AUTOPOWER

INVENTORY FILE MAINTENANCE
&
PURCHASING

HOW-TO WORKBOOK

Are You Looking for Answers to Improve your Inventory
Purchasing Strategies?

o
‘), ’)’

X [AutoPoer

Flexible Software Solutions For The Truck Parts Industry

400 Technology Park
Lake Mary, FL 32746
www.AutoPower.com

Ph. 407-695-7300
Fax: 407-695-8001



How To - Inventory File Maintenance & Purchasing

Copyright Notice

AutoPower makes no warranty of any kind with regard to this material, including, but not limited to, the implied warranties of
merchantability and the fitness for a particular purpose. AutoPower Corporation shall not be liable for errors contained
herein or for incidental or consequential damages in connection with the furnishing, performance, or use of this material.
The information described in this document is furnished under a license agreement or nondisclosure agreement.

This document contains proprietary information that is protected by copyright. All rights are reserved. No part of this
document may be copied, reproduced, transmitted, or translated into another language in any form or by any means,
electronic or mechanical, for any purpose, without the expressed written permission of AutoPower Corporation. The
information contained in this document is subject to change without prior notice. Companies, names, and data used in
examples herein are fictitious unless otherwise noted.

Copyright ©2017 AutoPower Corporation. All rights reserved.
AutoPower University Documentation Series.

Printed in the United States of America
Last Revision: 09/27/2019

AutoPower Corporation Copyright 2017 Page 5



Purchase Order How-To Workbook

TRAINING OBJECTIVE

The purpose of this workbook is to help you the AutoPower end-user master the basic elements of
Purchasing. It is designed as a self-help tool, consisting of step-by-step explanations and examples.
Fill-in-the-blank and multiple-choice exercises will follow each topic. This will help emphasize the
knowledge that is needed to get your job done accurately and quickly.

You are encouraged to use this training book in combination with your AutoPower applications
database, or by using the examples in this workbook. However, all the examples may not be hands-on.
| will let you know what these examples are when we get to them.

In combination with this workbook, you will have in class a PC or thin client to follow along with the
exercises in this workbook.

When you have completed the exercises in this AutoPower Purchasing Workbook you will be able to
complete all the modules below with 100% accuracy. You will be measured by completing short fill-in
the blanks or multiple-choice questions at the end of each lesson with results provided to management
upon completion of training.

Tasks

Understand Inventory File Maintenance
Create a Vendor/Supplier

Create a Purchase Order

Create & Edit a PO using Manually Enter/Adjust a PO
Print PO Review Report
Issue/Print/Fax a PO

Cancel a PO

Lookup Vendor Inquiry

Lookup Vendor PO Inquiry

Lookup Purchase Order Inquiry
Lookup Historical PO Inquiry

Print Purchase Order Reports
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SYSTEM OVERVIEW

Before we get started there are only a few areas of the system that the Escape key, Backspace key,
Space Bar and the Delete key can be used. When we get to these areas of the application, they will
be pointed out to you. These keys cause control characters in some of the data records and should
not be used except where we tell you they can be used.

Purchasing and receiving is part of the Inventory system. Purchasing and Receiving is an integral
part of inventory control. Keep a copy of this guide handy for day-to-day processing challenges.
This workbook may be ordered from AutoPower, as you need them for training others throughout
your business for a nominal fee.

PURCHASING

The Purchasing program will allow you to enter, edit and issue a purchase order to your Supplier or
Vendor. Purchasing techniques are critical for proper stock replenishment. Inventory turns, service
levels, fill rate, lost sales and cash flow all are directly influenced by the Purchase Order System.
Understanding its methodology is an important factor in accomplishing the replenishment goals of
your organization.
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LOGGING ON

Use the user name and password assigned by your manager to logon to the AutoPower System. If
you should forget your user name and password please see him so that he can reset it for you.

O AccuTerm 2000 - [DEV2 (6; i EIE
Eile Edt \iew Tocis Reset Window Help

02 E 8 %en 50 0% NE 2

Welcome to the IBH UniVerse Telnet Server

Enter user name: I

Enter password: _

Enter User name:

Enter Password:

Boa1  Bwa Eeeon it @ | cwmnor | g wm % crmami 100022

Figure 1 Logon Screen
MAIN MENU

You are now at the Main Menu. Your Main Menu may vary from what you see here. You may
have customizations that only apply to your business. The cursor will be positioned at Enter
Selection.

12l AccuTerm 2K2 - [DEV (1)] E@g
- 8 X

@E\\e Edit View Tools Reset Window Help

L& Ed & rRDUERS'ER?

11/14/2006 (12156) (P99) QUALITY ASSURANCE (MMALLORY) (DEFAULT) 83:15PM

MAIN MENU

1....Inventory MENU

2....0rder Entry MENU

3....work Order Management MLNU

4. .. .Sales Analysis MENU

5....Accounts Receivable MENU

6....Utility Programs MENU

7....End-0f-Day Procedure

Enter Selection:

‘TC:CIOCK

S=Spooler ‘H:Help! ‘k:ACCESS

N=NotecCards

C=Catalog A=AutoHail‘V=VSI—FAx‘
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Before we get started entering a Purchase Order we need to verify that the file maintenance is setup

correctly.

The Vendor/Supplier Records reside in the Inventory Menu = Purchase Menu =
Vendor/Supplier File Maintenance option. The Part Number Records reside in the Inventory File
Maintenance, which is located in the Inventory Menu.

The Purchase Order system depends upon the accuracy and completeness of the setup of these two
files maintenance menu options. The majority of the information in these two menu options is used
in creating a purchase order.

Let’s break these 2 screens down by taking a look at the Vendor/Supplier File Maintenance and the
Inventory File Maintenance separately.

EAccuTarm 2K2 - [DOCUMENTATION. CFG (3)]
B Fe Edt Vew Toos Resst Wndow eb
DER&E&-a-MRbHdEES2R 9

VENDOR/SUPPLIER F/M

oK

IN-VFH

VENDOR or SUPPLIER
1) Kame
3) Address

4) City

1) Phone

8) Contact

9) Ship via :
18) Freight Terms -
11) A/P Vendor No
12) Hin PPD Frt Amt:
13) Hin PPD Frt Wgt:
14) Hin PPD Frt Qty:
15) Hin Invoice Amt:
16) Lead Time

17) Payment Terms :
18) Factory Acct Ho:
19) Main Supplier :

2) Short Name:

5) St:  6) Zipcode:
20) Days Sup/Stock :
21) Order Hethod

12) 0K to B/0 :
13) Cus Serv Phone :
74) Fax Number :
15) Price Sheet Dt :
26) Hin Stk Lvl % -
17) Stk at Whse?
78) TRAKSHET HNo

29) Comments

Fl=Help F2=FFud

F3=Bckup F4=Erase

Figure 3 Vendor/Supplier F/M
Vendors/Suppliers

Il AccuTerm 2K2 - [DOCUMENTATION. CFG (1)]

Ii',.Ac:uTa-rm 2K2 - [AUTOMASTER 6.2 (2)]
B Be Edt Vew Toos Resst Window Hep

COxR

Inventory aintenance

PART NUMBER.: I
1) Description.:

3) PO Std Pack.:
4) Unit weight .:
5) Sell U-0-M..:
6) Sell Pck Sze:
7) Class/Group.:
8) sub-Cls/Type:
9) Fac POP Code:
10} Lcl POP Code:

12) Supersede No:
13) Fact Ref No.:
14) OEM Number . .:
15) Entry Date..:
16) Per Car Oty.:
17) Sequence No.:

18) core Class.:
19) Inv Msg No.:
20) Serial Y/N.:
21) Matrix Num.:
22) Supplier...:
23) Crit’] Note:
24) Rel Tim Grp:
25) Taxable A/N:
26) Buy OvrPack:

28) WSDS Date. .:
29) VMRS Code. .:
30) VMRS Mfg ID:
31) Prchang Y/N:
32) Stocked At.:

Fl=help F2-Ffwd F3-Bckup F4=Erase

Figure 4 Inventory Maintenance

Part Numbers

B = it vew Tock Rest window teb
L H &

Part Number:

bR OE RS B ?
INVENTORY HMAINTENANCE

PRICING

LEx

IN-IFM =

1) Repl Cost
2) Avg Cost
3) List Price :
4) Dealer Prc :
5) Fleet Prc
6) Jobber Prc :
7) Price-A H
8) Price-B
9) Price-C
10) Price-D
11) Price-E
12) Price-F
13) Core Cost :
14) Core Price :
15) 1 Pt Damage :
16) 2 Pt Damage :

Fl=Help

F2=FFwd

F3=Bckup Fi=Erase

Screen 2 (Cost & Pricing)
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Vendor/Supplier File Maintenance

From the Main Menu:

@ AccuTerm 2K2 - [DEV2.CFG (1)]

& rle Edt Vew Toos Reset Window Help o | x
D E&E . aRdhddEnsens ?

11-10-2004 (T2716) (PO) QUALITY ASSURANCE (MMALLORY) (DEL 04:18pm

MAIN MENU

...Inventory MENU

...0rder Entry HENU

...Work Order Management MENU
...Sales Analysis MENU

.. .Accounts Receivable MENU
...Utility Programs MENU

. .End-0f-Day Procedure

-~ e N

Enter Selection:

‘TC:CIan‘S:Spuoler‘H:Help!|R:ACCESS‘C:Catalng|N:Notecards‘A:Aut0Mail‘V:VSI—FAX‘

0 DEV2.CFG (1) & Cynitia's Workorder ...| & IWD DESQSERVER. 3 |

& B28131 Bao24,1  Blviewpoint A2 Erhanced Shidle [ Capture OFf (& Telnet | % connected to 10,0.0.22
e

Figure 5 Main Menu

Type in #1 and press ENTER

The Inventory Menu screen will display. We will now go to the General F/M Menu.

Ac::uTerm 2K2 - [DEV2.CFG (1)]

&l fle Edr vew Toos Reset window Hep /

DEE & o @RS En 2
11-10-2004 (T2716) (PO) QUALITY ASSURANCE (MMALLORY) (DEFAULT) 04,

INVENTORY HMENU

1. Parts Inquiry 10. Overst u
2. Purchasing MENU 11. Return MENU
3. Receiving MENU hysical Inventory MENU
4. Inventory..... F/H MENU Multi-Bin Location MENU
5. Price......... F/H MENU . Rebate Reports MENU
6. General....... F/M MENU 15. LIFO Inventory MENU
7. Kitting MENU 16. Reports MENU
3. Hose MENU 17. Motorcraft MENU
9. Corebank HENU
Enter Selection:
‘TC:Clock S=Spooler H=Help!|R=ACCESS C=Catalog|N=NoteCards A=AutoMail V=VSI—FAX‘

O DEV2.CFG (1) # Cyrithia’s workorder .| & WD DESQSERVER (3) |

& [Bz5,151 Beo24,1  Blviewpont A2 Enhanced Ehide MCaptre OF (ZhTenet | 5 comnected to 10.0.0.22
E= = = = =

Figure 6 Inventory Menu

Type in #6 and press
ENTER.

AutoPower Corporation Copyright 2017

Page 8



Purchase Order How-To Workbook

The General File Maintenance Menu will display as shown below.

We will now go to the Vendor/Supplier F/M menu.

T AccuTierm 2K2 - [DEV2.GFG (1)]

B Fle Edt View Toos Reset Window Hep

D d& - mipaodans®n ?
11-10-2004 (T2716) (PO) QUALITY ASSURANCE (MMALLORY) (DEFAULT) 04:21pm

GENERAL FILE MAINTENANCE MENU
..Control F/M

. <
...Vendor/Supplier F/H
...Change The Invoice Message

...Change PO/Truck # On History Invoice
...Ship via Code F/H

...Lost Sale Reason Table F/M

...Stock Adjustment Reason Table F/M
...Return Reason Table F/M

...P0/6L Interface Table F/M

(YT N ety S

Enter Selection:

‘TC:Clock|S=Spooler|H=Help!

R=ACCESS‘C:Catalog‘N:Notecards‘A:Autonail|V=VSI—FAx|

O DEV2.CFG (1) # Cyrithias Workorder ...| & WG DESQSERVER. (3) |

& (Bz5,151 [B80,24,0 B viewpoint A2 Enhanced Shide [ Captire Off | Tenet | % connected to 10.0.0.22
L

Figure 7 General File Maintenance Vendor/Supplier F/M

The Vendor/Supplier F/M password screen will display.

Type in #2 and press ENTER.

Type in your Operator/Salesman Number and press ENTER then type in your Password and press

ENTER.

[ AccuTerm 2K2 - [DEV2.CFG (1)]
B B Edt vew Toos Reset Window Heb

DFE&G - RidRDEAERES ?

VENDOR /SUPPLIER F/M

operator Number - ‘ ‘

Password:
O DEVZ.CFG (1) & Cynithials Workerder .| & IWD DESQSERVER. (3)
@ Ba111 [Be0241  Eviewpont A2 Evhanced Ehide TR Capture Off (g Teinet |, cornected to 10.0.0.22
- - - - -

L Ex

1~

Figure 8 Vendor/Supplier Password Screen

Operator Number:

Password:

AutoPower Corporation Copyright 2017
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Vendor File Maintenance / Vendor Inquiry

The Vendor/Supplier Inquiry is the same screen as the Vendor/Supplier File Maintenance screen. The only
difference is that when you are in the inquiry screen you cannot make changes.

|2l AccuTerm 2K2 - [DOCUMENTATION. CFG (3)] Eg|
B Fle Edt View Tooks Reset Window Hep _ & x
D HEd & ARDHdEES®R P
01/31/2006 (12620) (P99) QUALTTY ASSURANCE (MMALLORY) (DEFAULT) 11:24AM B
o
PURCHASTNG MENU /
1. Compute a PO 11. Vendor/Supplier: F/H
2. Manually Create/Adjust a PO 12. Vendor/Supplier: Inquiry
3. Print PO Worksheet 13. Vendor/Supplier: PO Inquiry
4. TIssue a PO 14. Vendor/Supplier: Cost Matrix F/M
5. Print a PO 15. PO Reports MENU
6. Fax a PO 16. EDI Purchasing MENU
7. Cancel a PO 17. Stock Level Recalc HENU
8. PO Cost Reduction Update 18. Multi-Branch Purchasing MENU
9. PO Inquiry: Open 19. Create Store Stock Guide
10. PO Inquiry: Closed

Enter Selection:

‘TC:E lock ‘S:Spoo ler ‘H:Help!

R=ACCESS ‘C:Catalog

N=NotecCards ‘A:Autonai 1 ‘V:VSI*FAX ‘

Figure 9 Purchasing Menu

Let’s break down the Vendor/Supplier File Maintenance screen step by step.

There are 2 types of records you can setup in this screen it is the Vendor or Supplier record.

[0 AccuTerm 2K2 - [DEV2.CFG (1)] E@
& Bl Edt Vew Tods Reset Window Hep BEE
D= Ed& BRAEDLHE RS ®?
VENDOR/SUPPLIER F/M IN-VFH
VENDOR or SUPPLIER: _
1) Name : 2) Short Name:
3) Address :
1) City : 5) St: 6) Zipcode:
7) Phone : 20) Days Sup/Stock :
8) Contact : 21) Order Method
9) Ship Via : 22) 0K to B/fD :
10) Freight Terms : 23) Cus Serv Phone :
11) A/P Vendor No : 24) Fax Number :
12) Min PPD Frt Amt: 25) Price Sheet Dt :
13) Hin PPD Frt Wgt: 26) Min Stk Lvl %
14) Hin PPD Frt Qty: 27) Stk at whse?
15) Min Invoice Amt: 28) TRANSNET HNo
16) Lead Time : 29) Comments
17) Payment Terms
18) Factory Acct HNo:
19) Main Supplier

Fl=Help F2=FFwd F3=Bckup F4=Erase

O DEV2.CFG (1) & Cyrihia's Workorder ... | & IWD DESGSERVER (3) |

& E2331  Be0,24,1 B viewpoint A2 Enhanced Ehidle T Capture OFf (ZhTelnet | % connected to 10.0,0.22
e —

Figure 10 Vendor/Supplier File Maintenance Screen

Vendor Line or Product Line = brand names, example Monroe = MON.

AutoPower Corporation Copyright 2017 Page 10



Purchase Order How-To Workbook

Supplier Codes or Vendor codes = whom you purchase brand names from, example Rockwell =
1234.

Vendor Record Supplier Record

) AccuTerm 2000 - [DEVZ (1)]

B Edt vew Toos et Widow Hep 1
’ Vendor Code R T M— Supplier C_:ode
Vi TSURPLIER £/ A|pha /SUPPLIER | Numeric

YENDOR or SUPPLTER: MOT VENDOR or SUPPLIER: 1.480 .
1) Name - APC NOTOR COMPANY — 1) Name : SOUTHWEST MANUFACTURING CORP  2) Short Wame:  SHC
3) Address - 12345 MAIN ST 3) Address o 54564 CRAWFORD HWY
1) city : CHARLESTON 5) St:MI 6) Zipcode: 65955 4 ity : ORLANDO :FL 6) Zipeode: 32552
1) Phone © 300-956-6896 20) Days Sup/Stock - 25 ;1 E“"':E‘t 2 407598 9 %‘1’3 Days Sap{f[g“-" o
8) contact  JOAK HARRIS 21 Order Hethod  : ) Conta et ¢
9) Ship Via S Ups 22) 0K to B/0 B 23 Cus Serv Phone -
1 W Sendoe Mo 565 T Foc oo 305-a08-5454 : 2) Fux Number - 447-595-8500

endor No - ax Number — : 305-896- 7 ui : :
12) Hin PFD Frt Amt: 500.09 23) Price Sheet Dt : 04-01-94 — / H} M 5.‘13 'rn 3352 m'?‘; 52.} .".E#%&"FSS gt s
13) Hin PPD Frt Wot: 16) Hin Stk Lvl % - 3 14) Min PPD Frt Qty: 50000 27) Stk at Whge? N
14) Hin PPD Frt Oty: 17) Stk at Whse? 15) Min Invoice Amt:  25.80 78) TRANSHET Ho  :
15) Hin Tovoice Amt:  0.09 18) TRANSHE *T198605 16) Lead Tine T 79) Conments - present
16) Lead Time o i © present 17) Payment Terms : NET 10TH
17) Payment Terms : 2%15TH NET38TH 18) Factory Acct No: multi locations
18) Factory Acct No: multi 19) Main Supplier :
19) Hain Supplier : 1480

correct? (Y,N,D,E,Ttem No.):
Correct? (Y,N,D,E,Item No.): _
Fl=Help F2=FFwd F3=Bckup F4=Erase
Fl=Help F2=FFed F3=Bckup Fé=Erase - —
& Workorder destinaiio., | @ [WD DESGSERVER, \mj O DEVZ.CFG (5)

@55211 a0 | B viewpori A2 Enhanced | &ide W Caplure OF | g Tenet | % connected o 10.0.022 é L= RN 50,241 B yiewpont AZEnhianced &3ide Captre off "Taen % cornetted 0 100.0.22

In our example above, the vendor MOT’s main supplier is 1480. We can purchase the MOT parts
from supplier 1480. You would order MOT’s parts from the supplier #1480 instead of MOT.

If there are other part numbers in your inventory that you purchase from supplier 1480 and not
from the vendor, you can access that part’s number in inventory file maintenance and type in the
Main Supplier field 1480.

Fields:

Vendor or Supplier:

Type in the 3 Alpha Character Vendor Code to setup a new Vendor. Type in a 4-digit numerical
supplier number to setup a Supplier and press ENTER.

The 3-character vendor codes are part of the part number. Example: MOT12345. The MOT would be the
Vendor Code. In some cases, the vendor code is the same as the brand name.

The 4-digit numerical Supplier numbers are the suppliers you purchase the parts from. In our
example above our vendor is MOT but we purchase it from Supplier 1480.

Vendor or Supplier Name:
Type in the vendor or supplier name and press ENTER.

Type in the name of the vendor or supplier. This is the name that will appear on the purchase order.
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Short Name
Type in the short name of the vendor or supplier and press ENTER. This name is printed on
some reports where there is not enough room for the entire name.

Address
Type in the address for the vendor/supplier and press ENTER.

This information is used when generating purchase orders and will print on the purchase order.

State
Type in the state for the vendor/supplier and press ENTER.

City
Type in the city for the vendor or supplier and press ENTER.

Zip Code
Type in the zip code for the vendor/supplier and press ENTER.

Phone Number
Type in the phone number for this vendor/supplier and press ENTER. (Format: 1-XXX-XXX-XXXX)

Contact

Type in the contact with this vendor or supplier and press ENTER. If you select to fax a PO the
system will automatically address a fax to the person named in this field. You do have the option to
change this name when you are faxing a PO.

Ship Via
Type in the most commonly used ship via method for this vendor/supplier and press ENTER.
This data will be used in the purchasing system, but can be changed by editing a PO.

Freight Terms
Type in the freight terms for this vendor/supplier and press ENTER. This data will be printed on
the purchase order but can be changed by editing a PO.

A/P Vendor No.
Type in the accounts payable vendor number for this vendor/supplier and press ENTER. For
Informational purposes only.

Min PPD Frt Amt:
Type in the minimum pre-paid freight dollar amount required on a purchase order to qualify
for prepaid freight and press ENTER.

Min PPD Frt Wgt:
Type in the minimum pre-paid weight required on a purchase order to qualify for prepaid freight
and press ENTER.
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Min PPD Frt Qty:
Type in the minimum pre-paid freight quantity (units) required on a purchase order to qualify
for prepaid freight and press ENTER.

Min Invoice Amt:
Type in the minimum invoice dollar amount for this vendor/supplier and press ENTER.

NOTE: The end of day process will create and print a PO Analyzer report for all Suppliers meeting
the minimum pre-paid requirements. This report is a tool to assist the purchasing agents in
determining whether they can meet the minimum Prepaid Freight requirements for a special order.
If no minimums are entered in the above Pre-Paid fields the PO analyzer will not print in the EOD
Process.

Lead Time

Type in the number of days lead time to receive the product from this supplier/vendor and press
ENTER. The Lead Time in this field will affect how the purchasing system determines order
quantities. It is considered and used in the formula to compute a PO.

Payment Terms

Type in the suppliers’ payment terms and press ENTER. The Payment Terms will be used for
any purchase order created for this supplier, but can be changed by editing a purchase order (i.e.:
Net 30 days = N30). This entry is not required. The AP Vendor establishes these terms.

Factory Account Number

Type in the factory account number this is your Acct # with this supplier and press ENTER.

If you are a multi-branch location, you will be given the option to type the account number that
your supplier uses for each of your branch locations in the company. The factory reference account
number entered here will print on the purchase order.

Main Supplier

Type in the main supplier of the parts in this vendor line and press ENTER. If this is a 3-
character vendor code record (example ABC) and you purchase this line from vendor (ABC) leave
this field blank. This field affects purchasing. The answer to this field depends on whether this
record is a 3-character vendor code (ABC) or a 4-digit numerical supplier (1234).

If this is a 3-character vendor code record example (ABC) and you purchase this line from a
supplier (1234) then you should enter the 4-digit numerical supplier code (1234) in this field.
This will allow the purchasing system to automatically address PO’s to the correct supplier.
If this is a 4-digit supplier record leave this field blank.

Days Sup/Stock
Type in days supply/stock, this is the number of days of inventory you would like to maintain for

vendor or supplier and press ENTER.

The system will use the number of days supply with the 3-character vendor code when
recalculating stock levels using the Stock Level Recalculations program.
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The Days Supply information will be used as the default number of days for an order and for the
setting of stock levels. The default # of days can be changed manually when Computing a
Purchase Order.

Order Method
Type in the preferred order method for this vendor/supplier and press ENTER.

Your options are (F)orecasting, (S)tock Level, or (A)veraging.

Typein F, S, or A and press ENTER. The ordering method entered will be the default order
method for this vendor/supplier and may be changed at any time when generating a purchase order.

Forecasting Method is used to determine trends in a specified period.
Stock Level Method will look at the Min and Max levels (Status Record)

Averaging Method will determine an average quantity to order. This is a straight average
calculation.

OK TO B/O?
Type in' Y and press ENTER if this supplier backorders to you.
Type in N and press ENTER if the supplier does not backorder to you.

PO’s received from a supplier with N in this field will not go on backorder even if all parts are not
received. There can be no partial receiving. The EOD will then cancel the balance left on a partially
received purchase order.

Customer Service Phone Number
Type in the customer service phone number and press ENTER. (Format: 1-XXX-XXX-XXXX)

Fax Number
Type in the supplier’s fax number and press ENTER.

When faxing an issued purchase order this fax number will display on the screen where it can be
changed if necessary. (Format: 1-XXX-XXX-XXXX)

Price Sheet Date
Type in the price sheet date and press ENTER.

The date of the last price sheet that has been updated in the inventory master file for this brand
name of product via Price Tape Updates. This is an optional entry field.

Minimum Stock Level Percentage
Type in the minimum stock level percentage and press ENTER.
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When new stock levels are calculated via Stock Level Recalculation program, the minimum and the
maximum will be the same unless a number is entered in this field. The percentage number entered
here will be multiplied times the maximum to determine the minimum number to have on hand at
all times. You must use whole numbers. What percent of the max to use as the min (Example:
20%)

Stk At Whse?
Type in Y and press ENTER to the question Stk At Whse? If this product is stocked at the main

warehouse and available to be used as replenishment inventory for the remote locations typeina 'Y
and press ENTER.

Type in N and press ENTER if this product is not stocked at the warehouse. If you mark this field
as N, then the system will not pick up this product line for a Stock Guide. Although most lines are carried
at the main warehouse, some are ordered direct from the supplier by the branches and should not come up
on Stock Guides.

Transnet No.
Type in the Transnet No. Supplier Code for this Vendor/Supplier and press ENTER.

This number always begins with “FL79” ... and is 7 characters long. The TRANSNET software
uses this number to place your orders with the correct Vendor/Supplier.

If the Vendor you are setting up now is a TRANSNET vendor, then this Vendor will also need to
be setup in TRANSNET vendor maintenance under the Electronic Purchasing Menu.

Comments
Type in the Comments and press ENTER. You can type in 4 lines of comments. When you come
to the end of a line you must press ENTER. This is for informational purposes. It does not print.

Function Keys:

F1 - Help - Explanation for any given field
F2 - Ffwd - Moves the cursor to the bottom of screen.
F3- Bckup - Backup the cursor to a previous field

F4 - Erase - Delete a field entry. When deleting information in fields on the VVendor/Supplier
File Maintenance screen press the F4-function key.

We have completed the Vendor/Supplier File Maintenance Screen!
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INVENTORY FILE MAINTENANCE

The Inventory File Maintenance Menu is where the parts information is entered into the system.
This is also where the part information can be edited. The Inventory Maintenance screen needs all
the information entered about a part number. There are some fields that directly affect how and

from whom the part is purchased.

Let’s start by drilling down thru the menus to get to the Inventory File Maintenance Screen.

From the Main Menu:

I AccuTerm 2K2 - [DEVZ.CFG (1)]
& rle Edr Vew Toos Reset Window Help

CEX
A I =T N T

11-11-2004 (T1204) (PO) QUALITY ASSURANCE (MMALLORY) 10:14am
MAIN MEM

...Inventory MENU

...0rder Entry HENU

...Work Order Management MENU
...Sales Analysis MENU

.. .Accounts Receivable MENU
...Utility Programs MENU
...End-0f-Day Procedure
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Figure 11 Main Menu
The Inventory Menu will display.
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Figure 12 Inventory Menu
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Type in #1 and press ENTER.

Type in #4 and press ENTER.
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The Inventory File Maintenance Screen will display as shown below.
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2. Stock Adjustment: Entry 10. Unit OF Measure F/
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4. Superceded Part Number F/M 12. Interbrand Entry
5. Alternate Part Number F/M 13. Re-Assign Sequence Numbers
6. Line Code F/M 14. Create Vendor Save-List
7. Part Application Information F/M 15. Part/Graphic F/H
8. Line Item Message F/M

Enter Selection:
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Figure 13 Inventory File Maintenance

The Inventory Maintenance Password screen will display.
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Password:
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ENTER.

Type in your Password and press ENTER.
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Figure 14 Inventory Maintenance Password Screen
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I2] AccuTerm 2K2 - [DEV (3)] =
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INVENTORY MAINTENANCE IN-IFM
18) Core Class :
PART NUMBER: ABC 11111 19) Inv Msg No :1
1) Description : SPARK PLUGS 20) Serial Y/N :
2) U-0-H : EA 21) Matrix Num :
3) Std Pack -1 22) Supplier :
4) Unit Weight : 23) Crit'l Note:
5) Sell U-0-H : EA 24) Rel Itm Grp:
6) Sell Pck Sze: 25) Taxable
7) Class/Group : 26) Buy Factor -
8) Sub-Cls/Type: 27) Buy UOM : E . K
9) Fac POP Code: T 28) MSDS Date :
10) Lcl POP Code: unction eyS
11) Codes

12) Supersede Mo: MOTL2345
13) Fact Ref No :
11) OFM Number : ABC111115

15) Entry Date : 11/14/06
16) Per Car Oty : /
17) Sequence No.: /

Fl=Help F2=FFwd F3=Bckup F4=Erase

Figure 15 Inventory File Maintenance Screen

Remember: There are only a few areas of the system that you can use the Escape key, Backspace
key, Space Bar, Delete and arrow keys. You cannot use these keys to correct a spelling error in a
field in the Inventory Maintenance screen. Please use the function keys located at the bottom of the
screen for editing text.

Function Keys in Inventory Maintenance Screen Explained

F1 - Help for any given field.

If you need information about a field press the F1 function key.

F2 - Fwd the cursor to the bottom of screen.

If you have completed entering a part number and you would like to go to the bottom of the screen
you can use the F2 forward function key to go to the bottom of the screen.

F3 - Backup the cursor to a previous field

If you need to go back to a previous field you can press the F3 function key and you will be taken
back one field.

F4 - Delete a field entry
To delete data that you have typed in a field and you have saved the record, press the F4-function

key on that field. You cannot use the arrow keys, backspace, spacebar, or delete key to clear an
error.
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Entering a New Part Number in Inventory File Maintenance

Type in the part number and press ENTER. The part number will begin with the Vendor Code
+ the part number. Example = ABC1000

Begin by entering the Part number to be added or changed. If this part number exists in the system,
the current information will display and the system will allow you to edit the record. The part
number always consists of the Vendor Code plus the part number. (l.e.: Vendor Code ABC+ Part
number 1000 = ABC1000)

NOTE: The vendor code must be setup in the Vendor/Supplier File Maintenance. The system will not
allow new entries for a part number with a vendor that is not in the Vendor Master. The Vendor/Supplier
File Maintenance is found in the General F/M Menu.

Description
1) Type in the description and press ENTER.

Enter the description of the part that is being added. This will print on invoices and purchase orders.

PO U-O-M
2) Type in the Unit of Measure and press ENTER.

PO UOM represents the Unit of Measure you buy this part in from the manufacturer such as, each, box, or
case (EA, BX, CS respectively). By entering a ? at this prompt you will be able to view the listing that was
part of the original setup in the U-O-M File maintenance. Purchase Orders use this Unit of Measure. The
Unit of Measure file maintenance is located in the Inventory File Maintenance Menu.

PO Std Pack
3) Type in the Standard Pack and press ENTER.

Standard pack is used to designate the quantity in the UOM of this product. Some parts come in packages
that include more than one part and must be purchased in multiples. If this part comes from the manufacturer
prepackaged in multiples, enter the number of parts that come in one pack. (Example: Standard pack of 12
would tell the purchasing system to round the purchase quantity to multiples of 12 when calculating a
purchase order).

NOTE: The PO UOM and PO Standard Pack work together in the Purchasing Module.

Before we move on let’s take a look at some examples of how the PO UOM, PO Standard Pack, Selling
UOM, and Sell Pack work together.
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AUTOPOWER PURCHASING UOM

The Compute a PO process calculates the re-order quantity rounded to the nearest standard Pack Quantity.
Printing or faxing a PO converts the quantity needed to the Purchase U-O-M (Unit of Measure) based on the
Std Pack (Standard Pack) — this quantity is what is being ordered from the Supplier.

Examples: Bulk Package Code Key UOM
I purchase oil by the case. PK = PACK
CS=CASE
Purchase UOM = CS RL = ROLL
Sell UOM = QT QT = QUART
Sell Pack = 1 FT =FOOT
Std pack = 12 EA = EACH
LB =LBS
. . . CY = CYLINDER
This tells the Purchasing software that: PR = PAIR

| buy it by the case.
I sell it by 1-quart minimum.
There are 12 quarts in every case.

I purchase hoses by the pack.
The Sell Pack quantity is used by the order

Purchase UOM = PK entry software. It is not used in the

Sell UOM = RL purchasing calculations. It tells the

Sell Pack =1 countermen in what amount to sell the part
Std pack = 4 number.

This tells the Purchasing software that:

| buy it by the pack.

I sell it by the roll.

I sell it by a 1 roll minimum.
There are 4 rolls to a pack.

I purchase hoses by the Roll.

Purchase UOM = RL
Sell UOM = FT

Sell Pack =50

Std Pack = 100

This tells the Purchasing software that:

I buy it by the Roll.

I sellit by the FT

I sell it by a 50 Ft minimum.
There are 100 FT in a Roll.
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I purchase hoses by the FT.

Purchase UOM = FT
Sell UOM = FT

Sell Pack = 1

Std Pack = 1

This tells the Purchasing software that:

| buy it by the Foot.

I sell it by the Foot.

I sell by a 1 Foot minimum.
There is 1 Foot in a Foot of hose.

By placing one of the Package codes in the PO UOM field in the Inventory Master File Maintenance screen,
the system will then process a purchase order to a supplier taking into account the standard pack.

Example: If you set a standard pack to 2, PO UOM = EA, then the system will ignore the standard pack and
order this part by the each. If you change the PO UOM from EA to any of the bulk codes listed above, the
system will adjust the printed, faxed or transnet PO based on the standard package.

If the system calculates that you need 100 pieces of this part, it will create a PO with 100 as the order
guantity. However, your supplier only wants to see a PO with 50 ordered because he ships 2 per package. If
the PO UOM on this part is set to EA, the PO will order 100 pieces and the supplier will ship 100 packages
of 2. By changing the UOM to a bulk code above, the system will automatically divide the quantity ordered
by the standard pack. In our example, this would produce an order quantity of 50 for the supplier. All reports
in the system will show 100 pieces ordered. Only the printed PO, faxed PO and transnet PO will show the
order quantity, as the supplier wants to see it.

Unit Weight
4) Type in the Unit Weight and press ENTER.

This field stores the weight of each unit as described in the unit of measure. If your unit of measure is “CS”
(case), the weight entered should be entered as the weight of the case. The weight is stored with a two-digit
decimal precision (hundredths of a pound).

This field is beneficial when shipping items out via UPS. The weight amount will total and default in the
Summary screen on the Totals page of Order Entry and on the summary page of the compute a po
worksheet.

Sell U-O-M
5) Type in the Selling Unit of Measure and press ENTER.

This field represents the code for the selling unit of measure. Examples of some codes are “EA”, “BX”, or
“CS”. The customer is then expected to buy in increments of this unit in order entry. If this field is left blank
the system will default to EA.

NOTE: The Input here should be a 2-character code that was setup in the UOM file Maintenance. By
Entering a ?’ at the prompt you can view the listing that was originally setup in the UOM File maintenance.
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Sell Pack Size
6) Type in the Sell Pack Size and press ENTER.

The sell pack size is the number of units per selling pack of measure. For example, if the selling unit of
measure is “EA” and the selling pack size is 12, the order entry system will force the
Salesperson/Counterman to sell the product in quantities of 12. The input here must be numeric.

Class/Group
7) Type in the Class/Group and press ENTER.

The Class/Group Code provides a link to the vendor code to categorize or group similar products (l.e.:
product category). Customer pricing, sales reports and/or purchasing module can be based on line code
and/or vendor class/group combinations. (l.e.: a group of Filters = FIL). The input here can be
alphanumeric.

Sub-Class/Type
8) Type in the Sub-Class/Type and press ENTER.

The Sub-Class code provides a means of further breaking down Class/Group codes (l.e.: product sub-
category). The Class/Group codes are not used for customer pricing but it may be used for customer reports.
(L.e.: FIL is a Class/Group Code, A Sub-Class/Type code of the Filter can be, Air filters = AIR and QOil
Filters = OIL). The input here can be alphanumeric.

Factory PopCode
9) Type in the Factory PopCode and press ENTER.

The factory POP code reflects the demand for this product nationwide. This demand can vary from the local
POP code based on geographical region.

The factory POP code is usually found on the manufacturer’s price sheet. It can be loaded manually or from
a price tape update. These are ranked from A - Z. ‘A’ being the most popular and ‘Z’ being the least
popular.

If there is a letter “I” typed in Factory Pop Code field for a stocked part number then the part has an OEM
part number attached to it.

Some POP codes will not allow a part number to be on an order from the Compute a Purchase Order
Program in Purchase Order File Maintenance. The following codes if they are located in the Factory
Popcode field will not allow a Part number to be automatically generated via the Compute a PO Program.

S = Superseded Parts.

0 = Obsolete Parts

X & Z = cannot be used.

K = A kit manufactured at your facility. Not purchased from a supplier.

Local Pop Code
10)  Type in the Local Pop Code and press ENTER.
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The local pop code is based on your company’s sales of this product. This code can be set on a
company-wide basis or per location.

The Product Ranking Report program found in the Inventory Reports Menu can also rank your inventory by
local pop code.

Codes
11) The CODES field is used for programming purposes. This field is for AutoPower internal use only.

Supersede Number
12) The Supersede Number will display. It is not entered in this field.

This field automatically displays the part number that supersedes the main part number and is for display
purposes only.

NOTE: The supersede part number should never be typed in this field. The Superseded Number
Maintenance program in the Inventory F/M Menu will update this field. Also, the Change Old Part to New
Part program will also update this field.

Factory Reference Number
13) Type in the Factory Reference Number and press ENTER.

The Factory Reference number is used when your inventory part number is in a different format than what is
required by your Supplier. When a purchase order is printed or an order is sent through Transnet, the factory
reference number is what will be used if present.

OEM Number
14) Type in the OEM Number and press ENTER. This is not a required field.

The OEM Number is the Original Equipment Manufacturer Number. This is the Manufacture’s Long
Number.

If you have multiple OEM part numbers that you need to enter, it is easier to go into the Interbrand Entry
Program located in the Inventory File Maintenance Menu. You are allowed to enter more than just one part
number at a time.
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If there is a letter “T” typed in Factory Pop Code field for a stocked part number then the part has an OEM
part number attached to it.

Examples of OEM part humbers are shown.

1%l AccuTerm 2K2 - [DEV (3)]

=

El\e Edit iew Tools Reset Window Help

e @& B ANDEHE RSS! ? H
dmm S wnvrrangl A Type in the OEM Interbrand Part
18) Core Class - Number and press ENTER.
PART NUMBER: ABC 11111 19) Inv Msg No :1
1) Description : SPARK PLUGS 20) Serial Y/N :
2) U-0-H : EA 21) Matrix Num :
3) Std Pack -1 22) Supplier :
4) Unit weight : 23) Crit’l Note:
5) Sell U-0-M : EA 24) Rel Itm Grp:
6) Sell Pck Sze: 25) Taxable :
7) Class/Group : 26) Buy Factor :
8) Sub-Cls/Type: 27) Buy UOM
9) Fac POP Code: I 28) MSDS Date
16) Lcl POP Code:
11) Codes :

12) Supersede No: M0T12345
13) Fact Ref No :
14) OEM Number : ABC111115
15) Entry Date : 11/14/06
16) Per Car Qty :
17) Sequence No.:

Fl=Help F2=FFwd F3=Bckup F4=Erase

Figure 16 Inventory Maintenance OEM Interbrand field

When you are in Inventory Inquiry viewing part number ABC11111 you will notice the Interbrand/OEM
part number displaying on the screen.

The Interbrand Part Number
displays here.
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PART HUMBER:  ABC11111 ABCI11115 SPARK PLUGS

List......: 8.00 Repl/Avg Cost: 2 88/1 96
Dealer....: 7.15 Exp.Del.Date.: Supplr:
0ld Deales 1.45 Superceded By: HOT12345 [ P
Dealer....: 7.08 Bin Location.: SPE...: 1
Jobber .. _: Codes_ ... .. . : UH: EA  SelPak:
Pub WD....: 0.00 Wght..: 9.09
HID |Y-T-D 12-Ho

Branch |Q-0-H|AVAIL |0-0-0| |Sales Sales Sales|Min Max POP Interchanges
APC CORP 50 50 9 (] ABC1234% +
APC ORLAND NOF
APC SANFOR HOF

Last Sale Date...:

Last Receipt.....: 11-09-04
Last Price Change: 11-95-84
Per Car Oty......:

F1=Sales F2=Info F3=Int F4=Sup FS=Lost FG=Act F7=Vnd F9=Cust$ F1®=UnSch F11/F12

e
a

Eio0.24,1 B wewpont 2 Erturced @ide 81 Captre OF g Toet | § cormected 10 10.00.2
—

L
Figure 17 Inventory Inquiry OEM Interbrand Display

Entry Date
15) Entry Date. The entry date represents the original date that this part was entered into the Inventory

Master File.

When creating a new part the current date will automatically display, but it can be manually changed. The
date format is MM/DD/YY. (This is useful when re-calculating stocking levels or calculating factory returns
of non-moving inventory.)
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16) Per Car Qty Enter in the quantity that is required per car for this part.

17) Sequence No. Some vendors have part numbers that are difficult to sort because the part number
has alpha and numeric portions mixed together (Rockwell for instance). Assigning a sequence number to
each part number assist the computer in sorting these Parts in the desired order.

The Re-assign Sequence Number program found in the Inventory File Maintenance Menu will allow you to
set the sequence numbers automatically.

18) CoreClass (for Core Parts only.) The core class may be used to group like types of inventory items
into a common class that a customer can make core returns against. l.e.: Core classes are commonly used
for brake shoes.

19) Inv Message No. Enter a message number previously established in the Line-ltem Message File
Maintenance screen, found in the Inventory File Maintenance Menu. The message will automatically print
on any invoice with this Part number.

20) Serial Y/N Enter Y for Yes if this part has a serial number. Enter N for if this part does not have a
serial number.

21) Matrix Num Enter the pricing matrix number in this field. The pricing matrix referenced will then
be used to calculate the selling prices of this part number. The matrix is setup in Pricing Module.

Bl AccuTerm 2Kz - [DEV. (3)] =T
& e Edt View Toos Reset Window Hep _ & x
e E & b lERs 2 ¢
TNVENTORY MATNTENANCE IN-TFH
18) Core Class :
PART NUMBER: ABC 11111 19) Inv Msg No :1

1) Description : SPARK PLUGS 20) Serial Y/N :

2) U-0-H : EA 21) Matrix Num :

3) Std Pack -1 22) Supplier

4) Unit Weight : 23) Crit’l Hote:

5) Sell U-0-M : EA 24) Rel Itm Grp:

6) Sell Pck Sze: 25) Taxable :

7) Class/Group : 26) Buy Factor :

8) Sub-Cls/Type: 27) Buy UOM :

9) Fac POP Code: I 28) MSDS Date

18) Lcl POP Code:

11) Codes :

12) Supersede No: M0T12345
13) Fact Ref Ho :
14) OEM Number : ABC111115
15) Entry Date : 11/14/906
16) Per Car Qty :
17) Sequence No.:

Fl=Help F2=FFwd F3=Bckup F4=Erase

22) Supplier Enter the supplier code for this part number. This field is very important in the
purchasing module. The *supplier code must already exist in the vendor master file. A save-list of all parts
purchased from this supplier will be created as part of the end of day procedure.

Supplier codes are set up in the Vendor Master File Maintenance. The 4-digit supplier
number is the supplier you purchase the actual Parts from.
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Vendor Code Record also has a supplier field. The supplier field on the Vendor Record represents the
supplier you purchase all parts with this vendor code from. If you use the field on the Vendor Record, this
field should be left blank.

If parts within the vendor code are purchased from different suppliers, then the supplier field on the vendor
record is blank and you will use the supplier field on the Inventory Master Record.

23) Critical Note Enter a message number previously established in the Line-ltem Message File
Maintenance screen, found in the Inventory File Maintenance Menu. This message will display in Order
Entry and in Inventory Inquiry when this part number is keyed in.

24) Real Item Group Enter in the related item group that this part number will be assigned. When this
part number is entered in Order Entry the group that this part number has been assigned will display in the
lower left-hand corner.

25) Taxable This field determines if this part is taxable regardless of the customer’s tax status. Valid
responses are:

A = Always Taxable - regardless of the customer’s tax status
N = Never Taxable
Blank = Taxed based upon the customer’s tax status.

26)  Buy Factor
27)  Buy UOM

These 2 fields would be used for printed PO's, faxed PO's, Truck Pride, VIPAR, Transnet and
HDX.

An example of fields #26 & 27 would be if you wanted to buy a roll of hose. There are 4200 inches
in a roll of this hose. You can't order the hose as 4200 inches, and you can't order it as 1 roll. You
must order it as 350 feet (4200/12). You don't stock it in feet, so there is no way for the system to
make the conversion from roll to feet. We could do roll to inches, but not feet while stocking in
inches. The Buy Factor and Buy UOM allows you to set a Buy Factor of 12 and a Buy UOM of FT
so that the PO's will show 350 feet while still stocking 4200 inches per roll.

28)  MSDS The entry in the MSDS Date field will be the date the last Material Safety Data
Sheet was printed. The MSDS comes from the manufacturer. This sheet will list the poison or
possible hazards a product has or may have. It is required by OSHA that you keep this information
available to your employees if you are selling the product. MSDS documents must be handed out
to the customer when certain products are sold as well as be in the delivery vehicle when they are
on the road. The expiration date logic works such that if the customer's last sale date is less than
the part number's current MSDS date, then the system will pop up a message in OE indicating that
the counterman needs to deliver a new MSDS sheet with the parts. The message won't display
again for that same part/customer combination until the part date is changed.

Once all entries are keyed in on the inventory maintenance, the following prompt will display at the bottom
of the screen:
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“CORRECT (Y, N,D,E,C, AV, Q,S, P, ITEM NUMBER)?". The definitions for each option are
described in the following pages.

Enter Y to update the above information.

Enter N to return to Description Field.

Enter DELETE to delete the Part information. The word DELETE must be typed in full.

Enter line item # to modify a specific field entry. This will allow you to go directly to a specified
field.

NOTE: Part Information may not be deleted if Purchase Orders are outstanding, and/or if there is a
Quantity on Hand (QOH).

Enter E to exit without updating. Nothing will be saved.

Enter C to copy the parts information from this part number to another.
Enter A for Part Application Information.

Enter V for Alternate Suppliers.

Enter Q for Quantity Volume Table File Maintenance.

Enter S for Stocking Level File Maintenance.

Enter P for Pricing Levels.

NOTE: Options A, V, Q, and S will be described in detail in following chapters of this workbook.
P — Pricing Levels

Inventory Maintenance — Pricing Screen

INVENTORY MAINTENANCE - PRICING IN-IFH

Part Number: ABC11111 SPARK PLUGS

1) Repl Cost

1) Avg Cost :
3) List Price :
4) Dealer Prc :
5) Fleet Prc

6) Jobber Prc :
1) Price-A :
8) Price-B

9) Price-C
18) Price-D
11) Price-E
12) Price-F
13) Core Cost
14) Core Price :

00 75 00 The numbers to the right of
45 1315 <

15 1283 the prices are the gross
.00 711.43

95 74.8% margin. It is calculated by
-60 the (Price — Cost) / Price =

00 Gross Margin.

00 8.00 — 2.00 = $6.00

15) 1 Pt Damage : .00 6.00/8.00=75%

16) 2 Pt Damage :

SS9 S S S S - 00N N
=
=

This is not Profit it is

Fl=Help F2=FFwd F3=Bckup F4=ETase Markup.

Reply Cost
1) Type in the REPLACEMENT COST of this part and press ENTER.
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The price sheet replacement cost is stored in the replacement cost field. It is updated either manually or via a
Price Update supplied by the manufacturer. The actual cost represents the replacement cost of the Part. It is
also the cost used to calculate a PO.

Avg Cost
2) Type in the AVERAGE COST of this part and press ENTER.

The average cost is calculated and updated by the system based on the purchase order cost when the
inventory is received and posted in the purchase order-receiving program. Profits can be calculated on a
sales ticket based on either the replacement cost or the average cost.

NOTE: Price Matrices are setup in the Inventory Menu, Price F/M Menu, and Price Matrix File
Maintenance Menu. Any price can be calculated using various pricing methods available in
AutoPower.

Your Price Levels on your screen may differ from the examples shown. Your system may be customized to
use your pricing levels and descriptions.

List Price
3) Type in the LIST PRICE and press ENTER.

The List price for this part number in this field can be typed in or entered via a Manufacturers Price Update
or a price matrix.

Dealer Price
4) Type in the DEALER PRICE and press ENTER.

The Dealer Price for this part number in this field can be typed in or entered via Manufacturers Price Update
or a price matrix.

Fleet Price
5) Type in the FLEET PRICE and press ENTER.

The Fleet price for this part number in this field can be typed in or entered via a Manufacturers Price Update
or a price matrix.

Jobber Price
6) Type in the JOBBER PRICE and press ENTER.

The Jobber price for this part number in this field can be typed in or entered via Manufacturers Price Update
or a price matrix.

7-12) A-F PRICE The ‘A-F’ pricing fields provide additional pricing levels for each part. You can also
use these pricing fields for loading additional price matrices calculations.

Core Cost
13) Type in the CORE COST and press ENTER. (Core Parts only)

The Core Cost field stores the cost of a core from a supplier. This field should only be used if the part
number is a CORE Part.
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Core Price

14) Type in the CORE PRICE and press ENTER (Core Parts only)

This is the selling price for all customers who are charged for cores. This field should only be used if the
part number is a CORE Part.

If there is no core price in this field for a core part then in Order Entry the customer will not be charged for a
core.

NOTE: Itis very important to fill in a Core Cost and a Core Price for parts with cores. This is to insure the
accurate tracking of cores in order entry and the core cost in the core module.

1-PT Damage Amount
15) Type in the 1-PT DAMAGE AMOUNT and press ENTER.

This field is used to store the percentage or dollar amount that will be deducted from the total core value of a
core return. (l.e.: If the customer returns a core that has one major component damaged).

Lo @l@%he dhome: 96T
09723704 407-695-7300 Order Entry Ho: W1*279

Ship To: BOB JONES PARTS CENTER Bill To: BOB JONES PARTS CENTER
9845 HAINTENANCE ST 9845 WAINTENANCE ST
1002 1002
LAKE HARY. FL 32746 LAKE MARY. FL 32746

| T T
|Te‘rm\ A-NET 10TH | TAXABLE BACKORDERS 0K |FO 110:
1 i

| Part/Class: Purchases Returns
|ln Loc Inveice FPart llumber Date Oty Price Oty Price Bal Bank

‘I i 91 DEFS6789 09/20/04 1 5.00 000 10
|
|

Options: O=llo Damage: 1=0One Part Damage @2.00:; 2=Two Part Damage &1.00 :
Of the 1 on Tine 1. how many should be applied on this credit memo? :1P

Figure 18 Core 1 Part or 2 Part Damage in Order Entry

NOTE: Before your system is installed, you have the option to make this a dollar amount or a percentage in
this field. If using the percentage amount do not use the ‘% ‘percent sign. Whole numbers and decimals
may be used. (l.e.: Twenty-five- and one-half percent should be entered as 25.5.)

2-Part Damage
16) Type in the 2 PART DAMAGE amount and press ENTER.

This field is used to store the percentage or dollar amount that will be deducted from the total core value of a
core return when the customer returns a core that has two or more major components damaged)

NOTE: Before your system is installed, you have the option to make this a dollar amount or a percentage in
this field. If using the percentage amount do not use the ‘%’ percent sign. Whole numbers and decimals
may be used. (l.e.: Twenty-five- and one-half percent must be entered as 25.5)
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Let’s stop here and do a review.

Quiz #1

Questions?

1.

8.

When you are first logging onto the system you will be prompted for your user id and
password. If you should forget your User ID and password whom should you ask for help?

Your Customer

Your Vendor

Your Manager

Your Accounting Dept.

oo >

What will happen if you use the Escape Key, Backspace key, Delete key or Space bar in an
area that does not allow the use of these keys in the Purchasing System by mistake? They
can only be used in certain areas of the system.

Control Characters in data records.

A Purchase Order will print.

Nothing

A Purchase Order Worksheet will print.

COow>

A part number is made up of a plus the

Prior to setting up a new part number with a new Vendor/Supplier Code you must first
setup that Vendor/Supplier in

The Unit of Measure -UOM- in the Inventory File Maintenance is how you the
part.

The Standard Pack is the of parts that come in one pack from the supplier.

If the UOM was set to (CS) Case and my selling UOM was set as QT and | have a Standard

Pack of 12 what does this tell the purchasing system.
| buy it by the

I sell it by the :

There are Quiarts in every

| purchase hoses by the Roll.

My Purchase UOM = RL

My Selling UOM = FT

My Standard Pack = 100

This tells the purchasing software that:
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| buy it by the
| sell it by the :
There are FT in a Roll.

9. I purchase a part in singles. (Eaches)
My purchase UOM = EA

My Sell UOM = EA

My Standard Pack = 1

This tells the Purchasing system that I buy in .Isellin and there isone in a
standard pack.

10. The system will adjust the printed, faxed or transnet PO based on standard package.
True or False

11. The Factory Pop Code is based on sales.

12. The Local Pop Code is based on your sales.

13. If the Factory Pop Code field has an S, O, X, Z, K in the field this part number will not be
reordered in the Compute A PO program.

True or False

14. The supersede part number should be typed in the Supersede Part Number field in the
Inventory File Maintenance screen.

True or False

15. The one-part and two-part damage fields are for parts only.

16. The actual cost is updated by a Price tape from the manufacturer or is manually updated.
True or False

17. The average cost is calculated when a Purchase Order has been received in and updated by
the AutoPower Receiving Menu.

True or False

18. Alternate Suppliers are setup in the Inventory Maintenance Screen using the Option.
A. D
B. E
C. Vv
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19. The 3 fields in the Inventory File Maintenance screen that are used in the to produce
a Purchase Order Analyzer are: Minimum PPD Freight, Minimum PPD Weight, and
Minimum PPD Freight QTY.

20. If you purchase a Part number ABC12345 from the vendor ABC you can leave the Main
Supplier field blank.

True or False
21. The Vendor Save-List is rebuilt in the EOD.
True or False

22. If in the Vendor File Maintenance Screen, the field “OK to B/O” has an “N” the PO’s
received from a supplier will not go on backorder even if all parts are not received.

True or False
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Inventory File Maintenance Screen Options

Let’s take a look at the options that are at the bottom of the Inventory Maintenance screen.

I%] AceuTerm 2K2 - [DEV (3)] =]
g X

El\e Edit View Took Resst Window Help E
be & R dE RS B 7
INVENTORY MAINTEHANCE IN-IFH

18) Core Class :

PART NUMBER: ABC 11111 19) Inv Msg No :1

1) Description : SPARK PLUGS 20) Serial Y/N :
2) U-0-H - EA 21) Matrix Num :
3) Std Pack ! 22) Supplier :
4) Unit Weight : 23) Crit’l Note:
5) Sell U-0-H - FA 24) Rel Ttm Grp- We are here now!
6) Sell Pck Sze: 25) Taxable :
7) Class/Group : 26) Buy Factor :
8) Sub-Cls/Type: 27) Buy UOM :
9) Fac POP Code: I 28) MSDS Date
18) Lcl POP Code:

11) Codes :

12) Supersede No: MO0T12345

13) Fact Ref No :

14) OFEM Number : ABCI11115
15) Entry Date : 11/14/006

16) Per Car 0Oty :

17) Sequence No.:

Fl=Help F2=FFwd F3=Bckup F4=Erase

Figure 19 Inventory File Maintenance Screen Options

Once all entries are keyed in the inventory maintenance screen, the following prompt will display at the
bottom of the screen:

Accept? (Y,N,D,E,C, AV, Q,S, PIltem No.)
Type in Y and press ENTER to update and save the above information.
Type in N and press ENTER to return to Description Field.

Type in the word DELETE and press ENTER to delete the Part from the inventory master files. The word
DELETE must be typed out. Typing in the letter “D” will not delete the part record.

NOTE: Part Number Information may not be deleted if Purchase Orders are outstanding, and/or if there is a
Quantity on Hand (QOH).

Type in line item # and press ENTER to modify a specific field entry. This will allow you to go
directly to a specified field.

Type in E (Exit) and press ENTER to exit without updating. Nothing will be saved.

Type in C (Copy) and press ENTER to copy this part number information to another part
number.
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Type in A and press ENTER to display the Part Application Information Entry Screen, this will
allow you to add information about this part as shown below.

3 AccuTerm 2K2 - [DEV2.CFG (1)]

B Fle Edt Vew Toos Reset Window Help & x
b & sRD AR ST ?
PART APPLICATION INFORMATION ENTRY IN-AIFM

This procedure is used to enter specific information regarding
the application usage of a part number, such as in a Kit,
Work Order, a component for manufacturing or on a vehicle.

Part Number: ABC12345 CV JOINTS

Enter Predefined Message Number or <return> to enter text: _

0 DEV2.CFG (1) & Cynitia's Workorder ... | & IWD DESQSERVER 3 |

& BEeo241  Bao24,1  Blviewpoint A2 Erhanced (Ehidle M Capture OFf (&b Telnet | % connected to 10,0.0.22
e

Figure 20 Part Application Information Entry Screen

The Application Information is viewed in Order Entry and Inventory Inquiry. It is designed to
provide the counterman with detailed information about a part number. It does not print on any
document.

At the bottom of the screen, you will see the prompt:

Enter Predefined Message Number or <return> to enter text:

Let’s discuss the Predefined Message Number, which is setup in the Line-ltem Message F/M from
the Inventory Maintenance Menu.

[ AccuTerm 2K2 - [DEV2.CFG (1)] [ AccuTerm 2K2 - [DEV2.CFG (1)]

B Be Edt Yew Toos feset window tep BEE B fle Edt Vew Toos Reset Window Hep
CFda8. bidhd e R sE: ? D& aisholamnsE: e
11-12-2004 (T1232)(P0) QUALITY ASSURANCE (HHALLORY) (DEFAULT) 10:36am PART APPLICATION INFORMATION ENTRY IN-AIFM
INVENTORY FILE HAINTENANCE
This procedure is used to enter specific information regarding
1. Inventory F/M 9. Stock Adjustment Reason Table F/M the application usage of a part number, such as in a Kit,
2. Stock Adjustment: Entry 10. Unit Of Heasure F/M Work Order, a component for manufacturing or on a vehicle.
3. Stock Adjustment: Report 11. Change 01d Part To Hew Part
4. Superceded Part Number F/H 12. Interbrand Entry
5. Alternate Part Number F/M 13. Re-Assign Sequence Numbers Part Number: ABC12345 CV JOINTS
6. Line Code F/H 14. Create Vendor Save-list
7. Part Application Information F/M 15. Part/Graphic F/H
8. Line Item Message F/M

Enter Seleutinu\ Type in the Line Item Message

Type in the Line ltem number you created here.
message using option #8.

TC=Clock |S=Spooler H=Help! |R=A

Enter Predefined Message Number or <return> to enter text: _

O CEV2.0°G (1) & Cynthia's Workordsr ..| & IWD DESQSERVER (3) | O DEV2.CFG (1) & Cynthials Workorder .| & IWD DESQSERVER (3) |
@ Bosia1  Be0241 [ Bviewpont A2 Erhanced Shide HCaptre Off gy Tenet | % cormected to 10.0.0.22 @ [Be0241 [B50,24,1 M viewpont A2 Enhanced &hide [ Captire OFf (g Tenet | connected to 10.0.0.22
R —

When a message has been created in the Line-ltem Message F/M program it will be assigned a
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message number. You can attach that message to an individual part number. This message will
display in the Parts Application Information screen in inventory inquiry.

If this Line-Item Message Number is assigned to the Message Number field in Inventory File
Maintenance for a part, it will print on the Invoice.

Press ENTER to type in a text message.

You can create a free form message to this part number also. This message will display in
Inventory Inquiry in the Parts Application feature.

Once you have finished entering the information, press the ESCAPE key and the system will
prompt you with the options.

Press ENTER to update the message that you entered. Type in A to Abort the process or type in
the letter C to clear the entire message.

After choosing one of the options Abort, Clear, ENTER, the system will then prompt you with the
following options to update.

These Options are Add, Change, Redisplay, COPY, or DELETE.

Add - Add information to the message

Change - Change the information

Redisplay - Refresh the screen and display the message
COPY - Enter number to copy info from

DELETE-  Delete the entire message for this part.

The information that you type in for a part number will appear in Inventory Inquiry in the upper
left-hand corner of the screen. You will notice the words “Application Info.
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=]
& Eile Edt Wiew Tools Reset Window Help EIES
DFEES E e M008B & M0 9
LIVENTORY LIQUIRY TN~ L0
PART NUNBER: 1234 SPARK PLUG
List......: 5.99 Repl/Avg Cost: 1.59/1.59 PLT
Dealer....: 3.50 Exp.Del. Date.: Sujplr: 1101
01d Dealer: 3.79
beater....i 3.50 The Application Info shows in reverse video
Pub WD.....: 0.00 1 when there is additional information stored
granch|o-0-w|avartjo-o-of [F about this part number that is displayed on
APC CORP | 178|174 the screen.
APC ORLAND 1I0F
APC SANFOR HoF | | ‘ | | |
1 | | | ]
Last Sale Date...: 09-20-04
Last Receipt.....: 09-20-04
Last Price Change: 09-20-04
Per Car Oty......: |
IF1=sates Fz=Info F3=Int F4=Sup F5=Lost Fh=Act F7=Vnd F9=Cust$ F10=UnSch F11/F12
Bvar  Ema W veert a2t @ Hxtreon ghlenet % comededn 100022

Figure 21 Application Info Screen

==
. Flle Edit View Tools Resst Window Help =le] x|
DEFE& X We Mad he: .n T
THVENTORY THOUIRY [H-nrna
PART NUNBER: ABC1234 SPARK PLUG
List......: 5.99 Repl/Avg Cost: 1.59/1.59 PLT
Dealer....: 3.50 Exp.Del.Date.: Supplr: HOT
01d Dealer: 3.79 Superceded By: LI....: CHP
Dealer....: 3.50 Bin Location.: Al SPK...: 1
Jobber....: Codes........: Ut: EA - SelPak: 1

I |
Parts Application Information

This Spark Flug is available in platnum. The Gap has already been Cpreset of

n these. T

When you press the F2-function key on
the Inventory Inquiry screen, the Parts
Application Information will display.
Press ENTER to return to the previous
screen.

N e i e T e  ——————————————————————

Figure 22 Application Info Screen Example

In our example, the parts application information is, “This Spark Plug is available in platinum. The
Gap has been preset on these.”

Press ENTER to exit the Parts Application Info Screen.
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Alternate Vendors/Suppliers Option

Bl AccuTerm 2Kz - [DEV. (3)] =
& e Edt Vew Toos Reset Window Hep _ & x
= & BEARDEE RS ER 9
TNVENTORY MATNTENANCE L TCH
F‘f—ﬂ—ure s | V = Alternate Suppliers for a part number.
PART NUMBER: ABC 11111 9) Inv Msg Ho

1) Description : SPARK PLUGS #) Serial Y/N :

2) U-0-H : EA 21) Matrix Num :

3) Std Pack o1 22) Supplier

4) Unit Weight : 23) Crit’l Note:

5) Sell U-0-M : EA 24) Rel Itm Grp:

6) Sell Pck Sze: 25) Taxable

7) Class/Group : 26) Buy Factor :

8) Sub-Cls/Type: 27) Buy UOM :

9) Fac POP Code: I 28) MSDS Date

16) Lcl POP Code:

11) Codes :

12) Supersede No: M0T12345

13) Fact Ref No :

14) OEM Number : ABC111115

15) Entry Date : 11/14/06

16) Per Car Qty :

17) Sequence No.:

Fl=Help F2=FFwd F3=Bckup F4=Erase

Figure 23 Alternate Suppliers in Inventory File Maintenance

Type in V and press ENTER for Alternate Suppliers.

Alternate supplier’s part number and costs can be selected to print on PO’s to allow the purchaser
to make the best buying decision.

T AccuTierm 2K2 - [DEV2.GFG (4)]

B Fle Edt View Toos Reset Window Hep NES
D d&E& mevsaodansen e

ABC11111 INVENTORY MAINTENANCE - ALTERNATE SUPPLIERS IN-IFM
VENDOR  VENDOR NAME PART HUMBER CoST LAST PURCH

HOT APC MOTOR COMPANY 12345 1.5¢ 01/15/04

Correct? (Y,N,D,E):
Fl=Help F2=FFwd F3=Bckup F4=Erase
[0 DEV2.CFG (4)

& Bs0231  [B80,24,0 B viewpoint A2 Enhanced Shide [ Captire Off | Tenet | % connected to 10.0.0.22
e

Figure 24 Alternate Suppliers Inventory File Maintenance Example

Type in the 3-character Vendor Code and press ENTER, the full vendor name will display.

Type in the Part Number used by the vendor/supplier.
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Type in the Cost and press ENTER. This cost will only affect the Purchase Ordering when selecting Show
Alternate Vendors/Suppliers.

The Last Purchase Date that you purchased from this vendor/supplier will display for this part. As you
order this part from this vendor/supplier, the system will automatically update this field.

The system will prompt:

CORRECT (Yes, No, Exit, Delete)

Type in Y and press ENTER to update the above information.

Type in N and press ENTER to return to Description Field.

Type in E and press ENTER to exit without updating. Nothing will be saved.

Type in DELETE and press ENTER to delete the Part information. The word DELETE must be
typed in completely. The part number cannot be deleted if there is a status record or an open

purchase order.

Let’s go back to the Inventory File Maintenance Screen.
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Quantity Volume Pricing Option

1%l AccuTerm 2K2 - [DEV (3)]

& e Edt Vew Toos Reset Window Hep _ & x
= & BEARDEE RS ER 9
TNVENTORY MATNTENANCE TN-TFH

PART NUMBER:
1) Description :

ABC 11111
SPARK PLUGS

18) Core Class :
19) Inv Msg Ho :
20) Serial Y/N :

Q = Quantity Volume Pricing

2) U-0-H : EA 21) Matrix Num :
3) Std Pack o1 22) Supplier
4) Unit Weight : 23) Crit’l Note:
5) Sell U-0-M : EA 24) Rel Itm Grp:
6) Sell Pck Sze: 25) Taxable
7) Class/Group : 26) Buy Factor :
8) Sub-Cls/Type: 27) Buy UOM
9) Fac POP Code: T 28) MSDS Dat
16) Lcl POP Code:
11) Codes :
12) Supersede No: M0T12345
13) Fact Ref No :
14) OEM Number : ABC111115
15) Entry Date : 11/14/06
16) Per Car Qty :
17) Sequence No.:
"4
Fl=Help F2=FFwd F3=Bckup F4=Erase

Figure 25 Quantity Volume Pricing Screen

Type in Q and press ENTER for Quantity VVolume Table File Maintenance screen.

This screen is used to establish quantity or volume purchase pricing for a customer or for ALL
customers. As the customer reaches these quantities, the system will apply the prices indicated to

the order.

Additionally, you can maintain this screen from the Quantity VVolume Pricing in the Pricing File
Maintenance Menu option in the Inventory File Maintenance Screen and specify the customer
and/or locations.
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T AccuTerm 2K2 - [DEV2.CFG (1)] =0
& Fle Edr Vew Tooks Reset Window Help _alx
e d & ruwl@En 5=t ?

11-12-2004 QUANTITY VOLUME PRICE FILE MAINTENANCE IN-QVTFM

Location, or ALL......: ALL - ALL LOCATIONS

Customer Number or ALL: ALL - ALL CUSTOMERS

Part Number...........: ABC12345 - CV JOINTS

COST............ 25,00  -0.67% Aol 0.00

JOBBER. .. ....... 0.00 B... .l 0.00

FLEET........... 0.00 L 0.00

DEALER.......... 0.00 AVG COST........ 25.17 0.00%

LIST............ 0.00

CORE COST....... 16.50 -52.54%

Starting Date: Ending Date:

QTY To Exceed Price %-GH QTY to Exceed Price %-GM

1. 0.00 8. 0.00

3 .00 9. 0.00

3 0.00 10. 0.00

1 .00 11. 0.900

5 0.00 12. 0.00

] .00 13. 0.00

7 0.00 14. 0.00
’W & Cynithia's Workorder | & WD DESQSERVER (3)‘
@ @2141 Beoz4,1 B viewpoint a2 Erhanced &hide TCaptire OFf gp Telnet | % connected to 10.0.0.22
e —————————

Figure 26 Quantity Volume Pricing Example

Location
Type in the Branch Location and press ENTER (i.e., W1, W2 etc...), or ALL

Customer Number or All
Type in the Customer Number and press ENTER. This customer will receive the quantity price. If
all customers are to receive this quantity price, enter ALL.

Part Number

Type in the Part number or a ? and press ENTER to display an existing record. Once the part
number has been entered, the system will automatically display the current pricing that was
originally setup in Inventory File Maintenance.

Starting Date
Type in the date the quantity volume discounts will begin and press ENTER. Use the date format
MM/DDI/YY.

Ending Date
Type in the date that the quantity volume discounts will end and press ENTER. Use the date format
MM/DD/YY.

Quantity To Exceed
Type in the purchase quantity to exceed where the volume price discount would be applied and press
ENTER. The system allows you to enter up to fourteen different price-break quantities.

Price

For each Quantity break type in a specified dollar amount and press ENTER. The dollar amount is the
volume price to charge when a customer purchase exceeds that quantity. The gross margin % (%GM) will
automatically calculate and populate the field.

Options:
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ACCEPT? (Yes, No, Exit, Delete)

Type in Y and press ENTER to update the above information.

Type in N and press ENTER to return to Description Field.

Type in E and press ENTER to exit without updating. Nothing will be saved.

Type in the word DELETE and press ENTER to delete the Part information. The word DELETE
must be typed out.
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Status Record

Bl AccuTerm 2Kz - [DEV. (3)] =
& e Edt Vew Toos Reset Window Hep _ & x
= & BEARDEE RS ER 9
TNVENTORY MATNTENANCE IN-TFH
18) Core Class :
PART NUMBER: ABC 11111 19) Inv Msg Ho :1

1) Description : SPARK PLUGS 20) Serial Y/N :

2) U-0-H : EA 21) Matrix Num :

3) Std Pack o1 22) Supplier

4) Unit Weight : 23) Crit’l Note:

5) Sell U-0-M : EA 24) Rel Itm Grp:

6) Sell Pck Sze: 25) Taxable

7) Class/Group : 26) Buy Factor : Type

8) Sub-Cls/Type: 27) Buy UOM :

9) Fac POP Code: I 28) MSDS Date

16) Lcl POP Code:
11) Codes :
12) Supersede No: M0T12345
13) Fact Ref No :
14) OEM Number : ABC111115
15) Entry Date : 11/14/06
16) Per Car Qty :
17) Sequence No.:

in S and press ENTER.

Fl=Help

a

F2=FFwd F3=Bckup F4=Erase

Figure 27 Status Record Screen

The Inventory Status File allows a part to be sold in order entry.

The Stocking Level method is the most commonly used ordering method. When ordering using
the Stocking Level method, the system will scan the inventory one part at a time to determine
whether the current QOH is at or below the minimum stock level for that part. The current quantity
on order and quantity committed by order are considered also.

INVENTORY MAINTENANCE

1) Unit Weight :
5) Sell U-0-H : EA
6) Sell Pck Sze:
1) Class/Group :

PART NUMBER: ABC 11111 19) Inv Msg No |
1) Description : SPARK PLUGS 20) Serial Y/y”
2) U-0-H : EA i
3) Std Pack 1

14) OEM Number
15) Entry Date

p—

8) Sub-Cls/Type: 27) Buy UOM
9) Fac POP Code: T DS Date
10) Lcl POP Code: Location...........: Wl SS LAKE H

11) Codes : Maximum Stock Level: 50

12) Supersede No: M| Minimum Stock Level: 10

13) Fact Ref No : Bin Location.......: Al_

16) Per Car Oty :
17) Sequence No.:

18) Core Class :

) Buy Factor :

T~

If there are numbers in the
Maximum and Minimum
fields, then the system will
use these as order points
and overlook any other
purchasing method.

Fl=Help F2=FFwd F3=Bckup F4=Erase

N

Inventory Status Record

Figure 28 Status Record Screen Example
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Type in the Branch Location where this part is stocked and press ENTER.
Type in the Maximum Stock Level and press ENTER.

The maximum stocking level quantity is the highest quantity that you want to carry in inventory.
That is, by taking the current QOH, Customer Back Order (CBO), and Quantity on Order (QOO),
and finding the difference necessary for replenishment. Set this quantity to the Reorder Quantity.
Round this quantity to the nearest Standard Pack Size. The resulting quantity is suggested for
replenishment. You can freeze the stocking level by adding a “0” zero in front of the Maximum
quantity. You can manually place the number zero in front of the maximum quantity (i.e.: “06”)
and the automatic stock level recalculation procedure will not change this value.

Type in the Minimum Stock Level and press ENTER.

If the quantity on hand is at or below the minimum, the system will order up to the maximum
quantity.

Type in the Bin Location and press ENTER.
If you assign bin locations to your part numbers, you would enter the bin # in this field. This field

also prints on some Inventory Reports that may reflect bin locations or sort by bin location, such as
the physical inventory take sheets.
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Compute A Purchase Order

From the Main Menu:

& AccuTerm 2000 - [DEV2 (1)] EBI

Fie Edit View Tools Reset Window Help
b 8 & RE AR BEE TS 7
11-03-2004 (T2912) (P0) QUALITY ASSURANCE

HAIN HENU

(MMALLORY) (DEFAULT) 04:51pm

...Inventory MENU -
...0rder Entry MENU

...Work Order Management MENU

...Sales Analysis MENU

...Accounts Receivable MENU

...Utility Programs MENU

..End-0f-Day Procedure

— Y o

Enter Selection:

|TC=Clnck|S=Spnuler‘H:Help!‘k:ACCESS|C=Catalng‘N:NnteCards‘A:Authail|V=VSI—FAX‘

28,13,1 80,24,1 | @ viewpoint A2 Enhanced | &ldle | T Capture OF | & Telnet | % connected to 10.0.0.22

Figure 29 Main Menu

Type in #1 and press ENTER.

The Inventory Menu will display as shown below. We will learn how to purchase parts to replenish
our inventory.

& AccuTerm 2000 - [DEV2 (1] Eg|
&, Fie Edit View Tools Reset Window Help R

Dz B & RBE dED B(EaTR 7
11-04-2004 (T1712)(P0) QUALITY ASSURANCE

INVENL

(MMA AULT) 08:38am

parts Inquiry 10. Overstock HENU

Type in #2 and press ENTER to go
to the Purchasing Menu.

Purchasing MENU
Receiving MENU
Inventory..... F/H HENU
Price......... F/H HENU

11. Defect Return MENU

12. Physical Inventory HENU
13. Multi-Bin Location MENU

14. Rebate Reports MENU
15. LIFO Inventory MENU

WD 00w O L e P

Kitting MENU
Hose MENU 17. Motorcraft MENU
Corebank MENU

16. Reports HENU

Enter Selection:

|TC=Clnck |S=Spnuler |H=Help! |R=ACCESS |c=Catalng |N=N0teCards |A=Authai 1 |V=VSI—FAX |

28,15,1

80,241 | @ viewpoint A2 Enhanced | &ldle | 3 Capture Off | & Telnet | % connected to 10.0.0.22

Figure 30 Inventory Menu/Purchasing Menu
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JEl AccuTerm 2K2 - [DOCUMENTATION. GFG (3)] E@ .
ﬂﬁ\e Edit Yiew Took Reset Window Help ks / Type In #1 and preSS ENTER.
be d & B ANDEHdEES 2R ?
01/31/2006 (T2620) (P99) QUALTTY ASSURANCE AULT) 11:24AM B
ENU

1. Compute a P 11. VYendor/Supplier: F/M

2. Manually Create/Adjust a PO 12. Vendor/Supplier: Inquiry

3. Print PO Worksheet 13. Vendor/Supplier: PO Inquiry

4. Issue a PO 14. VYendor/Supplier: Cost Matrix F/M

5. Print a PO 15. PO Reports MENU

6. Fax a PO 16. EDI Purchasing MENU

7. Cancel a PO 17. Stock Level Recalc MENU

8. PO Cost Reduction Update 18. Multi-Branch Purchasing MENU

9. PO Inquiry: Open 19. Create Store Stock Guide

10. PO Inquiry: Closed

Enter Selection:

|TC=Cluck‘S=Spuuler‘H:Help!

K:ACCESS‘C:Catalug

N:NuteCards‘A:AutuHail‘V:VSIfFAX‘

Figure 31 Purchasing Menu/Compute a PO

e
L Eile Edit View Tools Reset Window Help =l x|
Dk @ &% me bR /E0 P

AU T 0 P 0O W E R
T
| ENTER LOCATION: W1 APC CORP Correct? (Y. I.E): _ ‘
L

Type in “W1” and press ENTER. Type
in Y and press ENTER for Correct?

Wesss ooy | @ venporactwend  @hide [ cutirecif | g Tomet | % commcedio 108022

Figure 32 Compute a PO Password Screen

Type in N and press ENTER, you will be prompted to enter another branch location number.

Type in E and press ENTER, you will be exited out to the Purchasing Menu.
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The Purchase Order Generation Screen will display.

Purchase Order Generation screen.

JﬂA::uTerm 2K2 - [DEV2.CFG (3)]

WEﬂe Edit View Tools Reset Window Help g x
D d& Borno E RS =k 7
PURCHASE ORDER GENERATION -
102-13-2000 With Period Selection, Trend & Lostsales PO-GEN-TREND
Method Days Pct Sales Periods Periods Used
vndLn S-F-A Sply Lost To Be Analyzed For Trending Status
1.
2.
3.
4.
5.
6.
7.
8.
1. M-T-D 6. SEP2005 11. APR2005 16. NOVZ2@e4 21. JUN2004
2. JAN2006 7. AUG2005 12. MARZ005 17. 0CT2004 27, MAYZ0014
3. DEC2005 8. JUL2005 13. FEB20@5 18. SEP2004 23. APR2004
4. NOV2005 9. JUN20@5 14. JAN20@5 19. AUG2@04 24. MAR2004
5. 0CT2005 10. MAY2005 15. DECZ004 20. JUL?004 25. FEB2004
j

Figure 33 Purchase Order Generation Screen

The Compute Purchase Order program allows you to create Purchase Orders based on one of three
methods.

e Stocking Level
e Forecasting
e Averaging

The very first thing you need to do is to decide which one of these ordering methods you will use to
compute your Purchase Order. When you are first learning to use the AutoPower Purchasing
system we suggest computing a PO using all 3 purchasing methods. Then compare the Purchase
Orders to decide which method will fit your purchasing needs.

= The Stocking Level method is the most commonly used ordering method. The system scans
the inventory, one part at a time to determine whether the current QOH is below the minimum
stock level for that part. The current quantity on order and quantity committed by order are
considered also. If the quantity is at or below the minimum, the system will order up to the
maximum quantity. Stocking Level is a safe method for use with those part numbers that have
light sales movement, erratic sales history, or are new items recently added to inventory.

If the Part number has a Min or Max stocking level setup as shown in the Inventory File
Maintenance under the “S” option, the system will only use this Stocking Level method. It will not
use the Forecasting or Averaging methods.
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1%} AccuTerm 2K2 - [DEV. (1)]

E\\e Edit Wew Tools Reset Window Hep
e léEg BivrvudpHaEksEh ?
INVENTORY MAINTENANCE

IN-IFH

PART NUMBER: ABC 11111

4) Unit Weight :
5) Sell U-0-M : EA
6) Sell Pck Sze:

S for Status Record

18) Core Class :
19) Inv Msg No :1

22) Supplier

23) Crit'l Note:
24) Rel Itm Grp:
25) Taxable :
26) Buy Factor :
27) Buy UOM :
28) HSDS Date :

=] AccuTerm 2K2 - [DEV (1)]
Eia Edt View Took Reset Whdow Hep

e aidARDpEHERSER ¥

INVENTORY -MAIHTENAHCE

PART NUMBER:
1) Description :

ABC 11111
SPARK PLUGS

4) Unit Weight :
5) Sell U-0-M : EA
6) Sell Pck Sze:
7) Class/Group :
8) Sub-Cls/Type:
9) Fac POP Code: 1

The Min and Max are

1) Description - SPARK PLUGS 20) Serial Y/N - 2 00N A typed in this window.
7) U-0-H - EA 21) Matrix Num : 3) Std Pack 1
3) Std Pack 01

23) Crit'l Note:
24) Rel Itm Grp:
15) Taxable
26) Buy Factor :
27) Buy UOM

10) Lcl POP Code:

Location...........: Wl - GSS LAKE H

DS Date :

11) Codes

: Haximum Stock Level: 58
12) Supersede No:

Minimum Stock Level: 18

T rouTs "
12) Supersede No: MOT12345

13) Fact Ref No : Bin Location.......: Al

: 14) OEM Humber :
13) Fact Ref No : 15) Entry Date : 1
14) OCM Number : ABC111115 16) Per Car Qty :
1%) Entry Date : 11/14/06 17) Sequence HNo.:
16) Per Car Oty :
17) Sequence No.:

Fl=Help F2=FFwd F3=Bckup F4=Erase
Fl=Help F2=FFwd F3=Bckup F4=Frase

Figure 34 S = Status Record Figure 35 MIN/MAX

= If the Forecasting Method is chosen, you will be prompted for the number of days to base the

forecast on. Forecasting is often used for product lines whose parts have a steady movement flow,
have recorded sales usage of more than 6 months, and follow a replenishment frequency of which
lost sales or special orders are uncommon. This method considers a number of different factors:

This year's sales

Last year's sales

Last year's sales at this time
The last three months sales
Lost sales

YVVYYVY

(A) = The Averaging Method uses an average quantity based on the sales from your choice of
any number of months within the past twenty-four months. It is possible to place an emphasis on
certain months by repeating your selection of those months. This method is most commonly used
for purchasing seasonal product lines during the off-season.

After you have decided what calculation method will be used, complete the Purchase Order
Generation Screen as displayed below.
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IZ] AccuTerm 2K2 - [DEVZ.CFG (3)]

. NOV2005

. JUN2003

T AL 007

H P Edt Yew Tods Reset Widow Hep
This could be a Vendor Code, nEEen® ﬁi&m Lﬁ:cﬂs? I;:I_]![zll z[MERATIDN
Vendor Iine COde or Supplier §02-13-2006 with Period Selection, Trend & Lostsales PO-GEN-TREND
\ Method Days  Pct  Sales Periods Periods Used
vndLn S-F-A Sply Llost To Be Analyzed Ffor Trending Status
? ) L H H
Type in vendor code and Press - 13 Type in the method for purchasing
ENTER 6. and press ENTER. If you use the
' 8. letter “S” for Stocking Level, the rest
1. H-T-D 6. SEP2005  11. : : TR
. of the fields will not fill in.
Example: MOT Vendor Code ws Lt b
5 (]

Vendor Line Code = Filter
Vendor Sub Line Code =Qil

. 0CT2005

. HAY200)

. ] %, 4
15. DECZO04 20. JuL2004 5. FEB2004

Figure 36 Compute a PO Purchase Order Generation Screen

Type in your Vendor code or Supplier code and press ENTER. Example of Vendor Code. (MOT)
Example of Supplier Code (####). This is your product line.

Type in S for stocking method and press ENTER.
Type in F for Forecasting method and press ENTER.
Type in A for Averaging method and press ENTER.

p The following fields below will not be filled in IF YOU ARE USING the Stocking
Level method of purchasing.

DAYS SUPPLY

Type in the Number of Days Supply that you keep in stock to run your business and press ENTER.
This column will indicate the number days supply you need to keep in stock. A quantity will
default from the Vendor File. Type in this figure and press ENTER even if a value defaults, to
advance to next field.

Days Supply refers to how much product to stock. If you want a 10 days supply, then the system
will calculate the daily usage rate and multiply that by 10. This gives you the quantity expected to
be sold in 10 days. After calculating that quantity, the system then figures out how much you have,
how much demand you have, how many are already on order and calculates a suggested order
amount. The higher the days supply number, the larger the number of pieces the system will
attempt to order, assuming that you sell more in 30 days than you do in 10 days.
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PCT LOST

This field will display the percentage of lost sales for this part in the last six months when
calculating the number to purchase. The number of lost sales is then factored by the percent
entered.

Type in the Number of Percentage of Lost Sales that you would like to consider in purchasing this
vendor line and press ENTER.

These Lost Sales were recorded in order entry using the L option and also in Inventory Inquiry
using the F5-function key. The lost sales are due to pricing or availability. You would enter what
percentage of the lost sales you want to consider when you are purchasing. Sometimes lost sales
can have a margin of error, so you might not consider them all. The replenishment quantity will
help prevent future lost sales due to out-of-stock conditions or due to pricing.

2 AccuTerm 2000 - [DEV2 (1)] mEE |
L File Edt View Tools Resat Window Help =le| x|
DG 0 & X B 450 & =s Me P

PURCHASE ORDER GENERATLON

10-06-2004 With Period Selection, Trend & Lostsales PO-GEN-TREND
llethod Days Pct Sales Periods  Periods Used

VndLn S-F-A Sply Lost To Be Analyzed For Trending  Status

N

Type in the percentage of lost sales that you
would like to use in calculating this purchase
order and press ENTER.

W~ U N =

Type in the number of day’s supply that
11. novzo03 16. JUNZ003 21. JANZ2003

you must keep in stock press ENTER. 12. 0CT2003  17. MAY2003  22. DEC2002
13. SEP2003 18, APRZO03  23. NOV2002
. 14, AUG2003 19, WAR2003 24, 0CT2002
5. WAY2004 10 DEC2003  15. JUL2003  20. FEB2003  25. SEP2002

Brar B | B vieron szbiss | @i | Tcmhraon | g i | % commcsdio 100022

Figure 37Purchase Order Generation Days Supply/Lost Sales
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Sales Periods To Be Analyzed

2l AccuTerm 2K2 - [DEV2.CFG (3)]
& Fle Edt wew Tools Reset Wndow Hep _ 8 x
@& bl R '@k ?

PURCHASE ORDER GENERATION A
102-13-2006 With Period Selection, Trend & Lostsales PO-GEN-TREND

Method Days Pct Sales Periods Periods Used
-F-A Sply Lost To Be Analyzed For Trending Status

Type in the sales periods that will be used to calculate
the quantity to be ordered and then press ENTER.

G OV LA A RO

1. N-T-D 6. SEP2005 11. APRZ005 16. NOV2004 21. JUN2004
2. JAN2006 7. AUG2005 12. HARZO05 17. 0CT2004 22, HAY2004
3. DEC2085 8. JuUL2085 13. FEB2005 18. SEP2004 23. APR2004
4 9
5 0

Sales Periods Available for
calculating the order quantity.

A

. NOV2005 . JUN2005 14. JAN2005 19. AUG2004 24. MARZ2004
. 0CT2005 10_ MAYZ005 15. DEC2004 20 JuL2004 25. FEB2004

[ERS

Figure 38 Purchase Order Generation Sales Periods To Be Analyzed

The system will compute a Purchase Order for that amount. The sales periods that can be used for
calculation are listed at the bottom of the screen.

The sales periods to be used are entered separated by a comma, such as: 1,2,3,11,12,13. This string
of sales periods, for example, would represent sales usage of: last month, 2 months ago, 3 months
ago, 11 months ago, 12 months ago, and 13 months ago. These 6 sales periods have their usage
summed and then divided by 6, creating a monthly average. This period average is then used to
equate a 30 day, 60 day or n-days supply of inventory. Sometimes, even this method should not be
used when there are only one to three months of history. There is not enough sales history from
which to predict future business. The buyer, in this case, should establish stocking levels
(MIN/MAX) on such newly added part numbers or product lines.
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Period Used For Trending

J=l AceuTerm 2K2 - [DEV2.CFG (3)]
B e Edt view Took Reset Window Help

EEX
-8 x

Lost

D d& T bRl lans '@ ?
PURCHASE ORDER GENERATION
102-13-2006 With Period Selection, Trend & Lostsales PO-GEN-TREND
Method Days Pct Sales Periods Periods Used
vndLn S-F-A Sply To Be Analyzed For Trending Status

RN R Rty S

Type in the Periods used for trending and press
ENTER. You can only use this field if you used the

M-T-D . SEP2005 11. APR2005 16. NOV2004

1. 6

2. JAN2006 7. AUG2005 12. MARZ2005 17. 0CT2004
3. DEC2005 8. JuL2005 13. FEB2005 18. SEP2004
4. NOV2005 9. JUN2005 14. JANZOOS 19. AUG2004
5. 0CT2005 10. HAY2005 15. DECZ004 20. JuL2004

Averaging or Forecasting method.

2
2
2
2

S
25. FEB2004

[ERS

Figure 39 Purchase Order Generation Periods Used for Trending

The cursor will advance to the Periods Used For Trending field only if you use the Averaging
Method or Forecasting. Enter the sales periods to determine a trend in calculating the sales of these
parts. This will enable the system to order a quantity based on trends. If the trend for the periods
(months) specified is on an increase, the system will order more than just the average. If the trend
IS on a decrease, a lesser quantity will be ordered.

Period Used For Trending cannot be used with the Stocking Level method.

NOTES
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Status

E:LACCHTEIM 2K2 - [DEV2.CFG (3)]

Bl Fle Edt vew Took Reset Window Hep E
D& H & rRodEE S @R
PURCHASE ORDER GENERATION
102-10-2000 With Period Selection, Trend & LostSales PO-GEN-TREND
Method Days Pct Sales Periods Periods Used
vndLn S-F-A Sply Lost To Be Analyzed For Trending Status
1. _
2.
3.
i,
5.
6.
T.
8.
1. H-T-D 6. SEP2005 11. APR2005 16. NOVZ004 21. JUN2004
2. JAN2006 7. AUGZ005 12. MAR2005 17. 0CT2004 22. MAY2004
3. DEC2005 8. JUL2005 13. FEB2005 18. SEP2004 23. APR2004
4. NOV2005 9. JUN2005 14. JAN2005 19. AUGZ004 24. MAR2004
5. 0CT2005 10. MAYZ005 15. DEC2004 20. JULZ004 25. FEB2004

- FIX

o

The status column will display the date
of the last completed PO for this Vendor
line. You do not type in this field.

Figure 40 Purchase Order Generation / Status Screen

]ﬂAccuT:rm 2K2 - [DEV2.CFG (3)]
@Eﬂe Edit View Tools Reset Window Help
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PURCHASE ORDER GENERATION

=0

p72-10-2006 With Period Selection, Trend & Lostsales PO-GEN-TREND
Method Days Pct Sales Periods Periods Used
vndLn S-F-A Sply Lost To Be Analyzed For Trending Status
ANC StkLvl 02/10/06
ANC F'Cast 15 % 2,34 2,3,4 02/10/06
ANC Avg'ng 10 1% 2,3,12,13 92/10/06
F'Cast 30 1% 2,34

G~ T LA P
Ind
~
o

(.

H-T-D

JAN2006
DEC2005
NOV2005
0CT2005

L

. AuG20

. JUNZ@
10. MAYZ0

b

i . .

8. JuLze methods of purchasing for comparison.
0

This is a completed Purchase Order Generation screen for 3 different
- stezed purchasing calculations. You can use the same Vendor and use all 3

Figure 41 Purchase Order Generation Screen
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Print/Display/Generate PO Review Report

J:iLAccuTerm 2K2 - [DEV2.CFG (3)]
Elle Edit View Took Reset Window Help - & %
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PURCHASE ORDER GENERATION
102-10-2006 With Period Selection, Trend & Lostsales PO-GEN-TREND

Method Days Pct Sales Periods Periods Used
vndLn S-F-A Sply Lost To Be Analyzed For Trending Status

1. ANC StkLvl 92/10/006
2. ANC F'Cast 15 5% 2,34 72,3,4 82/10/06
3. ANC Avg'ng 40 1% 2,3,12,13 02/10/06
4. 228 F'Cast 30 1% 2,34

5.

6.

I.

8.

Calculate and Print, Display or Edit? (P,D,E).. .. .. . _ .. .: ﬂ( Calculate and print,

Display or Edit?

Figure 42 Purchase Order Generation Options Screen

When all the VNDLN codes have been added to the PO Generation Screen, with the cursor at the VNDLN
column, press ENTER. The screen will display these options:

Calculate and (P)rint, (D)isplay or Edit? (P,D,E)

= Typing ina P and pressing ENTER will calculate and print a PO Review Report. This
is recommended in order to review the information prior to issuing the Purchase Order.

D= TypinginaD and pressing ENTER will calculate the PO Review Report and Display
the report on the screen for review. The PO Review Report may be printed later from the option
Purchase Order Review Report from the Purchasing Menu.

E = Typingin E and pressing ENTER will allow you to Edit the PO’s after they have been
calculated. You will go into the Manually create or edit a PO.

Once you have made your selection, the next prompt that will display is:
""Do you wish to Print All Parts in this Line (Y/N)?*

The default answer is for no. If you answer for yes, all the parts associated with the
supplier/vendor will be printed on the PO Review Report, whether or not they are to be re-ordered.
This could be a very long list. Imagine all of your part numbers in a large vendor line printing out
on paper.

Type in Y or N and press ENTER for the question “Do you wish to Print All Parts in this Line?”
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The next prompt that will display is: "*Do you want to see Alternate Supplier Cost (Y/N)?"
If you have alternate suppliers loaded into your Inventory Master File, you may want to answer for
yes. Alternate supplier’s part number and costs will then be printed to allow the purchaser to make

the best buying decision. If you answer for no, the alternate Suppliers/VVendors costs will not print
on the PO Review Report.

Typein'Y or N and press ENTER for the question “Do you want to see Alternate Supplier
Cost?”

Replenish W1 with stock required for ALL branches? (Y,N): N

The code will examine the needs of the ordering branch based on a comparison of the QOH with
the MIN/MAX and then determines the necessity of ordering that item based on the same
comparison being performed on the other branches in the company.

Type in Y or N and press ENTER if you wish replenish W1 with stock for all locations?

The final prompt to display is: "*"Do you wish to compute the PO (Y, N, X)?"'

The default answer is for yes. You may press ENTER to accept the default. This will calculate
and assign a Purchase Order number. If you answer for no, you will return to the "Print, Display,
Generate" prompt. If you answer , the screen will clear so that you are allowed to re-enter the

Supplier/Vendor you want to order from.

TypeinY, N or X and press ENTER for the question “Do you wish to compute the PO?”

NOTES

AutoPower Corporation Copyright 2017 Page 54



Purchase

Order How-To Workbook

It’s that time again for a Review!

Quiz #2
Questions:

1. The very first thing you need to do prior to computing a purchase order is to decide

which calculation method you would like to use.
True or False

2. The calculation method would be used if you have Minimum and
Maximum Stocking Levels setup in the Inventory File Maintenance?

3. is often used for product lines whose parts have a steady movement
flow, have recorded sales usage of more than 6 months, and follow a replenishment
frequency of which lost sales or special orders are uncommon.

4. The Averaging Method is the most commonly used for purchasing
product lines during the off-season.

5. The Days Supply field in the Purchase Order Generation screen is the number of days
you need to keep in stock.

True or False

6. Lost Sales are recorded in and in

7. In the PO Generation screen the question “Do you wish to Print all Parts in this Line
(Y/N)?” Should be answered as if you do not want all the part numbers in this
vendor line to print on the Purchase Order.

8. The question “Do you want to see Alternate Supplier Cost (Y/N)?” will allow you to the
opportunity to see the Alternate Supplier/VVendor part numbers and cost that you set up
in the Screen.

9. Typing in the “S” option in the Inventory Maintenance Screen will allow you to change
the status record.

True or False
10. The stocking level is the highest quantity you would want to carry in

inventory of one part.
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11. If the quantity is below the minimum, the system will order up to the maximum
quantity.

True or False

12. You can automatically compute a purchase order using a supplier number.
True or False

13. The three purchasing methods are: Forecasting, Stock Level, Averaging
True or False

14. Alternate Supplier part numbers and cost can be selected to print on PO’s to allow
the purchaser to make the best buying decisions.

True or False
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Manually Create or Adjust a PO (Edit a PO)

If you would like to manually create a Purchase Order or Adjust an existing Purchase
Order you can select the Manually Create/Adjust a PO option from the Purchasing Menu.

|®5/29/2®®7 (T5060) (P22) ICE TRUCK PARTS CAUTOPOWER) (DEFAULT) 04:02PH
PURCHASING MENU
1. Compute a PO 12. Vendor/Supplier: Inquiry
2. Manually Create/adjust a PO 13. Vendor/Supplier: PO Inquiry
3. Print PO worksheet 14. Vendor/Supplier: Cost Matrix F/M
4. Issue a PO PO Reports MENU
5. Print a PO 16. purch
6. Fax a PO 17. Stoc v -
7. cancel a PO 15. multi-sra] TYpe in a2 and press ENTER for the
&. PD Cost Reduction Update 19. Create St hﬂ n “ reat /\ 1 t P ti n
9. PO Inquiry: Open 20. Combine T anua yC eae/ dJUS a Oop on.
10. PO Inquiry: Closed 21. VIPAR Reb
11. Vendor/Supplier: F/M
Enter Selection: ||
‘TC:Clock S5=Spooler |H=Help! R:ACCESS‘C:Catalog N=NoteCards |A=AutoMail |V=VSI-Fax

The Manually Create/Adjust a PO screen will display as shown below.

Manually Create/Adjust a PO PO-NMAN
Supplier..__...: _
PO Number......:
o1) 13) Special Inst...:
147 Shipping Inst. . :

Type in a Supplier number or Vendor Code and
©2) PO Date........: press ENTER.

®3) Delivery Date..:
©4) Taxable Y/N....:

®5) Print Supp Part: Example:

®6) FOB... ... _._..: H —

07) Comiact. ...l Supplier = 1200

©8) Buyer..........: Vendor Code = MOT
@99) Terms....__...__:

10) Shipvia........:
11) Ship To Account:
12) Tooling Charge.:

Enter supplier number, . name search, or NEW

Figure 43 Manually Create or Adjust a PO

If you know the Supplier, you can type in the Supplier number. If you need to search for the
Supplier type in a period followed by the name and this will start a search. Example: .MOT
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PO-NMAN

Manually Create/Adjust
Supplier.._....: .MOT_

PO Number......:
01> 13)
14)
15)
16)

@2) PO Date........:

03> Delivery Date..:
04) Taxable Y/N....:
®5) Print Supp Part:
@6) FOB............ :
@7) Contact........:
®8) Buyer.... :
09) Terms. ...
1®) Shipvia.. .
11 Ship To Account:
12 Tooling Charge.:

Special Inst...:
Shipping Inst..:
PO Comments....:
In-House Notes.:

Enter supplier number,

. name search, or NEW

Figure 44 Manually Create or Adjust a PO

To manually create a PO for a Supplier that does not exist you can create a new
Supplier by typing in the word “NEW?” and pressing ENTER in the Supplier field.
The message New Supplier will display. The system will create a Vendor Master Record
with no detailed information.

You must go to the Vendor/Supplier Master Record in Vendor or Supplier File
Maintenance and type in the remaining information for this Vendor or Supplier prior to
issuing the PO.

Manually Create/Adjust a PO PO-NMAN

Supplier.......: NEW_
PO Mumber......:

o1) 13

Special Inst...:

14> Shipping Inst..:
15) PO Comments....:
16) In-House Notes.:
®2) PO Date........: PO Lines.......:
®3) Delivery Date..: Parts..........:
94) Taxable Y/N..._: Cores..........:
®5) Print Supp Part:
@6) FOB............: Total..........:
@7) Contact
®8) Buyer.
?9) Terms. .

1) Shipvia........:
11) Ship To Account:
12) Tooling Charge.:

Enter supplier number, . name search, or NEW

Figure 45 Manually Create/Adjust a PO

Type in the Supplier number and press ENTER. The Supplier/Vendor code and name will
display while prompting you for a PO number.
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If the Supplier should have open purchase orders in the system, they will display. You can select
one of the existing purchase orders or press ENTER to start a new purchase order for this

Supplier.
OPEN PURCHASE ORDERS FOR SUPPLIER: 12@% PO-NMAN
PO Number PO Date ST Supplier Name \hmount PO Weight
1. W1*12669 @5-25-07 H AUTOPOWER SUPPLIER 4 50 et

Enter item number, (R)edisplay,

<ENTER]

After you have selected your
Supplier or Vendor, the system
will display all non-issued POs
for the Supplier/Vendor that you
entered.

Notice that the purchase order on this
list has a status of hold.

You can select one of the existing

Figure 46 Open Purchase Orders For Supplier

Purchase Order Numbers to be edited or
create a new purchase order.

Type in the PO number and press ENTER. If the PO number is an existing purchase order, the
Supplier/Vendor code and the name will display. You can add, change or delete the purchase
order. Type in the word “NEW” and press ENTER to manually create a new Purchase Order

from this screen.

Manually Create/Adjust a PO

PO-NMAN

Supplier.......:
PO Mumber......:

91) AUTOPOWER SUPPLIER

12345 MAIN ST

13)
14

Special Inst...:
Shipping Inst..:
PO Comments....:

ANYWHERE, FL 32746 N

®2) PO Date........: PO
Delivery Date..: Par
04) Con
?5)
06)
07
08)
09)
1)
11)
12)

Totg

Shipvia......_..:
Ship To Account:
Tooling Charge.:

Type in the word “NEW?” and press
ENTER to create a new purchase order
number. The system will assign a new
purchase order number.

If you would like to assign the purchase
order number do not use asterisks or spaces
in the PO#.

Enter PO number or NEW

Figure 47 Manually Create/Adjust a PO, New PO
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If you use a verbal Purchase Order number, type that Purchase Order number here. The
system will accept a number that it did not assign.

After you type in the Purchase Order Number and press ENTER you will then type in
the PO Date and press ENTER. The default is today’s date but you can change it using
the mm/dd/yy format.

NEW PURCHASE ORDER Manually Create/Adjust a PO PO-NMAN
Supplier.......: 1200
PO Mumber......: 12345
@1) AUTOPOWER SUPPLIER 13) Special Inst...:
12345 MAIN ST 14) Shipping Inst..:
15) PO Comments....:
ANYWHERE, FL 32746 16) In-House Notes.:
®2) PO Date........: @5/25/2007 PO Lines.......: 0
®3) Delivery Date..: Parts..........:
®4) Taxable Y/N._._: Cores....._._..:
®5) Print Supp Part:
@6) FOB............: Total..........:
@7) Contact..._....__:
®8) Buyer..........: ® AUTOPOWER
@9) Terms..........:
1) Shipvia........:
11) Ship To Account: Wl CUST-MAST wl
12) Tooling Charge.:
Accept? (Y,N,E,#,P): _

Figure 48 Manually Create/Adjust a PO, PO Date

Type in an expected Delivery Date for this Purchase order and then press ENTER. This
field is not a required field but it is reflected in the Inventory Inquiry screen when a part
number is on order.

If the materials/parts on the PO are taxable, type in Y and press ENTER. If not type in N
and press ENTER. This is not a required field.

If you wish to print the Supplier Part number on the PO type in Y. If not type in N and press
ENTER. This is the Factory Ref No. in the Inventory Maintenance Screen.

Type in the text for the FOB and press ENTER. It is a Free Form field. Freight On
Board.

Type in the Contact for the Vendor/Supplier and press ENTER.
Type in the operator number of the person who is issuing this Purchase Order and press
ENTER. On some systems this will default to the salesman number who is entering the purchase

order.

The Terms Code and the ShipVia codes fields will default from the Vendor/Supplier
Master record located in the Vendor/Supplier File Maintenance for this Supplier.
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@1) AUTOPOWER SUPPLIER
12345 MAIN ST

ANYWHERE, FL 32746

@2) PO Date........: 05/25/2007
®3) Delivery Date..:
©4) Taxable Y/N....:
®5) Print Supp Part:
®6) FOB......._.._.. :

11) Ship To Account: Wl CUST-MAST Wl
12) Tooling Charge.:

NEW PURCHASE ORDER Manually Create/Adjust a PO PO-NMAN
Supplier.......: 1200
PO Number......: 12345

@7) Contact........:
@8) Buyer..........: @ AUTOPOWER
@99) Terms....__...__:
10) Shipvia :

13) Special Inst...:
14) Shipping Inst..:
15) PO Comments....:
16) In-House Notes.:

number for drop shipments.

Accept? (Y,N,E,#,P): _

The Ship To Number is based on the
branch location for the purchase order. It
may be changed to any valid customer

Figure 49 Manually Create/Adjust a PO, Ship To
Type in the Tooling Charge cost and press ENTER. This cost will be added to the cost

of your PO.

A Tooling Charge is a charge that a supplier may add to the cost of your purchase order
because he had to “tool up” to build something special for you.

Type in the Special Instructions for this Purchase Order and press ENTER.

91) AUTOPOWER SUPPLIER

NEW PURCHASE ORDER Manually Create/Adjust a PO PO-NMAN
Supplier....... 1200
PO Mumber......: 12345

Type in the Special Instructions
for this PO and press ENTER.
These instructions will print on

the PO underneath the Ship Via:

®8) Buyer.......... @ AUTOPOWER

@9) Terms..........:

1) Shipvia........:

11) Ship To Account: wl CUST-MAST wl
12) Tooling Charge.:

13) Special Inst..g
14) Shipping Ingg#

16) In-House Notes.:

Accept? (Y,N,E,#,P): _

Figure 50 Manually Create/Adjust a PO, Special Instructions

Type in the Shipping Information for this PO and press ENTER. These instructions will print
on the Purchase Order below the Special Instructions.
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NEW PURCHASE ORDER Manually Create/Adjust a PO PO-NMAN
Supplier.......: 1200
PO Number......: 12345
®1) AUTOPOWER SUPPLIER 13) Special Inst...
12345 MAIN ST 14) Shipping Inst..:
15) PO Comments....:
ANYWHERE, FL 32746 16) In-House Notes.:
®2) PO Date........: 05/25/2007 PO Lines.......: 0
®3) Delivery Date..: Parts........_.:
©4) Taxable Y/N....: Cores..........:\
®5) Print Supp Part:
06) FOB............c Total..........c These fields will update as
07) Contact........: ) )
08) Buyer..........: 0 AUTOPOWER you add line items to the
@99) Terms....__...__:
10) Shipvia........: purchase order.
11) Ship To Account: Wl CUST-MAST Wl
12) Tooling Charge.:
These fields are used for a

Accept? (Y,N,E,#,P): _ quick summary of the
purchase order.

Figure 51 Manually Create/Adjust a PO, PO Summary
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You will now be prompted to Accept? the Purchase Order.

Your options are:

Accept? (Y,N,E,#,P): __I

-Exit and save changes to this Purchase Order.

N - No, do not accept the purchase order. This will allow you to make changes to the current purchase

order that is being displayed.
E -Exit without saving the changes to this Purchase Order.
# - Select a line number to change.

P - Add new part numbers to this Purchase Order.

ADD PARTS TO A MANUALLY CREATED PO

Type in P and press ENTER to add parts to the purchase order.

The Part Entry Screen below will display.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number...._: 12345 Supplier: AUTOPOWER SUPPLIER

Total value...: .00 MANUAL BLD

Total Weight..: 0.00 lbs Prepaid Freight Minimum: 3$200.00 or 1.00 lbs

vnd PartNumber Description UM Qty C.Cost P.Cost Ext.Cost

To enter part numbers on
the purchase order, type

in A and press

Qoo: Q0H: Min:  e— - Avglz. .
SPK: CBO: Max: S1: 33: Avg6: LastSale:

(A)dd, (D)elete, (F)ind, (R)efresh, quantity (##), or (E)xit
(F5)Edit, (F6)Min/Max, (F7Z)0OverStock, (F8)Inquiry, (F9F/M

Figure 52 Manual Purchase Order - Part Entry

The PO Number that we are creating is 12345. The Supplier is AutoPower Supplier. This is a

Manual Build PO. There is a Prepaid Freight Minimum of $200.00.

To add part numbers to this purchase order, type in A and press ENTER.
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Type in the part number that you wish to order in the part number field and press ENTER. You
can also perform part number searches in this field. Type in (.) followed by the first three numbers
or characters in the part number. You can use all the search features that are in Order Entry also in
this screen.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number.....: 6598 Supplier: AUTOPOWER SUPPLIER

Total value...: 0.00 MANUAL BLD

Total Weight..: ©.00 lbs Prepaid Freight Minimum: $200.00 or 100 lbs

Add/Change/Delete a PO Line

Part Number....: _accl]
®1) Order Qty......: PO Line Qty...:
@2) Core Cost......: PO Core Cost..:
®3) Part Cost......: PO Part Cost..:
PO Ext.Amount.:
@4) Order Desc.....: <<

®5) Message. .. .....:
?6) Release Dates..:

Qoo: o QOH: ® IFM Description:
SPK: @ CBO: © Superseded By..:
uom: AVL: @

Figure 53 Manual Purchase Order, Part Entry
A listing of the part numbers that match your criteria will display.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number...._: 12345 Supplier: AUTOPOWER SUPPLIER

Total value...: 0.0 MANUAL BLD

Total Weight..: ©.00 lbs Prepaid Freight Minimum: $200.00 or 100 lbs

‘ Add/Change/Delete a PO Line
36 Stocked (50 Non-Stock) for "ACC/"

1. ACC 27403E 22.5"X7.5" 10 HOLE DCN WHITE W 20 20 4}
2. ACC  27404E 22.5X8.25 WHITE DCN WHEEL 43 43 8
3 ACC  27406E 24.5X8.25 WHITE DCN WHEEL 48 48 4]
4 ACC  27599AIP ACCURIDE 24.4X8.25 ALUMINUM WH Q @ 4}
5. ACC  27599A0P ALUMINUM WHEEL 24.5X8.25 Q @ 0
6. ACC 23004 19.5X6.00 WHEEL [} @ 2
7 ACC 28112 WHEEL 17.5X6.75 1@ HOLE 8.75"B 12 12 4}
8. ACC  28112E 17.5X6.75 10 HOLE WHITE WHEEL 1 1 0
9. ACC  28145E ACCURIDE 17.5X6.75 6 HOLE WHIT 6 6 4]
1. ACC 28157 22.5X6.75 FORD WHEEL 6 HOLE 8. 20 20 4}
11. ACC  28157E 22.5X6.75 WHITE WHEEL 6-8.75" Q @ 0
12. ACC 238160 ACCURIDE 22.5"X6.75" W HEEL 2 2 1
13. ACC 28192E 22.5"X9" 3.12" OFFSET D.C.N. W 3 3 4}
14. ACC 28408 ACCURIDE 22.5X8.25 10 HOLE 285 2 2 0

Select ITtem#, (F)wd, (B)wd, (N)on-(8)tock, (A1, or (E)xit: I

After selecting the part number and pressing ENTER, you will be prompted to enter the Order
Qty.

Type in the Quantity you wish to order and press ENTER.

The quantity entered must equal the purchase Standard Pack quantity. Example, if there is a
quantity of 8 in the SPK field, you must type in 8.
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If you wish to type in the Supersede number for this part number, you will enter an “S” in this field.
This will bring the Supersede up to the current Part Number field.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number.....: 12345 Supplier: AUTOPOWER SUPPLIER
Total Value...: 0.00 MANUAL BLD

Total weight..: ©0.00 lbs

Part Number..._._: MwWCOOG31E
01) Order Qty......: _ PO Line Qty...:
02) Core Cost..._...: PO Core Cost..:
@3) Part Cost......: 90.40 PO Part Cost..: 99.40
PO Ext.Amount.:
®4) Order Desc.....: 22.5X7.5" WHITE HUB-<«

®5) Message........:
?6) Release Dates..:

Qoo: 0 QOH: @ IFM Description: 22.5X7.5" WHITE HUB-PILOT WHEEL
SPK: 1 CBO: © Superseded By. .
UoM: EA AVL: 0

Enter quantity, or (S)upersede

Figure 54 Manual Purchaser Order, Order Qty

You will now be prompted to enter the core cost for the part if applicable. Type in the core cost and
press ENTER.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number...._: 12345 Supplier: AUTOPOWER SUPPLIER
Total value...: 0.0 MANUAL BLD

Total Weight..: ©.00 lbs

Add/Change/Delete a PO Line

Part Number....: MWCO0631E
®1) Order Qty......: 3 PO Line Qty...: 3 EACH
92) Core Cost......: _ PO Core Cost..:
®3) Part Cost......: 90.40 PO Part Cost..: 90._40
PO Ext.Amount.: 271.20

@4) Order Desc.....: 22.5X7.5" WHITE HUB-<<
®5) Message........:
?6) Release Dates..:

Qoo: o Q0H: © IFM Description: 22.5X7.5" WHITE HUB-PILOT WHEEL
SPK: 1 CBO: © Superseded By..:
uUoM: EA AVL: @

Enter the core cost

Figure 55 Manual Purchase Order, Core Cost Entry

The part cost will automatically display if it has been updated in the Inventory File Maintenance
screen for this part number. If not, you will need to type in the parts cost in this field.

Message Type in a Message to Print on this PO.
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Release Dates Type the Release Dates for this part number on this PO.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number...._: 23456 Supplier: AUTOPOWER SUPPLIER
Total value...: .00 MANUAL BLD
Total Weight..: 0.00 lbs Prepaid Freight Minimum: 3$200.00 or 1.00 lbs
vnd PartNumber Description oty C.Cost P.Cost Ext.Cost
ACC 28408 8 25.00 64.71 717.68
1. Bseses
Quantity A R
Release 3. LS .
Schedule: L
R
6. ../ /. L.
P
8. LSS
9. S .
10. ../ /. L.
11, ../ /s .

Figure 56 Manual Purchase Order, Release Date Entry

The cursor will then go to the bottom of the page prompting you to accept the part number entry.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number.....: 12345 Supplier: AUTOPOWER SUPPLIER
Tetal Value...: ©.00 MANUAL BLD

Total Weight..: ©.00 lbs

Part Number....: MWCOG631E
@1) Order Qty......: 3 PO Line Qty...: 3 EACH
®2) Core Cost......: PO Core Cost..:
@3) Part Cost......: 90.40 PO Part Cost..: 90.40
PO Ext.Amount.: 271.20
®4) Order Desc.....: 22_.5X7.5" WHITE HUB-<<

®5) Message........:
@6) Release Dates..:

Qoo: o QOH: © IFM Description: 22.5X7.5" WHITE HUB-PILOT WHEEL
SPK: 1 CBO: © Superseded By..:
UoM: EA AVL: 0

Accept? (Y)es, (N)o, (E)xit, line (#), (D)elete, or (S)upersede:

Figure 57 Manual Purchase Order Part number entry

Y — Accept the part number entry.
N - Do not accept this part number allow you to make changes.

E -Exit without saving the changes to this Purchase Order.
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# - Select a line number to change.
D -Delete the part number from the Purchase Order.

S - Allows you to type in a supersede part number. You can also enter in the supersede part when
you are on line #1 entering the quantity.

After typing in (YY) to accept this part number on this purchase order, you will return to the main
screen to add another part number to this purchase order. Each new part number will be added to
the top of the list.

Function Keys

While in the Qty field, you can utilize the function keys at the bottom of the screen.

| will explain each one of the function keys below.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number..._..: 12345 Supplier: AUTOPOWER SUPPLIER
Total value...: 1,452.12 MANUAL BLD
Total Weight..: 1,490.00 lbs
vnd PartNumber Description UM Qty C.Cost P.Cost Ext.Cost
ACC 27406E 24.5%X8.25 WHITE EA 8! 70.49 563.92
ACC 28157 22.5X6.75 FORD EA 2! 20.00 120.06 280.12
ACC 28408 ACCURIDE 22.5X8 EA 8! 64.71 517.68
MWC 90631E 22.5X7.5" WHITE EA 1 90.40 90.40
Qoo e QOH: 48 Min:6 MTD:® §52:5 Avg3:1.6 Avglz...:2.4
SPK: 8 CBO:@® Max:8 51:0 S53:4 Avg6:2.0 LastSale:02/21/2006

(Addd, (D)elete, (F)ind, (R)efresh, quantity (##), or (BE)xit
(F5)Edit, (F6)Min/Max, (F7)0OverStock, (F8)Inquiry, (F9)F/M

Figure 58 Manual Purchase Order, Function Key Entry

A)dd Add a new part number to the Purchase Order.
D)elete Delete will remove the part number off of the Purchase Order.
F)ind Find Text. This will allow you to type in a part number or description and locate it

on the purchase order.

R)efresh The Purchase Order may be more than one page in length. If you should perform a
search and you need to refresh your screen to take you back to the top of the page
you can type in the “R” to refresh the screen.

Quantity # The Quantity function will allow you to change the quantity being ordered.
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E)xit The Exit function will allow you to exit the screen.
F5)Edit The F5 Edit function will allow you to edit a part number on the purchase order.
F6)Min/Max The F6 Function will allow you to change the Min/Max for a part number.

F7)Overstock The F7 Function will allow you to view what another location has on hand for this
part number and automatically create a branch transfer and only order the quantity
that is not available from the other location on the purchase order you are creating
now.

When an “!” is followed by the Quantity, this is an indication that there is a quantity available from
another branch location.

The exclamation point is notating that this part is available from another location. Go to the line
item with the exclamation point and press the F7 function key to view the status of the stock at the
other locations. You can then type in the quantity for the part that you need and this will flag the
part for a transfer. If you cannot transfer the total amount of the quantity that is needed, the quantity
ordered on the PO will be reduced so that you can order the remainder from the supplier. An
asterisk will be displayed in place of the exclamation point. You will also have the option to delete
the part number from the PO.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number.....: 12345 Supplier: AUTOPOWER SUPPLIER
Total value...: 1,452.12 MANUAL BLD

Total Weight..: 1,499.00 lbs

Loc Min Max QOH CBO Q00 3MoAvg 6MoAvg 12MoAvg Ostck LastSale Txfraty

W2 19 26 35 @ 5] 9 16 11 9 03/23/06 [
w3 23 32 4 @ 6] 19 16 15 0 03/27/06 5]
w4 5 6 2 @ 5] 5] 4 3 0 12/20/05 5]
W5 9 12 24 @ 5] 7 7 7 12 ©3/23/06 5]
W6 12 16 12 @ 6] 4 4 5 0 03/07/06 5]

Enter Quantity To Transfer

Figure 59 Manual Purchase Order, Overstock

After the PO is issued, the branch transfers will be printed at the location that you are requesting a
part from. The other location will confirm it via Branch Transfer Confirmation and then your will
receipt it via the Branch Transfer Receipt in Order Entry.

The Quantity on Order in Inventory Inquiry is affected by the total amount of the quantity you have
on a transfer and the remaining quantity for the part number on the PO if any. Example on the PO
you wanted to order 10, but you realized you could request a transfer of 7 from another location. In
Inventory inquiry, the QOO will include the total amount of 10. When you type in P to view the
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purchase order it will include the 3 that you have on order with the supplier and the 7 that you have
requested to be transferred from the other location.

After the other branch has confirmed the transfer and then your receipt the transfer, the Quantity on
Order will be reduced by that amount. In this example the QOO will be reduced by 7 and then
reflect the 3 that is on order.

After the PO is received, the remaining Qty of 3 that is shown on order will be reduced completing
the required amount that is needed.

The F6 activity in Inventory Inquiry will be updated with the Transfer In/Out at both branches for
this part number after the confirmation and receipt has taken place. Also, the F6 activity in
Inventory Inquiry will be updated after the receiving in the PO or vice-versa.

F8) Function — The F8 Function Key will allow you view Inventory Inquiry for a particular part
number on the purchase order.

F9) F/M — The F9 Function Key will allow you quick access to the Inventory file maintenance
screen for the part number.

Please notice below, that dark shadow is a colored line that is highlighting the current part number
that is being added or edited on the purchase order. This line on your screen will be in color. In this
screen you can use your arrow keys to move up or down from the beginning and ending part
number on the purchase order.

ON HOLD Manual Purchase Order - Part Entry PO-NMAN
PO Number.....: 12345 Supplier: AUTOPOWER SUPPLIER
Tetal Value...: 1,452.12 MANUAL BLD
Total Weight..: 1,499.00 lbs
vnd PartNumber Description UM aty C.Cost P.Cost Ext.Cost
ACC 27406E 24.5X8.25 WHITE EA 8! 70.49 563.92
ACC 28157 22.5X6.75 FORD EA 21 20.00 120.06 280.12
ACC 28408 ACCURIDE 22.5X8 EA 8! 64.71 517.68
MWC 99631E 22.5X7.5" WHITE EA 1 90.40 90_40
Q00:Q Q0H:48 Min:6 MTD: @ §2:5 Avg3:1.6 Avglz...:2.4
SPK: 8 CBO:0 Max:8 S1:0 53:4 Avg6:2.0 LastSale:02,/21,/2006

(A)dd, (D)elete, (F)ind, (R)efresh, quantity (##), or (E)xit
(F5)Edit, (F6)Min/Max, (F7)0verStock, (F8)Inquiry, (F9)F/M

Figure 60 Manual Purchase Order, Navigation

Type in (E) to exit the part entry screen.
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NEW PURCHASE ORDER Manually Create/Adjust a PO PO-NMAN
Supplier.......: 1200
PO Number......: 12345
®1) AUTOPOWER SUPPLIER 13) Special Inst...:
1234 MAIN ST 14) Shipping Inst..:
15) PO Comments....:
ANYWHERE, FL 32746 16) In-House Notes.:
®2) PO Date........: 05/25/2007 PO Lines.......: 4
®3) Delivery Date..: Parts.._..._._..: $1,412.12
@4) Taxable Y/N....: Cores..........: $40.00
®5) Print Supp Part:
®6) FOB.. ... .. _._..: Total..._ ._.._.: $1,452.12
@7) Contact........:
@8) Buyer..........: @ AUTOPOWER
@9) Terms. ... __..._.:
10) sShipvia........ :
11) Ship To Account: Wl CUST-MAST Wl
12) Tooling Charge.:
Accept? (Y)es, (M)o, (BE)xit, Line (##), (Plarts: _

Figure 61 Manual Purchase Order, Options

Type in (Y) to accept this purchase order.

NEwW PURCHASE ORDER Manually Create/Adjust a PO PO-NMAN
Supplier.......: 1200
PO Number......: 12345
®1) AUTOPOWER SUPPLIER 13) Special Inst...
1234 MAIN ST 14) Shipping Inst..:
15) PO Comments....:
ANYWHERE, FL 32746 16) In-House Notes.:
gg bo bate. ... .. “Would you like to issue and (P)rint, (F)ax, (B)oth or (E)xit the
elivery Date.. . .
ea) Taxable v/n.. .| Purchase Order ? (P,F,B,E):” Both is to Issue, Print and Fax the
®5) Print Supp Part] H
o6y Fop 0P e Purchase order in one step.
@7) Contact........T
®8) Buyer..........: ® AUTOPOWER
@9) Terms..........:
1) Shipvia........:
11) Ship To Account: WL CUST-MAST Wl
12) Tooling Charge.:
Issue and (P)rint, (F)ax, (B)oth, (I)ssue only, or (E)xit! _

Figure 62 Manual Purchase Order, Fax, Print

Options
Print

The purchase order will be printed and issued. The QOO in Inventory Inquiry will now be updated
with purchase quantities.
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Fax

A fax window will display. If the information exists in the Vendor/Supplier record, then it will
display. If not, the information will need to be typed in. The purchase order will be faxed and
issued. The QOO in Inventory Inquiry will now be updated with purchase quantities.

Bow N

Fax phone number...
Attention to.......
Company name. .. .. ..
Your name or number

Press

ceeee - A407-695-8001
........ : MIKE MALLORY

ceee----- AUTOPOWER SUPPLIER

'E' or ‘X‘_to exit

Figure 63 Manual Purchase Order, Fax

Both

The purchase order will be printed, faxed and issued. The QOO in Inventory Inquiry will now be
updated with purchase quantities

Issue Only

The purchase order will only be “Issued”. This will update the QOO in the Inventory Inquiry

screen. The purchase order will not print or fax using this option.

02)
03)
a4)
05)

a7)
08)
09)
1@
11
12)

1234 MAIN ST
ANYWHERE, FL 32746

PO Date........: ©5/25/2007
Delivery Date..: 05/25/2007
Taxable Y/N.._.:
Print Supp Part:

Buyer..........: © AUTOPOWER
Shipvia........:

Ship To Account: Wl CUST-MAST wl
Tooling Charge.:

ISSUED Manually Create/Adjust a PO PO-NMAN
Supplier.......: 1200
PO Number......: 12345

01) AUTOPOWER SUPPLIER 13) Special Inst...

14) Shipping Inst..:
15) PO Comments....:
16) In-House Notes.:

PO Lines.......: 4

Parts..........: $1,412.12
Cores..........: $40 .00
Total.. ... ....: $1,452.12

Accept? (Y)es, (N)o, (E)xit, Line (##), (P)arts: _

Figure 64 Manual Purchase Order, Issue
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It’s time for a review again!

Quiz #3

Questions:

1.

In the Manually Create or adjust a PO screen you can edit a PO that was computer
generated.

True or False

2.

In the Supplier field on the Manually Create or adjust a PO screen you can type in a
supplier number.

True or False

3.

You can create a new vendor/supplier in the manually create/adjust a PO screen but you
must go into the File Maintenance screen and setup the new vendor/supplier
prior to issuing the PO.

In the Purchase Order Number field, you can type in the word to create a
purchase order number.

For the Factory Reference number from the Inventory Maintenance screen to appear on the
PO’s you must answer “Y” to the prompt Print Supplier Part (Y, N).

True or False

6. To delete a part number off of a PO you must first type in a in the Quantity field.

7. In the Manual Purchase Order Entry, you can use the function key to pull up the
Inventory Inquiry screen.

8. If a part number has a superseded part number attached to it you can type in to
order the superseded part number.

9. To change the cost on a part number that you have keyed on a purchase order you can type
in the to be prompted to change the cost.

10. Typing in the letter and options will both issue a purchase order.
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PURCHASE ORDER REVIEW REPORT

This program will allow you to print a purchase order worksheet. You may wish to re-print a copy of a
worksheet after making adjustments to a purchase order or you originally chose not to print a worksheet

when the order was generated.

You will be prompted after you run the worksheet asking if you would like to issue the Purchase Order. If
you do not wish to issue the PO at this time then type in N and press ENTER.

From the Purchasing Menu:

Iil,A::::uT!rm 2K2 - [DEV2.CFG (3)]

E\Ie Edit View Tools Reset Window Help
D E&E - ildhbdE REE!
102/13/2006 (T2188)(P99)

QUALTTY ASSURANCE (MMALLORY) (DEFAULT) 09:17AM

[ BX

- | & x|

2%

Compute a PO
Manually Create/Adjust a PO
Print PO Worksheet

PURCHASING MENU

11. Vendor/Supplier: F/H

12. Vendor/Supplier: Inquiry

13. Vendor/Supplier: PO Inquiry

14. Vendor/Supplier: Cost Matrix F/M
15. PO Reports MENU

Issue a PO
Print a PO
Fax a PO

Cancel a PO

PO Cost Reduction Update
PO Inquiry: Open
PO Inquiry: Closed

D 00 ) Th W e e

ju

Enter Selection:

Type in #3 and press ENTER. This will be the same PO
Worksheet that you may have printed by using the “P”
option in Manually Create/Adjust a PO.

‘Tczclock‘S=Spnnler H=Help! R:ACCESS‘C=Catalng‘N=N0tECards A=AutoMail V:VSI—FAX‘
Figure 65 Purchase Order Worksheet Menu
[ AccuTerm 2000 - [DEV2 (1)] =]
File Edit Wiew Tools Reset Window Help
Dz B & ME0 B Ee e

PURCHASE ORDER REVIEW REPORT PO-RVW

This procedure allows you to print a purchase order worksheet.
You may wish to re-print a copy of a worksheet after making
adjustments to a purchase order or because you originally chose
not to print a worksheet when the order was generated.

Enter the location (W1 W2 ... .. ) P
Enter the purchase order number....._:
Print all parts in the line? (Y N)...:
Print alternate supplier costs? (Y, N):
Print or Display? (P,D)........ ... ...

49,131 B g0,24,1 | @ viewpoint A2 Enhanced | & ldle | T Capture Off | & Telnet | % connected to 10.0.0.22

Figure 66 Purchase Order Review Report Screen
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Enter the location (W1, W2.) Type in “W1” and press ENTER for the location.

Enter the Purchase Order Number  Type in the purchase order number and press ENTER.
Print All Parts in the line? (Y/N)

Type iny and press ENTER. All part numbers in this vendor line will print even though you may not be
purchasing that part.

Type in N and press ENTER for only the part numbers that you will be purchasing on this purchase
order.

Print Alternate Suppliers Cost? Type in N and press ENTER if you do not want to print the Alternate
Supplier costs.

If alternate suppliers have been loaded into your Inventory Master File, you may want to answer
for yes. Alternate supplier’s part number and costs will then be printed to allow the purchaser to
make the best buying decision.

Print or Display? P/D
Type in P and press ENTER to Print the Purchase Order Review Report to the printer.

Type in D and press ENTER to Display the Purchase Order Review Report to the screen.
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An example of a Purchase Order Review Report.

Qty
being
ordered

P1:31:52pm 68 Nov 2684 PURCHASE ORDER WORKSHEET (TREND) —— REVIEHW REPORT PAGE : 1
HOT - APC MOTOR COMPANY Buyer:
PURCHASE ORDER NO: HW1x188.....

for days supply using Z of any lost sales.

Ty F:L TY 12MO LY HD LS
Drder Part Number Descript St-Dt P:P Spk QOH Q00 CBO SL HTD AUG JUL JUN HAY 12MO AVG 12M0 SEP OCT NOV COST SL
|-~ aBC ——

56 11111 SPARK PLUG 11-84 S: 1 98 e 6.8 :} 2.80 6
i3 12345 CV JOINTS 11-84 : 1 27 8 8.8 :} 30.680 8
PO TOTALS FACTORY ORDER REQUIREMENTS

Total Items 51 Hinimum Pieces: [:]

Total Height: 8.686 LBS Hinimum Freight Height: 8 LBS.

Total WD Cost: $136.688 Minimum Freight Amount: $5600.008

Total Core Value: $25.688 Minimum Order Amount: $6.60

$155.688 Freight Policy:

b1=32=85pl 88 Nov 2684 PURCHASE ORDER HWORKSHEET (TREND) —-— REVIEW REPORT PAGE : 2
HOT - APC MOTOR COMPANY Buyer:
PURCHASE ORDER NO: H1x168.....
for days supply using Z of any lost sales.
aTy F:L TY 12MO LY HD LS
pPrder Part Number Descript St-Dt P:P Spk QOH Q00 CBO SL HWTD AUG JUL JUN HAY 12MO0O AVG 12MO0 SEP OCT NOV COST SL
Total part numbers to order: 2
Total stocked parts: 2
@-0-H Inventory Value: 8.68
Quantity on Order Value: 1868.60
Stock Level Value: 8.88

Preferred Freight Carrier: UPS
Standard Payment Terms: HI‘HZ*HS
Last Stock Order was on 11/08/64.
This vendor's lead time is 7 days.

This purchase order's status is Issued to Factory.

Issued To: Ship To:
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p1:32:806pm 88 Nov 2004 PURCHASE ORDER HWORKSHEET (TREND> -- REVIEH REPORT
HOT - APC MOTOR COMPANY Buyer:
PURCHASE ORDER NO: H1x188.....
for days supply using Z of any lost sales.
aty F:L TY 12MO0 LY
prder Part Number Descript St-Dt P:P Spk QOH QOO0 CBO SL HWTD AUG JUL JUN HMAY 12MO0 AVG 12HMO0 SEP

PAGE : 3

WD LS

OCT NOV COST SL

APC MOTOR COMPANY

Order Taken By: ____________________

Press RETURN. . .

Figure 67 Purchase Order Worksheet Review Report

The information that will print on this report will be:

Quantity that you are ordering
Part number

Description of the part

Start date for the part
Factory and Local Pop code,
Standard pack

Quantity on Hand

Quantity on Order
Customer back order

Stock Level

Month-to-Date sales
Monthly Sales

This year sales

Rolling 12-month sales

Last Year Sales

Cost

Last Sale date.
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ISSUE/PRINT/FAX PURCHASE ORDERS

You can also Issue/Print or Fax a PO to the Vendor or Supplier from this menu option. This will update your
Quantity on Order in the Inventory Inquiry screen. The Quantity on Order will be taken into consideration
for future purchase orders until the outstanding purchase orders have been received.

From the Purchasing Menu:

Ii:‘:A::::uT!rm 2K2 - [DEV2.CFG (3)]
Bl Fie Edt Vew Took Reset Window Hep _ & x
e & R EHdE RS ES ¢
1902/13/2006 (T2188)(P99) QUALTTY ASSURANCE (MMALLORY) (DEFAULT) @09:17AH
PURCHASTNG MENU
1. Compute a PO 11. Vendor/Supplier: F/M
2. Manually Create/Adjust a PO 12. Vendor/Supplier: Inquiry
3. Print PO Worksheet 13. Vendor/Supplier: PO Inquiry
4. 1Issue a PO 14. Vendor/Supplier: Cost Matrix F/M
5. Print a PO 15. PO Reports MCNU
6. Fax a PO 16. EDI Purchasing MENU
7. Cancel a PO 17. Stock Level Recalc MENU
8. PO Cost Reduction Update 18. Multi-Branch Purchasing MENU
9. PO Inquiry: Open 19. Create Store Stock Guide
10. PO Inquiry: Closed
Enter Selection:
‘Tczclnck S:Spooler‘H:Help! R=ACCESS |C=Catalog |N=NoteCards |A=AutoMail V:VSI—FAH‘

Figure 68 Issue/Print/Fax a PO From the Menu

Congratulations! You have now created a purchase order and issued it.
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Cancel a Purchase Order

We will now cancel a PO. We will use PO #108 for location W1. You can cancel up to 18 purchase
orders at one time. These Purchase orders can be in a HOLD, ISSUED or BACKORDER status. If a
PO had been issued and then it is cancelled, the (QOO) Quantity on Order in Inventory Inquiry will be
reset. It will no longer show as being on order.

From the Purchasing Menu:

]ﬂAc:uTerm 2K2 - [DEV2.CFG (3)]
E\Ie Edit View Tools Reset Window Help

DEES - 2idhdHERE BL?

Type in #7 and press ENTER.

192/13/2006 (T2188)(P99) QUALITY ASSURANCE (MMALLORY) (DEFAU

PURCHASING MENU

1. Compute a PO 11. v Supplier: F/M

2. Manually CreatefAdjust a PO endor /Supplier: Inquiry

3. Print PO Worksheet Vendor /Supplier: PO Inquiry

4. 1Issue a PO Vendor /Supplier: Cost Matrix F/M
5. Print a PO PO Reports MENU

6. Fax a PO EDI Purchasing MENU

7. Cancel a PO . Stock Level Recalc MCHU

8. PO Cost Reduction Update 18. Multi-Branch Purchasing MENU

9. PO Inquiry: Open 19. Create Store Stock Guide

10. PO Inquiry: Closed

Enter Selection:

R=ACCESS

‘TC:C lock ‘S:Spouler ‘H:Help! V=VSI-FAX ‘

C=Catalog ‘N:NuteCards ‘A:AutoHai 1

Figure 69 Cancel a PO Menu

The Cancel Purchase Orders screen will display as shown below.
[ Drceuterm 2000 pEV2)

[N AccuTerm 2000 - [DEV2 (1 JRETES
. Flle Edit View Tcols Reset Window Help MEIE
D& 0 &% he sD|[Es: =0 2
10/11/04

CANCEL PURCHASE ORDERS PO-CANB

ITEN  Loc PO NUNBER  STATUS DATE [SSUED TO

“ You may cancel up to 18 Purchase Orders at one time.
“ These POs will be cancelled and the 000 will be reset
“if the PO was already I[ssued.

GRS

Bess | B | W vewsor asimces | @ue Scneon | ghiers | L comesisaia 1000z

Figure 70 Cancel Purchase Orders Screen
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Type in the location W1 and press ENTER.

Type in the PO # and the status of the invoice and date will display. Press ENTER to go line #2 to
enter your next purchase order to cancel. After entering your last purchase order to cancel press

& AccuTerm 2000 - [DEVZ (1)] EE|
&, Fie Edit View Tools Reset Window Help _ ‘E | x|
0D B & fRB B S0 T8 2
11/08/04 CANCEL PURCHASE ORDERS PO-CANB
ITEM  LOC PO NUMBER  STATUS DATE ISSUED TO

Wl 108 I APC MOTOR COMPANY

86,1 80,241 | @ Viewpoint A2 Enhanced | & ldle | @9 Capture Off | & Telnet | & connected to 10.0.0.22

There are only 3 statuses that will
display in the status field.

The Purchase Order is on hold and
has not been issued.

The Purchase Order has been issued.

The Purchase Order is
completed/received.

Figure 71 Cancel Purchase Orders Example

You will be prompted:

Do you wish to cancel these PO’s?”

If you answer for yes, the Purchase Orders will be cancelled from the system and a prompt will display as “PO

Cancellation Complete”

If you answer for no, the cursor will return to the Location field.

Once a PO has been cancelled it cannot be recovered. It has been deleted from the system.
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VENDOR PO INQUIRY

This Vendor PO Inquiry allows you to view purchasing information for a particular supplier or

Vendor.

From the Main Menu - Inventory Main Menu - Purchasing Menu - Vendor/Supplier: PO

Inquiry

JELA::!:IIT!rm 2K2 - [DOCUMENTATION.CFG (3)]
ﬂ File Edit ¥ew Took Reset Window Help

Type in #13 and press ENTER.

b d& BoFROdE RS = ?
01/31/2006 (T12620) (P99) QUALITY ASSURANCE (MMALLORY) (DEFAULT) 12:08PH
PURCHASING MENU
1. Compute a PO 11. Vendor/Supplier: F/M
2. Manually Create/Adjust a PO 12. VYendor/Supplier: Inquiry
3. Print PO Worksheet 13. Vendor/Supplier: PO Inquiry
4. 1Issue a PO 14. VYendor/Supplier: Cost Matrix F/M
5. Print a PO 15. PO Reports MENU
6. Fax a PO 16. EDI Purchasing MENU
7. Cancel a PO 17. Stock Level Recalc HENU
8. PO Cost Reduction Update 18. Multi-Branch Purchasing MENU
9. PO Inquiry: Open 19. Create Store Stock Guide
10. PO Inquiry: Closed
Enter Selection:
‘TC:Clnck S=Spooler [H=Help! [R=ACCESS |C=Catalog |N=NoteCards |A=AutoMail v=VSI—FAX‘
Figure 72 Vendor/Supplier PO Inquiry Menu
mE |
% Flle Edit View Took Resst Window Help =15 x|
D @ &% e N0 Ra W §
VENDOR PURCHASE ORDER THQUIRY PO-VINQ

VEINDOR:

YTD PURCHASES:
YTD ORDERS:
AVG ORDER VALUE:

AVG DAYS TO FILL ORDER:

ORDER FILL %' AGE
LAST STOCK ORDER:

LOC ORDER  DAYS SUPPLY DATE  B/O STATUS

SHIP TO: ORDER-VAL $BAL DUE

Bron | @ | Mo azeuances | @ | icwneon | ghTene | % conmecndin 100022

Figure 73 Vendor Purchase Order Inquiry Screen
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Field Descriptions

YTD Purchases

YTD Orders

AVG Order Values

AVG Days to fill an Order

Orders Fill Percentage

Last Stock Order

2 AccuTerm 2K2 - [DEV2.GFG (1)]
& Fle Edt View Toos Reset Window Hep

heEE avrndUE R '@ ¢

Year —to-date purchases in Dollar Volume

Number of orders placed this year

Dollar Average per order

Average number of days to fill an order

Percentage of the line items that are filled by the supplier

Date of last Purchase Order

LEx

VENDOR PURCHASE ORDER INQUIRY PO-VING
VENDOR:  HOT APC MOTOR COMPANY €
YTD PURCHASES: 146005746 AVG DAYS TO FILL ORDER: 29
YTD ORDERS: 168 ORDER FILL %'AGE: 44 4%
AVG ORDER VALUE: 3119.78 LAST STOCK ORDER: 11/08/04

LOC ORDER DAYS SUPPLY DATE  B/0 STATUS

SHIP TO: ORDER-VAL $BAL DUE

O DEVZ.CFG (1) & Cynthia’s Workorder ...| & WD DESQSERVER (3) |

Do you wish to see Monthly Purchase Order § Volume? (Y N): _

Type in the Vendor Code and press
ENTER.

& B 70,241 [B80241 | viewpoint Az Enhanced hide T captre OF [hTelnet | % cornested to 100.0.22

Figure 74 Vendor Purchase Order Inquiry Example

The system will display the following prompt at the bottom of the screen.

""Do you Wish to See Monthly Purchase Order $ Volume? (Y/N)"

If you answer for yes, the system will display 24 months of purchase history.
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g x

G Fle Edr view Tooks Reset Window Hep E
D= d& pRDHE RS = ?
VENDOR PURCHASE ORDER INQUIRY PO-VINQ
VENDOR: MOT APC MOTOR COMPANY
YTD PURCHASES: 1460057.46 AVG DAYS TO FILL ORDER: 29
YTD ORDERS: 468 ORDER FILL %'AGE: 44 4%
AVG ORDER VALUE: 3119.78 LAST STOCK ORDER: 11/08/04
LOC ORDER DAYS SUPPLY DATE  B/0 STATUS SHIP TO: ORDER-VAL $BAL DUE
SEP 2004= 1391 .48 SEP 2003= 0.00
AUG 2004=  66935.67 AUG 2003= 0.00
JUL 2004= -20268.64 JUL 2083= .08
JUN 2004= 262903.41 JUN 2003= 0.00
MAY 2004=  43681.09 MAY 2003= 0.00
APR 2004=  82035.66 APR 2003= 0.00
MAR 2004= 4108628.57 MAR 2003= .08
FEB 2004= 612750.22 FEB 2003= 0.00
JAN 2004= 0.00 JAN 2003= 0.00
DEC 2003= 0.00 DEC 2002= 0.00
NOV 2803= 0.00 NOV 2082= .08
OCT 2003= 0.00 0CT 2902= 0.00
Do you wish to see Purchase Order display? (Y N): _
[ DEV2.CFG (1)  Cyritria’s workorder .| & D DESGSERVER (3) |
3 B61241 Be024,1 B viewport A2 Enhanced hide [9captire OF \ghTenet | & connected to 10.0.0.22
e

Figure 75 Vendor Purchase Order Inquiry Example

If you answer for no to the prompt, “Do you Wish to See Monthly Purchase Order $ Volume?” The
following screen will display listing all of the selected Vendors PO’s.

T AceuTerm 2K2 - [DEV2.CFG (1)] =]
a x

& Fie Edt vew Took Reset Wndow Hep E
e d & BidEmp lE R SERT
VENDOR PURCHASE ORDER INQUIRY PO-VINO
VENDOR: MOT APC MOTOR COMPANY
YTD PURCHASES: 1460057.46 AVG DAYS TO FILL ORDER: 29
YTD ORDERS: 468 ORDER FILL %'AGE: 14 4%
AVG ORDER VALUE: 3119.78 LAST STOCK ORDER: 11/08/04
LOC ORDER DAYS SUPPLY DATE  B/0 STATUS SHIP TO: ORDER-VAL $BAL DUE
Wl 108 MANUAL BLD 11/08/04 ISSUED Wl 152.40  152.49
Wl 104 MANUAL BLD 11/08/04 ISSUED Wl 83.18 83.18
W1 105 MANUAL BLD 11/08/04 RECEIVED w1 1037.50 1037.50
W1 107 MANUAL BLD 11/08/04 HOLDING w1 0.00 0.00
Enter PO number for detail, or E to exit: LoC: PONO:
0 DEV2.CFG (1) & Cynria’s workorder .| & WD DEsQsERVER (3) |
@ @s2,241 Bs024,1 B viewpont A2 Enhanced Eidee [T Capture OF g Telnet | % cornected to 10.0.0.22
= — = -

Figure 76 Monthly Purchase Order Volume

The following prompt will allow you to view a specific Purchase Order.

"Enter PO number for detail, or E to exit: LOC: PONO:"
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Type in location and press ENTER. The cursor will advance to the PONO field.

Type in Purchase Order number and press ENTER. The detailed line items for the selected purchase

order will display.

T AccuTerm 2K2 - [DEV2.CFG (1)]

& Fle Edr Vew Tooks Reset Window Help

e d & raodE RS =R 9
PURCHASE ORDER TNQUIRY P0O-TNQ
Loc............: Wl  APC CORP STATUS = T - ISSUED
PO Number......: 108 APC HOTOR COMPANY
PO Date........: 11/08/04
PO value. ... .. .: $152.40  0.001bs
# Days Supply..:  MANUAL BLD

Last Receipt...:

Part Number |UH| 1Y ‘ Unit Price | Extnd Price ‘ Q-0-H ‘ 0-0-0

ABC 11111 EA 50 1.96 98.00 90
ABC 12345 EA 1 2919 54.40 27
Press to enter another PO._

O DEV2.0FG (1)  workorder destiratio... | 8 WD (3) |

@ @eoz41 Bleo24,1 B viewpoint a2 Erhanced &hide TCapture OFf gp Telnet | % connected to 10.0.0.22
R

=

x

Figure 77 Purchase Order Inquiry
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Purchase Order Inquiry

The Purchase Order Inquiry allows you to view the status of Purchase Orders that have been generated. This

will only show PO’s that are open and have not gone to history.

From the Main Menu >Inventory Main Menu> Purchasing Menu> PO Inquiry

JEl AccuTerm 2K2 - [DOCUMENTATION. CFG (3)]
E\\e Edt View Took Reset Window Help
D&t i da Ba '@t @

01/31/2006 (T2620) (P99) QUALITY ASSURANCE

(MMALLORY) (DEFAULT) 12:08PM

PURCHASTNG MENU
1. Compute a PO 11. Vendor/Supplier:
2. Manually Create/Adjust a PO 12. Vendor/Suppli#®® Inquiry
3. Print PO Worksheet 13. Vendor 1er: PO Inquiry
4. 1Issue a PO . Supplier: Cost Matrix F/H
5. Print a PO 0 Reports MENU
6. Fax a PO EDI Purchasing MENU
7. Cancel a PO . Stock Level Recalc MENU
8. PO Cost Reduction U 18. Multi-Branch Purchasing MENU
9. PO Inquiry: Open 19. Create Store Stock Guide
10. PO Inquiry: Closed
Enter Selection:
‘TC:Clnck S=Spooler |H=Help!' [R=ACCESS C=Catalng‘u=nntecards A=AutoMail V=VSIfFAx‘

Type in #9 and press ENTER.

Figure 78 Purchase Order Inquiry Open

The Purchase Order Inquiry Screen will display as shown.

Ac::uTerm 2K2 - [DEV2.CFG (1)] DB\
& Fle Edr Vew Tooks Reset Window Help _alx
e d & = ME el A R
PURCHASE ORDER INQUIRY PO-INQ

Loc............: Wl APC CORP STATUS = T - ISSUED
PO Number......: 108 APC MOTOR COMPANY
PO Date........: 11/08/04
PO value.......: $152.40  0.001bs
# Days Supply..:  MANUAL BLD
Last Receipt...:

Part Number |UH| aTy ‘ Unit Price | Extnd Price ‘ 0-0-H ‘ 0-0-0
ABC 11111 EA 50 1.96 98.00 90
ABC 12345 EA 1 29.19 54.49 27

Press to enter another PO._

O DEV2.CFG (1)  workorder destiratio...| 8 WD (3) |
& Bso24,1  Be024,1 Bl viewpoint A2 Enhanced |Shidle MCapiure OFF g Tenet | 5 connected to 10.0.0.22

Figure 79 Purchase Order Inquiry Field Descriptions

Type in the branch location number and press ENTER.
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Type in the Purchase Order number and press ENTER.

The Purchase order will display to the screen if it is a valid open PO number that you entered. If not, the

message “PO is not on file, re-enter” will display.

PO Date will display the date the PO was generated.

Dollar Value will display the total cost of this PO.

# Days Supply — If the PO was manually created then in this field would display MANUAL BLD. If this
PO was computer generated then the # of days supply would display in this field. Example — Avg 50 Days.

I AccuTerm 2K2 - [DEVZ.CFG (1)]
& Fle Edr Vew Toos Reser Window Help

e & dRDLEJER G 2N ?

A=l

PURCHASE ORDER INQUIRY PO-INQ
Wl  APC CORP STATUS = I - ISSUED
108 APC MOTOR COMPANY
11/08/04
$152.40 0.001bs
# Days Supply..:  MANUAL BLD
Last Receipt...:
Part Number |UM| Q1Y ‘ Unit Price | Extnd Price ‘ Q-0-H ‘ 0-0-0
ABC 11111 EA 50 1.96 98.900 90
ABC 12345 EA 1 29.190 54.40 27

Press

0 DEV2.CFG (1) & Workorder destinati.. | & WD (3)

to enter another PO._

@ @eo241 Bg0,24,1  Bviewpoint 42 Erhanced (Ehidle M Capture OFf h Telnet | % connected to 10.0.0,22
= — = —

Figure 80 #Days Supply Manual Bld

Date of Last Receipt will display the date all parts on the PO were received or when partial orders with

backorders have been received.

The detail for the part numbers will display on the second half of the screen. The information that will

display to the screen about each part number is:

Unit of Measure

Quantity that was ordered
The receiving date

The total quantity received
The unit cost

The extended price
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Purchase Order History Inquiry (Closed)

The Historical Purchase Order History Inquiry will allow you to view a closed Purchase Order with the line-
item detail. A Purchase Order is moved to the History File when it has been received and posted.

From the Main Menu >Inventory Main Menu> Purchasing Menu> PO Inquiry: Closed

JiLAccuT!rm 2K2 - [DOCUMENTATION.CFG (3)]
ﬂa\e Ecit Mew Tools Reset Window Help

b | & B R dE RS EE R
01,/31/2006 (T2620) (P99) QUALTTY ASSURANCE (MHALLORY) (DEFAULT) 17:08PH
PURCHASING MENU
1. Compute a PO 11. Vendor/Supplier: F/M
2. Manually Create/Adjust a PO 12. Vendor/Supplier: Inquiry
3. Print PO Worksheet 13. Vendor/Supplier: PO Inquiry
4. Issue a PO 14. Vendor/Supplier: Cost Matrix F/M
5. Print a PO 15. PO Reports MCNU
6. Fax a PO 16. EDI Purchasing MENU
7. Cancel a PO 17. Stock Level Recalc MENU
8. PO Cost Reduction Update 18. HMulti-Branch Purchasing MENU
9. PO Inquiry: Open 19. Create Store Stock Guide
10. PO Inquiry: Closed
Enter Selection:
|TC:Clnck S:Spnnler‘H:Help! R=ACCESS C:Catalng|N=M0teCards A:Authail‘V:VSIfFAX‘

Type in #10 and press ENTER.

Figure 81 Purchase Order Inquiry Closed

T AccuTerm 2K2 - [DEV2.CFG (1]
B e Edt Vew Toos Reset Window Hep |

Dz H & R UHE RS B 7
PURCHASE ORDER HISTORY INQUIRY PO-HINQ
loc............: Wl  APC CORP STATUS = X - Completed - Posted
PO Number... . ..: 109 TIMKEN BEARINGS
PO Date... .. 11/09/04
PO Value.......: $0.00 0.001bs
# Days Supply..:  MANUAL BLD

Last Receipt...: 11/09/04 3)

Part Number ‘UH‘ Ty ‘Rcv Date‘Tutal Rcv‘unit Price‘ Extnd Price

THK  JLH813049 EA 2 11/09/04 2 17.29 34.58
THK  6386A EA 2 11/09/04 2 114.60 229.20
THMK  DD46386 EA 2 11/09/04 2 16.83 33.66

O DEV2.CFG (1) & Workorder destinatio.

& o024t [B80,24,1 [ BvViewpoint A2 Enhanced Shidie [HHCapture OFF hTeinet | S connected to 10.0.0.22

x

Figure 82 Purchase Order History Inquiry Screen

Type in Location W1 and press ENTER.

Status = X Completed — Posted
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Type in the Branch Location Number and press ENTER.

Type in the Purchase Order Number or a Part Number and press ENTER.

The information pertaining to this PO or Part Number will display to the screen.

PO Date will display the date the PO was generated.

Dollar Value will display the total cost of this PO.

# Days Supply will tell you if the PO was manually created or if it was computer generated by the system.

Date of Last Receipt will display the date all parts on the PO were received. Also, in this field will display
how many receiving (backorders) there were for the purchase order being displayed.

The detail for the part numbers will display on the second half of the screen. The information that will
display to the screen about each part number is:

Unit of Measure

Quantity that was ordered
The receiving date

The total quantity received
The unit cost

The extended price
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It’ time for a Review Again!
Quiz #4
Questions:

1. Purchase Orders can be issued from the Purchasing Menu and also, they can be
issued when you print a PO from the Manually Create/Adjust a PO program.

True or False

2. Purchase Orders must be issued to show the Quantity on Order in the Inventory
Inquiry Menu.

True or False

3. If a PO has been issued and then it is cancelled the Quantity on Order will be reset.
True or False

4. You can cancel an issued PO.

True or False

5. When a Purchase Order has been received and posted it is moved to the History File.
You must then view this PO in the Purchase Order HISTORY inquiry.

True or False

6. You have 2 types of PO’s. A Manual Build purchase order and a Computer-
Generated PO.

True or False

7. You cannot view line-item detail for a purchase order that is viewed in Purchase
Order History Inquiry.

True or False
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Purchase Order Reports

On the next few pages, we will list the Purchase Order Reports as they are shown on the menu giving
examples of each report. These reports can be run at any time during the month as a purchasing tool for you
to make the best buying decisions.

5 AccuTierm 2K2 - [DEV2.CFG (1)] E@B‘
a8 x

@Eﬂe Edit Yiew Tools Reset Window Help a

b dae  aidndpdE R &'E% ?
11-22-2004 (T1096) (PO) QUALITY ASSURANCE (MMALLORY) (DEFAULT) 01:17pm

PURCHASE ORDER REPORTS

...Issued PO List

...Holding PO List

...PO Detail By Part Number

...PO's On B/O List

...PO Report By Buyer

...B/0 Report -- Part Number Detail
...Yendor/Supplier Master Listing
..Sales Movement Report

B0~ S M i o N =

Enter Selection:

|TC=Clan S=Spooler |H=Help! k:ACCESS|C=Catalng|u=untecards A=Authail|v=VSI—FAx‘

0 DEVZ.CFG (1)

& B25141 0,241 B viewpoint Az Enhanced &Shide [N Captire OFf g Telnet | % connected to 10,0.0.22
— — — — —
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Issued PO List

&g 2t gRpdE Bs 2k ¢

11-22-2004 (T1096) (P0) QUALITY ASSURANCE (MMALLORY) (DEFAULT) 01:17pm

PURCHASE ORDER REPORTS
<

...Issued PO List
...Holding PO List
...P0O Detail By Part Number

_..P0's On B/0 List

...P0 Report By Buyer

...B/0 Report -- Part Number Detail
...Yendor/Supplier Master Listing
..Sales Movement Report

00 " O LA L N

Enter Selection:

|TC=Clnck S=Spooler |H=Help!

R=ACCESS‘c:catalng|u=unteCards

A=AutoMail | V=VSI-FAX |

O DEVZ.CFG (1)

& [E2,14,1 Es0241 | viewpoint A2 Erhanced (Ehide TICapture OFF | Telnet | 5 connected to 10.0.0.22
— — — — —

Type in #1 and press ENTER.

This report will reflect all Open Purchase Orders and Back Orders for one or all branch locations.

Enter Location or ALL: Type in the branch location W1, W2 or the word “ALL” and press ENTER.

Do you wish to produce this report? (Y, N):
TypeinaY and press ENTER to print the report.

Type inan N and press ENTER to return to the menu.
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[T AccuTerm 2K2 - [DEV2.CFG (1)] =
F X

& fle Edt vew Toos Reser wndow Hep E

e E S R UER S @ 9
ISSUED PURCHASE ORDER LIST PO-OLIST

This procedure will print a report of all Open Purchase Orders
and Back Orders for one or all branch locations.

Enter Location or ALL: Wl

Do you wish to produce this report? (Y,N): Y

PO SORT IN PROGRESS....REPORT TO FOLLOW.Spooler Entry #261

O DEV2.CFG (1)

@ B28,141 [B50,24,1 Bl viewpoint A2 Enhanced Sidie [ Capture OFf | Telnet | 5 connected to 10.0.0.22

Figure 83 Issued Purchase Order List Screen

Example of Issued Purchase Order List

20 Oct 2004 ISSUED PURCHASE ORDER LIST PAGE1
P/O

SUPPLIER SUPPLIER NAME LOC ORDER DATE ST BO AMOUNT EXP-DELDT
102 ABC TRUCK PARTS W1 7258 10-20-04 1 12 49440 10/25/04
102 ABC TRUCK PARTS W1 7259 10-21-04 1 22 589.50 10/25/04
102 ABC TRUCK PARTS W1 7260 10-23-04 1 35 22550 10/30/04
102 ABC TRUCK PARTS W1 7262 10-25-04 1 21 344 58 10/31/04
102 ABC TRUCK PARTS W1 7267 10-28-04 1 12 659.50 11/01/04
102 ABC TRUCK PARTS W1 7269 10-29-04 1 19 658.60 11/04/04
102 ABC TRUCK PARTS W1 7270 10-30-04 1 12 36565 11/07/04
102 ABC TRUCK PARTS W1 7271 10-31-04 1 5 568.50 11/08/04
ok 3906.23
110 BIGBROS. HAULING W1 7360 10-15-04 1 4 12504 10/14/04
Ak 125.04
780 BACKYARD JUNKERS W1 9890 10-31-04 10 250,00 11/15/04
A 250,00

428127
11 records listed

Figure 84 Issued Purchase Order List
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Holding Purchase Order List

This procedure will print a list of all purchase orders, which are currently on hold, awaiting
issuance to the supplier.

Enter Location or ALL:

Do you wish to produce this report? (Y, N):

A:cuTlrm 2Kz - [DEV2.CFG (1)] E@
8 x

|B Fie Edt Vew Tools Reset Window Hep G

D d& vRDUE RS @ ?
HOLDING PURCHASE ORDER LIST PO-HLIST

This procedure will print a list of all purchase orders which
are currently on hold, awaiting issuance to the supplier.

Enter Location or ALL: Wl

Do you wish to produce this report? (Y,N): Y

0 DEY2.CFG (1)

& [Bs312,1 Bsoe41 B viewpont A2 Enhanced [&Shide M Capture OF < Tenet | = connected to 10.0.0.22

Figure 85 Holding Purchase Order List Screen

20 Oct 2004 HOLDING PURCHARE ORDER LIST PAGE1

PO-HDNG.... P/O

SUPPLIER SUPPLIER NAME LOC ORDER DATE 3T EBO AMOUNT SHIP TO

W1*7566 ABC TRUCK PARTS W1 7566 10-01-04 H 1375.00 W1

s 1375.00

W1*8540 ACMESPARK PLUGH W1 8540 10-15-04 H 862.91 APC CO.
123 MAIN 5T
ORLANDO, FL 32807

kol 862.91

Figure 86 Holding Purchase Order List Example
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Purchase Order Detail by Number List

This procedure will print a report of the part number detail for a specific purchase order and
branch location.

Enter Location, or All: Type in the location or the word “ALL” and press ENTER.

Enter PO Number or All: Type in the Purchase Order Number or the word “ALL” and press

ENTER.

Do you wish to produce the report? (Y, N): Type in Y and press ENTER to print the report.
Type in N and press ENTER to return to the menu.

1 AccuTerm 2K2 - [DEVZ.CFG (1)] r_j

Ex

B me Edt vew Toos Reset window ep
O W& B SRPpEERS ®E R
PURCHASE ORDER DETAIL BY PART NUMBER LIST PO-VLIST

This procedure will print a report of the part number detail
for a specific Purchase Order and Branch Location.

Enter Location, or ALL: W2
Enter PO Humber, or ALL: 4270

Do you wish to produce the report? (Y,N): Y

Purchase order selection in progress...0 records listed.
BSpooler Entry #266

0 DEVZ.CFG (1)
@ @28141 Beo2d,l B viewport A2 Enhanced &hide ThCapture OF @ Tenet | S cormected to 10.0.0.22

Figure 87 Purchase Order Detail by Part Number List Screen

02:27 39pm 20 Oct 2004 PURCHASE ORDER DETAIL BY PART NUMBER Page 1l
S, TIMES

LOC PO Number  Supplier Po Date BOD YND Part Number QTY.ORD WD Price  Core Price Total Po-Cost
w2 4720 102 I 10/20/04 MOT EV111 2 339 0.00 $6.78
W2 4720 102 I 10/20/04 MOT EV233 1 2.10 0.00 $2.10
w2 4720 102 I 10/20/04 MOT EVW262 1 237 0.00 $2.37
w2 4720 102 I 10/20/04 MOT FA1632 1 8.92 0.00 $8.92
W2 4720 102 I 10/20/04 MOT Fal111 2 339 0.00 $6.78
w2 4720 102 I 10/20/04 MOT G3222 1 2.10 0.00 $2.10
W2 4720 102 I 10/20/04 MOT H33321 1 237 0.00 $2.37
w2 4720 102 I 10/20/04 MOT H52522 1 9.23 0.00 $9.23

Aolok $40.65
bk $40.65

8 records listed,

Figure 88 Purchase Order Detail by Part Number Example Report
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Purchase Orders on Back Order List

This procedure will print a report of the Back Ordered Purchase Orders for a specific Location or
a Specific Supplier.

Enter Location, or ALL: Type in the branch location or the word “ALL” and press ENTER.

Enter Supplier/Vendor Code, or ALL: Type in the Supplier/Vendor Code or the word
“ALL” and press ENTER.

Ac:uTrrm 2K2 - [DEV2.CFG (1)]

E mle Edt vew Took Reset Window Help NEIE
e dH & Ro R dE RS ®! 7
PURCHASE ORDERS ON BACK ORDER LIST PO-BLIST =]

This procedure will print a report of the Back Ordered
Purchase oOrders for a specific Location or a specific Supplier.

Enter Location, or ALL: Wl

Enter Supplier/Vendor Code, or ALL: MOT

PO SORT IN PROGRESS... REPORT TO FOLLOW.Spooler Entry #267

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, .
[0 DEV2.0FG (1)
& [Els141 [Blso,z41  [Blviewpont Az Enhanced [Shide [ Captire OF |ZhTeinet | % connected to 10.0.0.22
Figure 89 Purchase Orders on Back Order List Screen
03:25:13pm 20 Oct 2004 PURCHASE ORDERS ON BACK ORDER LIST PAGE |
P/O
LOC ORDER DATE 5T BO AMOUNT SUPPLIER NAME SHIP TO:
W1 7474 1o/01/04 1 20 9,750.00 MOT FORD MOTOR CO W1
W1 7595 10/15/04 1 10 5,555.00 MOT FORD MOTOR CO W1

Figure 90 Purchase Orders on Back Order Report Example
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Report of Purchase Orders by Buyer

This procedure will print a report of Purchase Orders that are in the status of:
I-Issued, H- Holding, X — Completed, ALL — Listing All purchase order.
Branch Loc, or ALL: Type in the Branch location or the word “ALL” and press ENTER.

PO Status (I, H, X, ALL): Type in the PO Status and press ENTER.
| = Issued

H= Hold

X = Completed and Posted.

OS = Overstock Return

Late Pos only? (Y, N): Type in Y if you would like to print only late PO’s and press ENTER.
This is based on the expected delivery date.

Types in N if you would like to print all PO’s and press ENTER.

Buyer ID, or ALL: Type in the Operator Number or the word “ALL” and press ENTER.

(P) rint, or (D)isplay: Type in P and press ENTER to print the report. Type in D and press
ENTER to display the report to the screen.

Do you wish to proceed with the report? (Y, N): Typein Y and press ENTER to print the
report. Type in N and press ENTER to return to the menu.

@ AccuTerm 2K2 - [DEV2.CFG (1)] =15
E mle Edt vew Took Reset Window Help NEIE
e dH & Ro R dE RS ®! 7
REPORT OF PURCHASE ORDERS BY BUYER PO-RB

Branch Loc, or ALL......: WL  APC CORP

PO Status (I,H,¥X,ALL)...: ALL

Late POs only? (Y,N)....: N

Buyer ID, or ALL........: ALL All Buyers selected.

(Mrint, or (D)isplay...: D
O DEV2.CFG (1)
& [E34,13, [Blso,24,1  [Byiewpont Az Erhanced [Shide [ Captire OF |ZhTelnet | % connected to 10.0.0.22

Figure 91 Purchase Orders by Buyer Report Screen
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Example of Purchase Orders by Buyer Report

10-21-2004
LOC ORDER
W1 3516
w2 3212
w2 3218

OPER
NBR

REPORT OF PURCHASE ORDERS BY BUYER

DATE SUPPLIER VENDOR NAME
04/25/04 CRB CRB
10/01/04 MOT MOT
10/15/04 WIX WIX

ST
I

BO

1

P/O
AMOUNT EXP-DELDT
85.00 10/31/04
65.00 10/24/04
165.00

Figure 92 Purchase Orders by Buyer Report
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BACK-ORDER REPORT — PART NUMBER DETAIL

This procedure will print a report of the PO Back Ordered part numbers for a specific Branch

Location, specific vendor or all vendors.

Enter Location, or ALL: Type in the branch location or the word “ALL” and press ENTER.

Enter the Vendor Code or “All” for all vendors: Type in the Vendor Code or the word
“ALL” for all vendors and press ENTER.

[ AccuTerm 2K2 - [DEV2.CFG (1)] D@
@B\e Edit Y¥iew Teools Reset Wndow Help - 8 x
Dedae aidudpdE R &'ek ¢

BACK ORDER REPORT -- PART NUMBER DETAIL PO-BOVN

This procedure will print a report of the PO Back Ordered
part numbers for a specific Branch Location, specific
vendor or all vendors.

Enter Location, or ALL: Wl

Enter the Vendor Code or 'ALL' for all vendors: ALL

REPORT IN PROGRESS...Spooler Entry #268

0 DEV2EFG (1)

& @141 o241 (B viewpoint A2 Erhanced (Ehlde HCapture OFF (ZhTenet | % conmected to 100.0.22

Figure 93 Back Order Report by Part Number Screen

Example of the PO Back Order Report — Part Number Detail. This report will show totals.

YT YYD oYY R Tyt T oY e T T
r83=22=51pl 22 Nov 2004 PO BACK ORDER REPORT - PART NUMBER DETAIL Pﬂlﬁ= 1
TIMES
JLOC PO Number SUPPLIER BO'D PO Date VND Part Number DESC POP QTY.ORD WD Price Core Price TOTAL PO-COST
I“l 7474 HOT 20 84-87-84 MOT YS268 PULLEY/CAP 208 13.69 6.88 $2,738.00
M1 7474 HOT 20 84-87-84 MOT YS292 IDLER ASY - ACC 1 9.97 .00 $9.97

Figure 94 PO Back Order Report by Part Number Detail Report Example
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VENDOR/SUPPLIER MASTER LISTING

2] AccuTerm 2K2 - [DEV2.CFG (1)]
ﬂE\Ie Edit View Tools Reset Window Help

D@ &g idad dERE B ¢

=

11-22-2004 (T1096) (PO) QUALITY ASSURANCE (HMALLORY)(Q;F

PURCHASE ORDER REPORTS

Type in #7 and press ENTER.

...Issued PO List

...Holding PO List

...P0O Detail By Part Number

..P0O's On B/O List

...PO Report By Buyer

..B/0 Report -- Part Number Detai
...Yendor /Supplier Master Listing
..Sales Movement Report

G0~ T LA e N

Enter Selection:

‘TC:Clnck S=Spooler [H=Help! |[R=ACCESS |C=Catalog N=NoteCards

A=AutoMail

V:VSI—FAX‘

0 DEVZCFS (1)

& (Bl 28,14,1

Blg0,24,1 B viewpoint A2 Erhanced [hidie (M Captire OFF [ g Telnet | % connected to 10,0.0.22

Figure 95 Vendor/Supplier Master Listing Menu

There are three report options from this screen.

Vendor/Supplier List with P.O. Minimums

AccuTerm 2K2 - [DEV2.CFG (1)]

Ei\e Edt Mew Tooks Reset Window Hep
D d& rRDHE RS E: ?
VENDOR/SUPPLIER MASTER LISTING

[Ty

Type in #1 and press
ENTER.

Report Options: /
1. VENDOR/SUPPLIER LIST WITH P.0. MINIMUMS
2. VENDOR/SUPPLIER ADDRESS LIST
3. VENDOR/SUPPLIER PURCHASES ANALYSIS

Enter Selection (1,2,3):

0 DEV2.FG (1)
@ 34151 Ba0,24,1

B viewpoint A2 Erhanced [Shide [ Capiure O g Tenet | % connected to 10.0.0.22

Figure 96 Vendor/Supplier List with PO Minimums Menu
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Below is an example of the Purchasing Vendor/Supplier Master Listing with minimums. This is
with just one vendor but your report will list all of your vendors and suppliers. The report will
list the Vendor/Supplier name number, name, phone number, minimum freight amount,
minimum quantity and minimum weight. This information that prints on this report is what has
been typed in the Vendor/Supplier File Maintenance.

93 Dec 2004 PURCHASING VENDOR/SUPPLIER MASTER LISTING PAGE 1
VEND-MAST. MIMINUM
FREIGHT MINIMUM MINIMUM
NAME PHONE AMOUNT  QTY  WEIGHT
BC ABC TEST VENDOR 407-695-7300 1000.00 10 300

Figure 97 Purchasing Vendor/Supplier Master Listing Report Example
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Vendor/Supplier Address List

The Vendor/Supplier Address List Report will print all Vendors and Suppliers names, telephone
number and complete addresses. This report is sorted by Vendor Code or Supplier Number.

Enter Selection (1,2,3): Type in #2 and press ENTER to print the Vendor/Supplier Address

List.

@ AccuTerm 2K2 - [DEV2.CFG (1)]

@Eﬂe Edit Mew Tools Reset Window Hep

bed&as  aidhodan&sEn ¢

VENDOR/SUPPLIER MASTER LISTIN

G IN-VL

Type in #2 and press ENTER.

Report Options:
1. VENDOR/SUPPLIER LIST WITH P.0/MINIMUMS
2. VENDOR/SUPPLIER ADDRESS LIST
3. VENDOR/SUPPLIER PURCHASES ANALYSIS

Enter Selection (1,2,3):

0 DEY2.CFG (1)

8 (B34151 Bs0,241 B viewpoint A2 Enhanced [Shide [ Captire Off (< Teinet | 5 connected to 10.0.0.22

Figure 98 VVendor/Supplier Address List

Example of the Purchasing Vendor/Supplier Address List

PAGE 1

E—
22 Nov 20084 PURCHASING VENDOR/SUPPLIER ADDRESS LIST
VEND-MAST .
NANE ADDRESS CITY STATE zZ1p PHONE
ABC ABC TEST VENDOR 525 TECHNOLOGY PARK LAKE MARY FL 32746 487-695-7360
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Vendor/Supplier Purchases Analysis

The Vendor/Supplier Purchases Analysis report will reflect the Vendor/Supplier’s Year-To-Date
purchases, Year-To-Date Average Purchases, Last Year’s purchases, Last Year’s Average
Purchases, Inventory Average Value and the Fill Ratio for this Vendor. There are no entries
require for this report.

[ AccuTerm 2K2 - [DEV2.CFG (1)]

& fle Edt vew Toos Reset Window Hep _la x
bE d & R HE RS '@ ?
VENDOR/SUPPLIER MASTER LISTING IN-VL

/| Type in #3 and press

Report Options:
1. VENDOR/SUPPLIER LIST WITH P.0. MINIMUMS
2. VENDOR/SUPPLIER ADDRESS LIST
3. VENDOR/SUPPLIER PURCHASES ANALYSIS
Enter Selection (1,2,3): 3

REPORT IN PROGRESS...

213 record(s) selected to SELECT list #9.
§Spooler Entry #283

0 DEV2.LFG (1)

& @os,141 [De024,1 B viewpoint 42 Enhanced Ehide TCaptre OF (g Tenet | % connected to 10.0.0.22

Figure 99 Vendor/Supplier Purchases Analysis Menu

Enter Selection (1,2,3): Type in #3 and press ENTER to print the Vendor/Supplier Purchases
Analysis report.

Vendor Code and Name

YTD Purchases and Totals for all Vendors YTD

YTD Average Purchases and Totals for all Vendors YTD Average
LYR Purchases

LYR Average Purchases

Inventory - Average Value

Fill Ratio
Bz Wov 2804 VENDOR PURCHASES ANALYSIS REPORT PRGE: 1
YT0-Avg LYR-Avg INVENTORY
IPNE Vendor Name YTD~Purch Purchases LYR-Purch Purchases fAvg-Value Fill*Ratiqg
22 MHATIONAL AUTOMOTIVE DIS 3,384 .58 668,91 8,88 B8.88 B.648 62.7%
3 JACK MINDSHIELD AND GLA 3,156.18 631.63 B8.80 8.80 06.60 97.5%
133 ALLEN TORN PRODUCTS 17,121.99 3,424 .39 8.88 8.88 .68 18.6%
59 CAPITOL ONE TRUCK PARTS 774.09 154.80 B8.80 8.80 B8.680 16002
178  SHIP AND SHORE TRUCK PA 1,82%.72 365.14 8,88 8,88 B, 68 94.6%

Figure 100 Vendor Purchase Analysis Report Example
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Sales Movement Report

The Sales Movement Report will print a report of all parts in a vendor line, listing sales
movement data. You may elect to print the whole line or just special-order parts.

E AccuTerm 2K2 - [DEV2. CFG (2)] =k
& e Edt wew Toos Reset window Hep BEE
e d & Bl ARDHE RS 'ER ?

SALES MOVEMENT REPORT IN-MSALES

This procedure will print a report of all parts in a vendor line,
listing sales movement data. You may elect to print the wholg line
or just special order parts.

Location: w1
Vendor Line: MOT
Special Order Parts Only? (Y/N): N

O DEV2.CFG (2)

Figure 101 Sales Movement Report Screen

Location, or ALL: Type in the location you want to print the report for and press ENTER. (i.e.: W1)

Vendor Line: Type in a specific vendor code and press ENTER. If you want to print the report for all
vendors, enter the word "ALL".

The final prompt to display is:

""Special Order Parts Only? (Y/N)"

To just print special order parts on the report, answer for yes.

If you do not want to print special-order parts on the report, answer for no.
The information that is provided on this report is:

Vendor Line Code

Part Number and Description

Quantity on Hand

Quantity on Order

Quantity Available

12-Month Sales

YTD Sales

Prior Year Sales

Breakdown of Quantities Sold in the Prior 6 Months
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am ar SALES AUYERNENT REFUK( PAGE: Z1¢ ?
FOR LOCATION MOT f
d
F 4 0CT20684 SEPZO84 (
1ZMONTH SALES. SALES. SALES. SALES. SALES. SALES. 1
WEH Part Humber DESCRPTION Q0H 000 AVAIL SALES  YTD  PYS /
I —————— #
{
HOT ZC45 POL-BDY a a 1 1 1 ’
HOT ZCS3n QUICK POLISH 8 8 4 4 4 a
HOT ZC6A HASH/MAX CONCENT 1z 1z 33 2 )
HOT ZC7 ENG SHAHPOD, BAG N B 1 1 7 2 z z ;
HOT Zc8h CLEAR COAT POLISH/16 1z 1z 187 1z 1z 11 a /
HOT ZD11 SPARK PLUG 3742 3742 7288 1524 418 1114 1281 1275 ;
HOT ZzD12 SPARK PLUG 197 197 18 a 8 -8 1 (
MOT ZD13 SPARK PLUG 8 8 24 8 8 8 8 -
HOT ZD1A SPARK PLUG 32 32 77 26 -3 45 8 a (
HOT ZD2 SPARK PLUG 1z 1z a a
HOT ZD3 SPARK PLUG 2 2 a a
nOT ZD4 SPARK PLUG 4 4 -1 [} /\‘
HOT ZDé& SPARK PLUG 8 8 a a (
HOT ZD9 SPARK PLUG 44 44 583 138 a4 54 23 60 (
11838 records listed. . ) -, e, ] . . //
L ,-9 oy I T SR VNI o PN P

Figure 102 Sales Movement Report

We made it thru Purchasing.
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PURCHASE ORDER DEFINITIONS

12-MO SALES = These are the sales recorded in the last 12 months.

AVAIL = Total number of the part available to be sold.

AVG12 = Average 12 Month Sales

AVG3 = Average 3 Month Sales

AVG6 = Average 6 Month Sales

FIM = Inventory File Maintenance

INQ = Inventory Inquiry

LASTSALE =Last Sale Date for this Part Number

MAX = Maximum Stocking Level

MIN-= Minimum Stocking Level

MTD= Month to Date

Q-O-H = Quantity on hand, which is the total number of the specified part by location.
Q-0-0= Quantity on order, which is the total number specified on a Purchase Order.
QTY = Quantity

S1= 30 days sales

S2= 60 days sales

S3= 90 days sales

Sell Pk = Sell Pack (Is the Quantity denomination that I sell in.)

SPK = Standard Pack (How you need to purchase this part.)
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Index of Screens in Workbook (Links)

Lo O T R oo o BTt =TT o SRS 6
FIQUIE 2 IMIBIN IMIBINU ...t bbbt e et b et ab e 6
Figure 3 Vendor/Supplier F/M Figure 4 Inventory Maintenance..........c.coccevvevesiveneerieseenes 7
FIQUIE 5 IMAIN IMIBNU ...ttt bbbttt b b 8
FIQUIE 6 INVENTOIY IMIENU ...ttt sttt te et e s aeeste e s e sre e naeneenneenrs 8
Figure 7 General File Maintenance Vendor/SUpplhier F/M ... 9
Figure 8 Vendor/Supplier PaSSWOIT SCIEENM ........ccveiieieiiesieeie e sie et see e sre e e e eesneenns 9
FIgure 9 PUIChasiNg IMBNU ........cuiiiiiiiiiiiieeee ettt 10
Figure 10 Vendor/Supplier File Maintenance SCrEEN.........cccueiveieiieereeieceese e see e sae e e 10
FIQUIE 11 MAIN IVIBNU ...ttt bbbttt b 16
FIgUrE 12 INVENTOTY IMEBNU ..ottt ettt e beesbe e e e snaesneennesneesnaeneeas 16
Figure 13 Inventory File MaiNteNanCe..........cooueieiieiiiiii i 17
Figure 14 Inventory Maintenance PasSWOrd SCIEEN.........c.cciveiviiieiiereeieceese e s seesee e e 17
Figure 15 Inventory File MaintenanCe SCIEEN.........cccoiiiiririeieieri ettt 18
Figure 16 Inventory Maintenance OEM Interbrand field ... 24
Figure 17 Inventory Inquiry OEM Interbrand DiSPlay ..........cccovreriniiininiiiseee e 24
Figure 18 Core 1 Part or 2 Part Damage in Order ENtry ........ccooooeiieiieie e 29
Figure 19 Inventory File Maintenance SCreen OPLIONS ........ccocvviverierirenenisieeeee e 33
Figure 20 Part Application Information ENtry SCreeN..........ccovveiviiieieeie e 34
Figure 21 Application INTO SCIEEN.........ci it 36
Figure 22 Application Info Screen EXample ..o 36
Figure 23 Alternate Suppliers in Inventory File Maintenance............ccccoovviiiiieiencncnc e, 37
Figure 24 Alternate Suppliers Inventory File Maintenance Example ..........ccccooovvviiieiciicieenns 37
Figure 25 Quantity VoIUME PriCING SCrEEN ..ot 39
Figure 26 Quantity Volume Pricing EXamMPIE ..........ccooiiiiiieiece e 40
Figure 27 StatuS RECOIT SCIBEN ......ocui ittt 42
Figure 28 Status Record SCreen EXamPIE.........ccviiiiioiiiiiiiieie e 42
FIQUIE 29 IMAIN IVIBNU ...t bbbttt ettt 44
Figure 30 Inventory Menu/Purchasing IMENU ...........cc.oiioviiieieeie e 44
Figure 31 Purchasing Menu/Compute @ PO .........cccooiiiiiiiiiiie e 45
Figure 32 Compute @ PO PaSSWOIT SCIEEN ......ccueiiiiuieiiieiesieeite et sre et e e ve e steesre e sae e 45
Figure 33 Purchase Order GENEration SCIEEN..........cccoiiiiriiiiieieie ettt 46
Figure 34 S = Status Record Figure 35 MIN/MAX ......ooiiieie e 47
Figure 36 Compute a PO Purchase Order Generation SCreen ............ccoceverirereeieeneneneseseneeans 48
Figure 37Purchase Order Generation Days SUpply/Lost Sales ..........ccccoeeveveeieiiic i 49
Figure 38 Purchase Order Generation Sales Periods To Be Analyzed...........cccocevviiiiiiiinnnnne 50
Figure 39 Purchase Order Generation Periods Used for Trending........ccccccevvvevieiiieiiecsiec s, 51
Figure 40 Purchase Order Generation / STatUS SCIEEN.........cccueiriiiriereiesesie e 52
Figure 41 Purchase Order Generation SCIEEN..........ciiuieiieiiieeiie ettt 52
Figure 42 Purchase Order Generation OPtioNS SCrEEN ...........ccoiveirirreineneee s 53
Figure 43 Manually Create or AdJUSt @ PO .......c.oooiiiiiciic e 57
Figure 44 Manually Create or AJUSt @ PO .......cooiiiiiiiiiiee e 58
Figure 45 Manually Create/Adjust @ PO.........c.coiiiiiiii it 58
Figure 46 Open Purchase Orders FOr SUPPHET ........cooiiiiiiiiiieese e 59
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Figure 47 Manually Create/Adjust a PO, NEW PO .........ccviiiiiieiie e 59
Figure 48 Manually Create/Adjust @ PO, PO Date..........cocviiiiiiiieiesereeeee e 60
Figure 49 Manually Create/Adjust a PO, SNIP TO....cccoiiiiiieiece e 61
Figure 50 Manually Create/Adjust a PO, Special INStruCtions............cccoovvviiirieiiicicc e 61
Figure 51 Manually Create/Adjust a PO, PO SUMMAIY .......ccccoveieiiiiiee e 62
Figure 52 Manual Purchase Order - PArt ENtrY ... 63
Figure 53 Manual Purchase Order, Part ENrY..........cccooiiiiieiecc e 64
Figure 54 Manual Purchaser Order, Order QY .........ccooieeiieneeie e 65
Figure 55 Manual Purchase Order, Core COSt ENLIY .......cccooiveiiiieiieirce e 65
Figure 56 Manual Purchase Order, Release Date ENtry .........ccccooeviiiiiiiniiineeeee e 66
Figure 57 Manual Purchase Order Part NUMDEr NtIY ........ccccevveeiieieee e 66
Figure 58 Manual Purchase Order, FUNCtion Key ENtry ........ccccooeiiiiinieiinseee e 67
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