This is only available if your system has the optional Credit Card 
InterLink for either the ICVERIFY or PayPal PayflowPro credit card integrations.   

7. For a direct invoice that has a cash Payment Type, enter the amount of cash 
received against the document in the Tendered field.  The system subtracts the 
Tendered cash from the document total and display any amount of Cash Back 
that is due to the customer.   

8. Choose the Tax button to open the Document Sales Tax dialog box dialog box 
for changing the tax code, tax class and resale status for the invoice.   

9. Choose the Deposit button to open the Deposit Entry dialog box to enter a 
deposit against the invoice. 

10. (Optional) ICVERIFY Users: If you decide to modify a transaction after you have 
authorized the credit card transaction, you must void the transaction by 
selecting the Void button.  Note:  The system displays the Void button instead 
of the Credit Card button when you authorize a credit card transaction if your 
system has the optional Credit Card InterLink for the ICVERIFY credit card 
integration. 

11. When all Footer information is complete, choose the Done button to end and 
save the invoice.  A dialog box opens that lets you choose to print (or reprint) 
the invoice, change printer options, or exit without printing.  For any selection 
except Cancel, the system saves the invoice and returns to the Header screen 
so you can enter another invoice or exit.   

12. When all direct invoices are complete and saved, choose File  Exit.   

See Also 

Direct Invoice Entry Header view  

Direct Invoice Entry Items view  

Direct Invoice Entry Footer view  

How to enter Direct Invoices (overview)  
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Print Invoice Dialog Box 
When you confirm a sales order or enter a direct invoice, this dialog box displays 
so you can print the invoice now and/or send the invoice via EDI. 

 
Use this dialog box to print an invoice at the time you save it, or to reprint an 
invoice after saving changes.   

If the option for processing EDI is selected for the company in the System 
Control—Authorization dialog box, this program also runs the export program to 
send invoices via EDI.  The customer can be set up to Send via EDI and print, or 
Send via EDI only.  

You can print an invoice with the lines sorted in either the order in which they 
were entered or in bin order.  If the Invoice Print Items Sort flag in SO Control is 
set to Entered Order, then the lines on the invoice are sorted in the same order 
that they were originally entered into Sales Order Entry.  If the flag is set to Pick 
Ticket Print Order, then the lines on the invoice are sorted in primary bin order.  
This second option means there is no change in the processing of the system.   

Multiple Part Invoices  

When you print an invoice from the Print Invoice dialog box, then only the first 
part of a multiple part form prints. Other invoice parts do not print from this dialog 
box. You must print additional parts from the Invoice/ Credit Memo Print program 
found on the menu.   

Each part of the invoice has its own Print/Reprint/Reprint Required status stored in 
the Sales Order records.  It will operate exactly like it does now, only with an 
extent of 6 (one for each potential part). 
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If a customer has preference settings for delivery in AR Customer Maintenance the 
Print Invoice checkbox can change to Email Invoice or Fax Invoice.   For 
preference settings of fax or e-mail, then the Printer button is disabled.  For faxes 
you can select the Fax Options button to display the Fax Options dialog box if a 
fax is to be used.  The faxes use the default printer specified in Branch 
Maintenance.  For more information about the Fax Options dialog box, refer to the 
TakeStock Basics Users Guide. 

The default value for Print/Fax/E-mail Invoice is based upon the Print prompt or 
Reprint prompt default found in SO Control Maintenance, Forms, for invoices. 

Printing Bills of Lading 

When you complete Sales Order entry, the print prompt dialog displays the option 
to print the BOL and to select the printer on which to print the BOL, if you set the 
flag on the Shipping view of SO Control Maintenance to print BOL’s at order entry 
completion.   If you print the BOL, and then later require a reprint of the BOL, you 
can do so in SO Entry using the Reprint BOL option. 

If you set the flag on the Shipping view of SO Control Maintenance to print BOL’s 
at order confirmation, upon completion of the confirmation you will have the 
option to print/reprint the BOL. 

BOL’s will be numbered with the same number as the SO document and an 
additional sequence number that is incremented each time the BOL is printed. 

Certificates of Analysis 

Based on your settings Lot Maintenance, the system can automatically print the 
Certificate of Analysis for specified lot items and/or print the literature bin location 
and CofA notification message on the pick ticket or invoice. 

Returns Document Processing 

For Customer Return documents that you create via the Document Options dialog 
box in SO Entry, you can print a negative Pick Ticket with the RMA# printed in the 
header area.  Once this Return document is generated, the system has a record 
that the merchandise is supposed to come back from the customer for return. 
When the merchandise does arrive, you have a document (the CR) to verify that 
the return is authorized. Once you confirm the existing Return document to 
indicate that the merchandise has actually arrived, a negative invoice is printed for 
the credit to the customer’s account and posts normally through the system. The 
negative invoice contains the RMA# printed in the header section. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Print 
Invoice 

Prints or reprints the invoice now.  If the customer is set 
up to receive invoices via EDI, this box may also be 
selected to print an invoice in addition to sending via EDI. 

Send via 
EDI 

Sends or resends the invoice via EDI.  This option is 
available only if the company and the customer are set to 
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process EDI.  

Print All 
Confirmed 

Determines whether to print confirmed invoices for each 
warehouse on the order or only print an invoice for the 
shipping warehouses that are on the current invoice.��If 
you don’t select the Consolidate Invoices checkbox on 
the Orders view of Warehouse Maintenance and the Print 
All Confirmed checkbox is selected, then each 
warehouse of order receives an invoice when printed.  If 
the Print All Confirmed checkbox is not selected then 
only the current invoice will be printed.  The Print All 
Confirmed checkbox has no effect if you selected the 
Consolidate Invoices checkbox on the Orders view of 
Warehouse Maintenance or if you are entering a document 
into Direct Invoice Entry. 

OK Saves and prints the invoice, and returns to the Header 
window.  If not selected, the invoice is saved and you 
return to the Header without printing.  If processing EDI 
and the Send via EDI is checked, the system runs the EDI 
export program in addition to or instead of the actual print 
program.  

Cancel Returns to the Footer screen without saving the new or 
changed sales order. 

Printer Changes printer options before printing. 

BOL 
Printer 

Accesses the Print Setup dialog box for the Bill of Lading 
printer, which is used to select settings for printing BOLs.   

Help Displays Help for the screen.   

Print 
Bill(s) of 
Lading 

 

Indicates that you want to print BOLs when you print the 
invoice. 

Memo You can print the default memo, which is set up in SO 
Control Maint, or enter up to 30 characters for a different 
memo to print on the invoice. 
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Credit Memo Entry 
Use Credit Memo Entry to enter, change, or delete a credit memo for a customer.  
Credit memos record the return of merchandise or a credit allowance against a 
customer’s account.   

If you enter the original invoice number for the credit memo, the system applies 
the credit memo against the original invoice.  If you do not enter the original 
invoice number, the credit is an open, standalone credit memo on the customer’s 
account that you must apply against one or more open invoices using Credit 
Posting Update or Cash Receipts & Adj. Entry in the Accounts Receivable module.   

Credit Memos update on-hand inventory quantities immediately, and the Serial, 
Container, and Bin Allocation routines also update on-hand quantities for return 
type credit memos.  The bin allocation procedure also checks to if the allocation 
quantity is less than distributed quantity, if this condition is true the system 
reduces the On Hand quantity for the Bin record by the distributed quantity. 

For items measured in cubic volume, the total cubic volume is now displayed 
during line item entry within sales order entry programs.  A column for cube 
extension also displays cubic volume by line item in the browser in the lower 
portion of the screen. 

There are three views for Credit Memo Entry: 

Credit Memo Entry Header view  

Credit Memo Entry Items view  

Credit Memo Entry Footer view  

Print Security Functionality  

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

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Override Cost Processing  

If you override GL cost for the item, the system uses the override cost as the cost 
of goods sold and removes inventory costs from the item’s inventory account 
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using the standard inventory costing method.  Any cost difference posts to the 
cost of sales override variance account. 

For Example:  

If you create a new item with manual cost of $7.00/EA and receive one unit into 
inventory. The Receipts Register update posts $7.00 to the GL inventory account. 
Now if you sell (and confirm) this item to a customer, but you override the GL 
amount for the item to a cost of $8.00/EA, the system removes $7.00 out of the 
item’s inventory account, posts $8.00 to cost of sales, and posts $1.00 to the cost 
of sales override variance account. The Cost of Sales Override Variance account is 
located in SO Control Maintenance--GL II view.  

Manufacturing Representative Documents  

The invoice date in Direct Invoice Entry on directly shipped MR orders can be 
backdated so the invoice will update to Sales Analysis in the period that the goods 
were actually shipped; as reported by the shipping Vendor. If a Direct Invoice is 
backdated prior to the prior period, the GL period used when updating through the 
Daily sales Register will still post to the prior GL period. 

If you enter a direct invoice for the sale, the system enables the option to print the 
MR document, regardless of whether or not the document is direct or warehouse 
ship. At any time, you can choose to go into the MR document print program and 
print or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the DSR. 

Creating Warehouse Purchase Orders from SO Entry Programs 

Based on your settings for the Create Pos for Whs Shipments flag on the SO Lines 
view of SO Control Maintenance, you can by-pass traditional special order 
placement (e.g., creation of Suggested Purchase Orders) and create actual 
purchase order documents from sales order entry programs and optionally add 
items to existing purchase orders.   

*Note: this feature will work only for those items that have the replenishment 
path set to Vendor. 

If you selected to allow the creation of purchase orders for warehouse shipments, 
and the item entered during order entry is unavailable to be shipped/committed, 
the system asks if you want to either: 

Create stock reservations for the backorder (allows the creation of a Suggested 
Purchase Order) or Create an actual purchase order for the backorder 

If you choose to create a purchase order, the system displays the dialog to enter 
the vendor for the purchase order.  The default value is the vendor stored on the 
SO document item line for the backordered line.  The system then creates the 
purchase order and displays the new PO number. 

After the PO is created, the system asks if you want to create POs for the rest of 
the lines found to have backorders, or if you want to “step through each 
backordered line, answering the stock reservation question each time.  
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If you choose to create a PO for all backordered lines, you only have to answer if 
you want to accept the line’s default vendor or you can enter a new vendor for the 
PO. If you enter a vendor that already has a PO for the sales order document, the 
system adds the new line to the existing PO.  You can view the existing PO (s), 
and choose to either add the item to the existing PO or create a new purchase 
order. 

If you choose to “step through, the stock reservation question appears each time 
the program finds a backordered quantity.   

Notes from backordered SO lines automatically post to the PO created.  

Note:  Purchase orders created from an RMA/Invoice Reversal for direct shipment 
items will not include any Addons. 

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the 
same cost onto one line on the purchase order.  If the sales order has 2 or more 
like items that have different costs, then the system creates a separate line for 
each item with it’s appropriate cost when the PO is generated. Since this also 
functions at the component level, this is particularly handy for combining 
components that are shared across multiple parent items on a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

Enhanced Order Booking Feature  

The new Order Booking system allows the user to track new documents and 
changes to existing documents in detail (at the detail line item level).  The new 
Order Booking system tracks SO documents for new orders and relevant field 
changes in sales orders, confirmation, credit memos, direct invoices, and counter 
sales orders. 

The Order Booking feature is a way to analyze sales that have been booked 
through TakeStock, both as current documents as well as past documents is also 
required.  This Order Booking Item Analysis Report provides a way to have a 
expansive “picture of order bookings. 

The Order Booking system stores SO booking information in unique booking 
records.  The new feature utilizes new Order booking tables and new Booking 
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temporary tables, both broken down by header and line records. Order booking 
records store pertinent information that includes: 

Header fields Line fields 

Company Number 
(Internal) 

Company Number 
(Internal) 

Document Number Document Number 

Customer Line Number 

Ship To Line Sequence 

Primary Salesperson Shipping Warehouse 

Department Item Number 

Initiating Warehouse Order Quantity 

Branch Costing Unit Of Measure 

Ship Via Selling Unit Of Measure 

Sales Shipment Type Cost Extension 

Order Date Sales Price Extension 

Requested Date Relevant UM Conversion 
Fields 

Order Amount  

System Date  

Time Of Order  

User  

Detail Bookings Data Capture/Flow 

When you enter a new sales order, counter sale, direct invoice, or credit memo, 
the system records the relevant header and line information (see above fields) in 
the new Order Booking tables.   

Any edit to document lines that causes quantities, dollar amounts or the costs of 
the document to change (e.g. quantity, cost, price) are tracked by the new Order 
Booking system.  Edits that are entered through any of the above entry modes or 
through Confirmation entry, cause the system to record the Net difference 
(between the original amount and the new amount) in the Order booking table.     
For example, if the original order is for 10 items and the user changes the line to 
12 items, the system records the difference, 2, and stores it in the new table.  If 
the user deletes the line altogether, the Net difference is –10 and it is recorded in 
the table.   

Any edit to relevant header or line text fields; e.g. Salesperson, Ship to; causes 
the system to “negate the original value and add the new value to the Order 
booking table.  For example, if the original order is for Primary Salesperson 001 
and the user changes the Salesperson to 002, the system negates the 001 and 
adds 002. 
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Selling Inventory in Containers 

The system allows you to sell containerized items easily.  You can also track a 
history of the sold container (and serial number where applicable). The system 
also allows you to require the customer pay a deposit amount for the container. 

The system also provides an easy way to maintain information regarding the 
testing and certification of the containers; both for a safety perspective and for 
possible inspections from various governing agencies. 

You have the option to specify container types and numbers in Sales Order Entry, 
if this option was allowed in SO Control Maintenance. You must indicate container 
types and numbers to complete Confirmation Entry. When specifying containers, 
you have the option to override whether the container is returnable. GL postings 
and container pricing differ according to whether the returnable option is selected. 

If you do not specify a container number in Sales Order Entry, then you can 
indicate the container type in item notes. This prints on the pick ticket, and 
container allocation is performed during Confirmation Entry. 

Container selection optionally may be limited by several controls.  Warehouse Item 
Container Maintenance can be used for either the container item or the 
containerized item so that only valid combinations are allowed.  

Confirmation Entry updates item records for both the container item and the 
containerized item. Treatment for the container item depends on whether it was 
marked returnable. If so, its value is adjusted into another GL asset account 
instead of cost of sales, and it uses container deposit pricing. If the container is 
not returnable, then its value will leave inventory and post to cost of sales, and 
normal pricing logic applies. Appropriate quantity adjustments are made to both 
items. The container table and container transaction table records are updated. 

The Daily Sales Register posts to the appropriate GL accounts for container 
deposits and container inventory to/from customers. 

Deposits 

Returnable containers can be set up to charge deposits.  The deposit amount is 
based the default deposit amount in the container type record, and optionally the 
container deposit pricing records that apply, if any.  Container deposit pricing can 
be setup by customer, by item within the container (meaning the containerized 
item), by container type.  You can define the GL code for the deposit amount in 
Container Type Maintenance and be able to credit the customer for this deposit, 
clearing the amount from the customer’s AR account (if invoiced) and the GL 
account.  

Entering returns of containers 

When a customer returns the returnable container, a credit memo is entered for 
the returned container.  The credit amount is the refundable deposit amount from 
the previous container transaction. This deposit can be adjusted by using standard 
add ons. For example, you can assess a demurrage for any containers returned 
after a period of time.  
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When performing Credit Memo Entry for container items, the system asks if the 
container was marked as returnable or sold on the original invoice. Either will 
adjust the container item back into inventory, and the container record will have a 
status of Empty/ Uncertified. GL postings vary based upon whether the container 
was returnable or sold. Credits for returnable containers post out of the GL asset 
account for container inventory at customers, into the appropriate GL account for 
inventory. Credits for sold containers perform the normal GL postings to inventory 
and cost of sales. Both types update the container and container transaction 
tables. 

Stock Reservations Processing for Containers  

You can reserve a containerized item through stock reservations to a customer, 
using standard TakeStock stock reservations. Stock reservations apply to the item 
in the container, but not the container itself. 

e-wms Processing  

The Credit Memo Entry program sends Computer Adjustment (CA) transaction 
records--for e-wms processing.   

Credit Memo Entry allows return type return codes for e-wms enabled warehouses.  
An e-wms RMA code is used when a RMA document is sent to the e-wms system, 
the e-wms RMA code associated with the return code for each RMA document line 
will be sent to the e-wms system. When unexpected customer returns are received 
from the e-wms system the e-wms RMA code is used as a cross-reference to find 
the Takestock return code to be used for each line item, in the generated Credit 
Memo.  You can enter the e-wms RMA Code in Returns Code Maintenance for 
return type return codes.   

Since Credit Memos will update inventory quantities immediately, the Serial, 
Container, and Bin Allocation routines also update on-hand quantities for return 
type credit memos.  The bin allocation procedure also checks to if the allocation 
quantity is less than distributed quantity, if this condition is true the system 
reduces the On Hand quantity for the Bin record by the distributed quantity. 

Refer to the e-wms Users Guide for additional processing and program details 
about the e-wms feature. 

Resizing the Screen 

You can resize the screen for programs in the Sales 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. 

See Also 

How to enter Credit Memos  
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How to enter Credit Memos (overview) 
The following are guidelines for entering a credit memo: 

1. Use Credit Memo Entry to enter, change, or delete a credit memo for a 
customer.  Credit Memos record the return of merchandise or a credit allowance 
against a customer’s account.  The complete path is Sales Orders  Invoices  
Credit Memo Entry.   

2. There are three screens for entering a credit memo: Header, Items, and Footer.   

3. The Header screen allows you to designate the customer to credit, where the 
merchandise was shipped, and the original invoice to which you want apply the 
credit memo.  You also define information that will print on the credit memo, 
such as method of shipping, how to handle freight charges, the warehouse that 
initiated the sale, and the salesperson who received commission on the sale.   

4. The Items view is used to enter, change or delete the line items on a direct 
invoice.  For any line item, the Additional menu offers many options to enter 
lost sales, enter a target GM%, select the pricing for the item, apply aggregate 
discounts, view item tax information and enter custom header and item detail 
fields.  When all detail lines are complete, choose the Footer button to move to 
the footer screen.   

5. The Footer screen is used to review or enter any add-on charges, deposits, 
document credit card information, taxes, or shipping warehouse information for 
the invoice.  The total of all information on the document is also available for 
viewing on the Footer screen.  When all Footer information is complete, choose 
the Done button to end Credit Memo Entry.  The system displays the Print 
Invoice dialog box where you can choose to print the invoice, change printer 
options, or exit.  For any selection except Cancel, the invoice is saved and you 
return to the Header screen to enter another direct invoice or to exit.   

6. If you do not choose to print the invoice at the time the direct invoice is saved, 
or to reprint a invoice, select Invoice/Credit Memo Print from the menu.   
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Credit Memo Entry Header view 
The Header screen allows you to designate the customer to credit and where the 
merchandise was shipped.  You also define information that prints on the credit 
memo, such as method of shipping, how to handle freight charges, the warehouse 
that initiated the sale, and the salesperson who received commission on the sale.   

 

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. 

Temp Displays the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have 
not yet added to TakeStock.   

Items Displays the Items view of Credit Memo Entry.   

Credit 
Memo# 

For a new credit memo, enter the number to assign to 
the credit memo.  Press TAB when NEXT displays in this 
field to assign the next available direct invoice number.  
Press F9 to assign the next available number.  Credit 
memo numbers are eight characters long and begin with 
a C.  An example of a credit memo number is C1234567.   

Invoiced Enter the date of the original invoice.  The default is the 
current system date.   

Returned Enter the date on which the merchandise for which you 
are entering a credit memo was returned.  The default is 
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the current system date.   

Customer Enter the number of the customer for whom you are 
entering a credit memo; this is the Sold To customer.  
Press F10 to enter a credit memo for a cash customer.  A 
dialog box opens to enter the customer name and 
address, which is temporarily stored until the document 
is complete, but is not saved in TakeStock.  When a valid 
customer is entered, the primary Ship To location, 
salesperson, freight code, ship via and corresponding 
route information, and terms code set up in the 
customer’s record update these fields on the Header as 
defaults.  The customer’s record is also checked to 
determine how commissions are to be handled.  The 
system debits commissions for the salesperson on the 
credit memo.   

Ship To  This field defaults to the primary Ship To set up for the 
customer you entered.  Press TAB to accept this default, 
or enter a different valid Ship To customer.  Press F9 to 
enter SAME so the Ship To customer is set to the same 
number as the Sold To Customer field.  Press F10 to 
enter a temporary Ship To address (that is not saved by 
TakeStock) for the sale.   

Warehouse Enter the code of the warehouse from which the items on 
the credit memo were sold.  The warehouse from your 
user profile displays as the default.  If there were 
multiple warehouses on the original invoice, then this is 
the initiating warehouse for the sale.   

Salesperson The code of the salesperson assigned to this customer in 
Customer Maint.  displays in this field.  If you enter a 
Ship To other than TEMP or SAME, the default is the 
salesperson for the Ship To record.  This is the primary 
salesperson to originally get credit for the sale.  You can 
use this salesperson or enter a different salesperson code 
to debit for the credit memo if you have proper functional 
security. 

This field has a functional security setting by user group.  
The purpose of this feature is to secure the salesperson 
based on the customer default.  You cannot change the 
salesperson code without proper functional security. 

If commissions were split on the original sales document, 
choose the Commissions option from the Additional menu 
to split the commissions that are debited on the credit 
memo.   

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

TakeStock SO  425 



Credit Memo Entry Header view Invoices 

Customer’s 
PO Number  

Enter up to 15 characters for the customer PO number.  
If the customer record is set to require a PO number, you 
must enter a number in this field in order to continue.  If 
not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on 
the Invoicing view of Customer Maintenance, you must 
enter a reference/PO number that has not already been 
recorded on another Sales Order document or the system 
displays a warning message telling you that the 
reference/PO number for the specified customer has 
already been recorded for another document.  Note that 
the message is only a warning only, you can select the 
OK button on the message and still choose to use the 
same reference/PO number again. 

Freight  From the drop-down list, select how to bill the freight.  
You can set the fright code at the ship-to location, 
customer, or SO control maintenance level.  The system 
searches for and displays the default freight code using 
the following program hierarchy:  AR Ship-to 
Maintenance, then AR Customer Maintenance, then SO 
Control Maintenance. 
 

If you select Bill Later, the system updates the freight 
charges during the Daily Sales Register and prints them 
on the Unbilled Freight Report for you to manually bill the 
customer at a later time.   

Ship Via The Ship Via set up in the customer record displays as 
the default.  You can use the default or enter a different 
ship via for this document.   

Route/Stop The Route and Stop fields are only available if the Ship 
Via is set to require routes.  The Route and Stop fields 
display the defaults set up in the customer’s record.  You 
can use the defaults or enter different values for the 
current document.   

AR Invoice Enter the number of the original invoice in Accounts 
Receivable for which you are entering a credit memo.  If 
you enter an open invoice number, the system applies 
the credit memo directly to the open invoice.  Leave this 
field blank to create an open credit in the customer’s 
account.   

Entered By Displays the user code from your user profile as the 
default to identify the person who actually entered the 
sales document.  The user code you enter here prints on 
the sales document.   

Contact Enter the contact at the customer’s location for this 
document.  The contact for the customer or ship-to 
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record you entered displays in this field as the default.   
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See Also 

Credit Memo Entry Items view  

Credit Memo Entry Footer view  

How to enter Credit Memos 

How to enter Credit Memo Header information 
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How to enter Credit Memo Header information 
1. You reach this program by selecting Sales Orders  Invoices  Credit Memo 

Entry.   

 
2. For Credit Memo #, enter the number to assign to a new credit memo, or enter 

the existing document number to change or delete an existing credit memo.   

 TIP:  To assign the next available credit memo number, press TAB when 
NEXT displays in this field, or press F9.  Credit memo numbers are eight 
characters long and begin with a preceding C.  An example of a credit memo 
number could be C1234567.   

3. If you are changing or deleting a credit memo and a document note exists for 
the document number you enter, the Notes dialog box opens to display the 
note.   

4. If you delete a credit memo, the line items are deleted.  The credit memo 
number is not deleted.  The deleted document number prints on the next Daily 
Sales Register with a note that it has been deleted if it has not yet been printed, 
or voided if it has been printed, as an audit trail of all credit memo numbers 
used.   

5. In the Invoiced field, enter the date of the original invoice.  The default is the 
current system date.   

6. Enter the date on which the merchandise for which you are entering a credit 
memo was Returned.  The default is the current system date.   

7. Enter the number of the Customer for whom you are entering a credit memo; 
this is the Sold To customer.   
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 TIP:  Press F10 to enter a credit memo for a cash customer.  A dialog box 
opens to enter the customer name and address, which is temporarily stored 
until the document is complete but is not saved in TakeStock.   

8. The Ship To field defaults to the primary Ship To set up for the customer you 
entered.  Press TAB to accept this default, or enter a different valid Ship To 
customer.  Press F9 to enter SAME so the Ship To customer is set to the same 
number as the Sold To Customer field.  Press F10 to enter a temporary Ship To 
address (that is not saved by TakeStock)for the credit memo.   

9. Enter the code of the Warehouse from which the items on the credit memo were 
sold.  The warehouse from your user profile displays as the default.  If there 
were multiple warehouses on the original invoice, then this is the initiating 
warehouse for the original sale and the credit memo.   

10. Modify, as necessary, the original Salesperson code for this sale.  The 
commissions for this salesperson will be debited.  This field has a functional 
security setting by user group.  The purpose of this feature is to secure the 
salesperson based on the customer default.  You cannot change the salesperson 
code without proper functional security.  If the Ship To is set to SAME or TEMP, 
the salesperson assigned to this customer in Customer Maint displays in this 
field as the default.  If you enter a Ship To other than SAME or TEMP, the 
default is the salesperson for the Ship To record.   

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

12. Enter up to 15 characters for the Customer’s PO Number.  If the customer’s 
record is set to require a PO number, then you must enter a number in this field 
in order to continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

13. From the drop-down list, select how Freight was billed on the original invoice.  
You can set the fright code at the ship-to location, customer, or SO control 
maintenance level.  The system searches for and displays the default freight 
code using the following program hierarchy:  AR Ship-to Maintenance, then AR 
Customer Maintenance, then SO Control Maintenance. 

 TIP:  If you select Bill Later, the system updates the credit for the freight 
charges during the Daily Sales Register and prints them on the Unbilled Freight 
Report for you to manually credit the customer at a later time.   

14. The Ship Via set up in the customer’s record displays as the default.  You can 
use the default or enter a different ship via for this document.   
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15. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
record.  You can use the defaults or enter different values for the current 
document.   

16. In the AR Invoice field, enter the number of the original invoice in Accounts 
Receivable for which you are entering a credit memo.  If you enter an open 
invoice number, the credit memo is applied directly to the open invoice.  If you 
leave this field blank, the credit memo creates an open credit in the customer’s 
account that you must manually apply.   

17. The Entered By field displays the user code from your user profile as the default 
to identify the person who actually entered the credit memo.  The user code you 
enter here prints on the credit memo.   

18. Enter the Contact at the customer’s location for this document.  The contact for 
the Customer or Ship To you entered displays in this field as the default.   

19. When all information for the Header is complete, choose the Items button to 
move to the item entry screen.   

See Also 

Credit Memo Entry Header view  
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Credit Memo Entry Items view 
Use the Items view to enter, change or delete the line items on a credit memo.  
The credit memo number, customer number and name, and the shipping 
warehouse for this credit memo display at the top of the screen.   

 

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your endor.     

The Terms Discount by Line Item feature is also controlled by an additional flag, 
Terms Discount by Line, found on the SO Lines view of SO Control Maintenance.  
This flag, when off, causes TakeStock to operate based on the Allow Terms 
Discount checkbox on the General view of Item Maintenance . If the Terms 
Discount by Line checkbox is selected, then each line item in SO entry uses the 
Item level control for Terms inclusion/exclusion. 

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
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footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Multiple Ship Tos per Line Item 

Multiple ship-to locations are entered by pressing the Detail button on the Items 
screen to open the Line item Detail screen.  A Ship To location combo box displays 
the ship-to location from the sales document header as a default; a Ship Via fill-in 
will display the ship-via from the sales document header as a default as well, 
along with the Requested and Promised dates (also defaulting from the header). If 
quantities of line items are to go to more than one location, select the Multi-Ship 
to open the Multiple Ship To dialog box.   

The line item browser in the lower portion of the screen includes the following 
fields: Ship To, Ship Via, Requested, and Promised, as well as am M flag column to 
identify line items with multiple ship to locations. 

The system displays the message *Multiple Ship To’s* above the item entry field 
to notify you of multiple ship-to locations for the line item. 

Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Allowing Backorders in a Shipping Warehouse That is not the Initiating 
Warehouse 

If you select the Allow Backorders from Other Whses checkbox in Warehouse 
Maintenance, then that shipping warehouse allows any initiating warehouse to 
backorder quantities for an item that is stocked in both warehouses.  If the item is 
stocked in the shipping and not in the initiating warehouse, the system still allows 
the initiating warehouse to backorder the item as it did in previous releases 
regardless of the setting of this flag. 

Certificates of Analysis Documents for Lot items 

When you sell lot items, you can pass property information relating to a lot item in 
the form of a Certificate of Analysis (CofA).  When your customers purchase goods 
from a lot, the customer may require a CofA to determine if the lot meets his 
specific tolerance requirements. Because the customer may have specific 
acceptable tolerances, you can use the Lot Ffilter button on the Lot Allocation 
dialog box to look up specific criteria among multiple lots to supply your customer 
with an acceptable product. You can also require that a message print on pick 
tickets and/or invoices when goods from a CofA Lot are sold. You can use this 
message to notify your customer or an internal staff member that the item sold 
requires a CofA. You can also maintain hard copies of the CofA in literature bins 
and can print the literature bin name on documents and print the CofA document 
(where stored as a Word Document) on demand or in conjunction with the printing 
of the pick ticket or invoice. 
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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. 

Customer Item Notes Functionality 

All Sales Orders entry programs allow access to customer/item notes on the Items 
screen of the entry program.  

In the SM Customer Item Notes Maintenance program you can create notes based 
upon combination of customer, item, ship to (optional) and warehouse (optional).  
Multiple notes can be created for each combination.  Notes can be selected in sales 
order entry functions and share feature capabilities currently available for line item 
notes, i.e., customer item notes can display urgent notes and be printed on 
internal and external documents (pick tickets and invoices). 

When a new item is entered during SO processing, the software searches the new 
customer/item notes table for a record, using the following hierarchy: 

Sold To Customer and Ship To and Item and Warehouse 

Sold To Customer and Ship To and Item 

Sold To Customer and Item and Warehouse 

Sold To Customer and Item 

Bill To Customer and Item and Warehouse 

Bill To Customer and Item 
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If the system finds a record in the customer/item notes file at any step in the 
hierarchy, then that record is used for possible note retrieval.  No other records 
further down the hierarchy will be used. 

If a Customer/Item note record is found, then all of the related customer/item 
note records found in smNote are used and treated as SO Line notes. The notes 
display on the screen if they are urgent. The notes use the Note Category Option 
Defaults for SO Lines setting (i.e., Print on Internal, Print on External, Copy when 
Posted, and Copy Note to PO). 

Constraints or Limitations 

• Customer/Item notes do not appear in the Customer Inquiry, Item Inquiry, 
or Price Inquiry programs.  

• Existing functionality for Item Notes will remain in place; Customer/Item 
notes will optionally supplement this functionality. 

• If you import a customer/item note that has the same topic and category 
as an existing note on sales order, the note import will not take place.   

• Notes for customer/ ship to/ item are based upon the ship to code used in 
the document header; ship to codes overridden on a document line will not 
be used in the note selection process. 

• Customer/Item notes are not available in Transfer or Purchase Order 
processing. 

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 current line item for this sales order.   

End Add Completes the add function.  This action does not save 
your additions.  You must click the Save button first, then 
End Add if you want 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, multiple ship-to locations, 
line item discounts, cost if manual or average, cost for 
Sales Analysis, line item commission, and the taxable or 
ship complete status of the line item.   

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 
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changes to the quantity, price or units of measure.   

Delete Deletes the currently selected line item from the 
document.   

Release Releases a line item.  This button is not available when 
entering quotes.  You can choose this button to release a 
line item on a blanket order, future order, or to release a 
line item on a sales document that is on hold.   

Header Accesses the Header view of Direct Invoice Entry.   

Footer Accesses the Footer view of Direct Invoice Entry.   

ShippingW
arehouse 

The warehouse from which you are shipping the line item 
displays in this field as a reference.  If you are using 
multiple warehouses, this field is updated each time you 
change the shipping warehouse.   

Item The number of the item for the credit memo.   

Press F8 to enter a phantom item and quantity.   

If you enter an interchange item number, the system 
replaces it with 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 where you can choose to use the original item 
or the superseding item.   

If you are using multiple warehouses, press F10 to open 
the Shipment Origination dialog box to select the 
shipping origin and method of shipping for this line item.  
The shipping origin can be the shipping warehouse, a 
different warehouse if you are using multiple warehouses 
on an order, or a direct ship from a vendor.   

When you enter an item number, the selling UM, default 
price for the customer, and pricing UM display in the line 
entry.  The stock availability for the shipping warehouse 
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.   

Units Enter the quantity of the item per selling unit of measure 
to credit.  If the item has multiple selling units of 
measure, press F9 to open the UM Calculator to calculate 
the quantity at different selling units of measure.  When 
you enter the quantity and press TAB, the quantity re-
displays with a minus sign to designate a credit quantity.   

Selling UM The default selling unit of measure for the item displays 
in this field.  If there are multiple units of measure set up 
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for the item, you can use the drop-down list to select a 
different selling unit of measure.  If you change the 
selling unit of measure, the line extension is updated 
accordingly.  For example, if you change 12 each to 1 
box, the extended price would be updated to reflect the 
change.   

Price The default selling price based on the pricing hierarchy 
set up in SO Control Maint.  displays in this field.  You 
can use this price, or enter a different price per pricing 
unit of measure.  Press F9 if you want to open the Price 
Selection dialog box to select a different price for 
crediting this item to the customer.  You can change the 
selling price back to the item’s default price at any time 
by pressing F10 

Price UM The default pricing unit of measure for the item displays 
in this field.  If there are multiple units of measure set up 
for the item, you can use the drop-down list to select a 
different pricing unit of measure for this line item.   

Line Item 
Note 

If a note exists for a line item, 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 
button, or by choosing the Detail Line option from the 
Notes menu.   

Return 
Code 

Enter the return code to use for this line item on the 
credit memo.  Each return code is assigned a type of 
either Return or Allowance.  For a Return type code, the 
system updates the on-hand quantity of the item and the 
credit transaction posts to the CM Returns GL account.  
For an Allowance type code, the system does not update 
the item’s on hand quantity, and the credit transaction 
posts to the CM Allowance GL account.  For an Allowance 
type return, if the item is a parent item, the component 
items are not created or updated for the return.   

Extension The extended price of the line item displays in this 
display only field.  The extended price is calculated as the 
selling price less line discounts or aggregate line 
discounts times the quantity per selling unit of measure.  
You can scroll the item list to the left and right to view 
additional information, such as line item discounts, for 
the line items.   
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See Also 

How to enter credit memo item information  

Credit Memo Entry Footer view  

Credit Memo Entry Header view  
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How to enter Credit Memo Items information 
1. The credit memo number, customer number and name, and the shipping 

warehouse for this credit memo display at the top of the screen.   

 

 TIP:  If you are using multiple warehouses on an order, the Warehouse field 
will be updated each time you change the shipping warehouse.   

2. Enter the number of the Item that is to be credited.   

 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 Selectiondialog box opens 
so you can select the item number for the sale.   

3. If the item you enter has been superseded, a dialog box opens and you can 
choose to use the original item or the superseding item.   

4. If you are using multiple warehouses, you can press F9 to open the Shipment 
Origination dialog box to select the shipping origin and method of shipping for 
this line item.   

5. The Detail button is available to open the Line Item Detail dialog box to enter 
multiple ship-to’s, line item discounts, the cost for Sales Analysis, a line item 
commission and the taxable status of the line item.   

6. For Units, enter the quantity of the item per selling unit of measure to credit.  
When you enter the quantity and press TAB, the quantity re-displays with a 
minus sign to designate a credit quantity.   
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 TIP:  If the item has multiple selling units of measure, the F9 key is 
available to open the UM Calculator to calculate the quantity at different selling 
units of measure.   

7. Enter the Price at which you want to credit this item.  You can enter a manual 
price to use for the item if price overrides are allowed.  To view all pricing levels 
and schedules for all units of measure for the item, press F9 to open the Price 
Selection  dialog box.   

8. Enter the Price UM, or use the default pricing unit of measure for this item 
which displays in this field.  If there are multiple units of measure set up for the 
item, you can use the drop-down list to select a different pricing unit of measure 
for this line item.   

9. Enter the Return Code to use for this line item on the credit memo.  Each return 
code is assigned a type of either Return or Allowance.   
 

 TIP:  For a code that is a Return, the system updates the on-hand quantity 
of the item be updated, and the credit transaction posts to the CM Returns GL 
account.  For a code that is an Allowance, the system does not update the 
item’s on-hand quantity, and the credit transaction posts to the CM Allowance 
GL account.  If the item is a parent item, no components are created or 
updated.   

11. If a note exits for a line item, 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 button, or choosing the Detail Line option from the Notes menu.   

12. Extension is a display only field and contains the extended credit amount of the 
line item.   

13. When the item information is correct, choose Save to save this item in the item 
list.  You can continue to add or change items on the credit memo.   

 TIP:  For backorder quantities, the system displays a message allowing you 
to create a stock reservation, suggested purchase order, or purchase order for 
the item, based on your settings for the Create Pos for Whs Shipments flag on 
the SO Lines view of SO Control Maintenance and the warehouse/item 
replenishment path.   

 TIP:  If you are retuning 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.  When you select the New button, the 
system accesses the second version of the Container Allocation dialog box, 
which accommodates returns of containers not sold to a customer. 

14. When all detail line items are complete, choose End Add, End Ins, or End Edit, 
and the item list displays in the lower portion of the screen.  Use the buttons for 
the item list to maintain the detail lines.   

15. When all detail line items are complete, choose the Footer button to display the 
Footer screen.   
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See Also 

Credit Memo Entry Footer view  
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Credit Memo Entry Footer view 
Use the Credit Memo Entry Footer view to review or enter any add-on charges, 
deposits, taxes (You can modify the tax class.), credit card or shipping warehouse 
information for the credit memo and to view the total of all information on the 
credit memo.  Refer to the Add Ons Processing Details topic on page 77 for details. 

 

Screen Details 
Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter, save, or authorize credit card 
information using this screen depending on your system settings in SO Control 
Maintenance.  When you save credit card authorization information, the system 
disables the Terms Code, Payment Type, and Check or Card# fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order entry, invoicing, or confirmation screens.  If you decide to modify 
a transaction after you have authorized the credit card transaction, you must void 
the transaction by selecting the Void button.  Note:  The system displays the Void 
button instead of the Credit Card button when you authorize a credit card 
transaction. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
Authorization for PayPal dialog box.  When you save credit card authorization 
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information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders 
module.  Select the Payment button to access a version of Credit Card 
Authorization for PayPal dialog box, which allows you to change payment type and 
terms code, update credit card information, and submit a credit card transaction. 

From the Footer screen of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization dialog box to gather the necessary information.   

If the Require Credit Card Security Code checkbox is selected (set to "yes") on 
the General view of Credit Card Control Maintenance, the system displays the 
Credit Card Authorization dialog box so you can enter the credit card security 
code. 

You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button on the Credit Card Authorization for PayPal dialog box.  After the 
program has enough information to authorize a request, the system displays the 
Status Message dialog box and waits until either the request timeout occurs or an 
available license is free to use.  The program makes the credit card authorization 
request and displays a request indicating whether the transaction was approved or 
declined. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-ons or the method 
of shipping for a particular shipping warehouse on the sales 
document.  The Ship Wh button is available when there is 
more than 1 shipping warehouse; it accesses the Add Ons by 
Warehouse dialog box so you can review or change the add-
on charges for each individual warehouse on the invoice.   

More Accesses the Add On Selections dialog box for changing the 
add-ons for the current sales order.   

Factor Costs Access the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add Ons to 
the cost of the invoiced items on the credit memo. 

Tax Accesses the Document Sales Tax dialog box, which is used 
to change the tax class assigned to the invoice.   

Deposit Enters a deposit or refund amount against the current 
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Fields, Buttons, Checkboxes, & Icons 

invoice.   

Credit Card/ 
Void 

Accesses the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box, which is used to 
save and authorize credit card information during sales order 
entry, depending on whether your system includes the Credit 
Card InterLink and your system settings.   
Note:  After you authorize a credit card transaction, the 
system displays the Void button for the ICVERIFY Credit 
Card Interlink integration, which is used to void an 
authorized credit card transaction, instead of the Credit 
Card button. 

Header Accesses the Header view of Direct Invoice Entry.   

Items Accesses the Items view of Direct Invoice Entry.   

Done Saves the direct invoice information and accesses the Print 
Invoice dialog box.     

Add Ons You define the add-ons to automatically display for credit 
memos using Add On Default Maint.  in System 
Management.  The add-ons you define and their default 
amounts or percentages or costs display on the Footer 
screen.  You can use these add-ons and any default amounts 
or percentages or costs, or you can enter different amounts 
or percentages or costs for the current credit memo.  Choose 
the More button to change the add-ons for the credit memo.  
If you have multiple shipping warehouses on the credit 
memo, choose the Ship Wh button to change the amount or 
percentage of an add-on for a particular warehouse.  Select 
the Factor Costs button to access the Cost Factoring dialog 
box, which is used to choose the options for factoring the 
costs of the Add Ons to the cost of the invoiced items on the 
sales order. 

Terms 
Code 

The default terms code set up in SO Control Maint. for credit 
memos displays as the default terms code.  Use this terms 
code or enter a different valid terms code.  The terms code 
determines the aging of credits in Accounts Receivable.  If 
the terms code is set up as cash terms, the credit memo 
posts to the GL cash account and does not post to Accounts 
Receivable.  For credit card processing, enter a terms code 
with a Cash type. 

Payment 
Type 

If the Terms Code is set as cash, enter the Payment Type for 
the credit.  For credit card processing, enter a payment type 
code with a Credit Card type. 

Card or 
Check # 

For entry or confirmation of a sales order, direct invoice, or 
counter sale that has a cash Terms Code, and the Payment 
Type that is set up as check, enter the check or credit card 
number to apply to the sales document.   
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Fields, Buttons, Checkboxes, & Icons 

If your TakeStock system contains the optional Credit Card 
InterLink, the system displays the encrypted credit card 
number in this field.   
To enter the credit card number, select the Credit Card 
button to access the Credit Card Authorization for ICVerify or 
Credit Card Authorization for PayPal the dialog box for 
processing credit card transactions. 

Tendered For a credit memo that has a cash Payment Type, enter the 
amount of cash to refund to the customer.  The system 
subtracts the Tendered cash paid to the customer from the 
total credit memo amount.   
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See Also 

How to enter Credit Memo footer information  
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How to enter Credit Memo footer information 
1. The credit memo number, customer number and name display at the top of the 

screen.   

 
2. For a single shipping warehouse, any add-ons and their default amount or 

percentage for the credit memo display in the Add On section of the screen.   

Create Pos 
for Whs 
Shipments 

Indicates you want to by-pass traditional special 
order placement (e.g., creation of Suggested 
Purchase Orders) and create actual purchase order 
documents from sales order entry programs and 
optionally add items to existing purchase orders.   

*Note: this feature will work only for those items that 
have the replenishment path set to Vendor. 

Notes from backordered SO lines automatically post 
to the PO created.  

 

 TIP:  For multiple shipping warehouses, the screen displays the total add-
ons for all warehouses.  The Ship Wh button opens the Add Ons by Warehouse 
dialog box so you can review or change the add-on charges for each individual 
warehouse on the credit memo.  You can use the add-on defaults and their 
values, or you can enter the amount or percentage for any of these fields.   

3. Choose the More button to change the add-ons for the current credit memo.  
This button opens the Add On Selections dialog box.  Select the Factor Costs 
button to access the Cost Factoring dialog box, which is used to choose the 
options for factoring the costs of the Add Ons to the cost of the invoiced items 
on the credit memo. 

4. The Terms Code set in SO Control Maint.  for default credit memo terms 
displays as the default to define the terms of aging for this credit memo.  You 
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can use the default or enter a different valid terms code.   
 

 TIP:  If the terms code is set up as cash terms, the credit memo posts to 
the GL cash account and does not post to Accounts Receivable.   

5. If the Terms Code is set as cash, enter the Payment Type for the credit.   

6. If the Payment Type is set as check or credit card, enter the Check or Card # to 
which you are applying the credit memo.   

7. For a credit memo that has a Payment Type of cash, enter the amount of cash 
to refund to the customer in the Tendered field.  The system subtracts the 
Tendered cash paid to the customer from the total credit memo amount.   

8. The Tax button opens the Document Sales Tax dialog box for changing the tax 
code, tax class and resale status for the credit memo.   

9. Select the Credit Card button to access the Credit Card Authorization for PayPal 
or Credit Card Authorization for ICVERIFY dialog box, which is used to save and 
authorize credit card information during sales order entry, depending on 
whether your system includes the Credit Card InterLink and your system 
settings.  . 

10. (Optional) ICVERIFY Users: If you decide to modify a transaction after you have 
authorized the credit card transaction, you must void the transaction by 
selecting the Void button.  Note:  The system displays the Void button instead 
of the Credit Card button when you authorize a credit card transaction if your 
system has the optional Credit Card InterLink for the ICVERIFY credit card 
integration. 

11. When all Footer information is complete, choose the Done button to end and 
save the credit memo.  The Print Credit Memo dialog box opens so you can print 
(or reprint) the credit memo, change printer options, or exit without printing.  
For any selection except Cancel, the system saves the credit memo and returns 
to the Header screen so you can enter another credit memo or exit.   

12. When all credit memos are complete and saved, choose File  Exit.   

See Also 

Credit Memo Entry Footer view  
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Credit Options Dialog Box 
The Invoice Reversal feature provides credit options for invoices.  The options 
allow you to reverse the invoice, select items to be credited on the invoice, and/or 
select the sales tax and/or freight charges (add ons) to be credited from the 
original invoice amount.  You can also enter a returns code for the selected credit 
option.  

Note:  Purchase orders created from an RMA/Invoice Reversal for direct shipment 
items will not include any Addons. 

To enter credit option information complete the steps below: 

1.  After you enter an invoice number in the AR Invoice field on the Header view of 
the SO Credit Memo Entry program, you can access this feature from the File 
menu by selecting File Invoice Reversal.  The system displays the Credit 
Options dialog box.   

 
2. In the Select Type section of the dialog box, you can select All Lines to credit all 

lines on the invoice, Selected Lines Only to access a dialog box where you can 
select the line items on the invoice that you want to credit, Taxes Only to credit 
taxes on the invoice, or Add-On's Only to credit the add-on (freight, and so on) 
charges.  In the Include section of the dialog box, you can select to include 
Sales Tax or All Add-ons to be credited from the original invoice amount.  In the 
Return field, enter a return code for the lines.  Note:  If you select the Taxes 
Only radio button, the system displays the Miscellaneous Invoice Entry program 
when you exit this dialog box. 
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3.  If you choose the Selected Lines Only radio button and click the Select button, 
the system displays the Select Credit Memo Lines dialog box, which is used to 
select the line items on the invoice that you want to credit.   

 
4. You can highlight each line that you want to credit and click the Select button or 

double click the line in the browser to select it.  Note that when you highlight a 
selected line the Select button label changes to Deselect.  You can now click the 
Deselect button to "un-select" a line for the credit memo.  To select all the lines, 
click the Select All button.  To exit the screen and return to the Credit Options 
dialog box, click the Close button.   

5. When you complete the credit option information, click the Credit button, and 
the system returns you to the Footer view of the Credit Memo Entry screen.  
Review and modify information as necessary, the select then Done button to 
process the invoice reversal.  Note:  If you select the Taxes Only radio button, 
the system displays the Miscellaneous Invoice Entry program when you exit this 
dialog box.  Use the Miscellaneous Invoice Entry program to complete and print 
the entry for the tax reversal. 
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Print Credit Memo Dialog Box 
When you enter a credit memo, this dialog box displays so you can print the 
memo now and/or send the memo via EDI. 

 
Use this dialog box to print the credit memo at the time you save it, or to reprint a 
credit memo after saving changes.   

If the option for processing EDI is selected for the company in the System 
Control—Authorization dialog box, this program also runs the export program to 
send invoices via EDI.  The customer can be set up to Send via EDI and print, or 
Send via EDI only.  

Certificates of Analysis 

Based on your settings Lot Maintenance, the system can automatically print the 
Certificate of Analysis for specified lot items and/or print the literature bin location 
and CofA notification message on the pick ticket or invoice. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Print Credit 
Memo 

Prints or reprints the credit memo now.  If the customer is set 
up to receive invoices via EDI, this box may also be selected to 
print the credit memo in addition to sending via EDI. 

Send via 
EDI 

Sends or resends the credit memo via EDI.  This option is 
available only if the company and the customer are set to 
process EDI.  

OK Saves and prints the credit memo, and returns to the Header 
window. If not selected, the credit memo is saved and you 
return to the Header without printing. If processing EDI and the 
Send via EDI is checked, the system runs the EDI export 
program in addition to or instead of the actual print program. 

Cancel Returns to the Footer screen without saving the new or 
changed credit memo. 

Printer Changes printer options before printing. 

Help Displays Help for the screen.   
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Memo You can print the default memo, which is set up in SO Control 
Maint, or enter up to 30 characters for a different memo to 
print on the invoice. 
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Miscellaneous Invoice Entry 
Miscellaneous invoices can be an effective way to initially enter open invoices for 
your customers, or to correct an over charge for an add-on or tax charge.  Use 
this program to enter a miscellaneous invoice that contains no line detail.   

There are two views for Miscellaneous Invoice Entry: 

Miscellaneous Invoice Entry Header view  

Miscellaneous Invoice Entry Footer view  

Print Security Functionality  

Note that separate print security functionality exists for Miscellaneous Invoice 
Entry and the Invoice/Credit Memo Print program.  This setting allows users to 
print invoices from the Footer screen of Miscellaneous Invoice Entry without 
allowing print access from the Invoice/Credit Memo Print program.  In SM --> 
Security --> Security Review double click the Sales Order Entry program then set 
the Functions option to Invoice Credit Memo Print and add valid user groups. 

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Manufacturing Representative Documents  

The invoice date in Direct Invoice Entry on directly shipped MR orders can be 
backdated so the invoice will update to Sales Analysis in the period that the goods 
were actually shipped; as reported by the shipping Vendor. If a Direct Invoice is 
backdated prior to the prior period, the GL period used when updating through the 
Daily sales Register will still post to the prior GL period. 

If you enter a direct invoice for the sale, the system enables the option to print the 
MR document, regardless of whether or not the document is direct or warehouse 
ship. At any time, you can choose to go into the MR document print program and 
print or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the DSR 

Resizing the Screen 

You can resize the screen for programs in the Sales 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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See Also 

How to enter Miscellaneous Invoices  
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How to enter Miscellaneous Invoices (overview) 
Access Direct Invoice Entry by selecting Sales Orders  Invoices  Miscellaneous 
Invoice Entry.   

Use the following guidelines to enter a miscellaneous invoice: 

1. Use this program to correct an over charge for an add-on or tax charge, or to 
enter initial open invoices.  Miscellaneous invoices contain no line detail.   

2. There are two screens for entering a miscellaneous invoice: Header and Footer.   

3. On the Header screen, define information that prints on an invoice, such as 
method of shipping, how to handle freight charges, and the salesperson to get 
commission on the sale.  When you complete the header information, choose 
the Footer button to display the Footer view of the Miscellaneous Invoice Entry 
screen.   

4. On the Footer screen, review or enter any add-on charges, deposits, taxes (You 
can modify the tax class.), credit card information, or shipping warehouse 
information for the invoice.  The total of all information on the document 
displays on the Footer screen.  When all Footer information is complete, choose 
the Done button to end Miscellaneous Invoice Entry.  The system displays the 
Print Invoice dialog box where you can choose to print the invoice, change 
printer options, or exit.  For any selection except Cancel, the system saves the 
invoice returns to the Header screen so you can enter another miscellaneous 
invoice or exit.   

5. If you do not choose to print the invoice at the time the direct invoice is saved, 
or to reprint a invoice, select Invoice/Credit Memo Print from the menu.   

See Also 

Miscellaneous Invoice Entry Header view  

Miscellaneous Invoice Entry Footer view  
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Miscellaneous Invoice Entry Header view 
Use the Header view to define information that will print on an invoice, such as 
method of shipping, how to handle freight charges, and the salesperson to get 
commission on the sale.   

 

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. 

Temp Displays the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have not 
yet added to TakeStock.   

Misc.  
Invoice #  

Enter the number to assign to a new miscellaneous invoice.  
You can press TAB when NEXT displays in this field to 
assign the next available miscellaneous invoice number.  
Pressing F9 will also assign the next available number.  
Miscellaneous invoice numbers are eight characters long 
and begin with a preceding M.  An example of a 
miscellaneous invoice number could be M1234567.  If you 
need to change or delete an existing miscellaneous invoice, 
enter the existing 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 miscellaneous invoice, the system deletes the 
add-on and tax charges but not the miscellaneous invoice 
number.  The deleted miscellaneous invoice number prints 
on the next Daily Sales Register with a note that it was 
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deleted as an audit trail of all miscellaneous invoice 
numbers used.   

Invoiced  Enter the date on which you enter and print the invoice.  
The default for this field is the current system date.  This is 
the date that is used for determining payment terms and 
due dates.   

Customer  Enter the customer number for whom you are entering a 
sales document; this is the Sold To customer.  Press F10 to 
enter a sales document for a cash customer.  A dialog box 
opens to enter the customer name and address, which is 
temporarily stored until the document is complete, but is 
not saved in TakeStock.   

Ship To  This field defaults to the primary Ship To set up for the 
customer you entered.  Press TAB to accept this default, or 
enter a different valid Ship To customer.  Press F9 to enter 
SAME so the Ship To customer is set to the same number as 
the Sold To Customer field.  Press F10 to enter a temporary 
Ship To address (that is not saved by TakeStock) for the 
sale.   

Warehouse  Enter the code of the warehouse to which the invoice 
applies.  The warehouse from your user profile displays as 
the default.  If you are using multiple warehouses on an 
order, this is the initiating warehouse.   

Salesperson  The code for the salesperson to get credit for this sale.  This 
field has a functional security setting by user group.  The 
purpose of this feature is to secure the salesperson based 
on the customer default.  You cannot change the 
salesperson code without proper functional security. 

If the Ship To is set to SAME or TEMP, the salesperson 
assigned to this customer in Customer Maint displays in this 
field as the default.  If you enter a Ship To other than SAME 
or TEMP, the default is the salesperson for the Ship To 
record.   

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

Customer’s 
PO Number  

Enter up to 15 characters for the customer PO number.  If 
the customer record is set to require a PO number, you 
must enter a number in this field in order to continue.  If 
not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the 
Invoicing view of Customer Maintenance, you must enter a 
reference/PO number that has not already been recorded on 
another Sales Order document or the system displays a 
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warning message telling you that the reference/PO number 
for the specified customer has already been recorded for 
another document.  Note that the message is only a 
warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number 
again. 

Freight  From the drop-down list, select how to bill the freight.   
You can set the fright code at the ship-to location, 
customer, or SO control maintenance level.  The system 
searches for and displays the default freight code using the 
following program hierarchy:  AR Ship-to Maintenance, then 
AR Customer Maintenance, then SO Control Maintenance.�  
If you select Bill Later, the system updates the freight 
charges during the Daily Sales Register and print them on 
the Unbilled Freight Report for you to manually bill the 
customer at a later time.   

Ship Via The Ship Via set up in the customer record displays as the 
default.  You can use the default or enter a different ship 
via for this document.   

Route/Stop The Route and Stop fields are only available if the Ship Via 
is set to require routes.  The Route and Stop fields display 
the defaults set up in the customer’s record.  You can use 
the defaults or enter different values for the current 
document.   

Entered By Displays the user code from your user profile as the default 
to identify the person who actually entered the sales 
document.  The user code you enter here prints on the 
sales document.   

Contact The contact at the customer’s location for this document.  
The contact for the customer or ship-to record you entered 
displays in this field as the default.   

Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

How to enter Miscellaneous Invoice header information  

Miscellaneous Invoice Entry Footer view  
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How to enter Miscellaneous Invoice header 
information 

1. You reach this program by selecting Sales Orders  Invoices  Miscellaneous 
Invoice Entry.   

 
2. For Misc.  Invc.  #, enter the number to assign to a new miscellaneous invoice, 

or enter the existing document number to change or delete an existing 
miscellaneous invoice.   

 TIP:  To assign the next available miscellaneous invoice number, press TAB 
when NEXT displays in this field, or press F9.  Miscellaneous invoice numbers 
are eight characters long and begin with an M.  An example of a miscellaneous 
invoice number could be M1234567.   

3. If you are changing or deleting a miscellaneous invoice and a document note 
exists for the document number you enter, the Notes dialog box opens to 
display the note.   

4. If you delete a miscellaneous invoice, the add-on and tax charges are also 
deleted.  The miscellaneous invoice number is not deleted.  The deleted 
document number prints on the next Daily Sales Register with a note that it was 
deleted if it has not yet been printed, or voided if it has been printed, as an 
audit trail of all miscellaneous invoice numbers used.   

5. In the Invoiced field, enter the date on which the invoice is entered and printed.  
The default for this field is the current system date.  This is the date that is used 
for determining payment terms and due dates.   

6. Enter the number of the Customer for whom you are entering a miscellaneous 
invoice; this is the Sold To customer.   
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 TIP:  Press F10 to enter a miscellaneous invoice for a cash customer.  A 
dialog box opens to enter the customer name and address, which is temporarily 
stored until the document is complete but is not saved in TakeStock.   

7. The Ship To field defaults to the primary Ship To set up for the customer you 
entered.  Press TAB to accept this default, or enter a different valid Ship To 
customer.  Press F9 to enter SAME so the Ship To customer is set to the same 
number as the Sold To Customer field.  Press F10 to enter a temporary Ship To 
address for the sale that will not be saved by TakeStock.   

8. Enter the code of the Warehouse for which you are creating the invoice.  The 
warehouse from your user profile displays as the default.  You cannot enter 
multiple warehouses on a miscellaneous invoice.   

9. Modify, as necessary, the code for the Salesperson to get credit for this sale.  
This field has a functional security setting by user group.  The purpose of this 
feature is to secure the salesperson based on the customer default.  You cannot 
change the salesperson code without proper functional security.  If the Ship To 
is set to SAME or TEMP, the salesperson assigned to this customer in Customer 
Maint displays in this field as the default.  If you enter a Ship To other than 
SAME or TEMP, the default is the salesperson for the Ship To record.   

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

11. Enter up to 15 characters for the Customer’s PO Number.  If the customer’s 
record is set to require a PO number, then you must enter a number in this field 
in order to continue.  If not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

12. From the drop-down list, select how Freight is to be billed. You can set the fright 
code at the ship-to location, customer, or SO control maintenance level.  The 
system searches for and displays the default freight code using the following 
program hierarchy:  AR Ship-to Maintenance, then AR Customer Maintenance, 
then SO Control Maintenance. 

  TIP:  If you select Bill Later, the freight charges will be updated during the 
Daily Sales Register and will print on the Unbilled Freight Report for you to 
manually bill the customer at a later time.   

13. The Ship Via set in the customer’s record displays as the default.  You can use 
the default or enter a different ship via for this document.   

14. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
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record.  You can use the defaults or enter different values for the current 
document.   

15. The Entered By field displays the user code from your user profile as the default 
to identify the person who actually entered the sales document.  The user code 
you enter here prints on the sales document.   

16. Enter the Contact at the customer’s location for this document.  The contact for 
the Customer or Ship To you entered displays in this field as the default.   

17. When all information for the Header is complete, choose the Footer button to 
move to the footer screen.  The Items button is not available because you cannot 
enter items on a miscellaneous invoice.   

See Also 

Miscellaneous Invoice Entry Header view  

Miscellaneous Invoice Entry Footer view  
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Miscellaneous Invoice Entry Footer view 
Use the Footer view to review or enter any add-on charges or taxes (You can 
modify the tax class.) for the miscellaneous invoice, and view the total of all 
information on the document.  Refer to the Add Ons Processing Details topic on 
page 77 for details. 

The document number and customer number and name display at the top of the 
screen.  The add-ons and their default amounts display in the Add On section of 
the screen.  You can use the add-on defaults and their values, or you can enter a 
different amount for any of these fields.   

 

Screen Details 
Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter, save, or authorize credit card 
information using this screen depending on your system settings in SO Control 
Maintenance.  When you save credit card authorization information, the system 
disables the Terms Code, Payment Type, and Check or Card# fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order entry, invoicing, or confirmation screens.  If you decide to modify 
a transaction after you have authorized the credit card transaction, you must void 
the transaction by selecting the Void button.  Note:  The system displays the Void 
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button instead of the Credit Card button when you authorize a credit card 
transaction. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
Authorization for PayPal dialog box.  When you save credit card authorization 
information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders 
module.  Select the Payment button to access a version of Credit Card 
Authorization for PayPal dialog box, which allows you to change payment type and 
terms code, update credit card information, and submit a credit card transaction. 

From the Footer screen of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization dialog box to gather the necessary information.   

If the Require Credit Card Security Code checkbox is selected (set to "yes") on 
the General view of Credit Card Control Maintenance, the system displays the 
Credit Card Authorization dialog box so you can enter the credit card security 
code. 

 You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button on the Credit Card Authorization for PayPal dialog box.  After the 
program has enough information to authorize a request, the system displays the 
Status Message dialog box and waits until either the request timeout occurs or an 
available license is free to use.  The program makes the credit card authorization 
request and displays a request indicating whether the transaction was approved or 
declined. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

More Accesses the Add On Selections dialog box for changing the 
add-ons for the current invoice.   

Factor Costs Accesses the Cost Factoring dialog box, which is used to 
choose the options for factoring the costs of the Add Ons to 
the cost of the invoiced items on the invoice. 

Tax Accesses the Document Sales Tax dialog box, which is used to 
change the tax class assigned to the invoice.   

Header Accesses the Header view of Direct Invoice Entry.   
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Fields, Buttons, Checkboxes, & Icons 

Credit Card/ 
Void 

Accesses the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box, which is used to 
save and authorize credit card information during sales order 
entry, depending on whether your system includes the Credit 
Card InterLink and your system settings.   
Note:  After you authorize a credit card transaction, the 
system displays the Void button for the ICVERIFY Credit Card 
Interlink integration, which is used to void an authorized credit 
card transaction, instead of the Credit Card button. 

Done Saves the direct invoice information and accesses the Print 
Invoice dialog box.     

Add Ons You define the add-ons to automatically display for sales 
documents using Add On Default Maint.  in System 
Management The add-ons you define and their default 
amounts or percentages or costs display on the Footer screen.  
You can use these add-ons and any default amounts or 
percentages or costs, or you can enter different amounts or 
percentages or costs for the current invoice.  Choose the More 
button to change the add-ons used on the current document.  
Select the Factor Costs button to access the Cost Factoring 
dialog box, which is used to choose the options for factoring 
the costs of the Add Ons to the cost of the invoiced items on 
the invoice. 

Terms 
Code 

The terms code assigned to the customer.  You can use this 
terms code or enter a different valid terms code.  If the terms 
code is set up as cash terms for a confirmation, direct invoice 
or counter sale, the Payment Type, Card or Check #, and 
Tendered fields are available.  For credit card processing, 
enter a terms code with a Cash type. 

Payment 
Type 

The code for the Payment Type, which has been set up as 
cash, check, credit card, or other.  For credit card processing, 
enter a payment type code with a Credit Card type. 

Card or 
Check # 

For entry or confirmation of a sales order, direct invoice, or 
counter sale that has a cash Terms Code, and the Payment 
Type that is set up as check, enter the check or credit card 
number to apply to the sales document.   
If your TakeStock system contains the optional Credit Card 
InterLink, the system displays the encrypted credit card 
number in this field.   
To enter the credit card number, select the Credit Card 
button to access the Credit Card Authorization for ICVerify or 
Credit Card Authorization for PayPal the dialog box for 
processing credit card transactions. 

Tendered The amount of cash received against the document.  The 
system subtracts the tendered cash from the document total 
and displays any amount of cash back that is due to the 
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Fields, Buttons, Checkboxes, & Icons 

customer.   

Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

How to enter Miscellaneous Invoice footer information  
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How to enter Miscellaneous Invoice footer 
information 

1. The miscellaneous invoice number, customer number and name display at the 
top of the screen.   

 
2. The add-ons and their default amounts display in the Add On section of the 

screen.  You can use the add-on defaults and their values, or you can enter a 
different amount for any of these fields.   

 TIP:  You define the add-ons to display for sales documents using Add On 
Default Maint.  in System Management, The add-ons you define and their 
default amounts display on the Footer screen.  Use these add-ons and any 
default amounts for the miscellaneous invoice, or enter different amounts.   

3. Choose the More button to change the add-ons for the current document.  This 
button opens the Add On Selections dialog box.  Select the Factor Costs button 
to access the Cost Factoring dialog box, which is used to choose the options for 
factoring the costs of the Add Ons to the cost of the invoiced items on the 
invoice. 

4. The Terms Code assigned to the customer displays as the default to define the 
terms for this invoice.  You can use the default or enter a different valid terms 
code.   

5. In the Payment Type field, enter a valid payment type.  For credit card 
transactions, enter a payment type code with a Credit Card type. 
 
(Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document.  If your system contains the 
optional Credit Card InterLink, for credit card transactions, select the Credit 
Card button to access the Credit Card Authorization for PayPal or Credit Card 
Authorization for ICVERIFY dialog box to enter the credit card number.  
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Note:  This is only available if your system has the optional Credit Card 
InterLink for either the ICVERIFY or PayPal PayflowPro credit card integrations. 

6. Choose the Tax button to open the Document Sales Tax dialog box for changing 
the tax code, tax class, and resale status for the invoice.   

7. (Optional) ICVERIFY Users: If you decide to modify a transaction after you have 
authorized the credit card transaction, you must void the transaction by 
selecting the Void button.  Note:  The system displays the Void button instead 
of the Credit Card button when you authorize a credit card transaction if your 
system has the optional Credit Card InterLink for the ICVERIFY credit card 
integration. 

8. When all Footer information is complete, choose the Done button to end and 
save the invoice.  The Print Invoice dialog box opens so you can choose to print 
(or reprint) the invoice, change printer options, or exit without printing.  For any 
selection except Cancel, the system saves the invoice and returns to the Header 
screen so you can enter another miscellaneous invoice or exit.   

9. When all miscellaneous invoices are complete and saved, choose File  Exit.   

See Also 

Miscellaneous Invoice Entry Footer view  
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Invoice/Credit Memo Print 
This program prints the invoices and credit memos for the shipping warehouses 
you select.  Many options in the system determine what and where information 
prints on the invoices and credit memos.   

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 Template-
Saved Settings topic in the online help or the TakeStock Basics guide.   

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

 
If the option for processing EDI is selected for the company in System Control- 
Authorization, this program also runs the export program to send invoices via EDI.  
For each customer, you can set the customer's invoices and credit memos to Send 
via EDI and print, or Send via EDI only.  

You can print an invoice with the lines sorted in either the order in which they 
were entered or in bin order.  If the Invoice Print Items Sort flag in SO Control 
Maintenance is set to Entered Order, then the lines on the invoice are sorted in 
the same order that they were originally entered into Sales Order Entry.  If the 
flag is set to Pick Ticket Print Order, then the lines on the invoice are sorted in 
primary bin order.  This second option means there is no change in the processing 
of the system.   

For invoice lines items with multiple ship to locations, the system prints the freight 
by ship-to/ship-via combination, taxes by ship-to with the last occurrence of the 
ship-to code, and only the totals for taxes (You can modify the tax class.).  
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MSDS Printing and Updating  

You can also optionally print certain information on the invoice lines that are 
applicable to MSDS handling procedures and optionally update the MSDS print 
queue for on line printing of MSDS Word or PDF documents, as well as optionally 
update history records based on rules set within TakeStock. 

Based on the MSDS Notification setting on the Options view of Customer 
Maintenance, you can select to always print the MSDS for hazardous items 
regardless of the MSDS history status, in conjunction with the invoice. 

If the shipping warehouse for the line on the invoice has MSDS in Warehouse 
Maintenance and the item entered on the order has a MSDS ID or if the shipping 
warehouse uses messaging for invoices, the system searches the MSDS History 
Maintenance program to see if the Customer/Ship to has been sent the current 
revision.  If the current revision of the MSDS (from MSDS ID Maintenance) falls 
after the last date sent (from the MSDS History Maintenance), the program does 
not print another MSDS.  If the current revision of the MSDS falls before or is 
equal to the last date sent, the program stops “checking. 

If the shipping warehouse uses messaging for invoices, the program prints the 
invoice message below the item description on the invoice.  If the Invoice/Credit 
Memo Print program is to print the literature location for invoices, the program 
prints this location beside the message.  If the message is more than 20 
characters, the location prints below the message.  If on-line printing is in use for 
the warehouse, the program prints the MSDS Word document or Adobe Acrobat 
PDF document.   If the warehouse is set to update MSDS history records during 
invoice print, the program will make this update. 

Certificates of Analysis 

Based on your settings Lot Maintenance, the system can automatically print the 
Certificate of Analysis for specified lot items and/or print the literature bin location 
and CofA notification message on the pick ticket or invoice. 

Quick Direct Ship Receipt Processing 

You can immediately confirm a sales order for quick direct ship receipt by selecting 
the Update button from the Footer screen of PO Receipts Entry before processing 
the Quick Direct Ship Receipts dialog box.  The sales order is confirmed 
immediately in addition to normal processing.  If you selected Done button from 
the Footer screen of PO Receipts Entry before processing the Quick Direct Ship 
Receipts dialog box, a pending SO confirmation is created.  The sales order will be 
confirmed by the PO Receipts Register update. As with normal SO processing, the 
invoice number for the confirmed SO is assigned during Invoice Print.   If a SO 
confirmation cannot take place, a message is sent to the Broken Tie User for 
manual intervention.  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.   
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For direct ship sales orders, the system prints “Direct from:  Vendor”, rather than 
the vendor name on direct ship line items.  This functionality is not available in 
Optio printing.  

Containerized Items  

If the invoice or credit memo contains containerized items or container items (the 
container itself), the document information contains the container types, numbers, 
and serial numbers (if applicable).  

If you allocated container numbers, Invoice Print also prints container deposit/ 
rental amounts. 

Multiple Part Forms 

Invoice/Credit Memo Print can generate multiple part forms and distribute the first 
copy by the customer’s preferred method of print, e-mail, or fax.  Invoice/Credit 
Memo Print must be used to print parts 2 – 6 that you enter in the Multiple Part 
Setup dialog box accessible from the Forms view of SO Control Maintenance or AR 
Control Maintenance.  You must have the appropriate software installed for faxing 
and e-mail in order to use these document send methods. Note:  Only the first 
part of multiple part forms print from completion dialog of any of the invoicing 
modes of Sales Order Entry.   

Batch Printing for Invoices and Statements 

The Fax/E-Mail/Print and Multiple Part Forms features in TakeStock require that 
the Invoice/Credit Memo Print and Statement Print programs generate separate 
print jobs for each document. If another user sends a print job to the same printer 
that is printing a batch of invoices or statements, then output from the second 
print job may appear in the middle of the invoice or statement print job. 
Additionally, users will not be able to use Invoice/Credit Memo Print program for a 
selected salesperson and send a batch of invoices to that salesperson via the VSI-
Fax or WinFax printer transport as a single fax print job. In this scenario, the 
system prompts you using the Send Fax dialog box for each document in the 
batch, and each invoice would be sent as a separate fax job. 

 

e-wms Processing for Kitted Items 

When a parent item is sent to the ewms system. Takestock determines the 
number of parents shipped by calculating the number of each components shipped 
divided by the quantity per for the component.  The Invoice/Credit Memo Print 
program uses the actual shipped quantity for each component, if components print 
on the invoice, and the invoice backordered field also includes any committed 
quantity for the component item.   

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the documents print.  Available 
options are:  Warehouse, Document, and Customer.   

Limit By You can select to limit the invoices and credit memos that 
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print by selecting specific documents or a range of documents.  
You can also select to print for a specific warehouses, a 
specific salesperson, a specific customer, or a specific route.  
The route option is available only if you are using routes.   

For example, to limit the documents 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 documents on which the 
selected warehouse is the shipping warehouse prints.   

Options In the Document s section of the form, select from the 
following options for printing the invoices and credit memos:   

Print—Prints only the documents that have not yet been 
printed.  Sends EDI documents for customers set up to 
process EDI. 

Reprint—Reprints the documents that have already been 
printed at least once.   

Reprint Required—Reprints the documents that have changed 
since the last time they were printed.  You must reprint 
invoices that have changes, or they do not display on the Daily 
Sales Register.   

Resend via EDI— Resends the documents that have already 
been sent at least once.  This option is available only if you 
select Reprint or Reprint Required.  

Subsort by Warehouse—Indicates whether to sub-sort the 
documents by shipping warehouse.  If you select this option, a 
subheading prints in the body of the form showing the 
warehouse code, description, and ship via information.   

Print Initial Alignment—Indicates to the system to print an 
initial alignment to check positioning of the forms in the 
printer.  A dialog box opens so you can print another 
alignment, cancel printing, or continue with printing the forms.   

Print Shipped Lines Only—Indicates to the system to print 
invoices that contain only the lines items that you are able to 
bill. 

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box so you can 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.   
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OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the documents.   

Setup Accesses the Print Setup dialog box so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

Cutoff 
Date 

The date through which to print documents.  The system 
prints only the invoices and credit memos with an invoiced 
date that is earlier or the same as the date you enter here. 

See Also 

Invoice/Credit Memo Print Hints and Examples  

How to print Invoices and Credit Memos  
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Invoice/Credit Memo Print Hints and Examples 
The forms can print on plain paper or pre-printed forms as defined in SO Control 
Maint—Forms view.  You can also set the Options in this view to print the item 
descriptions 1 and 2.  If you select the option in SO Control Maint.  to print BOM 
component items, the components for each parent item prints on the form.  Any 
add-ons for the document print in the body of the form.   

Using Parent Companies 

If you are using parent companies options in Customer Maintenance, define who 
receives the bill for payment.  To use the multiple bill-to feature, you must also 
check the Parent Company checkbox in AR Control Maintenance.  Based on your 
selection, either the Bill To customer or Ship To customer print on the left side of 
the invoice header.  The other address prints in the body of the form.  The Ship To 
address always prints on the right side of the header.   

Printing Interchange Items 

If you select to print interchange items for a customer, an extra line prints on the 
form to show the customer’s interchange number for each interchange item.  
Serial numbers print in two columns for serialized items.  The lot number and 
quantity for each lot item prints.  Based on your selection in Item Maint.  for each 
individual item, the extended item description may print on the form.   

Sending Documents via EDI 

The invoice and credit memo print program automatically sends documents via 
EDI for customers set up to process EDI.  You can set up a customer to receive 
documents via EDI, receive printed documents, or both.  To process EDI, the EDI 
feature must also be set for the company in the System Control—Authorization 
dialog box. 

Printing an alignment 

If you chose to print an alignment, the alignment prints, and a dialog box opens 
where you can select to print another alignment, cancel the print, or continue to 
print the forms.  Choosing the Print button on this screen prints the forms without 
saving your current selections.  Choose the OK button to save your selections to a 
new or existing template.   

See Also 

How to print Invoices and Credit Memos  
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Invoice  
A typical invoice is depicted below: 
 
 
                                                       Original             Reprint 
 
                                                              Invoice          77702055 
 
                                                                                      1 
 
                                                                             08/17/2000 
 
     NJD                                                 MMR 
     New Jersey Devils                                   Mean Machine MultiSport Racing 
     Hwy 29                                              3450 Jones Mill 
     Route 2 Box 96                                      Kewaunee, 
     Kewaunee, WI                                        Quantaina Roo, Mexico 
                                                         105-10A 
 
 
 
 mmr-081700-01    08/17/2000  Niki Doggie                     30 days         federal2 
 
 
 00007877       Argentina Warehouse              GJS Test     Federal Express 
 
 
  55 Gal Drum                          1           1         0 EA       99.00 EA        99.00  
  55 Gallon Plastic Drum                                                                      
   Containers:                                                                                
    ID: 637                                                                                   
                                                                      Deposit           50.00  
    Serial: drum100                                                                           
                                                                                              
                                                                                              
  Sold To:                                                                                    
  MMR                                                                                         
  Mean Machine MultiSport Racing                                                              
  3450 Jones Mill                                                                             
  Kewaunee,                                                                                   
  Quantaina Roo, Mexico                                                                       
  105-10A                                                                                     
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
 
 
 
 
  Deduct 14.85 if paid by 10/15. 
  Discount for early pay. 
  test memo for pick ticket from smForm              149.00       0.00      0.00       149.00 
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Credit Memo  
A typical credit memo is depicted below: 

                                                       Original             Reprint 
 
                                                              Credit Memo      Atl00979 
 
                                                                                      1 
 
                                                                             04/03/1998 
 
     MMR                                                 MMR 
     Mean Machine MultiSport Racing                      Mean Machine MultiSport Racing 
     3450 Jones Mill                                     3450 Jones Mill 
     Kewaunee,                                           Kewaunee, 
     Quantaina Roo, Mexico                               Quantaina Roo, Mexico 
     105-10A                                             105-10A 
 
 
 
 mmr-0403-0001    04/03/1998  Niki Doggie                     30 days         federal2 
 
 
 C0000269       Argentina Warehouse              PrePaid      Federal Express 
 
 
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
                                                                                              
 
 
 
 
 
 
  THIS IS THE INVOICE MEMO                           57.98-       0.00      0.00        57.98- 
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How to print Invoices and Credit Memos 
1. Access the Invoice/Credit Memo Print screen in the Invoice submodule of Sales 

Orders.  The complete path is Sales Orders  Invoices  Invoice/Credit Memo 
Print.  The system displays the Template-Saved Settings dialog box of 
Invoice/Credit Memo Print.   

 
2. Select the New, Edit, or Copy button to access the Invoice/Credit Memo Print:  

Untitled dialog box.   

 
3. In the Options box, select the information for printing the invoices or credit 

memos.   

4. In the Document s section of the form, select from the following options for 
printing the invoices and credit memos.  Select :  Print to print only the 
documents that have not yet printed, Reprint to reprint the documents that have 
printed at least once, or Reprint Required to reprint the documents that have 
changed since the last time they were printed.  You must reprint invoices that 
have changes, or they do not display on the Daily Sales Register.  If you select 

474 TakeStock SO  



Invoices  How to print Invoices and Credit Memos 

Reprint or Reprint Required, you can select Resend via EDI to re-send documents 
that have already been sent at least once. 

5. Check Subsort by Shipping Warehouse to sub-sort the documents by shipping 
warehouse.  If you select this option, a subheading prints in the body of the 
form showing the warehouse code, description and ship via information.   

6. Check Print Initial Alignment to print an initial alignment to check positioning of 
the forms in the printer.  A dialog box opens so you can print another 
alignment, cancel printing, or continue with printing the forms.   

7. In the Cutoff Date field, enter the date through which to print documents.  The 
system prints only the invoices and credit memos with an invoiced date that is 
earlier or the same as the date you enter.   

8. Check Print Shipped Lines Only to print invoices that contain only the lines items 
that you are able to bill. 

9. The information for printing invoices and credit memos is complete.  You can: 

• Choose OK to save the current settings as a template.   

• Choose Setup if you need to change Print Setup.   

• Choose Print to print 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.   

See Also 

Invoice/Credit Memo Print  

Invoice/Credit Memo Print Hints and Examples  
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Counter Sale Entry 
Use this program to enter a counter sale (similar to a point-of-sale) for a walk-in 
customer who will take the merchandise with them.  A sales receipt (invoice) can 
be printed for the customer to take with them.  Counter Sale Entry allows you to 
record the sale of merchandise to a customer without first entering a sales order, 
printing a pick ticket, and then confirming the order.  Instead, enter the sale 
directly into the system and then update by printing the Daily Sales Register.   

There are three views for entering a counter sale: 

Counter Sales Entry Header view  

Counter Sales Entry Items view  

Counter Sales Entry Footer view  

Print Security Functionality  

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

Sales Orders Taxes 

For Sales Orders, TakeStock calculates taxes for document lines, add on charges 
and the invoice as a whole.  TakeStock uses a central tax calculation program to 
determine taxable amounts and tax amounts for tax entities related to a specific 
tax code.  Refer to the TakeStock Sales Orders Tax Processing topic in the Chapter 
1, Introduction for details. 

Manufacturing Representative Documents  

The invoice date in Direct Invoice Entry on directly shipped MR orders can be 
backdated so the invoice will update to Sales Analysis in the period that the goods 
were actually shipped; as reported by the shipping Vendor. If a Direct Invoice is 
backdated prior to the prior period, the GL period used when updating through the 
Daily sales Register will still post to the prior GL period. 

If you enter a direct invoice for the sale, the system enables the option to print the 
MR document, regardless of whether or not the document is direct or warehouse 
ship. At any time, you can choose to go into the MR document print program and 
print or reprint open MR documents.  The reprint function will only print those 
documents previously printed and not yet updated by the DSR. 

Enhanced Order Booking Feature  

The Order Booking feature is a way to analyze sales that have been booked 
through TakeStock, both as current documents as well as past documents is also 
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required.  This Order Booking Item Analysis Report provides a way to have a 
expansive “picture of order bookings. 

The Order Booking system stores SO booking information in unique booking 
records.  The new feature utilizes new Order booking tables and new Booking 
temporary tables, both broken down by header and line records. Order booking 
records store pertinent information that includes: 

Header fields Line fields 

Company Number 
(Internal) 

Company Number 
(Internal) 

Document Number Document Number 

Customer Line Number 

Ship To Line Sequence 

Primary Salesperson Shipping Warehouse 

Department Item Number 

Initiating Warehouse Order Quantity 

Branch Costing Unit Of Measure 

Ship Via Selling Unit Of Measure 

Sales Shipment Type Cost Extension 

Order Date Sales Price Extension 

Requested Date Relevant UM Conversion 
Fields 

Order Amount  

System Date  

Time Of Order  

User  

Detail Bookings Data Capture/Flow 

When you enter a new sales order, counter sale, direct invoice, or credit memo, 
the system records the relevant header and line information (see above fields) in 
the new Order Booking tables.   

Any edit to document lines that causes quantities, dollar amounts or the costs of 
the document to change (e.g. quantity, cost, price) are tracked by the new Order 
Booking system.  Edits that are entered through any of the above entry modes or 
through Confirmation entry, cause the system to record the Net difference 
(between the original amount and the new amount) in the Order booking table.     
For example, if the original order is for 10 items and the user changes the line to 
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12 items, the system records the difference, 2, and stores it in the new table.  If 
the user deletes the line altogether, the Net difference is –10 and it is recorded in 
the table.   

Any edit to relevant header or line text fields; e.g. Salesperson, Ship to; causes 
the system to “negate the original value and add the new value to the Order 
booking table.  For example, if the original order is for Primary Salesperson 001 
and the user changes the Salesperson to 002, the system negates the 001 and 
adds 002. 

Special Tie Purchase Order Line Combinations  

When creating a special-tie purchase order from within sales order entry 
programs, you can combine the lines of the same item and cost on the PO, if you 
select the Combine PO lines During PO Creation flag on the Options view of SO 
Control Maintenance.  For example, with this option on, when creating purchase 
orders for items on a sales order, the system groups all like items that have the same cost onto 
one line on the purchase order.  If the sales order has 2 or more like items that have different 
costs, then the system creates a separate line for each item with it’s appropriate cost when the 
PO is generated. Since this also functions at the component level, this is particularly 
handy for combining components that are shared across multiple parent items on 
a sales order. 

Special Tie Purchase Order Cost Overrides 

For special tie purchase orders created from sales order entry, if you override the 
GL cost of an item, the overridden cost is used for the purchase order line item 
created.  This applies to both warehouse and direct purchase orders created.  
Kitted components with overridden costs are also included.  If the cost is not 
overridden, the purchase order is created using the same procedure as that used 
for determining default costs in PO entry. 

Vendor Rebate Processing 

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
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order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
you have rebate viewing authorization, you can also view and edit the rebate cost 
and rebate number that are pulled in the SO document through the line item detail 
screen. This allows you to apply a rebate to a SO line “on the fly as well as edit a 
rebate cost/number. 

Recalculating Rebate Costs at Confirmation 

If you want the system to recalculate rebate cost at sales order confirmation, 
select the Recalculate Rebate cost at confirmation checkbox on the SO Lines View 
of the SO Control Maintenance program.  This option allows you to adjust the 
rebate amount when changes occur in the system, such as an increase in the 
average cost of an item. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

 

Resizing the Screen 

You can resize the screen for programs in the Sales 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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See Also 

How to enter Counter Sales  
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How to enter Counter Sales (overview) 
Access Counter Sale Entry by selecting Sales Orders  Invoices  Counter Sale 
Entry.   

The following are guidelines for entering a counter sale: 

1. Use Counter Sale Entry to enter a counter sale (similar to a point-of-sale) for a 
walk-in customer who will take the merchandise with them.  A sales receipt 
(invoice) can be printed for the customer to take with them.   

2. Use the Header screen to enter information about the customer purchasing the 
merchandise.  You also define information that prints on an invoice, such as 
how to handle freight or handling charges, the warehouse that initiated the sale, 
and the salesperson to get commission on the sale.  When complete, choose the 
Items button to display the Items view.   

3. Use the Items view to enter, change or delete the line items on a counter sale.  
For any line item, the Additional menu offers many options to enter lost sales, 
enter a target GM%, select the pricing for the item, apply aggregate discounts, 
view item tax information and enter custom header and item detail fields.  
When all detail lines are complete, choose the Footer button to display to the 
footer view.   

4. Use the Footer view to review or enter any add-on charges, deposits, credit card 
information, taxes (You can modify the tax class.), or shipping warehouse 
information for the invoice.  The total of all information on the document is also 
available for viewing on the Footer screen.  When all Footer information is 
complete, choose the Done button to end Counter Sale Entry.  The system 
displays the Print Counter Sale dialog box where you can choose to print the 
invoice, change printer options, or exit.  For any selection except Cancel, the 
system saves the invoice and returns to the Header screen so you can enter 
another counter sale or exit.   

5. If you do not choose to print the invoice at the time the counter sale is saved, 
or to reprint an invoice, select Counter Sale Print from the menu.   
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Counter Sales Entry Header view 
Use the Header screen to enter information about the customer purchasing the 
merchandise.  You also define information that prints on an invoice, such as how 
to handle freight or handling charges, the warehouse that initiated the sale, and 
the salesperson to get commission on the sale.   

 

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. 

Temp Displays the Address Entry dialog box, which is used to 
enter a temporary address for a cash customer, new 
customer, or temporary ship to customer that you have 
not yet added to TakeStock.   

Items Displays the Items view of Direct Invoice Entry.   

Direct  
Invoice #  

Enter the number to assign to a new invoice, or enter the 
existing document number to change or delete an existing 
confirmed sales order or direct invoice.  To assign the 
next available direct invoice number, press TAB when 
NEXT displays in this field, or press F9.  Direct invoice 
numbers are eight characters long and begin with a D.   

Invoiced  Enter the date on which the invoice is entered and 
printed.  The default for this field is the current system 
date.  This is the date that is used for determining 
payment terms and due dates.   
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Shipped  Enter the date the merchandise is actually shipped to the 
customer.   

Customer  Enter the customer number for whom you are entering a 
sales document; this is the Sold To customer.  Press F10 
to enter a sales document for a cash customer.  A dialog 
box opens to enter the customer name and address, 
which is temporarily stored until the document is 
complete, but is not saved in TakeStock.   

Ship To  This field defaults to the primary Ship To set up for the 
customer you entered.  Press TAB to accept this default, 
or enter a different valid Ship To customer.  Press F9 to 
enter SAME so the Ship To customer is set to the same 
number as the Sold To Customer field.  Press F10 to enter 
a temporary Ship To address (that will not be saved in 
TakeStock) for the sale.   

Warehouse  Enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user profile 
displays as the default.  If you are using multiple 
warehouses on an order, this is the initiating warehouse 
for the sale.   

Salesperson  Enter the code for the salesperson to get credit for this 
sale if you have proper functional security. 

This field has a functional security setting by user group.  
The purpose of this feature is to secure the salesperson 
based on the customer default.  You cannot change the 
salesperson code without proper functional security. 

If the Ship To is set to SAME or TEMP, the salesperson 
assigned to this customer in Customer Maint displays in 
this field as the default.  If you enter a Ship To other than 
SAME or TEMP, the default is the salesperson for the Ship 
To record.   

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

Customer’s 
PO Number  

Enter up to 15 characters for the customer PO number.  If 
the customer record is set to require a PO number, you 
must enter a number in this field in order to continue.  If 
not required, you can leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the 
Invoicing view of Customer Maintenance, you must enter 
a reference/PO number that has not already been 
recorded on another Sales Order document or the system 
displays a warning message telling you that the 
reference/PO number for the specified customer has 
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already been recorded for another document.  Note that 
the message is only a warning only, you can select the OK 
button on the message and still choose to use the same 
reference/PO number again. 

Freight  From the drop-down list, select how to bill the freight.   
 
You can set the fright code at the ship-to location, 
customer, or SO control maintenance level.  The system 
searches for and displays the default freight code using 
the following program hierarchy:  AR Ship-to 
Maintenance, then AR Customer Maintenance, then SO 
Control Maintenance. 

If you select Bill Later, the system updates the freight 
charges during the Daily Sales Register and prints them 
on the Unbilled Freight Report for you to manually bill the 
customer at a later time.   

Ship Via The Ship Via set up in the customer record displays as the 
default.  You can use the default or enter a different ship 
via for this document.   

Route/Stop The Route and Stop fields are only available if the Ship Via 
is set to require routes.  The Route and Stop fields display 
the defaults set up in the customer’s record.  You can use 
the defaults or enter different values for the current 
document.   

Entered By Displays the user code from your user profile as the 
default to identify the person who actually entered the 
sales document.  The user code you enter here prints on 
the sales document.   

Contact The contact at the customer’s location for this document.  
The contact for the customer or ship-to record you 
entered displays in this field as the default.   

Menus 
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How to enter Counter Sales Header information 
1. Access the Counter Sale Entry Header view by selecting Sales Orders  

Invoices  Counter Sale Entry.   

 
2. In the Counter Sale # field, enter the number to assign to a new counter sale, 

or enter the existing document number to change or delete an existing counter 
sale.   

 TIP:  To assign the next available counter sale number, press TAB when 
NEXT displays in this field, or press F9.  Counter sale numbers are eight 
characters long and begin with an S.  An example of a counter sale number is 
S1234567.   

3. If you are changing or deleting a counter sale invoice and a document note 
exists for the document number you enter, the Notes dialog box opens to 
display the note.   

 TIP:  If you delete a counter sale, the system deletes the items places the 
committed or shipped quantities back in on-hand stock.  The counter sale 
number is not deleted.  The deleted document number prints on the next Daily 
Sales Register with a note that it has been deleted if it has not yet printed, or 
voided if it has printed, as an audit trail of all counter sale numbers used.   

4. In the Invoiced field, enter the date on which you enter and print the invoice.  
The default for this field is the current system date.  This is the date that 
determines payment terms and due dates.   

5. In the Shipped field, enter the date the customer picks up the merchandise for a 
counter sale.   
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6. For a Customer that has an existing record set up in TakeStock, enter the 
number of the customer for the counter sale.   

 TIP:  Press F9 to enter a counter sale for a cash customer.  The cash 
customer must be set up as the New Customer record in SO Control Maint.—
Document view.  This is required to set the defaults for price classes, etc., when 
entering a counter sale for a customer that does not have a permanent record 
set up in TakeStock.  You use this New Customer record for inquiries and 
printing reports for counter sales to cash customers.   

7. The Ship To field defaults to the primary Ship To set up for the customer you 
entered.   

• Press TAB to accept this default, or enter a different valid Ship To 
customer.   

• Press F9 to enter SAME so the Ship To customer is set to the same 
number as the Sold To Customer field.   

• Press F10 to enter a temporary Ship To address (that will not be saved by 
TakeStock) for the sale.   

8. In the Warehouse field, enter the code of the warehouse from which you are 
selling the items.  The warehouse from your user profile displays as the default.  
If you are using multiple warehouses on an order, then this is the initiating 
warehouse for the sale.   

9. In the Salesperson field, modify, as necessary, the code for the salesperson to 
get credit for this sale.  This field has a functional security setting by user 
group.  The purpose of this feature is to secure the salesperson based on the 
customer default.  You cannot change the salesperson code without proper 
functional security.  If the Ship To is set to SAME or TEMP, the salesperson 
assigned to this customer in Customer Maint displays in this field as the default.  
If you enter a Ship To other than SAME or TEMP, the default is the salesperson 
for the ship-to record.   

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

11. In the Customer’s PO Number field, enter up to 15 characters for the customer’s 
PO number.  If the customer’s record is set to require a PO number, then you 
must enter a number in this field in order to continue.  If not required, you can 
leave this field blank.   
 
If you selected the Check Duplicate PO checkbox on the Invoicing view of 
Customer Maintenance, you must enter a reference/PO number that has not 
already been recorded on another Sales Order document or the system displays 
a warning message telling you that the reference/PO number for the specified 
customer has already been recorded for another document.  Note that the 
message is only a warning only, you can select the OK button on the message 
and still choose to use the same reference/PO number again. 

12. In the Freight field, select from the drop-down list how to bill freight.  You can 
set the fright code at the ship-to location, customer, or SO control maintenance 
level.  The system searches for and displays the default freight code using the 
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following program hierarchy:  AR Ship-to Maintenance, then AR Customer 
Maintenance, then SO Control Maintenance. 
 
If you select Bill Later, the system updates the freight charges updated during 
the Daily Sales Register and prints them on the Unbilled Freight Report for you 
to manually bill the customer at a later time.   

13. The Ship Via set up in the customer’s record displays as the default.  You can 
use the default or enter a different ship via for this document.   

14. The Route and Stop fields are only available if the Ship Via is set to require 
routes.  The Route and Stop fields display the defaults set up in the customer’s 
record.  You can use the defaults or enter different values for the current 
document.   

15. The Entered By field displays the user code from your user profile as the default 
to identify the person who actually entered the sales document.  The user code 
you enter here prints on the sales document.   

16. In the Contact field, enter the contact at the customer’s location for this 
document.  The contact for the customer or ship-to record you entered displays 
in this field as the default.   

17. When all information for the Header is complete, choose the Items button to 
display the Items view of the Counter Sales Entry screen.   

See Also 

Counter Sales Entry Header view  
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Counter Sales Entry Items view 
Use the Counter Sale Entry—Items view to enter, change or delete the line items 
on a counter sale.   

The document number, customer number and name, and the shipping warehouse 
for this invoice display at the top of the screen.  Enter the number of the item for 
the sale, the ordered, shipped, committed and backordered quantities, selling unit 
of measure, and the price and pricing unit of measure.   

For items measured in cubic volume, the total cubic volume is displayed during 
line item entry within sales order entry programs.  A column for cube extension 
also displays cubic volume by line item in the browser in the lower portion of the 
screen. 

 

Terms Discounts for SO Document Line Items 
You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your endor.     

The Terms Discount by Line Item feature is also controlled by an additional flag, 
Terms Discount by Line, found on the SO Lines view of SO Control Maintenance.  
This flag, when off, causes TakeStock to operate based on the Allow Terms 
Discount checkbox on the General view of Item Maintenance . If the Terms 
Discount by Line checkbox is selected, then each line item in SO entry uses the 
Item level control for Terms inclusion/exclusion. 

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
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on the Item Detail screen.  If the Allow terms discount flag is set to Yes, the 
discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 

Creating Warehouse Purchase Orders from SO Entry Programs 

Based on your settings for the Create Pos for Whs Shipments flag on the SO Lines 
view of SO Control Maintenance, you can by-pass traditional special order 
placement (e.g., creation of Suggested Purchase Orders) and create actual 
purchase order documents from sales order entry programs and optionally add 
items to existing purchase orders.   

*Note: this feature will work only for those items that have the replenishment 
path set to Vendor. 

If you selected to allow the creation of purchase orders for warehouse shipments, 
and the item entered during order entry is unavailable to be shipped/committed, 
the system asks if you want to either: 

♦ Create stock reservations for the backorder (allows the creation of a 
Suggested Purchase Order)  

or  

♦ Create an actual purchase order for the backorder 

If you choose to create a purchase order, the system displays the dialog to enter 
the vendor for the purchase order.  The default value is the vendor stored on the 
SO document item line for the backordered line.  The system then creates the 
purchase order and displays the new PO number. 

After the PO is created, the system asks if you want to create POs for the rest of 
the lines found to have backorders, or if you want to “step through each 
backordered line, answering the stock reservation question each time.  

If you choose to create a PO for all backordered lines, you only have to answer if 
you want to accept the line’s default vendor or you can enter a new vendor for the 
PO. If you enter a vendor that already has a PO for the sales order document, the 
system adds the new line to the existing PO.  You can view the existing PO (s), 
and choose to either add the item to the existing PO or create a new purchase 
order. 

If you choose to “step through, the stock reservation question appears each time 
the program finds a backordered quantity.   

Notes from backordered SO lines automatically post to the PO created.  
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Default SA Cost to Actual Cost for Serial/Lot Items 

If you set the Use Actual Cost for serial/lot option in SO Control Maintenance for 
serial/lot items, the system defaults the Sales Analysis cost to the serial/lot item’s 
actual cost.  If this control option is not set, then the system defaults the SA Cost 
to the selected system costing method used for non-serial/lot items. 

Allowing Backorders in a Shipping Warehouse That is not the Initiating 
Warehouse 

If you select the Allow Backorders from Other Whses checkbox in Warehouse 
Maintenance, then that shipping warehouse allows any initiating warehouse to 
backorder quantities for an item that is stocked in both warehouses.  If the item is 
stocked in the shipping and not in the initiating warehouse, the system still allows 
the initiating warehouse to backorder the item as it did in previous releases 
regardless of the setting of this flag. 

Certificates of Analysis Documents for Lot items 

When you sell lot items, you can pass property information relating to a lot item in 
the form of a Certificate of Analysis (CofA).  When your customers purchase goods 
from a lot, the customer may require a CofA to determine if the lot meets his 
specific tolerance requirements. Because the customer may have specific 
acceptable tolerances, you can use the Lot Ffilter button on the Lot Allocation 
dialog box to look up specific criteria among multiple lots to supply your customer 
with an acceptable product. You can also require that a message print on pick 
tickets and/or invoices when goods from a CofA Lot are sold. You can use this 
message to notify your customer or an internal staff member that the item sold 
requires a CofA. You can also maintain hard copies of the CofA in literature bins 
and can print the literature bin name on documents and print the CofA document 
(where stored as a Word Document) on demand or in conjunction with the printing 
of the pick ticket or invoice. 

Companion Item Processing 

When you add and save an item in SO order entry (any mode but credit memos) 
that has companion items set up, the system displays a message box containing 
the suggestive selling message. The message options are OK, to display the 
Companion Item dialog box, which contains a browser that displays all of the 
companion items, along with availability and the customer’s price, and Skip, to not 
display the Companion Item dialog box.  From the Companion Item dialog box you 
can select companion items to add to the Sales Order document by entering the 
sales quantity next to the item in the browser. When you close the dialog box, the 
selected items are added to the Sales Order document. 

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. 

Save Saves the current line item for this sales order.   
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Fields, Buttons, Checkboxes, & Icons 

End Add Completes the add function.  This action does not save 
your additions.  You must click the Save button first, then 
End Add if you want 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, line item discounts, cost if 
manual or average, cost for Sales Analysis, line item 
commission, and the taxable or ship complete status of 
the line item.   

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 quantity, price or units of measure.   

Delete Deletes the currently selected line item from the 
document.   

Release Choose this button to release a line item on a blanket 
order, future order, or to release a line item on a sales 
document that is on hold.   

Header Accesses the Header view of Counter Sale Entry.   

Footer Accesses the Footer view of Counter Sale Entry.   

Shipping 
Warehouse 

The warehouse from which you are shipping the line item 
displays in this field as a reference.  If you are using 
multiple warehouses, this field will be updated each time 
you change the shipping warehouse.   

Item The number of the currently selected item.  If you add an 
item to the invoice, then the new item number displays 
in this field and entry of the item and quantities are the 
same as if you were entering a sales order.   

To enter a phantom item number, press F8. If the 
phantom item is set up in Phantom Item Maintenance to 
review line items in order entry, the Phantom Item 
Selection dialog box displays.  Verify the lines to include 
for the phantom item and choose OK to add the lines to 
the order. 

If you are using multiple warehouses, press F9 to open 
the Shipment Origination dialog box to select the 
shipping origin and method of shipping for this line item.  
The shipping origin can be the shipping warehouse, a 
different warehouse if you are using multiple warehouses 
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Fields, Buttons, Checkboxes, & Icons 

on an order, or a direct ship from a vendor.   

Ordered The ordered quantity per selling unit of measure for the 
currently selected item.     

Shipped The quantity of the item that was shipped to the 
customer.  If the shipped quantity is less than the 
ordered quantity, the difference displays in the 
Backordered field if the customer allows backorders.  
When you save the item entry, a dialog box opens so you 
can enter a stock reservation for the backordered 
quantity.  If backorders are not allowed for a customer, 
you must either reset the order quantity to be the same 
as the shipped quantity or post the difference to lost 
sales.   

Committed The committed quantity.  This quantity is set to zero if 
the order is shipped in full, or if a difference between the 
ordered and shipped quantity creates a backorder 
condition.   

Back-
ordered 

This field is available only if the Allow Backorders option 
in SO Control Maint is set to Yes, and the Allow 
Backorders option in the customer’s record is set to Yes.  
The field shows the difference between the ordered and 
committed quantities.   

If backorders are not allowed, a dialog box opens when 
the ordered and committed quantities are not equal to let 
you enter a lost sale or reset the ordered quantity.  If the 
Maintain Quantities option in Item Maintenance is not 
selected, the quantity you enter for the item defaults to a 
backordered quantity.   

Selling UM The default selling unit of measure for the item displays 
in this field.  If there are multiple units of measure set up 
for the item, you can use the drop-down list to select a 
different selling unit of measure.  If you change the 
selling unit of measure, the line extension is updated 
accordingly.  For example, if you change 12 each to 1 
box, the extended price would be updated to reflect the 
change.   

Price The default selling price based on the pricing hierarchy 
set up in SO Control Maintenance displays in this field.  
You can use this price, or enter a different price per 
pricing unit of measure.  Press F9 to open the Price 
Selection dialog box to select a different price for selling 
this item to the customer.  You can change the selling 
price back to the item’s default price at any time by 
pressing F10.   

Price UM The default pricing unit of measure for the item displays 
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Fields, Buttons, Checkboxes, & Icons 

in this field.  If there are multiple units of measure set up 
for the item, you can use the drop-down list to select a 
different pricing unit of measure for this line item.   

Line Item 
Note 

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 button, or by choosing the Detail 
Line option from the Notes menu.   

Extension The extended price of the line item displays in this 
display only field.  The extended price is calculated as the 
selling price less line discounts or aggregate line 
discounts times the quantity per selling unit of measure.  
You can scroll the item list to the left and right to view 
additional information, such as line item discounts, for 
the line items.   
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How to enter Counter Sales item information 
1. The counter sale number, customer number and name, and the shipping 

warehouse for this sale display at the top of the screen.   

 TIP:  If you are using multiple warehouses, the system updates the 
Warehouse field each time you change the shipping warehouse.   

 
2. Enter the number of the Item that you are selling.  

 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 sale.   

To enter a phantom item number, press F8. If the phantom item is set up in 
Phantom Item Maintenance to review line items in order entry, the Phantom 
Item Selection dialog box displays.  Verify the lines to include for the phantom 
item and choose OK to add the lines to the order. 

3. If the item you enter has been superseded, a dialog box opens and you can 
choose to use the original item or the superseding item.   

4. If you are using multiple warehouses, press F9 to open the Shipment 
Origination dialog box to select the shipping origin and method of shipping for 
this line item.   

5. Select the Detail button to open the Line Item Detail dialog box to enter line 
item discounts, the cost for Sales Analysis, a line item commission and the 
taxable status of the line item.   
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6. Enter the quantity of the item that the customer Ordered per selling unit of 
measure.   

7. If the item has multiple selling units of measure, press F10 to open the UM 
Calculator to calculate the quantity at different selling units of measure.   

8. If you are using multiple warehouses, press F10 to open the Shipment 
Origination dialog box to select the shipping origin and method of shipping for 
this line item.   

9. In the Shipped field, enter the quantity of the item that the customer picked up 
from the selected warehouse.  If the shipped quantity is less than the ordered 
quantity, the difference will display in the Backordered field if the customer 
allows backorders.  When you save the item entry, a dialog box opens so you 
can enter a stock reservation for the backordered quantity.   

10. If backorders are not allowed for a customer, you must either reset the order 
quantity to be the same as the shipped quantity, or post the difference to lost 
sales.   

11. The Backordered field is available only if the Allow Backorders option in SO 
Control Maint is set to Yes, and the Allow Backorders option in the customer’s 
record is set to Yes.  The system automatically displays the difference between 
the ordered and shipped quantities as the Backordered quantity.  The quantity 
in this field is backordered for the sales document.   

12. If backorders are not allowed, a dialog box opens when the ordered and shipped 
quantities are not equal to let you enter a lost sale or reset the ordered 
quantity.   

13. In the Selling UM field, enter the selling unit of measure, or use the default 
selling unit of measure for this item, which displays in this field.  If there are 
multiple units of measure set up for this item, you can use the drop-down list to 
select a different selling unit of measure.  If you change this field, the line 
extension updates accordingly.   

14. In the Price field, enter the price at which you want to sell this item.   

 TIP:  You can enter a manual price to use for the item if price overrides are 
allowed.  To view all pricing levels and schedules for all units of measure for the 
item, press F9 to open the Price Selection dialog box.   

15. In the Price UM field, enter the pricing unit of measure, or use the default 
pricing unit of measure for this item that displays in this field.  If there are 
multiple units of measure set up for the item, you can use the drop-down list to 
select a different pricing unit of measure for this line item.   

16. If a note for a line item exists, 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 button, or choosing the Detail Line option from the Notes menu.   

17. Extension is a display only field and contains the extended price of the line item.  
The extended price is calculated as the selling price less line discounts or 
aggregate line discounts times the shipped quantity per selling unit of measure.   
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18. When the item information is correct, choose Save to save this item in the item 
list.  You can continue to add or change items for the counter sale.   

 TIP:  For backorder quantities, the system displays a message allowing you 
to create a stock reservation, suggested purchase order, or purchase order for 
the item, based on your settings for the Create Pos for Whs Shipments flag on 
the SO Lines view of SO Control Maintenance and the warehouse/item 
replenishment path.   
 

When you add and save an item in SO order entry (any mode but credit 
memos) that has companion items set up, the system displays a message box 
containing the suggestive selling message. The message options are OK, to 
display the Companion Item dialog box, which contains a browser that displays 
all of the companion items, along with availability and the customer’s price, and 
Skip, to not display the Companion Item dialog box.  From the Companion Item 
dialog box you can select companion items to add to the Sales Order document 
by entering the sales quantity next to the item in the browser. When you close 
the dialog box, the selected items are added to the Sales Order document. 

19. When all detail line items are complete, choose End Add, End Ins or End Edit.  
The item list displays, and the buttons for the item list are available to maintain 
the detail lines.   

20. The item list buttons let you select to add, insert, edit or delete a detail line.   

21. When all detail line items are complete, choose the Footer button move to the 
footer screen.   

See Also 

Counter Sales Entry Items view  
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Counter Sales Entry Footer view 
Use the Footer view to review or enter any add-on charges, taxes (You can modify 
the tax class.), credit card information, shipping warehouse information and the 
amount tendered (paid) for the counter sale.  The view shows the total of all 
information on the document.  Refer to the Add Ons Processing Details topic on 
page 77 for details. 

 

Screen Details 
Credit Card InterLink Information 

If the Credit Card InterLink is available on your system for either of the ICVERIFY 
or PayPal credit card integrations, you can enter, save, or authorize credit card 
information using this screen depending on your system settings in SO Control 
Maintenance.  When you save credit card authorization information, the system 
disables the Terms Code, Payment Type, and Check or Card# fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen.   

For ICVERIFY Users:  If you decide to modify a transaction after you have saved 
the credit card authorization information, you must re-access the Credit Card 
Authorization dialog box, and select the Clear button.  The system clears the Card 
Number and Expiration Date fields on the Credit Card Authorization for ICVERIFY 
dialog box, and enables the Terms Code and Payment Type fields on the Footer 
view of the calling order entry, invoicing, or confirmation screen. 

When you authorize a credit card transaction, the system disables the Terms 
Code, Payment Type, Check or Card#, and Tendered fields on the Footer view of 
the Sales Order entry, invoicing, or confirmation screens.  If you decide to modify 
a transaction after you have authorized the credit card transaction, you must void 
the transaction by selecting the Void button.  Note:  The system displays the Void 
button instead of the Credit Card button when you authorize a credit card 
transaction. 

For PayPal Users:  From the Footer screen of sales order entry programs, you can 
enter and save credit card transaction information using the Credit Card 
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Authorization for PayPal dialog box.  When you save credit card authorization 
information, the system disables the Terms Code, Payment Type, and Check or 
Card# fields on the Footer view of the calling order entry, invoicing, or 
confirmation screen.    

You can change payment terms, update credit card information, and submit a 
credit card transaction via the Credit Card Review program in the Sales Orders 
module.  Select the Payment button to access a version of Credit Card 
Authorization for PayPal dialog box, which allows you to change payment type and 
terms code, update credit card information, and submit a credit card transaction. 

From the Footer screen of Confirmation Entry, Counter Sales Entry and Direct 
Invoice Entry, you can authorize credit card transactions.  The calling program 
supplies information to the credit card validation program.  It must supply the 
transaction type and the amount; all other information may be optionally supplied.  
The credit card validation program then determines if it has enough information to 
authorize the request.  In the event of a credit or a void, the program typically has 
enough information.  If there is not enough information, the system displays the 
Credit Card Authorization dialog box to gather the necessary information.   

If the Require Credit Card Security Code checkbox is selected (set to "yes") on 
the General view of Credit Card Control Maintenance, the system displays the 
Credit Card Authorization dialog box so you can enter the credit card security 
code. 

You can swipe the credit card through a card reader at this time, or enter 
information manually.  The system checks all data for validity when you click the 
Submit button on the Credit Card Authorization for PayPal dialog box.  After the 
program has enough information to authorize a request, the system displays the 
Status Message dialog box and waits until either the request timeout occurs or an 
available license is free to use.  The program makes the credit card authorization 
request and displays a request indicating whether the transaction was approved or 
declined. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Ship Wh Change the amount or percentage of add-ons or the method of 
shipping for a particular shipping warehouse on the sales 
document.  The Ship Wh button is available when there is more 
than 1 shipping warehouse; it accesses the Add Ons by 
Warehouse dialog box so you can review or change the add-on 
charges for each individual warehouse on the counter sale 
document.   

More Accesses the Add On Selections dialog box for changing the 
add-ons for the current sales order.   

Factor 
Costs 

Accesses the Cost Factoring dialog box, which is used to choose 
the options for factoring the costs of the Add Ons to the cost of 
the invoiced items on the counter sale document. 

Tax Accesses the Document Sales Tax dialog box, which is used to 
change the tax class assigned to the counter sale document.   
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Fields, Buttons, Checkboxes, & Icons 

Deposit Enters a deposit or refund amount against the current invoice.   

Credit 
Card/ 
Void 

Accesses the Credit Card Authorization for PayPal or Credit 
Card Authorization for ICVERIFY dialog box, which is used to 
save and authorize credit card information during sales order 
entry, depending on whether your system includes the Credit 
Card InterLink and your system settings.   
Note:  After you authorize a credit card transaction, the system 
displays the Void button for the ICVERIFY Credit Card Interlink 
integration, which is used to void an authorized credit card 
transaction, instead of the Credit Card button. 

Header Accesses the Header view of Counter Sale Entry.   

Items Accesses the Items view of Counter Sale Entry.   

Done Saves the direct invoice information and accesses the Print 
Counter Sale dialog box.     

Add Ons You define the add-ons to automatically display for sales 
documents using Add On Default Maint.  in System 
Management.  The add-ons you define and their default 
amounts or percentages or costs display on the Footer screen.  
You can use these add-ons and any default amounts or 
percentages or costs, or you can enter different amounts or 
percentages or costs for the current counter sale.  The More 
button is available if you want to change the add-ons used on 
the current document.  If you have multiple shipping 
warehouses on the document, the Ship Wh button is available 
to change the amount or percentage of an add-on for a 
particular warehouse.  Select the Factor Costs button to access 
the Cost Factoring dialog box, which is used to choose the 
options for factoring the costs of the Add Ons to the cost of the 
invoiced items on the counter sale document. 

Terms 
Code 

The terms code assigned to the customer.  You can use this 
terms code or enter a different valid terms code.  If the terms 
code is set up as cash terms for a confirmation, direct invoice 
or counter sale, the Payment Type, Card or Check #, and 
Tendered fields are available.  Counter sales skips the credit 
check processing if the payment terms code is set up for cash 
sales.  For credit card processing, enter a terms code with a 
Cash type. 

Payment 
Type 

Enter the code for the Payment Type, which has been set up as 
cash, check, credit card or other.  For credit card processing, 
enter a payment type code with a Credit Card type. 

Card or 
Check # 

For entry or confirmation of a sales order, direct invoice, or 
counter sale that has a cash Terms Code, and the Payment 
Type that is set up as check, enter the check or credit card 
number to apply to the sales document.   
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Fields, Buttons, Checkboxes, & Icons 

If your TakeStock system contains the optional Credit Card 
InterLink, the system displays the credit card number in this 
field.   
To enter the credit card number, select the Credit Card button 
to access the Credit Card Authorization for ICVerify or Credit 
Card Authorization for PayPal the dialog box for processing 
credit card transactions. 

Tendered Enter the amount of cash received against the document.  The 
system subtracts the tendered cash from the document total 
and display any amount of Cash Back that is due to the 
customer.   

Menus 

File 

 

Inquiry 

 

Find 

 

Notes 

 

Additional 

 

Activity 

 

Global 

 

Help 

 
 

See Also 

How to enter Counter Sales footer information  
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How to enter Counter Sales Footer information 
1. The counter sale number, customer number and name display at the top of the 

screen.   

 

 
2. If there is only one shipping warehouse, any add-ons and their default amount 

or percentage for the counter sale display in the Add On section of the screen.   

 TIP:  If there are multiple shipping warehouses, the screen displays the total 
add-ons for all warehouses.  The Ship Wh button is then available to open the 
Add Ons by Warehouse dialog box so you can review or change the add-on 
charges for each individual warehouse on the counter sale.  You can use the 
add-on defaults and their values, or you can enter the amount or percentage for 
any of these fields.   

3. The More button is available for changing the add-ons for the current counter 
sale.  This button opens the Add On Selections dialog box.  Select the Factor 
Costs button to access the Cost Factoring dialog box, which is used to choose 
the options for factoring the costs of the Add Ons to the cost of the invoiced 
items on the counter sale. 

4. The Terms Code assigned to the customer displays as the default to define the 
terms for this sale.  You can use the default or enter a different valid terms 
code.   

5. For a counter sale that has a cash Terms Code assigned, you can enter the code 
for the Payment Type, which has options of Cash, Check, Credit Card or Other.   

6. (Optional) In the Card or Check # field, enter the check number or the credit 
card number to apply to the sales document.  If your system contains the 
optional Credit Card InterLink, for credit card transactions, select the Credit 
Card button to access the Credit Card Authorization for PayPal or Credit Card 
Authorization for ICVERIFY dialog box to enter the credit card number. Note:  
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This is only available if your system has the optional Credit Card InterLink for 
either the ICVERIFY or PayPal PayflowPro credit card integrations.    

7. Enter the amount Tendered from cash, a check or a credit card.  If the tendered 
amount is more than the total due, the Cash Back field displays the amount of 
cash that is to be returned to the customer.   

8. The Tax button opens a dialog box for changing the tax code, tax class or resale 
status for the counter sale.   

9. The Deposit button opens a dialog box to enter a deposit against the document.   

10. (Optional) ICVERIFY Users: If you decide to modify a transaction after you have 
authorized the credit card transaction, you must void the transaction by 
selecting the Void button.  Note:  The system displays the Void button instead 
of the Credit Card button when you authorize a credit card transaction if your 
system has the optional Credit Card InterLink for the ICVERIFY credit card 
integration. 

11. When all Footer information is complete, choose the Done button to end and 
save the invoice.  A dialog box opens that lets you choose to print (or reprint) 
the counter sale, change printer options, or exit without printing.  For any 
selection except Cancel, the counter sale is saved and you return to the Header 
screen to enter another counter sale or to exit.   

12. When all counter sales are complete and saved, choose File  Exit.   

See Also 

How to enter Counter Sales footer information  

Counter Sale Print  
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Print Counter Sale Dialog Box 
When you enter a counter sale, this dialog box displays so you can print the 
invoice now. 

 
Use this dialog box to print the counter sale at the time you save it, or to reprint a 
counter sale after saving changes.   

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Print 
Counter 
Sale 

Prints or reprints the counter sale now. 

OK Saves and prints the counter sale, and returns to the Header 
window. If not selected, the counter sale is saved and you 
return to the Header without printing.   

Cancel Returns to the Footer screen without saving the new or 
changed counter sale. 

Printer Changes printer options before printing. 

Help Displays Help for the screen.   

Memo You can print the default memo, which is set up in SO Control 
Maint, or enter up to 30 characters for a different memo to 
print on the invoice. 
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Counter Sale Print 
Use Counter Sale Print to print or reprint one or more counter sale invoices.   

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 Template-
Saved Settings topic in the online help or TakeStock Basics guide.   

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

 
The forms can print on plain paper or pre-printed forms as defined in SO Control 
Maint—Forms view.  Options in this view can also be set for printing the item 
descriptions 1 and 2.  If you select the option in SO Control Maint.  to print BOM 
component items, the components for each parent item prints on the form.  Any 
add-ons for the document print in the body of the form.   

If you are using parent companies, an option in Customer Maint. defines who 
receives the bill for payment.  To use the multiple bill-to feature, you must also 
check the Parent Company checkbox in AR Control Maintenance.  Based on your 
selection, either the Bill-to customer or Ship-to customer prints on the left side of 
the invoice header.  The Sold-to address prints in the body of the form.  The Ship-
to address always prints on the right side of the header.   

If you select to print interchange items for a customer, an extra line prints on the 
form to show the customer’s interchange number for each interchange item that 
prints.  Serial numbers print in two columns for serialized items.  The lot number 
and quantity for each lot item print.  Based on your selection in Item Maint. for 
each individual item, the extended item description may print on the form.   
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Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By This defines the sort order in which the invoices print.  This 
option defaults to print in order by document number and 
cannot be changed.   

Limit 
By 

You can select to limit the invoices that print by selecting 
specific documents or a range of documents.  You can also 
select to print for a specific warehouses, a specific salesperson, 
or a specific customer.   

For example, to limit the documents that print to a specific 
warehouse, highlight Warehouse and choose Select.  From the 
Warehouse Lookup , highlight the warehouse you want to 
include and choose OK.  Only the documents on which the 
selected warehouse is the shipping warehouse will print.   

Options Select from the following the options for printing the counter 
sales:   

Print—To print only the documents that have not yet printed.   

Reprint—To reprint the documents that have already printed at 
least once.   

Reprint Required—To reprint the documents that have been 
changed since the last time they were printed.  You must reprint 
invoices that have changes or they will not display on the Daily 
Sales Register.   

Print Initial Alignment—To have the system print an initial 
alignment to check positioning of the forms in the printer.  A 
dialog box opens that allows you to print another alignment, 
cancel printing, or continue with printing the forms.   

Select Displays the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

Filter Displays the Filter Manager dialog box so you can 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.   

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the counter sales.   

Setup Accesses the Print Setup dialog box so you can select settings 
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for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print Counter Sales  
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How to print Counter Sales 
1. Access the Counter Sale Print screen in the Invoice sub-module of Sales Orders.  

The complete path is Sales Orders  Invoices  Counter Sale Print.  The system 
displays the Template-Saved Settings dialog box of Counter Sale Print.   

 
2. Select the New, Edit, or Copy button to access the Counter Sale Print:  Untitled 

dialog box.   

 
3. In the Options box, select the information for printing the counter sales.   

4. In the Documents section, select the print options.  Select:  Print—To print only 
the documents that have not yet printed, Reprint—To reprint the documents 
that have already printed at least once, or Reprint Required—To reprint the 
documents that have been changed since the last time they were printed.  You 
must reprint invoices that have changes or they will not display on the Daily 
Sales Register.  

5. Check Print Initial Alignment to have the system print an initial alignment to 
check positioning of the forms in the printer.  A dialog box then opens that 
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allows you to print another alignment, cancel printing, or continue with printing 
the forms.   

6. The information for printing counter sales is complete.  You can: 

• Choose OK to save the current settings as a template.   

• Choose Setup if you need to change print settings.   

• Choose Print to print 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.   

See Also 

Counter Sale Print  
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Route Release Update 
Run the Route Release Udpate to release invoices that include a route for 
processing by the Daily Sales Register.   

For invoice lines with multiple ship-to locations, this program manages routes on a 
subline basis, including the ability to break orders by routes associated with ship-
to locations and ship-vias.  Orders with multiple ship-to locations can have each 
ship-to location and/or ship via associated with a different route and/or stop 
number, and routing will manage each such part of an order separately so that not 
just “whole (single ship-to location/ship-via) orders but also portions of orders will 
be routed according to the route and stop information for the associated ship-to 
location and/or ship-via.  Thus, one order might be on multiple routes.  Sales 
Analysis Update will be modified to manage sales order document information and 
fields on a line-item and subline basis, as required. 

This update is necessary only if you select the Use Routes option in SO Control 
Maint—Options view.   

If you use routes, any invoices that include a route are not processed by the Daily 
Sales Register until you release them using this update.  This program updates 
routes only; there is no report that prints with the update.   

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 Template-
Saved Settings topic in the online help or TakeStock Basics guide.   

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Route Release Update:  Untitled dialog 
box.   
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Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Limit By You can select to limit the routes and warehouses that are 
included in the update.   

For example, to limit the routes that are released, highlight 
Routes and choose Select.  From the Routes Selection List, 
highlight the route you want to include and choose OK.  Only 
invoices that include that route are released during the 
update.   

Options In the Options section of the screen, select Run in Background 
to run the update in the background while you continue 
working in the foreground.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box so you can 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.   

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Update Runs the update.   

Help Accesses online Help for this screen.   

See Also 

How to run the Route Release Update  
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How to run the Route Release Update 
1. To run the Route Release Update, select Sales Orders  Invoices  Route 

Release Update.  The system displays the Template-Saved Settings dialog box 
of Route Release Update.   

 
2. Select the New, Edit, or Copy button to access the Route Release Update:  

Untitled dialog box.   

 
3. Select settings for Limit By.   

4. Select the Options for updating routes: Run in Background runs the update in 
the background while you continue working in the foreground.   

5. The information for the Route Release Update is complete.  You can: 

• Choose OK to save the current settings as a template.   

• Choose Update to run the Route Release Update using your current 
selections without saving your current settings.  When you return to this 
dialog box, choose OK to save the new or modified settings, or choose 
Cancel to exit without saving them.   
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See Also 

Route Release Update  
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Daily Sales Register 
Use this program to print a sales register of all invoices, miscellaneous invoices, 
direct invoices, credit memos, deposits and counter sales.  You can also run an 
optional GL Distribution for posting to General Ledger.  The update posts the open 
invoices to Accounts Receivable.   

 

Manufacturing Representative Transaction Processing  

When you print the Daily Sales Register, you can validate the MR transactions 
because each MR document list the MR vendor, the vendor’s customer code, and 
the commission amount for the transaction below each invoice summary line.  
Additionally, the MR documents are sub-totaled at the bottom of the report.  When 
the document is updated, no receivable is generated for the sold-to customer.  
Instead, a receivable is generated using the vendor’s customer number for the 
commission amount due.  The commission revenues account is credited and the 
Vendor’s customer receivable account is debited for the amount of commission 
due.  If consigned goods were shipped, the consignment inventory account is 
credited and the consigned COGS account is debited. 

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 Template-
Saved Settings topic in the online help or TakeStock Basics guide.   

If you select the Edit button to modify a template or the New or Copy button to 
enter new settings, the system displays the Daily Sales Register: Untitled dialog 
box.   
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Print/Reprint of Pick Tickets  

You can also print pick tickets from this program.  When you select the Print Pick 
Tickets checkbox, the system displays a dialog box allowing you to highlight the 
reprint and/or the print Pick Ticket template you want to use.  Whether the 
selected template(s) are intended for Print or Reprint will be based on the 
initiating program.   The pick tickets will print to whatever printer is set up on the 
particular templates, respectively. The processing of the pick ticket template(s) 
will occur exactly as if you selected the particular template(s) from the Print Pick 
Ticket menu item, with the added exclusion that only those SO documents 
processed by the initiating program will be processed by the pick ticket 
template(s).  Note that this could result in no picks printing if the template is 
selected incorrectly.  For example, if you select a pick ticket template for SO 
Document Release (which is intended for Print), and that particular template’s 
setting for “Print/Reprint” is “Reprint”, then no pick tickets will print.  In the case 
of the DSR, only “backordered” SO documents (i.e. those SO documents that still 
retain a committed OR backordered quantity after the DSR finishes processing) 
will print pick tickets. 

Additional Pick Ticket Print Capabilities 

You can select multiple templates for both unprinted and previously printed 
documents. This capability can be useful in many scenarios. One of the most 
noteworthy benefits of this enhancement is that TakeStock distributors with 
multiple warehouses can set up Pick Ticket print templates for individual 
warehouses. This includes the correct printer setups for each warehouse, and you 
will now be able to select templates for each of their warehouses when printing 
Pick Tickets from other programs. As a result, Pick Tickets will print to several 
warehouses and printers simultaneously, provided the templates are set up 
properly and selected appropriately in the Template selection dialog box. 

Value Added Tax (VAT) Handling 

To support the United Kingdom’s Value Added Tax (VAT) handling, the system 
bases all tax calculations on totals for each item tax class.   

The changes made to the tax calculation routines changed functionality in the 
Sales Order module as listed below: 

• If a customer is tax exempt then TakeStock treats all inventory sold to that 
customer as tax exempt, regardless of each item's designated Item Tax 
Class (VAT code). 

• If the Sales Order includes multiple inventory items with different item tax 
classes, the Sales Order shows the total tax for each item tax class.  You 
can review sales order detailed tax information by selecting the Tax button 
on the Footer screen to access the Document Sales Tax dialog box.  

• The SO Confirmation Entry and Direct Invoice Entry programs now 
accumulate a taxable amount for each of the item tax classes listed on the 
order. This amount is based on the extended value of all invoice lines for 
each item tax class.  For European based systems, this taxable amount 
may be reduced by the terms discount (settlement amount). 
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• The tax value is accumulated and added to the total net goods figure for a 
total invoice amount payable. 

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.   

 The Daily Sales Report also contains business object functionality and has the 
capability to produce XML export records. 

Selling Inventory in Containers 

The system allows you to sell containerized items easily.  You can also track a 
history of the sold container (and serial number where applicable). The system 
also allows you to require the customer pay a deposit amount for the container. 

The system also provides an easy way to maintain information regarding the 
testing and certification of the containers; both for a safety perspective and for 
possible inspections from various governing agencies. 

The Daily Sales Register posts to the appropriate GL accounts for container 
deposits and container inventory to/from customers.  The Daily Sales register adds 
container costs to the invoice totals and the register total. The Daily Sales register 
report totals and recap posting also includes container costs.  The Daily Sales 
register adds container deposits to the invoice total and the register total. If a 
container is serialized, the container detail information prints, otherwise only 
summary information prints. 

Container Details 

You have the option to specify container types and numbers in Sales Order Entry, 
if this option was allowed in SO Control Maintenance. You must indicate container 
types and numbers to complete Confirmation Entry. When specifying containers, 
you have the option to override whether the container is returnable. GL postings 
and container pricing differ according to whether the returnable option is selected. 

If you do not specify a container number in Sales Order Entry, then you can 
indicate the container type in item notes. This prints on the pick ticket, and 
container allocation is performed during Confirmation Entry. 

Container selection optionally may be limited by several controls.  
Warehouse/Item Container Maintenance can be used for either the container item 
or the containerized item so that only valid combinations are allowed.  

Confirmation Entry updates item records for both the container item and the 
containerized item.  
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Deposits 

Returnable containers can be set up to charge deposits.  The deposit amount is 
based the default deposit amount in the container item record, and optionally the 
container deposit pricing records that apply, if any. Container deposit pricing can 
be setup by customer, by item within the container (meaning the containerized 
item), by container type.  You can define the GL code for the deposit amount in IM 
Control Maintenance or IM GL Table Maintenance and be able to credit the 
customer for this deposit, clearing the amount from the customer’s AR account (if 
invoiced) and the GL account.  

Entering returns of containers 

When a customer returns the returnable container, a credit memo is entered for 
the returned container.  The credit amount is the refundable deposit amount from 
the previous container transaction. This deposit can be adjusted by using standard 
add ons. For example, you can assess a demurrage for any containers returned 
after a period of time.  

If the container was marked as returnable or sold on the original invoice, the 
system will adjust the container item back into inventory, and the container record 
will have a status of Empty/ Uncertified. GL postings vary based upon whether the 
container was returnable or sold. Credits for returnable containers post out of the 
GL asset account for container inventory at customers, into the appropriate GL 
account for inventory. Credits for sold containers perform the normal GL postings 
to inventory and cost of sales. Both types update the container and container 
transaction tables. 

GL Postings of Returnable Containers  

The Daily Sales Register processes the GL postings of returnable containers for 
both outgoing inventory sales and incoming inventory returns based on the 
current setting of the Post Returnable Containers as if Sold checkbox on the 
SO Lines view of SO Control Maintenance.  The program sets the GL Debit posting 
for containers as: 

• If Post Returnable Containers as if Sold checkbox is selected, the 
Returnable Container posts to the standard system COGS (Cost of Good Sold) 
account. 

• If Post Returnable Containers as if Sold checkbox is unselected, the 
Returnable Container posts to the current Container Inventory GL account. 

The Daily Sales Register makes the GL posting determination when building the GL 
posting distribution if an allocated Container has containerized content and 
marked as Returnable.  The container item Credit posting will always be to the 
standard Inventory GL account whether the container is returnable or not. 

Stock Reservations Processing for Containers  

You can reserve a containerized item through stock reservations to a customer, 
using standard TakeStock stock reservations. Stock reservations apply to the item 
in the container, but not the container itself. 
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e-wms Processing 

The Daily Sales Register runs e-wms processing when it reads each backordered 
document.  For each document that remains open due to unshipped quantity line 
items, if e-wms is enabled for the system, TakeStock runs the Alternate Package 
Code Allocation routine.  If at least one line item, with the invoice sequence equal 
to the current invoice sequence, has a committed quantity, the e-wms create send 
record procedure runs for the document. 

For Counter Sale documents the update portion of the program runs the e-wms 
send record program for documents that have e-wms enabled warehouse line 
items. The e-wms update process generates Computer Adjustment (CA) records 
for the Counter Sales documents. 

When a parent item is sent to the e-wms system, Takestock determines the 
number of parents shipped by calculating the number of each components shipped 
divided by the quantity per for the component.  The Invoice/Credit Memo Print 
program uses the actual shipped quantity for each component, if components are 
printed on the invoice, and the invoice backordered field also includes any 
committed quantity for the component item.  The Daily Sales register deletes any 
component items, for an e-wms warehouse, that have been completely shipped. If 
the shipped quantity and committed quantity for the parent item are equal but 
component items still exist, the order and committed quantities are defaults to 1 
and the sales price defaults to zero. Otherwise, the order quantity defaults to the 
old order quantity minus the shipped quantity. If there is a committed quantity, 
the system creates an e-wms send record and if the warehouse is set for 
immediate send for Sales Orders, creates the e-wms ASCII file. If all components 
were completely shipped there is no change in Daily Sales Register processing. 
The SO Detail Item record contains a flag that is set by the Daily Sales Register 
when a component short shipment occurs. The flag prevents you from editing the 
line item, which prevents recalculation of the quantities of the components to be 
picked and shipped. 

Refer to the e-wms Users Guide for additional processing and program details 
about the e-wms feature. 

Advanced Replenishment Item Forecasting 

The Daily Sales Register also updates the warehouse item table for average sales 
quantity for Advanced Replenishment calculations. 

Add On Costs Processing 

The system adds add-on costs from the sales order document invoices to the 
invoice cost printed on the register and includes the add-on costs in the calculation 
of the Gross Margin percentage for the invoice. The individual add on costs print 
directly below the corresponding add on charge on the register with a designation 
for factored or unfactored printed directly below the add on code. The total of all 
add on costs for each invoice prints on the same line as the invoice total. Each add 
on cost also prints in the Register Detail Total section of the register and added to 
the Register Total Cost and the appropriate Cash or AR total cost.  
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Recap Information:  The Add On Recaps, if printed, also print the Add On cost 
accumulated for the time period being printed and the total cost of the Add On 
Recap for each recap type printed. The system adds the Add On costs to the Recap 
cost field.  

GL Posting for SO Cost Add Ons:  When building the GL postings during Post 
Add Ons processing, the system debits any unfactored Add On costs to the 
appropriate account based on the Cost of Sales account defined in the Add On 
record. The system posts any factored Add On Costs during each line item posting 
to Cost of Goods and debits the factored amount for each line to the same Cost of 
Goods Sold account as the line item inventory cost. TakeStock posts any factored 
Add On cost discrepancy to the Cost of Sales account defined in the Add on record 
and credits all Add On costs factored or unfactored to the Add On Clearing account 
defined in the SO Control record. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By The sort order is set to print in order by invoice number 
and cannot be changed.   

GL Period Select the GL period to which the invoices are to post.  
You can select the current period, next period or prior 
period.   

Branch This option displays only if you select to run SO 
Registers by Branch in SO Control Maint.  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 SO registers by branch, the Branch 
option is available in the Limit By.   

User Profile Select this option if you want the branch to always be 
set to the branch selected in your user profile.  Whatever 
branch is set each time you run the register is the 
branch used for posting.   

Limit By You can select to limit the departments and warehouses 
for which you are printing the sales register and running 
the Daily Sales Register.  If you are not running SO 
registers by branch, then the branch option is also 
available in the Limit By.   

For example, to limit the invoices that are updated to a 
particular warehouse, highlight Warehouses and choose 
Select.  From the Warehouse Selection List, highlight the 
warehouse to include and choose OK.  Only the invoices 
for which the selected warehouse is the shipping 
warehouse are included on the sales register and in the 
update.   

Options In the Scope section, select whether to print the register 
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Fields, Buttons, Checkboxes, & Icons 
in Summary or Detail.   

Include PTD Totals on Recap—This checkbox displays only 
if you selected to print a recap in SO Control Maint.  
Select this option to print the Period-to-Date totals on 
the recap.  The recap includes the total of all branches 
whether or not you selected to print registers by branch 
in SO Control Maint.   

Cash Receipts Batch—From the drop-down list, select the 
cash receipts batch to use for posting cash from the 
invoices that have cash terms.   

Break By Salesperson- Indicates you want line items with 
multiple ship to locations itemized by salesperson.  
On the report he salesperson field is identified as having 
been itemized by a *MULTI* legend, and the Sales, Cost, 
and GM%, fields are itemized along with the 
salesperson. 
 
Print Rebate Information—Indicates you want to print 
rebate information on the report. 
 
{bmct pinpurpl.shg} The Daily Sales Register now shows 
gross margin percent (GM%) calculated to reflect the 
post-rebate cost regardless of whether the register was 
run in Summary, Detail without Rebate Information, or 
Detail with Rebate Information. Previously, the only way 
to see post-rebate GM% was to run this register in Detail 
with Rebate Information. 

 
 Print Pick Tickets—Indicates you want to print pick 
tickets along with this report.  When you complete this 
screen, the system displays a dialog box allowing you to 
highlight the reprint and/or the print Pick Ticket template 
you want to use.  
 
Add Container Cost to Document—Indicates you want to 
add container costs to the document cost that prints on 
header portion of the document on Daily Sales Register. 
The container cost is also added to the Recap costs. 

Select Displays the Selection dialog box so you can set a range 
for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box so you can select 
filter parameters for the highlighted Limit By option.   

Profile Accesses the settings from your user profile for the 
highlighted Limit By option.   
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Fields, Buttons, Checkboxes, & Icons 

No Limit Resets Limit By options to ALL for the selected option.   

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the report.   

Setup Accesses the Print Setup dialog box so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Daily Sales Register  

Daily Sales Register Hints and Examples  

GL Distribution for the Daily Sales Register  
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Daily Sales Register Hints and Examples 
You can select to print the sales register in summary or detail.  The register 
includes all invoices that have been printed and released along with any deleted 
invoices.  Subtotals print for the add-ons, cash deposits and AR totals.  For each 
document, the terms code prints.  If the terms code is for cash terms, a $ prints 
next to the code.  If the terms code is not for cash but the customer is over their 
credit limit, an * prints next to the code.  The register totals include the number of 
invoices, average invoice amount, total sales, cost, margin, tax and register total.   

Summary information includes invoice number, date, terms code, initiating 
warehouse, salesperson, department, document number, customer number and 
name, sales, cost, margin, tax, and total.   

Detail information includes the summary information plus, for each line item, item 
number description, shipped quantity, selling unit of measure, price, pricing unit of 
measure, cost, costing unit of measure, extension, margin, taxable flag, 
miscellaneous sales flag, nonstocked flag, return or allowance flag, GL Table, 
commission percent and shipping warehouse.   

Printing Recaps 

Options in SO Control Maint. let you select to print Recaps for the register.  When 
the register is complete, the Recaps you selected print.  When the optional Recaps 
are complete, an add-ons Recap prints.  The last print is the GL Distribution for the 
Daily Sales Register.  When it is complete, you can run the optional update to post 
the open invoices to the customer accounts in Accounts Receivable and various 
history tables.   

Vendor Consignment functionality  

If you indicate that shipping warehouse for an SO document line item is a 
consignment warehouse, then the system assumes consignment goods are being 
sold.  You can place consignment and non-consignment items on the same SO 
document.  The system uses the appropriate consignment inventory GL accounts 
when updating the document through the Daily Sales Register.  

If you indicate that shipping warehouse for a SO document line item is a 
consignment warehouse, then the system assumes consignment goods are being 
sold and uses the appropriate consignment inventory GL accounts when updating 
the document through the Daily Sales Register. 

Handling Cash Terms 

If the system finds an invoice that has cash terms, it creates a cash receipts 
transaction and posts to a new or existing batch. If the system finds a credit 
memo for an existing open invoice, it automatically applies the credit to the 
invoice amount during the update.  If the credit is not for an existing invoice, the 
system posts an open credit document to the Bill-to customer.  If the credit memo 
number already exists, the system uses the existing document number along with 
a document continuation number.  If the system does not find a matching invoice, 
it posts the credit memo to the customer’s account to be manually applied.  The 
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system updates the Last Sale Date for each customer that has open invoices 
posted.   

Updating Sales Analysis 

The update also creates the past invoice information for posting to Sales Analysis.  
If you select the option in SA Control Maint., the system automatically posts to 
Sales Analysis is when you run the update.   

See Also 

Daily Sales Register  

GL Distribution for the Daily Sales Register  

How to print the Daily Sales Register  
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Daily Sales Register  
A sample Daily Sales Register is depicted below: 

Date: 06/24/1998                                        QA's Primary Test Co.                                            
Page:     1 
Time: 11:28 AM                              Daily Sales Register #000404 - Untitled: Temp                                
User: leigh 
 
 Invoice    Date    Terms WH  Slsp  Dpt Document Customer   Name                Sales         Cost     GM %        Tax        
Total 
===========================================================================================================================
========= 
         06/17/1998  01   001 ANGIE 001 00003129 Fifi       Fifi's Bou   Deleted                                              
         06/17/1998  01   001 ANGIE 001 00003131 Fifi       Fifi's Bou   Deleted                                              
         06/18/1998  01   012 ANGIE 001 00003135 jt2        janies 2nd   Deleted                                              
         06/18/1998  01   012 ANGIE 001 00003136 jt2        janies 2nd   Deleted                                              
         06/19/1998  01   001 ANGIE 001 00003140 111        Joe Testap   Deleted                                              
         06/19/1998  01   001 ANGIE 001 00003141 111        Joe Testap   Deleted                                              
         06/23/1998  01   001 ANGIE 001 00003142 Amy's      Amy's Kitc   Deleted                                              
         06/23/1998  01   001 ANGIE 001 00003143 Amy's      Amy's Kitc   Deleted                                              
         06/23/1998  01   001 ANGIE 001 00003144 Amy's      Amy's Kitc   Deleted                                              
         06/23/1998  01   001 ANGIE 001 00003145 Amy's      Amy's Kitc   Deleted                                              
         06/24/1998  01   012 ANGIE 001 00003147 jt2        janies 2nd   Deleted                                              
         06/19/1998  01   012 ANGIE 001 D0000503 jt2        janies 2nd   Voided                                               
         06/18/1998  30   001 quix  001 M0000497 121        Garret's T   Voided                                              
         06/18/1998  01   001 ANGIE 001 M0000498 KoKo       KoKo's Spa   Voided                                               
         06/19/1998  cd   012 CANDY 001 S0000062 Spike      Spike's bu   Voided                                              
atl01138 06/02/1998  cd*  001 ANGIE 001 00003054 lisa       Lisa's tes      1,885.00        12.50   99.34 %    288.03      
2,173.03  
 Add Ons: frt:      25.00                                                                                     Total:         
25.00  
                                                                                                                         --
--------- 
                                                                                                       Invoice Total:      
2,198.03  
atl01142 06/24/1998  01*  012 ANGIE 001 C0000110 jt2        janies 2nd   (    625.00)        0.00  100.00 %(    95.50) (     
720.50) 
atl01143 06/24/1998  01*  012 ANGIE 001 S0000063 jt2        janies 2nd        125.00        28.20   77.44 %     19.10        
144.10  
 Add Ons: frt:      25.00                                                                                      Total:         
25.00  
                                                                                                                         --
--------- 
                                                                                                       Invoice Total:        
169.10  
                                               Invoices           Average  ----------   ---------- ------    ---------   --
--------- 
                           Register Detail Total:     3   $       532.21    1,385.00        40.70   97.06 %    211.63      
1,596.63  
                                       frt Total:                                                                             
50.00  
                                               Invoices           Average  ----------   ---------- ------    ---------   --
--------- 
                                  Register Total:     3   $       548.88    1,385.00        40.70   97.06 %    211.63      
1,646.63  
 
                                      Cash Total:     0   $         0.00        0.00         0.00    0.00 %      0.00         
0.00  
                                        AR Total:     3   $       548.88    1,385.00        40.70   97.06 %    211.63      
1,646.63  
 
Legend: 
  SW    = Shipping Warehouse 
  Terms = Terms Code ($=Cash, *=Over Credit Limit) 
  WH    = Initiating Warehouse 
  Slsp  = Salesperson 
  Dpt   = Department 
  GM %  = Gross Margin % 
  T     = Taxable 
  M     = Miscellaneous Sale 
  N     = Nonstock 
  R     = Return/Allowance 
  GLTbl = GL Posting Table 
  Comm% = Commission % 
 

     Omitted Information 

 
Date: 06/24/1998                             QA's Primary Test Co.                                 Page:     4 
Time: 11:28 AM             Daily Sales Register #000404 Add On Recap - Untitled: Temp              User: leigh 
 
Code       Description                               Add On Description                                  Total 
============================================================================================================== 
Recap By Primary Salesperson 
 
ANGIE      Angie Brown                                frt   Freight                      Today          50.00  
                                                                                                   ----------- 
                                                              Today Primary Salesperson Total:          50.00  
 

TakeStock SO  523 



How to print the Daily Sales Register Invoices 

How to print the Daily Sales Register 
1. To print the Daily Sales Register, select Sales Orders  Invoices  Daily Sales 

Register.  The system displays the Template-Saved Settings dialog box of Daily 
Sales Register.   

 
2. Select the New, Edit, or Copy button to access the Daily Sales Register:  Untitled 

dialog box.   

 
3. Select settings for GL Period, Branch and Limit By.  The Sort By option is set to 

print in order by invoice number and cannot be changed.   

4. The Branch checkbox displays only if you select to run SO Registers by Branch in 
SO Control Maint.  The branch from your user profile displays as the default.  If 
you are not running the SO Registers by Branch, the Branch option is available 
in the Limit By.   
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5. Check User Profile if you want the branch to always be set to the branch 
selected in your user profile.  Whatever branch is set each time you run the 
register is the branch used for posting.   

6. In the Options section, select the information to print: 

• Scope:  Select whether to print the register in Summary or Detail (see 
Hints and Examples).   

• Include PTD Totals on Recap:  This option displays only if you selected to 
print a Recap in SO Control Maint.  Select this option to print the Period-
to-Date totals on the recap.  The recap includes the total of all branches 
whether or not you selected to print registers by branch in SO Control 
Maint.   

• Cash Receipts Batch:  From the drop-down list, select the cash receipts 
batch to use for posting cash from the invoices that have cash terms.  The 
default is to use a new batch number.   

• Break By Salesperson- Indicates you want line items with multiple ship to 
locations itemized by salesperson.  
On the report he salesperson field is identified as having been itemized by 
a *MULTI* legend, and the Sales, Cost, and GM%, fields are itemized 
along with the salesperson. 

• Print Rebate Information—Indicates you wan t to print rebate information 
on the report. 

• Print Pick Tickets—Indicates you want to print pick tickets along with this 
report.  When you complete this screen, the system displays a dialog box 
allowing you to highlight the reprint and/or the print Pick Ticket template 
you want to use. 

• Add Container Cost to Document—Indicates you want to add container 
costs to the document cost that prints on header portion of the document 
on Daily Sales Register. The container cost is also added to the Recap 
costs. 

7. The information for the Daily Sales Register is complete.  You can: 

• Choose OK to save the current settings as a template.   

• Choose Setup if you need to change print and/or update settings.  The 
label and action of the Print/Update button can change to Print or Update 
based on your Setup selections.   

• Choose Print/Update to print the Daily Sales Register and perform the 
update without saving your current settings.  When you return to this 
dialog box, you can choose Ok to save the new or modified settings, or 
choose Cancel to exit without saving.   

See Also 

Daily Sales Register  

Daily Sales Register Hints and Examples  

GL Distribution for the Daily Sales Register  
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GL Distribution for the Daily Sales Register 
The following explains the debit and credit postings for the GL Distribution created 
by the Daily Sales Register.  Select any of the postings to view an explanation of 
the GL accounts.   

 Debit  Credit 

Accounts Receivable  Sales  

or 

CM Allowances or CM Returns 

 Sales Tax 

 Add On Sales Tax 

 Add Ons Charges 

Line Item Discounts  

Aggregate Discounts  

  

Cash in Drawer  Sales  

Cash in Drawer Deposits  

  

Cost of Goods Sold  Inventory  

  

Interwarehouse AR Interwarehouse AR 

Interwarehouse COGS  Interwarehouse COGS  

 

Accounts Receivable/Cash Sales 

Posts the invoice total (merchandise + miscellaneous amount + tax amount +/- 
add on charges) to GL, either to the Accounts Receivable account or the Cash-in-
Drawer account for a cash sale.  The GL Accounts Receivable Source field in SO 
Control Maint.  determines if the default AR account entered there is used for 
posting or the AR account assigned to the AR GL Table for the customer.  For a 
cash sale, the system posts to the Cash-in-Drawer account.  The system checks 
SO Control Maint. to see if the department and branch numbers are used for 
posting by profit centers.  Note that the Cash-in-Drawer account cannot be 
departmentalized.   
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Deposits 

If you choose the Use Deposits checkbox in SO Control Maint., deposit amounts 
are posted to GL.  The Cash in Drawer account receives the Credit entry as 
explained in the Accounts Receivable online help or users guide.  The Deposits 
Source field in SO Control Maint. determines if the default Deposit account entered 
there is used for posting or the Deposit account assigned to the AR GL Table for 
the customer.  The system also checks SO Control Maint. to see if the department 
and branch numbers are to be used for posting by profit centers.  The Deposit 
account receives the Debit posting entry.   

Add Ons 

The Add Ons Source field in SO Control Maint. determines if the default add-ons 
account entered there is used for posting or the add-ons account assigned as the 
Sales Posting account in Add On Maint.  The system also checks SO Control Maint. 
to see if the department and branch numbers are to be used for posting by profit 
centers.   

Add On Sales Tax 

The Tax Source field in SM Company Maint. determines if the default Tax account 
entered there is used for posting or the Tax account for the tax rate records.  The 
accounts for the tax rate records are found by checking the company, customer’s 
country code, item tax class assigned in Add On Maint., and the tax entities (up to 
5) in the tax record.  The system checks SM Company Maint. to see if the 
department and branch numbers are used for posting by profit centers.   

Sales 

Posts the extended line sale (shipped quantity converted to the pricing UM x 
price).  Discounts are not subtracted from the sale amount because discounts post 
separately.   

Return 

Posts as a Debit.  The CM Returns Source field in SO Control Maint. determines if 
the default CM Return account entered there is used for posting or the Sales 
account normally used to post sales (see regular sale below).  The system also 
check SO Control Maint. to see if the department and branch numbers should be 
used for posting by profit centers.   

Allowance 

Posts as a Debit.  The CM Allowances account set in SO Control Maint. is used for 
posting.  SO Control Maint.  is also checked to see if the department and branch 
numbers are to be used for posting by profit centers.   
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Miscellaneous Sale 

The Misc. Sales Source field in SO Control Maint.  determines if the default Misc. 
Sales account entered there is used for posting, the account from the AR GL 
Posting Table assigned to the customer, or the account from the IC GL Posting 
Table.  The system checks SO Control Maint. to see if the department and branch 
numbers are used for posting by profit centers.   

Regular Sale 

The Sales Source option in SO Control Maint. determines if the default Sales 
account entered there is used for posting, the account from the AR GL Posting 
Table assigned to the customer, or the account from the IC GL Posting Table 
assigned to the item.  The system checks SO Control Maint. to see if the 
department and branch numbers are used for posting by profit centers.  If there 
are multiple warehouses on the invoice, Warehouse Maint.  is checked to 
determine whether to credit the sale to the initiating or shipping warehouse.   

Line Item and Aggregate Discounts 

The system uses the Discounts account set in SO Control Maint. for posting all line 
item and aggregate discounts.   

Inventory 

If not a parent item, the system posts the shipped quantity converted to costing 
UM x the cost.  The Inventory Source field in SO Control Maint. determines if the 
default Inventory account entered there is used for posting or the account from 
the IC GL Posting Table assigned to the item.  The system checks SO Control 
Maint. to see if the department and branch numbers are used for posting by profit 
centers.  If used, the branch is always the branch of the shipping warehouse.   

Parent Items 

For a parent item where you select to update the component items separately, and 
the Inventory Source is using the IC GL Posting Table assigned to an item, the cost 
of each item is posted separately.  The separate costs are then added together 
and compared to the parent item cost.  If there is a discrepancy, the discrepant 
amount is posted to the same account as the parent item.   

Cost of Goods Sold 

If the item is not an allowance, the Interbranch COGS Source field in SO Control 
Maint. determines if the default COGS account entered there is used for posting or 
the account from the IC GL Posting Table assigned to the item.  The system also 
checks SO Control Maintenance to see if the department and branch numbers are 
to be used for posting by profit centers.  If used, and there are multiple 
warehouses, the system also checks Warehouse Maint. to determine whether to 
post for the initiating or shipping warehouse.   
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Interwarehouse COGS 

When you use multiple warehouses and the shipping warehouse has the Credit 
Sale option in Warehouse Maint. set to initiating warehouse, the shipping 
warehouse really incurred the expense of the goods.  It is necessary to make two 
postings to clear and document the transaction.  The Interwarehouse COGS 
Source field in SO Control Maint. determines if the default Interwarehouse COGS 
account entered there is used for posting or the account from the IC GL Posting 
Table assigned to the item.  The Debit amount posts to this account, and if used, 
the branch is always the branch of the shipping warehouse.  The Credit amount 
posts to the same Interwarehouse COGS account, and if used, the branch is 
always the branch of the initiating warehouse.  A department may also be used for 
posting by profit center.   

Interwarehouse AR 

When you use multiple warehouses and the shipping warehouse has the Credit 
Sale option in Warehouse Maint. set to shipping warehouse, this account acts as a 
log because the shipping warehouse is owed for the inventory used by the 
initiating warehouse.  The Interwarehouse AR Source field in SO Control Maint.  
determines if the default Interwarehouse AR account entered there is used for 
posting or the account from the AR GL Posting Table assigned to the customer.  
The Debit amount posts to this account, and if used, the branch is always the 
branch of the shipping warehouse.  The Credit amount posts to the same 
Interwarehouse AR account, and if used, the branch is always the branch of the 
initiating warehouse.  A department may also be used for posting by profit center.   

Sales Tax 

The Tax GL Source field in SM Company Maint. determines if the default tax 
account entered there is used for posting or the tax account for the tax rate 
records.  The accounts for posting the tax rate records are found by checking the 
company, customer’s country code, item tax class assigned in Add On Maint., and 
the tax entities (up to 5) in the tax record.  The system also check SM Company 
Maint. to see if the department and branch numbers are to be used for posting by 
profit centers.   
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Post Invoices to SA 
Use this program to post un-posted invoices that have been updated by the Daily 
Sales Register to the Sales Analysis history file.   

When you run the update, sales documents post to SA for the period designated 
during the Daily Sales Register.  If you post in Detail (set in SA Control Maint.), 
line items post to the appropriate warehouse for SA history based on the Credit 
Sales To options set in Warehouse Maint.   

The invoices post to the appropriate commission tables in SA for the inside (or 
primary) salesperson on a sales document.  If you enter a second salesperson on 
a sales document and a percentage to split the commissions, the update posts 
these to the commission tables accordingly.  The system deducts aggregate 
discounts before calculating commissions.   

For multiple ship-to location processing purposes, the system pulls ship-to 
information from the invoice lines.  Note:  For documents tat have ship-to 
locations, if they are set up to post addons to SA across items (in Add On 
Maintenance), the addons will not post to SA for those particular documents.  

Posting Add On Costs to Sales Analysis 

When posting Add On costs to Sales Analysis, TakeStock posts the Add On cost 
from the Past Invoice Header for the Add On instead of a percentage of the Add 
On charge if the Cost Entry in Sales option is selected in Add On Maintenance, 
and the Add On is unfactored or the cost was factored to GL cost only.  TakeStock 
posts any factored cost discrepancy amount from the Past Invoice Header in the 
same manner as unfactored costs if the cost was factored to SA cost.  For factored 
Add On costs, (meaning the cost was factored to SA cost) the system adds the 
factored cost amount for each line item as a part of the cost posted to Sales 
Analysis. The system bases the posting of both factored and unfactored Add On 
costs on the Post to Sales Analysis setting in each Add On record. 

Sales Analysis Postings of Returnable and Non-Returnable Containers  

The Post Invoices to SA program processes the postings of both returnable and non-
returnable containers for Sales Analysis.   The SA postings are always made for non-
returnable containers and optionally made for returnable containers, based on the 
current setting of the Post Returnable Containers as if Sold checkbox on the SO 
Lines view of SO Control Maintenance.  The program posts used (returnable) 
containers, those which have containerized content, to Sales Analysis as: 

• If Post Returnable Containers as if Sold checkbox is selected, the 
Returnable Container posts to Sales Analysis with Price as the Deposit amount 
and Cost as the Container cost. 

• If Post Returnable Containers as if Sold checkbox is unselected, the 
Returnable Container will not post to Sales Analysis. 

Non-Returnable Containers also post to Sales Analysis with Price as the Deposit 
and Cost as the Container cost. 
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Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Run in 
Background 

Runs the program in background, freeing 
you to perform other tasks while the 
program runs.   

Update Updates invoices to the Sales Analysis 
history.   

Cutoff Date Select the cutoff date for posting 
transactions.   

See Also 

How to Post Invoices to SA  
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How to Post Invoices to SA 
1. Access the Post Invoices to SA program.  The complete path is Sales Orders  

Invoices  Post Invoices to SA.   

 
2. Enter the Cutoff Date for posting sales documents to Sales Analysis history 

tables.  The current system date displays in this field as the default.  The 
company for which you are posting and the date when invoices were last posted 
to SA display at the top of the dialog box as a reference.   

3. Select Run in Background to run the update in the background while you 
continue working in the foreground.   

4. The information for posting is complete.  You can:  choose Update to post the 
invoices or Cancel to exit without posting.   

See Also 

Post Invoices to SA  
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MR Document Print 
The MR Document Print program allows you to print the MR order for purposes of 
reporting the sale to the vendor or to be used as a historical record of a MR sale.   

 

Past Manufacturing Representative Document Print 

You can print a MR document for a past document by going into the SO Document 
Inquiry pulling up the document and selecting the Print button on the bottom of 
the screen. When the customer is set to use print interchanges, customer print 
interchange numbers also print on the MR document.  The vendor’s name and 
address also print on the MR document, based on your settings in Vendor 
Maintenance. 

The Document Inquiry programs display detailed information on sales order and 
receivables documents.  You can reach the Document Inquiry window by double 
clicking any document displayed.  There are two types of document inquiry:  AR 
Document Inquiry and SO Document Inquiry.  You can also reach the SO 
Document Inquiry by choosing SO Document Inquiry from the SO Inquiries menu. 

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 MR Document Print:  Untitled dialog 
box. 

When you set notes to 
print on external documents, MR Document Print also includes line item and 
document notes. 

If you allocated container numbers, MR Document Print also prints container 
types, numbers, and serial numbers (if applicable) as well as container deposit/ 
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rental amounts.  The MR Document Print program also adds the weight of 
containers to the total weight. If containers are serialized, the pick ticket contains 
detail information. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By This defines the sort order in which the report will print. This 
field can be set to print in order by Warehouse, 
Document, or Customer. 

Limit By You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
choices from the Limit By options. You can select: 
Warehouse, Document, Salesperson, Customer, 
Vendor, or Product Line. 

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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 Select the information to include for each record that prints 
on the report. 
 
Direct to print direct shipment information on the report. 
 
Consignment to print consignment information on the 
report. 
 
Send Via EDI to export MR documents for EDI processing. 
 
Print to print MR documents that have never been printed 
before.   

Reprint to print MR documents that have been printed 
previously.  Select the All Lines checkbox to indicate you 
want to reprint all lines of the MR document not just the 
newly added lines.  

MR Commission Due to print the commission due amount 
for manufacturing representatives.   
 
Vendor Item Number to include the vendor’s item number 
on the report. 
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Prices to print pricing information on the report. 

Suppress Blanks Between Line Items to suppress blank 
lines that print between line items. 

 
Lookup icon, which runs the Lookup for the current fields.  
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.   

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 Manufacturing Representative (MR) documents  
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How to print Manufacturing Representative (MR) 
documents 

1. Access the MR Document Print.  The complete path is Sale Orders  Invoices  
MR Document Print.  The system displays the Template-Saved Settings dialog 
box of the MR Document Print.    

  
2. Select the New, Edit, or Copy button to access the MR Document Print:  

Untitled dialog box.   
 

 

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 

This defines the sort order in which the report will print. 
This field can be set to print in order by Warehouse, 
Document, or Customer. 
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Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
choices from the Limit By options. You can select: 
Warehouse, Document, Salesperson, Customer, 
Vendor, or Product Line. 

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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, selections for the report are as follows: 

• Direct to print direct shipment information on the report. 

• Consignment to print consignment information on the report. 

• Send Via EDI to export MR documents for EDI processing. 
Print to print MR documents that have never been printed before.  

• Reprint to print MR documents that have been printed previously.  Select 
the All Lines checkbox to indicate you want to reprint all lines of the MR 
document not just the newly added lines. Next Period Transactions to print 
transactions posted for next period.  

• MR Commission Due to print the commission due amount for 
manufacturing representatives.   

• Vendor Item Number to include the vendor’s item number on the 
report. 

• Prices to print pricing information on the report. 

• Suppress Blanks Between Line Items to suppress blank lines that 
print between line items. 

6. 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 
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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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Sales Order Document Import 
The Sale Order Document Import program provides a way for TakeStock 
distributors to import various sales order documents directly into their TakeStock 
system.  You can import the following types of documents: 

♦ Quotes 

♦ Sales Orders 

♦ Counter Sales Invoices 

♦ Direct Invoices 

♦ Credit Memos 

♦ Miscellaneous Invoices 

The type of document to be imported can either be defined in the TakeStock 
mapping function or in the import file itself, which allows an import file containing 
a several different document types. 

The program prints an error report if errors occur during the import process. If 
errors occur, none of the documents in the import file are loaded. The distributor 
can use the error report to manually correct the import file and retry the import. 

The import file may contain a minimal amount of information; other information 
will default from customer and item tables. Alternatively, the import file can 
include a significant amount of document information, including pricing, custom 
fields, and both document and line notes.  

Document note importing is based on the File Layout setting located on the 
General view of Sales Order Import Document Maintenance.  You can import via 
two different file layouts:  Header info in each record or Header and Detail info in 
separate records.  For Notes imports, if the header and line item information are in 
the same record, the document notes must be mapped to the HeaderNote field in 
the soDocHdr table and line-item notes must be mapped to the soDocLn table 
field, LnNote.  For separate records for header and detail information, separate 
record types of notes need to be in the import file.  For Header and Detail notes 
information in separate records, the note record following the header record is 
considered a header note and, the note record following the item record is 
assigned to the previous item. 

If an import field is mapped in the import file, then it is always used. If an import 
field is either empty or contains invalid data, the software will not attempt to 
substitute the import field information with default information. 

The source of the import file is deliberately open ended. Practically any outside 
source that can produce a readable, map-able file that contains the necessary 
information to create sales order documents can be used with SO Document 
Import. 

Benefits: 

♦ Avoid re-keying documents, save labor cost. 
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♦ Import documents much faster than re-keying, decrease cycle time to 
process orders. 

♦ Import documents with much greater accuracy than re-keying, improve 
customer service by reducing mistakes. 

♦ Easy to set up; avoid the complexity of EDI (Electronic Data Interchange). 

Setup Information: 

Use the SO Document Import Maintenance program to provide the definition of file 
layouts to import sales order documents from a wide variety of outside sources.  
The Sales Order Import program performs field translation from the ASCII file to 
TakeStock based on the settings that you enter in the Field Translation 
Maintenance program.   

Note:  When you are defining a data file to be imported via this program, there 
are three special characters that are not allowed in the import file.  You must 
redefine these characters as follows so that the Sales Order Document Import 
program can run correctly.  In the conversion file, change “ (double quote marks) 
to | (solid bars),} (bracket characters) to , (commas), and null spaces to “ 
(double quote marks).   

Processing Details  

The program also checks to determine if prices should be recalculated or use the 
price field from the ASCII file. The update program will then read the associated 
records for the document to determine the layout of the ASCII file being read. The 
document type is based on the type defined in the document record or from a field 
in the ASCII file if the flag is set in the Sales Order Import Maintenance. If the 
document type is set in the ASCII file the values must be: 1 – Quote, 2 – Sales 
Order, 3 – Credit Memo, 7 – Misc. Invoice, 8 – Counter Sale. If while creating the 
header record the flag for temporary ship to is set, the program also looks for the 
definitions of an address record. If address records are found, program creates a 
temporary table record for a SO Address record, soDocAddr. Processing is also 
available for temporary ship to’s and for notes for header and detail records. 

The program checks for Rebate costs and prices then updates the appropriate 
fields as applicable. Field translation is available for all types of documents. This is 
accomplished via the description of the document type in Field Translation 
Maintenance for Imported SO Invoices. All other SO documents use the existing 
Imported Sales Order.  A field in the SO document header record stores the import 
template document name. This allows users to set up filters to determine which 
documents have been imported and which template was used. 

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 Sales Order Import:  Untitled dialog 
box. 
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Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information 
imports and prints.  The available Sort By option 
default is File.    

Limit By Limits the information that the system imports and 
prints by selecting specific identifying characteristics 
or a range of identifying characteristics.  Available 
choices are:  File, Date, and Time. 

Include Determines what information to import and print on 
the report.  This import program contains no Include 
options. 

Options Determines what information to print.  Available 
choices are:  Recalculate Prices--to recalculate prices 
at the time of import.  When you select this 
checkbox, the system recalculates pricing of all 
imported line items using the same procedure that is 
used for determining default prices in Sales Order 
entry programs.  If prices are recalculated, the SO 
taxable amounts are also recalculated based on 
standard tax calculations using the tax defaults from 
the customer/ship to records and item tax class field.   
 
In the Documents field, enter the name of the 
document for import.   
 
For the Check for Duplicate Reference Numbers 
radio button indicate whether you want the system 
check for duplicate reference numbers.  You can 
select from None, Open Orders, or Open and Past 
Orders. 

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 
Limit 

Resets Limit By options to ALL for the selected 
option. 

OK Saves the new or modified template and exits the 
screen. 
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Fields, Buttons, Checkboxes, & Icons 

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 
Sales Order Document Import  

How to use the Counter Sale Import program  
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 How to use the Sales Order Document Import 
program 

1. Access the Sales Order Document Import screen in the Invoices submodule of 
SO.  The complete path is Sales Orders  Invoices  Sales Order Import.  The 
system displays the Template-Saved Settings dialog box of the Sales Order 
Import program. 

2. Select the New, Edit, or Copy button to access the Sales Order Document 
Import:  Untitled dialog box. 

3. Select the Sort By and the Limit By settings for new or modified templates.  

4. In the Options portion of the screen, select Recalculate Prices to recalculate 
prices at the time of import.  When you select this checkbox, the system 
recalculates pricing of all imported line items using the same procedure that is 
used for determining default prices in Sales Order entry programs.  If prices are 
recalculated, the SO taxable amounts are also recalculated based on standard 
tax calculations using the tax defaults from the customer/ship to records and 
item tax class field.   
 
In the Documents field, enter the name of the document for import.   
 
For the Check for Duplicate Reference Numbers radio button indicate 
whether you want the system check for duplicate reference numbers.  You can 
select from None, Open Orders, or Open and Past Orders. 

5. You have now completed the information for the Counter Sale Import.  You can 
select: 

• OK to save the current setting as a template. 

• Setup if you need to access the Print Setup dialog box, which is used to 
modify print and/or update settings. 

• Print to print the report without saving your current selection. 

• Cancel to exit without saving your current selections, importing the file, or 
printing the report. 

• Help to access the online Help for this screen. 
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Sales Order Document Import File Selection 
Dialog Box 
The system displays this dialog box when you highlight the File Limit By option 
and click the Select button on the Sale Order Document Import program.  Use this 
dialog box to select the file to use for importing sales order documents. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

OK Accepts your file selection and returns you 
to the Counter Sale Import program.     

Cancel Returns you to the Counter Sale Import 
program without accepting your file 
selection. 

Clear All  Clears your current file selection. 

Help Accesses online Help for this screen. 

Directory The directory location of the counter sale 
import file.   

Starts With The beginning letter or letters of the file 
name that you want to use for importing.  
This is a search field.  In the browser in the 
lower portion of the dialog box, the system 
displays all files in the selected directory 
that match the letter or letters that you 
enter in this field. 

See Also 

How to use the Sale Order Document Import program  
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Sales Order Document Import  
A sample Sales Order Document Import is depicted below: 

 
                                                                                                             Reprint 
 
   Shannon's Company                                                                               Invoice              
00000143 
   Hwy 29 
   Lawrenceville, GA  30243                                                                                              
1 
 
                                                                                                                      
06/20/1998 
 
          WALK-IN                                                                           WALK-IN 
          Walk-In / Cash                                                                    Walk-In / Cash 
          P.O. Box 12                                                                       P.O. Box 12 
 
 
 81220              06/24/1998     DKS     Cash              MI000017          S0000166    1       Prepaid      NO Del 
 
 
 365001               PRAYER STICK - SMALL                                   1      EA          0.93      EA            
0.93    
                                                                                                                         
 365001               PRAYER STICK - SMALL                                   1      EA          0.93      EA            
0.93    
                                                                                                                         
 365001               PRAYER STICK - SMALL                                    1      EA          0.93      EA            
0.93    
 
 
                                                                                                                         
                                                                                                                         
                                                                                                                         
                                                                                                                         
                                                                                                                         
                                                                                                                         
                                                                                                                         
 
 
       Amount Tendered:             2.99 
 
  Sales Order Document Import                                                     2.79             0.00           0.20   
2.99 
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 Post Bookings to SA 
Use this program to post un-posted invoices that have been updated by the Daily 
Sales Register to the Sales Analysis Bookings history file.   

The invoice bookings post to the appropriate bookings tables in SA for the sales 
document.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Run in 
Background 

Runs the program in background, freeing 
you to perform other tasks while the 
program runs.   

Update Updates invoices to the Sales Analysis 
history.   

Cutoff Date Select the cutoff date for posting 
transactions.   

See Also 

How to Post Invoices to SA  

546 TakeStock SO  



Invoices  How to Post Bookings to SA 

How to Post Bookings to SA 
1. Access the Post Bookings to SA program.  The complete path is Sales Orders  

Invoices  Post Bookings to SA.   

 
2. Enter the Cutoff Date for posting sales documents to Sales Analysis Bookings 

history tables.  The current system date displays in this field as the default.  The 
company for which you are posting and the date when invoices were last posted 
to SA display at the top of the dialog box as a reference.   

3. Select Run in Background to run the update in the background while you 
continue working in the foreground.   

4. The information for posting is complete.  You can:  choose Update to post the 
invoices or Cancel to exit without posting.   

See Also 

Post Invoices to SA  
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6 MSDS 
 

Material Safety Data Sheet Introduction 
The Material Safety Data Sheet Handling (MSDS) menu allows you to easily 
manage MSDS documentation as a safety measure for handling potentially 
hazardous items, and to comply with OSHA regulations regarding the 
communication of hazardous material handling.    

The feature allows you to manage MSDS notification and documentation by: 

• Prompting the TakeStock user to provide a MSDS with shipments and/or 
invoices automatically, based on notification history and OSHA regulations 

• Storing the MSDS on-line for automatic and/or demand printing for 
customers, employees, or for general reference 

• Allowing you to track the physical location of MSDS “hard copies for 
distribution 

• Maintaining historical records of the MSDS distribution to customers.   

Chapter Contents  
Material Safety Data Sheet Introduction..................................549 

MSDS ID Maintenance ................................................................................ 551 
How to maintain MSDS information ............................................................ 555 
MSDS History Maintenance ........................................................................ 556 
How to maintain MSDS history information................................................. 560 
MSDS Listing............................................................................................... 561 
MSDS Listing Sample.................................................................................. 563 
How to print the MSDS Listing..................................................................... 564 
MSDS On Demand Report .......................................................................... 567 
MSDS On Demand Report Sample............................................................. 568 
How to print the MSDS On Demand Report................................................ 570 

Entries for the MSDS menu are: 

MSDS ID 
Maintenance  

Using this program, you can maintain the MSDS 
information in TakeStock for use in locating and 
reporting on MSDSs and their properties.   

MSDS History 
Maintenance  

Using this program, you can enter and maintain 
MSDS history information in TakeStock for use in 
the record-keeping of which customers received 
which MSDSs and at which revision, and reporting 
on these records. 

MSDS Listing  Using the MSDS Listing program, you can print a 
listing of MSDS IDs that are being maintained in the 
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MSDS ID maintenance within TakeStock.  

MSDS On 
Demand 
Report  

Using the MSDS On Demand Report program, you 
can print a list of MSDS associated with items on SO 
documents.  Optionally, the can invoke Word to 
print the actual MSDS stored on line. 
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MSDS ID Maintenance 
  

Using this program, you can maintain the MSDS information in TakeStock for use 
in locating and reporting on MSDSs and their properties. 

  

OSHA regulations regarding MSDSs 

OSHA requires that MSDSs are made available for distribution when potentially 
hazardous items are sold and shipped.  

MSDS documents contain information about a potentially hazardous substance and 
may include:  PMS identification data, physical/chemical characteristics (such as 
vapor pressure, flash point, etc.), fire & explosion hazard data, reactivity data, 
health hazard data, precautions for safe handling and use, control measures, 
transportation data, disposal data, the date or revision date of the material safety 
data sheet, and other pertinent ingredient data. 

MSDS Notification 

OSHA requires that Wholesale Distributors are able to provide their customers with 
the appropriate MSDS:  

• with the initial shipment of the potentially hazardous item   

• upon the first shipment of an item after a MSDS is updated or revised 

• upon Customer request 

Form Contents 
Buttons, Fields, Checkboxes, & Icons 

For a listing of standard Maintenance icons and buttons, refer to the 
Maintenance Toolbar topic at the beginning of the Maintenances chapter. 

Edit/View Edits the Word document listed in the Path and Filename 
field. / Displays the PDF document listed in the Path and 
Filename field.  (You cannot edit a PDF document from 
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Buttons, Fields, Checkboxes, & Icons 

this screen; you can only view PDF documents.) 

Print  Print the Word document listed in the Path and Filename 
field. 

Files Accesses a browser so you can navigate to the correct 
file.  

MSDS# Enter the MSDS number for which you are maintaining ID 
information.   

MSDS 
Description 

Enter the description for the MSDS item.   

Revision 
Date 

The date of the revision for the MSDS.  This is the date 
the MSDS was last changed (defaults to system date for 
new records).  You must update this date as required for 
existing records as new revisions of MSDSs are 
published. 

Literature 
Location 

This optional field contains the location of hard copies of 
the MSDS.   

Path and 
File Name 

The network path and filename for the MSDS.  This 
optional field contains the path and file name for the 
Microsoft Word file or Adobe Acrobat PDF file for the 
MSDS used in on-line printing. (80 characters, no 
validation).  Use the Files button to invoke a standard 
Windows file browser for locating the desired file.  Upon 
selecting a file, the system automatically populates this 
field with the path and file name of the selected file. 

Menus 

File

Menu Selection Function 

New Adds a new record.  When new is active, 
End New appears here and is available. 

Edit Makes changes to an existing record. 

Save Saves the information for the current 
record. 

Save As Saves the information for the current 
record with a different code or number. 

Delete Deletes the current record. 

Reset Sets the information for the current record 
back to its original state. 

Exit Exits the current program. 
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Find 

Menu Selection Function 

Lookup Opens the Lookup feature for the current 
record, or brings it to the front if it is 
already open. 

Filter Opens the Filter Manager to select or 
maintain a filter. 

First Record Opens the first record in the selection 
group table, using the current filter. 

Previous Record Opens the previous record in the selection 
group table, using the current filter. 

Next Record Opens the next record in the selection 
group table, using the current filter. 

Last Record Opens the last record in the selection 
group table, using the current filter. 

Options

Menu Selection Function 

Toolbar Toggles the display of the toolbar on and 
off. 

AutoAdd Mode 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. 

Defaults Displays the default record settings on the 
screen. 

User Preferences 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. 

System Preferences Accesses the Maintenance Audit Control 
dialog box, which is used to select the 
fields in which you want to track changes 
for audit history.  

Additional 

Menu Selection Function 

Notes Accesses the Notes Manager to view or 
enter notes for the selected field. 
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Menu Selection Function 

Maintain Maintains records for the detail fields 
available in this maintenance program. 

Custom 
Fields-
Header 

Opens the User Fields dialog box to enter 
custom field information. 

Audit History Accesses the Maintenance Audit History 
dialog box, which is used to view changes 
to the fields selected for audit tracking. 

Global  

Menu Selection Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used 
programs. 

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

Help 

Menu Selection Function 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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. 
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How to maintain MSDS information 
Program Information  

1. Access the MSDS ID Maintenance program by selecting Sales Orders  MSDS ID 
Maintenance from the SO main menu.  The system displays the MSDS ID 
Maintenance program.   

  

2. Click the New icon or select File New from the menu bar to create a new MSDS 
ID record.  To retrieve an existing MSDS ID record, type the MSDS ID number 
and click the Edit icon.  Use the Lookups if necessary.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the MSDS ID Maintenance for 
field and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   

 

TakeStock SO  555 



MSDS History Maintenance MSDS 

MSDS History Maintenance 
  

Using this program, you can enter and maintain MSDS history information in 
TakeStock for use in the record-keeping of which customers received which MSDSs 
and at which revision, and reporting on these records. 

  

History rules to notify Customer/Ship to 

When a customer wishes to receive MSDS information based on the “When 
required setting (above), the system determines if a MSDS has been previously 
sent to the Customer/Ship to for the Item/MSDS ID combination.  The system 
does this by checking the MSDS history to see if a record exists for that 
combination of Customer/Ship to/Item/MSDS ID. 

If a history record does not exist, the system assumes the Customer needs the 
information and follows the notification rules defined for that shipping warehouse 
for notification. 

If a history record exists, but a new revision of the sheet exists (based on the 
current revision date from the MSDS ID maintenance), the system assumes the 
Customer needs the information and follows the notification rules defined for that 
shipping warehouse.   

If an identical history record exists based on the combination of Customer/Ship-
to/Item/MSDS ID and Revision date, the system assumes no notification is 
necessary. 

History update 

Determined by the (shipping) warehouse notification rules, the user may 
optionally have the system update the MSDS History record when an invoice with 
a MSDS applicable item is updated through the DSR.  

The fields that update to the MSDS history record are the Customer, Ship to, Item, 
MSDS ID, the last date sent (date of notification) and the invoice number. 
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The user can also optionally run the MSDS On demand report to update the history 
record (s) based on printed MSDS information. 

Form Contents 
Buttons, Fields, Checkboxes, & Icons 

For a listing of standard Maintenance icons and buttons, refer to the 
Maintenance Toolbar topic at the beginning of the Maintenances 
chapter. 

Customer 
Number 

This is the (sold-to) customer that received the below 
MSDS.   

Ship-to This is the ship-to that received the below MSDS for the 
above customer.  If no ship-to is specified, “Same 
appears in the field and in the description. 

Item 
Number 

This is the item number of the MSDS. 

MSDS ID  This is the ID of the MSDS sent to the above customer.   

Last Date 
Sent 

This is the last date the Invoice Print or On Demand 
Report Print function was run for this customer/ship-to 
(depending on the settings in Warehouse Maintenance), 
or the date the MSDS was sent to this customer/ship-to 
as entered by the user. (This is a required field.) 

Invoice 
Number 

The number of the invoice containing the item.  (This is 
an optional field.) 

Menus 

File 

Menu Selection Function 

New Adds a new record.  When new is active, 
End New appears here and is available. 

Edit Makes changes to an existing record. 

Save Saves the information for the current 
record. 

Save As Saves the information for the current 
record with a different code or number. 

Delete Deletes the current record. 

Reset Sets the information for the current record 
back to its original state. 

Exit Exits the current program. 
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Find 

Menu Selection Function 

Lookup Opens the Lookup feature for the current 
record, or brings it to the front if it is 
already open. 

Filter Opens the Filter Manager to select or 
maintain a filter. 

First Record Opens the first record in the selection 
group table, using the current filter. 

Previous Record Opens the previous record in the selection 
group table, using the current filter. 

Next Record Opens the next record in the selection 
group table, using the current filter. 

Last Record Opens the last record in the selection 
group table, using the current filter. 

Options 

Menu Selection Function 

Toolbar Toggles the display of the toolbar on and 
off. 

AutoAdd Mode 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. 

Defaults Displays the default record settings on the 
screen. 

User Preferences 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. 

System Preferences Accesses the Maintenance Audit Control 
dialog box, which is used to select the 
fields in which you want to track changes 
for audit history.  

Additional 

Menu Selection Function 

Notes Accesses the Notes Manager to view or 
enter notes for the selected field. 

558 TakeStock SO  



MSDS  MSDS History Maintenance 

Menu Selection Function 

Maintain Maintains records for the detail fields 
available in this maintenance program. 

Custom 
Fields-
Header 

Opens the User Fields dialog box to enter 
custom field information. 

Audit History Accesses the Maintenance Audit History 
dialog box, which is used to view changes 
to the fields selected for audit tracking. 

Global  

Menu Selection Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used 
programs. 

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

Help 

Menu Selection Function 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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. 
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How to maintain MSDS history information 
  

1. Access the MSDS History Maintenance program by selecting Sales Orders  
MSDS History Maintenance from the SO main menu.  The system displays the 
MSDS History Maintenance program.   

  

2. Click the New icon or select File New from the menu bar to create a new MSDS 
history record.  To retrieve an existing MSDS history record, type the customer 
number, ship to location, item number, and MSDS number combination and 
click the Edit icon.  Use the Lookups if necessary.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the MSDS History 
Maintenance for field and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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MSDS Listing 
Using the MSDS Listing program, you can print a listing of MSDS ID that are being 
maintained in the MSDS ID maintenance within TakeStock. The program also, 
optionally, allows you to print the on-line MSDS by invoking MS Word or Adobe 
Acrobat Reader.  The user may also choose to include the item or items that have 
that MSDS assignment. 

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 MSDS Listing:  Untitled dialog box.   

 

 

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 MSDS ID, Revision date, and Item. 

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are: MSDS ID, 
Revision date, and Item.   

Include Determines what information to print on the report.  
Available includes options are: 
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Items—to include the item number with the MSDS ID.  
 
Description 1—to include the item description 1 with 
the MSDS ID. 
 
Description 2— to include the item description 2 with 
the MSDS ID. 
 
Path and File Name—to include the path and filename 
for the MSDS document. 
 
Print MSDS—to print the MSDS listed in the report. 

 

Options Determines what information to print on the report and 
optionally update.  Available choices are:   
 
# of Copies—indicates the number of copies of the 
MSDS that you want to print. 

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 
Limit 

Resets Limit By options to ALL for the selected option.   

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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MSDS Listing  
A typical MSDS Listing is depicted below: 

Date: 09/29/2000                                 TakeStock Development, Inc.                                         
Page:     1 
Time: 10:27 AM                                   MSDS Listing - Untitled: Temp                                       
User: leigh 
 
                                                     Last    Literature 
MSDS ID              Description                    Revised  Location 
====================================================================================================================
============ 
0001                 First MSDS Document            03/30/00 Top Self                                                  
0002                 Another test                   04/06/99 ZZZ909                                                    
0003                 Another MSDS                   04/06/99 B42                                                       
0005                 Fifth MSDS Rec                 04/23/99 DownTown                                                  
0006                 Sixth MSDS Rec                 04/23/99 Up Town                                                   
H2SO4                Sulfuric Acid                  05/05/98 Electronic                                                
HCl                  Hydrochloric Acid              06/03/99 Electronic                                                
HF                   Hydrofloric Acid               08/10/99 Electronic                                                
HNO3                 Nitric Acid                    05/06/99 Electronic                                                
KCN                  Potassium Cyanide              05/05/98 Electronic                                                
KOH                  Potassium Hydroxide            05/05/98 Electronic                                                
NaOH                 Sodium Hydroxide               05/05/98 Electronic                                                
 
Number of Documents: 12 
 
Selections for MSDS Listing - Untitled: Temp 
MSDS ID       : All 
Item          : All 
Revision Date : All  
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How to print the MSDS Listing 
1. Access the MSDS Listing.  The complete path is Sale Orders  MSDS  MSDS 

Listing.  The system displays the Template-Saved Settings dialog box of the 
MSDS Listing.    

  

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

  

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 

This defines the sort order in which the report will print. 
The available Sort By options are: MSDS ID, Revision 
date, and Item. 

Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
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choices from the Limit By options. Available choices are:  
MSDS ID, Revision date, and Item.   

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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 Options section of the form, select the optional information to include for 
each record that prints on the report.  Selections for the report are as follows: 

• Items—to include the item number with the MSDS ID.  

• Description 1—to include the item description 1 with the MSDS ID. 

• Description 2— to include the item description 2 with the MSDS ID. 

• Path and File Name—to include the path and filename for the MSDS 
document. 

• Print MSDS—to print the MSDS listed in the report.  

6. In the Include section of the form, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• # of Copies—indicates the number of copies of the MSDS that you want to 
print. 
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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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MSDS On Demand Report 
Using the MSDS On Demand Report program, you can print a list of MSDS 
associated with items on SO documents.  Optionally, you can invoke MS Word or 
Adobe Acrobat Reader to print the actual MSDS stored on line.    

You can also choose to update the MSDS history records based on the output of 
this report. 

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 MSDS On Demand Report:  Untitled 
dialog box.   

 

 

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 option is 
Customer/Ship to/Item/MSDS ID. 

Limit 
By 

Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, 
Document, Customer, Item, and MSDS ID.   

Include Determines what information to print on the report.  There 
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are no Include options available for this report. 

Options Determines what information to print on the report and 
optionally update.  Available choices are:   
 
In the Document section:  Select Open Invoices to print 
report/MSDS for open invoices (printed invoices but not yet 
updated), Past Invoices to print report/MSDS for past 
invoices (printed and updated invoices), or Previously 
Sent MSDSs to print report/MSDS only for open and/or 
past invoices that have been previously printed.  (The third 
option runs off the history records only). 
 
In the Invoice Dates From and To field enter the date 
range for printing open or past invoices. 
 
In the MSDS Notify section:  Where open or past invoices 
is selected (above), the user can choose to print the 
report/MSDS for invoices where the MSDS is required to be 
printed based on history records or to print for all invoices, 
where the Customer/Ship to setting is not set to Never. 
 
In the Print section:  Select whether to print the report 
only, print the MSDS only, or print both for the selected 
criteria.  

 

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 Limit Resets Limit By options to ALL for the selected option.   

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.   

 

MSDS On Demand Report 
A typical MSDS On Demand Report is depicted below: 
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Date: 03/25/2004                        TakeStock Development at Infor, Inc. Headquarters                            
Page:     1 

Time:  3:39 PM                                    MSDS On Demand Report - doctemp                                    
User: leigh 

 

                                                                                                        Invoice      
Literature 

Item                 Description                    MSDS ID              Description                      Date   
Invoice  Location 

================================================================================================================ 

Customer: 121 Garret's Test Customer 2 

Ship To: Same  

 

H2SO4 - 10M - 5L     Sulfuric Acid                  H2SO4                Sulfuric Acid                  02/16/04 
GS000798 Electroni  

                                                                                                        06/30/03 
GS000766 Electroni  

 

 

Number of Documents: 2 

 

Selections for MSDS On Demand Report - doctemp: 

Warehouse           : All 

Document            : All 

Customer            : 121 

Item                : All 

MSDS ID             : All 

MSDS Notify: Always 

Document Limits: Open Invoices 

Invoice Dates: From 03/25/2003 to 03/25/2004 

________________________________________________________________________________________________________________ 
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How to print the MSDS On Demand Report 
1. Access the MSDS On Demand Report.  The complete path is Sale Orders  

MSDS  MSDS On Demand Report.  The system displays the Template-Saved 
Settings dialog box of the MSDS On Demand Report.    

  

2. Select the New, Edit, or Copy button to access the MSDS On Demand Report:  
Untitled dialog box.   

  

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 

This defines the sort order in which the report will print. 
The available Sort By options are: Customer/Ship 
to/Item/MSDS ID. 

Limit You can select to limit the information that appears on a 
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By report or register, or that is included in an update, with 
choices from the Limit By options. Available choices are:  
Warehouse, Document, Customer, Item, and MSDS 
ID.   

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• In the Document section:  Select Open Invoices to print report/MSDS for 
open invoices (printed invoices but not yet updated), Past Invoices to 
print report/MSDS for past invoices (printed and updated invoices), or 
Previously Sent MSDSs to print report/MSDS only for open and/or past 
invoices that have been previously printed.  (The third option runs off the 
history records only). 

• In the Invoice Dates From and To field enter the date range for printing 
open or past invoices. 

• In the MSDS Notify section:  Where open or past invoices is selected 
(above), the user can choose to print the report/MSDS for invoices where 
the MSDS is required to be printed based on history records or to print for 
all invoices, where the Customer/Ship to setting is not set to Never. 

• In the Print section:  Select whether to print the report only, print the 
MSDS only, or print both for the selected criteria. 
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6. 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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Chapter 

7 Rebates 
 

SO Rebates Introduction 
The Rebates menu allows you to track multiple rebates between distributors and 
manufacturers.  Entries for the Rebates menu are: 

Rebate 
Report/Update  

Run the Rebate Report/Update you are ready to set up a 
rebate vendor’s debit memo based on the rebate 
amounts due for shipped, rebate-able lines. 

Rebate History 
Report  

The Rebate History Report provides a listing of rebate 
transactions, the AP debit document generated for the 
Rebate Vendor and whether or not the debit memo is 
open or closed for that Vendor. 

Rebate 
Listing/Removal  

The Rebate Listing/Removal program prints rebates and 
pertinent information relating to the rebate and optionally 
removes expired rebates based on an expiration cutoff 
date that you enter. 

Rebate Contract 
Maintenance  

Use Rebate Contract Maintenance to set up the rules in 
processing rebate contracts. 

Chapter Contents  
SO Rebates Introduction...........................................................573 

Overview...................................................................................................... 574 
Rebate Report/Update................................................................................. 576 
Rebate Report Sample................................................................................ 579 
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Rebate History Report Sample.................................................................... 585 
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How to print the Rebate Listing/Removal .................................................... 592 
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How to enter Rebate Contract Maintenance information ............................ 610 
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Overview 
To initiate the Point of Sale Vendor Rebates Tracking Vendor system, you must 
establish a rebate in the system for each vendor rebate agreement. The system 
stores each rebate by a combination of Rebate Vendor and rebate number and 
warehouse code, rebate costs, and optionally rebate prices for the agreement.  

The Rebate Tracking feature includes: 

• Tracking multiple rebates between distributors and manufacturers. 

• Tracking the rebate cost, rebate amount, and rebate number in order entry 
based on the sale of rebate-able items. 

• Full reporting capability to be used to request rebate reimbursement from 
Manufacturers. 

• GL Payables updated based on rebate amounts that have been requested 
from Vendors. 

• Recording the rebate payment as it is paid. 

When you enter line items on a sales order, quote, blanket order, future order, 
direct invoice and/or counter sale per regular TakeStock processing, the system 
checks for rebate information. If a rebate is found to be applicable to a line, the 
entry program automatically stores the rebate cost and the rebate number on that 
line. If a price was entered in the Rebate Maintenance, this price is pulled into the 
order as the customer price for that item.  If more than one rebate is found, the 
system automatically assigns a rebate to the line.  The only hierarchy used for 
determining which rebate contract to use is the Rebate number. The system uses 
the first contract found that meets the criteria. 

Rebate pricing is first in the pricing hierarchy regardless of pricing hierarchy 
settings. Each line item on a sales order could have up to 3 different costs; the 
inventory cost, the SA cost, and the rebate cost. The inventory cost remains the 
system cost; the SA cost is either the system cost or the rebate cost, as 
determined by the Use rebate cost as default SA cost checkbox in Rebate 
Maintenance.  The Rebate cost, where one exists, is the net cost of the item after 
the rebate amount is paid to the distributor from the vendor.  

Based on Costing Info Security information using the rebate feature, you have the 
option to control which users are able to view rebate costing information through a 
rebate cost security set-up. If a user is authorized to view rebate information, he 
or she can view the rebate cost, rebate number, and the gross margin based on 
the rebate cost for sales order documents in various inquiries/views and reports. If 
you have rebate viewing authorization, you can also view and edit the rebate cost 
and rebate numbers that are pulled in the SO document through the line item 
detail screen. This allows you to apply a rebate to a SO line “on the fly as well as 
edit a rebate cost/number. 

Continue processing the order through Confirmation Entry then update to the 
General Ledger through the Daily Sales Register via standard TakeStock 
processing. For the purposes of Cost of Goods Sold, you can set up a Contra COGS 
account that represents the rebate amount in the General ledger. 
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When you are ready to request rebate payment from vendors, prints a report of all 
pending rebate transactions with their rebate cost and rebate amount.  You can 
then run an optional update that sets up a debit memo for the rebate vendor for 
the rebate receivable amount. This report only picks up past SO transactions that 
have been shipped and updated through the DSR and have not appeared on any 
other update. You can choose to create a single debit memo for each Vendor’s 
rebate or a single debit memo for each rebate Vendor, regardless of the number of 
rebates. 

When the Rebate Vendor issues the credit to you for the rebate amount, post the 
credit to the debit memo in Accounts Payable using standard processing. 

You can print all rebates maintained within the system and print a history report of 
all rebate transactions, including both open and closed rebate transactions. 

If you have selected to update the rebate cost to SA, you can pay salesperson’s 
commission based on the rebate costs rather than the standard costs. 

Recalculating Rebate Costs at Confirmation 

If you want the system to recalculate rebate cost at sales order confirmation, 
select the Recalculate Rebate cost at confirmation checkbox on the SO Lines View 
of the SO Control Maintenance program.  This option allows you to adjust the 
rebate amount when changes occur in the system, such as an increase in the 
average cost of an item. 
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Rebate Report/Update 
Run the Rebate Report/Update when you are ready to set up a rebate vendor’s 
debit memo based on the rebate amounts due for shipped, rebate-able lines.  

The report prints only those selected line items that have: 

• A stored rebate cost within the SO document. 

• Cleared the DSR. 

• Not been updated through another Rebate Update. 

Using this program you can print a listing of rebate applicable transactions that 
have been confirmed as shipped through SO confirmation and updated through 
the DSR. You can then choose to update the information to set up a debit memo 
for the rebate vendor. The accounts used for this document are defined by SO 
control and optionally, by each rebate. You can choose to consolidate all of a 
Vendor’s rebate transactions onto one debit memo.  

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 Report Report/Update:  Untitled dialog 
box.   
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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 option is Vendor/Rebate/Init 
warehouse/Product line/item.   

In the Initiating Warehouse, enter the code for the 
initiating warehouse.  

Select the Page Break checkbox to start each sort 
by combination on a separate page. 

Limit By Limit the information that prints by selecting 
specific identifying characteristics or a range of 
identifying characteristics.  Available choices are:  
Vendor, Rebate, Init Customer, Item, Invoice, and 
Invoice Date.   

Include Determines what information to print on the report.  
Available include options are: Pricing Information—
to include pricing information on the report.   

Options Determines what information to print on the report 
and optionally update.   Select Page break by rebate 
if you want the system to print an each rebate on a 
separate page. 
Select Consolidate debit memos by Vendor checkbox to 
group debit memos by vendor. 

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.   

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print/Update Prints the Rebate Report for your current template 
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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.   

There are no entry fields for this program.   

See Also 

How to print/update the Rebate Report  
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Rebate Report  
A typical Rebate Report is depicted below: 

Date: 09/29/2000                                   TakeStock Development, Inc.                                       
Page:     1 
Time: 10:31 AM                                    Rebate Report - Untitled: Temp                                     
User: leigh 
 
                                                       Inventory      ---------------Rebate------------- 
Invoice  Customer   T Date     Document  Shipped  UM        Cost UM        Cost      Amount     Extension 
====================================================================================================================
============ 
Vendor:    1000       MCI Telecommunications                                                                           
Rebate:    KPA        KP's "A" Rebate                Effective:    06/01/99 Expires:    Never    TC: 99                
Warehouse:    Atl Atlanta - Regional Center, Inc                                                                      
Product Line:    WMRMW  THIS IS A TEST OF THE PRODUCT!                                                                 
Item:   I115         Plastic dolly                   800 lb capacity, 18 x 30       Vendor Item: PD2090-8              
77702033 C115       W 08/27/99 D0001046        1  BX     25.6551 CS      2.7500     22.9051      2.2905                
77702034 C115       W 08/27/99 D0001047        1  BX     25.6551 CS      2.7500     22.9051      2.2905                
                                                                                           ------------ 
                                                                            Item Total             4.58 
                                                                                           ------------ 
                                                                    Product Line Total             4.58 
                                                                                           ------------ 
                                                                       Warehouse Total             4.58 
                                                                                           ------------ 
                                                                          Rebate Total             4.58 
                                                                                           ------------ 
                                                                          Vendor Total             4.58 
Vendor:    4000       Acme Software Supplies                                                                           
Rebate:    4000-01    Rebate #2                      Effective:    06/21/99 Expires:    Never    TC: 30                
Warehouse:    000 Argentina Warehouse                                                                                  
Product Line:    ggg    Second product line bbb                                                                       
Item:   I102         564W CONVEC HTR                                                Vendor Item: VI102                 

    OMITTED INFORMATION 
Date: 09/29/2000                                   TakeStock Development, Inc.                                       
Page:     6 
Time: 10:31 AM                                    Rebate Report - Untitled: Temp                                     
User: leigh 
 
                                                       Inventory      ---------------Rebate------------- 
Invoice  Customer   T Date     Document  Shipped  UM        Cost UM        Cost      Amount     Extension 
====================================================================================================================
============ 
777J0070 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0071 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0072 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0073 MMR        W 01/28/00 00008331     1.00 CS      16.000 CS      12.008       3.992       3.992                

OMITTED INFORMATION 
777J0086 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0087 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0088 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0089 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0090 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0091 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0092 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0093 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0094 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992               
777J0095 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0096 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0097 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0098 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992      3.992                
777J0099 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008       3.992       3.992                
777J0100 MMR        W 01/28/00 00008331     1.00  CS      16.000 CS      12.008      3.992       3.992                
                                                                                           ------------ 
                                                                            Item Total           810.40 
                                                                                           ------------ 
                                                                    Product Line Total           810.40 
                                                                                           ------------ 
                                                                       Warehouse Total           810.40 
                                                                                           ------------ 
                                                                          Rebate Total           810.40 
                                                                                           ------------ 
                                                                          Vendor Total           810.40 
                                                                                           ------------ 
                                                                          Report Total           814.98 
 
Number of Documents: 306 
 
Legend: 
  TC   = Rebate terms code 
  Wh   = Initiating Warehouse 
  UM   = Unit of Measure 
  GM % = Gross Margin percentage based on Rebate cost 
Selections for Rebate Transaction Report - Untitled: Temp 
Vendor           : All 
Rebate           : All 
Customer         : All 
Item             : All 
Invoice          : All 
Invoice Date     : All 
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 How to print/update the Rebate Report 
1. Access the Rebate Report.  The complete path is Sale Orders  Sales Orders  

Rebate Report.  The system displays the Template-Saved Settings dialog box of 
the Rebate Report.    

  

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

  

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 

This defines the sort order in which the report will print. The 
available Sort By option is Vendor/Rebate/Init warehouse/Product 
line/item.  Select the Page Break checkbox to start each sort by 
combination on a separate page. 

Limit You can select to limit the information that appears on a report 
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By or register, or that is included in an update, with choices from 
the Limit By options. Available choices are:  Vendor, Rebate, Init 
Customer, Item, Invoice, and Invoice Date.   

For example, if an option to limit by vendors is available, you 
may select to include only a particular vendor on a report. When 
you create a new template, the default is No Limits for any of 
the available Limit By options. 

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 Options section of the form, select the optional information to include for 
each record that prints on the report.  Selections for the report are as follows: 

• The available include option is: Pricing Information—to include pricing 
information on the report.  . 

6. In the Include section of the form, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• Select Page break by rebate if you want the system to print an each rebate 
on a separate page. 

• Select Consolidate debit memos by Vendor checkbox to group debit memos by 
vendor. 

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 or Print/Updt to print the Rebate 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. 
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• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Rebate History Report 
The Rebate History Report provides a listing of rebate transactions, the AP debit 
document generated for the Rebate Vendor and whether or not the debit memo is 
open or closed for that Vendor. This report runs off the past SO records and the 
Vendor open and past AP records. 

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 Rebate History Report:  Untitled dialog 
box.   

 

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 Vendor/Rebate/Item and 
Vendor/Rebate/Product line/item.  To run the 
report for a specific warehouse, enter the warehouse 
code in the Warehouse field or leave the field blank to 
run for all warehouses  

Limit 
By 

Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Vendor, 
Rebate, Customer, Item, Invoice, and Invoice 
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Date.   

Include Determines what information to print on the report.  
Available include options are: Prices—to include prices for 
the rebate items, AP information—to include AP detail 
information on the report.  Select the Documents with AP 
Detail Only checkbox to include only those document that 
contain AP detail information. 

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.   

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print/ Prints the Rebate Report for your current template 
settings.  You cannot not perform the 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.   

There are no entry fields for this program.   

See Also 

How to print the Rebate History Report  
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Rebate History Report  
A typical Rebate History Report is depicted below: 

Date: 09/29/2000                                   TakeStock Development, Inc.                                         
Page:     1 
Time: 10:29 AM                                Rebate History Report - Untitled: Temp                                   
User: leigh 
 
                                                             ---------------Rebate--------------- 
Invoice  Customer   T Date         Shipped UM        Cost UM        Cost      Amount    Extension       Price UM      
GM 
====================================================================================================================
================ 
Vendor: 4000 Acme Software Supplies 
Rebate: 1000-01 Kyle's first rebate record 
Item: I102 564W CONVEC HTR     Vendor number: VI102 
777J0050 MMR        W 07/07/99     1.00    BX     509.527 CS      15.000     494.527      49.453        16.79 BX   
91.1%             
77701932 MMR        W 07/07/99     1.00    BX     509.527 CS      15.000     494.527      49.453        16.79 BX   
91.1%             
777J0051 MMR        W 07/07/99     1.00    BX     509.527 CS      15.000     494.527      49.453        16.79 BX   
91.1%             

    OMITTED INFORMATION 
Date: 09/29/2000                                   TakeStock Development, Inc.                                         
Page:     8 
Time: 10:29 AM                                Rebate History Report - Untitled: Temp                                   
User: leigh 
 
                                                             ---------------Rebate--------------- 
Invoice  Customer   T Date         Shipped UM        Cost UM        Cost      Amount    Extension       Price UM      
GM 
====================================================================================================================
================ 
777J0021 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0022 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             

OMITTED INFORMATION 
777J0091 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0092 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0093 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0094 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0095 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0096 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0097 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0098 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0099 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
777J0100 MMR        W 01/28/00     1.00    CS      16.000 CS      12.008       3.992       3.992        16.79 CS   
28.5%             
 
                                                                                    ------------ 
                                                                       Item Total         810.40 
                                                                                    ------------ 
                                                                     Rebate Total         810.40 
                                                                                    ------------ 
                                                                     Vendor Total         810.40 
                                                                                    ------------ 
                                                                     Report Total       5,913.48 
 
Number of items: 412 
 
Legend: 
T  = Type (D-Direct,W-Warehouse) 
UM = Selling UM 
ST = Status (Unposted,Open,Closed,Not Found) 
(Not Found - AP document was created by Rebate Update but was subsequently deleted before posting) 
NOTE: Rebate Amount is in terms of Costing UM. Rebate Extension is actual realized rebate. 
 
Selections for Rebate History Report - Untitled: Temp: 
Vendor              : All 
Rebate              : All 
Customer            : All 
Item                : All 
Invoice             : All 
Invoice Date        : All 
Include Prices                                                                   
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How to print the Rebate History Report 
1. Access the Rebate History Report.  The complete path is Sale Orders  Sales 

Orders  Rebate History Report.  The system displays the Template-Saved 
Settings dialog box of the Rebate Report.    

  

2. Select the New, Edit, or Copy button to access the Rebate History Report:  
Untitled dialog box.   

  

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 

This defines the sort order in which the report will print. 
The available Sort By options are Vendor/Rebate/Item 
and Vendor/Rebate/Product line/item.  To run the 
report for a specific warehouse, enter the warehouse code 
in the Warehouse field or leave the field blank to run for 
all warehouses 

Limit You can select to limit the information that appears on a 
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By report or register, or that is included in an update, with 
choices from the Limit By options. Available choices are:  
Vendor, Rebate, Init Customer, Item, Invoice, and Invoice 
Date.   

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• AP information—to include AP detail information on the report.  Select 
the Documents with AP Detail Only checkbox to include only those 
document that contain AP detail information. 

• Prices—to include prices for the rebate items. 

6. 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 or Print/Updt to print the Rebate History Report for your current 
template settings.  You cannot not perform the 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. 

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Rebate Listing/Removal 
The Rebate Listing/Removal program prints rebates and pertinent information 
relating to the rebate and optionally removes expired rebates based on an 
expiration cutoff date that you enter. The report format is similar to the current 
cost/price schedule reports in TakeStock.  All appears where the rebate is 
applicable to all customers and/or all items or product lines. 

  

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 Rebate Listing/Removal:  Untitled 
dialog box.   

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 option is 
Vendor/Rebate.   

Limit By Limit the information that prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Vendor, Rebate, 
Customer, and Item.   

Include Determines what information to print on the report.  
Available include options are:  
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Pricing Information—to include pricing information on the 
report.   
 
 
Current Rebates—to include current rebate information on 
the report.   
 
Future Rebates—to include future rebate information on 
the report.   
 
Expired Rebates—to include expired rebate information on 
the report. 

Options   Determines what information to print on the report and 
optionally update.   In the Remove rebates expired 
through field, enter the date through which you want to 
remove expired rebate information from the system. 
 

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.   

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print/ 
Update 

Prints the Rebate Report for your current template 
settings.  You cannot not perform the 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.   

There are no entry fields for this program.   
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See Also 

How to print the Rebate Listing/Removal  
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Rebate Listing/Removal  
A typical Rebate Listing/Removal is depicted below: 

Date: 09/29/2000                                   TakeStock Development, Inc.                                       
Page:     1 
Time: 10:32 AM                                    Rebate Listing - Untitled: Temp                                    
User: leigh 
 
==================================================================================================================== 
Vendor:   100        Hardware  House  Distributer                                                                     
Rebate:   NRL-01     This is a rebate description   Effective:   06/30/00 Expires:   NEVER    Applies:   Both 
Shipments              
                                                                                                                      
Warehouse:    ALL                                                                                                      
                                                                                                                      
Customer:    ALL                                                                                                       
                                                                                                                      
Item:   I100                 Pallet Loading Hand Truck      1500 lb capacity                                           
        I102                 564W CONVEC HTR                                                                           
                                                                                                                       
     Rebate    -------------  Pricing  -------------                                                                   
     Amount UM Basis           Operator   Percentage                                                                   
---------------------------------------------------                                                                    
       0.00    Manual Cost     less           0.00%                                                                    
                                     

OMITTED INFORMATION 
                                                                                  

                                                                                                                      
Vendor:   4000       Acme Software Supplies                                                                            
Rebate:   CoopTest   Testing for Lot item           Effective:   06/15/00 Expires:   NEVER    Applies:   Both 
Shipments              
                                                                                                                       
Warehouse:    ALL                                                                                                     
                                                                                                                       
Customer:    MMR        Mean Machine MultiSport Racing                                                                
                                                                                                                       
Item:   aehlot1              Al's lot test 1 item                                                                     
                                                                                                                       
     Rebate    -------------  Pricing  -------------                                                                  
     Amount UM Basis           Operator   Percentage                                                                   
---------------------------------------------------                                                                    
       2.00 BX Manual Cost     less           0.00%                                                                    
                                                                                                                      
Vendor:   4000       Acme Software Supplies                                                                            
Rebate:   jdc        Rebate for item                Effective:   02/01/00 Expires:   NEVER    Applies:   Both 
Shipments              
                                                                                                                       
Warehouse:    ALL                                                                                                      
                                                                                                                       
Customer:    ALL                                                                                                       
                                                                                                                       
Item:   aehlot2              Al's lot test 2 item                                                                      
                                                                                                                       
     Rebate                                                                                                            
       Cost UM       Price UM                                                                                          
-----------------------------                                                                                          
     5.0000 BX    100.0000 BX                                                                                          
                                                                                                                       
Vendor:   4000       Acme Software Supplies                                                                           
Rebate:   Jeff       Jeff's test                    Effective:   08/20/99 Expires:   NEVER    Applies:   Both 
Shipments              
                                                                                                                      
Warehouse:    ALL                                                                                                      
                                                                                                                      
Customer:    121        Garret's Test Customer 2                                                                       
             123        Bankhead Automotive, Inc.                                                                     
                                                                                                                       
Item:   01                   Bin Testing Item 01           01                                                         
        01BPB                Brown Paper Bag**************| Style 001                                                  
        I100                 Pallet Loading Hand Truck      1500 lb capacity                                           
                                                                                                                       
Date: 09/29/2000                                   TakeStock Development, Inc.                                       
Page:     5 
Time: 10:32 AM                                    Rebate Listing - Untitled: Temp                                    
User: leigh 
 
==================================================================================================================== 
     Rebate    -------------  Pricing  -------------                                                                   
     Amount UM Basis           Operator   Percentage                                                                   
---------------------------------------------------                                                                    
       0.00    Manual Cost     less           0.00%                                                                    
                                                                                                                       
Number of Rebates: 17 
Legend: 
Selections for Rebate Listing - Untitled: Temp 
Vendor           : All 
Rebate           : All 
Warehouse        : All 
Customer         : All 
Item             : All 
                                                                                                                      
Include          : Pricing info, Current rebates, Future rebates, Expired rebates 
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How to print the Rebate Listing/Removal 
1. Access the Rebate Listing/Removal.  The complete path is Sale Orders  Sales 

Orders  Rebate Listing/Removal.  The system displays the Template-Saved 
Settings dialog box of the Rebate Listing/Removal.    

  

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

  

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 

This defines the sort order in which the report will print. 
The available Sort By option is Vendor/Rebate/Init 
warehouse/Product line/item. The available Sort By option is 
Vendor/Rebate.   

Limit You can select to limit the information that appears on a 
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By report or register, or that is included in an update, with 
choices from the Limit By options. Available choices are:  
Vendor, Rebate, Customer, and Item.   

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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 Options section of the form, select the optional information to include for 
each record that prints on the report.  Selections for the report are as follows: 

• Pricing Information—to include pricing information on the report.   

• Current Rebates—to include current rebate information on the report.   

• Future Rebates—to include future rebate information on the report.   

• Expired Rebates—to include expired rebate information on the report.. 

6. In the Include section of the form, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• In the Remove rebates expired through field, enter the date through 
which you want to remove expired rebate information from the system. 
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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 or Print/Updt to print the Rebate 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. 

• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Rebate Contract Maintenance 
Use Rebate Contract Maintenance to set up the rules in processing rebate 
contracts. 

There are four views for entering rebate contract maintenance information: 

The Scope view, which is used to enter the rebate Vendor and contract ID with 
description and identify the applicable Customer, Customer price class, or a 
selection of Customers and the item, Item Product line, or a selection of items for 
the contract. 

The Type View, which is used to enter the rebate contract cost basis. 

The Prices view, which is used to optionally enter pricing information for the 
rebate.    

The Options view, which is used to enter setting for updating the rebate costs to 
Sales Analysis. (Enabling the user to base SLSP commissions on the GM 
determined by the rebate cost.) 

 

Menus 

File 

Menu Selection Function 

New Adds a new record.  When new is active, 
End New appears here and is available. 

Edit Makes changes to an existing record. 

Save Saves the information for the current 
record. 

Save As Saves the information for the current 
record with a different code or number. 

Delete Deletes the current record. 

Reset Sets the information for the current record 
back to its original state. 

Exit Exits the current program. 

View 

Menu 
Selection 

Function 

Scope Displays the Scope view. 

Type Displays the Type view. 

Prices Displays the Prices view. 
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Options Displays the Options posting view. 

Find 

Menu Selection Function 

Lookup Opens the Lookup feature for the current 
record, or brings it to the front if it is 
already open. 

Filter Opens the Filter Manager to select or 
maintain a filter. 

First Record Opens the first record in the selection group 
table, using the current filter. 

Previous Record Opens the previous record in the selection 
group table, using the current filter. 

Next Record Opens the next record in the selection group 
table, using the current filter. 

Last Record Opens the last record in the selection 
group table, using the current filter. 

Options 

Menu Selection Function 

Toolbar Toggles the display of the toolbar on and 
off. 

AutoAdd Mode 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. 

Defaults Displays the default record settings on the 
screen. 

User Preferences 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. 

System Preferences Accesses the Maintenance Audit Control 
dialog box, which is used to select the 
fields in which you want to track changes 
for audit history.  

Additional 

Menu Selection Function 

Notes Accesses the Notes Manager to view or 
enter notes for the selected field. 
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Menu Selection Function 

Maintain Maintains records for the detail fields 
available in this maintenance program. 

Audit History Accesses the Maintenance Audit History 
dialog box, which is used to view changes 
to the fields selected for audit tracking. 

Global  

Menu Selection Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used 
programs. 

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

Help 

Menu Selection Function 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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. 
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Rebate Contract Maintenance—Scope View 
Use the Scope view of Rebate Maintenance to indicate the rebate Vendor and 
contract ID with description.   

The contract scope identifies the applicable Customer, Customer price class, or a 
selection of Customers and the item, Item Product line, or a selection of items for 
the contract. 

Rebate Processing Details--Effective and Expiration Dates 

You can optionally enter an effective and expiration date for the contract. If no 
dates are entered in the record, the system considers the rebate effective 
immediately (for new SO documents) with no expiration date.  The effective and 
expiration dates you enter here are compared to the order date.   Because the 
order date is used for comparison, if you select rebate chosen that is valid at the 
time you enter the sales order, it will still be valid at the time of confirmation. The 
only exception to this would is if an expiration date was entered for the rebate 
after an order was entered and the expiration date is less than the order date. In 
this case, the system uses a new rebate contract, if one exists. 

 

 

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. 

Select Accesses the Customer or Item Selection dialog boxes 
so that you can select the customer and items to which 
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this rebate contract pertains.   

Vendor The vendor code for the rebate.   

Release 
Number 

The release number for the rebate 

Description A description for the rebate.   

Effective The date the rebate becomes effective. (This is an 
optional field.)   

Expires The date the rebate expires. (This is an optional field.)   

When determining if the rebate is effective, the system compares the 
effective and expiration dates to the order date on the sales order 
document.    

None Indicates the rebate has no expiration date.   

Warehouse The warehouse to which this rebate applies. 

Apply To 
Customers 

Select the basis for applying this rebate to Customers.  
Select from  
Customer and enter the customer code for the 
customer to whom this rebate applies 
Price Class and enter the price class code to which this 
rebate applies,  
All to apply the rebate with no limits or  
Selected Customers to apply the rebate to customers 
with certain criteria.  Use the Select button to access 
the Customer Selection dialog box to choose among all 
the maintained, active Customers to include in the 
rebate  

Apply to 
Items 

Select the basis for applying this rebate to Items.  
Select from  
Item and enter the item code for the item to which this 
rebate applies 
Product Line and enter the product line code to which 
this rebate applies,  
All to apply the rebate with no limits or  
Selected Items to apply the rebate to items with 
certain criteria.  Use the Select button to access the 
Item Selection dialog box to choose among all the 
maintained, active items to include in the rebate 
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Customer Selection Dialog Box 
Use the Customer Selection dialog box to choose among all the maintained, active 
Customers to include in the rebate.  This selection dialog box also allows you to 
limit the Available view to a specific Customer price class and/or a Customer 
Category.  The Selected list displays all selected for the rebate, regardless of the 
limits entered.   

 

Form Contents  
Fields, Buttons, Checkboxes, & Icons 

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

Price Class The price class to use to limit the available customers 
that display in the Available section in the lower portion 
of the screen.   

Category The customer category to use to limit the available 
customers that display in the Available section in the 
lower portion of the screen. 

Customer The customer number to use to start the display in the 
Available section in the lower portion of the screen.   

Available  The customers who are available for selecting for the 
rebate contract. 

All Selected The customers who are selected for using the rebate 
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Fields, Buttons, Checkboxes, & Icons 

contract. 

>>> Adds the highlighted customer to the All Selected 
section of the screen.  These are the customers to 
whom the rebate contract applies. 

All>> Adds all customers to the All Selected section of the 
screen.  These are the customers to whom the rebate 
contract applies. 

<<< Removes the highlighted customer from the All 
Selected section of the screen.   

<<All Removes the all customers from the All Selected 
section of the screen.   

All  Indicates you want all customers to be available for 
selection for this rebate contract.  This checkbox 
removes the Price Class and Category view criteria you 
enter at the top of the screen. 

OK Accepts you selects and exits the screen.   

Cancel Discards your selections and exists the screen. 

Help Accesses online help for this screen. 
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Item Selection Dialog Box 
Use the Item Selection dialog box to choose among all the maintained, active 
items to include in the rebate.  This selection dialog box also allows you to limit 
the Available view to a specific Item product line and/or a Major Category.  The 
Selected list displays all selected for the rebate, regardless of the limits entered.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Product Line The product line to use to limit the available items that 
display in the Available section in the lower portion of 
the screen.   

Major 
Category 

The major product category to use to limit the 
available items that display in the Available section in 
the lower portion of the screen. 

Item The item number to use to start the display in the 
Available section in the lower portion of the screen.   

Available  The items that are available for selecting for the 
rebate contract. 

All Selected The items that are selected for using the rebate 
contract. 

>>> Adds the highlighted item to the All Selected 
section of the screen.  These are the items to 
which the rebate contract applies. 

All>> Adds all items to the All Selected section of the 
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Fields, Buttons, Checkboxes, & Icons 

screen.  These are the items to which the 
rebate contract applies. 

<<< Removes the highlighted item from the All 
Selected section of the screen.   

<<All Removes the all item from the All Selected 
section of the screen.   

All  Indicates you want all item to be available for 
selection for this rebate contract.  This 
checkbox removes the Product Line and Major 
Category view criteria you enter at the top of 
the screen. 

OK Accepts you selects and exits the screen.   

Cancel Discards your selections and exists the screen. 

Help Accesses online help for this screen. 
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Rebate Contract Maintenance—Type View 
Use the Type view of Rebate Maintenance to establish the rebate contract cost to 
be based on Rebate cost.   

The Rebate Contract Maintenance Type view changes depending on the type 
selected:   

 

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 the rebate displays at the top of the 
screen.   

Release 
Number 

The release number for the rebate displays at the top of 
the screen. 

Rebate 
Type  

In the Rebate Type section, indicate the basis for the 
rebate.  You can select Rebate Cost, Rebate Amount, 
or Guaranteed GM.  

Select Rebate Cost for a single item rebate only.  For 
single item rebates, you can select Amount or 
Calculated. For rebate amounts, enter the rebate cost for 
that item in the Rebate cost equals field.  For a single 
item rebate or rebates for multiples of items, selected 
Calculated and enter a percentage off of the rebate cost 
for that item in the Rebate cost equals field and then 
select Manual Cost, List Price, or Standard Price to 
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Fields, Buttons, Checkboxes, & Icons 

use to calculate the rebate cost.  For example, the Vendor 
may allow a rebate where the rebate cost is 20 % off of 
the manual cost. The unit of measure (UM) for the cost is 
the item’s costing UM from Item Maintenance. 

Select Rebate Amount, and enter the rebate cost for 
that item in the Rebate amount equals field per unit of 
measure.  The unit of measure (UM) for the cost is the 
item’s costing UM from Item Maintenance. 

Select Guaranteed GM, and then: 
 
Select Amount to enter an amount that the vendor has 
guaranteed the distributor will earn for the sale per 
selected UM.  Enter the amount per UM in the Profit is 
field and the UM in the per field. For a single item, the 
system displays the valid UM’s in a drop down box list.   

If the rebate is for multiple items, the system displays a 
Lookup for all UMs.  Where an entered UM is not a default 
selling UM for an item on a SO document, the rebate does 
not apply to the item. 

An example of this type would be where a Vendor 
guarantees that the distributor will earn 10.00 per barrel 
of oil sold. 

Select Percent of the Selling Price to enter a percent of 
the selling price that the Vendor has guaranteed the 
distributor will earn for the sale.  Enter the percent of the 
selling price in the Profit is field.  For example, the Vendor 
may guarantee that the distributor will earn 5% of the 
selling price as profit. 

Select Percentage of Standard Cost to enter a percent 
of the standard cost that the Vendor has guaranteed the 
distributor will earn for the sale.  Enter the percent of the 
SO line cost in the Profit is field.  For example, the Vendor 
may guarantee that the distributor will earn 5% of the 
standard cost of the item as profit. 
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Rebate Contract Maintenance--Prices view 
Use the Prices view of Rebate Maintenance to optionally enter rebate prices for the 
rebate.  Use this when you want to pass along the rebate-associated discount to 
his customers.  If you indicate you want to use rebate pricing, the pricing options 
are enabled in the maintenance.  Otherwise, they remain disabled.   

You can indicate a default selling UM valid for the price.  For example, if you sell 
an rebate-able item in 3 selling Units of measure; each, box, case; but only wants 
to extend a discount to your customer when he purchases cases, the you would 
enter case in the selling UM, and only when the selling UM on the order is case 
does the special price go in affect.  Otherwise, standard prices are used.  

If the rebate is for a single item, then you can enter a single price for that item.   
The pricing UM’s available for selection will be limited to valid pricing UM’s for the 
entered item, defined in Item Maintenance.    

If the user enters a product line, all items, or a selection of items, the only pricing 
option is to base the prices on multipliers of list price, standard price, manual cost, 
or the new rebate cost. 

  

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 the rebate displays at the top of 
the screen.   
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Fields, Buttons, Checkboxes, & Icons 

Release 
Number 

The release number for the rebate displays at the 
top of the screen. 

Use 
Rebate 
Pricing  

Indicates you want to use rebate pricing.    

Selling 
UM 

The selling unit of measure valid for the price.  This 
is required to use the rebate.   

For example, if you sell a rebate-able item in 3 
selling Units of measure (each, box, and case), but 
only wants to extend a discount to his customer 
when he purchases cases, then enter case in the 
selling UM, and only when the selling UM on the 
order is case does the special price go in affect.  
Otherwise, standard prices are used. 

Pricing 
Type 

Indicate the pricing type.   Select: 

Select Amount for single item rebates, and enter a 
single price for that item in the Selling Price Equals 
field.   

In the UM drop down list, select a pricing unit of 
measure.  The system displays the pricing UM’s 
available for selection limited to valid pricing UM’s 
for the entered item, defined in Item Maintenance.    

Select Calculated for rebates that pertain to a 
product line, All items, or a selection of items.  If 
you select Calculated, select from the 
“Percentage” and “Amount” options to indicate 
whether to calculate percentage or amounts.  When 
you select the “Amount” option for Calculated Price 
Type, the existing field that displays the percent 
sign will be changed to a dollar sign and will be 
moved to come before the amount to be entered. 

In the Selling Price Equals fields, select Manual 
Cost, List Price, or Standard Price as the basis 
for the selling price.  Then select less or plus in the 
formula for the cost, and in the last field enter the 
percentage toad or subtract.  
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Rebate Contract Maintenance--Options view 
Use the Options view of Rebate Maintenance to update the rebate costs to Sales 
Analysis. (This enables you to base SLSP commissions on the GM determined by 
the rebate cost.) 

You can also enter the Terms code to be used for the AP debit memo—this is used 
in calculating due dates and aging the payable amount for the Vendor’s account. 
The field values on this screen default from the Vendor record.   

You can establish that the rebate is only valid only for direct sales, only warehouse 
sales, or both. You must select at least one of these options.  You can indicate a 
specific Contra COGS-rebates account for the rebate amount that is credited 
during the DSR update.  This account is optionally used as determined by the 
setting in SO control/GL III view.  You can also indicate a specific Rebate 
Receivables account for the rebate amount that is debited in the DSR (offset by 
the COGS-rebates account) and credited when the payables account is debited for 
the debit memo.  This account is optionally used as determined by the setting in 
GL III view of SO Control Maintenance. 

 

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 the rebate displays at the top of the 
screen.   

Release 
Number 

The release number for the rebate displays at the top of 
the screen. 

Use Indicates you want to update the rebate costs to Sales 
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Fields, Buttons, Checkboxes, & Icons 

Rebate 
Cost as 
Default SA 
Cost 

Analysis.  (This enables you to base SLSP commissions 
on the GM determined by the rebate cost.) 

Debit Memo 
Terms 

The terms code to be used for the AP debit memo—this 
is used in calculating due dates and aging the payable 
amount for the Vendor’s account 

Apply To Indicates that the rebate is only valid only for direct 
sales (Direct Shipments), only warehouse sales 
(Warehouse Shipments), or both 

Rebate 
Receivables 

The rebate revenues GL account number. 

COGS 
Receivables 

The cost of goods sold rebate GL account number. 
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How to enter Rebate Contract Maintenance 
information 
1. Access the Rebate Contract Maintenance program by selecting Rebates  

Rebate Contract Maintenance from the SO main menu.  The system displays the 
Scope view of the Rebate Contract Maintenance program.   

 

2. Select the  to make 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 a maintenance record, your form 
displays the Edit icon instead of the New icon.   

3. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the table below to guide you in your selections.   

Select Accesses the Customer or Item Selection dialog 
boxes so that you can select the customer and 
items to which this rebate contract pertains.   

Vendor The vendor code for the rebate.   

Release 
Number 

The release number for the rebate 

Description A description for the rebate.   

Effective The date the rebate becomes effective. (This is an 
optional field.)   

Expires The date the rebate expires. (This is an optional 
field.)   
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When determining if the rebate is effective, the system compares the 
effective and expiration dates to the order date on the sales order 
document.    

None Indicates the rebate has no expiration date.   

Warehouse The warehouse to which this rebate applies. 

Apply To 
Customers 

Select the basis for applying this rebate to 
Customers.  Select from  
Customer and enter the customer code for the 
customer to whom this rebate applies 
Price Class and enter the price class code to which 
this rebate applies,  
All to apply the rebate with no limits or  
Selected Customers to apply the rebate to 
customers with certain criteria.  Use the Select 
button to access the Customer Selection dialog box 
to choose among all the maintained, active 
Customers to include in the rebate  

Apply to 
Items 

Select the basis for applying this rebate to Items.  
Select from  
Item and enter the item code for the item to which 
this rebate applies 
Product Line and enter the product line code to 
which this rebate applies,  
All to apply the rebate with no limits or  
Selected Items to apply the rebate to items with 
certain criteria.  Use the Select button to access 
the Item Selection dialog box to choose among all 
the maintained, active items to include in the rebate 

3. Access the Type view of the Rebate Contract Maintenance screen by selecting 
the Type button or View Type from the menu bar.  The system displays the 
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Type view.   

 

4. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the table below to guide you in your selections.   

Vendor The vendor code for the rebate displays at the 
top of the screen.   

Release 
Number 

The release number for the rebate displays at 
the top of the screen. 

Rebate 
Type  

In the Rebate Type section, indicate the basis for 
the rebate.  You can select Rebate Cost, 
Rebate Amount, or Guaranteed GM.  

Select Rebate Cost for a single item rebate 
only.  For single item rebates, you can select 
Amount or Calculated. For rebate amounts, 
enter the rebate cost for that item in the Rebate 
cost equals field.  For a single item rebate or 
rebates for multiples of items, selected 
Calculated and enter a percentage off of the 
rebate cost for that item in the Rebate cost 
equals field and then select Manual Cost, List 
Price, or Standard Price to use to calculate the 
rebate cost.  For example, the Vendor may allow 
a rebate where the rebate cost is 20 % off of the 
manual cost. The unit of measure (UM) for the 
cost is the item’s costing UM from Item 
Maintenance. 

Select Rebate Amount, and enter the rebate 
cost for that item in the Rebate amount equals 
field per unit of measure.  The unit of measure 
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(UM) for the cost is the item’s costing UM from 
Item Maintenance. 

Select Guaranteed GM, and then: 
 
Select Amount to enter an amount that the 
vendor has guaranteed the distributor will earn 
for the sale per selected UM.  Enter the amount 
per UM in the Profit is field and the UM in the per 
field. For a single item, the system displays the 
valid UM’s in a drop down box list.   

If the rebate is for multiple items, the system 
displays a Lookup for all UMs.  Where an entered 
UM is not a default selling UM for an item on a 
SO document, the rebate does not apply to the 
item. 

An example of this type would be where a 
Vendor guarantees that the distributor will earn 
10.00 per barrel of oil sold. 

Select Percent of the Selling Price to enter a 
percent of the selling price that the Vendor has 
guaranteed the distributor will earn for the sale.  
Enter the percent of the selling price in the Profit 
is field.  For example, the Vendor may guarantee 
that the distributor will earn 5% of the selling 
price as profit. 

Select Percentage of Standard Cost to enter a 
percent of the standard cost that the Vendor has 
guaranteed the distributor will earn for the sale.  
Enter the percent of the SO line cost in the Profit 
is field.  For example, the Vendor may guarantee 
that the distributor will earn 5% of the standard 
cost of the item as profit. 

 

TakeStock SO  613 



How to enter Rebate Contract Maintenance information Rebates 

5. Access the Prices view of the Rebate Contract Maintenance screen by selecting 
the Prices button or View Prices from the menu bar.  The system displays the 
Prices view.   

 

6. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the table below to guide you in your selections.   

Vendor The vendor code for the rebate displays at the top of 
the screen.   

Release 
Number 

The release number for the rebate displays at the 
top of the screen. 

Use 
Rebate 
Pricing  

Indicates you want to use rebate pricing.    

Selling 
UM 

The selling unit of measure valid for the price.  This 
is required to use the rebate.   

For example, if you sell a rebate-able item in 3 
selling Units of measure (each, box, and case), but 
only wants to extend a discount to his customer 
when he purchases cases, then enter case in the 
selling UM, and only when the selling UM on the 
order is case does the special price go in affect.  
Otherwise, standard prices are used. 

Pricing 
Type 

Indicate the pricing type.   Select: 

Select Amount for single item rebates, and enter a 
single price for that item in the Selling Price Equals 
field.   
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In the UM drop down list, select a pricing unit of 
measure.  The system displays the pricing UM’s 
available for selection limited to valid pricing UM’s 
for the entered item, defined in Item Maintenance.    

Select Calculated for rebates that pertain to a 
product line, All items, or a selection of items.  If 
you select Calculated, select from the 
“Percentage” and “Amount” options to indicate 
whether to calculate percentage or amounts.  When 
you select the “Amount” option for Calculated Price 
Type, the existing field that displays the percent 
sign will be changed to a dollar sign and will be 
moved to come before the amount to be entered. 

In the Selling Price Equals fields, select Manual 
Cost, List Price, or Standard Price as the basis 
for the selling price.  Then select less or plus in the 
formula for the cost, and in the last field enter the 
percentage toad or subtract.  

7. Access the Options view of the Rebate Contract Maintenance screen by selecting 
the Options button or View Options from the menu bar.  The system displays 
the Options view.   

 

8. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the table below to guide you in your selections.   

Vendor The vendor code for the rebate displays at 
the top of the screen.   

Release Number The release number for the rebate 
displays at the top of the screen. 
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Use Rebate 
Cost as 
Default SA 
Cost 

Indicates you want to update the rebate 
costs to Sales Analysis.  (This enables you 
to base SLSP commissions on the GM 
determined by the rebate cost.) 

Debit Memo 
Terms 

The terms code to be used for the AP 
debit memo—this is used in calculating 
due dates and aging the payable amount 
for the Vendor’s account 

Apply To Indicates that the rebate is only valid only 
for direct sales (Direct Shipments), only 
warehouse sales (Warehouse 
Shipments), or both 

Rebate 
Receivables 

The rebate revenues GL account number. 

COGS 
Receivables 

The cost of goods sold rebate GL account 
number. 

9. Save your work, and exit the program. 
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Chapter 

8 Inquiries 
 

SO Inquiries Introduction 
The Inquiries menu in Sales 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.  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. 
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Entries for the Inquiries menu are: 

Item Inquiry  Use Item Inquiry to view various types of information 
about an item and the warehouses where it is stored.  
You can view item quantities in all warehouses and 
view the records for customers for a specific 
salesperson. 

Customer Inquiry Use Customer Inquiry to view information about a 
customer as you enter sales documents, cash receipts, 
or any other type of entry.  For example, you can view 
open payment history as you enter sales orders.  If 
the customer has a large outstanding balance, you can 
easily assign special payment terms for the sales 
order. 

SO Document 
Inquiry  

Use Document Inquiry to display detailed information 
about sales order and receivables documents. 

Unprinted Invoice 
Inquiry 

 Use the Unprinted Invoice Inquiry to review the 
print status of invoices. 

Price Inquiry  Use Price Inquiry to select customer, item and 
warehouse combinations for inquiry, enter a quantity 
for quantity discount inquiry, or enter a target gross 
margin for inquiry. 

Where Used 
Inquiry 

Use Where Used Inquiry to display information about 
where a component item is used.  You can display all 
of the parent item BOMs that contain the component 
item or all current production tickets that contain the 
component item.   
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Inquiries Sub-module Overview 
Inquiry programs let you sort and view information entered by you and other 
users as well as information generated by the system during routine processing.  
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: 

exit and close all view Secondary dialog boxes or windows 

find a specific document 

view or enter notes for an item 

open the Maintenance for a detail field 

display custom user fields 
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Main Inquiry Window and Secondary Inquiry Window 

 

 

The Main Inquiry Window and Secondary Inquiry dialog boxes or windows 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 or windows, 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. 
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The following is an example of the views available in Customer Inquiry. 

 

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.  

 

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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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. 
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Item 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 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. Use standard security 
maintenance if you wish to implement this security feature. 

Security Setup:  System Management, Security, Security Review, program 
icqitmmn.w (Item Inquiry), functions Change Configuration and Customize 
Configuration. 

You reach this window by selecting Sales Orders  Inquiries  Item Inquiry. 

 

Item Inquiry—General View 
Using the General view, you can display general information for the item. 

 

The Information for the General view comes mainly from Item Maint.  The 
information is sorted into six topic tabs. 

Topic Tab Topic Information 

General Information comes from the General view in Item 
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Topic Tab Topic Information 

Maint. 

Codes Information comes from the Codes view in Item Maint. 

UMs Information comes from the UMs (Units of Measure) 
view in Item Maint. 

Interchange Information comes from Item Interchange Maint. to 
display any interchange items and type for the current 
item. 

Sub/Super Information comes from the Subst 
(Substitute/Superseded) view in Item Maint. 

Description Information comes from the description set up for the 
item in the General view and the Ex. Desc. (Extended 
Description) view of Item Maint. 
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Item Inquiry—Warehouses View 
Using the Warehouses view, you can display information for the Warehouses topic. 

 

Information for the Warehouse view comes mainly from Warehouse/Item Maint.  
The information is sorted into six topic tabs. 

Topic Tab Topic Information 

Quantities Displays the quantities of the item in each warehouse 
as maintained by the system 

General Information comes from the General view in 
Warehouse/Item Maint. 

Ledgercards Information comes from Warehouse/Item Ledgercards, 
which are maintained by the system. 

Serial/Lot For items with serial or lot numbers, displays complete 
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. 
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Item 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.   

 

The Containers secondary window is divided into 3 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 
Trans 

For the container item in the specified warehouse, information 
includes the transaction information, such as the transaction 
type, quantity and date.   

Container 
Qty 

For the container item in the specified warehouse, information 
includes quantities on hand of containerized items in different 
containers and the on-hand quantities of containerized items in 
a particular container type. 
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Item Inquiry—Replenishment View 
Using the Replenishment view, you can display information for the Replenishment 
topic. 

 

Information for the Replenishment view comes partly from Warehouse/Item Maint. 
The information is sorted into five topic tabs.  For each topic, you can enter the 
warehouse for obtaining information. 

Topic Tab Topic Information 

Controls Information comes from the Replenish view in 
Warehouse/Item Maint. 

Frozen Information comes from the Frozen view in 
Warehouse/Item Maint. 

Usage Information is maintained by the system in Item 
Ledgercards and is updated during End of Month 
Update and Recalculate Replenishment Control. 

Receipts 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/Item 
Maint 

Turns Information is maintained by the system in Item 
Ledgercards. 

TakeStock SO  627 



Item Inquiry—Transactions View Inquiries 

Item Inquiry—Transactions View 
Using the Transactions view, you can display information for the Transactions 
topic. 

 

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 
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Topic Tab Topic Information 

quantities and customer number, as well as, order 
quantity and price for parent items and for components, 
quantity per and required quantity. 

Suggested 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. 

Past Sales 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. 
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Item Inquiry—Pricing View 
Using the Pricing view, you can display information for the Pricing topic. 

 

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 Item Maintenance. 
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Item Inquiry—Costing View 
Using the Costing view, you can display information for the Costing topic. 

 

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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Item Inquiry—Vendor/Item View 
Using the Vendor/Item view, you can display information for the Vendor/Item 
topic. 

 
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 from 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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Item 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. 

Item Inquiry—Bills 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. 

 
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 
1. Access the Item Inquiry program.  The complete path is Sales 

Orders Inquiries  Item Inquiry.  The system displays the General view of Item 
Inquiry.  

 

 
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. 

 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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SO Document Inquiry 
Using the SO Document Inquiry program, you can access more information about 
the document.  Select whether to view Open or Past documents.  You can enter 
the number of the document to view.  You can enter partial numbers and the 
system pads with zeros between any leading alpha characters and number.  The 
system pads up to the total number of places in the document number.  For 
example, if you enter an invoice number of 123, the system will pad this to 
00000123. If you enter ABC123, the system will pad this to ABC00123. 

You can change the sort order of the SO documents in the browser by right-
clicking the browser and selecting between the Sort by Order Entered and Sort 
By Primary Bin options. 

This screen shows whether a document was sent via EDI. For EDI documents, the 
document number begins with E. 

The total order gross weight displays in the document totals section at the bottom 
of the main screen. 

You can also print open or past sales order documents from this screen. For 
substituted or superceded items, the system also prints the original item number.  

Container Items  

The system includes the deposit amounts of containers for containerized items to 
the totals. The container deposit displays on the main screen.  In the browser on 
the main screen, the system displays the container amount and the line extension 
plus container costs. 

Returns Document Processing 

At any time after you create a Customer Return document via the Document 
Options dialog box in SO Entry, a customer may call to inquire on the status of the 
credit associated with the return. You can inquire on the status of the credit 
through the SO Document inquiry by filtering to use the Return document toggle 
and selecting a column for the RMA# field or via document lookup.  The SO 
Document Inquiry program displays the RMA# and Invoice # as entered on the 
Document Options dialog in SO Entry.  

Past Manufacturing Representative Document Print 

You can print an MR document for a past document by going into the SO 
Document Inquiry pulling up the document and selecting the Print button on the 
bottom of the screen.  

The Document Inquiry programs display detailed information on sales order and 
receivables documents.  You can reach the Document Inquiry window by double 
clicking any document displayed.  There are two types of document inquiry:  AR 
Document Inquiry and SO Document Inquiry.  You can also reach the SO 
Document Inquiry by choosing SO Document Inquiry from the SO Inquiries menu. 
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SO 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 SO 
Document Entry program to correspond to the calling program information.  

 

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. 

Document 
# 

The sales document number. 

Open Displays open sales order documents.  The system displays 
the screen with the Open radio button selected as the 
default. 

Past Displays past sales order documents. 

Invoice # The invoice document number.  Note:  The system displays 
this field only when you select the Past radio button.  Use 

the    buttons to scroll through invoices. 

Overview Tab 

The Overview tab displays the customer name and number, the ship-to 
location, the invoice and shipped dates, the shipping warehouse and 
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salesperson, customer PO, and SO document status in the upper portion of 
the screen. 

In the browser in the center of the screen, the program displays the item for 
the sale, the ordered, committed and backordered quantities, selling unit of 
measure, and the price and pricing unit of measure. 

In the lower portion of the screen, the program displays, the program 
displays the sales amount, any add-on charges, deposits, taxes, credit card 
information, miscellaneous sales, or container information and document 
total for the sales order. 

Header Tab 

 

The Header tab displays the customer name and number, the ship-to 
location, the entered, requested and promised dates, the shipping 
warehouse, salesperson, customer PO, freight code, ship via code, 
department code, route, and stop information, the terms code, bill-to 
customer code, the person who entered the order, sales order contact 
information, and the manufacturing representative reference number if any. 

Pick 
Tickets 

Accesses the Pick Ticket Print Info dialog box, which is used 
to display the last 10 pick ticket prints from the Sales Order 
document Header information.  
 

Pick Ticket Print Date and Time Stamp  

The date and time that the pick ticket printed and printer 
name used to print the pick ticket also print on the 
document. This helps warehouse and customer service 
personnel to identify the latest version of a document and 
avoid operational mistakes.  In addition, this information is 
stored in the database. You can view pick ticket print history 
in SO Document Inquiry, Header Tab, Pick Tickets browser.  
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Print and Export Options 

From the Pick Ticket Print Info dialog box you can right-click 
in the Browser section of the Inquiry window and display 
both Print and Export options.  The Export option displays 
the Browse Export Options dialog box.  The Print option 
displays the Print Setup dialog box.   

Notes Accesses the Notes dialog box, which is used to review 
document note for the currently selected sales document. 

Custom Accesses the User Fields dialog box, which displays custom 
field information for the currently selected document. 

Commis 
sion 

Accesses commission information for the currently selected 
document. 

EDI For documents sent via EDI, displays the Turnaround Fields 
for the document header. 

Items Tab 

 

The Items tab displays the line item detail of an SO document for a customer.  
The system displays the first (or selected) line item on the document along 

with the detail of the line item. You can use the    buttons to 
view other items on the document. You can also use the buttons to view 
serial or lot allocations, BOM components if you update component quantities 
when you enter a parent item, or to view custom field information.  The 
system also displays notes for the item, and shipping status, as well as 
pricing, discount, commission and tax information    

Rsvd Accesses the Reserved Stock Overview dialog box, which 
displays reservation details for the selected item. 

Serial/
Lot 

Accesses the Serial Numbers/Lot Numbers dialog box to display 
serial/lot information about the item.  The system enables this 
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button for documents with items that contain serial or lot 
numbers.  

Custom Accesses the Custom Fields dialog box, which is used to display 
any custom, user-defined, component line fields. 

Bins Accesses the Bins Numbers dialog box to display bin numbers, 
shipped quantities, and committed quantities for the item.  The 
system enables this button for open sales orders with line items 
that contain bin numbers.  

BOM Accesses the Actual SO Components Inquiry screen to view 
component information for BOM items on sales order 
documents. 

Compo-
nents 

Accesses the component items for a parent item.  The system 
enables this button for parent items. 

EDI Displays the Turnaround Fields for the document detail if the 
document was sent via EDI. 

Cntnrs Accesses the Container Numbers screen to view the container 
numbers assigned for the container item on sales order 
documents. 

Add Ons Tab 

 

The Add Ons tab displays the add-on charges for sales documents, defined in 
Add On Default Maint. in System Management. The add-ons you define and 
their default amounts or percentages display on the Footer screen.   

For each of the available Add On entries that are set to "Use Cost" in the Add 
On Maintenance program, the system displays cost factor information.  The 
system displays the cost type (dollar amount or percent) based the 
percentage of the add on, itself, or the cost percentage on the document 
total for the current sales order.   
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Refer to the SO Cost Add-ons information in the Add Ons Processing Details 
topic for details. 

Footer Tab 

 

The Footer tab displays the add-on charges, taxes, and deposits along with 
payment terms and payment type information, and total cost for a sales 
document.  You can choose the Tax button to view the tax entity detail, the 
Shipping button to view shipping information, or choose the Deposit button 
to view deposit detail.   
 
For the Verisign credit card processing integration only; the Card or Check # 
field displays the last four digits of the credit card associated with the SO 
document.   
 
If you have credit card security for Sales Order Entry, you can select the 
Card Trans button to access the Verisign Credit Card Transaction dialog box, 
which displays the transaction type (Authorization, Void, Delayed Capture, 
Sale and Credit), transaction date, status (Pass/Fail), amount, transaction ID, 
authorization code, payment code, credit card#, expiration date, address, zip 
code and message for the SO document.        

Tax Accesses the SO Document Inquiry - Sales Tax dialog box, 
which is used to view the detail of the tax entities and charges 
per entity. 

Deposit Accesses deposit information for the current sales document. 

Shipping Accesses the shipping information for the current sales 
document. 
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GL Tab 

 

The GL tab displays all of the GL postings for the document for posted sales 
orders documents, 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 SO Document Inquiry is run as a dialog box, the following buttons are 
available at the bottom of the Overview View: 

Close Exits the SO Document Inquiry screen. 

Print Accesses the Print Document dialog box, which is used to print 
the sales document. 

Help Accesses the online Help for this screen. 

Menu Options 

When SO Document Inquiry is run as a window, the following menu options are 
available: 

File 

Menu 
Selecti
on 

Function  

Print Accesses the Print Document dialog box, which is used to print 
the sales document. 
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Close Exits the SO Document Inquiry screen. 

Find 

Menu 
Selection 

Function  

Sales Order 
Lookup 

Displays the Lookup screen for sales orders.   

Document 
Quicksearch 

Displays the SO Document 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.  

Find Detail 
Line 

Displays the Find Item Dialog box, where you can enter the 
tem number.  The system then displays the SO Document 
inquiry Items tab with the item information.   

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 
Favorites 

Allows you to access frequently used 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 on 

Accesses the Help system index. 

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, which lists the function keys 
for the current screen. 

See Also 

How to use the SO Document Inquiry screen  
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Hold Inquiry 
Use the Hold Inquiry screen to view all holds that have been placed on a sales 
order document.  The screen displays each hold by:  hold type, date, person that 
placed the hold on the document, whether the hold has been release or reviewed, 
and the hold memo.  When you are finished reviewing the hold information, select 
the Close button to exit the screen. 
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Pick Ticket Print Info Dialog Box 
Using this dialog box, you can display the last 10 pick ticket prints from the Sales 
Order document Header information. 

 

The Pick Ticket Print Info dialog box includes the following fields: 

Date Printed, Time Printed, Printed By User, Warehouse Printed, Printer Used 
Description, and Warehouse Printed Description. 

This information is stored for the last ten times that the pick ticket was printed. If 
the document is printed more than ten times, then the oldest information is 
removed so that a maximum of ten occurrences is saved and available for viewing.  
You can select the Close button to exit or the Help button to access online help 
for the screen.  
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Split Commissions 
Using this dialog box, you can display the commissions for the inside and second 
salesperson along with the commission percentage for the current sales document.  
The system accesses this dialog box when you select the Commission button on 
the SO Document Inquiry—Header Detail screen.  To exit, select the Close button. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Help Accesses online Help for the screen. 
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Serial/Lot Dialog Box 
Using this dialog box, you can display the serial number allocation or lot number 
allocation for the current item on the sales document. 

 

Form Contents 
Note:  The fields and checkboxes on this screen are all display only.  You cannot 
enter information on this screen. 

Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Help Accesses online Help for the screen. 
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Reserved Stock Overview 
Using this dialog box, you can review reserved stock information for the current 
item.  At the top of the screen, the system displays the current document number, 
customer, date, ordered and reserved quantities, item number and receiving 
warehouse.  In the browser in the lower portion of the screen, the system displays 
other documents that have reserved this item, the quantity needed, and the date 
requested. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Help Accesses online Help for the screen. 
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Actual SO Components Inquiry 
  Use the Actual SO Components Inquiry screen to view component information for 
BOM items on sales order documents, including individual component cost for past 
invoices.. 

  

TakeStock SO  649 



SO Document Inquiry - Sales Tax Dialog Box Inquiries 

SO Document Inquiry - Sales Tax Dialog Box 
Using this dialog box, you can display the sales taxes for a sales document.  The 
system displays the tax code assigned to the document displays along with the tax 
entities that make up the tax code.  For each entity, the taxable amount on the 
document, the tax rate for the entity, and the amount of sales tax also display. 
Choose the Close button to exit. 

 

Form Contents 
Note:  The fields and checkboxes on this screen are all display only.  You cannot 
enter information on this screen. 

Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Help Accesses online Help for the screen. 
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Print Document Dialog Box 
Use this dialog box to print or reprint past documents.  The system displays this 
dialog box when you choose to print a document from the SO Document Inquiry 
screen.  

If you choose the Past option on the SO Document Inquiry screen, this dialog box 
offers the option to send (or resend) the document via EDI.  The EDI feature must 
be set up in System Control - Authorization and the customer must be set up to 
process EDI.  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Send/-
Resend 
via EDI 

Runs the EDI export program for the current 
document after printing is complete.  

Cancel Exits the screen without printing.    

OK Prints the current document.  

Printer Accesses the Print Setup dialog box, which is used to 
change print settings. 

Help Accesses online Help for the screen. 
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How to use the SO Document Inquiry screen 
1. Access the Where Used Inquiry program.  The complete path is Sales 

Orders Inquiries SO Document Inquiry.   

2. In the Document field, enter the number of the sales document to view and 
press Tab. 

3. To review past sales documents, select the Past radio button, in the Invoice # 
field, enter the past sales document number to review, and press Tab. 

4. Use the    icons in the upper right portion of the screen to scroll 
to other SO 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: 

• Overview tab to access the SO Document Inquiry – Overview Detail view, 
which displays general information about the sales document. 

• Header tab to access the SO Document Inquiry - Header Detail view, which 
displays information about the sales document header. 

• Items tab to access the SO Document Inquiry – Items Detail view, which 
displays information about the sales document line items. 

• Add On tab to access the SO Document Inquiry - Add On Detail, which 
displays information about the sales document footer. 

• Footer tab to access the SO Document Inquiry - Footer Detail, which 
displays information about the sales document footer. 

• GL tab to access the SO Document Inquiry - GL Detail, which displays all of 
the GL postings for the document for posted transfer tickets. 
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. 

• Print button or menu option to access the Print Document dialog box, which 
is used to print the sales document. 

• Help button or menu option to access the online Help for this screen. 

See Also 
SO Document Inquiry  
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Unprinted Invoice Inquiry 
Use the Unprinted Invoice Inquiry to review the print status of invoices. This 
inquiry shows all invoices for the user’s profile branch that have a document print 
status of either Unprinted or Reprint Required. It also shows the print status of 
each part. You can specify a different branch or select the All Branches checkbox 
to display invoices for all branches within the company. The inquiry also uses a 
cutoff date, which defaults to today, to show only those unprinted documents with 
an invoice date less than or equal to the cutoff date. This is helpful if you are 
trying to update a Daily Sales Register for a prior period and need to find 
unprinted and/or reprint required documents for a previous date while excluding 
more recent documents. If you enter a date into the Cutoff Date field, such as 
3/31/2003, then you must tab out of the Cutoff Date field to refresh the invoice 
listing. You can double-click any invoice displayed in the browser to view the 
invoice in the SO Document Inquiry program. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Help Accesses online Help for the screen. 

Branch The branch for the inquiry.  The system uses 
your profile branch as the default. 

Cutoff 
Date 

The cutoff date for the inquiry.  The cutoff 
date defaults to Today.  You can select from a 
variety of date values in the drop-down list. 
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Fields, Buttons, Checkboxes, & Icons 

All 
Branches 

Indicates that you want to display the print 
status of invoices for all branches in your 
company. 

  

See Also 

How to use the Unprinted Invoice Inquiry screen  
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How to use the Unprinted Invoice Inquiry screen 
1. Access the Unprinted Invoice Inquiry screen.  The complete path is Sales 

Orders Inquiries Unprinted Invoice Inquiry. 

 

2. In the Branch field, the system displays your profile branch as the default.  
You can enter another branch for the inquiry. 

3. In the Cutoff Date field, the system displays Today as the default and displays 
the current date below the field.  You can select from a variety of date values 
in the drop-down list. 

4. Select the All Branches checkbox to display unprinted invoices for all 
branches in your company. 

5. (Optional)  You can double-click an invoice in the browser to display the 
invoice in the SO Document Inquiry program.  

6. Select Close when you are ready to exit the program.  
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Price Inquiry Dialog Box 
Using this dialog box, you can select customer, item and warehouse combinations 
for inquiry, enter a quantity for quantity discount inquiry, or enter a target gross 
margin for inquiry.  After you enter information in this dialog box and select OK, 
the system accesses the Price Selection dialog box, which us used to view all 
pricing levels and schedules for all unit of measure for a particular item. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Cancel Exits the screen without printing.    

OK Prints the current document. 

Help Accesses online Help for the screen. 

Item The item number for the price inquiry. 

Customer The customer number for the price inquiry. 

Warehouse  The warehouse number for the price inquiry. 

Quantity The quantity for the price inquiry. 

Target GM The target gross margin percent for the price 
inquiry 

See Also 

How to use the Price Inquiry screen  
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How to use the Price Inquiry screen 
1. Access the Price Inquiry screen.  The complete path is Sales Orders  Inquiries 

 Price Inquiry. 

2. In the Item field, enter the item for the price inquiry. 

3. In the Customer field, enter the customer for the price inquiry. 

4. In the Warehouse field, enter the warehouse for the price inquiry. 

5. In the Quantity field, enter the quantity for the price inquiry.  

 TIP:  For example, if you want to view the quantity level discount for 100 of 
the item, enter 100 and select OK.  The system accesses the Price Selection 
dialog box and displays the level discount price for 100 of the item.  Use the 
Record buttons to scroll through customer records, or to jump to the first or last 
customer based on the filter you are using. 

6. Enter the Target Gross Margin percent for the item and warehouse. You can use 
this gross margin to calculate a price.  When you select OK, the system 
accesses the Price Selection dialog box, which allows you to view and 
manipulate the price for the item and warehouse. 

7. Choose OK when your selections are complete to access the Price Selection 
dialog box.  You can also choose Cancel to exit without opening the Price 
Selection dialog box.  
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Where Used Inquiry 
Using this program, you can display information about where a component item is 
used.  You can display all of the parent item BOMs that contain the component 
item or all current production tickets that contain the component item.   

If you need information about a component when you are entering a production 
assembly, reconfiguration, or disassembly ticket, you can access the Where Used 
Inquiry screen from the Inquiry option on the programs' menu bar. 

 

Form Contents 

Buttons, Checkboxes, & Icons 

All Ware 
houses 

Determines whether the system displays 
information about the component from a particular 
warehouse or all warehouses in the system. 

Used In Determines whether the system displays parent 
BOMs or current production tickets that contain the 
component.  Select Parent BOM to display the BOMs 
that contain the parent items or Current Production to 
displays current production tickets that contain the 
component. 

Close Exits the Where Used Inquiry screen. 

Comp Qty Accesses the Where Used Inquiry Component 
Quantities dialog box, which displays quantity 
information about the selected component. 

Parent Qty Accesses to the Where Used Inquiry Parent 
Quantities dialog box, which displays quantity 
information about the highlighted parent item. 
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Help Accesses the online Help for this screen. 

Ware-
house 

The warehouse where the parent item resides. 

Component The component for which you want to review 
production tickets or BOMs. 

The Where Used Inquiry program displays information in 2 views.  Each view 
contains information for the component.  The radio button that you select in the 
Used In section determines which view the system displays.  The Parent BOM view 
displays the parent item number, description, quantity per for the component, and 
whether the component is required, allows substitution, or change.  The Current 
Production view displays the current production tickets that require this 
component, the parent item number and description, quantity per and required 
quantity information for the production run, and committed, WIP, and used 
inventory component quantities for the production ticket. 

See Also 

How to use the Where Used Inquiry screen  

Where Used Inquiry Component Quantities Dialog Box  

Where Used Inquiry Parent Quantities Dialog Box  
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Where Used Inquiry Component Quantities 
Dialog Box 
The system accesses the Where Used Inquiry Component Quantities dialog box 
when you select the Comp Qty button on the Where Used Inquiry screen.  In this 
dialog box, the system displays available, committed, on-hand, WIP, backorder, 
and on-order quantity information for the component in the specified warehouse. 

 

Form Contents 

Buttons for this screen.   

Note:  The fields and checkboxes on this screen are all display only.  You cannot 
enter information on this screen. 

Buttons 

Close Closes the Where Used Inquiry Component Quantities 
dialog box and returns you to the Where Used Inquiry 
screen.  

Help Accesses the online Help for this screen. 

See Also 

How to use the Where Used Inquiry screen  

Where Used Inquiry Screen 
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Where Used Inquiry Parent Quantities Dialog Box 
The system accesses the Where Used Inquiry Parent Quantities dialog box when 
you select the Parent Qty button on the Where Used Inquiry screen.  In this dialog 
box, the system displays available, committed, on-hand, WIP, backorder, and on-
order quantity information for the parent item in the specified warehouse. 

 

Form Contents 

Buttons for this screen.   

Buttons 

Close Closes the Where Used Inquiry Component Quantities 
dialog box and returns you to the Where Used Inquiry 
screen.  

Help Accesses the online Help for this screen. 

Note:  The fields and checkboxes on this screen are all display only.  You cannot 
enter information on this screen. 

See Also 

How to use the Where Used Inquiry screen  

Where Used Inquiry Screen 
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How to use the Where Used Inquiry screen 
1. Access the Where Used Inquiry program.  The complete path is Manufacturing 

Control Inquiries  Where Used Inquiry.   

 TIP:  You can also access this program from the Inquiries option on the 
program menu bar for the Production Entry, Reconfiguration Entry, Disassembly 
Entry, and Production Confirmation programs in MC. 

 

2. In the Warehouse field, modify the warehouse where the component is stored 
as necessary.  The system displays the warehouse code from your user profile 
as the default.  To display component information for all warehouses in your 
company, select the All Warehouses checkbox. 

3. In the Component field, enter the component item number. 

4. In the Used In section, select the Parent BOMs radio button to display component 
information by parent item BOM or the Current Production radio button to display 
component information by current production ticket number.  The system 
displays the screen with the Parent BOMs radio button selected as the default.   
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5. In the Parent BOMs view of the screen, you can double click on a parent item to 
access the MC Parent Inquiry screen, which is used to display BOM, stock 
status, and cost and pricing information about the parent item.   

 TIP:  For more information about the Parent Inquiry screen, refer to the MC 
Parent Inquiry section of this document.  In the Current Production view, you can 
double click on a production ticket number to access the MC Document Inquiry 
screen, which is used to display summary information about the production ticket.  
For more information about the MC Document Inquiry screen, refer to the MC 
Document Inquiry section of this document. 

6. If you want to view quantities information about the selected component, click 
the Comp Qty button to access the Where Used Inquiry Component Quantities 
dialog box.   

 

7. If you want to view quantities information about a parent item, highlight the 
parent item in the browser and click the Parent Qty button to access the Where 
Used Inquiry Parent Quantities dialog box.   

 

8. Select the Help button to access the online Help for the Where Used Inquiry 
screen. 

9. Select the Close button to exit the screen. 

See Also 

Where Used Inquiry Screen 

Where Used Inquiry Component Quantities Dialog Box  

Where Used Inquiry Parent Quantities Dialog Box  
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Customer Inquiry 
Using this program, you can view various types of information about customer.  
From this screen, you can select views for displaying information topics.  You can 
also select the view to bring to the front.   

When you first access Customer Inquiry, the General view opens by default.  From 
the View menu, you can select other views of information to open.  As you open 
multiple views, they cascade in front of other open views.  Click the title bar of a 
view dialog box that you want to bring to the front or foreground. You can also 
bring a view to the front by selecting it from the Window menu. 

When you are ready to exit the inquiry, choose Exit from the File menu.  This 
closes all open view dialog boxes and then close the inquiry 

You reach this window by selecting Sales Orders  Inquiries  Item Inquiry. 

 

 

Customer Inquiry—General View 
Using the General view, you can display general information for the customer. 

The information for the General view mainly from Customer Maint. The information 
is sorted into six topic tabs. 

Topic Tab Topic Information 

General Includes the Bill To address and AR and SO balances.  
Information comes from the General view in Customer 
Maint. 

Contacts Includes name, phone number and memos for each 
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contact linked to the specified customer. 

Codes Information from the Codes view in Customer Maint. 

Taxes Sales tax information, including rates and exemption 
numbers, from the Taxes view in Customer Maint. 

History A summary of receivables and sales history. 
Information comes from the History view in Customer 
Maint. 

Ship To Primary and secondary Ship To detail, including Ship To 
code, address and contact name. 

Aging Displays credit limit, balance, and on-hold information 
for the selected vendor.  From this tab you can access 
aging credit information for current account as well as 
accounts that are overdue.  Overdue accounts are 
placed in 30, 60, 90, and so on overdue buckets.  
Select the appropriate button to display aging details 
for the selected timeframe. 

Bill To Displays the bill to code, name and whether this is the 
primary bill to. 

 

Customer Inquiry—Receivables View 

 

Using the Receivables view, you can display information for a customer’s open and 
paid receivables. 

The information for the Receivables view come from the OPEN INVOICE TABLE, the 
CUSTOMER table, and the PAYMENT HISTORY table.  The information is sorted into six 
topic tabs.  For the Open AR tab, you can click your right mouse button and then 
select whether to list documents in ascending or descending date order. 

Topic Tab Topic Information 

Options Displays the service charge grace period, the Bill To or 
Ship To mailing options for statements, invoices, and 
quotes, and whether the customer information is 
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exported to the contact management system.  
Information comes from the Options view in Customer 
Maint.  You can enter a beginning document number and 
date to locate your information in the browser. 

Invoicing Information pulled from the CUSTOMER TABLE is 
summarized. 

Open AR Displays a summary of open receivables based on 
information from the OPEN INVOICE TABLE. 

Aging Current aging amounts.  Also displays current balance, 
credit limit, and , if using parent companies, the balances 
for the Sold To locations.  Information for this topic is 
from the CUSTOMER TABLE.  From this tab you can access 
aging credit information for current account as well as 
accounts that are overdue.  Overdue accounts are placed 
in 30, 60, 90, and so on overdue buckets.  Select the 
appropriate button to display aging details for the 
selected timeframe. 

Pay History Summary of payment history broken down into periods.  
Information is from the PAYMENT HISTORY TABLE. 

Ledgercards Recap of sales and payment activity for a customer. 

Check 
History 

Displays summary check history, including payment date, 
check number and amount, document number, original, 
discount and applied amounts, the current amount due 
and the date to be paid.  This tab also has a search 
feature.  You can select the Check or Invoice radio button 
and enter a check number or invoice to locate in the 
browser in the lower portion of the screen. 
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Customer Inquiry—Sales View 

 

Using the Sales view, you can display information for the Sales topic. 

The information for the Sales view comes from the PAST DOCUMENTS table and OPEN 

DOCUMENTS table.  The information is sorted into five topic tabs.  For the Past AR 
and Past SO tabs, you can click your right mouse button and then select whether 
to list documents in ascending or descending date order. 

Topic Tab Topic Information 

Sales 
Summary 

Displays sales, cost, and gross margin for the customer 
for the current period, current year, and prior year.  

Past AR 
Invoices 

Displays the document number, date entered, type, 
amount due and original amount.  The information 
includes discount, adjustment, and payment transaction 
dates for each past AR invoice.  Also displays 
salesperson, cost, last transactions, discounts, 
adjustments, and payment register number.  You can 
enter a beginning document number and date to locate 
your information in the browser. 

Past Sales Shows each time a particular item has been sold to this 
customer.  Includes invoice number and price per selling 
unit of measure.  You can enter an item number to locate 
your information in the browser. 

Past SO 
Invoices 

Includes header and footer information for past sales 
order invoices including the amount, terms, freight, ship 
via, salesperson, and tax code.  You can enter a 
beginning document number and date to locate your 
information in the browser. 

EDI The system displays exception information about SO 
import documents and about sending SO invoice exports 
via EDI and printing a copy of the SO invoice that was 
send via EDI for the trading partner.  
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Customer Inquiry—Open SO View 

 

Using the Open SO view, you can display information for open sales orders 
documents. 

The information for the Sales view comes from the OPEN SALES ORDER table and OPEN 

DOCUMENTS table.  The information is sorted into six topic tabs.  For each topic, you 
can enter the beginning document number to list and the beginning date of the 
documents. To display the detail of an open document for a customer, you can 
double click on the document to open the Document Inquiry dialog box. For all six 
tabs, you can click your right mouse button and then select whether to list 
documents in ascending or descending date order. 

Topic Tab Topic Information 

Quotes Header and footer detail for quotes beginning with the 
number and/or date you specify. 

Open 
Orders 

Header and footer detail for open orders beginning with 
the number and/or date you specify.  

Invoices Document header and footer detail for invoices beginning 
with the number and/or date you specify. 

Recurring Recurring document header and footer information 
starting with the specified number and/or date. 

Future 
Orders 

Header and footer detail for future orders. 

Blanket 
Orders 

Header and footer information for each blanket document 
for this customer, starting with the document number 
and/or document date you specify. 
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Customer Inquiry—EDI View 

 

Using the EDI view, you can display information for the EDI topic. 

The information for the EDI view comes from Vendor Maint. The system displays 
EDI information on one topic tab. 

Topic Tab Topic Information 

General The system displays information about sending send 
purchase orders via EDI and printing a copy of the 
purchase order that was send via EDI for the trading 
partner.  
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How to use the Customer Inquiry screen 
1. Access the Customer Inquiry program.  The complete path is Sales 

Orders Inquiries  Customer Inquiry.  The system displays the General view of 
Customer Inquiry.  

 

 
2. In the Customer field, enter the customer for whom you want to view 

information. Select a filter if you want to limit the customer records for which 
you are viewing information. 

 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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9 Reports 
 

Reports Introduction  
The selections on the Reports menu for Sales Orders print sales information with 
options for print order and report content.   
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Selections on the Reports menu include: 

Order Status 
Report 

Prints a report of all open orders and/or 
backorders currently in the sales 
processing cycle.  This report is especially 
useful in spotting inventory shortages and 
potential shortages, as well as allocating 
available stock.   

 

Order Booking 
Report 

Prints and optionally removes order 
booking information created when you 
create or change a sales order document.  
After printing the report, you can 
optionally remove all records that were 
printed.   

Daily Shipping 
Report 

Prints a report of sales orders and 
backorders that have requested ship dates 
between the dates selected.  You can 
optionally include sales order lines that 
have been rejected or placed on hold by 
the shipping warehouse.   

 

Unbilled Freight 
Report 

Prints a report of the unbilled freight that 
needs to be billed manually.  You can 
optionally remove of all unbilled freight 
after printing.   

Direct 
Ship/Nonstock 

Prints a report of documents in the sales 
order processing cycle that contain direct 
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Report shipments or non-stocked items.  This 
report is helpful in tracking shipments of 
items not in the inventory of the selected 
warehouse.   

Document Audit 
Report/Update  

Audit Control allows you to track various 
changes to the different types of Sales 
Order documents.  The Document Audit 
Report/Update optionally prints and 
updates the information that has been 
captured in the SO Audit Table records.   

Deposit Listing Prints a listing of deposits made against 
open sales orders.   

Parent BOM 
Listing  

Prints a list of bills of material for parent 
items.   

Lost Sales 
Report 

Prints a report of items with recorded lost 
sales.  This program also optionally 
removes any lost sales included on the 
report 

Returns Report 

 

Prints a report of all items returned, as 
well as the returns code for each returned 
item.  This report tracks returns and 
provides you with the document 
information from the return, the item 
information, and the return type.  It also 
optionally removes return records.   

Route Recap 
Report 

Prints a list of invoices by route for 
organizing deliveries.   

Customer Price 
List 

Prints a list of the lowest prices for each 
item for the selected customer.   

Quote Listing Prints a list of quotes and optionally 
removes the quotes after printing.   

Blanket Order 
Report 

Prints information on open or past blanket 
orders in three print formats: summary, 
overview, and release.   

Recurring 
Document 
Listing 

Prints a list of recurring documents.   

Overdue Orders 
Report  

Prints a list of overdue orders.   

Detailed Invoice 
Item Analysis  

Prints a listing of the TakeStock Past 
Invoice tables.  These are postings from 
the Daily Sales Register. 
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Order Booking 
Item Analysis  

Prints a listing of the TakeStock Order 
Booking tables.  These are postings from 
the Sales Orders Entry and Direct Invoice 
Entry programs. 

MR Past Activity  The MR Past Activity program allows you 
to print a listing of manufacturing 
representative invoices.   

MR Item Past 
Activity  

The MR Item Past Activity program allows 
you to print a list of items sold on MR 
documents. 

Certificate of 
Analysis Print  

This program allows you to print 
Certificates of Analysis (CofAs) that are 
stored within Word Documents. The 
program launches Word and prints the 
CofA Word document.  Refer to Chapter 6 
–Chemical of the Inventory Management 
Users Guide for details.  

Certificate of 
Analysis 
Report/Print  

This program allows a user to print 
certificates of analysis (CofAs) that are 
stored as Word Documents based on the 
certificate of analysis usage on sales order 
documents.  Refer to Chapter 6 –Chemical 
of the Inventory Management Users Guide 
for details. 

Document Holds 
Report 

The SO Document Holds Report allows 
you to print documents with item detail 
that are On hold, Reviewed only, Not 
reviewed only, Previously held, but 
released statuses. 
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Order Status Report 
Use this program to print a report of all open orders and/or backorders currently in 
the sales processing cycle.  This report helps you spot inventory shortages and 
allocate available stock.   

You can print a report of open and/or confirmed return documents using a filter on 
the Return Document setting on the SO Header. 

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 Order Status Report:  Untitled dialog 
box.   

  

Containerized Items  

If any open order or backorder has containerized items or container items (the 
container, itself), the SO Order Status Report prints the summarized container 
counts.  For containers that use serial numbers, the report prints container detail 
information. 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  
Available options are:  Document, Document by Date, 
Customer, Customer by Date, Name, Name by Date, 
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Salesperson, Salesperson by Date, and Item.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of 
identifying characteristics.  Available choices are:  
Warehouse, Document, Customer, Item and Request Date.   

Include Determines what information to print on the report.  
Available choices are:  Description 1 and 2, Stocking Info, 
Add Ons & Tax, Holds Detail, BOM Components, Ship To 
Info, Serial / Lot #s, Containers, Notes, MR 
(manufacturing representative) Orders Only and Price 
Information (Based on Committed/Shipped or On Order 
Quantity.   

Options Determines what type of information to print on the 
report.  Available choices are:  Shipments—You can choose 
to print Warehouse Shipments, Direct Shipments or both, 
Documents---You can choose to print Ordered, Confirmed or 
Invoiced documents, and Backorders--You can choose to print 
backorders (by selecting Yes or No) or print only backorders by 
selecting Only..   

Select Displays the Selection dialog box so you can set a range 
for the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box so you can 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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Order Status Report  
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Order Status Report  
A typical Order Status Report is depicted below: 

Date: 06/24/1998                                      QA's Primary Test Co.                                           
Page:     1 
Time: 11:51 AM                           Order Status Report - Copy of Default settings    :                           
User: leigh 
 
                     ---------Inventory-------- ST  ----------------Order----------------- SL            PR  ---
Stock Reservations-- 
Item                 Wh   Available    On Order UM   Ordered Committed   Shipped Backordrd UM       Price UM  T 
Document  Quantity U 
====================================================================================================================
================ 
Doc#: 00002164  Init Whse: 012   Ordered: 01/12/1998   Request: ASAP                                                   
                Cust: jt2         janies 2nd test company        Slsp: ANGIE  Ship Via: UPS              PO #:         
  Add On Charges: Tax      99.32  frt        25.00                                                                     
 
lw0015               012         57        7365 EA         5         5         0         0 EA     125.00 EA            
  prod-pI w/ sel grp                                                                                                   
                                                                                          --------------- 
      Document:  Extension:       625.00   Add Ons:       25.00   Tax:       99.32   Total:        749.32  
 
Doc#: 00002221  Init Whse: 012   Ordered: 01/19/1998   Request: ASAP                                                   
                Cust: jt2         janies 2nd test company        Slsp: ANGIE  Ship Via: UPS              PO #:         
  Add On Charges: Tax     541.20  frt        25.00                                                                     
 
lw0015               012         57        7365 EA        28        28         0         0 EA     125.00 EA            
  prod-pI w/ sel grp                                                                                                   
                                                                                          --------------- 
      Document:  Extension:     3,500.00   Add Ons:       25.00   Tax:      541.20   Total:      4,066.20  
 
Doc#: 00002708  Init Whse: 012   Ordered: 04/07/1998   Request: ASAP                                                   
                Cust: jt2         janies 2nd test company        Slsp: ANGIE  Ship Via: UPS              PO #:         
  Add On Charges: Tax      22.92  frt        25.00                                                                     
 
lw0015               012         57        7365 EA         1         1         0         0 EA     125.00 EA            
  prod-pI w/ sel grp                                                                                                   
                                                                                          --------------- 
      Document:  Extension:       125.00   Add Ons:       25.00   Tax:       22.92   Total:        172.92  
 
Doc#: 00003072  Init Whse: 012   Ordered: 06/05/1998   Request: ASAP                                                   
                Cust: jt2         janies 2nd test company        Slsp: ANGIE  Ship Via: UPS              PO #:         
  Add On Charges: Tax      19.10  frt        25.00                                                                    
 
lw0015               012         57        7365 EA         1         1         0         0 EA     125.00 EA            
  prod-pI w/ sel grp                                                                                                  
 

Omitted Information 
Date: 06/24/1998                                       QA's Primary Test Co.                                           
Page:     3 
Time: 11:51 AM                           Order Status Report - Copy of Default settings    :                           
User: leigh 
 
                     ---------Inventory-------- ST  ----------------Order----------------- SL            PR  ---
Stock Reservations-- 
Item                 Wh   Available    On Order UM   Ordered Committed   Shipped Backordrd UM       Price UM  T 
Document  Quantity U 
====================================================================================================================
================ 
  prod-pI w/ sel grp                                                                                                   
                                                                                          --------------- 
      Document:  Extension:       125.00   Add Ons:       25.00   Tax:        0.00   Total:        150.00  
                                                                                          --------------- 
        Report:  Extension:     5,250.00   Add Ons:      300.00   Tax:      896.52   Total:      6,446.52  
 
Number of Documents: 12 
 
Legend: 
  Wh = Warehouse 
  ST UM = Stocking Unit of Measure 
  SL UM = Selling Unit of Measure 
  PR UM = Pricing Unit of Measure 
  Stock Reservation T = Type (O=Purchase Order, T=Transfer, P=Production) 
  Invc. Seq = Confirmation Sequence 
  * = Ship Complete Document or Line Item 
 
Selections for Order Status Report - Copy of Default settings    :: 
Initiating Warehouse  : 012 
Shipping Warehouse    : 012 
Document              : All 
Customer              : All 
Item                  : lw0012, lw0015 
Request Date          : All 
Include Item Description 1 
Include Price Information - Based on Committed/Shipped 
Include Stocking Information 
Include Add Ons and Taxes 
Shipment Types - Warehouse and Direct 
Document Types - Ordered 
Include Backorder Lines - Yes 
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How to print the Order Status Report 
1. Access the Order Status Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Order Status Report.  
The system displays the Template-Saved Settings dialog box of the Order 
Status Report.   

  

 

2. Select the New, Edit, or Copy button to access the Order Status Report:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   
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• In the Include portion of the screen, select the appropriate checkboxes to 
indicate what to print on the report.  See the Form Contents section of the 
Order Status Report for checkbox definitions.   

• In the Options portion of the screen, select the appropriate checkboxes to 
indicate what to print on the report and optionally update.  See the Form 
Contents section of the Order Status Report for checkbox definitions.   

4. You have now completed the information for the Order Status Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box to modify print 
and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Order Booking Report 
Use this program to print and optionally update (remove) order booking 
information.   

Note: This program is available only if you selected the Use Order Booking option 
in SO Control Maint.  If you have costing security permission, you can include and 
display cost on the Order Booking Report. 

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 Order Booking Report:  Untitled dialog 
box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available options are: Document, Salesperson, Order Date, 
and Customer.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, 
Document, Salesperson, Customer, and Order Date.   

Include Determines what information to print on the report.  
Available choices are: All, New Bookings Only, or Changed 
Bookings Only.   
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Options Determines what type of information to print on the report.  
Available choices are:  Cost and Gross Margin (GM) % and 
Ship To Name.   
Note:  Unless you have costing security permission, you 
cannot include or print cost information.  

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager dialog box so you can 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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Order Booking Report  
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Order Booking Report  
A typical Order Booking Report is depicted below: 
Date: 06/24/1998                                       QA's Primary Test Co.                                             
Page:     1 
Time: 11:58 AM                                  Order Booking Report - Untitled: Temp                                    
User: leigh 
 
                                                                                                                             
Last 
Document    Date    Customer   Name                          Ship To  Slsp  Wh          Amount          Cost     G.M.%  C  
Changed 
===========================================================================================================================
========= 
00002037 12/08/1997 Spike      Spike's buddy                  Same    CANDY 012         26.94          0.00                   
00002038 12/08/1997 jt1        janie test customer 1          Same    ANGIE 012         28.82          0.00                   
00002039 12/08/1997 jt1        janie test customer 1          Same    ANGIE 012         28.82          0.00                   
00002040 12/08/1997 Spike      Spike's buddy                  Same    CANDY 012        888.94          0.00                   
00002041 12/08/1997 jt1        janie test customer 1          Same    ANGIE 012         28.82          0.00                   
00002045 12/09/1997 jt2        janies 2nd test company        Same    ANGIE 012         25.00          0.00                   
00002054 12/15/1997 jt2        janies 2nd test company        Same    ANGIE 012         28.82          0.00                   
00002054 12/15/1997 jt2        janies 2nd test company        Same    ANGIE 012      2,623.64     11,880.00   -352.81%  Y 
12/31/1997 
00002055 12/15/1997 jt2        janies 2nd test company        Same    ANGIE 012        172.92          0.00                   
00002058 12/15/1997 jt2        janies 2nd test company        Same    ANGIE 012         97.99          0.00                  
00002084 12/18/1997 jt2        janies 2nd test company        Same    ANGIE 012         28.82          0.00                   
00002143 01/09/1998 jt2        janies 2nd test company        Same    ANGIE 012         36.31          0.00                   
00002143 01/09/1998 jt2        janies 2nd test company        Same    ANGIE 012     10,663.40     37,925.00   -255.66%  Y 
01/09/1998 
00002143 01/09/1998 jt2        janies 2nd test company        Same    ANGIE 012      2,449.70        750.00     69.38%  Y 
01/09/1998 
00002164 01/12/1998 jt2        janies 2nd test company        Same    ANGIE 012        749.32          0.00                   
00002168 01/13/1998 jt2        janies 2nd test company        Same    ANGIE 012         28.82          0.00                   
00002221 01/19/1998 jt2        janies 2nd test company        Same    ANGIE 012      4,083.10          0.00                   
00002222 01/19/1998 jt2        janies 2nd test company        Same    ANGIE 012       749.32          0.00                   
00002223 01/19/1998 jt2        janies 2nd test company        Same    ANGIE 012         28.82          0.00                   
00002708 04/07/1998 jt2        janies 2nd test company        Same    ANGIE 012        172.92          0.00                   
00002857 05/08/1998 jt2        janies 2nd test company        Same    ANGIE 012         25.00  (      21.25)   185.00%        
00002931 05/19/1998 jt2        janies 2nd test company        Same    ANGIE 012        169.10          0.00                   
00003022 05/27/1998 jt2        janies 2nd test company        Same    ANGIE 012        169.10         50.00     70.43%        
00003072 06/05/1998 jt2        janies 2nd test company        Same    ANGIE 012        169.10         28.20     83.32%        
00003074 06/05/1998 jt2        janies 2nd test company        Same    ANGIE 012        179.50         28.20     84.29%        
00003085 06/08/1998 jt2        janies 2nd test company        Same    ANGIE 012        169.10         28.20     83.32%        
00003116 06/16/1998 Spike      Spike's buddy                  Same    CANDY 012        168.44         28.20     83.26%        
00003122 06/17/1998 jt2        janies 2nd test company        Same    ANGIE 012        169.10         28.20     83.32%        
00003123 06/17/1998 Spike      Spike's buddy                  Same    CANDY 012        168.44         28.20     83.26%        
00003135 06/18/1998 jt2        janies 2nd test company        Same    ANGIE 012        169.10         28.20     83.32%        
00003135 06/18/1998 jt2        janies 2nd test company        Same    ANGIE 012  (     169.10) (      28.20)    83.32%  Y 
06/18/1998 
00003137 06/19/1998 111        Joe Testapp                    Same    ANGIE 012        150.00         28.20     81.20%        
                                                                                 ------------- -------------  -------- 
                                                                 Report Total  $    24,478.12     50,781.15   -107.46% 
                                                              New Order Count              28 
 
Number of Documents: 32 
 

Omitted Information 
Date: 06/24/1998                                       QA's Primary Test Co.                                             
Page:     2 
Time: 11:58 AM                                  Order Booking Report - Untitled: Temp                                    
User: leigh 
 
                                                                                                                             
Last 
Document    Date    Customer   Name                          Ship To  Slsp  Wh          Amount          Cost     G.M.%  C  
Changed 
===========================================================================================================================
========= 
Legend: 
  Slsp = Salesperson 
  Wh   = Warehouse 
  C    = Change to an existing order 
 
Selections for Order Booking Report - Untitled: Temp 
Warehouse   : 012 
Document    : All 
Salesperson : All 
Customer    : All 
Order Date  : All 
Include All Order Bookings 
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How to print the Order Booking Report 
1. Access the Order Booking Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Order Booking Report.  
The system displays the Template-Saved Settings dialog box of the Order 
Booking Report.   

  

2. Select the New, Edit, or Copy button to access the Order Booking Report:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Order Booking Report for checkbox definitions.   

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Order Booking Report for checkbox definitions.   
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6. You have now completed the information for the Order Booking Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Order Booking Item Analysis Report 
The Order Booking Item Analysis Report allows you to track order bookings at the 
detail (line item) level and analyze sales that have been booked through 
TakeStock, both as current documents as well as past documents.  This Order 
Bookings Item Analysis Report provides a way to have a expansive “picture of 
order bookings. Refer to the Enhanced Order Booking Feature topic for details. 

Add on’s do not print on this report. 

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 Order Booking Item Analysis Report:  
Untitled dialog box. 

  

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By This defines the sort order in which the report will print. This field 
can be set to print in order by Major Category/Item, Major 
Category/item/Customer, Major 
category/item/Salesperson, Item, Item/Customer, 
Salesperson/Major Category/Item, Salesperson/Major 
Category/item/Customer, Warehouse/Major Category/item, 
and Warehouse/Major Category/Item/Customer. 

Limit By You can select to limit the information that appears on a report or 
register, or that is included in an update, with choices from the 
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Limit By options. You can select:  Warehouse, Document, 
Salesperson, Customer, Item, or Date Range. 

For example, if an option to limit by vendors is available, you may 
select to include only a particular vendor on a report. When you 
create a new template, the default is No Limits for any of the 
available Limit By options. 

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.   

Options Select the options to print on the report.  Select: 

Rollup Manager Sales—to include manager sales data in the 
report. 
 
Include Minor Category—to include minor categories in the sub 
sort of information when you select Major Category as a Sort By 
option.   

Include Select the information to include for each record that prints on the 
report. 
  
Include Unit Quantities to print the units for item quantities on 
the report. 
 
Include Cost to print the item costs on the report.  When you 
select this checkbox, you can then select to include Inventory 
and/or Rebate costs. 
 
Include Gross Margin to print the gross margins information for 
items on the report.    

 
Lookup icon, which runs the Lookup for the current fields.  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.   

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 Order Booking Item Analysis Report  
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Order Booking Item Analysis Report  
A typical Order Booking Item Analysis Report is depicted below: 

Date: 09/29/2000                                   TakeStock Development, Inc.                                         
Page:     1 
Time: 10:38 AM                                   Order Booking Item Analysis - doc                                     
User: leigh 
 
  Date   Document Dept Wh  Slsp  Name                                 Sales User 
====================================================================================================================
Major Category: aaa - Major Product Category aaa 
Item Number: 01 - Bin Testing Item 01 
 
05/05/99 00006848 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/05/99 00006847 01   000 Niki  Niki Doggie                       1,798.00 jeffc                                      
05/05/99 00006846 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/05/99 00006845 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/05/99 00006844 01   000 Niki  Niki Doggie                       4,495.00 jeffc                                      
05/05/99 00006842 01   000 Niki  Niki Doggie                       4,495.00 jeffc                                     
05/05/99 00006850 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/06/99 00006857 01   000 DKS   Daniel K. Simmons                   899.00 val                                        
05/06/99 00006859 01   000 Niki  Niki Doggie                       4,495.00 jeffc                                      
05/12/99 00006925 01   000 Niki  Niki Doggie                       2,697.00 jeffc                                      
05/12/99 00006926 01   000 Niki  Niki Doggie                       2,697.00 jeffc                                      
05/13/99 00006935 01   000 Niki  Niki Doggie                         899.00 jeffc                                     
05/18/99 B0022401 01   000 Niki  Niki Doggie                       1,798.00 jeffc                                      
05/18/99 B0022501 01   000 Test  Default Salesperson Name Ent        899.00 jeffc                                      
05/18/99 00006983 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/21/99 D0000896 01   000 Niki  Niki Doggie                        899.00 jeffc                                      
05/25/99 00007003 01   000 Niki  Niki Doggie                       1,798.00 jeffc                                      
05/26/99 00007014 01   000 Niki  Niki Doggie                      8,990.00 jeffc                                      
05/28/99 00007041 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/28/99 00007040 01   000 Niki  Niki Doggie                      2,697.00 jeffc                                      
05/28/99 00007039 01   000 Niki  Niki Doggie                       1,798.00 jeffc                                      
06/01/99 00007045 01   000 Niki  Niki Doggie                         899.00 jeffc                                      

     OMITTED INFORMATION 
04/09/99 00006637 01   000 O'Me  Default Salesperson Name Ent        899.00 jeffc                                      
04/09/99 00006637 01   000 O'Me  Default Salesperson Name Ent -      899.00 jeffc                                      
04/09/99 00006637 01   000 O'Me  Default Salesperson Name Ent        899.00 jeffc                                      
04/09/99 00006639 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
04/09/99 00006639 01   000 Niki  Niki Doggie                  -      899.00 jeffc                                     
04/09/99 00006639 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
04/09/99 00006639 01   000 Niki  Niki Doggie                  -      899.00 jeffc                                      
04/09/99 00006639 01   000 Niki  Niki Doggie                         899.00 jeffc                                      
05/10/99 00006875 01   000 Niki  Niki Doggie                  -    2,697.00 jeffc                                      
05/10/99 00006875 01   000 Niki  Niki Doggie                       2,697.00 jeffc                                      
05/10/99 00006875 01   000 Niki  Niki Doggie                       2,697.00 jeffc                                     
05/10/99 00006875 01   000 Niki  Niki Doggie                  -    2,697.00 jeffc                                      
05/10/99 00006875 01   000 Niki  Niki Doggie                       2,697.00 jeffc                                      
05/10/99 00006875 01   000 Niki  Niki Doggie                  -    2,697.00 jeffc                                      
05/10/99 00006875 01   000 Niki  Niki Doggie                      2,697.00 jeffc                                      
Date: 09/29/2000                                   TakeStock Development, Inc.                                         
Page:    23 
Time: 10:38 AM                                   Order Booking Item Analysis - doc                                     
User: leigh 
 
 
  Date   Document Dept Wh  Slsp  Name                                 Sales User 
==================================================================================================================== 
Major Category: Penta - Penta Description                          (continued) 
Item Number: bike - bicycle                                        (continued) 
 
06/10/99 R0004902 01   000 FRS   Francisco R. Salvatorie           1,798.00 jeffc                                      
06/23/99 C0000749 01   000 Niki  Niki Doggie                  -      899.00 jeffc                                      
11/04/99 R0004903 01   000 FRS   Francisco R. Salvatorie          1,798.00 jeffc                                      
11/04/99 R0004904 01   000 FRS   Francisco R. Salvatorie           1,798.00 jeffc                                      
12/07/99 00008169 01   000 Niki  Niki Doggie                      2,747.80 jeffc                                      
07/18/00 00008596 01   000 DKS   Daniel K. Simmons                   999.00 leah                                       
                                                              -------------                
                                                 Item Total       30,716.80                
                                            New Order Count           15 
                                                              -------------                
                                       Major Category Total       30,716.80                
                                            New Order Count           15 
 
                                                              -------------                
                                               Report Total   -699661108.25                
                                            New Order Count          456 
 
Number of items: 1085 
 
Legend: 
  UM   = Unit of Measure 
  Wh   = Warehouse 
  Slsp = Salesperson 
  G.M. = Gross Margin 
 
Selections for Order Booking Item Analysis - doc                              : Temp: 
Warehouse           : 000 
Document            : All 
Salesperson         : All 
Customer            : All 
Item                : All 
Date                : All 
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How to print the Order Booking Item Analysis 
Report 
1. Access the Order Booking Item Analysis Report.  The complete path is Sale 

Orders  Reports  Order Booking Item Analysis Report.  The system displays 
the Template-Saved Settings dialog box of the Order Booking Item Analysis 
Report.    

  

2. Select the New, Edit, or Copy button to access the Order Booking Item 
Analysis Report:  Untitled dialog box.   

 

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 

This defines the sort order in which the report will print. 
This field can be set to print in order by Major 
Category/Item, Major Category/item/Customer, 
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Major category/item/Salesperson, Item, 
Item/Customer, Salesperson/MajorCategory/Item, 
Salesperson/Major Category/item/Customer, 
Warehouse/Major Category/item, and 
Warehouse/Major Category/Item/Customer. 

Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
choices from the Limit By options. You can select:  
Warehouse, Document, Salesperson, Customer, 
Item, or Date Range. 

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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 Options section of the form, select the optional information to include for 
each record that prints on the report.  Selections for the report are as follows: 

• Rollup Manager Sales—to include manager sales data in the report. 

• Include Minor Category—to include minor categories in the sub sort of 
information when you select Major Category as a Sort By option.   

6. In the Include section of the form, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• Include Unit Quantities to print the units for item quantities on the 
report. 

• Include Cost to print the item costs on the report.  When you select this 
checkbox, you can then select to include Inventory and/or Rebate costs. 

• Include Gross Margin to print the gross margins information for items 
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.  

• 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 

690 TakeStock SO  



Reports How to print the Order Booking Item Analysis Report 

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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Daily Shipping Report 
This report prints a list of confirmed sales orders and backorders with requested 
ship dates within a selected date range.   

 HINT:  Print this report daily, after the Daily Sales Register.  Printing the 
report prior to confirming orders for a new day informs you of what should be 
shipped for the next day.  Orders that contain no line items that are available for 
shipment do not print.   

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 Daily Shipping Report:  Untitled dialog 
box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  
The available options are: Document, Customer, and  
Initiating Warehouse.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Initiating or 
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Shipping Warehouse, Document, Request Date, or Route.   

Include Determines what information to print on the report.  
Available choices are: Description 1, Description 2, and 
Shipment Status (Released, On Hold, and Rejected).   

Select Displays the Selection dialog box so you can set a range 
for the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Daily Shipping Report  
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Daily Shipping Report  
A typical Daily Shipping Report is depicted below: 

Date: 06/24/1998                                  QA's Primary Test Co.                                         Page:     
1 
Time: 12:08 PM                            Daily Shipping Report - Untitled: Temp                                User: 
leigh 
 
                         -----------Document-----------  SL    -----------Inventory-----------  SL ---Stock Reservation---
- 
Item                 Wh  ST Ordered Committed Backordrd  UM    On Hand    On Order   Committed  UM TP  Document Quantity  
S 
==========================================================================================================================
= 
Document: 00002035   Init Whse: 012  Requested: ASAP        Customer: Spike      Spike's buddy                             
 
lw003                012 R        2         0         2  EA        100           0          26  EA  
       im test item for kitting                                                                                            
lw003                012 R        5         0         5  EA        100           0          26  EA  
       im test item for kitting                                                                                            
winds                012 R       65         0        65  EA          0           0           0  EA SPO Omar           65  
O  
       wind instrument recording for                                                                                       
Document: 00002037   Init Whse: 012  Requested: ASAP        Customer: Spike      Spike's buddy                             
 
lw004                012 R       25         2        23  EA         68        1050          62  EA PRO 00000076       15  
O  
                                                                                                   SGP                 6  
O  
                                                                                                   PRO 00000077       24  
O  
       produced parent item                                                                                                
Document: 00002038   Init Whse: 012  Requested: ASAP        Customer: jt1        janie test customer 1                     
 
lw009                012 R      400         0       400  EA        100           0          25  EA SGX 003           400  
O  
       produced parent item                                                                                                
Document: 00002040   Init Whse: 012  Requested: ASAP        Customer: Spike      Spike's buddy                             
 
lw005                012 R        5         0         5  EA        244        6986         244  EA                          
lw006                012 R       32         0        32  EA        100           0           0  EA  
       kitted parent of 5 & 7                                                                                              
Document: 00002041   Init Whse: 012  Requested: ASAP        Customer: jt1        janie test customer 1                     
 
lw003                012 R        5         0         5  EA        100           0          26  EA  
       im test item for kitting                                                                                            
Document: 00002045   Init Whse: 012  Requested: ASAP        Customer: jt2        janies 2nd test company                   
 
lw003                012 R        6         0         6  EA        100           0          26  EA  
       im test item for kitting                                                                                            
Document: 00002053   Init Whse: 012  Requested: ASAP        Customer: jt1        janie test customer 1                     
 
lw005                012 R        5         0         5  EA        244        6986         244  EA  
                                                                                                                           
lw004                012 R        1         0         1  EA         68        1050          62  EA  
       produced parent item                                                                                                
c100                 012 R        6         0         6  EA          0           0           0  EA SGX 003             6  
O  
       Item from Cory/pet                                                                                                  
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How to print the Daily Shipping Report 
1. Access the Daily Shipping Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Daily Shipping Report.  
The system displays the Template-Saved Settings dialog box of the Daily 
Shipping Report.   

  

2. Select the New, Edit, or Copy button to access the Daily Shipping Report:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.  

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Daily Shipping Report for checkbox definitions.   
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5. You have now completed the information for the Daily Shipping Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Unbilled Freight Report 
This report prints a list of all invoices billed with the freight flag set to bill later and 
optionally removes the records after printing.  The system records unbilled freight 
during the Daily Sales Register update.   

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 Unbilled Freight Report:  Untitled 
dialog box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By This report sorts only by Ship Via.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Customer, Ship Via, 
and Invoice.   

Options Determines what type of information to print on the report.  
Select a Cut-off date.  All invoices with unbilled freight that 
have an invoice date equal to or before the cutoff date are 
included.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can select filter 
parameters for the highlighted Limit By option.   

TakeStock SO  697 



 Reports 

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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Unbilled Freight Report  

 
Unbilled Freight Report  
A typical Unbilled Freight Report is depicted below: 

Date: 06/24/1998                QA's Primary Test Co.                        Page:     1 
Time: 12:12 PM         Unbilled Freight Report - Untitled: Temp              User: leigh 
 
 
Ship Via        Invoice     Date    Customer   Ship To                            Weight 
======================================================================================== 
BEST            atl00513 04/24/1997 FallsCust  Falls Gallery Inc.                    .00   
Truck           atl00857 10/10/1997 070290     Mason's Toys, Inc.                  29.00   
Truck           atl00858 10/10/1997 070290     Mason's Toys, Inc.                    .00   
 
Number of Invoices: 3 
 
Selections for Unbilled Freight Report - Untitled: Temp 
Customer    : All 
Ship Via    : All 
Invoice     : All 
Cutoff Date : 06/24/1998 
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How to print the Unbilled Freight Report 
1. Access the Unbilled Freight Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Unbilled Freight Report.  
The system displays the Template-Saved Settings dialog box of the Unbilled 
Freight Report.   

  

2. Select the New, Edit, or Copy button to access the Unbilled Freight Report:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Options portion of the screen, select the cutoff date.  See the Form 
Contents section of the Unbilled Freight Report for definitions.   

5. You have now completed the information for the Unbilled Freight Report.  You 
can select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
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print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Direct Ship/Nonstock Report 
This report prints a list of documents in the sales orders processing cycle that 
contain direct shipments, nonstocked items, and/or stock reservations.   

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 Direct Ship/Nonstock Report:  Untitled 
dialog box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Document, and Product Line.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Init Warehouse, 
Document, Entry Date, and Product Line.   

Include Determines what information to print on the report.  Available 
choices are: Item Description 1 and Item Description 2.   

Options Determines what type of information to print on the report.  
Available choices are:  Nonstocked Items, Direct Shipments, 
and Stock Reservations.   

Select Displays the Selection dialog box so you can set a range for 
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the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Direct Ship/Nonstock Report  

Direct Ship/Nonstock Report  
A typical Direct Ship/Nonstock Report is depicted below: 

Date: 06/24/1998                                       QA's Primary Test Co.                                            
Page:     1 
Time: 12:14 PM                              Direct Ship/Nonstock Report - Untitled: Temp                                
User: leigh 
 
                                                                                                   --Stock Reservation-
- 
Item                  Description                   TP Committed   Shipped   Backord  UM Vendor    Document T S 
Quantity 
=======================================================================================================================
============ 
Doc: 00002168  Type: O Entered: 01/13/1998 Req: ASAP       WH: 012 Cust: jt2        janies 2nd test company        Ship 
To:         
lw0016                quick nonstock entry method    W        25         0         0  EA Omar       
 
 
Number of Documents: 1 
 
Legend: 
  TP   = Type of Shipment (W-Warehouse, D-Direct) 
  T    = Type of Stock Reservation Document (P-Purchase Order, T-Transfer) 
  S    = Status of Stock Reservation Document (O-Open, R-Received, D-Deleted) 
  *    = Ship Complete 
  Type = Type of Order (I-Invoice, O-Open Order) 
  Req  = Requested delivery date of Order 
  WH   = Initiating Warehouse 
  Cust = Customer Number and Customer Name 
  Ship To = Ship To code if shipping address is different from default customer address 
 
Selections for Direct Ship/Nonstock Report - Untitled: Temp 
Warehouse    : 012 
Document     : All 
Entry Date   : All 
Product Line : All 
Include Description 1 
Include Nonstocked Items 
Include Direct Shipments 
No Stock Reservations 
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How to print the Direct Ship/Nonstock Report 
1. Access the Direct Ship/Nonstock Report screen in the Reports submodule of 

Sales Orders.  The complete path is Sales Orders  Reports  Direct 
Ship/Nonstock Report.  The system displays the Template-Saved Settings dialog 
box of the Direct Ship/Nonstock Report.   

  

2. Select the New, Edit, or Copy button to access the Direct Ship/Nonstock Report: 
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Direct Ship/Nonstock Report for checkbox definitions.  

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
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Form Contents section of the Direct Ship/Nonstock Report for checkbox 
definitions.   

6. You have now completed the information for the Direct Ship/Nonstock Report.  
You can select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   

704 TakeStock SO  



Reports  How to print the Direct Ship/Nonstock Report 

Document Audit Report/Update 
Audit Control allows you to track various changes to the different types of Sales 
Order documents.  The Document Audit Report/Update optionally prints and 
updates the information that has been captured in the SO Audit Table records.  If 
the update option is not chosen, the printed records have the Printed flag 
updated so these records will not be printed again, unless the Include 
Previously Printed History option is selected. If the update option is chosen the 
system deletes the printed records and they are no longer available for printing. 

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 Document Audit Report/Update:  
Untitled dialog box.   

 

 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information 
prints.  The available Sort By options are:  
Program/User or User/Program, with minor sorts 
of date and document. 

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Available 
choices are:  Program, User, Customer, 

TakeStock SO  705 



How to print the Direct Ship/Nonstock Report Reports 

Document, and/or Date 

Include Determines what type of information to print on the 
report.  Select Include Previously Printed History 
to reprint audit records as long as those records 
have not been deleted via the update process. 
 
Select Include Deleted Document Line Items to 
print line item detail for deleted documents.   

Select Displays the Selection dialog box so you can set a 
range for the highlighted Limit By option.   

Filter Displays the Filter Manage dialog box so you can 
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.   

OK Saves the new or modified template and exits the 
screen.   

Cancel Exits the screen without saving any changes.   

Print/U
pdate 

Prints the register or report.  If this report is set to 
update, the system deletes the printed records and 
they are no longer available for printing. 

Setup Accesses the Print Setup dialog box so you can 
select settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Document Audit Report/Update  
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Document Audit Report/Update Report Sample  

-

A

T

Date: 03/31/2004                                TakeStock Development at Infor                                          
Page:     1 
Time: 12:22 PM                                      SO Audit History Report                                               
User: alan 
 
     Date        Time     User  Document #     Table            Field                From                              To 
    ---------- --------- ------ ---------- -------------- ------------  ------------------------------  ------------------
------------- 
    03/28/2001  9:47 AM  jon    00000001   soDocHdr       ReqDate        03/31/2004                     
04/02/2004 
    03/28/2001  9:47 AM  jon    00000001   soDocLn        SellUM        EA                             BX 
    03/28/2001  9:47 AM  jon    00000001   soDocInvc      Shipped Date  03/30/2004                     03/31/2004 
    03/28/2001  9:47 AM  jon    00000001   soDocShipWhse  AddOn Chg 2   5.00                     10.00 
    03/28/2001  9:47 AM  jon    00000002                                      <Document Deleted> 
    03/28/2001  9:47 AM  jon    00000003                  Invoice                      <Document 
Printed> 
    03/28/2001  9:47 AM  jon    00000004                                    <Confirmation Stopped> 
 typical Document Audit Report/Update is depicted below: 
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How to print the Document Audit Report/Update 
1. Access the Document Audit Report/Update screen in the Reports submodule of 

Sales Orders.  The complete path is Sales Orders  Reports  Document Audit 
Report/Update.  The system displays the Template-Saved Settings dialog box of 
the Document Audit Report/Update.   

 

2. Select the New, Edit, or Copy button to access the Document Audit 
Report/Update:  Untitled dialog box.   

 

 

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select: 
 
Include Previously Printed History to reprint audit records as long as those 
records have not been deleted via the update process, 
 
Include Deleted Document Line Items to print line item detail for deleted 
documents.     
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5. You have now completed the information for the Deposit Listing.  You can 
select: 
• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Deposit Listing 
This program prints a listing of deposits made against open sales orders.   

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 Deposit Listing:  Untitled dialog box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are:  Document, Customer, Name, 
and  Alternate.   

Limit 
By 

Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Document, Customer, 
Alternate, and Deposit Date.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Deposit Listing  
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Deposit Listing Report  
A typical Deposit Listing Report is depicted below: 

Date: 06/24/1998                                    QA's Primary Test Co.                                           Page:  
1 
Time: 12:17 PM                                 Deposit Listing - Untitled: Temp                                      User: 
leigh 
 
                                                                                                                       
Total on 
Document Invoice      Customer   Name                                 Amount     Date    Check #              Type       
Deposit 
==========================================================================================================================
====== 
00000132              80000500   Everything for Birds & Pets       5,000.00  06/11/1996 123456789            vi      
                                                                       0.00  06/24/1998 123456789            vi        
5,000.00  
00000190              80000900   Boxer Shorts                         75.00  06/17/1996 16948941896          ck      
         atl00052-010                                           (     25.00) 06/17/1996                      ck      
         atl00053-010                                           (     35.00) 06/17/1996                      ck      
         atl00054-010                                           (     15.00) 06/17/1996                      ck      
                                                                       0.00  06/24/1998 16948941896          ck            
0.00  
00000416              80000900   Boxer Shorts                        279.50  07/18/1996 1694164-018          ck      
         atl00109-010                                           (    123.95) 07/23/1996                      ck      
                                                                       0.00  06/24/1998 1694164-018          ck          
155.55  
00000703              duck       Duck Unlimited                      650.00  03/06/1997                      ca      
                                                                       0.00  06/24/1998                      ca          
650.00  
00001074              shasta     Shasta's HideAway                    78.68  04/21/1997 1265                 ck      
                                                                       0.00  06/24/1998 1265                 ck           
78.68  
00001078              80000900   Boxer Shorts                      7,815.41  04/21/1997 12485                ck      
         atl00492-010                                           (  2,428.91) 04/21/1997                      ck      
                                                                       0.00  06/24/1998 12485                ck        
5,386.50  
00001110              FallsCust  Falls Gallery Inc.                  370.13  04/28/1997 546874               ck      
         MIA00091-333                                           (    370.13) 04/28/1997                      ck      
                                                                       0.00  06/24/1998 546874               ck            
0.00  
00001129              FallsCust  Falls Gallery Inc.                1,104.82  04/28/1997 546988               ck      
         MIA00092-333                                           (  1,104.82) 04/28/1997                      ck      
                                                                       0.00  06/24/1998 546988               ck            
0.00  
00001135              FCUST      Non-Resale Falls Customer         1,408.51  04/24/1997 3214                 ck      
         MIA00068-333                                           (  1,408.51) 04/24/1997                      ck      
                                                                       0.00  06/24/1998 3214                 ck            
0.00  
00001147              FallsCust  Falls Gallery Inc.                  625.40  04/25/1997 1135                 ck      
         atl00522-010                                           (    625.40) 04/25/1997                      ck      
                                                                       0.00  06/24/1998 1135                 ck            
0.00  
00001617              92188      Paige's Pets, Inc.               50,000.00  07/16/1997 33214899789          ck      
                                                                       0.00  06/24/1998 33214899789          ck       
50,000.00  
00001951              COIN       COIN FINANCIAL SYSTEMS              100.00  10/24/1997                      ca      
                                                                       0.00  06/24/1998                      ca          
100.00  
00002483              Spike      Spike's buddy                    12,500.00  02/18/1998                      ca      
                                                                       0.00  06/24/1998                      ca       
12,500.00  
00002492              Detroit    City of Detroit                   2,000.00  02/18/1998                      ca      
                                                                       0.00  06/24/1998                      ca        
2,000.00  
00002560              Cash       Cash Customer                       245.28  03/10/1998                      ca      
                                                                       0.00  06/24/1998                      ca          
245.28  
D0000139              92188      Paige's Pets, Inc.                  100.00  02/27/1997 3948499284           ck      
         atl00336-010                                           (    100.00) 02/27/1997                      ck      
                                                                (     50.00) 06/24/1998 3948499284           ck    (      
50.00  
 

 

712 TakeStock SO  



Reports  How to print the Deposit Listing 

How to print the Deposit Listing 
2. Access the Deposit Listing screen in the Reports submodule of Sales Orders.  

The complete path is Sales Orders  Reports  Deposit Listing.  The system 
displays the Template-Saved Settings dialog box of the Deposit Listing.   

  

3. Select the New, Edit, or Copy button to access the Deposit Listing:  Untitled 
dialog box.   

  

6. Select the Sort By and the Limit By settings for new or modified templates.   

7. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Deposit Listing for checkbox definitions.   

8. You have now completed the information for the Deposit Listing.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
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print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Lost Sales Report 
Use this program to print a report of items with recorded lost sales.   

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 Lost Sales Report:  Untitled dialog 
box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Item and Reason Code.   

Limit 
By 

Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, Period Range, 
Reason Code, and Item.   

Include Determines what information to print on the report.  Available 
choices are: Description 1 and Description 2 of the Item Number.   

Options Determines what type of information to print on the report.  
Available choices are:  Print (Warehouse Detail and Period 
Detail) and Print NonStocks (Yes, No, or Only).   

Select Displays the Selection dialog box so you can set a range for the 
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highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Lost Sales Report  
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Lost Sales Report  
A typical Lost Sales Report is depicted below: 

Date: 06/24/1998                                      QA's Primary Test Co.                                            
Page:     1 
Time: 12:26 PM                                  Lost Sales Report - Untitled: Temp                                      
User: leigh 
 
                                                                                                      # 
Item                 Description                   Reason for Lost Sale               Wh  Period  Reqs   Quantity UM      
Total 
========================================================================================================================
=========== 
bom0401              BOM 04/01/97                   date  Couldn't deliver by req. dat 001 01/1997    0          0 EA      
0.00  
                                                                                           02/1997    0          0 EA      
0.00  
                                                                                           03/1997    0          0 EA      
0.00  
                                                                                           04/1997    1         15 EA      
150.00  
                                                                                           05/1997    0          0 EA 
0.00  
                                                                                           10/1997    0          0 EA      
0.00  
                                                                                           11/1997    0          0 EA      
0.00  
                                                                                           12/1997    0          0 EA      
0.00  
                                                                                                                       -
----------- 
                                                                                                  Warehouse Total          
150.00  
                                                                                                                       -
----------- 
                                                                                                Reason Code Total          
150.00  
                                                                                                                       -
----------- 
                                                                                                       Item Total          
150.00  
 
c104                 Item c104 for cory             noh   Not enough inventory on hand 001 01/1997    0          0 EA      
0.00  
                                                                                           02/1997    0          0 EA      
0.00  
                                                                                           03/1997    0          0 EA      
0.00  
                                                                                           04/1997    0          0 EA 
0.00  
                                                                                           09/1997    0          0 EA      
0.00  
                                                                                           10/1997    0          0 EA      
0.00  
                                                                                           11/1997    0          0 EA      
0.00  
                                                                                           12/1997    0          0 EA      
0.00  
                                                                                                                       -
----------- 
                                                                                                 Warehouse Total          
80.00  
                                                                                                                       -
----------- 
                                                                                               Reason Code Total          
80.00  
                                                                                                                       -
----------- 
                                                                                                      Item Total          
80.00  
                                                                                                                       -
----------- 
                                                                                                    Report Total          
230.00  
 
Number of Items: 2 
 
Legend: 
  Wh     = Warehouse 
  # Reqs = Number of requests for the item 
 
Selections for Lost Sales Report - Untitled: Temp 
Warehouse    : 001 
Period Range : All 
Reason Code  : All 
Item         : bike, bom0401, c103, c104 
Include Description 1 and Description 2  
Include Warehouse Detail 
Include Period Detail 
Include Nonstock Items 
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How to print the Lost Sales Report 
1. Access the Lost Sales Report screen in the Reports submodule of Sales Orders.  

The complete path is Sales Orders  Reports  Lost Sales Report.  The system 
displays the Template-Saved Settings dialog box of the Lost Sales Report.   

  

2. Select the New, Edit, or Copy button to access the Lost Sales Report: Untitled 
dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Lost Sales Report for checkbox definitions.   

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Lost Sales Report for checkbox definitions.   
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6. You have now completed the information for the Lost Sales Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Returns Report 
This program prints a report of all returned items along with the returns code for 
the item.   

This report helps you track returns.  It provides the document information from 
the return, the item information, and the return type.  It also provides an optional 
removal of return records.   

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 Returns Report:  Untitled dialog box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Item and Customer.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, 
Customer, Item, Return Date, and Return Code.   

Include Determines what information to print on the report.  
Available choices are: Description 1, Description 2, and Notes 
(Item and Document) 

Select Displays the Selection dialog box so you can set a range for 
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the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Returns Report  
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Returns Report  
A typical Returns Report is depicted below: 

Date: 06/24/1998                                   QA's Primary Test Co.                                           Page:   
1 
Time: 12:31 PM                                 Returns Report - Untitled: Temp                                     User: 
leigh 
 
                                            Warehouse ------Return-------                     Price  Return 
Customer   Name                           T Init Ship Document    Date      Quantity  UM   Extension  Code  Type 
========================================================================================================================
====== 
Item: 2006 bom item #2006 
 
Fifi       Fifi's Boutique                W 001  001  C0000104 05/20/1998         10- EA ( 2,450.00) rt    Return          
                                                                                        ------------ 
                                                                           Item Total   (  2,450.00) 
Item: bike Bicycle - Produced 
 
Fifi       Fifi's Boutique                W 001  001  C0000103 05/20/1998         25- EA (24,500.00) rt    Return          
KoKo       KoKo's Spa City                W 001  001  C0000101 05/13/1998          1- EA (   975.00) rt    Return          
                                                                                        ------------ 
                                                                           Item Total   ( 25,475.00) 
Item: bike2 updated version of the bike 
 
Detroit    City of Detroit                W 001  001  C0000089 01/15/1998          1- EA ( 1,187.50) rt    Return          
                                                                                        ------------ 
                                                                           Item Total   (  1,187.50) 
Item: bike3 another bike 
 
KoKo       KoKo's Spa City                W 001  001  00002803 04/29/1998         10- EA ( 7,250.00) rt    Return          
                                                                                        ------------ 
                                                                           Item Total   (  7,250.00) 
Item: blanket Whippet blanket 
 
92188      Paige's Pets, Inc.             W 001  001  C0000059 07/28/1997         10- EA (   778.70) dm    Return          
Spike      Spike's buddy                  W 001  001  C0000091 04/10/1998          5- EA (   367.80) rt    Return          
whippets   The Whippet Babies             W 001  001  C0000070 08/21/1997          8- EA (   622.96) al    Allowance       
whippets   The Whippet Babies             W 001  001  C0000071 08/21/1997         15- EA ( 1,168.05) al    Allowance       
                                                                                        ------------ 
                                                                           Item Total   (  2,937.51) 
Item: bom0401 BOM 04/01/97 
 
Sadie      Sadie's Precious Moments       W 001  001  00000950 04/01/1997          2- EA (   300.00) dm    Return          
                                                                                        ------------ 
                                                                           Item Total   (    300.00) 
                                                                                        ------------ 
                                                                         Report Total   ( 39,600.01) 
 
Number of Documents: 10 
 
Date: 06/24/1998                                   QA's Primary Test Co.                                           Page:   
2 
Time: 12:31 PM                                 Returns Report - Untitled: Temp                                     User: 
leigh 
 
                                            Warehouse ------Return-------                     Price  Return 
Customer   Name                           T Init Ship Document    Date      Quantity  UM   Extension  Code  Type 
========================================================================================================================
====== 
Legend: 
  T              = Type of Shipment (W=Warehouse, D=Direct) 
  Warehouse Init = Initiating Warehouse 
  Warehouse Ship = Shipping Warehouse 
 
Selections for Returns Report - Untitled: Temp 
Initiating Whse : All 
Shipping Whse   : All 
Customer        : All 
Item            : 2006, bike, bike2, bike3, blanket, bom0401 
Return Date     : All 
Return Code     : All 
Include Description 1 and Description 2  
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How to print the Returns Report 
1. Access the Returns Report screen in the Reports submodule of Sales Orders.  

The complete path is Sales Orders  Reports  Returns Report.  The system 
displays the Template-Saved Settings dialog box of the Returns Report.   

  

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

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Returns Report for checkbox definitions.   

5. You have now completed the information for the Returns Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
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print and/or update settings.   

Print to print the report without•  saving your current selection.   

the 

• cess the online Help for this screen.   

• Cancel to exit without saving your current selections or printing 
report.   

Help to ac
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Route Recap Report 
This report prints a list of the invoices on a selected route that have not yet been 
released.   

Note: This program is available only if you selected the Use Routes option in SO Control Maint.   

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 Route Recap Report:  Untitled dialog 
box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By This report sorts by Route.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, Route, 
Customer, and Document.   

Options Determines what type of information to print on the report.  
Available choices are:  Document Status (Entered, Printed, 
Confirmed, Invoiced, and Released.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can select filter 
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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.   

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 so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Route Recap Report  

Route Recap Report  
A typical Route Recap Report is depicted below: 

Date: 06/24/1998                     QA's Primary Test Co.                           Page:     1 
Time: 12:34 PM                 Route Recap Report - Untitled: Temp                   User: leigh 
 
Route 
Stop # Invoice  Document S Customer   Name                                    Cash        Charge 
================================================================================================ 
Warehouse : 001 - Atlanta Warehouse 
Route     : FRI   - Friday 
 
04              B0004201 E Spike      Spike's buddy                                      405.90  
04              B0004202 E Spike      Spike's buddy                                      405.90  
04              B0004203 E Spike      Spike's buddy                                      405.90  
04              B0004204 E Spike      Spike's buddy                                      405.90  
04              B0004205 E Spike      Spike's buddy                                       24.50  
04              B0004206 E Spike      Spike's buddy                                      381.40  
                                                                    ------------- ------------- 
                                                        Route Total          0.00      2,029.50  
Date: 06/24/1998                     QA's Primary Test Co.                           Page:     2 
Time: 12:34 PM                 Route Recap Report - Untitled: Temp                   User: leigh 
 
Route 
Stop # Invoice  Document S Customer   Name                                    Cash        Charge 
================================================================================================ 
                                                                    ------------- ------------- 
                                                       Report Total          0.00      2,029.50  
 
Number of Documents: 6 
 
Legend: 
S = Document Status (E = Entered, P = Printed, C = Confirmed, I = Invoiced, R = Released) 
 
Selections for Route Recap Report - Untitled: Temp 
Shipping Warehouse : 001 
Route              : All 
Customer           : All 
Document           : All 
Include Entered Documents 
Include Printed Documents 
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How to print the Route Recap Report 
1. Access the Route Recap Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Route Recap Report.  
The system displays the Template-Saved Settings dialog box of the Route Recap 
Report.   

  

2. Select the New, Edit, or Copy button to access the Route Recap Report:  Untitled 
dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Route Recap Report for checkbox definitions.   
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5. You have now completed the information for the Route Recap Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Customer Price List 
Use this program to print an individualized price list for a selected customer.   

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 Customer Price List:  Untitled dialog 
box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Item, Vendor, and  Item Price 
Class.   

Limit 
By 

Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Item, Vendor, and 
Item Price Class.   

Include Determines what information to print on the report.  
Available choices are: Warehouse, Description 1, Description 
2, and Price Basis.   

Options Determines what type of information to print on the report.  
Available choices are: Print Price Schedules Only, Print 
Pricing UM (All or Default), and Effective Date.   
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Select Displays the Selection dialog box so you can set a range 
for the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Customer Price List 

Customer Price List Report  
A typical Customer Price List is depicted below: 

Date: 06/24/1998                          QA's Primary Test Co.                                  Page:     1 
Time: 12:39 PM                     Customer Price List - Untitled: Temp                          User: leigh 
 
 
Item                 Description                          Price   UM 
============================================================================================================ 
bike                 Bicycle - Produced                  980.00 EA                                           
bike10               Multi-bin bike                      294.00 EA                                           
bike2                updated version of the bike        1225.00 EA                                           
bike3                another bike                        735.00 EA                                           
bike4                another bike - El Cheapo            245.00 EA                                           
bom50                BOM50                               103.80 EA                                           
bones                doggy flavored bones                  7.82 BX                                           
                                                          31.28 CS                                                         
                                                           0.65 EA                                                         
 
Number of Items: 7 
 
 
Selections for Customer Price List - Untitled: Temp 
Customer         : jt2 
Item             : bike, bike10, bike2, bike3, bike4, bom50, bones 
Vendor           : All 
Item Price Class : All 
Warehouse        : 001 
Cutoff Date      : 06/24/1998 
Include Description 1 
Print Price for All Pricing UM 
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How to print the Customer Price List 
1. Access the Customer Price List screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Customer Price List.  
The system displays the Template-Saved Settings dialog box of the Customer 
Price List.   

  

2. Select the New, Edit, or Copy button to access the Customer Price List:  Untitled 
dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Customer Price List for checkbox definitions.  
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5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Customer Price List for checkbox definitions.   

6. You have now completed the information for the Customer Price List.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the report.   

• Help to access the online Help for this screen.   

732 TakeStock SO  



Reports  Quote Listing 

Quote Listing 
This program prints a list of quotes and optionally removes quote records from the 
system.   

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 Quote Listing:  Untitled dialog box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are:  Document, Salesperson, 
Customer, Name, and  Alternate.   

Limit 
By 

Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are:  Warehouse, Document, 
Customer, Alternate, and Salesperson.   

Include Determines what information to print on the report.  Available 
choices are:  Description 1, Description 2, Notes, and Quote Status 
(Open, Expired, and Sold).   

Options Determines what type of information to print on the report.  
Available choices are:  Summary (quote number, quote date, 
expiration date, customer, customer name, ship to, quoted to, 
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initiating warehouse, quote total and order number if the quote 
has been converted to an order), or Detail (all summary and 
reference number (customer PO#), add-ons, item numbers, 
item descriptions, quoted quantities, selling unit of measures, 
shipping warehouses, prices, pricing unit of measures, and line 
item extensions).  If you select Detail, you can include Cost 
Information and BOM Component, which print along with parent 
items.  Each component includes the item number, item 
description, quantity, and stocking unit of measure. 

Select Displays the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Quote Listing  
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Quote Listing Report  
A typical Quote Listing is depicted below: 

Date: 06/24/1998                                      QA's Primary Test Co.                                             
Page:     1 
Time: 12:50 PM                                    Quote Listing - Untitled: Temp                                        
User: leigh 
 
                                                                                                         Init 
Quote       Date      Expires  Customer   Name              Ship To          Quoted To              Slsp Whse        Total  
Order 
==========================================================================================================================
========= 
Q0000198 01/19/1998 Never      jt2        janies 2nd test c janies 2nd test  Janie Troutman         ANGIE 012    4,083.10  
00002221 
                                                                                                              ----------- 
                                                                                    Document Detail Total  $     4,083.10  
Q0000200 01/19/1998 Never      jt2        janies 2nd test c janies 2nd test  Janie Troutman         ANGIE 012      749.32  
00002223 
                                                                                                              ----------- 
                                                                                    Document Detail Total  $       749.32  
                                                                                                              ----------- 
                                                                                            Report Total  $      4,832.42  
 
Number of Quotes: 2 
 
Legend: 
  Init Whse = Initiating Warehouse 
  Only Expired or Sold Quotes are removed.  
 
Selections for Quote Listing - Untitled: Temp 
Warehouse    : 012 
Document     : All 
Customer     : All 
Alternate    : All 
Salesperson  : All 
Cutoff Date: 06/24/1998 
Print: Summary 
Including Description 1 
Including Sold Quotes 
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How to print the Quote Listing 
1. Access the Quote Listing screen in the Reports submodule of Sales Orders.  The 

complete path is Sales Orders  Reports  Quote Listing.  The system displays 
the Template-Saved Settings dialog box of the Quote Listing.   

  

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

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Quote Listing for checkbox definitions.   

736 TakeStock SO  



Reports  How to print the Quote Listing 

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Quote Listing for checkbox definitions.   

6. You have now completed the information for the Quote Listing.  You can select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Blanket Order Report 
This report prints information on open or past blanket orders.   

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 Blanket Order Report:  Untitled dialog 
box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available options are: Document and Customer.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Document, Customer, 
Warehouse, Ship To, Request Date, and Entry Date.   

Include Determines what information to print on the report.  Available 
choices are: Description 1, Description 2, and Notes.   

Options Determines what type of information to print on the report.  
Available choices are: Summary (includes the blanket order 
number, status, customer, default ship to, warehouse, entry 
date, lead time, terms code, and Customer PO # number), 
Overview (contains the information from the summary format 
plus the item, ship to, request date, and quantity for each 
scheduled shipment) or Release (contains all summary 
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information and the Ship To, request date, item, and quantity 
for each item).  You can also select either Open or Past 
Documents.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select settings 
for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Blanket Order Report  

Blanket Order Report  
A typical Blanket Order Report is depicted below: 

Date: 06/24/1998                                      QA's Primary Test Co.                                              
Page:     1 
Time: 12:52 PM                                 Blanket Order Report - Untitled: Temp                                     
User: leigh 
                                                             Summary 
 
 
Document Customer   Name                          Ship To  Original    Current   Released  WH     Entry   Terms 
Customer PO # 
=======================================================================================================================
============= 
B00002   80000900   Boxer Shorts                   902       781.31        0.00      781.31  001 06/24/1996 30          
B00003   80001      Those Crazy Cats, Inc.         81         818.20        0.00      818.20  001 06/24/1996 30    
pr2800test        
B00056   92188      Paige's Pets, Inc.            Same     1,098.87      732.58      366.29  001 09/18/1997 01          
B00077   whippets   The Whippet Babies             Same     1,470.00      980.00      490.00  001 01/21/1998 15          
B00084   lisa       Lisa's test customer           Same    21,112.00   21,112.00        0.00  001 03/13/1998 01          
B00085   D Pistons  Detroit Pistons                Same       206.40      206.40        0.00  001 03/17/1998 02    
verbal            
B00086   Spike      Spike's buddy                  Same       206.40      206.40        0.00  001 03/18/1998 30    
verbal            
 
Number of Documents: 7 
 
Legend: 
  WH = Initiating Warehouse 
 
Selections for Blanket Order Report - Untitled: Temp 
Document     : All 
Customer     : All 
Warehouse    : 012, 001 
Ship To      : All 
Request Date : All 
Entry Date   : All 
Open Documents 
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How to print the Blanket Order Report 
1. Access the Blanket Order Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Blanket Order Report.  
The system displays the Template-Saved Settings dialog box of the Blanket 
Order Report.   

  

2. Select the New, Edit, or Copy button to access the Blanket Order Report:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Blanket Order Report for checkbox definitions.   

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Blanket Order Report for checkbox definitions.   
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6. You have now completed the information for the Blanket Order Report.  You can 
select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Recurring Document Listing 
This report prints a list of recurring documents.   

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 Recurring Document Listing:  Untitled 
dialog box.   

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Document and  Customer.   

Limit By Limits the information that the system prints by selecting specific 
identifying characteristics or a range of identifying 
characteristics.  Available choices are: Document, Customer, and 
Salesperson.   

Include Determines what information to print on the report.  Available 
choices are: Document Status (Post This Period, Completed This 
Period, Expired, and Unexpired).   

Options Determines what type of information to print on the report.  
Available choices are:  Post Date.   

Select Displays the Selection dialog box so you can set a range for the 
highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select settings for 
printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Recurring Document Listing  

Recurring Document Listing  
A typical Recurring Document Listing is depicted below: 

Date: 06/24/1998                                     QA's Primary Test Co.                                             
Page:     1 
Time: 12:55 PM                             Recurring Document Listing - Untitled: Temp                                 
User: leigh 
 
                             -Post As-  Post                                         Document               Posted to 
Date 
Wh  Slsp  TC    Tax Code     Invc Prnt   Day   Months to Post                           Amount  Cutoff         #       
Total  Stat 
=======================================================================================================================
=========== 
Document: R00003    Customer: Spike      Spike's buddy                   Ship To: Same    Memo:                          
001 CANDY 30    TN000033        N    N     1   01,02,03,04,05,06,07,08,09,10,11,12     231.82  D              0       
0.00  UP     
 
Document: R00010    Customer: 111        Joe Testapp                     Ship To: Same    Memo:                          
014 ANGIE 01    GA              Y    Y    27   10,11                                    88.82  N  2           2     
120.00  E      
 
Document: R00012    Customer: 111        Joe Testapp                     Ship To: Same    Memo:                          
014 ANGIE 01    GA              Y    N    28   10,11                                    88.82  N  2           2     
120.00  E      
 
Document: R00013    Customer: 222        Donald's Grading                Ship To: Same    Memo:                          
014 ANGIE 01    GA              Y    Y    28   10,11                                 1,104.15  N  2           2     
976.80  E      
 
Document: R00018    Customer: Spike      Spike's buddy                   Ship To: Same    Memo:                          
001 CANDY cd    TN000033        N    N     1   01,02,03,04,05,06,07,08,09,10,11,12     431.22  D              0       
0.00  UP     
 
 
Number of Documents: 5 
 
Legend: 
  Wh = Warehouse 
  Slsp = Salesperson 
  TC = Terms Code 
  Invc = Invoice 
  Prnt = Printed 
  Cutoff = Document posting cutoff basis (D=Date, N=Number of Payments, A=Amount) 
  Status = Document Status (P=Post This Period, C=Completed This Period, E=Expired This Period, U=Unexpired) 
 
Selections for Recurring Document Listing - Untitled: Temp 
Document    : All 
Customer    : 111, 222, Spike 
Salesperson : All 
Post Date   : 06/24/1998 
Including documents posted this period 
Including documents completed this period 
Including expired documents 
Including unexpired documents 
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How to print the Recurring Document Listing 
1. Access the Recurring Document Listing screen in the Reports submodule of 

Sales Orders.  The complete path is Sales Orders  Reports  Recurring 
Document Listing.  The system displays the Template-Saved Settings dialog box 
of the Recurring Document Listing.   

  

2. Select the New, Edit, or Copy button to access the Recurring Document Listing:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Recurring Document Listing for checkbox definitions.   

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
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Form Contents section of the Recurring Document Listing for checkbox 
definitions.   

6. You have now completed the information for the Recurring Document Listing.  
You can select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Overdue Orders Report 
This program prints a list of overdue orders.   

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 Overdue Orders Report:  Untitled 
dialog box.   

 

 Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Document, Salesperson, and  
Order Date.   

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Document, Customer, 
Item, Salesperson, Vendor, and Date/Document.   

Include Determines what information to print on the report.  
Available choices are: Item Description 2, On Hold Orders, 
Reservation Information, and Notes.   

Options Determines what type of information to print on the report.  
Available choices are:  Minimum Days Overdue and Backorder 
Lines Only.   

Select Displays the Selection dialog box so you can set a range for 
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the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

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 so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Overdue Orders Report  
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Overdue Orders Report  
A typical Overdue Orders Report is depicted below: 

Date: 06/24/1998                                      QA's Primary Test Co.                                        Page:    
1 
Time:  1:02 PM                                Overdue Orders Report - Untitled: Temp                                     
User: leigh 
 
                                                   ---------------Order--------------- SL -----Inventory-------- SHP 
Item                 Description                    Ordered Committed Shipped Backordr UM  Available   On Order  WHS 
Disposition 
==========================================================================================================================
========== 
  
Doc#: 00002004  S: Entered Wh: 001 Cust: 222 Slsp: ANGIE  Ordered: 11/04/1997 Requested: ASAP *Ready to Ship* 
501                  item-501                            25       25        0        0 EA          0       1000  001 
Backordered     
  
Doc#: 00002581  S: Printed Wh: 001 Cust: 222 Slsp: ANGIE  Ordered: 03/10/1998 Requested: ASAP *Ready to Ship* 
prod2                Lion Family in the Maasai Mara      10       10        0        0 EA          2         27  001 
Backordered     
  
Doc#: R0001301  S: Entered Wh: 014 Cust: 222 Slsp: ANGIE  Ordered: 10/28/1997 Requested: 10/28/1997 *Ready to Ship* 
SS501                ITEM SS501                          50       50        0        0 EA        150          0  014 *Can 
Be Filled  
SS502                ITEM SS502                          10       10        0        0 EA         16          0  014 *Can 
Be Filled  
 
Number of Documents: 3 
 
Legend: 
  SL UM   = Selling Unit of Measure 
  SHP WHS = Shipping Warehouse 
  *       = Ship Complete Document or Line Item 
  **      = BOM Component Item 
  Doc#    = Document Number 
  S       = Order Status 
  Wh      = Initial Warehouse 
  Cust    = Customer 
  Slsp    = Salesperson 
  T       = Reservation Type (O-Purchase Order, T-Transfer, P-Production) 
 
Selections for Overdue Orders Report - Untitled: Temp 
Document            : All 
Customer            : 222 
Item                : All 
Salesperson         : All 
Shipping Warehouse  : All 
Vendor              : All 
Minimum Days Overdue: 1 
Including Reservation Information 
       
Notes: BOM Components will not print unless there is a backordered parent amount. 
       The 'Reserved:' section will not print unless there is a special tie for the item. 
       The '**' in legend will not print unless at least one component item prints. 
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How to print the Overdue Orders Report 
1. Access the Overdue Orders Report screen in the Reports submodule of Sales 

Orders.  The complete path is Sales Orders  Reports  Overdue Orders 
Report.  The system displays the Template-Saved Settings dialog box of the 
Overdue Orders Report.   

  

2. Select the New, Edit, or Copy button to access the Overdue Orders Report:  
Untitled dialog box.   

  

3. Select the Sort By and the Limit By settings for new or modified templates.  

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Overdue Orders Report for checkbox definitions.   

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Overdue Orders Report for checkbox definitions.   
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6. You have now completed the information for the Overdue Orders Report.  You 
can select: 

• OK to save the current setting as a template.   

• Setup if you need to access the Print Setup dialog box so you can modify 
print and/or update settings.   

• Print to print the report without saving your current selection.   

• Cancel to exit without saving your current selections or printing the 
report.   

• Help to access the online Help for this screen.   
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Detailed Invoice Item Analysis 
Using this report, you can print a listing of the TakeStock Past Invoice tables for a 
selected period or date range.  These are postings from the Daily Sales Register.   

Use the Detailed Item Invoice Analysis in conjunction with the Overdue Booking 
Item Analysis to analyze line item details for past invoices and order bookings. 

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 Detailed Item Invoice Analysis:  
Untitled dialog box.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are:  Major Category/Item, Major 
Category/Item/Customer, Major Category/Item/Salesperson, 
Item, Item/Customer, Salesperson/Major Category/Item, 
Salesperson/Major Category/Item/Customer, Warehouse/Major 
Category/Item and Warehouse/Major Category/Item/Customer.   

Include 
Minor 
Category 

Indicates that you want to include minor categories in the 
sort order of the report. 

Limit By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
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characteristics.  Available choices are:  Warehouse, 
Document, Salesperson, Customer, Item, and Order Date 
Range.   

Include Determines what information to print on the report.  
Available choices are:  Include Unit Quantities, Include Cost, 
and Include Gross Margin.   

Options Determines what type of information to print on the report.  
There are no options for this report.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the report.   

Setup Accesses the Print Setup dialog box so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Detailed Invoice Item Analysis  
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Detailed Invoice Item Analysis  
A typical Detailed Invoice Item Analysis is depicted below: 

Date: 09/29/2000                                   TakeStock Development, Inc.                                           
Page:     1 

Time: 10:41 AM                            Detailed Invoice Item Analysis - Untitled: Temp                                
User: leigh 

  Date   Document Dept Wh  Slsp  Name                              Sales Invoice 

======================================================================================================================== 

Major Category: aaa - Major Product Category aaa 

Item Number: 01 - Bin Testing Item 01 

05/12/99 00006925 01   000 Niki  Niki Doggie                    2,697.00 77701691                                           

05/12/99 00006926 01   000 Niki  Niki Doggie                   2,697.00 77701692                                           

05/13/99 00006935 01   000 Niki  Niki Doggie                      899.00 77701700                                           

05/13/99 C0000701 01   000 Niki  Niki Doggie               -      899.00 77701703                                           

05/13/99 C0000705 01   000 Niki  Niki Doggie               -      899.00 77701716                                           

05/13/99 C0000700 01   000 Niki  Niki Doggie               -      899.00 77701702                                           

05/25/99 00007003 01   000 Niki  Niki Doggie                    1,798.00 77701746                                           

06/08/99 D0000927 01   000 Niki  Niki Doggie                      899.00 77701784                                           

06/10/99 00007145 01   000 DKS   Daniel K. Simmons              1,798.00 77701788                                           

06/10/99 B0023601 01   000 DKS   Daniel K. Simmons              1,798.00 77701787                                           

06/11/99 00007149 01   000 Niki  Niki Doggie                      899.00 77701792                                           

06/11/99 00007148 01   000 Niki  Niki Doggie                      899.00 77701790                                           

06/11/99 C0000740 01   000 Niki  Niki Doggie               -      899.00 77701819                                           

06/11/99 C0000723 01   000 Niki  Niki Doggie               -      899.00 77701795                                           

06/11/99 C0000724 01   000 Niki  Niki Doggie               -      899.00 77701801                                           

06/11/99 C0000725 01   000 Niki  Niki Doggie               -      899.00 77701804                                           

06/11/99 C0000738 01   000 Niki  Niki Doggie               -      899.00 77701817                                           

 OMITTED INFORMATION 
                                                           -------------                

                                               Item Total $    23,104.30                

 

OMITTED INFORMATION 
Date: 09/29/2000                                   TakeStock Development, Inc.                                           
Page:    14 

Time: 10:41 AM                            Detailed Invoice Item Analysis - Untitled: Temp                                
User: leigh 

  Date   Document Dept Wh  Slsp  Name                              Sales Invoice 

======================================================================================================================== 

Major Category: Penta - Penta Description                          (continued) 

Item Number: bike - bicycle                                        (continued) 

                                                           -------------                

                                               Item Total $    13,050.00                

                                                           -------------                

                                     Major Category Total $    13,050.00                

                                                           -------------                

                                             Report Total $    36,283.33                

Number of items: 597 

Legend: 

UM   = Unit of Measure 

Wh   = Warehouse 

Slsp = Salesperson 

G.M. = Gross Margin 

Selections for Detailed Invoice Item Analysis - Untitled: Temp: 

Warehouse           : 000 

Document            : All 

Salesperson         : All 

Customer            : All 

Item                : All 
Order Date          : All 
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How to print the Detailed Invoice Item Analysis 
  

1. Access the Detailed Invoice Item Analysis program in the Reports submodule of 
Sales Orders.  The complete path is Sales Orders Reports Detailed Invoice 
Item Analysis.  The system displays the Template-Saved Settings dialog box of 
the Detailed Invoice Item Analysis.   

 

2. Select the New, Edit, or Copy button to access the Detailed Invoice Item 
Analysis:  Untitled dialog box.   

 

3. Select settings for Sort By and the Limit By settings for new or modified 
templates.   
 
Select the Include Minor Category checkbox if you want to include minor 
categories in the sort order of the report. 
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Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information prints.  
The available Sort By options are: Major 
Category/Item, Major Category/Item/Customer, Major 
Category/Item/Salesperson, Item, Item/Customer, 
Salesperson/Major Category/Item, Salesperson/Major 
Category/Item/Customer, Warehouse/Major 
Category/Item and Warehouse/Major 
Category/Item/Customer.   

Limit 
By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a range 
of identifying characteristics.  Available choices are: 
Warehouse, Document, Salesperson, Customer, Item, 
and Order Date Range.   

4. You can click: 

• 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, check which information to include on the report.  Use 
the table below to guide you in your selections. 

Include Available Include choices are:   
Include Unit Quantities—to print unit quantities on the 
report, 
 
Include Cost—to print costs on the report, 
 
and  
 
Include Gross Margin—to print gross margins on the 
report. 

6. 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.  Enter 
the template name, and select the Save button.  The system returns you 
to the Detailed Invoice Item Analysis screen where you can print the 
report.   

• 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 
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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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Order Booking Item Analysis 
Using this report, you can print a listing of the TakeStock Order Booking tables.  
These are postings from the Sales Orders Entry and Direct Invoice Entry 
programs. 

Use the Order Booking Item Analysis in conjunction with the Detailed Invoice Item 
Analysis to analyze line item details for past invoices and order bookings. 

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 Detailed Item Invoice Analysis:  
Untitled dialog box.   

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Defines the sort order in which the information prints.  The 
available Sort By options are: Major Category/Item, Major 
Category/Item/Customer, Major Category/Item/Salesperson, 
Item, Item/Customer, Salesperson/Major Category/Item, 
Salesperson/Major Category/Item/Customer, Warehouse/Major 
Category/Item and Warehouse/Major Category/Item/Customer.   

Include 
Minor 
Category 

Indicates that you want to include minor categories in the 
sort order of the report. 

Limit By Limits the information that the system prints by selecting 
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specific identifying characteristics or a range of identifying 
characteristics.  Available choices are: Warehouse, Document, 
Salesperson, Customer, Item, and Order Date Range.   

Include Determines what information to print on the report.  
Available choices are: Include Unit Quantities, Include Cost, 
and Include Gross Margin.   

Options Determines what type of information to print on the report.  
There are no options for this report.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option.   

Filter Displays the Filter Manager box so you can 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.   

OK Saves the new or modified template and exits the screen.   

Cancel Exits the screen without saving any changes.   

Print Prints the report.   

Setup Accesses the Print Setup dialog box so you can select 
settings for printing and updating.   

Help Accesses online Help for this screen.   

See Also 

How to print the Order Booking Item Analysis  
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How to print the Order Booking Item Analysis 
  

1. Access the Order Booking Item Analysis program in the Reports submodule of 
Sales Orders.  The complete path is Sales Orders Reports Order Booking Item 
Analysis.  The system displays the Template-Saved Settings dialog box of the 
Order Booking Item Analysis.   

 

2. Select the New, Edit, or Copy button to access the Order Booking Item Analysis:  
Untitled dialog box.   

 

3. Select settings for Sort By and the Limit By settings for new or modified 
templates.   
 
Select the Include Minor Category checkbox if you want to include minor 
categories in the sort order of the report. 
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Use the table below to guide you in your selections. 

Sort 
By 

Defines the sort order in which the information 
prints.  The available Sort By options are: Major 
Category/Item, Major Category/Item/Customer, 
Major Category/Item/Salesperson, Item, 
Item/Customer, Salesperson/Major Category/Item, 
Salesperson/Major Category/Item/Customer, 
Warehouse/Major Category/Item and 
Warehouse/Major Category/Item/Customer.   

Limi
t By 

Limits the information that the system prints by 
selecting specific identifying characteristics or a 
range of identifying characteristics.  Available 
choices are: Warehouse, Document, Salesperson, 
Customer, Item, and Order Date Range.   

4. You can click: 

• 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, check which information to include on the report.  Use 
the table below to guide you in your selections. 

Include Available Include choices are:   
Include Unit Quantities—to print unit quantities on the 
report, 
 
Include Cost—to print costs on the report, 
 
and  
 
Include Gross Margin—to print gross margins on the report. 

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.  Enter 
the template name, and select the Save button.  The system returns you 
to the Order Booking Item Analysis screen where you can print the report 
.   

• 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.   
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• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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MR Past Invoice Activity 
The MR Past Invoice Activity program allows you to print a listing of manufacturing 
representative invoices.   

Past Manufacturing Representative Document Print 

You can print a MR document for a past document by going into the SO Document 
Inquiry pulling up the document and selecting the Print button on the bottom of 
the screen.  

The Document Inquiry programs display detailed information on sales order and 
receivables documents.  You can reach the Document Inquiry window by double 
clicking any document displayed.  There are two types of document inquiry:  AR 
Document Inquiry and SO Document Inquiry.  You can also reach the SO 
Document Inquiry by choosing SO Document Inquiry from the SO Inquiries menu. 

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 MR Past Activity:  Untitled dialog box. 

  

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By This defines the sort order in which the report will print. This 
field can be set to print in order by Vendor, Customer, or 
Invoice. 
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Limit By You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
choices from the Limit By options. You can select: Vendor, 
Customer, Initiating Warehouse, Invoice Date, 
Shipping Warehouse, or Item. 

For example, if an option to limit by vendors is available, you 
may select to include only a particular vendor on a report. 
When you create a new template, the default is No Limits for 
any of the available Limit By options. 

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 Select the information to include for each record that prints 
on the report. 
 
Item Detail to print item information on the report.  (If you 
select the Item Detail checkbox, the Description 1 and 2 
checkboxes are enabled.)   

Description 1 to print the first item description for items on 
the report. 
 
Description 2 to print the second item description for items 
on the report. 
Commission Information to print the commission 
information for manufacturing representatives.    

 
Lookup icon, which runs the Lookup for the current fields.  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.   

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 MR Past Invoice Activity report  
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 MR Past Invoice Activity  
A typical MR Item Past Invoice Activity is depicted below: 

Date: 09/29/2000          TakeStock Development, Inc.                Page:     1 
Time: 10:44 AM  MR Past Invoice Activity Report - Untitled: Temp     User: leigh 
 
Invoice    Date   IW         Cost         Sale     GM % 
================================================================================ 
Vendor:  100 Hardware  House  Distributer 
Customer:bill2  bill's other customer 
77702088 10/07/99 Atl      375.00       750.00   50.0 %                          
                     ------------ ------------ 
    Customer Total  $      375.00       750.00  
                     ------------ ------------ 
      Vendor Total  $      375.00       750.00  
 
Vendor:  1000 MCI Telecommunications 
Customer:111  Garret's Test Customer 
GS000254 02/19/99 Phx       23.10        13.75   68.0-%                          
                     ------------ ------------ 
    Customer Total  $       23.10        13.75  
 
Customer:C100  Southeastern Industrial Supply 
77701602 04/28/99 000       59.06        33.58   75.9-%                          
77701613 04/30/99 000      132.17       293.59   55.0 %                          
77701614 04/30/99 000      132.17       293.59   55.0 %                          
77701615 04/30/99 000      264.34       587.18   55.0 %                          
77701616 04/30/99 000      264.34       587.18   55.0 %                          
77701622 04/30/99 000      132.17       293.59   55.0 %                          
77701625 04/30/99 000      234.95       301.59   22.1 %                          
77701626 04/30/99 000      234.95       301.59   22.1 %                          
77702089 10/07/99 Atl       46.51     1,259.40   96.3 %                          
77702090 10/07/99 Atl        2.57        32.26   92.0 %                          
                     ------------ ------------ 
    Customer Total  $    1,503.22     3,983.55  
 
Customer:C111  Cowboy World 
77702084 10/01/99 ATC       30.00        30.00    0.0 %                          
                     ------------ ------------ 
    Customer Total  $       30.00        30.00  
 

OMITTED INFORMATION 
Customer:MANRep  Man Rep Customer for ven#1000 
77701604 04/30/99 000       29.53        16.79   75.9-%                          
                     ------------ ------------ 
    Customer Total  $       29.53        16.79  
 
Customer:MMR  Mean Machine MultiSport Racing 
77702037 08/30/99 000       42.04       167.90   75.0 %                          
77702096 10/12/99 000      348.56       954.90   63.5 %                          
77702226 01/05/00 000        0.00         1.68- 100.0 %                          
                     ------------ ------------ 
    Customer Total  $      390.61     1,121.12  
                     ------------ ------------ 
      Vendor Total  $    2,467.76     6,003.97  
 
Vendor:  1001 VEPCO, Inc 
Customer:C111  Cowboy World 
77701986 08/03/99 Atl       51.12       200.00   74.4 %                          
77701988 08/03/99 Atl       51.12       200.00   74.4 %                          
77701989 08/03/99 Atl       51.12       200.00   74.4 %                          
77701990 08/03/99 Atl       51.12       200.00   74.4 %                          
77701991 08/03/99 Atl       51.12       200.00   74.4 %                          
77701992 08/03/99 Atl       51.12       200.00   74.4 %                          
77701993 08/03/99 Atl       51.12       200.00   74.4 %                          
77701994 08/03/99 Atl       51.12       200.00   74.4 %                          
                     ------------ ------------ 
    Customer Total  $      408.96     1,600.00  
                     ------------ ------------ 
      Vendor Total  $      408.96     1,600.00  
 
Vendor:  gVend3 Garret's Test Vendor 3 
Customer:121  Garret's Test Customer 2 
GS000256 03/03/99 Phx        0.00         0.00    0.0 %                          
                     ------------ ------------ 
    Customer Total  $        0.00         0.00  
                     ------------ ------------ 
      Vendor Total  $        0.00         0.00  
                     ------------ ------------ 
      Report Total  $    3,251.72     8,353.97  
 
Number of Invoices: 52 
 
Legend: 
  IW - Initiating Warehouse 
 
Selections for MR Past Invoice Activity Report - Untitled: Temp: 
Vendor             : All 
Customer           : All 
Initiating Whse    : All 
Request Date       : All 
Shipping Whse      : All 
Item               : All 
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How to print the MR Past Invoice Activity report 
1. Access the MR Past Invoice Activity report.  The complete path is Sale Orders  

Reports  MR Past Invoice Activity.  The system displays the Template-Saved 
Settings dialog box of the MR Past Invoice Activity.    

  

2. Select the New, Edit, or Copy button to access the MR Past Invoice Activity:  
Untitled dialog box.   

  

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 

This defines the sort order in which the report will print. 
This field can be set to print in order by Vendor, 
Customer, or Invoice. 

Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
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choices from the Limit By options. You can select: 
Vendor, Customer, Initiating Warehouse, Invoice 
Date, Shipping Warehouse, or Item. 

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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, select the information to include for each 
record that prints on the report.  Selections for the report are as follows: 

• Item Detail to print item information on the report.  (If you select the 
Item Detail checkbox, the Description 1 and 2 checkboxes are enabled.) 

• Item Description 1 to print the first item description for items on the 
report. 

• Item Description 2 to print the second item description for items on the 
report 

• Commission Information to print the commission information for 
manufacturing representatives.    

6. 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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MR Item Past Activity 
The MR Item Past Activity program allows you to print a list of items sold on MR 
documents. 

Past Manufacturing Representative Document Print 

You can print a MR document for a past document by going into the SO Document 
Inquiry pulling up the document and selecting the Print button on the bottom of 
the screen.  

The Document Inquiry programs display detailed information on sales order and 
receivables documents.  You can reach the Document Inquiry window by double 
clicking any document displayed.  There are two types of document inquiry:  AR 
Document Inquiry and SO Document Inquiry.  You can also reach the SO 
Document Inquiry by choosing SO Document Inquiry from the SO Inquiries menu. 

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 MR Item Past Activity:  Untitled dialog 
box. 

  

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By This defines the sort order in which the report will print. This 
field can be set to print in order by Vendor/Item/Invoice. 
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Limit By You can select to limit the information that appears on a report 
or register, or that is included in an update, with choices from 
the Limit By options. You can select: Vendor, Customer, 
Initiating Warehouse, Invoice Date, Shipping Warehouse, 
or Item. 

For example, if an option to limit by vendors is available, you 
may select to include only a particular vendor on a report. When 
you create a new template, the default is No Limits for any of 
the available Limit By options. 

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 Select the information to include for each record that prints on 
the report. 
  
Item Description 1 to print the first item description for items 
on the report. 
 
Item Description 2 to print the second item description for 
items on the report. 
Commission Information to print the commission information 
for manufacturing representatives.    

 
Lookup icon, which runs the Lookup for the current fields.  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.   

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 MR Item Past Activity report  
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MR Item Past Activity  
A typical MR Item Past Activity is depicted below: 

Date: 09/29/2000                                   TakeStock Development, Inc.                                           
Date: 09/29/2000                                    TakeStock Development, Inc.                                          
Page:     1 

Time: 10:42 AM                              MR Item Past Activity Report - Untitled: Temp                                
User: leigh 

 

Invoice     Date  IW  SW  Customer Name                  Shipped UM        Cost UM       Price UM    Extension 

========================================================================================================================
============ 

Vendor:  100 Hardware  House  Distributer 

Item: i165  Nonstock test 

 

77702088 10/07/99 Atl DS  bill's other customer               10 EA       37.50 EA       75.00 EA       750.00              

                                                                                                 -------------- 

                                                                                    Item Total  $       750.00  

                                                                                                 -------------- 

                                                                                  Vendor Total  $       750.00  

Vendor:  1000 MCI Telecommunications 

Item: 02bpb  Description 1 

 

GS000254 02/19/99 Phx Phx Garret's Test Customer         55.0000 EA        0.42 EA        0.25 EA        13.75              

                                                                                                 -------------- 

                                                                                    Item Total  $        13.75  

Item: b060499  Test bom item 6/4/99 

77702084 10/01/99 ATC ATC Cowboy World                         1 EA       30.00 EA       30.00 EA        30.00              

                                                                                                 -------------- 

                                                                                    Item Total  $        30.00  

  

77701361 03/15/99 Atl DS  Southeastern Service Compan          1 BX    493.0896 CS      32.260 BX        32.26              

77701362 03/15/99 Atl DS  Southeastern Service Compan          1 BX    493.0896 CS      32.260 BX        32.26              

Date: 09/29/2000                                    TakeStock Development, Inc.                                          
Page:     2 

Time: 10:42 AM                              MR Item Past Activity Report - Untitled: Temp                                
User: leigh 

 

Invoice     Date  IW  SW  Customer Name                  Shipped UM        Cost UM       Price UM    Extension 

========================================================================================================================
============ 

Vendor: 1000       MCI Telecommunications          (Continued) 

Item: I115                 Plastic dolly                   (Continued) 

 

OMITTED INFORMATION 
 

Date: 09/29/2000                                    TakeStock Development, Inc.                                          
Page:     3 

Time: 10:42 AM                              MR Item Past Activity Report - Untitled: Temp                                
User: leigh 

 

Invoice     Date  IW  SW  Customer Name                  Shipped UM        Cost UM       Price UM    Extension 

========================================================================================================================
============ 

Selections for MR Item Past Activity Rep - Untitled: Temp: 

Vendor             : All 

Customer           : All 

Initiating Whse    : All 

Request Date       : All 

Shipping Whse      : All 

Item               : All 

Include Item Description 1 
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How to print MR Item Past Activity report 
1. Access the MR Item Past Activity report.  The complete path is Sale Orders  

Reports  MR Item Past Activity.  The system displays the Template-Saved 
Settings dialog box of the MR Item Past Activity.    

  

2. Select the New, Edit, or Copy button to access the MR Item Past Activity:  
Untitled dialog box.   

 

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 

This defines the sort order in which the report will print. 
This field can be set to print in order by 
Vendor/Item/Invoice. 

Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
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choices from the Limit By options. You can select: 
Vendor, Customer, Initiating Warehouse, Invoice 
Date, Shipping Warehouse, or Item. 

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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, selections for the report are as follows: 

• Item Description 1 to print the first item description for items on the 
report. 

• Item Description 2 to print the second item description for items on the 
report. 

• Commission Information to print the commission information for 
manufacturing representatives.    

6. 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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 Parent BOM Listing 
Using the Parent BOM Listing, you can print a list of bills of material for parent 
items and significant parameters, such as parent item type, add ons, notes, and 
costing and pricing information, as well as optionally including component 
information.  For components, the system includes multiple-level BOMs.  This is 
useful for reviewing how parent BOM items and selection groups are setup.   

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 Daily Production Report:  Untitled 
dialog box. 

 

Form Contents 

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 Parent Item, Major 
Category, and Product Line.    

Limit 
By 

Limit the information that prints by selecting specific identifying 
characteristics or a range of identifying characteristics.  
Available choices are: Parent Item, Outsource Vendor, Major Category, 
and Product Line. 

Include Determines what information to print on the report.  Available 
choices are: Components   and for the component, you can select 
to print:  Selection Group Candidates, Description 1, Description 2 and 
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Explode Assemblies (displays the composition of components that 
are parent items), Add Ons and for Add Ons you can select to 
print: By Warehouse, All Whses, or a specific warehouse, and Notes 
for parent items and components. 

Options Determines what information to print on the report and 
optionally update.  Available choices for parent item type are:  
Produced or Kitted, and available choices for other parent item 
parameters are:  Cost, Price, and Gross Margin %.  For cost, and 
price and gross margin parent item parameters, you can select 
Standard, Manual, Last, or Average for the costing/pricing method 
and a Costing/Pricing Warehouse. 

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. 

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 Parent BOM Listing report  
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 Parent BOM Listing Report 
A typical Parent BOM Listing report is depicted below: 

Date: 04/16/1998                                      QA's Primary Test Co.                                              
Page:     1 
Time:  7:49 AM                                  Parent BOM Listing - Untitled: Temp                                      
User: leigh 
Parent               Description                     Type  Price By                        Post SA By    Outsource 
==========================================================================================================================
Product Line: FOOD - Sea Food 
lw0015               prod-pI w/ sel grp              Prod  Item Price                      Parent Item   No                 
     Add ons: Ovrhd:               Packg:               Labor:                                                              
Components:                                                                                                                 
      LT   Component            Description                      Quantity UM  Waste%  R S C                                 
       S   l00X                 selection gp for lw0013                                                                     
      *C   L001                 item for comp (kit)                    1  EA              Y                                 
      *C   L002                 item for comp (Kit)                    1  EA              Y                                 
      *C   L003                 L1-4 use as comp                       1  EA              Y                                 
      *C   L004                 item for comp (KIT)                    1  EA              Y                                 
      *C   lw003                im test item for kitting               2  EA              Y                                
      *C   lw005                                                       5  EA              Y                                 
      *C   lw007                parent item                            1  EA             Y                                 
      1P   lw005                                                       5  EA      0%                                        
      2P   lw004                produced parent item                   6  EA      0%  Y Y                                   
      3    chimes               chimes cd of new age music             5  EA      0%                                        
      2P   lw008                kitted parent item of 5 &  7         10  EA      0%  Y                                     
       S   nwagesel1            new age music                                                                               
      *C   chimes               chimes cd of new age music             3  EA              Y                                 
      *C   strings              stinged instruments of new age         2  EA              Y                                 
      *C   winds                wind instrument recording for          5  EA              Y                                 
      3P   lw004                produced parent item                   5  EA      5%  Y   Y                                 
      4    chimes               chimes cd of new age music             5  EA      0%                                        
      3    jbin                 Bin item for janie                     1  EA     57%  Y Y Y                                 
      2P   lw007               parent item                            1  EA      0%  Y Y Y                                 
      2P   bike4                another bike - El Cheapo               2  EA     52%  Y Y Y                                 
      3    wheel                bike wheels                            2  EA      0%  Y                                     
      3    bell                 bike bell                              1  EA      0%                                        
      3    bike tires           tires for your bike                    2  EA      0%      Y                                 
      3P   bike3                another bike                           1  EA      0%                                        
      4    seat                 bike seat                              1  EA     50%      Y                                 
      4    boy's frame          boy's bike frame                       1  EA      0%      Y                                 
      4P   bike11               Holiday Bike                           1  EA      0%      Y                                 
       S   newbike              Test                                                                                        
       C   basket               bike basket                            1  EA              Y                                 
       C   btires               bike tires                             2  EA              Y                                
       C   seat                 bike seat                              1  EA              Y                                 
       C   wheel                bike wheels                            2  EA             Y                                 
       NS  bframe               boy's bike frame group                                                                      
       C2  bell                 bike bell                              1  EA             Y                                 
      *C2  10 speed             10 Speed Gear Kit                      1  EA              Y                                 
       C2  15 speed             15 Speed Bicycle Gear Kit             1  EA              Y                                 
       C2  20 Speed             20 Speed Bicycle Gear Kit              1  EA              Y                                 
       C2  flag                 bike flag                             1  EA              Y                                 
       C2  gun                  gun to mount on your bike              1  EA              Y                                 
      *C2  horn                 bike horn                             1  EA          Y   Y                                 
       NS  gframe               girl's bike frame group                                                                     
      *C3  basket               bike basket                            2  EA          Y   Y                                 
       C3  bell                 bike bell                              1  EA              Y                                 
       C3  flag                 bike flag                              1  EA              Y                                 
Date: 04/16/1998                                      QA's Primary Test Co.                                              
Page:     2 
Time:  7:49 AM                                  Parent BOM Listing - Untitled: Temp                                      
User: leigh 
Parent               Description                     Type  Price By                        Post SA By    Outsource 
========================================================================================================================== 
      *C3  horn                 bike horn                              1  EA              Y                                 
       NS  bgears              Bike gears                                                                                  
      *C4  10 speed             10 Speed Gear Kit                      1  EA              Y                                 
       C4  15 speed             15 Speed Bicycle Gear Kit              1  EA              Y                                 
       C4  20 Speed             20 Speed Bicycle Gear Kit              1  EA              Y                                 
      1    L002                 item for comp (Kit)                    6  EA      0%  Y   Y                                 
Number of items: 1 
Legend: 
Type = Production Type (Prod-Production, Kit-Kitted, Optn-Optional) 
  Wh = Warehouse 
 GM% = Gross Margin % 
  LT = L-Level(1-9, *-Default components of selection group) T-Type (S-Selection Group, 
       C-Candidate of selection group (2-9 indicates selection group level) NS-Next Selection Group, P-Parent) 
  UM = Unit of Measure 
  R  = Required Component (Y-Yes, N-No) 
  S  = Substitutable Component (Y-Yes, N-No) 
  C  = Changeable Component (Y-Yes, N-No) 
Selections for Parent BOM Listing - Untitled: Temp: 
Parent Item         : lw0015 
Outsource Vendor    : All 
Major Categories    : All 
Product Lines       : All 
Include Components                                                                                                          
Include Selection Group Candidates                                                                                         
Include Components Description 1 
Include Exploded Subassemblies 
Include Addons  
Include Produced and Kitted 
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How to print the Parent BOM Listing report 
1. Access the Parent BOM Listing screen in the Reports submodule of 

Manufacturing Control.  The complete path is Sales Orders  Reports  Parent 
BOM Listing.  The system displays the Template-Saved Settings dialog box of 
the Parent BOM Listing. 

 

2. Select the New, Edit, or Copy button to access the Parent BOM Listing:  Untitled 
template edit dialog box. 

 

3. Select the Sort By and the Limit By settings for new or modified templates.  

4. In the Include portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report.  See the Form Contents section of 
the Parent BOM Listing for checkbox definitions.   

5. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of the Parent BOM Listing for checkbox definitions. 
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6. You have now completed the information for the Parent BOM Listing.  You can 
select: 

• OK to save the current setting as a template. 

• Setup if you need to access the Print Setup dialog box, which is used to 
modify print and/or update settings. 

• Print to print the report without saving your current selection. 

• Cancel to exit without saving your current selections or printing the report. 

• Help to access the online Help for this screen. 
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Document Holds Report 
The SO Document Holds Report allows you to print documents with item detail 
that are On hold, Reviewed only, Not reviewed only, Previously held, but 
released statuses. 

Each of the hold types; credit, service, and override; must be tracked in order to 
produce accurate report.   

You can print documents that have a credit hold, have a service hold, and/or have 
an override hold.  Each held document that prints on the report also prints the 
items associated with the order and the hold detail for the order.   

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 Document Holds Report:  Untitled 
dialog box. 

  

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Sort By This defines the sort order in which the report will 
print. This field can be set to print in order by Sort 
by: Document, Customer/Document, 
Salesperson/Document. 

Limit By You can select to limit the information that appears on 
a report or register, or that is included in an update, 
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with choices from the Limit By options. You can select:  
Initiating Warehouse, Shipping Warehouse, Document, and 
Customer. 

For example, if an option to limit by vendors is 
available, you may select to include only a particular 
vendor on a report. When you create a new template, 
the default is No Limits for any of the available Limit By 
options. 

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 Select the options to indicate which items to include 
with the report: 
 
In the Documents section of the screen, select the 
information for the report.  Select: 
 
On Hold—to print on-hold documents regardless of 
hold-type status.  If you select this checkbox you can 
further select to print on-hold documents that have 
been Reviewed or Not Reviewed.   
 
Released—to print only those on-hold documents that 
have been released. 
 
Notes—to print notes with the holds documents. 
 
 
Stock Reservations—Indicates you want to stock 
reservations associated with the holds documents. 
 
Select the Hold Types button to access the Hold Type 
Selection dialog box, which is used to determine the holds 
types to use for the print selection. The Hold type button 
allows you to optionally include/exclude each of the hold types; 
credit, service and/or override and to select the status of the 
hold type to include; All, Reviewed, Not Reviewed, or 
Released. 

Lookup icon, which runs the Lookup for the current 
fields.  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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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 SO Document Holds Report  
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How to print the SO Document Holds Report 
1. Access Document Holds Report.  The complete path is Sale Orders  Reports  

Document Holds Report.  The system displays the Template-Saved Settings 
dialog box of the Document Holds Report. 

  

2. Select the New, Edit, or Copy button to access the Document Holds Report:  
Untitled dialog box.   

  

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 

This defines the sort order in which the report will print. 
This field can be set to print in order by Sort by: 
Document, Customer/Document, Salesperson/Document 

Limit 
By 

You can select to limit the information that appears on a 
report or register, or that is included in an update, with 
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choices from the Limit By options. You can select:  
Initiating Warehouse, Shipping Warehouse, Document, and 
Customer. 

For example, if an option to limit by vendors is available, 
you may select to include only a particular vendor on a 
report. When you create a new template, the default is No 
Limits for any of the available Limit By options. 

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.   
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5. In the Include section of the form, select the options to indicate which items to 
include with the report: 
 
In the Documents section of the screen, select the information for the report.  
Select: 
 
On Hold—to print on-hold documents regardless of hold-type status.  If you 
select this checkbox you can further select to print on-hold documents that have 
been Reviewed or Not Reviewed.   
 
Released—to print only those on-hold documents that have been released. 
 
Notes—to print notes with the holds documents. 
 
 
Stock Reservations—Indicates you want to stock reservations associated with 
the holds documents. 
 
Select the Hold Types button to access the Hold Type Selection dialog box, 
which is used to determine the holds types to use for the print selection. The 
Hold type button allows you to optionally include/exclude each of the hold 
types; credit, service and/or override and to select the status of the hold type to 
include; All, Reviewed, Not Reviewed, or Released. 

  

6. 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.   
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• Cancel to print nothing and exit without saving your selections.   

• Help to access the online Help for this screen.   
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Hold Selection Dialog Box 
Use the Hold Type Selection dialog box to optionally include/exclude each of the hold types; 
credit, service and/or override and to select the status of the hold type to include (All, 
Reviewed, Not Reviewed, or Released) on the SO Document Holds Report. 
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10 Maintenances 
 

Sales Orders Maintenances Introduction 
Maintenances offers programs to select the controls that tailor Sales Orders for the 
way your company does business, and set up and maintain information for 
processing sales activity.   

Use maintenance programs to make changes at any time after you have set up 
TakeStock.  The changes you make can have a deep effect on the information you 
have developed and how TakeStock handles the information.  Changes affect 
future transactions, but do not affect any existing transactions.   

Chapter Contents  
Sales Orders Maintenances Introduction 785 
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Maintenance Modes .................................................................................... 790 
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How to delete a record ................................................................................ 793 
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Parent BOM Maintenance Kitting View ....................................................... 815 
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Ship Via Maintenance.................................................................................. 834 
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Route Maintenance ..................................................................................... 838 
How to set up Routes .................................................................................. 839 
Returns Code Maintenance......................................................................... 840 
How to set up Returns Codes...................................................................... 842 
Lost Sales Reason Code Maintenance ....................................................... 843 
How to set up Lost Sales Reason Codes.................................................... 843 
Companion Item Maintenance..................................................................... 845 

General View......................................................................................... 847 
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How to use the Companion Items Maintenance program ........................... 848 
Sales Order Document Import Maintenance ............................................... 850 
How to use the Sales Order Document Import Maintenance program ....... 854 
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How to set up Sales Order Audit Control .................................................... 858 
SO Control Maintenance ............................................................................. 859 
SO Control Maintenance Menu Options...................................................... 860 
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SO Control Maintenance GL III View .......................................................... 876 
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SO Control Maintenance Pricing View ........................................................ 887 
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SO Control Maintenance Register View...................................................... 906 
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SO Document Change ................................................................................ 924 

 

Selections on the Maintenance menu include:  

Selection Group 
Maintenance 

Enter and maintain selection header and line 
information and create selection groups.   

Parent BOM 
Maintenance 

Set up parent item bills of for production or 
kitting.   
Note:  To set up produced parent items, your 
system must include the optional Manufacturing 
Control module. 

Past Sales Maint.   Maintain the past three sales for each 
customer/item combination.   

Lost Sales Maint. Maintain lost sales records to track the amount of 
lost sales and the reasons why the sales were 
lost.   
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Unbilled Freight 
Maint. 

Maintain unbilled freight records that are created 
during the Daily Sales Register for invoices that 
have their freight code set to Bill Later.   

Phantom Item 
Maint.  

Maintain phantom items, which you can use in the 
sales order entry programs to easily create 
multiple line items for commonly grouped items.   

SO Document 
Change 

Use the SO Document Change program to change 
line item prices or detail information for sales 
order document line items that have been 
confirmed through the e-wms system or the 
TakeStock Sales Orders module. 

Ship Via Maint. Maintain Ship Via records, which are used to 
designate the method of shipment for 
merchandise on sales orders.   

Route Maint. Maintain delivery routes that are assigned to 
customer records.   

Returns Code 
Maint. 

Maintain return codes that are assigned to items 
during Credit Memo Entry to determine the type 
of item return being made and which GL posting 
account to use for the return.   

Lost Sales Reason 
Code Maint. 

Maintain lost sales reason codes that you can 
assign to lost sales in the order entry programs to 
track the reasons why sales are lost.   

Companion Item 
Maintenance 

Use Companion Item Maintenance to setup and 
maintain a list of companion items for any given 
active item. 

Sales Order 
Document Import 
Maintenance  

Set up import file information for sales order 
documents. 

Field Translation 
Maintenance  

Setup field translation to take place during file 
import to, or export from, TakeStock. 

Sales Order Audit 
Control 
Maintenance  

Audit Control allows you to track various changes 
to the different types of Sales Order documents.  
Use the Sales Order Audit Control Maintenance to 
define which fields should be audited in the tables 
you specify for each type of document.  You can 
also indicate if document deletions, stop 
confirmations, and document prints should be 
audited. 

SO Control Maint. Enter processing controls for the overall behavior 
of Sales Orders and the other modules to which it 
interfaces.   
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Maintenances Sub-modules 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 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 
program, 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 a record  
Copy an existing record  
Change the detail for a record  
Delete a 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.  

 

Maintenance Toolbar 
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 maintenance toolbar offers shortcuts to certain 
operations.   

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 MC Control record.  If you are 
entering a new MC 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. 

 
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 Modes 
There are several modes or states in which to work with maintenances.  When you 
open a maintenance program, 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.   

 
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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Record Maintenance Procedures 

How to add one new record 
1. Choose New from the File menu, press Ctrl+N, or choose the New icon button. 

2. 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. 

3. 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. 

4. 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 appears 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. 

2. 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.   

2. Press Enter or choose the Go icon button when the record code is complete to 
access the record in the View mode. 

3. Choose Edit from the File menu, press Ctrl+E, or choose the Edit icon button. 

4. Change the detail information for the record. 

5. 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. 

3. Choose Save As from the File menu or choose the Save As icon button. 

4. Enter the number or code of the new record.   

5. Change any of the detail fields for the new record. 

6. 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. 

3. 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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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 

  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. 

  Delete icon, which deletes an existing record. 

  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. 

  First Record icon, which allows you to view the 
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first record in table, using the current filter. 

  Previous Record icon, which allows you to view 
the previous record in table, using the current 
filter. 

  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. 

  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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SO Maintenance Menu Options 
This section presets the standard menu options that are available from most SO 
maintenance programs.  Refer to the menu section of a program for specific menu 
options. 

File 

Menu 
Selection 

Function 

New Adds a new record.  When new is active, End New 
appears here and is available. 

Edit Makes changes to an existing record. 

Save Saves the information for the current record. 

Save As Saves the information for the current record with a 
different code or number. 

Delete Deletes the current record. 

Reset Sets the information for the current record back to 
its original state. 

Transfer/Change 
Codes 

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 

Exit Exits the current program. 

Find 

Menu 
Selection 

Function 

Lookup Opens the Lookup feature for the current record, 
or brings it to the front if it is already open. 

Filter Opens the Filter Manager to select or maintain a 
filter. 

First Record Opens the first record in the maintenance table, 
using the current filter. 

Previous Record Opens the previous record in the maintenance table, 
using the current filter. 

Next Record Opens the next record in the maintenance table, 
using the current filter. 

Last Record Opens the last record in the selection group table, 
using the current filter. 
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Options 

Menu 
Selection 

Function 

Toolbar Toggles the display of the toolbar on and off. 

AutoAdd Mode 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. 

Defaults Displays the default record settings on the screen. 

User Preferences 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. 

System Preferences Accesses the Maintenance Audit Control dialog box, 
which is used to select the fields in which you want 
to track changes for audit history.  

Additional 

Menu 
Selection 

Function 

Notes Accesses the Notes Manager to view or enter notes 
for the selected field. 

Maintain Maintains records for the detail fields available in 
this maintenance program. 

Audit History Accesses the Maintenance Audit History dialog box, 
which is used to view changes to the fields selected 
for audit tracking. 

Global  

Menu 
Selection 

Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used programs. 

Jump Accesses the Program Locator dialog box, which 
allows you to move to other TakeStock modules 
and programs.  
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Help 

Menu 
Selection 

Function 

Contents Accesses the online Help table of contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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. 

 

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.  
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 Selection Group Maintenance 
Using this program, you can enter and maintain selection header and line 
information and create selection groups.  The selection group information is used 
by the Configurator dialog box.  You can set up selection groups to create 
produced or kitted parent items. 

You can create selection groups with any type of inventory item.  To use parent 
items in a selection group, you must first enter parent items using the Parent BOM 
Maintenance program in MC.  (Since you can access the configurator and use 
selection groups in the Parent BOM Maintenance program, the selection group 
procedure is presented first so that you can set up the selection groups that you 
will need for the Parent BOM Maintenance program.)  If you want to use a parent 
item in a selection group, refer to the Parent BOM Maintenance section presented 
later in this document, complete the Parent BOM Maintenance program for the 
appropriate parent item(s), then complete the Selection Group Maintenance 
program. 

 HINT :Components of parent items must reside in the same warehouse as the 
parent item.  When you set up a selection group, be sure that the items you 
use are in the same warehouse as the parent items they create.  

 

Form Contents 
Entry 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. 

Save Saves the current component line item for this selection 
group. 

End Add/Edit Completes the add function.  This action does not save 
your additions.  You must click the Save button to first, 
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Entry fields, Buttons, Checkboxes, & Icons 

/Insert then End Add/Edit/Insert if you want to save changes. 

Add Adds the entered component to the selection group.   

Insert Adds the entered component to the selection group 
above the highlighted line item in the browser in the 
center of the screen. 

Edit Edits the quantity or check box settings for the select 
component. 

Delete Deletes the current component line item from the 
selection group. 

Required Indicates that the item is required for the selection 
group 

Default Indicates that the item a default for the selection 
group. 

Allow 
Change 

Indicates that the item quantity can be changed during 
kitting or production. 

Selection 
Group  

The name for the selection group. 

Description  The brief description (30 characters) for the selection 
group. 

Minimum 
to Select  

The minimum number of component items to select. 

Maximum 
to Select  

The maximum number of component items to select. 

Qty Per The quantity of the item in the selection group.  The 
system displays 1 as the default.  

Next 
Selection 
Group 

The next selection group that you want the system to 
display if this item is selected. 

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up selection groups  

Configurator Dialog Box 

How to use the Configurator  

Parent BOM Maintenance Screen 
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How to set up selection groups 
1. Access the Selection Group Maintenance program by selecting 

Maintenances Selection Group Maintenance from the SO main menu.  The 
system displays the Selection Group Maintenance program.  

 
2. Select the New icon or select File New from the menu bar to create a new 

selection group, or retrieve a selection group then select the edit function.   

 TIP: To add multiple new records, access AutoAdd mode by selecting 
AutoAdd from the Options menu on the toolbar.  Now, when you save a record 
you remain in add mode.  When you are finished adding records, select End 
New from the File option on the toolbar, type Ctrl + N, or toggle AutoAdd mode 
to off.  When AutoAdd mode is toggled to on, the system places you in AutoAdd 
mode every time you add a record. 

3. Enter or modify information for the fields, checkboxes, and radio buttons in the 
General view as necessary. Refer to the Form Contents section of the Selection 
Group Maintenance  program for field and checkbox definitions. 

4. Select the Add button, and the system places the cursor in the Item field. 

5. In the Item field, enter the item that you want to add to the selection group; in 
the Qty Per field, type the quantity that you need of this item. 

6. Select the Required, Default, and Allow Change checkboxes as necessary to indicate 
if the item is required, a default for the selection group, or the item quantity can 
be changed during kitting or production. 

7. Click the Save button to save your addition. 

8. Repeat steps 4-6 until you have added all the items, then click the End Add 
button.  
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9. If you need to insert an item, highlight the row in the browser below where you 
want the item to be placed, and select the Insert button.  The system places the 
cursor in the Item field so that you can enter the item information.  Select the 
Save button to save the new item, and the system places the item in the 
browser above the highlighted line.  

10. If you need to edit an item, highlight the item and select the Edit button.  The 
system places the item number in the Item field.  Make the necessary changes 
in the item information and select the Save button.  When you are finished 
editing, select the End Edit button. 

11. If you need to delete an item, highlight the item and select the Delete button.  
The system displays the question:  Are you sure you want to delete this 
Selection Group Line record?  Select Yes, and the system deletes the line. 

12. Click the Save icon to save your work. 

13. Exit the program. 
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Parent BOM Maintenance 
Using this program, you can setup parent item bills of material for production or 
kitting.   

There are 5 views available for Parent BOM Maintenance:   

Parent BOM Maintenance—General View  

Parent BOM Maintenance—Component View  

Parent BOM Maintenance—AddOns View  

Parent BOM Maintenance—Production View  

Parent BOM Maintenance—Kitting View  
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Parent BOM Maintenance General View 
Using this program, you can setup parent item bills of material for production or 
kitting.  In the General view, you can setup parent item options. 

 

Form Contents 
Entry 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. 

Type  Indicates the parent item type.  Select Produced to indicate 
that your parent item is produced, Kitted to indicate that 
your parent item is kitted, or Operator Select to indicate that 
your parent item type is selected by the operator at the 
time it is requested during sales order, blanket order, or 
quote entry.  

Price by  Indicates the pricing option and whether to add an 
additional percentage to the price.  Select Item price to 
indicate that the system should use the item price as 
defined in IM Item Maintenance, Cost rollup to indicate that 
the system should use the roll up of costs + % (includes 
additional costs), or Price rollup to indicate that the system 
should use the roll up of component prices + (additional 
costs x %)  (This means 0% = no costs; 120% = cost 
+20%.) 

Post to 
SA  

Indicates how to post parent items information to the Sales 
Analysis module.  Select the Parent radio button to indicate 
that your parent item is posted to the Sales Analysis 
module by parent item or the Components radio button to 
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Entry fields, Buttons, Checkboxes, & Icons 

indicate that your parent item is posted to the Sales 
Analysis module by component. 

Allow Indicates you want to allow users to add and delete 
components to/from the parent item.  Select the Adding 
Components checkbox to allow the addition of components 
for the parent item BOM or Deleting Components checkbox to 
allow the deletion of components for the parent item BOM.  
If you allow the additions and/or deletion of components, 
you can only post the parent item to the Sales Analysis 
module by parent item—not by component. 

Print 
Compo-
nents 
On  

Indicate the documents on which you want to print the 
parent item components and whether to include their 
prices.  Select the Quotes, Pick Tickets and Invoices 
checkboxes to indicate the documents to print the parent 
item components on and the Include Price checkbox to print 
component prices as well. 

Compo
nent 

Accesses the Component view of Parent BOM Maintenance. 

AddOns  Accesses the AddOns view of Parent BOM Maintenance. 

Product
ion 

Accesses the Production view of Parent BOM Maintenance. 

Kitting Accesses the Kitting view of Parent BOM Maintenance. 

Parent 
Item 

A parent item that you setup in IM Item 
Maintenance. 

 

File  View  Find  Options  Additional  Global  Help  

See Also 

Parent BOM Maintenance—Component View  

Parent BOM Maintenance—AddOns View  

Parent BOM Maintenance—Production View  

Parent BOM Maintenance—Kitting View  

How to set up parent item bills of material  
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Parent BOM Maintenance Component View 
Using this program, you can setup parent item bills of material for production or 
kitting.  In the Component view, you can setup the items and quantities and/or 
selection groups that compose the parent item BOM. 

 

Form Contents 
Entry 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. 

[Unlabeled] 
Selection 
Group/ 
Component 
list box  

Indicates that you are adding either a selection group or 
an item to the parent item BOM.  The system displays 
Item as the default. 

Save Saves the current component line item for this parent 
BOM. 

End 
Add/Edit 
/Insert 

Completes the add function.  This action does not save 
your additions.  You must click the Save button to first, 
then End Add/Edit/Insert if you want to save changes. 

Add Adds the entered component to the parent BOM.   

Insert Adds the entered component to the parent BOM above 
the highlighted line item in the browser in the center of 
the screen. 

Edit Edits the quantity or check box settings for the selected 
component. 
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Entry fields, Buttons, Checkboxes, & Icons 

Delete Deletes the current component line item from the parent 
BOM. 

Required Indicates that the item is required for the parent BOM.  
You can select either the Required or Allow Substitution 
checkbox, but not both.  If you are using a selection 
group, these checkboxes are unavailable—you entered 
this information about the selection group when you 
created it. 

Default Indicates that the item a default for the parent BOM. 

Allow 
Change 

Indicates that the item quantity can be changed during 
kitting or production. 

Compo-
nent 

Accesses the Component view of Parent BOM Maintenance. 

AddOns  Accesses the AddOns view of Parent BOM Maintenance. 

Produc-
tion 

Accesses the Production view of Parent BOM Maintenance. 

Kitting Accesses the Kitting view of Parent BOM Maintenance. 

Parent 
Item 

A parent item that you setup in IM Item Maintenance.  
The system displays the parent item that you entered on 
the General view.  You can enter another parent item in 
this field and press Enter, if you want to view a different 
record. 

Compo-
nent 

A component for the parent item BOM.  In the dropdown 
list box to the left of the Component field, you can select 
the Selection Group option to enter selection groups for the 
parent item BOM.  If you have not created any selection 
groups using the Selection Group Maintenance program, 
this option is not available.   
 
For more information on creating selection groups, refer 
to the Selection Group Maintenance section of this 
document. 
 
Note:  For parent items that are types Kitted or Operator 
Select, you cannot add containers or containerized items 
as components.  

Qty Per The number needed of this component to create the 
parent item BOM.  If you are using a selection group, the 
Qty Per field is unavailable—you entered the quantity 
information about the selection group when you created 
it. 

Waste The waste percentage for the component; the system 
displays 0.00% as the default.  On the Production view of 
the Parent BOM Maintenance screen, you can select 
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Entry fields, Buttons, Checkboxes, & Icons 

whether or not the parent item BOM uses waste factors.  
If you are using a selection group, the Waste field is 
unavailable—a selection group has no waste. 

 

File  View  Find  Options  Additional  Global  Help  

See Also 

Parent BOM Maintenance General View  

Parent BOM Maintenance AddOns View  

Parent BOM Maintenance Production View  

Parent BOM Maintenance Kitting View  

How to set up parent item bills of material bills of material 
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Parent BOM Maintenance AddOns View 
Using this program, you can setup parent item bills of material for production or 
kitting.  In the AddOns view, you can setup both the standard and optional add-on 
costs for the parent item BOM. 

 

Form Contents 
Entry 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. 

General Accesses the General view of Parent BOM 
Maintenance. 

Component Accesses the Component view of Parent BOM 
Maintenance. 

Production Accesses the Production view of Parent BOM 
Maintenance. 

Kitting Accesses the Kitting view of Parent BOM 
Maintenance. 

Per Indicates whether you are entering labor cost as a 
dollar figure per unit, a percentage per unit, or you 
can select Hour from the Per dropdown list and enter 
the labor rate in the Rate field and the estimated 
labor hours in the Hour field. 

More Accesses the Add On Selections dialog box where 
you can add and delete additional add-on 
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Entry fields, Buttons, Checkboxes, & Icons 

selections. 

Parent Item A parent item that you setup in IM Item 
Maintenance.  The system displays the parent item 
that you entered on the General view.  You can enter 
another parent item in this field and press Enter, if 
you want to view a different record. 

Overhead 
[Amount] 

The overhead cost amount.  The system displays 
the overhead amount that you entered in Parent 
BOM Maintenance multiplied by the quantity to 
produce as the default.  Enter either overhead 
amount or percent, but not both. 

Overhead 
[Percent] 

The overhead cost percent.  The system displays 
the overhead the percent that you entered in Parent 
BOM Maintenance as the default.  Enter either 
overhead amount or percent, but not both. 

Packaging 
[Amount] 

The packaging cost amount.  The system displays 
the packaging amount that you entered in Parent 
BOM Maintenance multiplied by the quantity to 
produce as the default.  Enter either overhead 
amount or percent, but not both. 

Packaging 
[Percent] 

The packaging cost percent.  The system displays 
the percent that you entered in Parent BOM 
Maintenance as the default.  Enter either overhead 
amount or percent, but not both. 

Labor 
[Amount] 

The labor cost amount.  The system displays the 
labor amount that you entered in Parent BOM 
Maintenance multiplied by the quantity to produce 
as the default.  Enter either overhead amount, 
percent, or select the Per Hour checkbox to enter 
the labor rate and hours. 

Labor 
[Percent] 

The labor cost percent.  The system displays the 
labor percent that you entered in Parent BOM 
Maintenance as the default.  Enter either overhead 
amount, percent, or select the Per Hour checkbox to 
enter the labor rate and hours.  

Rate The hourly rate for this production run. 

Hours The number of hours for this production run. 

Add Ons 
section  

Modify any information in the Amount or Percent 
fields as necessary.  The system displays any 
additional add ons that you included from the Add 
On Selections dialog box.  If you want to include 
more add ons on this parent BOM, select the More 
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Entry fields, Buttons, Checkboxes, & Icons 

button. 

Menus 

File  View  Find  Options  Additional  Global  Help  

See Also 

Parent BOM Maintenance—General View  

Parent BOM Maintenance—Component View  

Parent BOM Maintenance—Production View  

Parent BOM Maintenance—Kitting View  

How to set up parent item bills of material  
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Parent BOM Maintenance Production View 
Using this program, you can setup parent item bills of material for production or 
kitting.  In the Production view, you can setup the options related only to 
produced parent items.  

 

Form Contents 
Entry 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. 

Save Saves the current component line item for this 
parent BOM. 

General Accesses the General view of Parent BOM 
Maintenance. 

Component Accesses the Component view of Parent BOM 
Maintenance. 

AddOns Accesses the AddOns view of Parent BOM 
Maintenance. 

Kitting Accesses the Kitting view of Parent BOM 
Maintenance. 

Outsourced Indicates whether you want to outsource production 
for this parent item.  Select the Yes radio button to 
indicate that production is outsourced, No to 
indicate that it is not, or Optional to indicate that the 
operator decides this at the time of production and 
enters this information on the Production Entry 
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Entry fields, Buttons, Checkboxes, & Icons 

screen in the Manufacturing Control module.  If you 
select Yes or Optional, you must enter a vendor in 
the Vendor field. 

Produce 
Complete 

Indicates that you produce the complete quantity of 
the parent item in a production run. 

Produce in 
Mult of STD Pk 

Indicates that you produce in multiples of a standard 
pack.  The system rounds the parent quantity to 
produce up to the next standard pack multiple on the 
Production Entry screen. 

Allow Using 
Waste % 

Indicates that this parent item BOM uses waste 
factors in production. 

Allow 
Disassembly 

Indicates that this parent item BOM can be 
disassembled. 

Update Lead 
Time 

Indicates that the Lead Time value includes the time 
it takes to complete production as well as the amount 
of time it takes to receive a part in the warehouse 
after ordering it.  This Lead Time value is used by the 
system in usage calculations. 

Use 
Production 
Price in SO 

Indicates whether you want to use production pricing 
on sales orders.  Select No from the dropdown list 
box if you do not want to use the production price on 
sales orders.  Select At Production Entry if you want to 
use the parent item price calculated at the time of 
production entry on sales orders.  The system does 
not change the SO price for the item when production 
is confirmed.  Select At Production Confirmation if you 
want to use the parent item price calculated at the 
time of production confirmation on sales orders.  The 
system recalculates the SO price when production is 
confirmed. 

Parent Item A parent item that you setup in IM Item 
Maintenance.  The system displays the parent item 
that you entered on the General view.  You can enter 
another parent item in this field and press Enter, if 
you want to view a different record. 

Vendor A vendor that you set up in PO Vendor Maintenance. 

Min to 
Produce  

Enter the minimum number of the parent item to 
produce in a production run.  You cannot create a 
production run for this parent item for less than this 
number. 

Max to 
Produce  

Enter the maximum number of the parent item to 
produce in a production run.  You cannot create a 
production run for this parent item for more than this 
number. 
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Menus 

File  View  Find  Options  Additional  Global  Help  

See Also 

Parent BOM Maintenance—General View  

Parent BOM Maintenance—Component View  

Parent BOM Maintenance—AddOns View  

Parent BOM Maintenance—Kitting View  

How to set up parent item bills of material  
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Parent BOM Maintenance Kitting View 
Using this program, you can setup parent item bills of material for production or 
kitting.  In the Kitting view, you can setup the options related only to kitted parent 
items. 

 

Form Contents 
Entry 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. 

General Accesses the General view of Parent BOM Maintenance. 

Compo-
nent 

Accesses the Component view of Parent BOM 
Maintenance. 

Produc-
tion 

Accesses the Production view of Parent BOM 
Maintenance. 

AddOns Accesses the AddOns view of Parent BOM Maintenance. 

Update SO Indicates the method by which you want the system to 
kit this parent item in the Sales Orders module.  Select 
the Components radio button to indicate that you want 
to manually select each component and quantity for 
this parent item, the Automatic radio button to indicate 
that you want the system to automatically kit this 
parent item using the BOM, and the Operator Select 
radio button to indicate that the operator makes this 
determination during sales order entry.  If you choose 
Operator Select, the system displays the Parent Items 

TakeStock SO  815 



Parent BOM Maintenance Kitting View Maintenances 

Entry fields, Buttons, Checkboxes, & Icons 

Options dialog box when you enter this kitted parent 
item on the Sales Order Entry, Blanket Order Entry, 
and Quote Entry screens. 

Parent 
Item 

A parent item that you setup in IM Item Maintenance.  
The system displays the parent item that you entered 
on the General view.  You can enter another parent 
item in this field and press Enter, if you want to view a 
different record. 

Menus 

File  View  Find  Options  Additional  Global  Help  

See Also 

Parent BOM Maintenance—General View  

Parent BOM Maintenance—Component View  

Parent BOM Maintenance—AddOns View  

Parent BOM Maintenance—Production View  

How to set up parent item bills of material  
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How to set up parent item bills of material 
1. Access the Parent BOM Maintenance program by selecting Maintenances  

Parent BOM Maintenance from the SO main menu.  The system displays the 
General view of the Parent BOM Maintenance program.  

 
2. Click the New icon or select File New from the menu bar to create a new parent 

BOM, or retrieve an existing parent item BOM, and select the edit function. 

3. Enter or modify information all the fields, checkboxes, and radio buttons in the 
General view as necessary.   

4. Refer to the Form Contents section of the Parent BOM Maintenance—General 
View for field and checkbox definitions.    
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5. To select the items or selection groups that make up your parent BOM, access 
the Component view of the Parent BOM Maintenance screen by selecting the 
Component button or View  Component  from the menu bar.  The system 
displays the Component view with the parent item number in the Parent field. 

 
  

6. Select the Add button, then enter or modify information for the fields and 
checkboxes in the Component view as necessary. Refer to the Form Contents 
section of the Parent BOM Maintenance—Component View for field and checkbox 
definitions.   \ 

7. Select the Required or Allow Substitution and Allow Change checkboxes as necessary 
to indicate if the component item is required for the parent item BOM, if a 
different item can be substituted, or if the item quantity can be changed during 
kitting or production of the parent item BOM.   

 TIP: You can select either the Required or Allow Substitution checkbox, but not 
both.  If you are using a selection group, these checkboxes are unavailable—you 
entered this information about the selection group when you created it.  

8. Select the Save button to save the additions to the parent item BOM. 

9. Repeat steps 5-7 until you are finished adding components or selection groups, 
then select the End Add button 

10. If you need to insert an item, highlight the row in the browser below where you 
want the item to be placed, and select the Insert button.  The system places the 
cursor in the Item field so that you can enter the item information.  Enter the 
item information and select the Save button.  The system places the item in the 
browser above the highlighted line.  

11. If you need to edit an item, highlight the item and select the Edit button.  The 
system places the item number in the Item field.  Make the necessary changes 
in the item information, and select the Save button.  When you are finished 
editing, select the End Edit button. 
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12. If you need to delete an item, highlight the item and select the Delete button.  
The system displays the question:  Are you sure you want to delete this BOM 
Line record?  Select Yes, and the system deletes the line. 

12. To enter the add-on costs for your parent BOM, access the AddOns view of the 
Parent BOM Maintenance screen by selecting the AddOns button or View  
AddOns from the menu bar.  The system displays the AddOns view with the 
parent item number in the Parent field. 

 
13. Enter overhead, packaging, and labor costs per unit produced in the appropriate 

fields.  In the Overhead and Package fields, you can enter these costs as either 
a dollar figure or a percentage.  You can enter labor cost in three different 
formats:  dollars, percentage, or dollars per hour.   

14. In the Labor fields, you can enter labor cost as a dollar figure per unit, a 
percentage per unit, or you can select Hour from the Per dropdown list and enter 
the labor rate in the Rate field and the estimated labor hours in the Hour field.  
Note that on the Footer view of the Production Entry screen, you can modify the 
labor hours for the parent item BOM. 

15. To view and select more add-on costs, select the More button.  The system 
accesses the Add On Selections dialog box where you can add and delete 
additional add-on selections.  Select OK or Cancel to exit the dialog box and 
return to the AddOns view of the Parent BOM Maintenance screen. 
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16. If your parent item BOM is for production or operator select, access the 
Production view of the Parent BOM Maintenance screen by selecting the 
Production button or View  Production from the menu bar.  (If your parent item 
BOM is for kitting, skip to step 18 of this procedure.)  The system displays the 
Production view with the parent item number in the Parent field. 

 
17. Enter or modify information for the fields, radio buttons, and checkboxes in the 

Production view as necessary.  Refer to the Form Contents section of the Parent 
BOM Maintenance Production View for field and checkbox definitions.    

18. If your parent item BOM is for kitting or operator select, access the Kitting view 
of the Parent BOM Maintenance screen by selecting the Kitting button or View  
Kitting from the menu bar.  The system displays the Kitting view with the parent 
item number in the Parent field. 
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19. For Update SO, select the method by which you want the system to kit this 
parent item in the Sales Orders module.   

 TIP: Select the Components radio button to indicate that you want to 
manually select each component and quantity for this parent item, the Automatic 
radio button to indicate that you want the system to automatically kit this 
parent item using the BOM, and the Operator Select radio button to indicate that 
the operator makes this determination during sales order entry.  If you choose 
Operator Select, the system displays the Parent Items Options dialog box when 
you enter this kitted parent item on the Sales Order Entry, Blanket Order Entry, 
and Quote Entry screens. 

20. Select the Save icon to save your work. 

21. Exit the program. 
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Past Sales Maintenance 
Using this program, you can maintain the last three sales for each customer/item 
combination.  This maintenance is available only if you select the Store Past Sales 
by Customer option in SO Control Maint.   

The Daily Sales Register program updates past sales.  The system drops the oldest 
sale and adds the newest sale so that no more than three sales are ever stored for 
a customer/item combination.  When you save a new record or changes to an 
existing record, the information is saved in the Past Sales Table.   

 

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. 

Customer Enter the customer for whom you are 
maintaining past sales information.   

Item Enter the item for which you are maintaining past 
sales information.  If you are adding a new past 
sales record, Item Description 1, the default 
selling unit of measure and the default pricing 
unit of measure for the item display as defaults 
for this maintenance.   

Date The date of the sale displays in this field in the 
order of most current past sale first.  If you are 
adding a new past sales record, the current 
system date displays as the default for all dates.  
You can use this date or enter a different date.   

Invoice For each of the past three sales, enter the invoice 
number for the sale.   

Quantity For each of the past three sales, enter the 
number of units sold per selling unit of measure 
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Fields, Buttons, Checkboxes, & Icons 

of the item.   

UM For each of the past three sales, enter the selling 
unit of measure of the item for this sale.   

Price For each of the past three sales, enter the price 
of the item per pricing unit of measure for this 
sale.   

UM For each of the past three sales, enter the pricing 
unit of measure of the item for this sale.   

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to Maintain Past Sales  
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 How to maintain Past Sales 
1. Access the Past Sales Maint. program by selecting Maintenances  Past Sales 

Maint. from the SO main menu.  The system displays the Past Sales Maint. 
program.   

 
2. Click the New icon or select File New from the menu bar to create a new past 

sales record.  To retrieve an existing past sales record, type the Customer 
Number and Item Number and click the Edit icon.  Use the Lookups if necessary. 

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Past Sales Maint. for field 
and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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 Lost Sales Maintenance 
Use this program to maintain lost sales records that indicate the reasons sales are 
lost.   

Note: This maintenance is available only if you select Use Lost Sales in SO 
Control Maint .   

During the sales order entry programs, the system creates lost sales records when 
an ordered item is not shipped in full and the backordered quantity is zero.  For 
example, if the ordered quantity of an item is 5 and the shipped quantity is 3, a 
lost sale record is created for a quantity of 2.  Although you can enter and change 
lost sales records, any changes you make after your system is operational can 
compromise your data.  Lost sales print on the Lost Sales Report for your review.  
When a new record is created or an existing record is changed, it is saved in the 
Lost Sales Table.   

 

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. 

Item Enter the item number for which you want to maintain a 
lost sales record.   

Warehouse Enter the warehouse for which you want to maintain a 
lost sales record.  The warehouse from your user profile 
displays in this field as the default.   

Year Enter the year for which you want to maintain lost sales 
for this item in this warehouse.   

Reason Enter the lost sales reason code for which you are 
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Fields, Buttons, Checkboxes, & Icons 

Code maintaining lost sales for this item in this warehouse.   

Requests For each period of the year, enter the number of 
requests for this item that resulted in a lost sale.  For 
example, if you sold this item 5 times during a period 
and lost sales of 10 units on only 1 of the sales, you 
would enter 1 here.   

Quantity For each period of the year, enter the total number of 
this item per the selected selling unit of measure that 
resulted in lost sales.  For example, if you sold this item 
5 times during a period and lost sales of 10 units on only 
1 of the sales, you would enter 10 here.   

UM Enter the selling unit of measure for which you are 
maintaining lost sales.   

Dollars Enter the total dollar amount of lost sales of this item per 
selling unit of measure for each of the periods in the 
year.   

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to maintain Lost Sales  
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 How to maintain Lost Sales 
1. Access the Lost Sales Maint.  program by selecting Maintenances  Lost Sales 

Maint.  from the SO main menu.  The system displays the Lost Sales Maint.  
program.   

 
2. Click the New icon or select File New from the menu bar to create a new lost 

sales record.  To retrieve an existing lost sales record, type the Item Number, 
Warehouse, Year, Reason Code and click the Edit icon.  Use the Lookups if 
necessary.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Lost Sales Maint for field 
and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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 Unbilled Freight Maintenance 
Use this program to maintain unbilled freight records that are created during the 
Daily Sales Register for invoices that have their freight code set to Bill Later.   

You can print unbilled freight information and optionally remove the records using 
the Unbilled Freight Report.  Although you can enter and change unbilled freight 
records, any changes you make after your system is operational can compromise 
your data.  The system saves the unbilled freight records that you add or change, 
or that are created during the Daily Sales Register , in the Unbilled Freight Table.   

 

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. 

Ship Via Enter the Ship Via for the unbilled freight that 
displays on the header portion of the invoice.   

Invoice Enter the invoice for the unbilled freight.  The 
invoice does not have to exist in the system in 
case you are entering unbilled freight during 
initial set up, or for a past invoice that is no 
longer in the system.   

Ship Date Enter the date the merchandise was shipped, 
but freight was not billed to the customer.   

Customer Enter the customer to whom you sold (Sold To 
customer on the invoice) the merchandise for 
which there is unbilled freight.   

Ship To 
Name 

Enter the customer to whom you shipped (Ship 
To customer on the invoice) the merchandise for 
which there is unbilled freight.   

Shipping Enter the weight of all merchandise on the 
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Fields, Buttons, Checkboxes, & Icons 

Weight invoice for which there is unbilled freight.   

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to maintain Unbilled Freight  

TakeStock SO  829 



How to maintain Unbilled Freight Maintenances 

How to maintain Unbilled Freight 
1. Access the Unbilled Freight Maint. program by selecting Maintenances  Unbilled 

Freight Maint.  from the SO main menu.  The system displays the Unbilled 
Freight Maint.  program.   

 
2. Click the New icon or select File New from the menu bar to create a new 

unbilled freight record.  To retrieve an existing unbilled freight record, type the 
Ship Via and Invoice and click the Edit icon.  Use the Lookups if necessary.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Unbilled Freight Maint for 
field and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   

830 TakeStock SO  



Maintenances  Phantom Item Maintenance 

Phantom Item Maintenance 
Use this program to create phantom items.  Phantom items provide an easy way 
to enter a group of common items on a sales order, quote, or blanket order.  For 
example, if customers commonly order several items together, you can set up the 
group of items as a phantom item and enter the phantom item on the order.  
Sales Order Entry creates each component of the phantom item as a separate line 
item.   

Phantom items are not actually produced, and the system does not maintain their 
quantities.  Phantom items facilitate order entry for groups of items. 

 

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. 

Review Items Indicates that you want to be able to review 
the items during order entry.   

Save Saves the current record.   

End Add Ends Add line item mode.   

Edit Edits the current line item.   

Insert Inserts a line item.   

Delete Deletes the current line item.   

Move Up Moves the cursor up one line.   
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Fields, Buttons, Checkboxes, & Icons 

Move Down Moves the cursor down one line.   

Phantom 
Item 

The code for the phantom item.   

Description A description of the phantom item group.   

Item The item number(s) included in the phantom 
item group.   

Quantity The default quantity for the line item.   

UM The selling Unit of Measure for the line item.   

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up Phantom Items  
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How to set up Phantom Items 
1. Access the Phantom Item Maint. program by selecting Maintenances  Phantom 

Item Maint. from the SO main menu.  The system displays the Phantom Item 
Maint program.   

 
2. To create a phantom item, click the New icon or select File New from the menu 

bar.  Type the phantom item number and description, and click the Add button.  
To retrieve an existing phantom item, type the phantom item number and click 
the Edit icon.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Phantom Item Maint for 
field and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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Ship Via Maintenance 
 Ship Via Maintenance:Bills of Lading Processing Maintenance Programs: Ship Via MaintenanceUse 
this program to maintain Ship Via records that are used to designate the method 
of shipment for merchandise on sales orders.  When you save a new record or 
change an existing record, the information is saved in the Ship Via Table.   

Bills of Lading Processing 

Using Ship Via Maintenance you must set up specific Ship Via records as those 
that require BOL’s to print.  BOL’s only print where the Ship via code is set to use 
BOL’s. 

You set the system control for printing BOL’s in the Shipping view of SO Control 
Maintenance and also indicate if BOL’s should print upon Sales Order Entry 
completion or at Order Confirmation.  You can optionally enter emergency contact 
information (e.g. Chemtrax) in this record to be printed in the Emergency Contact 
section of the BOL. 

If an item requires a DOT shipping code (e.g. hazardous item), the user must 
assign a DOT code to the item through Item Maintenance.   The DOT code 
assigned to an item defines what information will print for that item on the BOL.   
If a DOT code is not required for the item, only information from the item master 
record (name, description) will appear on the BOL. 

 

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. 

Ship Via Enter up to 15 characters for the code of the 
ship via method.  For example, some valid ship 
via codes might be UPS, UPS Blue, FedEx, Our 
Truck, Customer Pickup, etc.  You can assign 
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Fields, Buttons, Checkboxes, & Icons 

Ship Via codes to customer records to establish 
the default method of shipping merchandise on 
sales orders you enter for that customer.   

Descrip-
tion 

Enter up to 30 characters for a description of the 
ship via method.  For example, for a Ship Via 
code of UPS Blue you may want to enter a 
description of UPS Second Day Blue.  If you use 
your own trucks for delivery, you may want to 
enter a serial number or identification number of 
the truck.   

Carrier 
Code 

Enter the Shipping InterLink carrier code for this 
Ship Via.  The Clippership for Windows shipping 
system uses the carrier code in assigning 
shipping information.  Each Ship Via used by the 
Shipping InterLink must have a unique carrier 
code. 

Translate This button is currently not in use; it is reserved 
for future enhancements. 

Route 
Required 

Select this option if the Ship Via method 
requires a route when it is used on a sales 
order.  This option is available only if you select 
Use Routes in SO Control Maint.   

Use With 
Shipping 
System 

Select this option if you want to import and 
export shipping information via the Shipping 
InterLink.  This option is available only if you 
have the Shipping InterLink installed in your 
system. 

Suppress 
Warning 
for 
Changes 

Select this option if you do not want the system 
to display a standard warning each time the ship 
via information is changed by the import/export 
processing of the Shipping InterLink. 

Print BOL Select this option when you want to print a Bill 
of Lading at sales order entry or conformation. 

Internet Indicates that the ship via code is to be set as 
an Internet ship via.  This setting defaults to 
selected; it is the user’s responsibility to disable 
any ship via codes that you do not want to show 
up in the Internet InterLink.  

Use with 
PDA Fields 
Sales 

Indicates that the ship via code is to be set as a 
PDA (Personal Digital Assistant) Field Sales 
application ship via.  This setting defaults to 
selected; it is the user’s responsibility to disable 
any ship via codes that you do not want to show 
up in the Field Sales PDA application. 
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Fields, Buttons, Checkboxes, & Icons 

Count 
Deliveries 
in 
Customer 
Profitability 
Analysis 

Indicates that the ship via code is for the 
distributor’s truck for outside deliveries. 

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up Ship Via records  
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How to set up Ship Via records 
1. Access the Ship Via Maint. program by selecting Maintenances  Setup  Ship 

Via Maint. from the SO main menu.  The system displays the Ship Via Maint.  
program.   

 
2. To create a ship via record, click the New icon or select File New from the 

menu bar.  Type the ship via code and description and click the Add button.  To 
retrieve an existing item, type the ship via code and click the Edit icon.  

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Ship Via Maint for field 
and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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Route Maintenance 
Use this program to set up, change, or remove delivery routes.  Routes are 
assigned to customer records to use as the default route on quotes, sales orders, 
and invoices for that customer.  If the Ship Via on a sales order is set to require a 
route, a route must be assigned.  Sales orders and invoices may then be printed 
by specific route.  When you save a new record or changes to an existing record, 
the information is saved in the Route Table.   

Note: This maintenance is available only if you select Use Routes in SO 
Control Maint.   

 

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. 

Route Enter up to 5 characters as the code to use for 
this route.  You can set up any type of route 
scheme you want to use for your company.   

Descrip-
tion 

Enter up to 30 characters as a description to help 
identify the route for this route code.   

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up Ship Via records  
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How to set up Routes 
1. Access the Route Maint.  program by selecting Maintenances  Setup  Route 

Maint.  from the SO main menu.  The system displays the Route Maint program.   

 
2. To create a new route, click the New icon or select File New from the menu 

bar.  Type the Route code and description and click the Add button.  To display 
an existing route, type the Route code and click the Edit icon.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Route Maint for field and 
checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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Returns Code Maintenance 
This program maintains returns codes that you assign to items during Credit Memo 
Entry.  Returns codes indicate the type of item return being made and which GL 
posting account to use for the credit.   

You can set up two types of returns codes:  Return and Allowance.  Return 
updates the item’s on hand quantity and posts to the CM (credit memo) Returns 
account.  Allowance does not update the item’s on hand quantity, and posts to the 
CM Allowances account.  When you save a new record or changes to an existing 
record, the system saves the information in the Returns Code Table.   

 

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. 

Returns 
Code 

Enter up to 5 characters to use as the returns 
code.   

Descrip-
tion 

Enter up to 30 characters as a description to 
help identify the returns code.   

Type Select the type of the returns code.  Select the 
Return radio button to indicate that the returns 
code is of the Return type, which updates the 
item’s on hand quantity and post to the CM 
(credit memo) Returns account.  Select the 
Allowance radio button to indicate that the 
returns code is of the Allowance type, which 
does not update the item’s on hand quantity, 
and posts to the CM Allowances account. 

Return Updates the item’s on hand quantity and post 
the transaction to the CM Returns GL account 
when this returns code is assigned to an item 
during Credit Memo Entry.   

Allowance Does not update the item’s on hand quantity 
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Fields, Buttons, Checkboxes, & Icons 

and to post the transaction to the CM Allowance 
GL account when this returns code is assigned 
to an item during Credit Memo Entry.   

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up Ship Via records  
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How to set up Returns Codes 
1. Access the Returns Codes Maint. program by selecting Maintenances  Setup  

Returns Codes Maint. from the SO main menu.  The system displays the Returns 
Code Maint. program.   

 
2. To create a new returns code, click the New icon or select File New from the 

menu bar.  Type the returns code and description and click the Add button.  To 
display an existing returns code, type the code and click the Edit icon.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Returns Code Maint. for 
field and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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Lost Sales Reason Code Maintenance 
This program maintains lost sales reason codes that you can assign to lost sales in 
the order entry programs to track the reasons why sales are lost.   

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. 

Reason 
Code 

Enter up to 5 characters as the code to use for 
the reason code.  You can set up any type and 
as many reason codes as you want to use for 
tracking lost sales for your company.   

Descrip-
tion 

Enter up to 30 characters as a description to 
help explain the lost sale reason for this reason 
code.   

Use in 
Advanced 
Replenish
ment 
Item 
Forecast-
ing 

Indicates whether to use in advanced 
replenishment forecasting calculations by 
adding lost sales quantities to the database 
when the Lost Sales Reason code is used in SO 
processing.  When a Sales Order uses a Lost 
Sales Reason code that has this checkbox 
selected, the lost sales quantities update the 
warehouse item replenishment table, 
icWhseItemReplen, through the update process 
of the Daily Sales Register.  

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up Ship Via records  

How to set up Lost Sales Reason Codes 
1. Access the Lost Sales Reason Code Maint.  program by selecting Maintenances  

Setup  Lost Sales Reason Code Maint.  from the SO main menu.  The system 
displays the Lost Sales Reason Code Maint program.   
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2. To create a new route, click the New icon or select File New from the menu 

bar.  Type the reason code and description and click the Add button.  To display 
an existing reason code, type the code and click the Edit icon.   

3. Enter or modify information in all the fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the Lost Sales Reason Code 
Maint for field and checkbox definitions.   

4. Select the Save icon to save your work.   

5. Exit the program.   
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Companion Item Maintenance  
Use Companion Item Maintenance to setup and maintain a list of companion items 
for any given active item. 

Companion Item Processing 

Companion Items provides a way for the TakeStock distributor to define a 
suggestive selling message and a practically unlimited number of companion items 
for a TakeStock item. Once you define companion items via this maintenance 
program, users in various Sales Order programs, such as Sales Orders Entry, 
Quote Entry, Counter Sales Entry, will then be presented with the suggestive 
selling message after they have added an item that is set up with companion 
items. 

When you add and save an item in order entry that has companion items set up, 
the system displays a message box containing the suggestive selling message. 
The message options are OK, to display the Companion Item dialog box, which 
contains a browser that displays all of the companion items, along with availability 
and the customer’s price, and Skip, to not display the Companion Item dialog box.  
From the Companion Item dialog box you can select companion items to add to 
the sales order by entering the sales quantity next to the item in the browser. 
When you close the dialog box, the selected items are added to the sales order. 

Each companion item added to the sales order will have the original item for which 
this item was sold as a companion entered into a new field in the sales order 
document line record. For example, if item I200 was sold as a companion item to 
item I100, then the SO line record for I200 will have I100 entered into the 
companion item field. This information carries through the database into the past 
invoice table. This information is recorded so that the distributor can write report 
writer reports to see which items are being sold as companions, and which 
operators are more successful in selling companion items. 

Companion item processing will not take place in Credit Memo Entry. Companion 
item processing will not take place for items added via the past sales import. 
Companion item processing will not take place for items added from the 
companion item browser. In other words, if the user adds a companion item to the 
sales order, and the item added also has companion items, companion item 
processing will not take place again. The distributor should set up companion 
items in such a way that all related items appear in companion item groups for 
each item in that group. Companion Item Maintenance offers the usual “Copy As” 
feature to make it easier for the user to create companion item records for several 
related items.  

From the Companions view of SO Control Maintenance, companion item 
processing may be turned on or off for these types of sales order entry modes. 

♦ Quote Entry  

♦ Sales Order Entry 

♦ Confirmation Entry 

♦ Counter Sales Entry 
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♦ Direct Invoice Entry 

♦ Blanket Order Entry 

♦ Recurring Document Entry 

♦ Future Document Entry 

Companion item processing may be specified for selected user groups in Security 
Review for Sales Order Entry. 

Benefits: 

♦ Increase sales 

♦ Improve customer service 

♦ Identify top performing companions and possibly offer as kits 

♦ Offer performance incentives to sales people who are most successful at 
selling companion items 

Companion Item Setup:  

♦ Sales Orders, Maintenances, Setup, SO Control Maintenance, Companions, 
select Sales Order Entry modes in which companion item processing will 
take place. 

♦ Sales Orders, Maintenances, Setup, Companion Item Maintenance. 

One could set up user group security to exclude selected groups from companion 
item processing entirely. System Management, Security, Security Review, 
program soedocmn.w (Sales Order Entry), function Companions, either select No 
Restrictions or Valid User Groups. For example, one could create a new user group 
called Companions, make it the only valid user group for companion item 
processing, then include this group in User Maintenance, Groups, for those users 
that you want to perform companion item processing. 

The program contains two views: 

The General view, which is used to enter the suggestive selling message.   

The Items view, which is used to add, delete the companions items specified for 
an item selected in the specified SO Entry programs. 
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Form Contents—General View 
For a listing of standard Maintenance icons and buttons, refer to the 
Maintenance Toolbar topic at the beginning of the Maintenances chapter. 

Item   The item for the companion item association.   

Suggestive Selling 
Message 

The message displayed in Quote Entry, Sales Order 
Entry, Confirmation Entry, Counter Sales Entry, 
Direct Invoice Entry, Blanket Order Entry, 
Recurring Document Entry, and/or Future 
Document Entry (based on your settings in the 
Companions view of SO Control Maintenance). 

Document Type  The imported document type.  Available choices 
are:  Quote, Sales Order (default), and Counter 
Sale. 

Form Contents—Items View 
For a listing of standard Maintenance icons and buttons, refer to the 
Maintenance Toolbar topic at the beginning of the Maintenances chapter. 

Save Saves the companion items selected for the 
specified item. 

End Add/Insert Completes the companion item add or insert 
process.  

Add Adds an item to be promoted as a companion to 
the item being sold.  

Delete Deletes the field record highlighted in the browser 
in the lower portion of the screen. 

Companion Item   The companion item for the item association.   

Suggestive Selling 
Message 

The message displayed in Quote Entry, Sales Order 
Entry, Confirmation Entry, Counter Sales Entry, 
Direct Invoice Entry, Blanket Order Entry, 
Recurring Document Entry, and/or Future 
Document Entry (based on your settings in the 
Companions view of SO Control Maintenance). 

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to set up Ship Via records  
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How to use the Companion Items Maintenance 
program 
1. Access the Companion Items Maintenance screen in the Maintenances 

submodule of SO.  The complete path is Sales 
Orders Maintenances Setup  Companion Items Maintenance.  The system 
displays the General view Companion Items Maintenance screen. 

 

2. Click the New icon or select File New from the menu bar to create a new 
companion item record, or retrieve a record, and select the edit function. 
 
 TIP:  You can use the First Record, Next Record, Last Record, and Previous 
Record icons in the upper right portion of the screen to display companion 
item maintenance records. 

3. Enter the item code and the suggestive selling message you want to display 
in Sales Order Entry programs.  Refer to the Form Contents section of the 
General view of Companion Items Maintenance for field definitions.    

4. Select the Items button to display the Items view of Companion Items 
Maintenance.   

848 TakeStock SO  



Maintenances  How to use the Companion Items Maintenance 
program 

 

 

5. You can select the Add button to add a companion item, or highlight a field 
in the browser in the lower portion of the screen and select Insert (to insert 
an item above the highlighted item) or Delete.  Refer to the Form Contents 
section of the Items view of Companion Items Maintenance for field and 
button definitions.   

6. When you complete the companion item information, save your work and 
exit the program. 
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Sales Order Document Import Maintenance 
Using this maintenance program, you can set up the record layout for fields in 
imported sales order documents.  You can set up the record layout for the fields 
by header and detail lines.  This information provides the definition of file layouts 
to drive a highly flexible gateway to import sales order documents from a wide 
variety of outside sources. 

The program contains two views: 

The General view, which is used to enter the document name, type, description 
and record setup information.   
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The Field view, which is used to add, delete, or modify fields (header, address, and 
detail) specified for import. 

 

Sales Order Document Import Maintenance Non-Mappable Fields 

This program uses the database field definitions to validate the field names 
entered, there are fields that will show as mappable but are not.  

These include: 

Header Fields Detail Fields 

CoNum CoNum 

DocNum DocNum 

OnHold DocLn 

OnCredHold LnSeq 

AnyHold LnStatus 

InUseBy LnShipStatus 

WoStatus CmReturn 

InitWhse - Whse field should 
be mapped, if mapping is 
desired, InitWhse will 
default to Whse 

ShipComplete 
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Header Fields Detail Fields 

OriginatedBy OrigDocLn 

QuotedBy SellConvFct 

Credit Card Fields - Card* QtyMask 

ManRep Fields PrMask 

 PrConvFct 

  CostUm 

  CostConvFct 

  CostMask 

  LnCommPct 

  RebateNum 

  RebateCost 

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. 

Sales Order Import Document Maintenance-General View 

Document   The document name.   

Description  The document description. 

Document 
Type 

The imported document type.  Available choices are:  
Quote, Sales Order (default), and Counter Sale. 

Document 
Type 
Defined in 
File 

Indicates the document type is defined in the ASCII file 
being imported. 

Post 
Invoices as 
Printed 

Indicates you want to post imported invoice-type 
documents with a status of already printed.   

File Record 
Type  

Select the record type for the file.  You can select from 
Fixed Length or Delimited.   

Delimiter If you selected Delimited for the File Record Type, specify 
the field delimiter used. Select Character or ASCII value 
for the delimiter.  
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File Layout Indicate the file layout type for the ASCII import file. You 
can select from Header info in each record or Header and 
Detail info in separate records.   
 
For Notes imports, if the header and line item information 
are in the same record, the document notes must be 
mapped to the HeaderNote field in the soDocHdr table and 
line-item notes must be mapped to the soDocLn table 
field, LnNote.  For separate records for header and detail 
information, a separate record type of notes need to be in 
the import file.   

Header 
Marker 

For Header and Detail info in separate records file layouts, 
enter the character or symbol that serves as a marker to 
denote header record information. 

Detail Marker For Header and Detail info in separate records file layouts, 
enter the character or symbol that serves as a marker to 
denote detail record information. 

Note Marker For Header and Detail info in separate records file layouts, 
enter the character or symbol that serves as a marker to 
denote note record information. 

Sales Order Import Document Maintenance-General View 

Document   The document name displays from the General View.   

Record Type  The record type the field:  You can s elect from header, 
address, and detail.  

Field The field for import. 

Extent The field extent to import (if the field entered has 
extents.) 

Record 
Position 

The field position in the import file. 

Record 
Length 

The length of the field in the import file.  

Menus 

File Find Options Additional Global  Help  
 

See Also 

How to use the Sales Order Document Import Maintenance program  
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How to use the Sales Order Document Import 
Maintenance program 
1. Access the Sales Order Document Import Maintenance screen in the 

Maintenances submodule of SO.  The complete path is Sales Orders  
Maintenances  Setup  Sales Order Document Import Maintenance.  The 
system displays the General view of Sales Order Document Import 
Maintenance screen. 

 
2. Click the New icon or select File New from the menu bar to create a new 

Counter Sale Import record, or retrieve a record, and select the edit function. 

 TIP:  You can use the First Record, Next Record, Last Record, and Previous 
Record icons in the upper right portion of the screen to display counter sale 
import maintenance records. 

3. Enter or modify the document name, type, description and record setup 
information for the sales order document import file.  .  Refer to the Form 
Contents section of the General view of Sales Order Import Maintenance for 
field definitions.  

4. Select the Fields button to display the Fields view of Sales Order Import 
Maintenance.   
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Maintenance program 

 

 

5. You can select the Add button to add an import field, or highlight a field in the 
browser in the lower portion of the screen and select Edit or Delete.  Refer to 
the Form Contents section of the Fields view of Sales Order Import Maintenance 
for field and button definitions.   

6. When you complete the sales order import file information, save your work and 
exit the program. 
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SO Audit Control Maintenance 
Audit Control allows you to track various changes to the different types of Sales 
Order documents.  Use the Sales Order Audit Control Maintenance to define which 
fields should be audited in the tables you specify for each type of document.  You 
can also indicate if document deletions, stop confirmations, and document prints 
should be audited. 

You can use the Document Audit Report to print a listing of the document changes 
that have been specified for audit tracking.  When you set up Sales Orders audit 
controls, the system tracks changes made in Sales Order Entry and Print programs 
and creates SO Audit table records if applicable.  

Note that SO Audit records cannot be created, deleted or copied, only edited and 
resaved. 

Special Menu Option:  From the Additional menu you can select Audit All to 
completely turn on SO Audit Control for document deletions, stop confirmations, 
and document prints for all so document types.  You can select Audit None to 
completely turn off SO Audit Control for document deletions, stop confirmations, 
and document prints for all so document types. 

 

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. 

Table The data table for the audit. 

Field The field in the data table to use for audit tracking. 

Document 
Type 

The type of document for audit tracking  

The document Delete, Stop Confirmation, and Print check boxes will only 
be visible if the Field name is left blank in the key area.   

Delete Indicates you want the system to create an audit trail for 
document deletions.  
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Fields, Buttons, Checkboxes, & Icons 

Stop 
Confirma
tion 

Indicates you want the system to create an audit trail for stopping 
the confirmation of sales documents. 

Print Indicates you want the system to create an audit trail for 
document prints. 
 
For a Sales Order the document prints will include both pick ticket 
and invoice print. For all other document types will be the 
document print only; i.e. Blanket Order Print, Future Order Print, 
etc. BOL, Acknowledgement, and MR Prints have a field in the SO 
Document Header table to be set when the appropriate document 
is printed. You can choose these fields as being auditable to 
determine if these prints should be included in the Audit Report. 

Audit Indicates the field is auditable. 

Note:  This checkbox is only visible when a field name has been 
entered. 

See Also 

How to set up Sales Order Audit Controls 
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How to set up Sales Order Audit Control 
1. Access the Sales Order Audit Control Maintenance program by selecting 

Maintenances  Setup  Sales Order Audit Control Maintenance from the SO 
main menu.  The system displays the Sales Order Audit Control Maintenance 
program.   
 

 
2. To display an existing audit control setting for a document process i.e. 

document deletions, confirmation or prints, enter the data table name and field 
name and click the Edit icon.     

3. The system displays the Audit checkbox when you enter a data table and field 
name combination.  Select the Audit checkbox to indicate you want the system 
to track changes for auditing.  

4. Select the Delete, Stop Conf, and Print checkboxes as appropriate to indicate 
you want the system to track changes for auditing.  

5. Select the Save icon to save your work.   

6. Exit the program.   
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 SO Control Maintenance 
Use this program to enter and maintain controls for the Sales Order module.  The 
system uses control information as defaults and to set options throughout Sales 
Orders.  This program contains the SO system information for your company.  The 
information that you enter in this program controls the overall behavior of SO and 
the way it interfaces with other modules.  Because SO Control Maintenance 
contains only 1 record, it performs differently than other maintenances.   

There are 14 views in SO Control Maintenance:   

General  Use this view to set up controls for the overall behavior 
of Sales Orders and other modules to which it interfaces.   

SO Lines  Use this view to set up controls for entering line items 
on sales order.   

Post GL  Use this view to set up GL posting preferences for all 
sales activity.   

GL  II  Use this view to continue setting up GL posting 
preferences for sales activity.   

GL III  Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Use this view to set up controls for processing sales 
documents.   

Options  Use this view to set up control options for how you want 
to process sales documents.   

Pricing  Use this view to set up controls for pricing the sale of 
items.   

Margins  Use this view to set up controls for how you use gross 
margins when selling items.   

Forms  Use this view to set up controls for each of the sales 
document forms your company uses.   

Printing  Use this view to set up controls for printing sales 
documents.   

Companions Use this view to set up the controls for companion item 
processing in Sales Orders. 

Register  Use this view to set up the controls for processing 
registers in Sales Orders.   

Shipping Use this view to indicate to the system that you want to 
import freight information from the Shipping InterLink. 
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SO Control Maintenance Menu Options 
File 

Menu 
Selection 

Function 

Edit Makes changes to an existing record. 

Save Saves the information for the current 
record. 

Reset Sets the information for the current record 
back to its original state. 

Exit Exits the current program. 

View

Menu 
Selection 

Function 

General Displays the general view. 

SO Lines Displays the sales order lines view. 

Post GL Displays the GL posting view. 

GL II Displays the GL II posting view. 

GL III Displays the GL III posting view. 

Documents Displays the Documents control view. 

Options Displays the Options view. 

Pricing Displays the Pricing view. 

Margin Displays the Gross Margins view. 

Forms Displays the Forms view. 

Printing Displays the Printing options view. 

Registers Displays the Registers view. 

Companions Displays the Companions view. 

Shipping Displays the Shipping view. 

Find 

Menu 
Selection 

Function 

Lookup Opens the Lookup feature for the current 
record, or brings it to the front if it is 
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already open. 

Options 

Menu 
Selection 

Function 

Toolbar Toggles the display of the toolbar on and 
off. 

User Preferences 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. 

Field Audit Control  Accesses the Maintenance Audit Control 
dialog box, which is used to select which 
fields in a maintenance program you want 
to track for audit history. 

Additional 

Menu 
Selection 

Function 

Maintain Maintains records for the detail fields 
available in this maintenance program. 

Audit History Accesses the Maintenance Audit History 
dialog box, which is used to view changes 
to the fields selected for audit tracking. 

Global  

Menu 
Selection 

Function 

User Profile Accesses your user profile information. 

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

Personal 
Favorites 

Allows you to access frequently used 
programs. 

Jump Accesses the Program Locator dialog box, 
which allows you to move to other 
TakeStock modules and programs.  
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Help

Menu 
Selection 

Function 

Contents Accesses the online Help table of 
contents. 

Glossary Access the TakeStock Glossary. 

Search for Help 
on 

Accesses the Help system index. 

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, which 
lists the function keys for the current 
screen. 
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SO Control Maintenance General View 
Use this view to set up controls for the overall behavior of Sales Orders and other 
modules to which it interfaces.   

 

 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. 

SO Lines  Choose this button to set up controls for entering 
line items on sales order.   

Post GL  Choose this button to set up GL posting preferences 
for all sales activity.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III  Choose this button to continue setting up GL posting 
preferences for vendor consignments and 
manufacturing representatives.   

GL III  Choose this button to continue setting up GL posting 
preferences for vendor consignments and 
manufacturing representatives.   

Documents  Choose this button to set up controls for processing 
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Fields, Buttons, Checkboxes, & Icons 
sales documents.   

Options  Choose this button to set up control options for how 
you want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the 
sale of items.   

Margins  Choose this button to set up controls for how you 
use gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing 
sales documents.   

Companions Choose this button to set up the controls for 
companion item processing in Sales Orders. 

Register  Choose this button to set up the controls for 
processing registers in Sales Orders.   

Shipping Choose this button to set up the controls for 
importing freight information from the Shipping 
InterLink. 

Current SO 
Period 

Enter the month and year of the current SO period 
for GL 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 SO period.   

Last EOP 
Update 

This field displays the date of the last time you ran 
the SO End of Period Update.  You cannot enter or 
change this date.   

Last 
Recurring 
Post 

The last date when you posted recurring documents 
displays in this field.  You cannot enter or change 
this date.  If you are not using recurring documents, 
a question mark (?) displays in this field.   

Last Quote 
# 

The last quote number automatically assigned by the 
system displays in this field.  You can enter up to 7 
digits for the last quote number, or change the last 
quote number here to have the system begin 
assigning quote numbers using the next number in 
sequence.   

Last Sales 
Order # 

The last sales order number automatically assigned 
by the system displays in this field.  You can enter 
up to 8 digits for the last sales order number, or 
change the last sales order number here to have the 
system begin assigning sales order numbers using 
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Fields, Buttons, Checkboxes, & Icons 
the next number in sequence.   

Last Direct 
Invoice # 

The last direct invoice number automatically 
assigned by the system displays in this field.  You 
can enter up to 7 digits for the last direct invoice 
number, or change the last direct invoice number 
here to have the system begin assigning direct 
invoice numbers using the next number in sequence.   

Last Credit 
Memo # 

The last credit memo number automatically assigned 
by the system displays in this field.  You can enter 
up to 7 digits for the last credit memo number, or 
change the last credit memo number here to have 
the system begin assigning credit memo numbers 
using the next number in sequence.   

Last RMA # The last RMA (Return Merchandise Authorization) 
number automatically assigned by the system 
displays in this field.  You can enter up to 7 digits for 
the last RMA number, or change the last RMA 
number here to have the system begin assigning 
RMA numbers using the next number in sequence.   

From Email 
Address 

The default From email address for SO forms available 
for email.   
 
You can use the email address you enter here or the 
customer’s primary salesperson email address as the 
From email address in Customer Maintenance.  If you 
select Default the system uses the From Email Address 
and Name entered here as the default for Customer 
Maintenance. 

From Email 
Name 

The default From email name for SO forms available 
for email. 

Last 
Counter 
Sales # 

The last counter sales number automatically 
assigned by the system displays in this field.  You 
can enter up to 7 digits for the last counter sales 
number, or change the last counter sales number 
here to have the system begin assigning counter 
sales numbers using the next number in sequence.   

Last 
Recurring # 

The last recurring invoice number automatically 
assigned by the system displays in this field.  You 
can enter up to 5 digits for the last recurring invoice 
number, or change the last recurring invoice number 
here to have the system begin assigning recurring 
invoice numbers using the next number in sequence.   

Last Future 
Order # 

The last future order number automatically assigned 
by the system displays in this field.  You can enter 
up to 5 digits for the last future order number, or 
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Fields, Buttons, Checkboxes, & Icons 
change the last future order number here to have 
the system begin assigning future order numbers 
using the next number in sequence.   

Last Blanket 
Order # 

The last blanket order number automatically 
assigned by the system displays in this field.  You 
can enter up to 5 digits for the last blanket order 
number, or change the last blanket order number 
here to have the system begin assigning blanket 
order numbers using the next number in sequence.   

Last EC 
Order # 

The last EC Order number automatically assigned by 
the system displays in this field.  You can enter up to 
7 digits for the last EC Order number, or change the 
last EC order number here to have the system begin 
assigning EC order numbers using the next number 
in sequence.  The EC Import program uses this 7-
digit number with an E prefix to create the SO 
document number for all new Sales Orders imported 
during EDI.   
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SO Control Maintenance SO Lines View 
 Use this view to set up controls for entering line items on sales order.   

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. 

SO Line 
Options 

In this section of the form, select each option that you 
want to apply to sales order line items. 

Charge Tax Select this option to charge tax during Sales Order Entry 
based on the customer’s tax code and the taxable status 
of the items and add-ons on the order or invoice.  If you 
do not select this option, tax will not be charged on 
sales documents.   

Allow 
Backorders 

Select this option to be able to enter backorders during 
Sales Order Entry.  Backorders are then processed on a 
customer basis, depending on whether the Allow 
Backorders option is selected for the customer in 
Customer Maint.  If you do not select this option, the 
backorders field is skipped when entering orders for all 
customers.   

Change 
Taxable 

Select this option if you allow an item’s taxable status to 
be changed as the item is entered on a sales document 
line.   

Change GL Select this option if you allow an item’s GL Table to be 
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Fields, Buttons, Checkboxes, & Icons 
Table changed as the item is entered on a sales document 

line.   

Change 
Commissions 

Select this option if you allow an item’s commission 
percentage to be changed as the item is entered on a 
sales document line.   

Change SA 
Cost 

Select this option if you allow an item’s cost used for 
Sales Analysis reporting to be changed as the item is 
entered on a sales document line.   

Change GL 
Cost 

Select this option if you allow an item’s cost used for 
General Ledger reporting to be changed as the item is 
entered on a sales document line.   

Commit 
Inventory 
During 
Invoicing 

Select this option to ship a partial order of an item on a 
sales document and commit the remaining quantity 
rather than place it on backorder.  If there is not 
sufficient quantity to ship, you must be able to enter 
negative quantities and over commit the item to use this 
option.  The Allow Negative On Hand and Allow Over 
Commit options are set in IM Control Maint.   

Update BOM 
Components 

Select this option to update the quantities of component 
items for BOM finished items entered on sales orders.  If 
you do not select this option, any BOM finished items 
which are set up to update component quantities during 
sales order entry will not have their component 
quantities updated.   

Terms Discount 
by Line 

Indicates you want each line item in SO entry to use the 
Item level control for Terms inclusion/exclusion.  The 
Terms Discount by Line Item feature is now controlled 
via this flag.   

Recalculate 
Rebate cost at 
confirmation 

Indicates you want to recalculate rebate cost during 
sales order confirmation.  

Post 
Returnable 
Containers as if 
Sold 

Indicates you want to post the sale of returnable 
containers to the General Ledger and Sales Analysis 
modules as if the container item were sold.   

Assign 
Ser/Lot# on 
Sales Order 

In this section of the form, select how the system 
assigns serial numbers and lot numbers during Sales 
Order Entry.  Select No to not enter serial or lot 
numbers when entering a sales order, Yes to require the 
entry of numbers for serial and lot items entered on a 
sales order, or Optional to allow the user entering a 
sales order to decide whether to enter serial and lot 
numbers on a sales order for serial and lot items.   
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Default SA 
Cost 

Select which item cost to use when posting sales to 
Sales Analysis.  You can select to use Manual, Average, 
Last, LIFO or FIFO.   

Use Actual 
Cost for 
serial/lot 

Indicates you want to default the Sales Analysis cost to 
the serial/lot item’s actual cost.  If this control option is 
not set, then the SA Cost will default to the selected 
system costing method used for non-serial/lot items. 

Default AddOn 
Cost Factor 

Select the default to use for factoring add-ons on sales 
orders. This sets the default when entering sales orders, 
but you can override the default on individual sales 
orders.  You can select from: 

Not Used, Units, Cost, Weight, and Cubes.  

This is the default for factoring add-on costs for Sales 
Order Invoices. If there are any add-ons with cost 
associated with the add-on and the add-on is marked as 
a cost factoring for SO, this determines how the cost is 
factored. The factoring uses the line item percentage of 
the total for the option chosen for the document.  

Blanket Order 
Line Options 

In this section of the form, select how you want the 
system to update the usage for an item on a blanket 
order, if you use blanket orders.   

Allow Usage 
Upd. Override 

Select this option to open a usage override dialog box 
when entering items for blanket orders so you can select 
whether or not to update the item’s usage.  If you do 
not select this option, the items on blanket orders will 
always have their usage updated.  If you select this 
option, the following option is also available.   

Default Update 
Usage 

Select this option to set the default response for the 
usage override dialog box to Yes, to update the item 
usage.  If you do not select this option, the default for 
the usage override dialog box is set to No, to not update 
usage.   

Create Pos for 
Whs Shipments 

Indicates you want to by-pass traditional special order 
placement (e.g., creation of Suggested Purchase 
Orders) and create actual purchase order documents 
from sales order entry programs and optionally add 
items to existing purchase orders.   

*Note: this feature will work only for those items that 
have the replenishment path set to Vendor. 

Notes from backordered SO lines automatically post to 
the PO created.  
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General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing 
sales documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the sale 
of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the Shipping InterLink. 
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SO Control Maintenance Post GL View 
 

Use this view to set up GL posting preferences for all sales activity.   

 

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 
Distribution 

In this section of the form, select how Sales Orders posts 
to GL.  Select: 
No GL Distribution–To not print or post any GL activity for 
sales.   

Print Only–To print a GL Distribution for manual posting to 
GL.   

Print and Post–To print a GL Distribution and post the sales 
activity to the TakeStock GL.   

Source For each of the accounts in the Source section of the form, 
select from the drop-down list whether to post to the 
account number in the GL Table assigned to each 
customer, the GL Table assigned to each item, or to the 
default account you enter here in the GL # field of this 
view.  The type of account determines which of these 
selections are available.   
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Br Select the Branch checkbox for each account that you want 
to have post to GL profit centers by individual branch.  If 
you do not select this option, all activity for the account 
number posts to the same profit center.   

Whs Indicates that the GL posting for the account will be to a 
profit/cost center that includes the warehouse. 

Dept Select the Department checkbox for each account that you 
want to have post by individual department.  If you do not 
select this option, all activity for the account number posts 
by company rather than department.   

GL # Enter the default account number for posting each of the 
accounts.  The default account number is used only if you 
select Default in the corresponding Source column.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing sales 
documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the sale of 
items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the sales 
document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
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registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink. 
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SO Control Maintenance GL II View 
Use this view to continue setting up GL posting preferences for sales activity.   

 

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. 

Source For each of the accounts in the Source section of the 
form, select from their drop-down list whether to post 
to the account number in the GL Table assigned to 
each customer, the GL Table assigned to each item, or 
to the default account you enter here in the GL # field 
on this view.  The type of account determines which of 
these selections are available.  For the CM Allowance, 
Discounts and Cash in Drawer account numbers, the 
only option available is to post to the default account 
number you enter in the GL# field on this view.   

Br Select the Branch checkbox for each account that you 
want to have post to GL profit centers by individual 
branch.  If you do not select this option, all activity for 
the account number posts to the same profit center.   

Whs Indicates that the GL posting for the account will be to 
a profit/cost center that includes the warehouse. 
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Dept Select the Department checkbox for each account that 
you want to have post by individual department.  If 
you do not select this option, all activity for the 
account number posts by company rather than 
department.   

GL # Enter the default account number for posting each of 
the accounts.  The default account number is used 
only if you select Default in the corresponding Source 
column.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences 
for all sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and 
manufacturing representatives.   

Documents  Choose this button to set up controls for processing 
sales documents.   

Options  Choose this button to set up control options for how 
you want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the 
sale of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for 
companion item processing in Sales Orders. 

Register  Choose this button to set up the controls for 
processing registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the Shipping InterLink.  
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SO Control Maintenance GL III View 
 GL III Views: SO Control MaintenanceUse this view to continue setting up GL posting 
preferences for vendor consignment and manufacturing representative activity.   

 

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. 

Source For each of the accounts in the Source section of the 
form, select from their drop-down list whether to post 
to the account number in the GL Table assigned to each 
customer, the GL Table assigned to each item, or to the 
default account you enter here in the GL # field on this 
view.  The type of account determines which of these 
selections are available.  For the CM Allowance, account 
number, the only option available is to post to the 
default account number you enter in the GL# field on 
this view.  For the Rebates COGS and Rebates Recv 
fields, the available options are to post to the default 
you enter, the costs of good sold (COGS) account 
number, or the account number entered in Rebate 
Maintenance.  For Cont. Inventory and Cont. Deposits 
field, you can select Item GL Table account or the 
default account in enter in the GL# field on the right of 
the line. 
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Br Select the Branch checkbox for each account that you 
want to have post to GL profit centers by individual 
branch.  If you do not select this option, all activity for 
the account number posts to the same profit center.   

Whs Indicates that the GL posting for the account will be to 
a profit/cost center that includes the warehouse. 

Dept Select the Department checkbox for each account that 
you want to have post by individual department.  If you 
do not select this option, all activity for the account 
number posts by company rather than department.   

GL # Enter the default account number for posting each of 
the accounts.  The default account number is used only 
if you select Default in the corresponding Source 
column.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II Choose this button to continue setting up GL posting 
preferences for sales activity.   

Documents  Choose this button to set up controls for processing 
sales documents.   

Options  Choose this button to set up control options for how 
you want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the 
sale of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companion Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
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registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the Shipping InterLink.  
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SO Control Maintenance Documents View 
 Documents Views: SO Control MaintenanceUse this view to set up controls for processing 
sales documents.   

 

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. 

Commission-
able 

In this section of the form, select the Inside 
Salesperson checkbox to indicate that the system 
should calculate commissions for inside salespersons 
and the Additional Salespersons checkbox to indicate 
that additional salespersons.   

  

Include 
Zero Tax 
Invoices 

In the Tax Reporting section of the form, select this 
option to print tax reports that include invoices for 
which no taxes are charged.  If you do not select this 
option, all invoices that have no tax charges are 
omitted from tax reports.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which 
it interfaces.   
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SO Lines  Choose this button to set up controls for entering 
line items on sales order.   

Post GL  Choose this button to set up GL posting preferences 
for all sales activity.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and 
manufacturing representatives.   

Options  Choose this button to set up control options for how 
you want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the 
sale of items.   

Margins  Choose this button to set up controls for how you 
use gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing 
sales documents.   

Companions Choose this button to set up the controls for 
companion item processing in Sales Orders. 

Register  Choose this button to set up the controls for 
processing registers in Sales Orders.   

Shipping Choose this button to set up the controls for 
importing freight information from the optional 
Shipping InterLink.  

Commission 
Override 

Select the user group authorized to override 
commissions on sales orders.   

Discount Add 
On 

Enter the add-on code to use for discounts when you 
enter a sales document.  The code you enter here is 
used for all discounts and cannot be changed when 
entering a sales document.   

Freight Add 
On 

Enter the add-on code to use for freight charges 
when you enter sales documents.  The code you 
enter here is used for all freight charges and cannot 
be changed when entering a sales document.   

Default 
Freight Code 

Enter the freight code to use as the default for SO 
documents. 
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New 
Customer 

Enter the customer number to use as the default 
when you enter a quote for a prospective customer.  
You can use this customer number for all quotes to 
prospects, and add customer records when the 
prospect becomes a real customer.   

Pick Ticket 
Print Lead 
Time 

Enter the number of days from the date you actually 
print the pick ticket for a customer’s order and the 
customer’s requested ship date.  For example, if it 
takes 2 days from the time a pick ticket is printed to 
actually fill and ship the order, you would enter 2 
here.   
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 SO Control Maintenance Options View 
 Options Views: SO Control MaintenanceUse this view to set up control options for how you 
want to process sales documents.   

 

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. 

Use Routes Select this checkbox if you use delivery routes.  If you 
select this option, you must enter a route when the 
Ship Via code requires it while entering sales orders.  
You can then print invoices by route.   

Use Future 
Orders 

Select this checkbox to use future order to record 
orders that will be released at a future time.   

Use Order 
Booking 

Select this checkbox to use order booking to print 
booked sales orders on the Order Booking Report.  If 
you do not select this option, order booking information 
is not kept by the system and the Order Booking 
Report is not available.   

Use Return 
Tracking 

Select this checkbox to use return tracking.  The Daily 
Sales Register updates the RETURNS TABLE for tracking 
returns on the Returns Report.  If you do not select this 
option, the Returns Report will not be available.  
However, you must still set up and enter returns codes 
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on credit memos to determine if the item is a return or 
an allowance.   

Use Deposits Select this checkbox to be able to enter deposits on 
sales orders and invoices.  This allows you to apply a 
deposit directly against the amount owed on the 
document.  If you do not select this option, deposits 
must be entered as a credit document (on account or 
credit memo) and applied to the customer’s account 
using Cash Receipts & Adj.  Entry.   

Use Sales 
Register History 
Report 

Select this checkbox to print the Sales Register History 
Report as a summary of your sales reported on the 
Daily Sales Register.  The Sales Register History Report 
is usually printed at the end of the period as a 
summary of the period’s sales.   

Use Vendor 
Consignment 

Select this checkbox to activate the Vendor 
Consignment feature in the Sales Order module.  

Allow Multiple 
Whses on an 
Order 

Select this checkbox to allow the entry of multiple 
shipping warehouses on an order.  

Allow Multiple 
Ship To’s Per 
Line 

Select this checkbox to allow multiple ship-to 
addresses per line item.   

Automatically 
Refresh Hold 
Review 

Indicates you want to automatically refresh the 
browser on the Hold Review program. 

Allow Multiple 
Request Dates 
Per Document 

Indicates you want the system to allow multiple 
request dates for line items on sales order documents. 

Combine PO 
lines During PO 
Creation 

Indicates you want to combine line of the same item 
and cost on a PO, when creating a special-tie purchase 
orders from within Sales Order Entry.   
 
For example, with this option on, if a Sales Order has 
two line items of the same item and cost, creating a 
Purchase Order would produce a single line item, but 
with the quantities from both sales order line items 
combined.  If the SO has 2 or more like items that 
have different costs, then a separate line for each item 
with it’s appropriate cost will be created when the PO is 
generated.   
 
Since this also functions at the component level, this is 
particularly handy for combining components that are 
shared across multiple parent items on a SO. 

Allow Positive Indicates you want to allow positive lines on a customer 
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Lines on Returns returns line. 

Convert Selling 
UM to Buying 
UM for Direct 
Ships 

Indicates you want to create the purchase order with 
the default buying unit of measure and convert the 
order quantity accordingly.  Previous versions of 
TakeStock create the purchase order line with the 
buying unit of measure equal to the sales order selling 
unit of measure. However, it is possible to set up item 
units of measure in such a way that a unit of measure 
may be valid for selling but not for buying. This option 
helps to avoid mistakes in generated purchase orders 
and eliminates the need for an operator to fix the 
generated purchase order in Purchase Order Entry. 

Allow MR 
Document Update 
Without Print 

Indicates you want Manufacturer’s Representative 
documents to be updated by the Daily Sales Register 
program regardless of whether they have been printed. If 
this option is not checked, then these documents are not 
updated until they are printed. 

Recap Types In the Recap Types section of the form, indicate which 
recaps you want to print on the Daily Sales Register.  
You can select to print a recap for any or all of the 
following radio buttons:  Workstation ID, Warehouse, 
Salesperson, Department, and Terms Codes. 

Pricing Warehouse In the Pricing Warehouse section of the form, indicate 
which warehouse to use for pricing if you allow the entry 
of multiple shipping warehouses on an order.  If you use 
multiple warehouses, select the Initiating radio button to 
indicate that pricing for the item is based on the price of 
the item in the initiating warehouse (the warehouse for 
which the order is entered) or the Shipping radio button 
to indicate that pricing for the item is based on the price 
of the item in the shipping warehouse (the warehouse 
that actually ships the item). 

Create Direct Ship 
PO’s 

In the Create Direct Ship PO’s section of the form, 
indicate how you want to create purchase orders for 
direct ships.   
Select : 

Never - To not create a purchase order for any direct 
ships.   

Always - To automatically have the system create a 
purchase order (not a suggested purchase order) for all 
direct ships.   

Optional - To allow the option to create a purchase order 
for a direct ship at the time you enter a sales order, 
order confirmation or direct invoice.   
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Assign Containers 
on SO’s 

In the Assign Containers on SO’s section of the form, 
indicate whether you want to assign container types and 
numbers on sales orders (like serial number/ lot 
numbers). These must be assigned to complete 
Confirmation Entry.   

Select : 
No - To not assign container types and numbers on 
sales orders (like serial number/ lot numbers).   
Yes - To assign container types and numbers on sales 
orders (like serial number/ lot numbers).  These must 
be assigned to complete Confirmation Entry. 
Optional - To allow the option to assign container types 
and numbers on sales orders (like serial number/ lot 
numbers) at the time you enter a sales order. 

Refresh Time Enter the refresh time (in minutes) for the browser 
feature in the Hold Selection program. 

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing 
sales documents.   

Pricing  Choose this button to set up controls for pricing the sale 
of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 
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Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink.  
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SO Control Maintenance Pricing View 
 Pricing Views: SO Control MaintenanceUse this view to set up controls for pricing the sale 
of items.   

  

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. 

Allow 
Price 
Override 

Select this checkbox if you allow the default price of an 
item to be changed when it is entered on a sales 
document.  If you select this option, any user can override 
the price of an item.  However, if you set up a password 
(select the Set Password button) for this option, that 
password must be entered before a user can override an 
item price.   

Set 
Password 

If you allow price overrides, this button opens a dialog 
box where you can enter a password.  Because the 
password does not display on the screen as you type it, 
you are asked to enter the password a second time to 
confirm that it is correct.   
 
If you set up a password, it must be entered in order to 
override the price of an item entered on a sales 
document.  Note that when you want to override the price 
in Order Entry you must press the F11 key in order to 
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enter the password. 

Allow 
Discounts 

Select this checkbox to indicate that you want to you 
allow the entry of discounts on sales documents.  If you 
do not select this option, discounts cannot be entered.   

Use Price 
Schedules 

Select this checkbox to indicate that you want to use price 
schedules during order entry. 

No Priority Select this checkbox to indicate that you don't want to set 
the gross margin percentages by item. 

Allow Cost 
as Price 
Calculation 
Basis  

Select this checkbox to allow the use of a cost as the basis 
for a price calculation during the entry of an item on a 
sales document.  For example, when you enter an order 
you can select the Price Calculator from the Price 
Selection dialog box.  For the price basis in the 
calculation, you can select a price or a cost.  If you do not 
select this option, the costs to use as a basis will not be 
available for selection.   

Max Price 
Change % 

If you select the Allow Price Override option for this view, 
enter the percentage of the maximum change of the 
default item price allowed on a sales document.  The 
changed price cannot be this percentage over or under 
the default item price.   

Maximum 
Discount % 

If you allow discounts, enter the percentage of the 
maximum discount allowed for a line item.  The discount 
amount cannot be over this percentage of the default item 
price.  Select the Use Price Schedules checkbox to price 
schedules during order entry. 

Gross 
Margin 

In the Gross Margin section of the form, type the 
minimum gross margin percent in the Minimum GM field 
and the maximum gross margin percent in the Maximum 
GM field if you want to set gross margins on a sale by 
item.  If you don't want to set the gross margin 
percentages by item, select the No Priority checkbox.  If an 
item’s gross margin is over or below these percentages 
when it is entered on a sales document, a message 
displays.  However, you can ignore the message and 
continue entering the item on the sales order.   

Default 
Price 
Hierarchy 

Select the pricing hierarchy to use for selecting the default 
price of items when they are entered on a sales 
document.  The first match for an item in the hierarchy 
from top to bottom is the default price used.  To set the 
hierarchy, select the type of price in the list and then use 
the Up and Down buttons to position the price in the list.  
The hierarchy includes six types of prices.   

Schedule–A price schedule set up for an item or a price 
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schedule for a price class that is assigned to an item.   

Level–A price level set up in Create Sugg.  Costs & Prices 
or Enter Sugg.  Costs & Prices and then assigned to an 
item.   

Standard–The standard price of an item assigned to the 
item in the ITEM TABLE.   

List–The list price of an item assigned to the item in the 
ITEM TABLE.   

Lowest–The lowest price of an item using only the selected 
pricing unit of measure.   

Best–The lowest price of an item using all pricing units of 
measure set up for the item.   

 For example, the hierarchy is set in the order listed in the 
Price Type column above.  Item A is assigned a price class 
that is set up in a price schedule.  Item A’s default price 
comes from the price schedule since it is the first match in 
the hierarchy.  Item B has neither an associated price 
schedule nor a price level.  Item B’s default price comes 
from the standard price of the item set in the ITEM TABLE 
since this is the first match in the hierarchy.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for all 
sales activity.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing sales 
documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   
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Forms  Choose this button to set up controls for each of the sales 
document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink.  
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SO Control Maintenance Margin View 
 Margin Views: SO Control MaintenanceUse this view to set up controls for how you use 
gross margins when selling items.   

 

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. 

Display GM 
On 

Select for which sales documents to show the gross 
margin during the entry of the document.   
Select: 

Quotes Only–To show the gross margin of an item only 
when it is entered on a quote.   

All Documents–To show the gross margin of an item 
when it is entered on any sales document.   

Never–To not show the gross margin of an item when it is 
entered on any sales document.   

Gross Margin  
% 
Recalculation 

In the Gross Margin % Recalculation section of the form, 
indicate the default basis to use when recalculating the 
GM% to determine the price of items on sales document.  
Your selection sets the default for Document GM% 
Calculation.   
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Fields, Buttons, Checkboxes, & Icons 
Select from the following radio buttons: 

Total Sales–To cause the percentage to be the original 
line item price divided by the original total sales.   

Total Cost–To cause the percentage to be the original line 
item cost divided by the original total cost.   

Total GM–To cause the percentage to be the original line 
item gross margin divided by the original total gross 
margin.   

Across the Board Changes–To cause the GM% entered or 
calculated to be used as the GM% for each selected line 
item.   

Discounts In the Gross Margin % Recalculation section of the form, 
indicate how discounts are to be handled when 
recalculating the GM% to determine the price of items on 
a sales document.  Your selection sets the default used 
for the Document GM% Calculation.  
Select from the following radio buttons: 

Skip Lines with Discounts–To skip all lines items on a 
sales document that have discounts applied when 
recalculating the GM%.   

Zero Discounts and Calculate New Price–To zero out 
discounts for the line items when recalculating the GM%.  
The resulting line item will not have a discount available.   

Keep Price and Calculate New Discount–The item price will 
not change, but the discount will be adjusted when 
recalculating the GM%.   

Include 
Lines With 
Overridden 
Prices 

Select this checkbox to set the default used in the 
Document GM% Calculation to include line items with 
overridden prices (any price other than the default price) 
when recalculating the GM%.   

Use Term 
Code 
Override 
Hold 

Indicates you want to place documents on hold when the 
terms code is overridden in SO Entry programs.   

One hold is placed for each edit to the pricing or terms 
code fields. The system records each of these holds in 
the holds table with the reason for each of the holds. For 
example, if the user edits 3 of 5 item’s prices, 3 override 
holds are placed on the document. If the user then edits 
the terms code, the program places another hold on the 
document, for a total of 4 holds.  Use the SO Hold 
Review program to release holds.  Refer to the Customer 
Credit Check Processing/Hold Policies topic for additional 
details. 
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Use Price 
Term 
Override 
hold if 
Price 
Change>  

Indicates you want to use the price hold override feature.  
To use this feature, enter the maximum percentage of 
price change deviation allowed in the adjacent % field.  
 
For example if you modify the price of an item and the 
change in price is greater than the percentage value 
entered in this field, the system places a price override 
hold on the document.  Refer to the Customer Credit 
Check Processing/Hold Policies topic for additional 
details. 

Automatic 
Service 
Hold for 
Orders 
Below G.M.  

Indicates you want the system to automatically place the 
document on service hold if any line item falls below the 
gross margin set in Item Maintenance.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II  Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing sales 
documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the sale 
of items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
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registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink.  
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SO Control Maintenance Forms View 
 Forms Views: SO Control MaintenanceUse this view to set up controls for each of the 
sales document forms your company uses.   

 

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. 

Print on 
Form 

In the Print on Form section of the screen, indicate 
whether to print the company name or address on the 
form.  Select from the following radio buttons: 
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 
Address 

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 
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for the items on the form.   

Print on 
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 radio buttons: 
Print Item Description 1–Select this option to print 
description 1 for each of the items included on the form  

Print Item Description 2–Select this option to print 
description 2 for each of the items included on the form  

Tax Detail–Select this option to print the tax detail on the 
form.   

Discount–Select this option to print discounts on the form.   

Sort By Primary Bin–This option is available only for pick 
tickets.  Select this option to have the items print on the 
pick ticket in order by primary bin.   

Blank Line Between Items–This option is available only for 
pick tickets.  Select this option to print a blank line 
between the items that print on the pick ticket. 

Line Request Date—Indicates you want to print the 
request date for the line. 

Packaging Information--Indicates you want to print 
packaging information on the form. 

DOT Code—Indicates you want to print the DOT code on 
the form. 

 

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 
Prompt 

In the Reprint Prompt section of the screen, select 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.   

Tearoff Type In the Tearoff Type section of the screen, indicate whether 
you want to print item costs or salespeople’s commissions 
on the tearoff for an invoice.  This option is available only 
for invoice forms that have a tearoff.  It is not available for 
quotes, pick tickets, counter sales or blanket orders.  
Select from the following radio buttons: 
Cost–To print item costs on the tearoff for an invoice 
 
Commission–To print commissions on the tearoff for an 
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invoice 

Form type From the drop down list, select the form for which you are 
entering options.  The forms you can set up in Sales 
Orders are:  Quote, Pick Ticket, Invoice, Past Invoice, 
Counter Sale, Blanket Order Future Order, MR Document, 
Past MR Document, Bills of Lading.  If you print Future 
Orders, use the Quote form.   

Form 
Specification 

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.   

PDF Format 
File 

Use the Browse button and choose from the enabled .cfg 
files.   
 
Note this field is only available for Invoice form types.  The 
file selected provides the configuration information for the 
invoice to be converted from a text file to a PDF file. This 
field should be configured if using Email, Fax Print or 
Archive.  Three CFG files are provided with TakeStock, 
ts17cpi.cfg (17 CPI), ts12cpi.cfg (12 CPI), and ts10cpi.cfg 
(10 CPI).  If you do not select a CFG file, the system uses 
the default text2pdf.p. 
 
 The default text2pdf.p format is defined as portrait 
oriented printing with 60 lines per page printing in Courier 
12 CPI.  Left margin and top margin are defined as 50 and 
20 respectively. 

Name If the name of the form is not preprinted, enter the name 
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.   

Lines Per 
Page 

Enter the number of lines per page to use for new 
templates you create for the selected form.  This entry can 
be from 20 to 99 lines per page.   

Multiple Parts Accesses the Multiple Part Setup dialog box, which is 
used to enter setup information for multiple part forms.  
Note:  This button only appears for form types (or 
programs) that are enabled for multiple part forms. 

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   
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Post GL  Choose this button to set up GL posting preferences for all 
sales activity.   

GL II Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing sales 
documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the sale of 
items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink.  
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Multiple Part Setup Dialog Box 
The system displays the Multiple Part Form Setup dialog box when you press the 
Multiple Parts button located on the Forms View SO Control Maintenance or AR 
Control Maintenance.  Use this dialog box to enter setup information for multiple 
part forms. 

 

You can specify the number of parts used for that form. The minimum number of 
parts is 1, which is also the default, and the maximum number of parts is 6.   

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Form  The only type of form you can set up for Accounts 
Receivable is a Statement. The system displays Statement 
as the default. 

Number of Parts The number of parts for the form.  You can select from 1-
6.  The default value for the number of parts is 1.   

Part Description For each part you specified above, enter the description 
for each portion of the form.  For one-part forms the 
default description is ‘Original Copy’. 

Collate Parts The Collate Parts check box is used by the print program 
to print all parts for each document in turn. For example, 
if 10 statements are selected to print, and statements are 
set up to use 2 parts, then the Collate Parts option would 
cause all 2 parts of the first statement to print, followed 
by all 2 parts of the next statement, and so on. If the 
Collate Parts option is not selected, then the first part will 
be printed for all 10 statements, followed by the second 
part for all 10 statements, and so on. The default setting 
is with the Collate Parts option unselected (turned off).  
The Collate Parts checkbox is available if the number parts 
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is greater than 1. 

Print On Form For each part you specified, indicate whether to print the 
part description you enter here on the form.   

OK Saves your changes and returns you to the calling 
maintenance program—either SO Control Maintenance or 
AR Control Maintenance.   

Cancel Returns you to the calling maintenance program—either 
SO Control Maintenance or AR Control Maintenance—
without saving your changes.   

Help Displays online help for this program.   
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SO Control Maintenance Printing View 
 Printing Views: SO Control MaintenanceUse this view to set controls for printing sales 
documents.   

 

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. 

Pick Tickets In the Pick Tickets section of the form, select the print 
options for pick tickets.   
Select from the following radio buttons: 

Sort by Primary Bin–Select this option to print items on 
the pick ticket in the order of their primary bin.   

Print BOM Components–Select this option to print the 
BOM component items along with the BOM finished item 
on the pick ticket.   

Print blank lines for unallocated serial/lot#–Select this 
option to print blank lines on pick tickets for the picking 
or shipping person to fill in the number of the items 
picked.  This option is available only if you set the Assign 
Serial/Lot Numbers on Sales Order option to No or 
Optional in the SO Lines view of SO Control Maintenance. 

Quantity to In the Quantity to Print section of the form, select the 
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Print type of quantity of an item in the ordered column on the 
pick ticket.  Select from the following radio buttons:   
 
Ordered–To print the ordered quantity of an item in the 
ordered column on the pick ticket. 
 
Committed–To print the ordered (and backordered) 
quantities in the ordered column. 
 
Both if not equal–To print the ordered and committed 
quantities in the ordered column.  If you select the Both if 
not equal option and the ordered and committed 
quantities are equal, only the ordered quantity prints.  If 
you choose the Committed option and the backordered 
quantity is too large to fit on the pick ticket line with the 
committed quantity, the backordered quantity prints on 
the next line.   

Invoice 
Print Items 
Sort 

Determines the order type in which invoice line items are 
sorted when printed. Select  

Entered Order—To print the lines on the invoice in the 
same order that they were originally entered into Sales 
Order Entry.   
 
Pick Ticket Print Order—To print the lines on the 
invoice are in primary bin order.  This second option 
means there is no change in the standard processing of 
the system.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing sales 
documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   
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Pricing  Choose this button to set up controls for pricing the sale 
of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink. 

There are no entry fields on this view of SO Control Maintenance. 
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 SO Control Maintenance Companions View 
Use this view to set the controls for companion item processing in Sales Orders.   

 

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. 

Display 
companion 
items 

In the Display companion items section of the form, 
select the types of SO processing that use companion 
item.   

Select from the following checkboxes:  Quotes, Sales 
Orders, Confirmation, Counter Sales, Direct Invoices, 
Blanket Orders, Recurring Documents, and Future 
Documents. These check boxes determine if the 
companion item dialog will display in the given mode 
when an item with companion items is added to a 
document. 

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   
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Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing 
sales documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the sale 
of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping InterLink. 

There are no entry fields on this view of SO Control Maintenance. 
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SO Control Maintenance Register View 
Use this view to set the controls for processing registers in Sales Orders.   

 

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 Branch 

Select this checkbox to run the Daily Sales Register by 
branch.  The register information is then maintained in 
Branch Maint.  in SM and the remaining fields in this 
view are not used.  If you do not run registers by 
branch, the following information is maintained for the 
Daily Sales Register.   

Not 
Running  

If selected, indicates that this register is not currently 
being run.  This field is maintained by the system and 
cannot be entered or changed.   

Printing If selected, indicates that this register is printing.  This 
field is maintained by the system and cannot be 
entered or changed.   

Updating If selected, indicates that this register is updating.  This 
field is maintained by the system and cannot be 
entered or changed.   

Last Reg #: In the Daily Sales Register section of the form, each of 
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the registers display the last register number used.  
Each time a register is updated, the last register 
number used is incremented by one, assigned to the 
register, and updated here.  These numbers are 
tracked by the system but can be changed here.  
During initial setup, leave the register numbers blank.   

Curr. User:   This field shows the user code of the person currently 
running this register.  This field is maintained by the 
system and cannot be entered or changed.   

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II Choose this button to continue setting up GL posting 
preferences for sales activity.   

GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and 
manufacturing representatives.   

Documents  Choose this button to set up controls for processing 
sales documents.   

Options  Choose this button to set up control options for how 
you want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the 
sale of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Printing  Choose this button to set up controls for printing sales 
documents.   

Shipping Choose this button to set up the controls for importing 
freight information from the optional Shipping 
InterLink. 
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SO Control Maintenance Shipping view 
 Using the Shipping view of SO Control Maintenance, you can indicate to the 
system that you want to import freight information from the optional Shipping 
InterLink.   

Bills of Lading Processing 

You set the system control for printing BOL’s in the Shipping view of SO Control 
Maintenance and also indicate if BOL’s should print upon Sales Order Entry 
completion or at Order Confirmation.  You can optionally enter emergency contact 
information (e.g. Chemtrax) in this record to be printed in the Emergency Contact 
section of the BOL. 

Using Ship Via Maintenance you must set up specific Ship Via records as those 
that require BOL’s to print.  BOL’s only print where the Ship via code is set to use 
BOL’s. 

If an item requires a DOT shipping code (e.g. hazardous item), the user must 
assign a DOT code to the item through Item Maintenance.   The DOT code 
assigned to an item defines what information will print for that item on the BOL.   
If a DOT code is not required for the item, only information from the item master 
record (name, description) will appear on the BOL. 

 

  

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 
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chapter. 

Freight  
Import  
From  
Shipping 
Interlink 

Determines the import behavior of freight charge 
importing.  Select the Always Import radio button to 
indicate that you want to always import freight charges 
from Clippership, the Never Import radio button to 
indicate that you never want to import freight charges 
from Clippership, or the Ask for Import radio button to 
indicate that you want the system to ask you before 
importing freight charges if freight charges already exist 
for a sales order and to import them automatically if 
there are no existing freight charges. 

Ship 
During  
Confirmation 

Determines when the system writes shipping information 
to the TakeStock database and accesses the optional 
Shipping InterLink.  Select the Always radio button to 
indicate that you want the system to write shipping 
information to the TakeStock database and access the 
optional Shipping InterLink during confirmation, the 
Never radio button to indicate that you want the system 
to write shipping information to the TakeStock database 
and access the optional Shipping InterLink during sales 
order entry, or the Only on C.O.D. radio button to indicate 
that you want the system to write shipping information to 
the TakeStock database and access the optional Shipping 
InterLink during confirmation for C.O.D. orders only. 

Use Bills of 
Lading 

Determines whether the system performs Bills of Lading 
processing to use when shipping items to customer.  

Emergency 
Contact 

The name of the emergency contact personnel. 

Telephone 
Number 

The phone number for the emergency contact. 

BOL Print at: Indicates whether the BOL’s should print upon Sales 
Order Entry completion (select SO Entry) or at Order 
Confirmation (select SO Confirmation). 

General  Choose this button to set up controls for the overall 
behavior of Sales Orders and other modules to which it 
interfaces.   

SO Lines  Choose this button to set up controls for entering line 
items on sales order.   

Post GL  Choose this button to set up GL posting preferences for 
all sales activity.   

GL II Choose this button to continue setting up GL posting 
preferences for sales activity.   
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GL III Choose this button to continue setting up GL posting 
preferences for vendor consignments and manufacturing 
representatives.   

Documents  Choose this button to set up controls for processing sales 
documents.   

Options  Choose this button to set up control options for how you 
want to process sales documents.   

Pricing  Choose this button to set up controls for pricing the sale 
of items.   

Margins  Choose this button to set up controls for how you use 
gross margins when selling items.   

Forms  Choose this button to set up controls for each of the 
sales document forms your company uses.   

Printing  Choose this button to set up controls for printing sales 
documents.   

Companions Choose this button to set up the controls for companion 
item processing in Sales Orders. 

Register  Choose this button to set up the controls for processing 
registers in Sales Orders.   

910 TakeStock SO  



Maintenances  How to set up Sales Order Controls 

How to set up Sales Order Controls 
1. Access the SO Control Maintenance program by selecting Maintenances SO 

Control Maintenance from the SO main menu.  The system displays the General 
view of the SO Control Maintenance program.   

 
2. Enter or modify information for all fields, checkboxes, and radio buttons as 

necessary.  Refer to the Form Contents section of the SO Control Maintenance 
General View for field and checkbox definitions.   

20. Access the SO Lines view of the SO Control Maintenance screen by selecting the 
SO Lines button or View SO Lines from the menu bar.  The system displays the 
SO Lines view.   
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4. Enter or modify information for all fields, checkboxes, and radio buttons as 

necessary.  Refer to the Form Contents section of the SO Control Maintenance 
SO Lines View for field and checkbox definitions.   
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5. Access the Post GL view of the SO Control Maintenance screen by selecting the 
Post GL button or View Post GL from the menu bar.  The system displays the 
Post GL view.   

Enter or modify 
information for all fields, checkboxes, and radio buttons as necessary.  Refer to 
the Form Contents section of the SO Control Maintenance Post GL View for field 
and checkbox definitions.   
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7. Access the GL II view of the SO Control Maintenance screen by selecting the GL 
II button or View More GL from the menu bar.  The system displays the GL II 
view.   

  
8. Enter or modify information for all fields, checkboxes, and radio buttons as 

necessary.   

 

Refer to the Form Contents section of the SO Control Maintenance GL II View 
for field and checkbox definitions.   
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9. Access the GL III view of the SO Control Maintenance screen by selecting the GL 
III button or View  GL III from the menu bar.  The system displays the GL III 
view.  

  

10. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
GL III View for field and checkbox definitions.   

11. Access the Documents view of the SO Control Maintenance screen by selecting 
the Documents button or View  Documents from the menu bar.  The system 
displays the Documents view.   
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12. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Document View for field and checkbox definitions.   

13. Access the Options view of the SO Control Maintenance screen by selecting the 
Options button or View  Options from the menu bar.  The system displays the 
Options view.   
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14. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Options View for field and checkbox definitions.   

15. Access the Pricing view of the SO Control Maintenance screen by selecting the 
Pricing button or View  Pricing from the menu bar.  The system displays the 
Pricing view.   

 
16. Enter or modify information for all fields, checkboxes, and radio buttons as 

necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Pricing View for field and checkbox definitions.   

17. Access the Margin view of the SO Control Maintenance screen by selecting the 
Margin button or View  Margin from the menu bar.  The system displays the 
Margin view.   
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18. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Margin View for field and checkbox definitions.   

19. Access the Forms view of the SO Control Maintenance screen by selecting the 
Forms button or View  Forms from the menu bar.  The system displays the 
Forms view.   
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20. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Forms View for field and checkbox definitions.   

21. Access the Printing view of the SO Control Maintenance screen by selecting the 
Printing button or View  Printing from the menu bar.  The system displays the 
Printing view.   
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22. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Printing View for field and checkbox definitions.   

23. Access the Companions view of the SO Control Maintenance screen by selecting 
the Companions button or View  Companions from the menu bar.  The system 
displays the Companions view.   
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24. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Companions View for field and checkbox definitions.   

25. Access the Register view of the SO Control Maintenance screen by selecting the 
Register button or View  Register from the menu bar.  The system displays the 
Register view.   
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26. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Register View program for field and checkbox definitions.   

27. Access the Shipping view of the SO Control Maintenance screen by selecting the 
Shipping button or View  Register from the menu bar.  The system displays the 
Shipping view.   
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28. Enter or modify information for all fields, checkboxes, and radio buttons as 
necessary.  Refer to the Form Contents section of the SO Control Maintenance 
Shipping View program for field and checkbox definitions.   

29. Save your work, and exit the program. 
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SO Document Change 
Use the SO Document Change program to change line item prices or detail 
information for sales order document line items that have been confirmed through 
the e-wms system or the TakeStock Sales Orders module. You can also use this 
program to change the return code assigned to a Return type document as long as 
the change is to the same type (ie Return or Allowance). 

 

Processing Details  

The program allows you to enter a document number, and the system displays 
document information including customer information, ship-to location, customer 
PO number, and salesperson information. The browser in the lower portion of the 
screen contains the line items for the document. You can highlight a line item and 
select the Edit button to modify the price and pricing unit of measure.  Press the 
Detail button to access the Line Item Detail screen for the highlighted line in the 
browser. From the Price field, you can press F9 (find) to display the Price Selection 
dialog box. Changes made within the Line Item Detail dialog are saved in the line 
item being edited--any price change is also saved in the line item being edited.  

If you save a line item with a negative ordered quantity, the system displays the 
Returns Code dialog box, and allows you to change the return code.  The system 
checks to ensure that you do not change the return code type.  If you try to 
change the return code type, the system displays a message and does not allow 
you to save the line item. 

You can access this program from the Sales Order module, Task Type Menu, 
Maintenances submenu. 

924 TakeStock SO  



Maintenances  Form Contents 

You can place functional security on this program to restrict the users who may 
run it.   

The following settings from SO Control Maintenance determine what information 
you can modify via this program.  

     SO Lines View:  

Change GL Cost 

Change SA Cost 

      Change Commissions 

      Change GL Table 

      Change Taxable 

     Pricing View:  

 Allow Discounts 

Note:   The SO Document Change program is designed to change the price of a 
document after it is confirmed.  Therefore it does not follow the Allow Price 
Override setting.   

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

For a listing of standard Maintenance icons and buttons, refer to 
the Maintenance Program Icons topic. 

Document  
# 

The document that you want to modify.   Sales 
order document must be confirmed before you 
can access them in this program. 

After you highlight a document line in the browser in the lower 
portion of the screen and select Edit, you can modify the following 
2 fields: 

Price The item’s selling price. 

UM The selling unit of measure. 

Close Exits the program. 

Detail Accesses the Line Item Detail screen for the 
highlighted line. 

Edit Allows you to modify the price and selling UM for 
the highlighted line. 

Save Saves changes to the selling price and UM and 
any changes made on the Line Item Detail screen 
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Done Clears the document numbers and allows you to 
enter another confirmed SO document to modify. 
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11 End of Period 
 

End of Period Introduction  
The End of Period menu contains programs, which should be run at the end of 
each Sales Orders period in order to close it correctly.  These programs remove 
information for the current period and prepare for the start of the next period.   

Chapter Contents  
End of Period Introduction .......................................................927 

End of Period Checklist ............................................................................... 928 
Sales Register History Report ..................................................................... 929 
Sales Register History Report Sample........................................................ 931 
How to print the Sales Register History Report........................................... 932 
Past Sales Removal .................................................................................... 934 
How to run Past Sales Removal.................................................................. 936 
SO Past Invoice Removal............................................................................ 938 

Constraints or Limitations ..................................................................... 938 
How to run Past Invoice Removal ............................................................... 940 

 

The menu options include: 

Sales Register 
History Report  

Prints a recap of all the Daily Sales Registers run 
for the period.  After the report prints, you have 
the option to remove the sales register 
information from the system. 

Past Sales 
Removal  

Update-only program that removes past sales 
from the current period and does not produce a 
printed report. 

Past Invoice 
Removal 

The SO Past Invoice Removal program purges 
past invoice information based on the cut-off 
period you select.  The selected period must be a 
valid period in GL Accounting Period Maintenance.   
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End of Period Checklist 
Use the following checklist to close the end of a period in Sales Orders.  Follow the 
steps in the order listed.   

Step Procedure Options Required 

1 Complete all AP document entry 
processing, print, and update the 
last AP Document Register for 
the period. 

Include Period 
to Date totals 

Yes 

2 Print the Sales Register History 
Report. 

 Yes 

3 Perform the SO End of Period 
Close in General Ledger. 

 Yes 

4 Post Invoices to Sales Analysis.  Yes 

5 Run Past Sales Removal.  No 
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Sales Register History Report 
The Sales Register History Report prints a recap of all the Daily Sales Registers run 
for the period.  An optional update following the printing of the report allows 
removal of the sales register information that was printed. 

Note: This program is available only if the Use Sales Register History Report option in SO Control 
Maint.  is selected. 

Sales Register History Report information from the Daily Sales Register includes 
the following: register date, register number, number of invoices, merchandise 
amount, miscellaneous amount, cost, margin, tax, Gross Margin Add On charges, 
non-Gross Margin Add On charges, cash sales. 

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 Template-Saved 
Settings. 

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

  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort 
By 

Defines the sort order in which the information prints.  The 
available Sort By option for this report is Date.   

Limit 
By 

Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choice is Register Range - ALL.   

Select Displays the Selection dialog box so you can set a range for 
the highlighted Limit By option. 
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Fields, Buttons, Checkboxes, & Icons 

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. 

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 so you can select settings 
for printing and updating. 

Help Accesses online Help for this screen. 

See Also 

How to print the Sales Register History Report 
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Sales Register History Report  
A typical Sales Register History Report is depicted below: 

Date: 06/24/1998                                     QA's Primary Test Co.                                           Page:    
1 
Time:  1:19 PM                           Sales Register History Report - Untitled: Temp                              User: 
leigh 
 
                # of                                                                            Non-GM 
   Date    Reg# Inv   Merchandise         Misc  GM Add Ons         Cost  GM %           Tax     Add Ons   Cash Sale        
Total 
===========================================================================================================================
===== 
06/01/1998 0371    4     1016.00         0.00        0.00      1277.76   25.8-       37.07      100.00        0.00      
1153.07  
06/03/1998 0372    7     5483.07         0.00        0.00      2544.92   53.6       562.05       63.88        0.00      
6109.00  
06/04/1998 0373    1    12250.00         0.00        0.00      5589.70   54.4      1470.00       25.00        0.00     
13745.00  
06/04/1998 0374    1      189.96         0.00        0.00       208.68    9.9-        0.00       25.00        0.00       
214.96  
06/04/1998 0375    1      720.06         0.00        0.00       454.86   36.8        97.55       25.00        0.00       
842.61  
06/04/1998 0376    1     1465.16         0.00        0.00      1109.91   24.2       198.50       25.00        0.00      
1688.66  
06/04/1998 0377    1        0.00         0.00        0.00         0.00    0.0         0.00       25.00        0.00        
25.00  
06/04/1998 0378    1     2865.00         0.00        0.00       200.00   93.0       343.80       25.00        0.00      
3233.80  
06/04/1998 0379    1     2865.00         0.00        0.00       200.00   93.0       343.80       25.00        0.00      
3233.80  
06/04/1998 0380    1   150000.00         0.00        0.00        32.85  100.0         0.00       25.00        0.00    
150025.00  
06/04/1998 0381    1     2865.00         0.00        0.00       200.00   93.0       343.80       25.00        0.00      
3233.80  
06/04/1998 0382    1      700.83         0.00        0.00       678.21    3.2        84.10       25.00        0.00       
809.93  
06/04/1998 0383    1       42.75         0.00        0.00        20.09   53.0         0.00       25.00        0.00        
67.75  
06/04/1998 0384    1      179.70         0.00        0.00       173.90    3.2        24.35       25.00        0.00       
229.05  
06/05/1998 0385    2    80289.00         0.00        0.00     21224.50   73.6        57.61       50.00        0.00     
80396.61  
06/05/1998 0386    1     1885.00         0.00        0.00        12.50   99.3       288.03       25.00        0.00      
2198.03  
06/08/1998 0387    1     1131.00         0.00        0.00         7.50   99.3       172.82       25.00        0.00      
1328.82  
06/08/1998 0388    1        0.00         0.00        0.00         2.50  999.9-        0.00       25.00        0.00        
25.00  
06/09/1998 0389    1 (    563.40)        0.00        0.00  (    341.90)  39.3  (     86.09)       0.00        0.00  (    
649.49) 
06/09/1998 0390    2      552.00         0.00        0.00       341.90   38.1        84.34       25.00        0.00       
661.34  
06/10/1998 0391    1      926.25         0.00        0.00      1322.10   42.7-        0.00       25.00        0.00       
951.25  
06/10/1998 0392    1      926.25         0.00        0.00      1322.10   42.7-        0.00       25.00        0.00       
951.25  
06/10/1998 0393    1      926.25         0.00        0.00      1322.10   42.7-        0.00       25.00        0.00       
951.25  
06/10/1998 0394    1      926.25         0.00        0.00      1322.10   42.7-        0.00       25.00        0.00       
951.25  
06/10/1998 0395    1       42.75         0.00        0.00        20.09   53.0         0.00       25.00        0.00        
67.75  
06/10/1998 0396    1       42.75         0.00        0.00        20.09   53.0         0.00       25.00        0.00        
67.75  
06/10/1998 0397    1       42.75         0.00        0.00        20.09   53.0         0.00       25.00        0.00        
67.75  
06/10/1998 0398    1       42.75         0.00        0.00        20.09   53.0         0.00       25.00        0.00        
67.75  
06/11/1998 0399    2     1263.27         0.00        0.00      1746.91   38.3-       51.40       25.00        0.00      
1339.67  
06/11/1998 0400    1      764.40         0.00        0.00       306.20   59.9         0.00       25.00        0.00       
789.40  
06/16/1998 0401    7    31409.97         0.00        0.00     24336.34   22.5      4643.82      175.00        0.00     
36228.79  
06/17/1998 0402    1      617.50         0.00        0.00       881.40   42.7-        0.00       25.00        0.00       
642.50  
06/23/1998 0403    1     3370.20         0.00        0.00      4395.60   30.4-      530.81       25.00        0.00      
3926.01  
               ----- -----------  -----------  ----------  -----------  -----  -----------  ---------- -----------  -------
---- 
                  51  305,237.47         0.00        0.00    70,973.09   76.7     9,247.76    1,088.88        0.00   
315,574.11  
 
Number of Registers: 33 
 
Legend: 
  # of Invc = Number of Invoices 
  GM = Gross Margin 
  Add Ons = Add On charges that affect GM 
 
Selections for Sales Register History Report - Untitled: Temp 
Register Date     : 05/31/1998 to 06/30/1998 
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How to print the Sales Register History Report 
1. Access the Sales Register History Report screen in the End of Period submodule 

of Sales Orders.  The complete path is Sales Orders  End of Period  Sales 
Register History Report.  The system displays the Template-Saved Settings 
dialog box of the Sales Register History Report. 

  

2. Select the New, Edit, or Copy button to access the Sales Register History 
Report:  Untitled template edit dialog box. 

  

3. Select the Sort By and the Limit By settings for new or modified templates.   
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4. You have now completed the information for the Sales Register History Report.  
You can select: 

• OK to save the current setting as a template. 

• Setup if you need to access the Print Setup dialog box to modify print 
and/or update settings. 

• Print to print the report without saving your current selection. 

• Cancel to exit without saving your current selections or printing the 
report. 

• Help to access the online Help for this screen. 
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Past Sales Removal 
This program removes past sales information based on customer, item, and date.   

Note: Run this program after you have completed all other procedures listed on the End of Period 
Checklist.   

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 Template-Saved 
Settings. 

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 Sales Removal:  Untitled dialog 
box. 

  

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.  Available choice is Register Range - ALL.   

Options Determines what type of information to print on the report.  
Available choices are:  Cutoff Date and Run in Background 
(allows you to perform other tasks while the program 
runs).   

Select Displays the Selection dialog box so you can 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. 
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Fields, Buttons, Checkboxes, & Icons 

No Limit Resets Limit By options to ALL for the selected option. 

OK Saves the new or modified template and exits the screen. 

Cancel Exits the screen without saving any changes. 

Update Updates (removes) past sales records based on the cutoff 
date you selected.   

Help Accesses online Help for this screen. 

See Also 

How to run Past Sales Removal  
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How to run Past Sales Removal 
1. Access the Past Sales Removal screen in the End of Period submodule of Sales 

Orders.  The complete path is Sales Orders  End of Period  Past Sales 
Removal.  The system displays the Template-Saved Settings dialog box of Past 
Sales Removal. 

  

2. Select the New, Edit, or Copy button to access the Past Sales Removal:  Untitled 
template edit dialog box. 

  

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of Past Sales Removal for checkbox definitions. 

5. You have now completed the information for Past Sales Removal.  You can 
select: 

• OK to save the current setting as a template. 
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• Update to remove the past sales records without saving your current 
settings. 

• Cancel to exit without saving your current settings. 

• Help to access the online Help for this screen. 
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SO Past Invoice Removal  
The SO Past Invoice Removal program purges past invoice information based on 
the cut-off period you select.  The selected period must be a valid period in GL 
Accounting Period Maintenance.  You can limit the invoices processed based on 
customer, warehouse, and invoice type.  Use this program to reduce the number of 
records in related tables to a manageable size. 

Constraints or Limitations 
• This program does not run for an unclosed SO period.  

• The system does not purge past invoices that have not posted to Sales 
Analysis. 

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 update option.  
For more information on the Template-Saved Settings dialog box, see Template-
Saved Settings. 

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 Invoice Removal:  Untitled dialog 
box. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Sort By Limits the information that the system prints by selecting 
specific identifying characteristics or a range of identifying 
characteristics.  Available choice is Invoice.   

Limit Limits the information that the system prints by selecting 
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Fields, Buttons, Checkboxes, & Icons 

By specific identifying characteristics or a range of identifying 
characteristics.  Available choices are Warehouses or 
Customers.   

Options Determines what type of information to print on the report.  
Select the appropriate option from the drop-down list. 

Closed AR Invoices Only—Indicates you want to remove 
only those invoices that have been closed in AR. In the Past 
Invoice Types section of the screen select the types of 
invoices for which you want to remove past records.  You 
can select from:  Direct, Counter Sales, Confirmed 
Orders, MR Documents, Credit Memos, and Misc 
Invoices; the default is All. 

Select Displays the Selection dialog box so you can 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 Limit Resets Limit By options to ALL for the selected option. 

OK Saves the new or modified template and exits the screen. 

Cancel Exits the screen without saving any changes. 

Update Updates (removes) past sales records based on the cutoff 
date you selected.   

Help Accesses online Help for this screen. 

See Also 

How to run Past Invoice Removal 
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How to run Past Invoice Removal  
1. Access the Past Invoice Removal screen in the End of Period submodule of Sales 

Orders.  The complete path is Sales Orders  End of Period  Past Invoice 
Removal.  The system displays the Template-Saved Settings dialog box of Past 
Invoice Removal. 

 

2. Select the New, Edit, or Copy button to access the Past Sales Removal:  Untitled 
template edit dialog box. 

 

3. Select the Sort By and the Limit By settings for new or modified templates.   

4. In the Options portion of the screen, select the appropriate checkboxes to 
indicate what you want to print on the report and optionally update.  See the 
Form Contents section of Past Invoice Removal for checkbox definitions. 
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5. You have now completed the information for Past Invoice Removal.  You can 
select: 

• OK to save the current setting as a template. 

• Update to remove the past invoice records without saving your current 
settings. 

• Cancel to exit without saving your current settings. 

• Help to access the online Help for this screen. 
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12 Menus and Dialog Boxes 
 

Sales Orders Menu Options and Secondary 
Dialog Boxes 
This chapter contains the programs accessed from the Sales Orders menu.  You 
can access many of these options from the Inquiry, Find, Notes, or Additional 
menus on the standard Sales Orders entry screens.  The system also automatically 
displays some of the programs and dialog boxes during Sales Orders processing. 

Chapter Contents  
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How to enter or change a cash customer or temporary ship-to address .... 960 
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Document Sales Tax Dialog Box................................................................. 973 
How to modify sales tax information for documents.................................... 974 
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Turnaround Fields—Header........................................................................ 981 
Turnaround Fields—Detail .......................................................................... 981 
Parent Item Options..................................................................................... 983 
Phantom Item Selection .............................................................................. 984 
Custom Fields.............................................................................................. 985 
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Item Interchange Dialog Box 
Using this dialog box, you can select an interchange item for the current item.  
Select the type of item interchanges to display in the list, and enter the beginning 
interchange characters to display.  When you find the interchange you want to 
use, highlight it and click the Select button.  

 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Select Select this button to select the currently highlighted 
record in the list, exit the dialog box, and return to the 
entry screen with the selected record entered in the 
entry field. 

Close Exits the screen without selecting an interchange item. 

Help Accesses online Help for this screen. 

Interchange 
Type 

Select the type of interchange items to display in the 
list. Select from the following options:  
This Customer Only–To display only interchange 
numbers set up for the customer on this sales 
document. 
Customer–To display only interchange numbers set up 
for customers. 
Vendor–To display only interchange numbers set up for 
vendors. 
General–To display only interchange numbers set up as 
general. 
All–To display all interchange numbers. 

Beginning 
Interchange 

Enter the beginning characters of the interchange code 
that you want to display in the list.  Press Enter to 
update the list using your entry. 
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BOM Item Inquiry—Actual 
You can use this program to view the component items and quantities for a BOM 
parent item entered on a sales document.  To access this program, select the BOM 
Item Inquiry—Actual option from the Inquiry menu bar from the Items view of the 
SO entry programs. 

The inquiry displays the BOM item number, warehouse and quantity produced for 
the current line item. The item list displays the components that make up the 
finished item, the quantity of each component necessary to build the finished 
item, and the quantities committed, reserved, shipped and backordered for each 
component.  When you are finished reviewing the click the Close button to exit the 
screen. 
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Past Sales by Item Dialog Box 
Using this dialog box, you can display and optionally select the price of an item 
based on past sales by item.  For the selected item, the list displays past invoice 
numbers and dates along with units sold, the selling UM, the price and pricing UM 
and the extended price. Highlight the price you want to use for the current item 
and click the Select button. You can also select Close to exit without choosing a 
price from a past sale of the item. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Select Selects the currently highlighted price from a past sale as the 
price to use for the current item on a sales document. 

Close Exits the dialog box without selecting an item or price from a 
past sale. 

Help Accesses online Help for this screen. 

There are no entry fields for this screen. 
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Past Sales by Customer Dialog Box 
Using this dialog box, you can display past item sales for a customer and 
optionally select an item based on a past sale.  Use the Item Starts With field to 
help you locate the item for which you want to view past sales. The item list shows 
the item number, date of last sale, units sold, the selling UM, the price and pricing 
UM, the extended price, the item description, and the past invoice number. 
Highlight the item and related information that you want to use for the current 
sales document and click the Select button. You can also select Close to exit 
without choosing an item from a past sale. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Select Selects the currently highlighted price from a past sale as 
the price to use for the current item on a sales document. 

Close Exits the dialog box without selecting an item or price 
from a past sale. 

Help Accesses online Help for this screen. 

Item 
Starts  
With 

Item starts with search field. Enter the beginning 
characters of the item number to find and press TAB to 
update the item list. The system displays a list of 
matching item numbers. 
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Item Availability with Prices 
Using this program, you can review item availability and pricing by warehouse or 
by warehouse and customer.  In the lower portion of the screen, the system 
displays item information for the warehouse, including item number, item 
descriptions 1 and 2, available quantities, units of measure, item cost, and list, 
standard, and customer prices. 

To select and enter an item on a sales order document, modify information in the 
Warehouse, Customer, and Starting Item fields as necessary, highlight the 
appropriate item in the browser, then click Select. 

 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Select Selects the highlighted item and returns you to the 
calling sales order entry program. 

Close Exits the screen without selecting an item. 

Help Accesses online Help for this screen. 

 
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. 

Warehouse The warehouse to use for item availability and pricing.  
The system displays the warehouse number that you 
entered in the calling program as the default.  You can 
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modify this field as necessary. 

Customer The customer for whom you want specific pricing.  You 
can modify this field as necessary or leave it blank.  

Starting 
Item 

The starting item number for the inquiry.  When you 
press the Tab key, the system searches for the item 
record and highlights it in the browser in the lower 
portion of the screen. 

Menus 

File  Additional Inquiry  Global   Help 

950 TakeStock SO  



Menus and Dialog Boxes Warehouse Lookup 

Warehouse Lookup 
Using this dialog box, you can search other warehouses to find an available item 
quantity for shipping an item on a sales document.  The selection list displays the 
other warehouses and available quantities for the item.  Highlight the warehouse 
in the list from which to ship the item and click the Select button. 

 

Form Contents  

Fields, Buttons, Checkboxes, & Icons 

View 
Can 
Ship 
Only 

Select this option to include in the list only the 
warehouses from which you have authority to ship the 
item.  If you do not select this option, all warehouses 
where the item is stored display in the list. 

Select Select this button to select the currently highlighted 
record in the list, exit the dialog box, and return to the 
entry screen with the selected record entered in the entry 
field. 

Close Exits the screen without selecting a shipping warehouse 
for the item. 

Help Accesses online Help for this screen. 

Item The item number and description display as a reference. 
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Lost Sales Dialog Box 
Using the Lost Sales Entry screen, you can enter lost sales for printing on the Lost 
Sales Report.  Lost sales occur when you do not ship the total quantity of the item 
being ordered, and the backordered quantity is 0. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

 
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. 

Ware-
house 

The warehouse from your user profile displays as the 
default. You can use this warehouse for recording the 
lost sale, or enter a different warehouse code. 

Units Enter the number of units lost for the sale based on the 
unit of measure. 

Item Enter the number of the item for which you are 
recording a lost sale. This can be an item that you 
stock, or an item that you do not stock. If the item 
does not exist in the system, a dialog box opens that 
lets you select to add the item. 

Unit of 
Measure 

For an existing item, the selling unit of measure 
displays in this field as a reference. For an item you are 
adding, enter the selling unit of measure for which you 
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are entering a lost sale. 

Description 
1 & 2 

The description 1 and 2 for an existing item displays in 
these fields as a reference. The descriptions cannot be 
changed here. If you are entering an item that does not 
yet exist in the system, you can enter up to 30 
characters for each of the two description fields. 

Dollars Enter the total dollar amount for the lost sale. 

Reason Enter the lost sale reason code that identifies why the 
sale was lost. 

 

How to enter lost sales 
1. The Warehouse and Item for the lost sale default to the current entries. You 

may use the default values or enter different values. 

2. Enter the code that defines the Reason this sale was lost. 

3. Enter the number of Units lost for the sale and the total sales Dollars. 

4. When the information is complete, select the OK button to save the lost sale 
record, which will be updated by the Daily Sales Register. Select Cancel to exit 
without saving any lost sale information. 
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Document Options Dialog Box 
Using the Document Options dialog box, you can enter a target gross margin 
percentage for the document, set ship complete options, or set the document as a 
direct ship document only. 

Note:  You can select the Ship Complete option for individual items on a document 
by selecting the Detail button on the Items view of the Sales Order Entry 
screen.  If an entire order is set for Ship Complete, it is noted on the pick 
ticket. If the document is not Ship Complete, but an item on the document is, 
the item is so noted when it prints on the pick ticket. 

 
Form Contents  

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the 
screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Ship 
Complete 

Indicates how you want the system to handle all line 
items on this document when shipping.  Select No to 
allow partial shipments when shipping the line items 
on this sales order; Yes to not allow partial shipments 
of the items on this sales order, or Backorders to not 
allow partial shipments on the backordered items on 
this sales order. 

Direct  
Ship Only 

Indicates that all items on the document are direct 
ships from the vendor only. 

Target 
GM% 

The gross margin percentage to use as the target for 
the price of the items on this document. 

Vendor The vendor for which the direct ship PO is to be 
created (for a direct ship only document).  
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How to enter document options 
1. Enter the target gross margin percent for this document.  

2. Select whether this is a directly ship only document, and if so, enter the vendor 
for the direct ship.  

3. If you select to make this a direct-ship document, the system automatically 
creates the vendor PO if you chose Always for Create Direct Ship POs in SO 
Control Maint.  If you chose Optional, a dialog box opens where you can select 
whether to automatically create the direct ship PO.  Any document notes and 
line item notes on the SO are copied to the PO that is created.  If you do not 
select to create the PO, or if the option in SO Control Maint. is set to Never, you 
must manually enter the PO for the direct ship document. 

4. When the information is complete, select the OK button to save it and exit. 
Select Cancel to exit without saving any information for this document. 

TakeStock SO 955 



Multi-Salesperson Commissions Dialog Box Menus and Dialog Boxes 

Multi-Salesperson Commissions Dialog Box 
If you are splitting commissions for a document, use the Multi-Salesperson 
Commissions dialog box to enter the percentage of the commission to split 
between the second salesperson and the primary salesperson for a line item.  

Commission Percent Default Settings 

When you allow commissions for multiple salespeople (SO Control Maintenance is 
set to Yes for Inside Salesperson and/or Additional Salespersons), the commission 
percent is always determined by the salesperson record.  This is regardless of the 
Commission Priority set in Company Control Maintenance.  If the salesperson 
record is set as "No Priority", the commission percent is determined by the 
Commission Priority in Company Control Maintenance. 

 
Form Contents  

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the 
screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Primary 
Salesper-
son 

The code of the primary salesperson for this line item.   

Inside 
Salesper-
son 

The code of the inside salesperson for this line item.  
This is usually an inside order taker who is not eligible 
for commissions. This field is used as a reference to 
the inside salesperson only. 

Salesper-
son 2-4 

The code of the second to fourth salespersons who 
split commissions for the current line item.  The 
normal salesperson for the item receives 100% of the 
commission unless you enter the additional 
salespersons here and define the percentage of the 
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commission that they should receive. 

Commis-
sion 

The percentage of the commission that goes to the 
salespersons. 

Split of 
Primary 
 

The percentage of the primary salesperson's 
commission that should be divided among the 
salespersons.  In the corresponding field, enter the 
percentage of the primary salesperson's commission 
for each sales person.  The remainder goes to the 
primary salesperson.  For example, if you enter 40% 
for the second salesperson and have no other entries 
for additional sales people, then the second 
salesperson receives 40% of the commission, and the 
primary salesperson receives 60%. 

 

 

How to split commissions 
1. Enter the code of the primary salesperson for this line item. 

2. Enter the code of the inside salesperson for this line item. This is usually an 
inside order taker who is not eligible for commissions. This field is used as a 
reference to the inside salesperson only.  

3. Enter the code of the second through fourth salespersons who will be splitting 
commissions for the current line item. The primary salesperson for the item will 
receive 100% of the commission unless you enter a second salesperson here 
and define the percentage of the commission that they will receive.  

4. In the Commission field, enter the percentage of the commission that goes to 
the inside and second through fourth salespersons.  The remainder goes to the 
primary salesperson.   

5. In the Split of Primary field, enter the percentage of the primary salesperson's 
commission that should be divided among the salespersons. 

6. When the information is complete, select the OK button to save the commission 
information. Select Cancel to exit without saving the split commissions. 
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Address Entry Dialog Box  
(Cash Customer and Ship To Address) 

Using this dialog box, you can enter a temporary address for a cash customer, 
new customer, or temporary ship to customer that you have not yet added to 
TakeStock.  The system prints the temporary or new address prints on the sales 
document, but does not save it to the database.  You can access the Address 
Entry dialog box by pressing F9 for cash customer in the Customer field or by 
pressing F10 for temporary ship to in the Ship To field or the Temp button on the 
Header view of sales order entry screens. The option is also available from the 
Additional menu to change address information already entered.  

You can access the Address Entry dialog box by pressing F9 for cash customer in 
the Customer field or by pressing F10 or the Temp button for temporary ship to 
in the Ship To field on the Header view of sales order entry screens. The option is 
also available from the Additional menu to change address information already 
entered.  

Based on tax processing settings in your system for temporary ship to customers, 
you can assign a tax code, indicate whether to use the resale rate associated with 
the tax code, and enter or modify the tax exempt settings for tax level entities 
associated with the tax code. Refer to the TakeStock Sales Orders Tax Processing 
topic in Chapter 1, Introduction for details.   

Note:  There are three ways to modify tax exempt settings: 

• through Customer Maintenance,  

• through Shipto Maintenance, or  

• by entering a Temporary ShipTo using the exempt checkboxes on the Temp 
ShipTo Address Entry dialog. 
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Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Name The customer's name.  This field holds up to 30 characters.  
The system displays this customer name on entry screens 
throughout the system and prints it on forms exactly as you 
enter it here. 

City The city in the customer's address.  The field holds up to 20 
characters. 

St/Prov The 2 character abbreviation for the state or province in the 
customer's address. 

Country The 5 character abbreviation for the country in the customer's 
address.  The system displays the country that you setup in 
Country Maint. in SM as the default.  

Zip 
Code 

The zip or postal code in the customer's address.  The system 
determines the format for this field based on the country code 
that you entered for this customer. 

Address 
1-4 

The address for the ship-to customer.  Each address line holds 
up to 30 characters.  The system prints the address on sales 
documents exactly as you enter it here. 

Tax 
Code 

The tax code for the ship-to customer.  

Resale Indicate whether this ship-to customer is to use the resale 
rates with this tax code.  Each tax code is set up with two tax 
rates, one for resale customers and one for non-resale 
customers. 

For temporary ship to customers the system displays checkboxes for the 
tax level entities associated with the tax code in SM Tax Code 
Maintenance.  Select the checkboxes to indicate the tax level entities are 
tax exempt.   

Contact The customer contact for this address.  This field holds up to 
30 characters. 

Phone 
Numbe
r 

The phone number, including the area code, at this customer 
address. 
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How to enter or change a cash customer or 
temporary ship-to address 
1. Enter up to 30 characters for the customer’s Name. 

2. Enter up to 20 characters for the City in the customer’s address. 

3. Enter the 2-character abbreviation for the State or Province in the customer’s 
address. 

4. Enter up to 5 characters for the Country in the customer’s address.  The country 
you set up in Country Maint. in SM displays in this field as the default. 

5. Beginning with Address line 1, enter the address for the new customer.  Each 
address line can contain up to 30 characters.  

 TIP: The address prints on the sales document exactly as you enter it here.  
After you enter the previous city, state or providence, and zip or postal code 
fields, you can press F9 to automatically insert them on an address line.  
Any blank lines you leave in the address are suppressed when printed on 
forms.  For example, if you enter a street address on line 1 and the city, 
state and zip on line 4. The address prints on the forms (sales orders, 
invoices, etc.) without blank lines. 

6.  Enter the Tax Code for the customer. 

7.  Select the Resale checkbox to indicate this customer or ship-to customer is to 
use the resale rates with this tax code.  Each tax code is set up with two tax 
rates, one for resale customers and one for non-resale customers. 

8.  For temporary ship to customers the system displays checkboxes for the tax 
level entities associated with the tax code in SM Tax Code Maintenance.  Select 
the checkboxes to indicate the tax level entities are tax exempt.   

9.  Enter up to 30 characters for the Contact at this customer’s address. 

10.  Enter the Phone Number including the area code at this customer’s address. 
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Bill to Customer Dialog Box 
The system displays this dialog box when you select the Bill to Customer option 
for the Additional Menu.  You can use this dialog box to select an alternate bill-to 
to the information entered in the Customer Maintenance program. 

 
Review the alternate bill-to information for the customer, highlight the appropriate 
bill-to line item, and select the OK button to select the Bill To, Cancel to exit the 
dialog box without making a selection or Help to access the online help for the 
screen. 
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Gross Margin Calculator Dialog Box 
Using the Gross Margin Calculator, you can change the prices of the line items on 
the current document by entering a gross margin percentage for all items, only 
items for a a particular vendor, or only items in a specific product category.  You 
can also select how to handle discounts and whether to include lines with 
overridden prices. 

The system displays the document number, customer, current sales dollars, cost 
and gross margin percent for the entire sales order at the top of the dialog box 
and the sales dollars, cost, and gross margin percent for the selected items at the 
bottom of the dialog box as a reference.  If you select a specific vendor or product 
category, the item list displays only those items that apply. The sales dollars and 
gross margin percent at the bottom of the dialog box are also updated 
accordingly. The calculations for gross margin percentage and new prices are 
based on your selections in SO Control Maint, in the Margin and Pricing views.  
You can enter either a new gross margin percentage to calculate the new price(s) 
or enter a new target price to calculate a new gross margin percentage. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Close Saves the new or modified record and exits the 
screen. 

Help Accesses online Help for this screen. 

Calculate Calculates the gross margin and price for the 
individual items in the item list. 

Update Updates the items on the sales document with the new 
prices and gross margin percentages. 

Skip Line With  Skips all lines that have a discount when calculating 
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Discounts new prices and a gross margin. 

Include Lines 
With 
Overridden 
Prices 

Includes lines that contain overridden prices when 
calculating new prices and a gross margin. 

Zero Discounts  
and Calculate  
New Price 

Removes the discount for the line item and then 
calculate the new price discount when calculating new 
prices and a gross margin. 

Keep Price  
and Calculate  
New Discount 

Calculates a new discount to adjust the extended price 
for the gross margin percent but does not adjust the 
item price when calculating new prices and a gross 
margin. 

New GM % The percentage of the new gross margin to use for 
calculating the price of the selected item(s).  When 
you exit this field, the Target amount of the total 
items is updated based on the new gross margin. 

Target Sales The total target dollar amount of the selected item(s).  
When you exit this field, the system updates the gross 
margin percent based on the target dollar amount. 

Apply To From the drop-down list, select whether the new gross 
margin and target dollar amount apply to all items on 
the document, items for a specific vendor, or items for 
a specific major category.  If you select vendor or 
major category, a drop-down selection box opens so 
you can select the specific vendor or major category. 
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How to use the gross margin calculator 
1. You can enter either a New GM (new gross margin percentage) to calculate the 

new price(s), or enter a new Target Sales price to calculate a new gross margin 
percentage. 

2. From the drop-down list, select whether the new gross margin and target dollar 
amount Apply To all items on the document, items for a specific vendor, or 
items for a specific major category. If you select vendor or major category, a 
drop-down selection box opens so you can select the specific vendor or major 
category. 

3. Select how discounts are to be handled when calculating new prices and a gross 
margin.  Select from the following options: 

 Skip Lines With Discounts:  Skip all lines that have a discount.  

 Zero Discounts and Calculate New Price:  Remove the discount for the line item 
and then calculate the new price. 

 Keep Price and Calculate New Discount:  Calculate a new discount to adjust the 
extended price for the gross margin percent, but do not adjust the item price. 

4. Select Include Lines With Overridden Prices if you want to include line items that 
are not using the default price (you have manually changed the price) in the 
calculations. 

5. To show the changes to the individual items in the item list, select the Calculate 
button.  To update the items on the sales document, select the Update button.  
When you are ready to exit, select the Close button. 
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Aggregate Pricing Dialog Box 
You can use the Aggregate Pricing dialog box to display the total aggregate 
discounts for the document, display the individual line items within an aggregate 
class that are available for the discount, and manually apply the discounts to the 
line items.  The system does not automatically provide aggregate price discounts 
are on a sales document; you must manually apply these discounts in order for 
them to be available for the customer.  

The browser at the top of the dialog box displays the total aggregate discounts 
grouped by aggregate price class that are available on the sales document.  When 
you highlight an aggregate class line in the top list, the system displays the 
individual line items on the sales document that are in that class in the list at the 
bottom of the dialog box.  The individual line item browser displays the current 
price and extended current price as well as the discounted price and extended 
discounted price. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Close Exits the screen. 

Edit Edits the current line item; the system returns you to the 
appropriate document entry screen to make changes. 

Apply Applies the currently highlighted aggregate discount to the 
line item. 

Reset Resets all line item prices and extended prices back to 
their original values. 

Apply  
All 

Applies all aggregate discounts to their line items. 

Help Accesses online Help for this screen. 
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There are no entry fields for this program. 

How to enter aggregate discounts 
1. To give the customer the aggregate discount, highlight the aggregate class in 

the top list and select the Apply button. The current price and extended current 
price of the line items in that class are updated with the discounted amounts.  

2. Select the Apply All button to give the customer an aggregate discount for all 
available aggregate price classes. 

3. The Reset button is available to reset the line items for the current (or all) 
aggregate classes back to their original price and extended price.  

4. For the currently selected line item, the Edit button returns you to the Item view 
where you will be in the Edit mode ready to make changes to the line item.  

5. When the aggregate discounts are complete, select the Close button. 
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Price Selection Dialog Box 
Using this dialog box, you can view all pricing levels and schedules for all unit of 
measure for a particular item.  You can then select to use any of the prices for the 
item on a sales document. 

The first list displays the item’s list price, standard price, level prices, minimum 
price, maximum price, best price for the pricing unit of measure chosen, the 
minimum and maximum price, and the best price overall.  If the item is tied to a 
production order, the production price also displays.  If rebate pricing exists for 
the item, then rebate pricing is also displayed.  

If the item has multiple pricing units of measure, select the unit of measure for 
displaying prices from the Pricing UM drop-down list.  The display at the bottom of 
the dialog box shows the currently selected price for the item, the ordered 
quantity, and the extension.  If the item has multiple price schedules, they are 
available for selecting from the drop-down list directly below the Price UM drop-
down list.  The information for the price schedule displays in the list below the 
drop-down selection list.  You can enter a manual price to use for the item.  
Depending on how security is set, you may be able to view or change the gross 
margin percent.  You can also select to apply aggregate discounts to the item 
price. 

If the item is tied to a production order, the screen displays Price at Production.  
You can choose to price the item at entry or at confirmation.  The default price is 
determined in Parent BOM Maint. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the 
screen. 

Cancel Exits the screen without saving any changes. 

Past Accesses the Past Sales dialog box for the current 
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Sales item. 

Price 
Calc 

Accesses the Price Calculator for the current item. 

Help Accesses online Help for this screen. 

Apply 
to Agg. 

Indicates that the price you select from the Price 
Selection dialog box is to have an aggregate discount 
available.  You must manually apply the aggregate 
discount to the sales document if you want to give the 
customer an aggregate discount. 

Pricing UM The request date of the items to release.  All requests 
dates on the current blanket order are available for 
selection from the drop-down select list. 

GM % The gross margin percent. If you enter a manual price, 
the gross margin percent is calculated and displayed in 
this field. You can also enter a gross margin percent 
for the item and the system calculates the manual 
item price and displays it in the Manual field. The 
gross margin calculation uses either a cost or price 
basis as set in Company Control Maint.  Note:  This 
field may or may not be visible based on your 
system's security settings. 

[unlabeled
]  
Price  
Schedules 

If there are price schedules set up for the item, the 
system displays the drop-down list  so that you can 
select a price schedule to display in the price schedule 
list. The price schedule that the system displays as the 
default is based on the pricing hierarchy set in Costing 
& Pricing in Inventory Management. You can the select 
one of the price schedules to use for determining the 
price of the item.   

Price at 
Production 

To price the production item at order entry time, 
select At Entry.  To price the item at production 
confirmation, select At Confirmation.  If you select At 
Confirmation, the system estimates the price until you 
confirm production. 

Manual The manual price for the item.  When you press TAB, 
the gross margin % for the selected price updates the 
GM% field. 
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How to use the Price Selection dialog box 
The first list displays the item’s list price, standard price, level prices, minimum 
price, maximum price, best price for the pricing unit of measure chosen, the 
minimum and maximum price, and the best price overall. 

1. If the item has multiple pricing units of measure, the Pricing UM drop-down box 
is available to select a different unit of measure for displaying the price of the 
item. The display at the bottom of the dialog box shows the currently selected 
price for the item, the ordered quantity, and the extension. 

2. If the item has multiple price schedules, they are available for selecting from 
the Price Schedules drop-down list directly below the Price UM drop-down list.  
The information for the price schedule displays in the list below the drop-down 
selection list.  The price schedule that displays as the default is based on the 
pricing hierarchy set in Costing & Pricing in Inventory Management. You can 
select one of the price schedules to use for determining the price of the item. 

3. You can enter a Manual price to use for the item.  Depending on how security is 
set, you may be able to view or change the gross margin percent.  You can also 
select to apply aggregate discounts to the item price.  When you press Tab, the 
gross margin % for the price chosen updates the GM% field.  You can also enter 
a gross margin percent for the item and the system will calculate the manual 
item price and display it in the Manual field.  The gross margin calculation uses 
either a cost or price basis as set in AR Company Maint. 

4. To select a price for the item, highlight it and select the OK button. 

5. Select Apply to Agg. if the price you select from the Price Selection dialog box is 
to have an aggregate discount available. The aggregate discount must be 
manually applied to the sales document if you want to give the customer an 
aggregate discount. 

6. If the item is tied to a production order, the screen displays Price at Production. 
You can choose to price the item at entry or at confirmation.  If you choose At 
Confirmation, the price is estimated until production confirmation.  The default 
price is determined in Parent BOM Maint. 

7. To exit without selecting a price, select the Cancel button.  You can also select 
the Past Sales button to view past sales for the item, or select the Price Calc 
button to open the Price Calculator dialog box. 
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Price Calculator Dialog Box 
Using this dialog box, you can calculate the price of an item based on a markup or 
markdown percent of a basis that you select. 

The system displays the current price of the item at the top of the dialog box as a 
reference.  From the Price Basis list, select the basis to use for calculating a new 
price.  Depending on which basis you select, enter the markdown or markup 
percent for calculating the new item price.  When you press TAB, the new price 
displays in the Calculate Price field.  Select OK to use the calculated item price.  
Select Cancel to exit without choosing a calculated item price. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Price 
Basis 

The basis to use for calculating a new price. The basis can 
be the list price or standard price. Depending on how 
security is set, you may be able to select manual, last, 
average or LIFO or FIFO cost as the basis. When you select 
a basis, the Base field displays the current price or cost for 
the item as a reference. 

Markup/ 
Markdown 
% 

If you select a price as the basis, enter the markdown 
percent for calculating the new item price. If you select a 
cost as the basis, enter the markup percent for calculating 
the new item price. If you select a cost as the basis, the 
calculation of the price is based on your selection of Cost 
or Price as the Markup Basis in IM Control Maint. 
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Line Item Sales Tax Dialog Box 
Using this dialog box, you can display sales tax information for the current line on 
a sales document, and optionally make changes to the sales tax charges for that 
line.  The system displays the tax code, tax entities, amount subject to tax, tax 
rate and calculated tax amount for the selected line item as a reference.  

If the option in Customer Maint. for this customer is set to allow tax overrides, 
then you can change tax information.  If you do not allow tax overrides for the 
customer, only the Tax Class for the line item can be modified.  If tax overrides 
are allowed, you can change the Tax Class for this line and all subsequent lines, 
the Default To for Resale or Non-Resale rates for this line and all subsequent lines, 
and the Resale status for this line only.  If you change the taxes for the entire 
document at the Footer view, the document changes override any tax changes you 
may have entered for individual line items. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the changes to the sales tax information and exits the 
screen. 

Cancel Exits the screen without saving any changes to the sales tax 
information. 

Reset Resets the sales tax information back to its original values. 

Default 
To 

The rate to use for charging sales tax on this line item.  The 
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 non-resale 
rate for the customer as the default.  

Resale Indicates that the tax rate to use for the current line item is 
the Resale rate.  Selecting or deselecting this option changes 
the current line only; it does not affect any line items forward. 
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Help Accesses online Help for this screen. 

Tax class for the current line itTax 
Class 

em.  Use the Lookup feature to 
review all available tax classes for the current line item and 

 modify sales tax information for line 

1. 
n select which rate to use for charging sales tax 

on this line item. Whichever rate you select is used for the current line item, 

2. e Tax 
rrent 

w Tax Override check box in AR Customer 
Maintenance is not selected, the Tax Class field in the Line Item Sales Tax 

3. e for the current line item is the 
Resale rate. Selecting or deselecting this option will change the current line 

4. 
o select the Cancel button to exit without changing 

the line item taxes.  The Reset button is available to change the tax information 
back to its original values. 

select the tax class to assign. 

How to
items 

For Default To, the Resale or Non-Resale rate assigned to the customer is 
selected as the default. You ca

and for all line items forward. 

All tax classes available for the current line item are available from th
Class drop-down list. From the list, select the Tax Class to assign for the cu
line item.  Note:  If the Allo

dialog box is display only. 

Select the Resale checkbox if the tax rate to us

only, any line items forward are not affected. 

When the taxes for the line item are complete, select the OK button to save 
them and exit.  You can als
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Document Sales Tax Dialog Box 
To display sales tax information for the current document, and optionally make 
changes to the sales tax charges on the document. 

The system displays the tax code, tax entities, amount subject to tax, tax rate and 
calculated tax amount for the selected line item as a reference.  If the option in 
Customer Maint. for this customer is set to Allow Tax Overrides, then you can 
change tax information.  If you do not allow tax overrides for the customer, then 
you can only change the tax class for the document.  If your system allows tax 
overrides, you can change the tax code, tax class, and the Default To for Resale or 
Non-Resale status for the entire document.  Any changes you make for the 
document overrides any tax changes you may have entered for individual line 
items on the document. 

 
Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the changes to the sales tax information and exits the 
screen. 

Cancel Exits the screen without saving any changes to the sales tax 
information. 

Reset Resets the sales tax information back to its original values. 

Default 
To 

The rate to use for charging sales tax for this tax code.  The 
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 non-resale 
rate for the customer as the default.  

Resale Indicates that the tax rate to use for this tax code is the 
Resale rate.  

Help Accesses online Help for this screen. 
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Tax 
Code 

The tax code for the selected line item.  The system displays 
the tax code as a reference.  If the option in Customer Maint. 
for this customer is set to Allow Tax Overrides, then you can 
change the tax code information. If you do not allow tax 
overrides for the customer, then you can only change the tax 
class for the document.  Use the Lookup feature to review all 
available tax codes. 

Tax 
Class 

Tax class for the current tax code.  Use the Lookup feature to 
review all available tax classes for the current tax code and 
select the tax class to assign. 

How to modify sales tax information for 
documents 
1. In the Default To section, select the Resale or Non-Resale radio button to assign 

resale or non-resale tax rate to the code as the default.   

2. In the Tax Class field, enter the tax class to assign to the current tax code.  Use 
the Lookup feature to review all available tax classes for the current tax code 
and select the tax class to assign.  Note:  If the Allow Tax Override check box in 
AR Customer Maintenance is not selected, the Tax Class field in the Line Item 
Sales Tax dialog box is display only. 

3. Select the Resale checkbox if the tax rate to use the Resale rate for the current 
tax code.  

4. When you are finished, select the OK button to save the information and exit, 
Cancel to exit without changing the line item taxes, or Reset button to change 
the tax information back to its original values. 
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Serial/Lot Distribution  
When you select Serial/Lot Distribution from the Additional Menu, either the Serial 
Allocation or Lot Allocation dialog box opens, depending on whether the item is a 
serial or lot item. 

Serial Number Allocation 
You can use the Serial Number Allocation feature to allocate serial numbers for the 
items you are shipping on a sales document or warehouse transfer ticket, or to 
allocate serial numbers for an adjustment.  When you access a record that 
requires allocation, the system asks you if you want to perform the allocation now.  
Select Yes, and the system displays the Serial# Allocation dialog box. 

 

To Find a Specific Serial Number: 

1. In the Find Ser# field, type in a specific serial number to locate.  
Press Enter and the systems displays the serial number as the first 
selection in the Available list. 

To Allocate Serial Numbers: 

1. In the Serial # column located in the Available section, highlight 
the serial number or serial ID that you want to allocate. 

2. Select the Add button to add it to the Allocated column. 

3. Repeat steps 1–2 until you have allocated all of the items. 

4. To remove a serialized item from the Allocated section, highlight 
the item and select the Rem button. 

5. To have the system automatically allocate the serial numbers 
from the Available section for you, select the Auto Pick button. 

6. To display online Help for allocating serial numbers, select the 
Help button. 
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7. When your selections are complete, select OK to save the changes 
and exit or Cancel to exit without saving entries. 

To Assign a Serial Number to a Serial ID: 

If a serial ID does not yet have a serial number assigned, you will need to assign a 
serial number before allocating the item.  To do this: 

1. Highlight the serial ID in the Allocated section. 

2. Type the serial number that you want to assign in the Assign 
Ser# field. 

3. Select the Assign button to assign this serial number of the 
selected serial ID. 

Lot Allocation 
You can use the Lot Allocation feature to distribute or allocate lot numbers for the 
items you are shipping on a sales document or warehouse transfer ticket or to 
allocate lot numbers for a negative adjustment.  When you access a record that 
requires lot allocation, the system asks you if you want to perform the allocation 
now.  Select Yes, and the system displays the Lot Allocation dialog box. 

 

To Allocate Lot Numbers: 

1. Type the lot number for item allocation in the Lot# field.  For 
items with more than one lot number, you can select the lot 
number by double clicking the appropriate number in the Lot# 
column in the Available section. 

976 TakeStock SO  



Menus and Dialog Boxes Lot Allocation 

2. Type the quantity to allocate in the Commit field. 

3. If you are maintaining expiration dates for lot items, the system 
displays the expiration date of the lot for existing lots.  If you are 
adding a new lot with a negative sale or credit memo, the 
expiration date is blank and you can enter it. 

4. To remove the currently highlighted allocation from the Allocated 
section, select the Remove button. 

5. To have the system automatically pick items for allocation, select 
the Auto Pick button.  The system picks item quantities beginning 
with the first line in the Available list and continues down the list 
until it depletes the total quantity of the item to allocate. 

6. To access a Lot properties filter that you can use to search for lots 
to allocate that meet specific Certificate of Analysis criteria, 
entered in the Lot Maintenance program, select the C of A 
button.   

7. Select the Save button to save the allocation. 

8. To access the online Help for Lot Allocation, select the Help 
button. 

9. Repeat steps 1–7 as necessary until all lots are allocated, then 
select OK to confirm shipment of the lot items. 
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Stock Reservations 
Open the Stock Reservations dialog box to reserve stock from a suggested 
purchase order, purchase order, suggested transfer or transfer to fill the 
backorder on a sales order. 

 

How to Enter a Stock Reservation 

You can reserve stock when entering a sales order, suggested purchase order, 
purchase order, suggested warehouse transfers, or warehouse transfer in or out.  
The reservation is to reserve incoming stock to fill a backorder on a sales order or 
warehouse transfer out. 

1. To make a stock reservation, select Stock Reservation from the Additional menu 
in Sales Order Entry, Suggested PO Entry, PO Entry, Suggested Transfer Entry, 
Transfer Entry, Suggested Production, or Production Entry. 

2. The On Order/Backorder drop-down list lets you select the type of documents to 
which you can make a reservation for the current document.  For example, if 
you are entering a purchase order, you can enter a reservation for an incoming 
item against an existing sales order that has the item on backorder.  If you are 
entering a sales order that has a backorder quantity for an outgoing item, you 
can reserve stock against an existing purchase order or other type of incoming 
item document. 

3. A reservation can be made against one or more documents.  For example, you 
may have a quantity of 100 of an item on a backorder.  When you attempt to 
make a reservation, there is a purchase order for 75 of the item and a 
warehouse transfer for 75.  You can reserve the 75 from the purchase order and 
25 from the transfer, or vice versa.   

4. You can reserve item quantities by double-clicking on a document.  You can also 
select the Add & Reserve button to add the backorder amount to the selected 
document, or select the Reserve Only button to reserve the backorder amount 
from the existing incoming quantity of the document.   
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5. The Automatic button is available to allow the system to automatically make the 
stock reservation against one or more documents in order of document priority 
set in IM Control Maint. and Customer Maint. 

6. The Create button is available if you want to create either a suggested PO, 
suggested production or suggested transfer for the backordered quantity on the 
current document. 

7. When you make a reservation, the unreserved column in the document type list 
is updated and the document appears in the Reserved list.  You can remove a 
reservation by selected the document in the Reserved list and choosing the 
Delete button.  The unreserved column in the document list is updated to reflect 
the deleted reservation quantity.  A reservation that you delete here does not 
send a message to any users. 

8. When the document that has a reservation is received (PO Receipt Entry or 
Receipt Confirmation Entry), the document that has the backorder (sales order 
or warehouse transfer) is automatically updated.  For example, if an item is 
received on a purchase order that has a reservation for a sales order, the 
backorder is automatically filled and the pick ticket is immediately available for 
printing.  

How to Break a Stock Reservation 

There may be times when there is a break between the documents on a stock 
reservation.  The following explains how the break occurs and what happens in the 
system. 

1. There may be times when a document that is part of a reservation is deleted.  
For example, a customer calls and cancels an order and the salesperson deletes 
the sales order from the system.  Or, a vendor may call because they ran out of 
an item that you had on a purchase order and you delete the item from the 
purchase order.  If either document had a stock reservation, the reservation 
would be broken. 

2. If you delete a line on a sales order that has reserved stock, the stock 
reservation is broken for that line if the purchase order (or transfer) has already 
been printed.  Likewise, if you delete a line on a purchase order that has 
reserved stock, the stock reservation on the sales order (or transfer) is also 
broken. 

3. When the broken reservation is against an existing quantity on an existing 
purchase order, warehouse transfer, suggested purchase order, or suggested 
transfer, the reserved quantity is not subtracted from the PO or transfer.  When 
the broken reservation is a Special Order Quantity for the document (a 
suggested purchase order or warehouse transfer is created from a sales order, 
or you selected Add & Reserve for a purchase order, warehouse transfer, 
suggested purchase order, or suggested transfer), the order quantity is 
subtracted from the suggested or un-printed document.  If the PO or transfer 
has already been printed, the reservation is broken but the added quantity 
remains on the PO or transfer. 

4. In Warehouse Maint. you can select the user to notify when a stock reservation 
is broken.  The system will automatically send a message (note) to the user you 
designated.  The note will include the document, item and warehouse for the 
broken reservation.  This is provided to be sure someone is aware that a 
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reservation is broken and the backorder must be taken care of in a different 
manner.   

Note: A message is sent only when a reservation exists and a document that is part 
of the reservation is deleted or a line on the document that has a reservation 
is deleted.  If you delete a document from the Reserve list while in Stock 
Reservations, no messages are sent.  A message is sent only when a 
reservation exists and a document that is part of the reservation is deleted or 
a line on the document that has a reservation is deleted. 

 

980 TakeStock SO  



Menus and Dialog Boxes Turnaround Fields—Header 

Turnaround Fields—Header 
This dialog box displays the turnaround fields for the document header for documents that 
were received via EDI.  

In the Document Type section of the screen, select the correct radio button for the type of SO 
document you are receiving in EDI.  You can select from Invoice or MR Document. 

The number of fields on this dialog and their labels depend on the setup in Turnaround Field 
Label Maintenance.  There can be a maximum of 12 fields. 

 

Turnaround Fields—Detail 
This dialog box displays the turnaround fields for the document detail for 
documents that were received via EDI. The number of fields on this dialog and 
their labels depend on the setup in Turnaround Field Label Maintenance.  There 
can be a maximum of 12 fields. 
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Parent Item Options 
Use this dialog box to select which sales documents to print the components on for 
the parent item, and whether to print prices. 
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Phantom Item Selection 
This dialog box displays when you enter a phantom item on a sales order 
document and the phantom item was set up in Phantom Item Maintenance to 
review items on sales orders.  

Review the line items listed for the phantom item.  To remove an item from the 
list, select it and click the Deselect button.  When the list is complete, click OK to 
return to item entry. 
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Custom Fields 
Open the User Fields dialog box to enter custom fields. You can design your fields 
and enter information for the current screen (Header, Detail or Footer). You can 
then use this information to print custom reports, filter records, or view in 
inquiries. Any information you enter for the record is saved only when you save 
this record in the maintenance program. 

The first time you open the User Fields dialog box, it appears blank. Choose the 
Design button to open the User Fields - Design dialog box and set up your user 
fields. 

Design Dialog Box 

 

Use the icon buttons to select and design the user fields. You can double-click on a 
field to open the Field Properties dialog box to assign the properties to a user field, 
and to enter the size of the User Fields dialog box. You can also click on a fill-in 
text box and drag it to a different location in the dialog box. 

Design the fields on the screen in the order you desire. Use the alignment buttons 
to position the fields, and the tab button to assign the tab order. 

How to enter custom fields 
1. From the Fields selection list, select the type of field you want to use by 

double-clicking on it or by highlighting it and choosing OK. Choose Cancel to 
exit without selecting a field type. There are four field types you can select. 

• Character:  Select to enter any type of character information. You can 
define up to 5 character fields. 

• Date:  Select to enter dates only. You can define up to 3 date fields. 

• Indexed Character:  Select to enter any type of character information 
which you want to index so that the fields will sort quickly. You can 
define up to 5 indexed character fields. 

• Numeric:  Select to enter numeric values only. You can define up to 3 
numeric fields. 
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2. Open the Field Properties dialog box and enter properties for each custom 
field you create. 

3. When you have created all of your custom fields, use the Tab Settings dialog 
box to assign the tab order and the Alignment buttons to position the fields. 

4. When the design is complete, choose OK to return to the User Fields dialog 
box. 

5. Choose OK exit and return to the entry screen. 

Field Properties Dialog Box 

 

How to enter field properties 
1. For Dialog Width and Dialog Height, enter the width and height of the User 

Fields dialog box in characters. The dialog box will always be this size unless 
you change it. 

2. Enter up to 20 characters to appear on the User Fields dialog box as the 
Label for this field. The label appears immediately to the left of the fill-in 
text box. 

3. Enter the format of the entry field using the PROGRESS formats.  

• The default format for character fields is set to x(30), which represents 
30 characters for the field.  

• The default format for numeric fields is set to -9999999.99, which 
represents 7 numbers to the left of the decimal, two number to the right 
of the decimal, and acceptance of a negative number.  

• You cannot change the format for the date field. 

4. Enter up to 63 characters as a Help message that appears in the help 
display bar when a user selects this field. 

5. Enter the Description you want to have appear for this field when it is 
selected. The description should identity the user field and how it is used. 
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6. For Col, enter the column position on the User Fields dialog box where you 
want this field to appear. You can change the position of this field by moving 
it after it is placed on the entry screen. 

7. Enter the Row position on the User Fields dialog box where you want this 
field to appear. You can change the position of this field by moving it after it 
is placed on the entry screen. 

8. When the properties are correct, choose OK to add them to the User Fields 
dialog box. The new field may appear on top of other fields, but can easily 
be moved and aligned. 

Design Buttons 

Choose To 

 

Open the Fields dialog box to select a field from 
the available fields list. The new field may be 
placed on top of an existing field, but can easily 
be moved and aligned in different locations. 

 
Remove the currently highlighted user field from 
the dialog box. 

 

Open the Fields Properties dialog box to enter 
the properties for this user field 

 

Open the Tab Settings dialog to assign the tab 
order for the user fields. 

 

Align the selected fields on the left. 

 

Align the selected fields on the right. 

 

Align the selected fields at the top of the screen. 

 

Add uniform spacing to the selected fields. 
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Recurring Options Dialog Box 
For information about the Recurring Options dialog box, refer to the Recurring 
Document Entry section of the Sales Orders chapter. 

See Also 

Recurring Options dialog box 

How to define the posting options for the recurring document  

Schedules By Shipment  
For information about the Schedules By Shipment option in the Additional menu, 
refer to the Blanket Orders chapter of the Sales Orders Users Guide. 

 See Also 

Shipments by Ship To dialog box 

How to enter schedules by ship-to for blanket orders 

Schedule Inquiry 
For information about the Schedule Inquiry dialog box, refer to the Blanket Orders 
chapter of the Sales Orders Users Guide. 

 See Also 

Schedule Inquiry dialog box 

Schedules By Item Dialog Box 
For information about the Schedules By Item dialog box, refer to the Blanket 
Orders chapter of the Sales Orders Users Guide. 

See Also 

Schedules By Item dialog box 

How to enter schedules by item for blanket orders 
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Manual Schedule Release  
For information about the Manual Schedule Release dialog box, refer to the 
Blanket Orders chapter of the Sales Orders Users Guide. 

 See Also 

Manual Schedule Release dialog box 

How to manually release items on a blanket order for shipment 

Credit Card Information  
For information about the Credit Card Authorization dialog box, refer to the Credit 
Card InterLink section of the TakeStock InterLinks Users Guide. 

 See Also 

Credit Card Authorization dialog box 

How to perform credit card authorizations 
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Line Item Detail Dialog Box 
Using this dialog box, you can enter or change item descriptions, line item 
discounts, cost if manual or average, the cost for Sales Analysis, line item 
commission, and the taxable or ship complete status of the line item.  Select the 
detail options for the line item.  When your selections are complete, select the OK 
button to accept them and return to the sales document. 

 

Terms Discounts for SO Document Line Items 

You can allow/disallow terms discounts for specific line items on the same sales 
order.  For each item, set the Allow Terms Discount checkbox on the General 
view of Item Maintenance to Yes to default the percentage from the footer terms 
discount.  For example, you can only choose to allow discounts for those items on 
which you receive a discount from your vendor.     

If the item an the sales order is marked as Allow terms discount in Item 
Maintenance, the Sales Orders system allows you to edit the terms discount 
percentage for that item.  The terms discount percentage for a line item is located 
on the Line Item Detail screen.  If the Allow terms discount flag is set to Yes, 
the discount percentage defaults from the SO Footer terms code discount and the 
Terms Code field is enabled.  If the item is flagged as No, the SO entry programs 
assume that no discount is available for that item and populate the field with a 
non-editable zero percentage. 

The terms discount percentage is set for each line item based on the default terms 
code for the customer.  If the user changes the terms code at the SO Document 
footer, the system displays a message indicating you change each terms discount 
percentage on the line items individually. 
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Multi-Payment Terms Processing for Line-Item Discount Terms  

The terms percentage you enter here (on the SO Line Item Detail screen) 
overrides the standard terms percent entered on the Payments view of SM Terms 
Code Maintenance for the first payment only for multiple payment terms.  For 
single payment terms, this represents the total terms discount (as a percentage of 
the line). 

In the example below, you can see the difference in payments calculated with and 
without terms by line discounts 

Terms - 3 payments 

Payment 1 - 50% due, 10% discount. 

Payment 2 - 25% due, 5% discount. 

Payment 3 - 25% due, 5% discount. 

For a sales order with lines: 

SO Line 1 - Total $100.00, Terms Disc 10% 

SO Line 2 - Total $100.00, Terms Disc 20%. 

If calculated without line discounts the invoice would reflect a $20.00 discount for 
early payment.  (10% times the entire document amount.  The invoice assumes 
that the 1st payment terms discount will be extended for the entire amount paid). 

 Calculated without Line 
Discounts 

Calculated with Terms By 
Line Discounts 

Invoice 
Disc: 

$20.00 $30.00 

AR - 
Payment 
1: 

$10.00 $15.00 

AR - 
Payment 
2: 

$2.50 $2.50 

AR - 
Payment 
3: 

$2.50 $2.50 

 

Multiple Ship Tos per Line Item 

Multiple ship-to locations are entered by pressing the Detail button on the Items 
screen of sales order entry programs to open the Line item Detail screen.  A Ship 
To location combo box displays the ship-to location from the sales document 
header as a default; a Ship Via fill-in will display the ship-via from the sales 
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document header as a default as well, along with the Requested and Promised 
dates (also defaulting from the header). If quantities of line items are to go to 
more than one location, select the Multi-Ship to open the Multiple Ship To dialog 
box.   

The line item browser in the lower portion of the screen includes the following 
fields: Ship To, Ship Via, Requested, and Promised, as well as am M flag column to 
identify line items with multiple ship to locations. 

The system displays the message *Multiple Ship To’s* above the item entry field 
to notify you of multiple ship-to locations for the line item. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

MultiShip Access the MultiShip dialog box, which is sued to enter 
multiple ship to’s for the line.  

Ship To  The primary ship to location for the line.  Acceptable 
choices for Ship To include all ship-to locations used on 
that sales order document.   

Ship Via The ship via code for the ship to location. 

Item Desc 1 & 2 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 
sales document for the item. 

Price The default selling price based on the pricing hierarchy 
set up in SO Control Maint. displays in this field as a 
reference. 

Commission The standard commission for the item displays in this 
field as the default. You can use this commission 
percentage or enter a different percentage to use for this 
line item.  

 

Discount 
Amount 

Enter the dollar amount of any line discount per pricing 
unit of measure. For example, if the price per pricing unit 
of measure is $100 and you are giving a 10% line 
discount, you would enter $10. You can leave this field 
blank and enter a percentage to calculate the discount 
dollar amount. If you enter a dollar amount, the 
percentage is calculated and displayed in the next field. 
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Fields, Buttons, Checkboxes, & Icons 

Discount Percent Enter the percentage of the price for any line discount.  
For example, if the price per pricing unit of measure is 
$100 and you are giving a 10% line discount, you would 
enter 10%.  If you enter a percentage, the discount 
dollar amount is calculated and displayed in the Amount 
field. 

Discount Price The default selling price per pricing unit of measure less 
the line discount displays in this field as a reference. 

Terms The system displays the discount terms for the line item. 

GL Table The GL Table set up for the item displays in this field as a 
default. You can use this GL Table for posting the sales 
activity for this line item or enter a different GL Table to 
use. 

Customer Item  For customers set up to process EDI, this field shows the 
customer’s item number identified in the Turnaround 
Fields - Detail for this line item and imported via EDI. 

Customer 
Description  

For customers set up to process EDI, this field shows the 
description that corresponds to the customer’s item 
number identified in the Turnaround Fields - Detail for 
this line item and imported via EDI. 

Promised The date the item is promised to the customer.  

Requested The date the customer requested the item.   

Cost The inventory item cost displays in this field as a default. 

SA Cost You can use this cost for posting sales of the item to 
Sales Analysis, or enter a different cost to use. 

Rebate Cost The rebate cost for the item, defined as the net cost of the item 
after the rebate amount is paid to the distributor from the vendor. 

 Each line item on a sales order could have up to 3 different 
costs; the inventory cost, the SA cost, and the rebate cost. The 
inventory cost remains the system cost; the SA cost is either the 
system cost or the rebate cost, as determined by the Use rebate 
cost as default SA cost checkbox in Rebate Maintenance.   

Rebate Number  The rebate number for the line item. 

Slsp 
Commission  

The salesperson commission percentage. 

MR Commission 
Pct 

The Manufacturing Representative commission rate 
(percentage). 
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Fields, Buttons, Checkboxes, & Icons 

MR Commission 
Amt 

The Manufacturing Representative commission amount.  
Select the Total checkbox to indicate that the amount 
entered is the sum total MR Commission Amount for the 
line.  This means the system does not multiply the MR 
Amount by the item ship quantity to calculate the 
extended MR amount 

Taxable The taxable status defaults to the taxable status set up 
for the item record. You can use this option to change 
the taxable status for this line item. 

For Resale The default for this option is based on the For Resale/Not 
For Resale setting for the customer on this sales 
document.  You can use this option to change whether 
tax is calculated for the line item using the For Resale 
rate. 

Update Usage For stocked items, you can select whether to update 
usage for the item on this order.  For example, if you are 
entering a one-time large quantity sale of an item to a 
customer, you may not want the sale to update the 
normal usage for that item.  For stocked items, this 
option is selected by default.  For non-stock items, this 
option is not available. 

Send Specific 
Pack Sizes 

Indicates you want the system to send the specific 
package size number entered for the item to the e-wms 
system.  If Send Specific Pack Sizes is not checked, then 
the Package Code is automatically set to the smallest 
package code for the item and the Package field on the 
Item Package Selection dialog box is disabled. 

Ship Complete In this section of the form, indicate how the line items 
should be handled during shipping. 

Select from the following options: 

No—Allow partial shipments of the line items on this 
sales order. 

Yes—Do not allow partial shipments of the line items on 
this sales order. 

Backorders—Do not allow partial shipments on the 
backordered items on this sales order. 
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Shipment Origination Dialog Box 
Using this dialog box, you can select the shipping origin and method of shipping 
for a line item.  Select the shipment origin and method of shipping for this item.  
When your selections are complete, click the OK button to accept them and return 
to the sales document.  The Surplus button is available only if you are entering a 
sales order or invoice to open the Warehouse Lookup to display other warehouses 
where the item may have a surplus quantity. 

 

Form Contents  

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 

Surplus Opens the Warehouse Lookup, which shows the other 
warehouses where the current item may have a surplus 
quantity.  This button is available when entering a sales 
order or invoice.  

Shipmen
t Origin 

Indicates the origin for shipping this item.  Select from 
the following options:  
Initiating Whse–To ship this item from the initiating 
warehouse on the sales document. 
Other Whse–To ship this item from a shipping 
warehouse if you are using multiple warehouses on an 
order.  When you select this option, the Whse field is 
available to enter the code of the warehouse for 
shipping the item.  
Direct from Vendor–To select to create a direct-ship PO 
for the item so that it will be directly shipped from the 
vendor to the customer.  If you chose Always for Create 
Direct Ship POs in SO Control Maint., the system 
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automatically creates the vendor PO.  If you chose 
Optional, the system displays a dialog box where you 
can select whether or not to automatically create the 
direct ship PO.  If you do not select to create the PO, or 
if the option in SO Control Maint. is set to Never, you 
must manually enter the PO for the direct ship. 

Route If a route is used, enter the code of the route for this 
item. 

Ship Via Enter the method of shipping for the item.  If the code 
you enter is set up to use routes, the Route and Stop 
fields are available to designate the route for this item. 

Stop If a routes is used, the code of the stop on the route 
for this item. 
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UM Calculator Dialog Box 
Using this dialog box, you can convert the item quantity based on the selected 
unit of measure for items on sales documents with multiple selling and pricing 
units of measure.  You can access the UM Calculator by selecting the F10 key from 
the Ordered field of the Items view of order entry programs.  The system displays 
the item number and description at the top of the dialog box as a reference.  For 
each of the three unit of measure lines, enter the quantity to convert and then use 
the drop-down list to select the unit of measure for that quantity.  For the Total 
field, select the unit of measure in which to display the total of the three item 
quantity/unit of measure lines.  

For example, a customer orders 5 cases and 3 boxes of an item.  To help you 
determine the total order quantity, you would enter 5 as the Quantity and Cases 
as the UM for line 1.  For line 2, you would enter 3 as the Quantity and Boxes as 
the UM.  For the Total field you would probably want to select Boxes as it is the 
smallest UM the customer is ordering.  The system will calculate and display the 
Total quantity of 5 cases and 3 boxes as the total number of boxes.  If you allow 
fractional quantities, you may want to convert the quantity to cases. 

 

Form Contents  

Fields, Buttons, Checkboxes, & Icons 

OK Uses the system’s calculated total. 

Cancel Exits the screen without using any calculated quantities. 

Clear Removes the current quantity and unit of measure 
selections 

Help Accesses online Help for this screen. 

Item The items displays on the dialog box as a reference. 

Unit of  
Measure 

From the drop-down list, select the unit of measure you 
want to convert for each of the three UM lines. 

Quantity For each of the three UM lines, enter the quantity for the 
unit of measure selected for that line. 
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Total From the drop-down list, select the unit of measure in 
which you want to display the calculated quantities entered 
on the three UM lines. 

998 TakeStock SO  



Menus and Dialog Boxes Add On Selections 

Add On Selections 
Use this dialog box to change the add-ons for the current document. 

You define the add-ons to automatically display for sales documents using Add On 
Default Maint. in System Management. 

Use the Add and Del buttons to select the add-on for the current document. Then, 
choose whether the entry for each add-on is to be a dollar amount or a percentage 
of the document total. Any changes you make to add-ons effect only the current 
document. 

 
Form Contents  

Fields, Buttons, Checkboxes, & Icons 

OK  Accepts the entries and returns to the previous screen.. 

Cancel Sets all add-ons back to their original values and 
returns to the previous screen. 

Help Accesses online Help for this screen. 

Available 
Add Ons 

Displays all add-ons available for your company. To use 
one of the add-ons for the current document, select it in 
the list. Then, choose the Add button to add it to the 
Doc Contains list.  

Type For each add-on, select whether the entry is to be a 
dollar amount or a percentage of the document total. 

Doc 
Contains 

The Doc Contains list displays all add-ons (up to a total 
of 5) that are currently selected for use on the 
document.  You can delete an add-ons used on the 
document by selecting it and then choosing the Del 
button. You can also select an add-on in the Available 
add-ons list and choose the Add button to use it on the 
current document. 
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Add Ons by Warehouse Dialog Box 
Using this dialog box, you can add or change the amount or percentage of any 
add-ons for a shipping warehouse on the sales document.  You can also change 
the method of shipping for a shipping warehouse. 

From the drop-down list, select the warehouse for which you want to add or 
change an add-on amount or percent, or change the shipping method.  The 
system displays the total sales for this shipping warehouse below the shipping 
method.  For each of the add-ons, you can enter a different percentage of the 
total sales, or enter the dollar amount to charge.  If you change an add-on, select 
the Save button to save the change, or the Reset button to change the add-ons 
back to their original values. When the add-ons for the shipping warehouses are 
complete, select the Close button to exit. 

 
Form Contents  

Fields, Buttons, Checkboxes, & Icons 

Close  Exits the screen. 

Reset Sets all add-ons back to their original values. 

Save Saves the changes to the add-ons. 

Help Accesses online Help for this screen. 

Shipping 
Origin 

From the drop-down list, select the shipping 
warehouse for which you want to add or change the 
add-ons. 

Total Whse This field displays the total sales for this warehouse as 
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Sales a reference. 

Ship Via Enter method of shipping for the items on the 
document displays in this field as the default. If 
necessary, you can enter a different method of 
shipping for the items in this warehouse. 

Add Ons In the Add Ons section of the form, the system 
displays the add-ons for the warehouse.  For each 
add-on, you enter either the percentage (in the 
Percent field) of the total sales for the warehouse to 
calculate the dollar amount of the add-on, or directly 
enter the dollar amount in the Amount field.  You can 
change any or all of the add-ons for the shipping 
warehouse. 
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 Deposit Entry Dialog Box 
Using this dialog box, you can enter a deposit or prepayment for a sales order. 

The system displays the document number, customer name, and any existing 
deposits for the current document at the top of the dialog box. You can enter the 
information for a deposit against the current sales order.  If you select the Post 
Deposit checkbox, the system reverses the initial post and then posts the initial 
deposit to a deposit pending account. 

If you enter an amount that is less than zero during the confirmation of a sales 
order, the system assumes you are entering a refund against a previous deposit.   
Enter the information for the deposit or refund and select the OK button to save 
the information and exit. You can also select the Cancel button to exit without 
saving any new or changed deposit information. The History button is available to 
display the history of any existing deposits made for the current document.  

You can access a display-0nly version of this screen from the SO Document 
Inquiry Footer dialog box by selecting the Deposit… button. 

Credit Card Processing Details 

If the Credit Card InterLink is available on your system for PayPal credit card 
integrations, you can enter credit card transactions in Deposit Entry. 

The Deposit Entry program accepts three types of credit card transactions: Void, 
Sale and Credit. The two step transaction process – Authorization and Delayed 
Capture – is not used. No authorization is needed.  

A Void transaction can be submitted if a Sale or Credit transaction is submitted but 
not settled yet. In this mode, you have two options: submit the Void transaction 
and/or exit the window. When taking a deposit payment, if the deposit amount is 
positive, submit a Sale transaction. If the deposit amount is negative, submit a 
Credit transaction.  After a credit card transaction is settled (money is transferred 
to the merchant’ 

s account from the customer’s credit card), a Credit transaction must be requested 
in order to put the money back to the customer’s credit card.  Credit card 
information for deposit payment cannot be saved without a credit card 
transaction. 

For deposit payments, credit card transactions are not included for Hold Review 
and Credit Card Review. The reason is that the transaction has a type either Sale 
or Credit and it must be approved. Otherwise there will be no deposit payment.  

If a credit card transaction in the deposit payment has a net impact on the Sales 
Order document, the deposit payment cannot be canceled unless the transaction is 
undone.  A deposit payment cannot be canceled in these scenarios: 1) the initial 
state is that a Sale/Credit transaction is approved for the deposit payment, now 
you request a Void transaction and the request is approved. 2) the initial state is 
that no Sale/Credit transaction is approved and now submit a Sale/Credit request, 
and the request is approved.  
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You are able to cancel a deposit payment if net impact on a Sales Order document 
is zero. For instance, in the beginning, no Sale/Credit transaction exists for the 
deposit payment.  You can submit a Sale transaction and the request is approved, 
and then request a Void/Credit to cancel the previously approved transaction, and 
the request is approved. In this case, the net impact is zero.  

In Deposit Payment Entry, if credit card transaction is authorized or approved, the 
"Apply to Sale" field takes the approved amount. 

 
Form Contents  

Fields, Buttons, Checkboxes, & Icons 

OK Saves the new or modified record and exits the screen. 

Cancel Exits the screen without saving any changes. 

History Accesses the Deposit Inquiry dialog box, which displays 
the history of any existing deposits for the current 
document. 

Post 
Deposit 

Indicates that you want to reverse the initial posting and 
post the deposit amount to a deposit pending account. 
The deposit amount displays in the Applied Deposit field 
on the Footer view of the Sales Order Entry screen to 
reduce the document total by the amount of the deposit. 

Credit 
Card  

Accesses the Credit Card Authorization for PayPal dialog 
box, depending on whether your system includes the 
Credit Card InterLink and your system settings. 

Help Accesses online Help for this screen. 

Deposit/ 
Refund 

The deposit or refund for the sales order.  For a deposit, 
enter the amount of the deposit this field.  If you are 
applying a refund for a previous deposit, during the 
confirmation of a sales order you can enter a negative 
number for the amount of the refund. 

Check or 
Card # 

The credit card or check number.  For a Payment Type of 
check or credit card, enter the number of the check or 
credit card for a deposit.  If you are entering a refund 
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against a credit card, enter the credit card number to 
refund. 
PayPal Users:  You can select the Credit Card button to 
access the Credit Card Authorization for PayPal dialog 
box, depending on whether your system includes the 
Credit Card InterLink and your system settings. 

Apply to 
Sale 

During the confirmation of a sales order, you can select 
to apply all or part of a deposit against the document 
amount.  The system displays the amount you apply in 
the Applied Deposit field on the Footer view of the Sales 
Order Entry screen to reduce the document total by the 
amount of the deposit. 

Payment 
Type 

The code of the payment type for the deposit or refund.  
If the type is check or credit card, the Check or Card # 
field is available to enter the number. 
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Deposit Inquiry Dialog Box 
Using this dialog box, you can view the history of a deposit for the current 
document. 

 
The system displays the document number, customer number and any remaining, 
applied, and unapplied deposit amounts as a reference. The list displays any 
individual deposits for the document.  After viewing the detail of the deposit, 
select Close to exit. 
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Pricing Information Display 
The Pricing Information Display feature allows you view to pricing information for 
an item that you are adding to a sales order, blanket order, quote, or future order.  
This feature is accessible from the File menu option of Items view of the Sales 
Order Entry, Quote Entry, Blanket Order Entry, and Future Order Entry programs.  
The Pricing Information Display allows you to review the quantity price breaks 
available to the customer through price schedules as well as rebate pricing.  This 
allows you to take advantage of up-selling opportunities. 

To access this feature, enter the sales orders document header information and 
select the Items button.  From the Items view, select File Panels Pricing Info to 
display pricing information for the Items view or File Panels Default Pricing Info 
to set the pricing information display as the default for the Items view of the 
particular Sales Orders entry program. 

When you select the Pricing Info option, the Items screen displays price entries 
and schedules.  You can double click a price entry on the left side of the screen to 
select the desired price or you can double click a pricing schedule on the right side 
of the screen to use the price. 

To change the Items view display back to item quantity/price information, select 
File Panels Item Info. 
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Ship To's Dialog Box 
The item number and description 1 appear in the title bar. The shipping 
warehouse appears at the top of the screen.  You can use the Sort By radio set to 
sort the ship to locations in the browser by the order in which items were entered 
on the SO document or by Ship to location. 

In the browser in the lower portion of the screen, the system displays editable 
information in the Ship To, (Ship To) Name, Ship Via, Tax Code, Route, Stop (if 
Routes option activated), City/State/Zip Code (concatenated in one field, in a 
standard address format), Address fields 1-4, and Tax dollars fields. The name, 
city/state/zip, address, and tax fields are not editable. 

Use the Add and Add All and Delete buttons to add and delete ship-to locations; 
primary ship-to locations and ship-to locations in use (those with assigned line 
item quantities) cannot be deleted from this window.  

Use the Move Up and Move Down to relocate the ship-to locations in the 
browser.  Use the Frt Info (Freight Information) button, to open the Freight 
Information screen to display the freight amount for the ship-to location. Use the 
Temp (Temporary Ship To) button to open the Address Entry dialog box to enter 
the address for a temporary ship-to location.  Only one temporary ship-to location 
is allowed for a given sales order document. 
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Quick Customer Add Dialog Box 
Using the Quick Customer Add dialog box, you can quickly add customer records 
from any sales order entry program.  If you enter new customer phone numbers 
via this dialog box, the system automatically adds them to the Phone Book 
Maintenance table.  

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Customer The number (up to 5 characters) to use for this 
customer. If you are automatically assigning 
customer numbers, press F9 to assign the next 
number in sequence to this customer. The word 
NEXT appears in this field until you save the 
customer record. 

Name The name (up to 30 characters) for the name. This 
name will appear on entry screens (such as Order 
Entry, Invoice Entry, etc.) and print on forms (pick 
tickets, sales orders, invoices, statements, etc.) 
exactly as you enter it here. 

Country The country name or abbreviation (up to 5 
characters) in the customer’s address. The country 
you set up for your company in Country 
Maintenance in SM appears in this field as the 
default. 

City The city name (up to 20 characters) for the 
customer’s address. 

St/Pr The 2-character abbreviation for the state or 
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Fields, Buttons, Checkboxes, & Icons 
province in the customer’s address. 

Zip Code The zip code or postal code in the customer’s 
address. The format for this code is determined by 
the Country code you enter for this customer. 

Address 1-4 There are four lines available for entering the 
address to display on screens and print on forms, 
such as invoice, statements, etc. Use as many of 
these lines as you need to enter the customer’s 
mailing address or location where you ship 
merchandise.   

TIP:  After you enter the previous city, state or 
province, and zip or postal code fields, you can 
press F9 to automatically insert them on an 
address line. You can also press F10 to 
automatically insert the county code on an address 
line. Changes you make to the previous field 
address fields will not automatically update these 
address lines and vise versa. If an address 
changes, you must change it in both places.  Any 
blank lines you leave in the address will appear as 
blank lines on screen displays, but will be 
suppressed when printed on forms. For example, if 
you enter a street address on line 1 and the city, 
state and zip on line 4, entry programs (Order 
Entry, Invoice Entry, etc.) will show the address 
with two blank lines in the middle. However, forms 
(sales orders, invoices, etc.) will print the address 
without blank lines. 

Salesperson  The salesperson for this customer. This is the 
primary salesperson who gets credit or 
commissions for sales to this customers. The 
salesperson you enter here appears as the default 
salesperson when you enter sales documents for 
this customer. 

Tax Code  The tax code to identify the tax entities for this 
customer. This tax code defines the default tax 
entities used for charging and reporting sales 
taxes. 

Terms Code The terms code that defines the terms for sales to 
this customer. This is the default terms code used 
when you enter sales documents for this customer.  
Note: The system checks to ensure that you do not 
enter a terms code that is valid only for the AP 
module. 

Ship Via The method of shipping merchandise to this 
customer. This method is used as the default Ship 
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Fields, Buttons, Checkboxes, & Icons 
Via when you enter sales documents for this 
customer. 

Geo Code The geography code (up to 5 characters) to use for 
this customer. Geography codes can be any codes 
you want to use to group customers by geographic 
areas. These codes are not pre-defined.  Some 
reports allow you to sort and print customers 
grouped by geographic area. 

Contact The contact person for the company. 

Phone 
Number 

The phone number for the company contact.  If 
you enter a phone number in this field, the system 
automatically add it to the Phone Book 
Maintenance table.   

Fax Number   The company fax number. 

E-Mail  The customer email address.  Note that the system 
also populates the E-mail field on the General View 
of SM Phone Book Maintenance with the email 
address you enter here. 

OK Saves the new or modified record and exits the 
screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 
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Quick Ship To Add Dialog Box 
Using the Quick Ship To Add dialog box, you can quickly add customer records 
from any sales order entry program.  If you enter new customer phone numbers 
via this dialog box, the system automatically adds them to the Phone Book 
Maintenance table.  

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Customer The customer for whom you are adding a Ship To 
address. There is no limit to the number of Ship To 
locations you can set up for a customer. 

Ship-To The code or number (up to 6 characters) to identify 
the Ship To location. You can use any type of code you 
like. You can use a duplicate Ship To code as long as it 
is entered for a different customer. 

Name The name (up to 30 characters) for the Ship To 
customer. This name appears on entry screens (such 
as Order Entry, Invoice Entry, etc.) and print on forms 
(pick tickets, sales orders, invoices, statements, etc.) 
exactly as you enter it here. 

Country The abbreviation (up to 5 characters) for the country 
in the Ship To customer’s address. The country you 
set up for your company in Country Maintenance in SM 
appears in this field as the default. 

City The city name (up to 20 characters) for the Ship To 
customer’s address. 
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Fields, Buttons, Checkboxes, & Icons 

St/Pr The 2-character abbreviation for the state (or 
province) in the Ship To customer’s address. 

Zip Code The zip code or postal code in the customer’s address. 
The format for this code is determined by the Country 
code you enter for this customer. 

Address 
1-4 

There are four lines available for entering the address 
to display on screens and print on forms, such as 
invoice, statements, etc. Use as many of these lines as 
you need to enter the customer’s mailing address or 
location where you ship merchandise.   

TIP:  After you enter the previous city, state or 
province, and zip or postal code fields, you can press 
F9 to automatically insert them on an address line. 
You can also press F10 to automatically insert the 
county code on an address line. Changes you make to 
the previous field address fields will not automatically 
update these address lines and vise versa. If an 
address changes, you must change it in both places.  
Any blank lines you leave in the address will appear as 
blank lines on screen displays, but will be suppressed 
when printed on forms. For example, if you enter a 
street address on line 1 and the city, state and zip on 
line 4, entry programs (Order Entry, Invoice Entry, 
etc.) will show the address with two blank lines in the 
middle. However, forms (sales orders, invoices, etc.) 
will print the address without blank lines. 

Phone 
Number 

The phone number for the Ship To Customer.  If you 
enter a phone number in this field, the system 
automatically add it to the Phone Book Maintenance 
table.   

Salesper-
son  

The salesperson for this customer. This is the primary 
salesperson who gets credit or commissions for sales 
to this customers. The salesperson you enter here 
appears as the default salesperson when you enter 
sales documents for this customer. 

Ship Via The method of shipping merchandise to this customer. 
This method is used as the default Ship Via when you 
enter sales documents for this customer. 

UPS 
Delivery 
Code  

The UPS Delivery Code for shipping merchandise to 
this Ship To customer. 

Tax Code  The tax code to identify the tax entities for this 
customer. This tax code defines the default tax entities 
used for charging and reporting sales taxes. 
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Contact The contact person for the Ship To Customer. 

Fax 
Number   

The Ship To Customer fax number. 

E-Mail  The Ship To Customer’s email address.  Note that the 
system also populates the E-mail field on the General 
View of SM Phone Book Maintenance with the email 
address you enter here. 

OK Saves the new or modified record and exits the 
screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online Help for this screen. 
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Quick Nonstock Item Entry 
Use the Quick Nonstock Entry dialog box to enter non-stock items that do not 
reside in the selected warehouse.  The system displays this dialog box from any 
sales order entry program when entering a non-stock item as well as when 
entering components for kitted items. 

The system displays the warehouse code, item number and description at the top 
of the screen and the item information as entered in Item Maintenance in the 
lower portion of the screen.  You can enter the manual cost for the item. 

 

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Item Code The item code displays from the sales order entry 
program . 

Description 1 
and 2 

A description (up to 30 characters) to further 
identify the item for both Description 1 and 
Description 2.  All reports provide an option where 
you can select to print Description 1, Description 2, 
or both descriptions. 

Primary Vendor The code of the vendor from whom you most 
frequently purchase this item.  This is the vendor 
that is used when updating a replenishment report 
or creating a suggested purchase order, and as the 
default for direct ships.  The primary Vendor for the 
item is assumed to be the consigning Vendor for 
that item. 

Vendor Item 
Code  

The item number that the vendor uses for this item.  
If your item number is different from the vendor’s 
item number, and you selected the Automatic 
Creation of Interchange in IM Control, an 
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interchange number for the vendor’s item number 
will automatically be created. 

Product Line The product line to which this item belongs for 
reporting and replenishment. This item will be 
included on reports and in the replenishment cycle 
when it is run for the product line you enter here. 

Major Category The major category for this item.  The major and 
minor categories are used for grouping items on 
reports. 

Minor Category The minor category for this item.  The major and 
minor categories are used for grouping items on 
reports. 

Price Class The price class for this item.  The item will be 
included in any price schedules that are set up for 
this price class. 

Agg. Price Class The aggregate price class for this item.  The item 
will be included in any aggregate price schedules 
that are set up for this aggregate price class. 

Std Stock UM The standard stocking unit of measure for this item. 

Tariff # The tariff number for the item. 

Weight The weight for this unit of measure, based on the 
Weight UM selection that displays below the 
selection list.  This entry can have up to three 
decimal places.  For example, if the Weight UM is 
set for ounces, enter the number of ounces for this 
unit of measure.  If the Weight UM is set to pounds, 
enter the number of pounds for this unit of 
measure.  This weight is used in price schedules for 
calculations that are based on item weight. TIP:  All 
weights in TakeStock display with three decimal 
places except for aggregate weights, which display 
with two decimal places. 

Weight UM The per unit of measure weight to use for the 
Weight entry for this item. 

List Price The suggested list (retail) price of the item from 
your vendor. This price can be changed manually or 
automatically through Suggested Cost/Price Update 
in Costing & Pricing.   

Standard Price The standard price that you charge your customers 
for the item before any discounts are applied.  This 
price can be changed manually or automatically 
through Activities Costing & Pricing Suggested 
Cost/Price Update. 
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Internet Indicates that the item is can be sold on the 
Internet. 

Sent to e-wms Indicates that this item has been sent to e-wms. 

This checkbox is visible if e-wms feature has been 
purchased.  The checkbox is enabled if: 

1. The item default record has the item as 
active – or if the item already exists, then if 
the item is active. 

2. The selected warehouse is e-wms enabled. 

3. The item default record as the item marked 
to maintain quantities– or if the item 
already exists, then if the item is marked to 
maintain quantities. 

The Sent to e-wms setting defaults from the 
Warehouse Item Maintenance record.  If there is 
no default record, then the setting is not 
checked. 

OK Saves the new or modified record and exits the 
screen. 

Cancel Exits the screen without saving any changes. 

Help Accesses online for this screen. 
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Item Interchange Dialog Box 
Using this dialog box, you can select an interchange item for the current item.  
Select the type of item interchanges to display in the list, and enter the beginning 
interchange characters to display.  When you find the interchange you want to 
use, highlight it and click the Select button.  

Form Contents 
Fields, Buttons, Checkboxes, & Icons 

Select Select this button to select the currently highlighted 
record in the list, exit the dialog box, and return to 
the entry screen with the selected record entered in 
the entry field. 

Close Exits the screen without selecting an interchange 
item. 

Help Accesses online Help for this screen. 

Interchange 
Type 

Select the type of interchange items to display in 
the list. Select from the following options:  
This Customer Only–To display only interchange 
numbers set up for the customer on this sales 
document. 
Customer–To display only interchange numbers set 
up for customers. 
Vendor–To display only interchange numbers set up 
for vendors. 
General–To display only interchange numbers set up 
as general. 
All–To display all interchange numbers. 

 

Beginning 
Interchange 

Enter the beginning characters of the interchange 
code that you want to display in the list.  Press 
Enter to update the list using your entry. 
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Multiple Ship To Dialog Box 
Use the Multiple Ship To dialog box to enter multiple ship to locations for 
quantities on a single line item.  Standard transactions involve one customer, with 
the goods purchased to be shipped to a single location.  Transactions with multiple 
ship-to locations involve one customer (sold-to location), but entail the delivery of 
goods to multiple specified locations.  You do not have to select a ship to in order 
to assign quantities to that ship to; the selection process is pertinent only to the 
Auto Distribution process.   

After you accept the quantities in the dialog box, all locations to receive that item, 
validation of the total quantities assigned across all locations against the total 
quantity entered for that line item.  The total quantities for that line item must be 
allocated to one or more locations, and the original quantities for that line item 
must be maintained (without any increase or decrease).  In the event of a 
discrepancy, the system displays a message that informs you that the distributed 
quantities do not match the line item quantities. You cannot save the distributed 
quantities until the total matches the line item. Additionally, the system checks to 
ensure that each ship to is individually in balance. (For example, if total ordered is 
6 and total committed is 6 with two ship to’s, and the first ship to has ordered 4, 
committed 2 while the second has ordered 2 committed 4, the totals match, but 
each individual ship to is out of balance. This will not be allowed.) 

TakeStock functions affected by the use of multiple ship-to locations: 

• Sales Order Document entry programs (quotes, sales orders, invoices, or 
credit memos) 

• Sales Order Document Inquiry 

• SO Control Maintenance 

• Routing, Route Release Update, Sales Analysis Update 

• Commission Entry/Correction 

• Various reports 

Managed by Ship-To 
Location: 

Managed by Ship-To 
Location and Ship Via 

(shipping mode): 

Managed by Line Item: Managed by Subline: 

Tax Codes Freight Costs Ship-To Location* Ship-To 
Location* 

Route Numbers  Ship-Vias 
(shipping modes)* 

Ship-To 
Location* 

Stop Numbers  Ordered/Backorder
ed/Committed/Shi
pped Quantities* 

Ordered/Backord
ered/Committed/
Shipped 
Quantities* 

  Salespeople  
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  Promised Delivery 
Dates 

 

  Requested 
Delivery Dates 

 

*Managed by subline if line item contains sublines.    
A subline is a portion of the total quantity of a line item (SKU) that is 
sent to a single ship-to location.  It is associated with both a line item 
and a ship-to location, as well as various other data fields (see 
above).  Where multiple ship-to locations exist for a line item, a line 
item will have one subline for each ship-to location associated with 
that line item in that particular document. 

  
The item number and description 1 appear in the title bar. The shipping 
warehouse appears at the top of the screen.  You can use the Sort By radio set to 
sort the ship to locations in the browser by the order in which items were entered 
on the SO document or by Ship to location. 

In the browser in the lower portion of the screen, the system displays non-editable 
information in the  Shipped, Ship To, and Ship To Description ou can edit the 
values in the Ordered, Committed, Backordered, Ship Via, and Freight fields:. 
[NOTE: The Shipped field is editable during confirmation mode (Confirmation 
Entry).  Below the browser, the system displays totals for the Ordered, 
Committed, Backordered and Shipped columns by the total number of line items 
and the total number distributed.   

Use the Select and Select All buttons to select one or all ship-to locations. 
Pressing the Select button selects the currently highlighted ship to and toggles 
the button label to Deselect; pressing again un-selects the currently highlighted 
ship to. A third button, Deslect All, un-selects all currently selected ship to’s.   

Use the Move Up and Move Down to relocate the ship-to locations in the 
browser. 
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Use the Auto-Distribute button to display Auto-Distribute dialog box, which is 
used to assign an equal quantity of line items to each selected ship-to location.  In 
the event of a remainder quantity, the remainder is assigned to the last ship to.  
Alternatively, the item quantity distribution from a previous line item can be used 
(for example, if three widgets were sent to ten locations for a previous line item, 
this same distribution could be used for another line item going to those same ten 
locations.   

Select the OK button to save your ship to selections and quantity distributions or 
Cancel to exit the screen without saving your changes.   

Limitations / Constraints 

• Only one temporary ship-to location is allowed for a given sales order 
document. 

• Salespeople are only associated with entire documents (sold-to locations) or 
line items on a system-wide basis.  Controls in SO Control Maintenance are 
provided for establishing these settings on a system-wide basis. 

• Allocation of in-stock inventory for partially-fillable orders with sublines is 
done in a top-down fashion, starting with the first ship-to location/subline 
and continuing until the depletion of the in-stock inventory.  Sublines/ship-
to locations are completely fulfilled with and allocated in-stock inventory, 
one location at a time, until the in-stock inventory is depleted.  The 
remaining part of the order is allocated backordered inventory. 

• No changes to existing EDI functionality (including, but not limited to, 
imported EDI-850's and SDQ segments) have been made. 

• No changes to Internet functionality have been made. 

• Serial numbers, lot numbers, and bin numbers are only used, managed, and 
addressed at the line item level (not at the subline level), per existing 
TakeStock functionality. 

• Stock reservations can only be made and are only managed at the line item 
level (not at the subline level), per existing TakeStock functionality. 

• Kitting is only managed at the line item level (not at the subline level), per 
existing TakeStock functionality. 

• Shipping InterLink only operates at the line item level  (not at the subline 
level), per existing TakeStock functionality. 

• Invoice reversals/credit memos are at the line item level in the full amount 
or a fraction of the dollar amount therein; individual sublines will not be 
managed or usable as reversal/credit items. 
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Substitute Items Dialog Box 
Using this program, you can select a substitute item for an original item entered 
on a sales document. Enter an item number in the Item field and press TAB.  The 
system displays any available substitute items in the browser.   

If you access this dialog box while entering an item number in the system, the 
original item number displays in the Item field.  You can use this original item 
number or enter a different item number to display substitutes.  

The item list displays all substitutes for the selected item.  From the list, you can 
choose a different item to substitute on the sales document by double-clicking the 
item or by highlighting it and choosing the Select button. To exit without choosing 
a substitute item, choose the Close button. 
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Container Allocation Dialog Box 
The Container Allocation program allows you to receive, commit, and ship items 
that are stored in traceable containers. You can also receive empty traceable 
containers by using this program. 

 

The Container Allocation dialog box has the look and feel of the TakeStock Lot 
Allocation dialog box.  Using this dialog box, you must select valid container 
item(s), and container numbers for items stored in containers that you are 
receiving, committing, or shipping.   

The heading for the commit quantity toggles between Receive and Commit, 
depending on whether the mode is for receiving or shipping. The quantity of the 
item being shipped/received in a container is the quantity displayed for total 
quantity, allocated, and unallocated. The conversion factor for the item being 
shipped/received that matches the container unit of measure is used to determine 
how many containers must be used; e.g. item with stocking um of lbs shipped in 
55 gallon drums, 5 lbs per gallon, 11 55 gallon containers must be allocated.  

You cannot sell a partial quantity from a container.  Use the Container Transfer 
Entry program to accomplish partial quantity sales from a container via container 
transfer transactions. You cannot receive more than the maximum quantity set in 
Item Maintenance for the container item. As with lot and serial number allocations, 
the program forces balancing before you can complete and close the Container 
Allocation dialog box.  

Two Versions of the Container Allocation Dialog Box 
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The system uses two versions of the Container Allocation dialog box. One version 
processes receipts, commitment, and shipping of items using containers. PO 
Receipts Entry, PO Receipts by Line Entry, Transfer Receipt Confirmation, IM 
Adjustment Entry, IM Physical Count Entry, Production Entry, and Credit Memo 
Entry display the first version of the Container Allocation dialog box for receipts of 
containerized items.  SO Entry, PO Returns, and Transfer Shipment Confirmation, 
also display this version of the Container Allocation dialog box for commitment and 
shipment of containerized items.  

The Container Allocation dialog box for receiving version is available to process the 
receipt containers and containerized items.  The second version of the Container 
Allocation (for receiving) dialog box processes the receipt of empty 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.  

If you receive empty traceable containers that are set in Item Maintenance to use 
serial numbers, the system requires you to allocate serial numbers in the 
Container Allocation dialog box. 

Since Credit Memos update inventory quantities immediately, the Container 
Allocation routine includes returns processing and updates the appropriate 
container record’s on-hand quantity.   

Limitations/Exclusions 

The unit of measure of the container item must be a valid unit of measure for 
the item stored in the container. 

In Manufacturing Control, reconfiguration processing is not available for 
containerized items. 

Form Contents 

Fields, Buttons, Checkboxes, & Icons 

Warehouse 
Code/ 
Description 

The warehouse code and description display at 
the top of the screen.  (This is passed in from 
the calling program.) 

Item Containerized item code and description display 
at the top of the screen.  (This is passed in 
from the calling program.) 

Total 
Quantity – 
Commit/Rec
eived 

Total quantity of containerized item to be 
committed or received.  (This information is 
display only and is passed in from the calling 
program.)  
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Fields, Buttons, Checkboxes, & Icons 

Total 
Quantity – 
Shipped 

Total quantity of containerized item to be 
shipped. (This information is display only and is 
passed in from the calling program.) 

Allocated--
commit/ 
receive 

Total quantity allocated of containerized item.  
(This information is display only and is passed 
in from the calling program.) 

Allocated – 
shipped 

Total quantity allocated as shipped of 
containerized item.  (This information is display 
only and is passed in from the calling 
program.) 

Unallocated-
commit/ 
receive 

Total quantity unallocated of containerized 
item.  (This information is display only and is 
passed in from the calling program.) 

Unallocated 
– shipped 

Total quantity unallocated as shipped of 
containerized item.  (This information is display 
only and is passed in from the calling 
program.) 

Container 
Item 

The container item for the allocation. 
 
For outgoing containerized inventory on sales 
order documents, warehouse transfers, and 
shipments, press F9 to display Container 
Quantities dialog box, which is used to select 
from a list container items for the allocation.   

Container 
Type 

The container type for the allocation. 

Container # The container item number for the allocation. 

Returnable Indicates this container item is returnable.  The 
system verifies this information against the 
icItem data table record for container item. 

Commit/ 

Receive 

The quantity to receive/commit.  The system 
displays the maximum quantity for container 
item, when receiving and the current quantity 
in container item when committing.  The 
system displays the Buying or Selling UM for 
the item quantity. 

Shipped The quantity shipped. The system displays the 
current quantity in container item.  This field is 
visible only when you are shipping items that 
are stored in traceable containers. 

Deposit The container item deposit.  (This field is visible 
only if container/item/deposit records exist for 
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Fields, Buttons, Checkboxes, & Icons 
the container item.) 

Bin  The bin number.  (This field is visible only if the 
item is stored in bins and is display only for 
shipping.) For multi-bin items, you can enter a 
bin number and display containers for the 
specified bin location only. 

Serial The serial number of the item being received.  
This field is visible only for receiving or 
committing.  

Lot The item number for the item.  (This field is 
visible only if the item is a lot item.)  

Available In the Available browser, the system displays 
available and on-hand quantity information and 
expiration date for the available containers.  

Allocated In the Allocated browser, the system displays 
committed and shipped quantity information 
and expiration date for the allocated 
containers. 

Save Allocates the quantity. 

Remove Removes the selected allocation. 

Auto Pick Automatically picks the allocations. 
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Container Quantities Dialog Box 
Use the Container Quantities dialog box to view the current containers available to 
ship, the total quantity in each container type and the number containers for each 
container type.   

 

To select a container item, highlight it in the browser and press OK or double click 
the line. 
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Container Allocation for Receiving Dialog Box 
The second version of the Container Allocation dialog box processes the receipt of 
empty containers and containerized items into groups of containers.  If you 
receive an empty container that is set in item maintenance to use serial numbers, 
the system will require you to allocate a serial number before you can exit the 
screen. 

The receiving 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.  PO Receipts Entry, PO Receipts by Line Entry, 
Transfer Receipt Confirmation, and IM Adjustment Entry display the second 
version of the Container Allocation dialog box for receipt of container items and 
empty traceable container items.    

You can select the Existing button to display existing containers for processes the 
receipt of a bulk item into them.   

When using this feature, you can select Auto Pick to automatically select exiting 
containers for receipt.  For adjustments for filling existing empty containers, the 
system displays the message: "Fill Empty Containers?" when you press the Auto 
Pick button.  You can answer Yes or No as follows: 

• If you answer yes, the system selects the only completely empty containers 
and places the default quantity into each container unless you manually 
enter a quantity.     

• If you answer no, then the system fills all empty containers until it runs out 
of empty containers or the quantity left to fill a container is less than the 
default.  When filling the empty containers the system uses the default 
quantity or the quantity you enter manually.  Once all the empties that can 
be filled are filled, the system checks the partially filled containers.  If one 
partially filled container can be filled with the quantity remaining without 
going over the default quantity, the system fills it.  If one partially filled 
container cannot be filled, the remaining quantity is displayed as 
unallocated.  You can then choose any empty or partially filled container to 
save the remaining quantity.  The Available browser displays the empty 
containers first and then list the partials at the bottom of the list. 

The default quantity is defined as the quantity found in a 
Warehouse/Item/Container record, if one exists and the default quantity in the 
record is non zero and the item record for the containerized item is set to use 
Valid combinations only. If a Warehouse/Item/Container record is not found or the 
containerized item is not set to use Valid combinations only, the Maximum Allowed 
quantity from the item record for the container is used.  

You can enter a number of selected containers, the quantity for each container, 
the cost for each container, the deposit, if applicable.  The Container Receiving 
program generates the container records required for the receipt. The system 
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defaults the receive quantity for each container to the default quantity found in 
the Warehouse/Item/Container Maintenance program, if one exists. If a 
warehouse/item/container record does not exist, the system defaults the receive 
quantity to the container maximum or the unallocated quantity, which ever is less.  

If you enter one container, the system requires you to enter the necessary 
information; quantity, serial number, if the container is serialized, and so on.  

If the number of containers you enter is greater than one and the container is 
serialized, the system requires you to assign serial numbers to the containers 
created and displays the Serial Receiving dialog box.  You can use the Assign 
button for automatic serial number assignment.   

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.   

Customer Container Returns  

Customer container returns that were not sold by TakeStock can be created from 
the Sales Order entry programs via the New button without having a existing 
return in allocation.  Once the New containers are created and the Container# 
Receiving dialog box is exited, the Returnable check box will be available for 
editing in the Container Allocation dialog box.  Customer container returns that 
were not sold by TakeStock When you select the New button, the system 
accesses the second version of the Container Allocation dialog box, which 
accommodates returns of containers not sold to a customer.   
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Form Contents  

Fields, Buttons, Checkboxes, & Icons 

Warehouse 
Code/ 
Description 

The warehouse code and description display at 
the top of the screen.  (This is passed in from the 
calling program.) 

Item The (containerized) item code and descriptions 1 
and 2 display at the top of the screen.  (This is 
passed in from the calling program.) 

Total Qty The total quantity to receive (This is passed from 
the calling program.) 

Allocated The system displays the allocated quantity: the 
Total quantity minus Unallocated quantity. 

Unallocated The system displays the unallocated quantity. 

Container 
Item  

The container item number for the allocation. 

# 
Containers 

The number of containers to receive. 

Each The quantity for each container. The quantity 
received into each container defaults to either the 
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Receive maximum quantity for the container item (set up 
in Item Maintenance) or the unallocated quantity 
remaining, whichever is less. 

If the containerized item is a lot item, the number 
of containers times the receive quantity for each 
container cannot be greater than the quantity 
allocated for the lot currently being displayed. For 
example, if two lots are allocated for 550 gallons 
each, and the receive quantity for each container 
is 55 gallons the number of containers cannot be 
more than 10. 

If the total quantity received in a group of 
containers is less than the unallocated quantity, 
then you must deal with the remaining unallocated 
quantity. If the total quantity received in a group 
of containers is greater than the unallocated 
quantity, then the group allocation short fills the 
last container. The group allocation does not allow 
the extended group quantity to exceed the 
unallocated quantity. The group allocation process 
does not create empty containers in the event that 
the group quantity is significantly less than the 
unallocated quantity. For example, if the 
unallocated amount is 550 GL and the user tries to 
receive a group of 12 containers at 55 GL each, 
then the group allocation process will only create 
10 container records. 

Each Cost The cost per container. 

Returnable Indicates this container item is returnable.  The 
system verifies this information against the icItem 
data table record for container item. 

Deposit The container item deposit.  (This field is visible 
only if container/item/deposit records exist for the 
container item.) 

Assign 
Ser# 

The serial number for container number. 

Assign Automatically assigns the serial numbers 

Bin The bin number (location) for the container 
number received (if the item is stored in bins).  
For multi-bin items, you can enter a bin number 
and display containers for the specified bin location 
only.  If you want to receive sub-groups into 
different bins, then reduce the # Containers value 
to the appropriate number received into each bin. 

Serial # The serial number for the containerized item you 
are receiving. If you are entering more than one 
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container and the container is serialized, the 
system requires you to assign serial numbers to 
the containers received. The system displays the 
Serial Receiving dialog box for assigning serial 
numbers. 

Lot If the containerized item is a lot item, then select 
the lot number you are receiving.  

In the Available browser in the lower left portion of the screen, 
the system displays all available containers for the item, the 
container item description, and the container item type indicates 
whether the container item is serialized. Select a container item; 
if you click the Existing button the system displays all existing 
containers in the Available browser and enables the Auto Pick 
button.  You can select Auto Pick to have the system 
automatically assign the containers needed.   

In the Allocated browser in the lower right portion of the screen, 
the system displays containers that have been allocated.  As you 
allocate containers the system updates the container number, 
received quantity, expiration, bin, lot, and serial information In 
the first column of the browser, the system displays the serial 
number for serialized containers.  

Save  Allocates the container number quantities. 

Remove  Removes the allocation line highlighted in the 
Allocated browser.  (You must select an allocated 
line to enable this button.) 

Auto Pick Automatically selects the containers (from the 
existing available containers) for the specified item 
and unallocated quantity.  (This button is enabled 
only when you select the Existing button to display 
the available containers.) 
 
For adjustments for filling existing empty 
containers, the system displays the message: "Fill 
Empty Containers?" when you press the Auto Pick 
button.  If you answer yes, the system selects the 
only completely empty containers.  If you answer 
no, then the system selected partial containers to 
be filled.  The Available browser displays the 
empty containers first and then list the partials at 
the bottom of the list. 

Existing Displays the all the existing available containers 
(in the Available browser) for the containerized 
item.   
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Serial Receiving Dialog Box 
The system automatically displays the Serial Receiving dialog box if you are 
allocating for receipt more than one container and the container is serialized.  The 
system requires you to assign serial numbers to the containers received.  

 

To assign serial numbers highlight the container and then enter the serial number 
in the Assign Ser Num field, then press OK.  To assign multiple serial numbers, 
you can click the Assign button and enter beginning serial # and the number to 
increment.  
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Companion Items Dialog Box 
Companion Items provides a way for the TakeStock distributor to define a 
suggestive selling message and a practically unlimited number of companion items 
for a TakeStock item. Once you define companion items via this maintenance 
program, users in various Sales Order programs, such as Sales Orders Entry, Quote 
Entry, Counter Sales Entry, will then be presented with the suggestive selling 
message after they have added an item that is set up with companion items. 

 

Processing Details 

When you add and save an item in order entry that has companion items set up, 
the system displays a message box containing the suggestive selling message.  

The message options are OK, to display the Companion Item dialog box, which 
contains a browser that displays all of the companion items, along with availability 
and the customer’s price, and Skip, to not display the Companion Item dialog box.   

From the Companion Item dialog box you can select companion items to add to the 
sales order by entering the sales quantity next to the item in the browser.  

You can: 

Select All to select all the companion items displayed in the browser. 

Delselect All to unselect all the companion items displayed in the browser. 

OK to process all the selected companion items and add them to the sales order 
document. 

Cancel to exit the dialog box without selecting any companion items.  

Price Inq to access the Price Inquiry for the highlighted companion item. 

Help to access online Help for this screen. 

When you close the dialog box, the selected items are added to the Sales Order 
document. 
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Each companion item added to the Sales Order document will have the original item 
for which this item was sold as a companion entered into a new field in the sales 
order document line record. For example, if item I200 was sold as a companion 
item to item I100, then the SO line record for I200 will have I100 entered into the 
companion item field. This information carries through the database into the past 
invoice table. This information is recorded so that the distributor can write report 
writer reports to see which items are being sold as companions, and which 
operators are more successful in selling companion items. 

Companion item processing will not take place in Credit Memo Entry. Companion 
item processing will not take place for items added via the past sales import. 
Companion item processing will not take place for items added from the companion 
item browser. In other words, if the user adds a companion item to the sales order, 
and the item added also has companion items, companion item processing will not 
take place again. The distributor should set up companion items in such a way that 
all related items appear in companion item groups for each item in that group. 
Companion Item Maintenance offers the usual “Copy As” feature to make it easier 
for the user to create companion item records for several related items.  

Functional Security  

The Companion Items feature has a functional security setting by user group.  If 
you have proper functional security, you can access this feature from the 
File Companion Items menu option.  You cannot view companion items without 
proper functional security. 

Limitations/Exclusions 

Companion item messages will not be searched for components of kits, components 
of produced items, or container items. 

In the event of a substitution, the companion items for the substituted item will be 
used, not the originally entered item. 

Companion item selection will be single level only. If a companion item is selected 
and there are companion items for the selected item the selection process will not 
be displayed for the selected companion item. 

Companion item messages will not be searched for negative quantities, i.e. credit 
memos or negative line items on a sales order. 

When importing items from Past Sales Items, companion items will not be 
searched. 

If companion items were selected on the save of a line item and the original line 
item is subsequently deleted the companion items selected will not be deleted.  
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