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:TASK FINDER:

(SALEYS)

Steps on M aking an | nvoice:

1. Setup customersin Customer Maintenance. ( Detailson pg. 29)
A. Setup shipping code in shipping code setup. ( Detailson pg. 86)
> Setup if the shipping code is not listed in the default shipping codes.
Otherwise, you could skip this step and move on.
B. Setup term codein term code setup. ( Details on pg. 88)
» Setup if the term codeis not listed in the default term codes.
Otherwise, you could skip this step and move on.
C. Setup sales representatives in Salesperson Setup. ( Detailson pg. 90)
> Setup if your company needs to calculate sales commission for your sales
representatives.
2. Setup Itemsin Item Maintenance. ( Detailson pg. 97)
A. Setup Beginning Inventory in Beginning I nventory Setup. Y ou can also setup
your beginning inventory after you make an invoice. Primarily used to setup your
beginning inventory for your items.

How to Receive a Customer Payment:

1. Enter acustomer payment entry using customer payment task window. ( Details on

pg35)
2. If you receive payments by credit card you can store credit card information in the

Credit Card | nfo. Maintenance task window.

(PURCHASING)

How to I ssue a Purchase Order Entry:

1. Setup Vendorsin Vendor Maintenance. ( Detailson pg. 105)

2. Setup itemsin Item maintenance. (Detailson pg. 97)

3. Setup the vendor’ s beginning balancesin vendor beginning balance setup. ( Details
onpg. 122)

4. Enter in a Purchase Order Entry in the Purchase Order Entry task window. ( Details
on pg. 124)



How to Receive Pur chased |tems:

1. Enter Purchase Order Invoice Entry (Enter Invoice and Receive Items).
(Details on pg. 128)

(PAYABLEYS)

How to Enter Your Expenses:

1. Setup your expenses using income/ expense code setup. ( Detaillson pg. 54)
2. Two waysto enter in your expenses. Either by A/P Invoice Entry or you can directly
enter in you're A/P payment.

How to Write Checks or Make Paymentsto your Vendors:

» There are two ways you can make payments to your Vendors.
Y ou can either prepay a certain amount for an unpaid invoice, or you can enter in an A/P
payment Entry.

1. To prepay to avendor you would enter in a prepayment using the Prepayment task
window. ( Detaillson pg. 135)

2. Setup your default banks using Default Bank Setup Window. (Details on pg. 23)

» Thisdefault bank setup isfor any type of payable for your company.

3. Then you have to apply the prepayment by using the Apply Prepayment task window.
( Detailson pg. 139)

» You can also write checks to vendors by using the A/P payment entry task window.
( Detailson pg. 111)

How to Deposit Received Payments:

1. Setup your banks by using Bank Maintenance. ( Details on pg. 14)

2. Setup your default banks using Default Bank Setup Window. ( Details on pg. 23)

» Thisdefault bank setup is receivables from the customer that can be received and
deposited to a specific bank.

3. Enter adeposit entry using the Deposit to Bank task Window. ( Details on pg. 16 )
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Creating a Potential Company

Overview:

> Before you set up your company using EBS LI TE you should first decide on an
initial idea of where you are heading. Like all companies, you the users should have
an outline on where your company’s preferences apply to you. That outline should be
used to setup your EBS software to meet your demands and needs for your company.
Whenever you use any kind of program a set of instructions should be used to
simplify your understanding of the steps. The need to know instructions will guide
you through the process of setting up your EBS, and will enable you to adequately
use EBS to meet your needs.

Need to Know Glossary/Instructions

a Every screen contains several text and picture boxes that will be constant
throughout EBS.

b. Magnifier =amagnifier button is used to search for input from the user.
Click on the magnifier to search for records or numbers for inputted information.
After clicking on the magnifier you will see alist of records. Then scroll down
using the arrow keysto find the record and double-click.

C. Arrow boxes= Arrow Boxes can be used to the move through records back and
forth.
Click on the 1% and Last box to move to the first and last record.
Click on the 2" and 3 box to move the records incrementing by one left to right

d. Add = The Add button is another way to enter in information.
Used when entering in new entries or information.

e Edit = Edit button enables the user change the information entered in the value
Fields.
f. Save = Can be used when you modify or enter in new information. The save

button saves the information to EBS.

g. Cancel = When modifying contents you can cancel a modification by clicking on
cancel button.

h. Delete = Del ete enables the user to delete a selected record.
First select arecord. For reference look at edit instructions.
Then click on delete, and menu will pop-up giving you a prompt of yes and no to
delete the customer.



I F2 = F2 key command on your keyboard enables the user to search for arecord.
Instead of clicking on the magnifier you can press F2 for the same function.

J- Field Size = field sizeis the set of numbers or characters that can be entered
in that particular field. If thefield sizeis 4 then up to 4 aphanumeric characters
can be entered. Alphanumeric means either you can input numbers or characters.

k. Exit = Exit is used to exit out of the current screen, or it can be used to exit out of
program. For current screen just click on exit and it will take you to the main
menu of EBS.

[ Key Field = A primary field that usually is the starting point of an entry. Key
fields at some cases cannot be edited. (Ex. Customer No.)

m. Value Fidd = A field that containsvalue. Value field can be edited.
(Ex. Customer Name)

n. Pressing Enter = By pressing enter, you will be able to move from field to field
depending on the default tab stops you setup in number default setup.

o. Tab Key = Same effect as pressing enter. Use your preferences.
p. Cancel Button = Sometimesin amenu or display, there will be times when you

aretrying to cancel something to start from the beginning. If the cancel buttonis
disables, click on the edit button and click cancel. Or if the cancel button is
enabled, click on it and start over.

g. Remember you cannot edit primary fields such as a customer number. All the
other fields can be edited for the customer. For example, if you need to edit the
customer number (key field), you have to delete the customer and re-enter in a
customer number.

S. FOB shipping point = means that the seller places the merchandise “free on
board” at the point of origin, and the buyer bears the shipping costs. Thetitleto
the merchandise passes to the buyer because of the status of FOB shipping point.

t. FOB destination = means that the seller bears the transportation costs to the place
where the merchandise is delivered. The seller retains the title until the
merchandise reachesit’s intended destination. Usually for a FOB destination the
buyer prepays the shipping costs, so the buyer makes no accounting entry for
freight.

Key Tips:

» The setup and layout of the EBS manual will be consistent throughout the manual.
Every section will consist of amenu finder, description of thetitle, stepsin adding,
deleting, editing, and searching for the subject on hand.



EBS SETUP OVERVIEW

Accounts Payable Module:

> Vendor Maintenance: Using vendor maintenance, you can
enter in basic information of vendors,
which consist of address, contacts,
payment terms, and default expense
accounts.

> Vendor Beginning Balance: Using Vendor Beginning Balance, you
can enter the beginning balance for
your vendors.

Accounts Receivable M odule;

> Customer Maintenance: Using customer maintenance, you can
enter in basic information of vendors,
which consist of address, contacts,
payment terms, and default expense
accounts.

> Customer Beginning Balance: | Using Customer Beginning Balance,
you can enter the beginning balance for
open or unpaid invoices regarding the
customer.

> Term Code Setup Using term Code Setup, you can setup
customer payment terms.

Inventory Module:

> Item Maintenance: Using item maintenance, you can enter
your inventory items, enables taxes and
commission.

> Beginning Inventory Setup Using the beginning inventory setup,
you can enter beginning inventory
guantities for your inventory items.

> Purchase Related Tab: Using the purchase related tab in
program options, you can set default
input entries for different purchase
related inventory items.




Program Options:

> Sales Related Tab:

Using the sales related tab in program
options, you can enter schemes for
invoice styles, set default input entries
for different sales related inventory
items, and set item group unit price
updates.

> Purchase Related Tab:

Using the purchase related tab in
program options, you can set default
input entries for different purchase
related inventory items.

> Item Related Tab:

Using the item related tab in program
options, you can set default item row
and column usage, and item schemes
for grouped items.

> General Defaults Tab:

Using the general defaultstabin
program options, you can setup number
methods to be used for primary fields,
grid width setups, and you can setup
tab stopsfor entry fields.

Banking:

> Bank Setup:

Using Bank Setup, you can enter your
different banks for your company.
Also you can set your opening balance
and set your bank G/L types.

> Default Deposit Bank Setup

Using the deposit bank setup, you can
set defaults for different payment types.
Also you can select which banks will
get which default deposits.

Key Tip:

> Also you will need to setup the following task depending on your company’s
procedures. (To setup, go to the corresponding pages) Term Code Setup pg. 89,
Sales Price Structure Setup pg. 139, Shipping Code Setup pg. 87 , and

salesper son setup pg. 91.




STARTUP OF EBS

Installing of EBS:

agrwbdE

Insert the installation CD into the cd-rom drive of your computer.
Theinstallation will initiaize by itself.

Theinstall shield wizard will guide you through the processes of installing EBS.
Enter in your user name and organi zation.

Select if you wish all usersto use this application, or select if you wish to use this

application by yourself.

No

Select the directory or folder you wish to install EBS.
Click on Install to install EBS into your operating system.

Creating or Opening your company’s database:

> After installing EBS into your computer, you need to create or open a your
company’ s database. Y ou can either create a new company database, or open an
already made database that you created before.

» Key Tips before creating your company’ s database:

When you select the folder for the database, keep in mind that that folder hasto
be shared so other people on the network can call fromit. For exampleif you
created on the server, then the folder has to be shared so other people on the
network can get the same data.

Figure A. (Creating or Opening Your company’s database)
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If You [or Other Userz] has not created Your Company's Database file pet ..
1. Click 'Create New Company Database' button
2. then Select a folder in which you want to save the database file.

If your Company Database file has been created and saved ..

1. Click 'Open Cd apany Database' button
2. Browse to the folder in which Your Company's Database file
is created

3. Select the Database file. { ebsdata.edb }

Creale New Company Database:

‘ Open Company Database




How to Create a New Company’s Database:

1.

Click on the|Create New Company Database button] A new window will appear
guoting, “ Select afolder you want to save the database”. Use the browser to search
for afolder to save the database.

Then click on the Save button. By clicking on the Save button, you created and
saved your company’s new database.

Typicaly you would use this function when you are installing EBS for the first time.
Usually you would create a new company’s database on a server. Then, other
computers on the network would share that database.

How to Open a Company’s Database:

===Used when finding your company’s database on a network for other computers.

1
2.
3.

Click on the Open Company Database button.

Browse to the folder in which your new company’ s database file was created.
Select the database file called (ebsdata.edb). Ebsdata.edb is a default file name for
your company’ s database.

Typicaly you would use this function when you are installing EBS onto another
computer on the network. Then you would located the database by searching for the
database file on the server where you first installed EBS.

Keep in Mind: If you installed EBS on a series of computers on a network. Y ou should

create the new database on a server or a computer that is backed up periodically. This
will allow the data to be safeguarded. Also, aslong as the new database folder is shared,
other users will be able to use to same data on the network.



(Company Module)
SECURITY SETUP

Menu Finder:
Company Module — Security Setup

User Right Maintenance:

» User right maintenance is used to set user rights for different security levels. After
setting a user right then you can setup user id's using the security levels from user
right maintenance. User right maintenance maintains the rights you give to different
security levels for your company. An example would be an admin/administrator
security level would have al rightsto everything on EBS. Another example would
be auser/normal employee user security level would only have rights to Add or
View for A/R and A/P.

>
Figure A. (User Right Maintenance Window for Accounts Receivable & Payable)
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How to Setup User Right Maintenance:

1. Click onthe Add button to enter in a security level.

2. Enter asecurity level in the security level field. Ex. (Admin/Sales)

3. Enter the description of the security level in the description field. Ex. (Administrator
of Sales)

» For each tab you can set the user rights for each menu or task window.




Field Descriptions with Examples:

Edit By checking the edit user right, the user can Edit the information
for that particular task window.

Add By checking the Add user right, the user can Add additional
information to that particular task window.

View By checking the View user right, the user can only View the
information regarding the task window.

AFP AFP stands for Ask For Password. By checking this option the

user will not be able to modify that particular task window. Then
the user needs a password which has that particular Edit right to
that task window.

Void By checking the void user right, the user will be ableto Void an
entry in that task window.

Mark All Edit & View:|
> By clicking on this button, it will mark all the user rights except AFP. Thiswill give
full administrator rights for the different modules.

lUn- Mark All Edit & View|

» By clicking this button, it will un-mark all the user rights. Thiswill give no rights at
al for auser. By giving no rightsto a user would be pointless and you cannot save. If
you want a user to have just view rights, you can check the view rights for certain
task windows.

4. Click through the tabs and set the user rights for each tab by checking and un-
checking each task.
5. Click On Save to save the user newly added security level.

Key Tip:
For the (4. Report tab) you can set an AFP which will ask the user for a password to
view a particular report.

How to Search and Edit a Security L evel:

1. ClickontheList S. Level button. A new window will appear with alist of security
levels.

2. Select the security level you wish to Edit.

3. Click on the Edit button to edit the security level.

4. Click through the tabs and set the user rights for each tab by checking and un-
checking each task.

5. Click on Saveto save the edited security level.

How to Delete a Security L evel:

1. Click ontheList S. Level button. A new window will appear with alist of security
levels.

2. Select the security level you wish to Delete.

3. Click on the Delete button to delete the security level.




USER SETUP

Menu Finder:
Company Module — User setup

User Maintenance:

» Using the security levels you setup earlier, you can enter in user id’ s and passwords
for different users. Depending on what you want to grant them accessto, you can
select asecurity level for auser. Thisis needed to prevent un-authorized users to edit
or modify EBS. By setting up different user id’s and passwords, you can also see
when and who use the system at a point in time.

FigureB. (User Maintenance Window)
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How to Add a New User I1d and password:

1. Click onthe Add button to enter in anew User ID.
2. Enter inanew user Id in the user Id field.

3. Enter in the name of the user in the name field

4.

>

Select if the user has access as an administrator or auser.
By selecting the user level for access, anew field will appear called security level.

Use the magnifier to select a security level the new user will have.
Enter a password for the new user.
Click on Save to save the new user.

No o
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How to Search and Edit a New User:

Click onthe List User button. A new window will appear with alist of user Id’'s.
Select auser you wish to edit.

Click on the Edit button.

Edit or modify the user’s access levels.

Click on Save to save the edited user.

agbrwNE

How to Delete a User |d:

1. Click ontheList User button. A new window will appear with alist of user Id’s.
2. Select auser you wish to delete.

3. Click on the Delete button.

CLOSE SYSTEM

Menu Finder:
Company Module — Close System

System Transaction Date Closing:

» A system transaction date closing is a safeguard in preventing users from erasing or
modifying transactions (such as Invoices, Payments, Checks.. etc.) after acertain
period. By setting a number of days, users will not be allowed to add, and modify
any date related transactions.

Figure A. (System transaction date closing window)
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System Transaction Date Closing

Users will not be allowed to Add or Modify any Date Related
Tranzactions [ such as Invoices Payments, Checks.. etc. ]

after | days from the Trangaction Date.

Lazt Lpdated By 1 SAFE Date ; 0502702 6:27:21 P

‘ Save Ré:tting | ‘ Exit

» To select a system transaction date closing, just simply enter in the number of daysin

the enabled field.
» Then click on the Save Setting button to save the system transaction date closing.
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WORKSTATION OPTIONS

Menu Finder:
Company Module ~Workstation Options

Workstation Setup:
» Workstation setup is used to format your workstation using different options. These

options have to be setup at each workstation.

Figure A. (General Workstation Setup Window)
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Print lreeice To: | Fax
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Dun Mezzages [Sales Invaice] / Default Remark, [Sales Order & Sales Invaice]

Dun ksg: |Thank ou For our Business | _J

Drefault |
Remark: :

[}\ﬁave ‘ LCancel

> Tak to a SNS representative to change or modify the workstation options.
» Tel. Tech Support.... 212-448-0886
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EBSSYSTEM LOGIN SCREEN

System L ogin Window:

» The EBS system login screen will allow users to enter in user ids and passwords to
get access the EBS system. Y ou can setup your user id's and passwords at user setup
of the Company module.

Figure A. (EBS System login screen)

e |

fma

5 Sysizn Luuln

User D EES
Password |

[ Unregiztered ] Tupe inUser |0 : EBS Pazsword : EBS

== Please Check Date And Time
D ate: 2002-05-10 [Fnday )
Time : 3:36:55 PM

0 uzerfz] currertly connected

Data: E:'\PaEDDE'\.ebsdat.edb l}

L ogin Screen Features:

Maintains security within the system.

Shows where the data is stored and saved. Ex. (Data: C:\pa2002\ebsdata.edb)
Shows the current date and time. EBS matches your operating system’ s time and
date.

Shows how many registered users are currently connected to the Program.
EBSID/ and EBS password is the default password and 1D when startup of
program.

VV VVYYVY
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(BANKING MODULE)
BANK MAINTENANCE

Menu Finder:
Banking Module -- Bank Setup

Bank Maintenance:

» Bank Maintenanceis primarily used to register all the banks your company deals
with. Thisincludes different checking accounts, savings account, corporate credit
card accounts, and credit card accounts which primarily deal with the customer
payments. Bank maintenance is used to store these bank-related transactions for
different General Ledger Bank Accounts.

Key Tips. (G/L Account Number for the bank):

» If your company aready has a chart of accounts you should have a corresponding
G/L account number for the banks. If you don’t have one, you should assign a G/L
account number for each bank. Thisway EBS can register the G/L account number
to the company’ s chart of accounts.

Figure A. (Bank Maintenance —to maintain your different banks)
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Mext Check # : [105

Mext Deposit Slip # |E|1
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How to Add a New Bank G/L_Account:
1. Enter inanew bank G/L account number in the Bank G/L field and press enter.
(Primary Method)
» Or click on the Add button and then enter in abank code in the bank field.
(Secondary Method)
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2. A message box will appear saying that the bank code is not found. Do You Want to
Add message box will appear. By clicking Y es, you can start entering in the bank
information.

3. Enter intheremaining fields for the new bank.

(Look at the field description with examples for more information)

Field Description with Examples:

Bank G/L Code Ex. 1405 (bank code for the GL bank account)
Bank Name Ex. Chase Bank (Full name or description of bank.)
G/L Account Type Ex. Bank (Thetype of G/L account)

Bank G/L Type Ex. Asset or Liability (Bank General Ledger Type)

Asset: Regular checking accounts, or credit card accounts
that directly gets the payments from the customer.
Liability: Ex. your corporate bank accounts.

Next Check # Ex. 105 (Next check number)

Next Deposit Slip # Ex. 91 (The next deposit slip number)

Opening Balance Ex. $500.00 (The opening balance of your company)
Opening Balance Date Ex. 09/01/02 (Opening Balance Date)

4. Click on Save to save the new bank entry.

How to Search and Edit a Bank:
1. UsethelList banks button next to the bank code field to search for abank code
(Primary Method)
» Primary Method can also be used to search for a bank.
» A list of bankswill appear in anew bank you wish to edit.
» By selecting the bank, the bank information will be automatically entered in the
fields of the bank maintenance window.
3. Select afield and modify the contents.
2. When completed, Click on Save to save the new edited bank entry.

How to Delete a Bank:

1. Click onthelist banks button.

2. Select the bank you wish to delete.

3. Click on the Delete Button and press enter.
» A Confirm Delete message box will appear. By clicking Y es, the bank will be
deleted from EBS.
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BANK DEPOSIT ENTRY

Menu Finder:
Banking Module — Deposit to Bank

Bank Deposit Entry:

>

Bank Deposit entry is used to register bank deposits to different General Ledger
accounts. These entries are applied by checking the deposit box field. By applying
these bank deposits you can sort your payments received with your company’s
corresponding accounts. (Bank Deposit Entries)

Figure A. (Bank Deposit Entry /Transaction to deposit window)

Iﬂ it Vg uugii Eiry __§1
Bark Deposit Register Na. - IDF'-EIEIEIEIEIE Lizt Registered Bank Deposits .. Browse Menu Out
1. S5elect Tranzactions to Depositi T 2. Deposit Summary & Save

Deposzit D ate !H..-TEI_EEIF Memo : |

Pay. Date |Pay. Type Ref Mo, | Amount |Depozit?| Depozsit To Bank Mame Deposit Slip #*
1 04/08/2002 (CHECK. 110 100.00 « | (100 w» [CazhOnHand » |93 o
2 0319/2002(CHECK. 1024 28120 o (1405 = |[CHASE BAME. - (93
3 04/09/2002 (CHECK. 101 300,00 < (1405 w» [CHASE BAME, |94

s

| [ Update Depozit Slip # line by line Next »>

(oo o] [ o] (o]

How to Add a new bank deposit entry:

1.

2.

N

Click on the Add button for a bank deposit register number. (This number will
depend on the default number setup in program options.)

Enter in adeposit date in the deposit date field.

» Or you can use the current default date.

> A list of un-deposited payments will appear in the transaction window.
Enter in amemo regarding the registered deposit entry.

Select which GL account (Bank Name) to deposit the funds too.
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5.

Enter adeposit slip number for the payment received.

Field Description:

Pay. Date The payment receivable date.

Pay. Type The payment type of the receivables. (Either check, credit card,
cash, or other payment type)

Ref. No A reference number regarding the received payments.

Amount The amount received for the payment

Deposit To Select the GL account to deposit the received payments.

Bank Name Ex. Chase (Select the bank in which the payment is going to be
deposited to.)

Deposit Slip # Ex. 123 (A deposit slip number is areference number that is used

to keep track of your deposits)

Update Deposit Slip# line by line button:]

>

>

6.

If you don’t want EBS to assign adeposit slip#, you can check this box and manually
enter in your own deposit slip #.

Click on the Next button to view the deposit summary and to save the bank deposit
entry.

Click on Save to save the bank deposit entry.

How to Edit a bank deposit entry:

1

2.

ok

Click onthe List Registered Bank Deposits button. A new window will appear

with alist of registered bank deposits.

Select the registered bank deposit.

» By sdlecting the registered bank deposit, the deposit information will list in the
display window. The display window will list all the receivable of payments for
the deposit register number you select.

Check or un-check the deposit field. (Check it if you are making a bank deposit

entry, or un-check if the deposit entry is going to be applied later on.

Click on the next button to move to the deposit summary and Save tab.

Click on the Save button to save the edited entry.

Add Undeposited Transaction:

>

By clicking on this button you can add an un-deposited transaction that hasn’t been
registered yet. After clicking on the Add undeposited transaction button, enter in a
customer payment (or Prepayment /deposit ) register number in the field. Then the
undeposited transaction will be posted to the display window.

Then Click on Save to save the bank deposit entry.
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FUND TRANSFER ENTRY

Menu Finder:
Banking Module — Transfer Fund

Fund Transfer Entry:

» Fund transfer entry is used to transfer funds from one bank account to another. For
example, you can transfer the funds of one corporate bank account to another bank
account stored in EBS. (To view you list of bank accounts, look on Bank Setup in
the Banking Module. pg. 14 for more details)

FigureA. (Fund Transfer Entry window)

[EE Pl yansie s Bty d1
Fund Transfer Na. ; o Mo, Meny Out

Transfer Date WIWE@

Transfer Amount : {50000

From Bank Acct. Mo.: Iﬁﬂ_‘l Bank Mame : |Undeposited Fund
To Bank Acct No: |2045 Bank Mame: |FIRST UMION YISA (AP

Mema : |transfer to corporate asszel] acount

oo || eait | | Sqe [cancar]| vod | [ & |
+

How to transfer fundsfrom one bank account to another:

1. Click onthe Add button to get an automatic Fund transfer number. (This number
will depend on the default number setup in program options.)

2. Enter inthetransfer date or use the default date listed in the field.

3. Enter the amount of fundsto transfer.

4. Using the magnifier, select the bank account to be transferred from. (From Bank
Account Number Field)

5. Using the magnifier, select the bank account to be transferred to. (To Bank Account

Number Field)

Enter in amemo regarding the transfer of funds.

Click on the Save button to save the fund transfer entry.

No

How to search and edit a fund transfer entry:

1. Click ontheList Fund Transfersbutton. A new window will appear with alist of
fund transfers,

2. Select afund transferred entry.
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> By selecting the transfer entry, the information regarding the fund transfer will
automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited fund transfer entry.

How to delete afund transfer entry:

1.

Click onthe List Fund Transfers button. A new window will appear with alist of
fund transfers.

Select the fund transfer entry you wish to void.

Click on the void button.

Click on Yesto void the fund transfer entry.

19



BANK RECONCILE

Menu Finder:
Banking Module — Bank Reconcile

Bank Reconcile:
» Bank reconciliation is used to reconcile the bank’ s transactions with your bank
statements. For example, using your bank statements you can reconcile banks

transactions that don’t match with EBS srecords. Using the Checks & Credits Tab,
and the Deposits & Debits compare with your bank statementsto seeif it matches. If

it doesn’t, then you can issue an bank reconciliation for the G/L account.

Figure A. (Bank reconciliation window)

ﬁ wiihe Heen el ,_J\__ju.ﬁ1
Reconcile Register No. - |BR-0000001 .ListBank Rec . | Browse
1. Select a Bank I 2. Checks & Credits | 3 Deposits & Debits
Bank G/L Acct. : [1405
Bank Name:  [CHASE BANK
Staternent Date
Ending Balance : |231 20 [ Bank Statement Ending Balance |
Service Charge |2I:|_|:|I:| [ Tatal of Bank Service Charge |
Other Charges : |4|:|,|:||:| [ Total of Bank Other Charges |
Other Incomes |‘I|:|_|:|I:| [ Tatal of Other Incomes such az interest income . |
bdemo : $40 - Bounce Fee : [CE# 1234, BE7R)
$10 - Interest Income
Next >»
| add | | | concer | | e

el

How to Add a bank reconcile entry:

1. Click onthe Add button to get a Reconcile Register number. (This number will

depend on the default number setup in program options.
2. Using the magnifier select abank G/L account number to reconcile.
» Or enter abank G/L account number in the bank G/L Acct. field.



3. Enter in the bank name for the G/L account.
4. Enter in the remaining fields.
Field Description with Examples:

Bank G/L Acct.
Bank Name

Statement Date
Ending Balance

Service Charge

Other Charges
Other Incomes

Memo

Enter in the Bank G/L account number that you wish to
reconcile.

The bank name of the G/L account.

Enter in the closing date for the bank account.

Ex. $5,000 Enter in the ending balance of the bank
statement

Ex. $29.00 Enter in the total amount of the bank’s service
charges.

Enter in the total amount of the bank’ s other charges.

Ex. $600 Enter in the total of other incomes for your
company. For example: Interest Income

Enter in amemo using your preferences. A memo can be
used to explain what other charges are, where is the bounce
fee from, and where is the other income from.

5. Click on the next arrow button to move to the Checks & Creditstab.

Checks & Credits Tab:

» Checksand Creditstab is used to view if your company checks and credit given has
been applied or cleared. (Accounts Payable) Click cleared if the credit and check
transactions' are shown on your bank statement.

Deposits & Debits Tab:

> Deposits and Debits tab is used to view if your company’ s deposits and debits have
been applied or cleared. (Accountsreceivable) Click cleared if the deposits or debit
transactions are shown on your bank statements.
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BANK TRANSACTION JOURNAL

Menu Finder:
Banking — Bank Transaction Journal

Bank Transaction Journal:
>

Bank transaction journal is used to display ajournal of bank transactions dealing with
your company. It will show the journal type, debits and credits, reference, and a

running balance. Using this window you can see how your transactions are debited

and credited.
Figure A. (Bank Transaction Journal Window)
E RS I raf oy Aol = .i |.\]1
Show Tranacticns From - [04 401 /2002 Bark G/LAccout No. - [1405 [l Sy
Bank Hame : [CHASE BANK, Endng Balance : [ go30
Joums Typs Dhestit Comchit | fisimencs | Flunnirg Balsrcs =
[ System Balsrce Forwed 15000 el
RAAKRED 10,00 | Bark Ofher Change 140100 | Bark Frecanc
;F"'.‘\-lhi-il:'. EO| Bank Serace Chaigs 200 (0| Bark. Flacon:
JEFD! ) ~DEPOSIT : L] 73
[E1=E 28 20 DEFDSIT GLEP § : 93 e
DEFDSIT oL IALL | DEPOSIT 506 3 54 gz
BANFEEGEAL 2,000 00 | E:g 2503 00 | 8 ks, Dipniny
K | [
Tatal eht - ;'3__|]_|1m Tatal Credit - | Bg pg Exit

How to display a bank transaction journal:

1. Enter the from date of the transactions you wish to view.

2. Usethe magnifier to select abank G/L account number.
» By selecting the bank G/L account number the journal entries will appear in the

display window.

3. Thebank transactions will be displayed in journal form. (Figure A.)
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Menu Finder:
Banking — Default Bank Setup

Default Bank Setup:

> Default Bank setup is used to enter in where each payment type received will be

DEFAULT BANK SETUP

deposited. Whenever you receive any type of payment the payment will be defaulted
to the proper account. Use thistask window to set the default banks for the deposit of
received payments.

Figure A. (Default Bank Setup window)

Lzfzle Mannsie e e Saenn

AER)

Select default bankz for customer payment twpes which customer pavments will be
uzually depozited to |
Fay. Type Deposit To Banlk Mame il
CasH 10Mm « [Undeposzited Fund - [—
CHECE 1405 = | CHASE BAME =i
WIS 1406 "+ | CHASE BANK ]
MASTER 1405 v |CHASE BANK ]
AMEX 1405 “w |CHASE BANK =i
DISCOVER 1405 = | CHASE BAME =
Save ‘ ‘ Exit
I3

How to M odify a default bank setup:

1. Usethe combo drop down box to select a General Ledger account number to deposit
to. (Deposit To column)

Use the combo drop down box to select a bank. (Bank Name Column)

2.
3. Click on Saveto save the default bank setups.

> Select where you want each payment type to be deposited to. Account Number and
Bank Name.
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PROGRAM OPTIONS

» Torun EBS efficiently, there are a number of default setups that will make your
entries easier to manage.

Figure A. Program Options (Sales Related)

oo nann s L..d1

T Purchaze Related T Item Related T General Defaults

| Sales Order, Sales lnvoice, Credit |
bemo - Data lnput Entry Setup

Irventary ltem Input Entry Inwoice Mo, Farmat
f« ze Default Entry ™ Usze 1 lnyvoice # Stule
Use Group Input Entry + Select from 3 Invoice Mo, Skyle

" if the item being entered is
a member of a lterm Group

Group [tem [nput E Aty
" Uze Default Entry
(* ze Group Input Entry

b atrix [berm [nput E Rty
(*  Llze Matrix Input Entry
(™ Uze Group Input Entry

[tem Group Unit Price

{*+ Do not update Unit Price
|Ipdate all other members

¢~ Unit price in the Group Input
Entry if one of members Lnit
price changes

‘ %ﬁre Setting | | E xit

Sales Related Descriptions:

» For each highlighted blue title there are options in setting up your defaults. Use the
mouse to select an option to manage your entries easier. Y ou can select the default
entry or adifferent entry option.

1. Inventory Item Input Entry
2. Group Item Input Entry
3. Matrix Item Input Entry
4. Item Group Unit Price

5. Invoice number scheme
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6. Invoice UPS Freight charge option

7. Customer Invoice and Payment Inquiry

Purchase Related Descriptions. (not made yet)

Purchase Order Default Setup:

Purchase order default setup is used to store defaults and tab stops for a purchase order
entry. By storing these defaults and tab stops you will be able to use these defaults as
when you enter in a purchase order.

How to setup purchase order defaults:

» Purchase Order prefix isaprefix placed before the purchase order number. An
example would be PO-000001.
1. Enter aprefix to be placed before P/O number.

» The number of digitsto be used as a purchase order number is the total number of
digits after the prefix. Example: 6, would be 6 digits after the prefix.
2. Enter in anumber of digitsfor the use of a purchase order number.
Next Auto number is a purchase order number automatically generated by EBS.
If a number was PO-000001, and the next number is 10. Then the next auto number
would be PO-000010, the actual next number.

Purchase Order Entry Tab Stop Setup:

» Purchase Order Entry tab stop is auseful option to tab stops from field to field. By
selecting afield, the tab stop will be placed in that field. So then you can default the
fields you want to move to when entering a purchase order.

How to Setup a P/O Invoice Entry Default Setup:

» A P/O Invoice entry default setup is done in the same format as a Purchase Order
Default setup. To enter in aP/O Invoice entry default setup, repeat the stepsin
entering in a purchase order default setup.

» (Look at Purchase Order entry Defaults for reference)

Item Related Descriptions:
Default setupsfor item —
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General Defaults

Number Method Setup:

> A formatted setup is used to give prefixes and numbers to different key fields.
This number method setup gives key field numbers an automatic next number, a next
number, or the option of typing the number in the field.

Figure B. (Number Method Setup)

| 1 i e il
i_- IRNTEET A E LI B - .*’]

Setup Number For | i -

Select a number method to be used
Setup Mext Mo, to be uzed

* Use Automatic Mext Mo. Prefis : S0-
Mumber of Digits |?‘_

7 Usze Mext Mo,
1l type in the field. b 2
S ample Murmber :
[S0-0000002
(s [ o ]

' How to setup a number method setup:
1. Select aprimary number to setup by using the combo drop down box.
2. Select anumber method to be used.

Descriptions:

» Use Automatic Next No.: By selecting this option a automatic next number will be
generated for the setup number selected when you click on the ADD button.

» UseNext No.: By selecting this option a next number will be generated for the setup
number. This number will be the next number after the last entry for the setup
number. For exampleif you entered a sales order entry and the number was SO-
000004, then the next number would be SO-000005.

> I'll typeinthefield: By selecting thisfield, you can typein a setup number in the
field. For example: SO-000007.

3. Select aprefix to be used before the new setup number.

4. Enter the number of digits for the next setup number.

5. Enter the next number to start from.

6. The sample number will be displayed as you enter in the different fields.
7. Click on Save to save the number method setup.
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» Grid Width Setup can be used to adjust the grid width of different fields. The width
sizes are defaulted by the pixel sizes of each field. Y ou can enter whatever size grid

width depending on the size of your windows screen.

FigureB. (Grid Width Setup)

I Spidl Coliig Wit Sutiiy N

X

Grid Column Width Setting

Purchaze Order Entry Receive lkems Entry Group Input Entry [PA0]

[Purchaze] Debit Mema

Sales Invoice Entry

T Group Input Entry [SA0] T [Sales) Credit Memo Entry

Itern | Descr- ; .| Back | Unit |Esten- " Comm

Ko iption Color | Size | Order | Ship S | [ Tax | DC% | DC§ o
Default width | 12375 10000 5000 5000 5280 5125 BOOD  BE25 9750 6250 8000 2000 2000
Current width | 11875 10000 5500 50000 5280 B125  BOOO BE25 9750 6260 8000 2000 2000

| Save Setting | | E xit | I

How to M odify Grid Column Width Settings:

1. Click through to tabs to search a window you wish to change.

2. Click on the current width of any field.

3. Then enter the new grid width of the field.

4. Click on the Save setting button save your edited grid column width.
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» Tab Stops are used to put stops on certain fields when you enter in entries. These tab

stops are used so you can better adequate the user when entering in information.

Figure C. (Tab Stop Setup)

S SO pEetiing:

-

X

Tab Stop Setting

l Purchasze Order Entry Receive [tems Entry T [Purchaze] Debit Mema Entry
Sales Order Entiy T Sales lnvoice Entry T [Salez) Credit Memo Entry
Iterm | Desc- Uit o Cornrn
Mao. | ription Order Price Tax DCZ | DLY xz
Tab Stop 7 o o ¥, %

| Save Sething

How to Setup your tap stopsfor different entries:

1. Click onatab. For example Sales Order Entry tab:
2. Check or un-check the fields you want the tab stops to be. By checking afield, the
tap will stop at that particular field. By un-checking afield the tap will stop at the next

checked field.

3. Click on the Save Setting button to save the updated tab stop entry.
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(Accounts Receivable Module)
CUSTOMER MAINTENANCE

Menu Finder:
Accounts Receivable Module — Customer Maintenance

Customer Maintenance:

» Customer Maintenance is used to view and maintain alist of customers that your
company deals with. Y ou can add new customers, and modify their existing
information. In customer maintenance you can also view information regarding the
customer’s history. For example you can view the customer’ s invoices and payments
received, sales orders, and factor invoicesif applicable.

Figure A. (Customer Maintenance — to maintain your customers)

SR ome T N e _J ] I d1
Customer Mo [T Name : [NEw/ YORK FASHION Browse Menu Out
1. Main Info. T 2. More Infa. T 3 I, & Payments T 4 Sales Orders T B, Factor Invoices
Addiess : |23 BROADWAY Terms : H15 MET 15

| Credit Lirnit : o0
Li. St Zip: [NEw/ YORK (MY (10001 CreditHold ? [N v
Laasiy = Credit Hold Ref.
Ship to : | Maone ﬂ Sales Hep. :  |om Sp0m
Ship¥ia:  [UPS BLUE Frice Group ;
Brtile: Taotal DAC % o
Contact 1 : | Regiztered on |02/26/2002
Contact 2: | TaxRate & : o0
Telephone 1: |[21 2] 448-0087 Tax Evempt #: |
Telephone 2 ; | Pt
Faw: |
E-Mail : |
[
"
(oo o] [ o ] Joowe] [ o

» The customer’ s information are entered and displayed in the following tabs:

» 1. Main Information

2. More Information

3. Invoices and Payments
4. Sales Orders

5. Factor Invoices
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How to Add a New Customer:

1. Enter in anew customer number in the customer number field and press enter.

(Primary Method.)

» Or click on the Add button, and then enter in a customer number in the number
field. (Secondary Method)

2. A message box will appear saying that the customer number is not found. Do You
Want to Add message box will appear. By clicking Yes, you can start entering in the
information for the new customer.

» For al other methods of entry look at chapter reference.

3. Enter in the customer’sinformation in the different fields by using the field

description with examples as areference. (press enter or tab to move from field to

field)

Main Tab:

Field Description with Examples:

Customer No.
Name

Address
City, St, Zip
Country

Ship to

Two options:
A. Click onthe New

Ex. 005(customer number of customer)
Ex. John Park(customer’s name)

Customer’s Address
Customer’ s city, state, zip code
Customer’ s Country

Customer’ s default shipping address.

button if there is another shipping address.

B. If the shipping addressis the same, select “same as ship to” from the ship to combo

box.
Ship Via

Route

Contact
E-Mail
Td

Fax
E-mail

Terms

Ex. UPS (Use magnifier or F2 to select atype of shipping method

that will be used for this customer.)

» Thisship viawill be used as the primary shipping method for
this customer. Y ou can change the shipping method when you
make a sales order or an invoice if there is another shipping
method.

Ex. 111 (The route number when delivering to this customer)

Ex. John Smith (Customer’ s contact person)

Ex. lark_john@hotmail| (Customer’s email address)
Ex. 201-685-5555 (customer’stel. number)

Ex. 212-555-8889 (customer’s fax number)
Contact or company’ s email address

Ex. N30 (Theterms of the customer to fulfill payment to your
company. Use the magnifier to select aterm from the search
screen)
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Credit Limit Ex. 5,000 (Credit Limit isused to limit your client limit with
purchases. If client exceeds his or her credit limit, awarning
message will appear when the user saves a sales order or invoice.
Then the user needs to enter in an override password to ignore the
message and process the order or invoice.
> You can setup an override password in program options. If you

don’t want to limit the customer’s credit just leave it as .00
(zero) inthe“credit limit” field.

Credit Hold If thereis acredit hold the user cannot process any new sales order
or invoice for that customer. Ex. Y or N (By selecting Y, the
customer will be on credit hold. Viceversafor N.)

Credit Hold Ref. A reference message for the hold on the customer so the users
know why the customer’ s credit has been on hold.

(Leave blank if thereis no credit hold on the customer.)

Sales Rep. Ex. 001 Sales representative that isin charge of salesto the current
customer.

Price Group The price group name for the current customer. If thereisno price
group just leave it default as blank.

Total D/C% Total discount percent given to the current customer if applicable.

Thisis applied when the user processes a sales order or invoice for
acustomer. (Leaveasblank if there is no discount percent)

Registered on The date of the customer’s entry for EBS.

Tax Rate % A tax rate percentage if applicable for the current customer.
(By setting atax rate percentage the total sales will be taxed to that
customer.)

Tax Exempt # Ex. 052154115(A number that exempts them from taxes of the

state) Enter in the tax Exempt number if applicable.

Comment Ex. Excellent credit (afield in which the user can type comments
regarding the customer)

Field Description (More Information Tab:)
Morelnfo Tab:

Field 1,2 Ex. Second Contact , Monthy Service
(Five extrafields that the user can input information about
the customer. These custom fields can be used as afilter for
many customer related reports.
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Factor Acct # Ex. Factored account number of new customer.

Exp. Date Ex. 09/20/2000 (expiration date of factor account) reference
Credit Line Ex. 4,000 (Customer’s current credit line for the factor) reference
» Thesethreefields are only associated with the factor module.

I nvoice # For mat If your company uses more than one invoice number scheme,
select the default invoice number format for the current customer.
> If your company wants to differentiate invoice # s (for
example; wholesal e customers and retail customers) you can
differentiate by wholesale customers start with IN-000001, and
retail customers start with I'VV-000001.

» Thissetup in donein the program options. (whereit’s done)

4. Click on Save to Save the new entry.

Invoice & Payment Tab:

> Invoice and Payment tab shows the user alist of invoices that has been sent to the
customer for the purchases of goods or services from the customer. It showsthe
invoices, payments, bounces, prepayments, bounce fees and so on. Also showsthe
balances for those invoices including the past due dates.

SalesOrder Tab:

» The sales order tab shows open sales orders, and backorders for the customer.

Factor invoicestab:

> If the customer is using afactor account the factor invoices tab will show the factored
invoices regarding the customer.
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CREDIT CARD INFO. MAINTENANCE

Menu Finder:
Accounts Receivable Module — Credit Card Info Maintenance

Credit Card Info. Maintenance:

» Credit Card Info. Maintenance is used to keep track of a customer’s credit card
information. This credit card info maintenance is useful when a customer’s makes a
prepayment or other payments. Information stored here will make the processes run
smoother at busy times because the credit card information can be pulled up from
here.

Figure A. (Toenter in credit card information for customers)

% Cperlie Caypel i, Aad s pai e __J L |L.J1
C/C Info. Register No. - [CC0000040 e s
Customer No. :{qp1
Customer Mame : |ERICO CORF.
Pay. Sub Type : [¥I54 -l
Card Mo : 12340444578
CardHolder:  |JAMES CHUM Exp. Date : |03/01
Merno : |
[aoa [ Ean | [ [ |[mote] [ ]

How to Add a new credit card info:

1. Click on Add button for an automatic C/C info. register number assigned by EBS.

2. Usethe magnifier to search for a customer number or enter in a customer number.

> By entering a customer number, the customer name will automatically appear in the
customer name field.

3. Select apay. Sub typefor the credit card.

» For example, it could be aVisa, Mastercard, Amex, or Discover. These sub types
are pre-defined by EBS that consist of the mgjor credit cards.

Enter in the card number in the card No. field.

Enter in the name of the cardholder.

Enter in the expiration date for the credit card. (Ex. 03/01 format)

Enter in amemo for the customer’s credit card information. (Optional)

No ok



How to Search and Edit credit card infor mation:

agrwbdE

Click ontheList C/C button and alist of credit card customers will appear.

Select the credit card info you wish to edit.
Click on the Edit button.

Select afield and modify it’s contents.
Click on Save to save the edited entry.

How to Delete stored credit card infor mation:

1.
2.
3.

4.

Click onthe List C/C button and alist of credit card customers will appear.

Select the C/C info. you wish to delete.

Click on the delete button.

» Click on the Y es button when a confirm del ete message box appears.
The credit card information will then be del eted.
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CUSTOMER PAYMENT ENTRY

Menu Finder:
Accounts Receivable Module — Customer Payment Entry

Customer Payment Entry:

» Customer Payment Entry is used to enter in the amounts paid by different customers.
The bottom display window will show the invoice numbers, invoice totals, amount
due, and amount paid. After entering in the amount paid, you have to apply the
amount paid to an invoice. By applying to an invoice the payment amount will be
posted.

Figure A. (Customer Payment Entry Window)
iEE Clsiuar Mayi=t Eiry L_-ﬁ]

Pay. Reagister Mo, |.f-‘-.ut|:| M. Mernw Out

Customer Mo, ||:|:||:|-|— MName: [JERICO CORP.

Payment Type : | CHECK v| Pay SubType: | F |
Check Mo, : |
Amount Paid: [35.00 Payment Date : [03/06/2002
bemi : |
|rvoice Mo, Inw, Tatal | Amount Due | Paid? Amount Paid Payment Discount |  DueDate %
1 |CM-0000002 35,15 3515 [ o | 35.00 03/04/2002 —
2 |[IM-0000m 117.45 745 04032002
3 |IM-000002 113.36 113.36 04./04/2002
o | [
| Avta Apply Payment . || Add Invaoice.. l Applied Amount : 35.00 Unapplied Amount ; | .00

(2o [ oo | [ siye [concai] vera ] |

How to Add a Customer Payment:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Usethe magnifier next to the customer number field to search for a customer.
(Primary method)
» Enter in acustomer number in the customer no. field (Secondary Method)
> By selecting the customer the bottom window will display the unpaid invoices for
that customer.
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Select the payment type for the entry. Either Check, Cash, Credit Card, or Other.
Enter in the remaining fields

Enter in the amount paid and the payment date.

Apply the amount to the invoice by clicking on the Paid? Field.(??)

Click on Save to save the payment.

Nookw

IAuto Apply Payment:|
> By clicking on the auto apply payment button, EBS automatically applies the
amount paid to as many invoices that the amount will allow. For example, if you
enter in aamount paid of $250.00, that amount will be distributed from the first
invoiceto thelast. Thiswill depend on the amount due for each invoice. If the
amount due for each invoice with atotal of three invoices does not exceed the
amount paid, that amount will be then distributed within the three invoices.

Add I nvoice:

> By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to
that invoice aswell. Primarily used to edit the customer payment entry. For
example, it can be used to apply the customer payment to other invoices rather
than what you already applied previoudly.

How to Search and Edit a customer payment entry:

1. Click onthe List Payments button. A new window will appear with alist of
customer payments.

2. Select the payment you wish to edit.
> By selecting the customer, the customer’ s payment information will automatically

be inputted in the main window.

3. Click on the Edit button.

4. Select afield and modify its contents.

5. Click on Save to save the edited customer payment.

How to Void a customer payment entry:

1. Click onthe List Payments button. A new window will appear with alist of
customer payments.

2. Select the payment you wish to Void.

3. Click onthe Void button.
» Click on Yesto void the customer payment entry.
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BOUNCE CHECK ENTRY

Menu Finder:
Accounts Receivable Module — Bounce Check Entry

Bounce Check Entry:

>

Bounce check entry is used to maintain information regarding the bounced checks of
different customers. By entering a bounced check entry, the bounced amount will be
added to your accounts receivable for that customer.

Figure A. (Bounce Check Entry Window)

[EE ot Cpaee fripy L—g1
Register Mo. - [BNC-000001 List Bounce Checks . Browse Menu Out

Customer Mo, ||:|:||:|-|— MName: [JERICO CORP.

Bounce Date : IEIS.-'EIF".-"EEIDE

Check Mo, : |1234 | Select a Check .. |
Check Amount : [10.00 0
Memo : [insufficient funds
Add || ean | |y J[corcol|[ o | | eat |

How to Add a Bounce Check Entry:

1.
2.
3.

4.

5.

Click on the Add button for an automatic register number assigned by EBS.

Use the magnifier to search for a customer number or enter in a customer number.
Enter in the bounce check date. (Or use the default date if the bounce check dateis
the same as the default date.)

Enter in the check number of the bounce check. If you need to seethelist of check
payments then click on|Select a Check ]

* By sdlecting the check the check amount is automatically applied.

» Enter in abounce fee amount if applicable.

Enter in amemo regarding the bounced check. (optional)

Key Tips:
» By clicking on List Bounce Checks, a new window will appear showing the

customer’ s bounce checks. Primarily used as areference to look up the customer’s
bounce checks.
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How to Search and Edit a bounce check entry:

1.

2.

3.

4.
5.

Click onthe List Bounce checks button. A new window will appear with alist of

bounced checks.

Select the bounced check you wish to Edit.

» By selecting the bounced check, the customer’ s bounce check information will
automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited bounce check entry.

How to Void a bounce check entry:

1.

Click onthe List bounce checks button. A new window will appear with alist of
bounce checks.

2. Select the bounce check you wish to Edit.
3.

Click on the Void button.
* Click on Yesto void the bounce check entry.
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POSTDATE CHECK ENTRY

Menu Finder:
Accounts Receivable Module — Postdate Check Entry

Postdate Check Entry:

» Postdate Check Entry is used to enter in postdated checks from different customers.
Y ou can post or apply the postdated check to an invoice that hasn’t been paid from
that customer. These postdated checks can be viewed on relative reportsand in a
customer invoiced payment screen in the Customer Maintenance task window.

> Key Tip: Theinvoice balances will not be affected by the postdated checks until the
postdated checks are converted into payments.

Figure A. (Customer Postdate Check Entry (PDC))

iEE snstomen Postdate (Sheck PGty L_ﬁ
POLC. Register Mo :I,&.ut.:. Ma, Meny  COut
Customer Mo, [ Mame : |JERICO CORF.

Payment Type : |CHECK w| Pay SubType: | |
Check Ma. : [151
Check Amount : |100.00 Check Date:  |03/08/2002
temn : |postdate check
[Fvoice Mo, I, Total | Amount Due | Paid? Amount Paid Payment Discount| DueDate =
1 CM-0000002 315 15 03/04/2002 —
2 |IMN-000007 117.45 17.45 04/03/2002
3 |IN-000002 113.36 11336 [ o 100,00 04/04/2002
o | [
| Avta Apply Payment . || Add Invaoice.. l Applied Amount : 100,00 Unapplied Amount : | .00
| [ Lo ] [ sevdy |l cancar [ vos | |

How to Add a Customer’s Postdated Check:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Usethe magnifier to search for a customer number, or enter in a customer number.
(Primary Method)
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0.

* Or click on the Select button to select a customer from the customer search
window. (Secondary Method)

Select a payment type from the payment type field.

Enter in the check number of the postdated check.

Enter the check amount of the postdated check.

Enter in the check date of the postdated check.

Enter in amemo regarding the postdated check. (optional)

Apply the amount to appropriate invoices. Using your preferences you can either
automatically apply the payments (auto apply payment), or apply it manually.
Asyou enter in the customer number alist of invoices unpaid will appear on the
bottom window.

Two ways to apply the payment received from the customer:

* You canclick on the paid field of each invoice to manually apply the postdated
check amount to each invoice.

* Youcanclick on auto apply payment and the postdated check amount will
automatically apply to as many invoices that the amount will allow. For example,
if you have a postdated check amount of $100.00, that amount will be distributed
from thefirst invoice to thelast. Thiswill depend on the amount due for each
invoice. If the amount due for each invoice with atotal of three invoices does not
exceed amount paid, that amount will be then distributed within the three
invoices.

Click on Save to save the new postdated check entry.

| Convert Postdate Checks to Payments| :

>

By clicking this button, the postdated checks can be converted into payments.
Converting postdated checks into payments simply means that you are registering the
postdated check amount to a customer payment entry.
This option will open anew window listing different postdated checks. Select the
postdated check to convert by clicking on convert field. Then click on Save to save
the entry.
IAdd a Postdate Check:| Y ou can use this button to add any other postdated
checksfor the customer. Then you can convert the postdate check to a payment
by repeating the instructions above.
ILoad All Postdate Checks to be converted as of today:| Y ou can use this button
to load or refresh all the postdated checks for the current day so they can be
converted into customer payments.
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How to Search or Edit a postdated check:

1.

2.

3.

4.
S.

Click onthe List Postdate checks button. A new window will appear with alist of

postdated checks.

Select the postdated check.

» By selecting the postdated check, the customer’ s postdate check information will
automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited postdate check entry.

How to Void a postdate check entry:

1.

Click onthe List Postdate checks button. A new window will appear with alist of
postdated checks.

2. Select the postdate check you wish to Void.
3.

Click on the Void button.
» Click on Yesto void the postdate entry.
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A/R DEBIT INVOICE ENTRY

Menu Finder:
Accounts Receivable Module — A/R Debit Invoice Entry

A/R Debit Invoice Entry:

> A/R Debit invoice entry are used to enter in a your account receivable service entries.
EBS provides a service invoice as an alternate option to a standard invoice in case
you want to create an invoice without inventory items. An example would be a
service charge of labor without the shipment of products to your customers.

Figure A. (A/R Debit Invoice Entry window)

% S Deiyie fppyuleer By g _J_J J]
Imwaice Mo [tho0ooon) Balance : 100.00 Browse  Menu Dut
1. Select Customer 1 2 Enler Debit Detals & Save |
Customer No. :|7 Mame: | :
’E‘E:dz'zzsh;lﬂqu - Invoice Date 04/04/2002
Reference: 101
MEW YORK  |[Nv |[10001 Toinas [Nani
SalesRep: om0
[5p 001 |
Department : [157
Intemal Memao : CreditRef: [
| Houge/Factar ; m
%E)d >
@ L] (o o] (oo Jowen] [0 ]

How to Add a Accounts Receivable Debit Entry:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Enter in a customer number in the customer number field. (Primary Method)
» Or click on the magnifier to search for a customer. (Secondary Method)
3. Enter intheremaining fields that are required to complete the debit Invoice entry.

Field Description with Examples:
Internal Memo Enter in ainternal memo if applicable.
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I nvoice Date Debit Invoice Date

Reference A reference number regarding the A/R Debit Invoice Entry.
Terms Enter in the terms of the debit invoice.

Sales Rep The sales representative that sold the service to the customer.
Department The department who is handling the service if applicable.
Credit Ref. A credit reference regarding the customer if applicable.

4. Click onthe Next Arrow to moveto the Enter Debit Details & Save screen.
5. TypeinaG/L account number from the G/L account no. field.

© NS

> Or use the magnifier to search for a G/L account number from the income code
list.

Enter in the amount of the debit invoice.

Click on the OK button and the line entry will be displayed.

Enter in aremark at your disclosure.

Click on Save to save the A/R Debit Invoice Entry.

How to Search and Edit a A/R debit invoice entry:

1.

2.

Click ontheList Invoices button. A new window will appear with alist of A/R

debit invoice entries.

Select the invoice entry.

> By selecting the debit invoice entry, the debit invoice information will be
automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited A/R Debit Invoice Entry.

How to void a A/R debit invoice entry:

1.

Click onthe List Invoices button. A new window will appear with alist of A/R
debit invoice entries.

2. Select the invoice entry you wish to void.
3.

Click onthe Void A/R Invoice button.
» Click on Yesto void the debit memo entry.
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A/R CREDIT MEMO ENTRY

Menu Finder:
Accounts Receivable Module — A/R credit memo entry

A/R Credit Memo Entry: (service credit)

» AnA/R Credit Memo Entry is used to give credit for areturned service or extra
discountsif applicable. An example of an A/R credit memo entry would be an
overcharge of a service you gave to acustomer. That overchargeisentered and a
credit can be applied to aun-paid invoice for the selected customer.

Figure A. (Entering a Credit Memo Entry)

BT S BT __J _J J
Credit Memo Mo : |auto Mo, Browze Menu Out
1. Select Customer T 2. Enter Credit Detalls & Save 1

Customer Mo. |—. Name : |JERICO CORP.

AT;;?MN - C/M Date : [03/08/2002
C/M Ref. : 21
NEWw YORK [Ny |[10000 Terms : (X =
SalesRep:  [om
Ep 007 |
Department : [145
Internal Memao : Credit Fief. -
| House/Factar - |H el
Next >>

& erm | T AN [ Gancat | |t |

How to Add a A/R Credit Memo Entry:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Usethe magnifier to search for a customer number or enter in a customer number.

(Primary Method)

» Click on the Select button to select a customer from the customer list window.
(Secondary Method)

Aninternal memo can be used as a memo pertaining to the credit memo.

Enter in the remaining fields.
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Field Description with Examples:

C/M Date Credit Memo Date

C/M Ref A reference pertaining to the credit memo.

Terms The terms of the customer.

Sales Rep Enter in the sales representative for that customer if applicable.
Department Enter the department number for the credit memo if applicable.
Credit Ref. Enter in a credit reference for the customer if applicable.

4. Click on the Next >> button to enter in the credit details.

FigureB. (Credit Details and Save window)

% S A TS BTN J__.IJ
Credit Mema No: [auto Mo, Browse Menu Out
1. Select Customer | 2 Enter Credit Details & Save |
B G Account Mo Dezcription Amount
M | =1} | ok
G/l Account Mo, Dezcription Amount i

Delete Line
Inzert Mode
-

Remark s

Select a Remark

Total Credit Amount: | 50.00

lavercharged amaount to customer

f+ iapply Credit to available [revoices Mo

™ Apply Credit to the Next Salez lnvoice
<< Back [ Leawve thiz credit open to apply later

@em o] o o] [sop Jewe] [

How to Add Lineltems:

1. Usethe magnifier to search for the G/L account number. By searching for a G/L
account number you can assign the appropriate amount to the corresponding G/L
account. Enter in a G/L account number in the G/L account field. (Secondary
Method)

2. Enter inthe G/L amount for the G/L account in the amount field.

3. Click onthe OK button and the line entry will be displayed.

4. Enter inaremark at your disclosure.
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> Before you save the entry you have three choices on applying the credit.

* Apply Credit to available I nvoices Now:

» By selecting this option, the credit memo can be applied to unpaid invoices for
that customer. A new window will appear when you click on Save. This
window will list the unpaid invoices where you can apply the amount.

» Apply Credit to the Next SalesInvoice:

> By selecting this option the credit memo will be applied to next salesinvoice.

» The apply credit screen will automatically pop-up after you have saved a
new salesinvoice. So then you can apply the credit to the salesinvoice.
* Leavethecredit open to apply later:

» By selecting this option the credit memo will remain open until you select the
credit memo and apply the amount to appropriate invoices. If the creditis
open you can apply it to an invoice a alater time. To apply to aninvoice at a
later time, ssmply click on List credit memo button to view alist of open
credits. Then select the credit memo and apply the credit amount. To apply
the credit amount, click on the apply credit button in the enter credit details
and save tab.

How to Search or Edit a credit memo:

1.

2.

3.

4.
5.

Click ontheList Credit Memo button. A new window will appear with alist of

credit memos.

Select the credit memo.

» By selecting the credit memo, the customer’s credit memo information will
automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited credit memo.

How to Void a credit memo:

1.

2.
3.

Click ontheList Credit Memo button. A new window will appear with alist of
credit memos.

Select the credit memo you wish to void.

Click on the Void Credit Memo button.

» Click on Yesto void the credit memo entry.
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CHANGE APPLIED (CM) CREDIT MEMOS

Menu Finder:
Accounts Receivable Module — Change Applied CM

Change Applied CM:
> Apply open creditsis used to apply credits that already have been posted but hasn’t

been applied to invoices. These credits can be applied to different invoices. Change
applied credit memos is used to change the information regarding the applied credits
to selected customers.

Figure A. (Applying Open Credits)

IE Aun bt Gyl -—ﬁ
Credit Memo No.:[CM-0DD0003 | Select Credit Memo E BRI BRSO
Cusgtomer Mo, : ﬁ[ﬁ Mame: |JERICO CORP.

Credit Amount : |595.00 Credit Memo Date - |03/08/2002
[Frvoice Mo, I, Total | Amount Due | Apply? | Amount applied Date Applied | Invoice Date *
() [ Jee]ww] (&)

How to change applied creditsto Selected Customers:

1.

2.

Click on the Select Credit M ema Button. A new window will appear with alist of

credit memos.

Select the credit memo you wish to change.

» By selecting the credit memo, the credit memo information will be automatically
be inputted in the main window.

Click on the Edit button.

Apply or Un-apply the credits on the apply column.

Click on Save to save the changed applied creditsfor credit memos.
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Add I nvoice:

6. By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that
invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
already applied previoudly.
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REFUND TO CUSTOMER ENTRY
Menu Finder:
Accounts Receivable Module — Refund to Customer Entry

Refund to Customer Entry:
» Refund to customer entry is used to give refunds to customers. An example of a

refund to a customer entry is when a customer makes an additional payment to their

invoice. If the customer made an additional payment that payment will be posted

twice on that invoice. So sometimes you may need to issue arefund of the double

payment received from that customer. In figure A. thereisarefund applied to a

credit memo. Thisrefund is applied to a credit memo because the customer wants a
cash refund. So instead of a credit memo given to the customer a cash refund is given

to replace the credit memo.

FigureA. (Refund to customer entry)

E
iEE HETU I OTITE TS

x|

Rifr. Regizter Mo, : |Auto Mo. Meny Out
Customer Mo, |co Mame: ||ERICO CORP.
FPayrment Type | ECE ﬂ FPay. Sub Type | J | |
Bank G/L Acct. :[1001 BankName:  [Undeposited Fund
Check Ma. : [105
Refund Amount : |100.00 Refund D ate : |@‘Eﬁﬁﬂ2
emo ; |

Invoice Mo. I, Tatal | Amount Due | Refund? | Refund Amount DueDate | Invoice Date
1 |CM-0000002 -35.15 -35.15 o 35.15(03/04/2002  03/04/2002 —
2 |Ck-0000003 -100.00 -100.00 o £4.85(03/05/2002  03/05/2002
Auta Apply Refund . || Add Invaoice.. l Applied Amount : 100,00 Unapplied Amount : | .00
| coo [ con | | seve Jlgencal || vou | |

How to Add arefund to Customer Entry:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Usethe magnifier to search for a customer number or type in a customer number.
(Primary Method)
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> Or click on the Sdlect button to select a customer from the customer search
window. (Secondary Method)
3. Enter inthe remaining fields.

Field Description with Examples:

Payment Type Select the payment type from the combo box field.

Pay. Sub Type If the payment typeis a credit card, the pay.sub typefield
will be enabled. Then the combo box field will be enabled
to let you choose the sub-type of the credit card.

Ex. Sub Type: Visa, Mastercard, Discover, and etc.
> You can also select a credit card by clicking on the
select credit card button.

Key Tip: By selecting a payment type the fields will change to match the payment type

criteria.

Bank G/L Account Using the magnifier select the bank General Ledger
Account. Sdlect the bank G/L account where the refund
amount will be taken from.

Reference Enter in areference for the customer. (Optional, and the
field will change as the payment type changes.)

Refund Amount Enter in the refund amount.

Refund Date Enter in the date of the refund.

Memo Enter in amemo using your preferences.

4. Apply the refund to invoices that will be shown in the bottom display window. This
display window will show the invoices with a negative baance, open credit memos,
and open credit prepayments. Click on the refund box to apply the refund to the
appropriate invoices.

Key Tip:|Auto Apply Refund:| By clicking on this option EBS will take the refund
amount and automatically enter in the refund through the appropriate invoices. (Thiswill
depend on the invoices negative amount.)

Add I nvoice:

» By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that
invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
already applied previoudly.

5. Click on the Save button to save the refund entry.

50



How to Search and Edit arefund to customer:

1.
2.

3.
4.
S.

Click onthe List refundsbutton. A new window will appear with alist of refunds.

Select aregistered refund entry.

> By selecting the refund entry, the customer’s refund information will
automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited refund entry.

How to Void arefund entry:

1.

Click onthe List Refunds button. A new window will appear with alist of refund
entries.

2. Select the refund entry you wish to void.
3.

Click on the Void button.
» Click on Yesto void the refund entry.
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CUSTOMER BEGINNING BALANCE SETUP

Menu Finder:
Accounts Receivable Module — Customer Beginning Balance Setup

Customer Beginning Balance Setup:

» Customer beginning balance is used to select your customers and enter in beginning
balances for those selected customers. These beginning balances can be entered in
two ways. Either by entering in one invoice balance at atime, or by entering in the
total balance of a customer’s account.

Figure A. (Customer Beginning Balance Setup Window)

TSR L TR T ERT R ST ,_,".i .__J-.._.._'!
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Crsorrer Mo Moz Irveoce Mo Irreoice [ st Tenmms Balsrice Tokal ‘i
[ 1 Cixn IERICO CORF [E5L1 LTa i e, W30 160,00 300 o1

| 2 Lo IERICT CORF 3541 AN L2000 LE V5000 ELIEL
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| [aleie Lins I

[ Gave Exit

How to enter in a Customer’s Beginning Balance:
» There are two ways to enter in a customer’ s beginning balance.

> Primary Method lets the user enter the total balance of al the invoices for the selected
customer.
1. Enter in acustomer number in the customer number field.
» Or use the magnifier to search for a customer number.
2. Check the box next to the L et system assign invoice number.
» By checking this box the invoice number and terms field will be disabled
because EBS will assign it automatically.
» NT inthetermsfield means there are no terms.
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7.

Enter in the invoice date for the beginning balance entry.

Enter in the total amount un-paid for al the invoicesin the balance field.
Enter in the total invoice amount for all theinvoicesin the total field.

Click on the Ok button to post the customer’s beginning balance in the display
window.

Click on Save when the entry is complete.

Secondary method lets the user enter one invoice beginning balance at atime for the
selected customer.

1.

Nogrwd

©

Enter in a customer number in the customer number field.

» Or use the magnifier to search for a customer number.

Un-Check the box next to the L et system assign invoice number .

Enter in an invoice number in the invoice number field.

Enter in the invoice date for the beginning balance entry.

Enter in the amount un-paid in the balance field.

Enter in the total invoice amount for the invoice in the total field.

Click on the Ok button to post the customer’ s beginning balance in the display
window.

Click on Save when the entry is complete.
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INCOME CODE SETUP

Menu Finder:
Accounts Receivable Module — Income Code Setup

I ncome/Expense Code Setup:

» Income/Expense List setup is used to enter in your General Ledger accounts. You
have the option to categorize your GL accounts by an income account or an expense
account. Thisisvery useful, by EBS assembles the proper General Ledger accounts
by their types; income or expense. Income codes are used on A/R Debit Invoice
Entry. Expense codes are used on A/R Credit Memo Entry, A/P Payment Entry,
Payable Invoice Entry.

Figure A. Income/Expense Code Setup Window:

it e ETTHEN o e E 1, J |hj]1
GAL Account Mo, E]D ; E Browse
Account Name : |Bounce Fee Income
GAL Account Type |Inu:u:ume ﬂ
Ea N [Gancer|[potote | [ Ext |

How to add a new G/L account:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Enter ina G/L account number in the G/L account no. field.

3. A message box will appear saying that the G/L account number is not found. Do You
Want to Add message box will appear. By clicking Yes, the new G/L account
number will be entered.

4. Enter in an account name for the G/L account in the account name field.

5. Using the combo drop down box, select a G/L account type.
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How to Search or Edit a G/L account entry:

1.

2.

Click onthe List Accounts Button. A new window will appear with alist of

accounts.

Select the G/L account and click on OK.

» By selecting the G/L account, the account information will automatically be
inputted in the main screen.

Click on the Edit button.

Y ou can only change what type of G/L account it is. Use the combo drop down box

to change the G/L account type if you need to.

Click on Save to save the modified G/L account type.

How to Delete a G/L account:

1.

2.

Click onthe List Accounts Button. A new window will appear with alist of

accounts.

Select the G/L account and click on Ok.

» By selecting the G/L account, the account information will automatically be
inputted in the main screen.

Click on the Delete button.

Click on Yes, to delete the G/L information.

55



CUSTOMER MEMO MAINTENANCE

Menu Finder:
Accounts Recelvable Module — Customer Memo Maintenance

Customer Memo maintenance:

» Customer Memo maintenance is used to maintain memos that are used as reminders
about different customers. These reminders can be used in different ways. Using
your preferences you can enter in memos here. Y ou have the option to let them to
pop-up when you enter in an entry that deals with that customer. Also you have
another option in which the done field that can be used to tell the status of the
customer’s memo. (By checking the done field, you can aso view which user
completed the task of the memo) Using these memos you will be able to take care of
your customers more thoroughly.

Customer Memo Maintenance: (Memo M aintenance)
S T E TS aT T E G _J |L_,_§1
kemo Register Mo, @ [Auto Mo,

Customer No. : |Com

Customer Mame : |JERICO CORF.

bemo Lazt Payments has not been received

[ Done [w Popup thiz memo autormaticall

[sda [ an | | sever,|lcancel][Daiete] || Ft |

How to Add a Customer Memo:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Enter in acustomer number or use the magnifier to search for a customer number.

» Asyou enter or search a customer’s number, the customer name will fill in
automatically in the customer name field.

3. Enter in amemo regarding the customer in the memo box.

4. Select whether you want adone or customer memo to popup when dealing with that
customer.




FigureB. (Customer Memo Pop-Up Window)

S T E T O R T AT, % _J_jdi
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» There are two options for the customer memos.
* Done Option: Check the done box if the memo has been taken care of.
* Pop-Up Option By checking this option the pop- up window will appear
when you make an entry dealing with that customer.

How to Search or Edit a customer memo:
1. Click ontheList Memo button. A new window will appear with alist of memos.
2. Select the memo.
» By selecting the memo, the customer’s memo information will automatically be
inputted in the main window.
3. Click on the Edit button.
4. Select afield and modify its contents.
5. Click on Saveto save the edited memo.

How to Delete a memo:

1. Click ontheList Memo button. A new window will appear with alist of memos.
2. Select the memo you wish to delete.

3. Click on the Delete Memo button.

» Click on Yesto delete the memo entry.
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(Sales Order Module)
SALESORDER ENTRY

Menu Finder:
Sales Order Module — Sales Order Entry

Sales Order Entry:

» Sales Order Entry is used to enter in information regarding a customer’s order. With
asales order entry you can track a customer’ s backorders for items you do not have in
stock and track the items you do have in stock. Upon completion of a Sales Order
you can invoice the sales order with the items that can be shipped. Y ou may invoice
acustomer multiple timesif the order shipped was a partial shipment.

» Typical Scenario of making a Sales Order:

* Once you have entered a sales order, you can print a picking sheet for the
warehouse to check. After you' ve received the checked picking sheet from the
warehouse, you can then make an invoice of the sales order based on the
picking sheet. Thisinvoice will then be sent to the customer for payment.

Fig.A (SalesOrder Entry)

EE Salas Uy ETILI J __]L_J
Sales Order Mo : <« COMPLETED > List Open 540 .. _ By | &l |x
X 10 O e
1. Select Customer T 2 Enter Ling Items T 3. Tatal & Save |
Customer No. {009 . Mame . |IERICO CORP. I:I
Ship To l:l
JERICO CORP. - Order Date - {73,04/2002 Order Type : |Back Dider  +
— i ] i
1234 MAIN 5T Shipping Date - [03,04/2002 Order Status: | New -
Cancel Date:  |(14,/04,/2002
NEW YORK [Ny |[10000 Tems: o [@ PO#: [—
Sales Rep: ooy Department : |
Bill To: ;
Sp 001 Credit Ref. :
1234 MAIN 5T B | |
Ship Via: |[FPsS Price Group : |
NEw YORK  [[Ny |[10001 SpitComm? [N FOB: L
T
¥ |H
Internal Mema : | | House/Factar: ! e
| Next >>
= Youd Cancel = -
(@ e || orie || G | [ aay || £an | | ==
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How to Add a New salesorder:
1. Click on the Add button for an automatic number assigned by EBS.
» For every order thereis an order status next to the Sales Order Number field.
That order status tells you what kind of salesorder itis. For exampleit can be a
New order, Backorder, or acompleted order. (Fig A.) For more information
look on Chapter Reference.

2. TypeinaCustomer number in Customer No. field and press Enter. (Primary
Method)
» Usethe magnifier next to the customer number field to search for one. (Secondary
Method)

Key Tips.

» Tomovefrom field to field, you can either press enter or tab. The tab stops are setup
in Program options — Tab Stop Setup.

» Using your preferences as a company you should decide which fields to use and not
touse. Not al fieldsarerequired to complete asales order. Usethefieldsthat are
necessary to complete the needs for your company. |If you don’'t need or require a
certain field, leaveit blank.

» Remember that there are different ways to enter in information for different fields.

Y ou can use different methods such as Primary or Secondary methods to enter in
information. Choose a method that will be best suitable for your company.

3. Enter in the remaining fields of the new sales order.

Field Description with Examples.

Customer No. Customer No. and description is automatically entered by doing
step.2 Look at Fig. A for reference.

Name The name of the customer.

Ship to Click on the Down Arrow to select Same as Bill To, or Noneiif

there is no shipping address.

» Clickon to enter in anew shipping addressif the
shipping address is not shown. An Add to Ship Address
window will appear. Enter in appropriate fields and click Save.
The option of is used because a customer can have
multiple shipping addresses.

Internal Memo A memo can be entered regarding the sales order entry. Used for
your company’s preferences.

Order Date Order Date is the date when the customer ordered.
» Keep the current one by clicking on enter. (Primary Method)
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Shipping Date
Cancel Date

Terms

Sales Rep.

Ship Via

Split Comm

» Highlight the current date and type over the field to change the
order date of the sales order. (Optional Method)

* Another option is by clicking on the calendar button to select
an order date. (Secondary Method)

» When entering anew or different date the format should be like
thisMMDDYY (Ex. 022801).

The estimated shipping date for the Sales Order.

The estimated cancellation date of the Sales Order.

Ex. If an order needed to be cancelled the date entered would be

the deadline for cancellation.

» |f thereis no cancellation date leave the default date.

Click on magnifier to select aterm code for the sales
order.(Primary Method)

Enter in aterms code for the sales order. (Secondary M ethod)

Use the magnifier to select a sales representative that made the
sale. (Primary Method)

Enter or type in asales representative’ s code. (Secondary Method)

Enter in ashipping carrier or use the magnifier to search for one.

Enterin'Y for yesor N for No to split the commission with another

sales representative.

* ByenteringinY, anew window will appear called Split
Commission Entry.

Fig. C (Split Commission Entry)

5t Sulit Buprdsslug Enery __] _J \__J]
Sales Perzan 1 (455 . 50.00 ERlAM MCGAMMN
Sales Person 2: 401 0.0 % EarlPark
QK[\ | Cancel ‘
Ly

» Click onthe Magnifier to search for a sales person and select it
from list.

Sales Representative 1.

» After selecting a sales representative, enter in the percentage
split for each sales representative. Repeat the same steps for
Sales Person 2. (Fig. C)

* Click Ok toreturn to the sales order entry window.
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Order Type

Order Status

P.O#

Dept
Credit Ref

Price Group

FOB

An order type could be either a sales order entry or back order

entry. A salesorder entry doesn’t always have to be anew sales

order entry. For example, it can be a backorder type for the

backorderd items that wasn’t in inventory before.

Use the scroll button to select the status of the sales order.

The default is New, and the sales order can be an open order or

hold order.

* Oncethe picking sheet is printed the order status changes from
New to Open. Hold isan option for the user to hold the order.
Thiswill prevent the sales order from being invoiced.

If there is a customer’s P.O number, enter it in the field.

Enter in a purchase department number if applicable.

A reference of credit that can be used to determine the customer’s
credit status.

Enter in the price group for the customer if applicable.
Key Tip: If you want to change the price group for a customer’s
order, you have to override the existing price group name.

Enter in Freight on Board if applicable.
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LineltemsTab:

» Click on Next Arrow to moveto thelineitemstab. A Line ltemstab isawindow to
enter in items ordered for the sales order.

Fig. D(To enter Lineltemsfor a SalesOrder)

SHaESalEs Onder EfiEpF _J\__j L..J]
Sales Order No i.-’-‘«utu:u Ma. ey Out
1. Select Customer T 2. Enter Line Items T 3. Total & Save ]
# Item Mo Dezcrption Order  Ship Bk Oid U4 UnitFrice  Extended Price
| ooz |QJjGROUP ITEM COLOR : [ 3 | | | | 7.02
Colar Size Taw D/C% D/CE Comm X
| | N[ 1210] 97 400 oK
Item Mo Dezcrption Color | Size | Order | Ship BkOrd| UM | Unit Price | Extended Price 2]
1 001 REGULAR ITEh 50 1] 0 EACH E15 307 50—
2 0oz GROUPITEM C 1B 2 a 0 EACH 7.03 14.06
4 002 GROUP ITEM 2 4 a 0 EACH 703 2812
5 002 GROUPITEM 4 ] o 0 EACH 7.03 3515
F 002 GROUP ITEM 10 G a 0 EACH 703 4218
7 003 MATRI=ITEM BLE 5 1 a 0 EACH 7.9 7.91
g 003 MATRI<ITEM ELK b4 2 a 0 EACH 7.9 15.82
9 003 MATRIITEM BLK L 2 a 0 EACH 7.9 1582 &
3 il | - W
<< Back | Delete Line | | Inzert Mode | L% Next >>
CEE A I T T | cancer | | |

How to Add Lineitems:

» The cursor will appear in the Item No. field. (waiting for input) (Fig. D)

* Usethe magnifier to search for an itemto add. (Primary Method)

* |If you select amatrix or group item awindow will appear. Then enter in the
guantity of each matrix or group item. If you select ainventory item, enter in the
quantity in the Order field.

Enter the Order Quantity in Ord. Field and press Enter.

> If you want to change the unit price enter in anew unit price, otherwise leave the
defaulted unit price.(Fig. D)

2. Thetax, D/C%, D/C $, and Comm% field will be enabled. Y ou can change the
contents at your disclosure.

3. Presstab until the OK button is highlighted, and press enter to add the new entry.

(Fig. D)

» To add another line item, repeat steps 1-3.

Lo
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Field Description and Examples:

# The# field is used when you are editing asales order. The#field
shows you the user which row number the item is displayed upon.
(Y ou do not need to enter a number for the # field when adding,
there will be adefault number)

Item No: Ex. EAWOO01 (Search for an item number using magnifier or F2.)

Description Ex. Watches (Confirm if description is right with item number.)

Order Ex. 25 ( Quantity of order)

U/M Ex. Each ( Unit of Measure of items)

Unit Price Ex. $25.00 ( Select the unit price of item.)

Tax Ex. Y/N (To determineistax is applicable or not./optional)

D/C% Ex. 5% (The percentage discount of each item if applicable)

D/IC $ Ex. $50.00 (The discount amount for each item if applicable)

Commission % Ex. 10% (The commission percentage for each lineitem if
applicable)

There aretwo different casesto enter in a commission:
» Line commission is used when there might be a different commission for different

prices.

> Line commission can also be used when there is a different commission for the items

with different prices.

These two cases can be used to vary the commission for different items with same prices.

> If the commission is constant for a sal esperson then use the commission percentage
field in the salesperson maintenance.

> Inany of these cases you can change the line commission in the Line Items Tab of
any Invoice Entry. (Commission % field)

» The commission will be shown at the Sales Order -- Total Tab -- Commission Rate%

» The commission rate% is linked to the Sales Order Maintenance of a Sales Order.
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Total Tab:
Fig. E (SalesOrder Total Tab)

SHaESalEs Onder EfiEpF __J_JL..j]
Sales Order Mo ; |50-0000004 NEW ORDER Lizt Dpen 540 .. Browze Meny Out
1. Select Custarner T 2. Enter Line Iterms T Q“Tutalhﬁave ]
Customer No. : 00 Mame: |JERICO CORP.
Remarks
Dizcount Fate % [ .00
Dizcount Amount ; .00
Amount Subject o Sales Taw: 0o
Sales Tay Rate % .00
Sales Tax Amount ; | o
Amount Subject to Commizziarn ; o Total Order : [ 123.00
Commission Rate % ; on Total Shipped : .00
Total Quankiy: o Total Remained : 123.00
Frepayment Amount : | 12300
<« Back Unapplied Amount ; 12300
. Yoid Cancel : =
@ew g o] (oo o] o o] o |

To Add Entry’s Taxes and other Char ges:
1. Enter in additional information for the different fields if needed for the total tab.

Field Description with Examples:

Discount Rate % Ex. 5% (Enter in adiscount rate percent for total amount)
If entered the calculation output would come out in Discount Amount field.
SalesTax Rate%  EXx. 5% (Enter in asales tax rate percent for total amount if
applicable.)
If entered the cal culation output would come out in Sales Tax Amount field.
Commission Rate  Ex. 5% ( Enter in acommission rate for the salesperson
Only if you want to change the salesperson commission rate for
that particular sales order.)
Remarks (Enter in aremarks or you can search for remarks by clicking on
Select a Remark|
» Clicking on Select a Remark will bring a new window showing
different Remark codes. Remark Setup is done in Accounts
Receivable — Remark Setup
Total Amount Thetotal amount for the sales order. Thiswill include the freight
charges, tax, and discount amounts if applicable.
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Prepayment Amount Field: Thisfield isused to enter in a prepayment from the
customer regarding the sales order. If you enter in a prepayment amount and click on
save, anew window will appear called Customer Deposit/Prepayment Entry.

Fig. F (Customer Deposit/Prepayment Entry window)

| : A
rEE stz Ve nus e f P iy ns e Eiiey L_~-§1
Fegister No. :  |Auto Mo, Meny Out

Customer Mo, ||:|:||:|-|— Mame : [JERICO CORF.

Sales Order Mo. 500000007 4~ Select the Source Sales Order Mo, for this deposit / prepayment if applicable

Payment Type: |CHECK | Pay SubType: | = |
Check Ma. ; (1001

Amount Paid :  [100.00 Papment Date : [IS000H

Memna : ||:|ai|:| in advance a depaosit of 100.00

ElEareNC e

How to Add a Customer Deposit /Prepayment Entry:
1. Select the payment type for the deposit or prepayment.
> If the payment typeis credit card, then select a pay. sub type by using the combo drop
down box in the pay. Sub typefield.
* Or select acredit card on fileif the credit card info isregistered in EBS.
2. Depending on the payment type the next field changes. If the payment typeisa
check, then there would be a check no. field., and if the payment typeis cash, there
would be areference field, and if the payment typeis credit card, there would be a
card no. field.
Enter in the amount paid in the amount paid field.
Enter in the payment date of the prepayment or deposit entry.
Enter in amemo at your disclosure.
Click on the Save button to save the customer’s prepayment entry, or click on cancel
to cancel the prepayment entry.

oA W
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How To Search and Edit a Sales Order :
1. Click on the cancel button to cancel any before processes.
2. Click ontheList Open Sales Ordersbutton.

Fig. F (To search for a open salesorder)

e
LFIFE FT PG LSS I.-]

r Open Sales Onder List

| |ERadiS Statun | Dider Date | ShipDete | ConcelDate Ded Tolsl | [brpbo § Cast No  Hose Gz PO

Mew [JUTT/Z02 |3 0/2002 |OWTF/2002 | 1110 11 BIREMaT [emon Cvrieel |

Details:
1. AnOpen Sales Order Search lets you search sales order that has not been
invoiced or that has not been shipped.

3. Double Click on the highlighted sales order that needs to be completed.
Click on Edit and the screen will open the enabled fields so you can change the
contents of those field.

» Void Order Button: By clicking on the void order button, the order entered is
completely voided. You could also re-use the same order number that has been
voided. Thelist of voided sales orders are listed on the company module —
Voided Transaction Report.

» Cancel Order Button: By clicking on the cancel order button, the order

information is not deleted but the statusis cancelled. Thislets you see the details
of what has been cancelled for the sales order.
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INVOICE ENTRY

Menu Finder:
Sales Order Module — Sales Invoice Entry

Invoice Entry:
» EBS offers two ways to invoice your customer: Direct Invoicing, and Converting a
sales order to an Invoice.
» Direct Invoicing = Instead of going through the process of making a sales order
you can directly make an invoice.
* Converting a Sales order to an Invoice = After you made a sales order then you
can convert that sales order to an Invoice.
» By invoicing a customer’s order two important things happen:
* The customer balance will increase by the invoice amount.
* Your stock quantity will decrease by the quantity invoiced.

Two ways of shipping when converting a sales order to an invoice:

» Complete Shipment = iswhen you’'re going to ship all the inventory items that has
been ordered. After completing shipment, if there will be no backorders remaining
and the sales order status then changes to complete. Look on reference figure A.
(Sales Order Entry)

» Partial Shipment = Partial shipment iswhen you partially ship the items ordered by
your customer. The items that have not been shipped will remain on the sales order,
S0 you can invoice it as the items become available. This changes the status of the
sales order changes to a backorder. Thus, letting you invoice the remaining items at a
later time. Y ou can keep making invoices until all the sales orders areinvoiced. This
allows the convenience to track all backorders.
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Fig. A (Entering a Invoice Entry)

HE [uies Eniny __J_JJ]
Irvoice No W Browse Menu Out
1. Select Customer | 2 Enterlineliems | 3 Total& Save ]
Sales Order No. : |— | ‘

Customer No. ’7. Mame: [JERICO CORP. l:l
Ship To Mew Invoice Date [13,00/2002

[ERICO CORF. ~| | ShippingDate: [03/08/2002

1234 MAIN 5T DueDate:  [04/07/2002 [

Discount Date - [p3/08/2002 (& PO#- e

NEWYORK [Ny |[100m Tems: [ Bepamen: [or————
Bill Ta: SalesRep:  foom Credit Ref. . |

1234 MAIM 5T Ep o | S g

NEW'YORK  |[Nv |[1000 Ship¥ia: [RPs  [Q] FOB: |
e e Split Comn’? lNi Houze/Factaor : m

Nle%:t 3>

8 exmt || i | Eei ] B EET

How to Convert a sales order to a new invoice entry:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Since you've aready made a sales order, enter in the source sales order number in the
salesorder no. field. (Primary Method)
e Orclick on the Select Sales Order # from the list button to search for asales
order.

3. A Confirm Ship Complete message box will appear if the Sales Order Number is

selected.

(The ship field islocated in the line items tab window.)

» For theitemsthat are available to be shipped, clicking YES, will fill the ship
fields. The ship fields will be filled with the quantity of the sales order.

» By clicking NO, the ship field will be defaulted to zero.
The backorder field, will befilled with the quantity of the sales order that needs to
be shipped. (Both fields located in the Line Items Tab:)Figure C.
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» Usefulness of selecting Yes/No:
Select Yes: If the number of items that are not going to be shipped is greater
than the items that will be shipped. Then in this case enter zero for the items
that are not going to be shipped.
Select No:  To enter in the shipping quantity manually. In this case you can
look at the quantity of the backorders and ship the items that are available.

4. Usethe combo drop down box to select a different shipping address if the shipping
addressis not the same as the billing address of the customer.

» Click on the New button to enter in a new shipping address if the shipping address
isnot shown. An Add to Ship Addresswindow will appear. Enter inthe
appropriate fields and click Save. The option of is used because a customer
can have multiple shipping addresses.

5. PressEnter and fill in the remaining open fields or use the defaulted information
from the previous sales order entry. Look at field description with examples.

Field Description with Examples:

Internal Memo A memo can be entered regarding the invoice entry.
Invoice Date The date of when the invoice was produced.
Shipping Date The estimated shipping date for the invoice entry.
Due Date Payment due date.

Discount Date Discount Date for payment if applicable.

Use only if your company gives any discount for payments
received earlier then the due date.

Terms Ex. N45 ( Select termsfor theinvoice order.)
SalesRep Ex. Rob (Select the salesrepresentative for the sales order)
Ship Via Ex. UPSair (Select the shipping method for the invoice order)
Split Comm Ex. Y/N (' select yesto split the commission with another
salesman)
Fig. B (Splitting Commission for a invoice) .
5 Sulie Coppirssiu Eftey ___] _J \__J]
Sales Persan 1: |455 . 50.00 BRI&N MCGANM
SalesPerson 2: 4oy 000} % EalPark
QKI\ | Cancel ‘
Lo

» Click on Magnifier to search for a sales person and click on the select button.
(Primary Method)
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PO# Enter aP.O# if applicable for the invoice order entry.

Department Department of the sale (optional)

Credit Ref Reference of credit (optional)

Price Group Enter in the price group for the customer if applicable.
FOB Freight on Board if applicable.

6. Click on the Next arrow button to move to the line items tab.

Fig. C (Invoice Entry Line ltems Tab)

SHsRiyvpite BT _JJJ
IraiEeo: im Browse Menu Out
1. Select Customer T 2. Enter Line Items T 3. Tatal & Save ]
# Item Mo Description Omder  Ship Bk O LA Unit Frice  Estended Price
ooz [Q|MaTRI I TEM -« B ERE T T
Calar Size Tax D/C% D/CH Comm
| | M| 1210] 108] 400 ok
[berm Mo Dezcription Color | Size | Order | Ship | BkOrd| U#M | Unit Price | Extended Price
1 |00 REGUL&R ITER 500 500 0 EACH £.99 3.495.00—
2 |003 MATRI<ITEM BLE 5 10 10 0 EACH 7.9 7310
4 003 MATRI<ITEM BLE L 20 20 0 EACH 7.9 158.20
5 |003 MATRE<ITEM BLE XL 10 10 0 EACH 7.9 7310
A [l | W
<« Back | Delete Ling | | Insert Mode | MNext >>»
& pone |00 | [ add || £an | | = |

» When you move to the line items tab, the items will be displayed because the original
sales order entry was converted to an invoice entry.

» If you don’'t need to add additional line items click on the total tab to save the new
invoice entry.

How to change the shipping guantity of the converted salesorder entry:

1. Select alineitem entry by clicking once on the line item.

> By selecting aline item the information regarding the line item will be displayed
in the fields above.

Select afield and modify it’s contents

Click on the Ok button when finished modifying the line item.

W
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4. To modify additional line items, repeat steps 1 thru 3.

How to Add additional lineitemsto a converted salesorder entry:

Click on the Item No field.

Enter in an item number or use the magnifier to search for one.

Typein the Order Quantity in Ord. Field and press Enter.

Type in the shipping quantity in the ship field and press tab.

If you want to change the unit price, enter in anew unit price, otherwise leave the
defaulted unit pricein thefield. (Fig. C)

Click on the Ok button to post the new line item entry in the display window.

To add another entry, repeat steps 1-6.

agbrwdNE

Y &

> If you don’'t need to add any other additional line items then just click on the next
arrow to move to the total tab to save the new invoice order entry.

Total & Save Tab:
FigD. (To Add Entry’s Taxes and Other Charges:)

i Erifey __J_JJ]
lrvoice Mo - [auto Mo, Browsze Menu Out

1. Select Customer T 2 Enter Line ltemsz T 3. Total & Save ]

; ————— Remarkz
Digcount Rate % | 0o | Select a Remark ..
Dizcount Amount : oo
Amaunt Subject o Sales Taw: 2397575
Sales Tax Rate & : 5.00
Sales Tax Amaunt ; 198.7¢
Sales Amount ; 3.975.75
Amount Subject to Commizaion : oo Dizcount Amout - a0
szl E5 _—
Commission Rate .o Sales Tax Amaount ; | 198 79
T otal Weight - — Freight Charge : | o0
Freight Charge oo —
Total Amount : 417454
T atal Quantity: BE1
<<« Back
B o] o] (o Jowee] [ ]

» Input the information for the different fields if applicable.
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Field Description with Examples:

Discount Rate % Ex.5% (Enter in adiscount rate percent for total sales (optional)

If entered the cal culation output would come out in Discount Rate Amount field.

SalesTax Rate%  Ex.5% (Enter in asalestax rate percent for total sales (optional)

If entered the cal culation output would come out in Sales Tax Amount field.

Freight Charge Ex.500 (Enter in Freight charge if applicable.)

Commission Rate  Ex.5% ( Enter in acommission rate for the salesperson if

applicable.)

Remarks (Enter in aremarks or you can search for remarks by clicking on
the Select aremark button.)

1. Click on Save, if theinvoice entry is complete. If there are no backorders, the
invoice entry is complete. Otherwise theinvoice entry’s status would be
backordered.

» For direct invoicing repeat all the steps for invoice entry. Only differenceisinstead
of looking for a sales order number, search or enter in a customer name. Then enter
the information as you would a new sales order entry.

How to Search and Edit ainvoice entry:
1. Click ontheList invoicesbutton. A new window will appear with alist of invoices.
2. Select theinvoice entry.
» By selecting the invoice entry, the invoice entry information will automatically be
inputted in the main window.
3. Click on the Edit button.
4. Select afield and modify its contents.
5. Click on Saveto save the edited invoice entry.

How to Void a invoice entry:
1. Click ontheList invoicesbutton. A new window will appear with alist of invoices.
2. Select theinvoice entry.
» By selecting the invoice entry, the invoice entry information will automatically be
inputted in the main window.
3. Click onthe Void Invoice button.
» Click on Yesto void the current invoice.
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SALESCREDIT MEMO ENTRY

Menu Finder:
Sales Order — Sales Credit Memo Entry

Sales Credit Memo Entry:

» A salescredit memo entry is used to give credit memos for sales orders or invoices.
These credit memos can be issued for a number of reasons. For example, a customer
receiving damaged goods, a customer returning the goods received, or a customer
receiving a shortage of goods. For these typical cases, a credit memo should be
issued to ensure the satisfaction to the customers. Keep in mind, when anitemis
being returned your stock quantity increases and your accounts receivabl e decreases.
In the following Sales Credit Memo Entry window, you can enter a credit memo type,
issue credit for items, and Save to post the credit memo entry.

Figure A. (Sales Credit memo Entry)

S5 Sales Gredit Menn EIIENS ._J _J J
Credit Memo Mo : W Browze Menu Out
1. Select Customer T 2. Enter Line ltems T 3. Tatal & Save ]
Customer No. |7. Mame: |IERICO CORF. l:l

Source Invoice No. - | ‘ |

Address

1234 MaIN 5T C/M Date :  |03/19/2002
C/M Type : |Retum -l cMRet: [z

NEW YORK  |[Nv {10001

Terms : (N30

1 CreditRef.: [
|

Department : |17

Sale: Rep:
|S|:u om

|an
Ship ¥ia : ﬁs Price Group :
Split Comm? (M FOE :

Internal Memo : e
| | | HouzedFactar: H b
Next >>
& e | | (oo [ o | [ Bgeve | concel| | |

How to Add a Sales Credit memo entry:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Usethe magnifier to search for a customer number or type in a customer name.
(Primary Methods)

73



» Or click on the Select button to select a customer from the customer search
window. (Secondary Method)
3. Click on the Select Invoice # from the list button to select a source invoice number.
» By selecting the source invoice, a confirm return complete message box will
appear. A source invoiceisthe original invoice that the credit memo is being
applied to. For example, the items being returned are from the source invoice.
FigureB. (Confirm Return Complete message box)

Cupnfli Faiirn Coupulais

Is return completed 7 IF Yes then credit quantity Field will be Filled with the quankity shipped. IF not, credit quankity wil be
defaulted to zero(0) quankity.

Key Tips. (Confirm Return)
Two Outcomes of clicking YES. (Usually completereturn)

A. Clicking Yes: automaticaly fills the quantity of items from the original
invoiceto the Line Items Tab. (If the quantity returned is different than the
guantity invoiced, modify the quantity in the line itemstab.)

B. Clicking Yes: Thefieldsfilled in for the original invoice will be copied to the
total tab of the credit memo.

Two Outcomes of clicking NO. (Usually Partial return)
A. Clicking No: defaults the quantity of itemsin the lineitemstab to zero.
In this case, you can manually enter in the quantity of the item that was being
returned. Look on reference for further information (Chapter Reference)
B. Clicking No: doesn't’ fill any of the fields that wasfilled before in the original
invoice of the Total Tab. (chapter reference)

4. Enter, or modify the appropriate fields.

Field Description with Examples:

Internal Memo Used to input an internal memo for the customer. (optional)
C/M Date The date of the credit memo.
C/M Type Select a credit memo type from the combo box field.
Ex. Return Return of Items
Shortage Shortage of Items
Damage Damaged Items

Tip: When you select damage for a credit memo, the returned items will not increase
your stock quantity because the item is damaged.

Terms N30 (Terms of the customer)
SalesRep The sales representative for the original source invoice.
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Ship Via UPS ground (the shipping method for the credit memo)

Split Comm If applicable, the split commission of the credit memo. (Yesor
No)

C/M Ref. Credit memo reference number if applicable.

Department The department number if applicable.

Credit Ref. A credit memo reference number for the department if applicable.

Price Group The price group name for the current customer. If thereisno price
group, just leave it default as blank.

FOB Freight on Board if applicable.

5. Click on Next Arrow to go to the Line Items Window Screen.

FigureC. (Line ltems Window)

ﬁ | AT TSR T R T JJ-.J
Credit Memao Ma : auto Mo, Browse Menu Out
1 Select Customer T 2 Enter Line Items T 3 Tatal & Save ]
# Item Mo Dezcription Credit Gty UM Unit Price  Extended Price
[ ] <l Al ] |
Tax D/CE DACE Comm X
| | | | K
Item Mo Description Color Size | Credit@ty. | UM | Unit Price | Extended Price =
1 i e
2 |002 GROUP ITEM COLOR -1 1 5 EACH 7.03 /15
3 |003 MATR ITEM BLK 5 1 EACH | =)
4 |003 MATR ITEM BLK h 2 EACH | 15.82
5 003 MATR ITEM BLK L 2 EACH | 15.82
E |003 MATR ITEM BLK =L 1 EACH | 79
<< Back | Delete Line | | Insert Mode | MNext »>»
& et | | e e | | ey [ coneat ] | |

How to Edit and Modify thelineitemsin a credit memo entry:

> Key Tip: By selecting the source invoice, the line items will automatically be entered
inthelineitemswindow. The only differenceis, if you clicked yes to the confirm
complete return box, the credit quantity will be the same as the source invoice. If you
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clicked no, then the credit quantity will be defaulted to zero. It will be defaulted to
zero so you can manually enter in the credit quantity that is being returned.

. Select aline item entry by clicking once on the line item.

» By selecting aline item the information regarding the line item will be displayed
in the fields above.

2. Select afield and modify it’s contents

3. Click on the Ok button when finished modifying the line item.
4. To modify additional line items, repeat steps 1 thru 3.

5. Click on the next arrow to move to the Total & Save screen.
Key Tip:

button:

» Toddetealineitem. Click onceon alineitem. Then click on the delete line button

to delete the current row.

How to Add a additional Lineitem to a credit memo entry:

1.

Sk wWN

Enter in an item number in theitem no. field. (Primary Method)

» Or use the magnifier to search for an item number. (Secondary Method)
Type in the credit quantity in the Credit Qty. field and press enter.

Typein the unit price or leave it as the default price.

Modify the remaining fields if needed. (Tax, D/C%, D/C$, and Comm %.)
Click on the Ok button and the line item will be added on the bottom window.
To add more line items repeat steps 1 thru 5.

Click on the next arrow to move to the Total & Save screen.
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Total & Save screen.

FigureC. ( Tofinalize and apply the credit screen)

ﬁ Sitlas Gyl lE yag Enry __J _J d]
Credit Merma Mo |Auta No. Browse Menw Out
1. Select Customer T 2 Enter Line tems T 3. Total & Save ]
Remarkz
Dizcount Rate % : | 0 | Select a Remark ..
Dizcount Armount ; 0o
Amount Subject o Sales Tax: 47 45
Sales Tax Rate X .0o
Sales Tax Amount ; 0 Credit Amot : | 113.36
: — Dizcount Amount : 0o
Amount Subject to Commizsion ; ) ST e Iiﬂﬂ
Caommission Rate % ; | o Friight Chaige T m
Totalweight : I Total Credit Amount: 113.36
Freight Charge 0
(+ Apply Credit to the Source Invoice Mo
T otal Quantity: 16 ™ Apply Credit to availlable [nvoices Mow
" Apply Credit to the Mext Sales Invoice
<< Back i Leave thiz credit open to apply later
@en L] o] (sl Jowen] [ |

8. Fill inthe additional fields of the total & save tab if needed.
9. Apply the sales credit memo entry by selecting a place to apply the credit memo.
> Before you save the entry you have three choices on applying the credit.

* Apply Credit to the Source Invoice Now

> By selecting this option, the credit memo can be applied to the source invoice.
A new window called Apply Credits will appear when you click on Save.
Thiswindow will list the source invoice where you apply the credit memo to.

* Apply Credit to available Invoices Now:

» By selecting this option, the credit memo can be applied to unpaid invoices for
that customer. A new window will appear when you click on Save. This
window will list the unpaid invoices where you can apply the amount.

* Apply Credit to the Next Sales Invoice:

> By selecting this option the credit memo will be applied to next salesinvoice.

» The apply credit screen will automatically pop-up after you have saved a
new salesinvoice. So then you can apply the credit to the salesinvoice.

» The credit memo will be calculated into the total amount for that invoice.
To view the applied credit, ook on the total tab of the invoice.
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» Leavethe credit open to apply later:

» By selecting this option the credit memo will remain open until you select the
credit memo and apply the amount to appropriate invoices. If the credit is
open you can apply it to an invoice a alater time. To apply to aninvoice at a
later time, ssmply click on List credit memo button to view alist of open
credits. Then select the credit memo and apply the credit amount. To apply
the credit amount, click on the apply credit button in the enter credit details
and save tab.

How to Void a sales credit memo entry:

1.

Click ontheList Credit Memo button. A new window will appear with alist of
sales credit memo entries.

2. Select the sales credit memo you wish to void.
3.

Click on the void credit memo button.
» Click on Yesto void the credit memo entry.
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CUSTOMER DEPOSIT PREPAYMENT ENTRY

Menu Finder:

Sales Orders Module — Customer Deposit Prepayment entry

Customer Deposit/ Prepayment Entry:

>

Customer deposit /prepayment entry is used to enter in a customer’ s deposit or
prepayment. These entries are posted and then applied in the Apply
Deposit/Prepayment to open invoices window. In acustomer deposit/prepayment
entry window you can enter in a prepayment or deposit that can be applied later to
open invoices.

Figure A. (To deposit or prepay for an open invoice)

|EE Eisiumer Menusief Mg ungin= it By L_ﬁ1
Fegister No. :  |Auto Mo, Meny Out

Custormer Ma. ||:|:||:|-| M ame : |JEH||:|:| CORE.

Sales Order Mo. 500000002 4~ Select the Source Sales Order Mo for this deposit / prepayment if applicable

Fayment Type : |[;F|ED|T CARD ﬂ Pay. Sub Type : |M.-’-".STEF| ﬂ | Select Credit Card . I
Card No. 12454443545 CardHolder:  JOHN SMITH Ewp. Date: [07/02
Amount Paid:  [150.00 Payment Date: [03/19/2002

Memna : ||:urepa_l,lment

[ oa J[Tean | | stye |lGancal][[ vei | [ &t |

How to Add a Customer Deposit Prepayment Entry:

1.
2.

3.

Click on the Add button for an automatic number assigned by EBS.

Enter in a customer number in the customer number field. (Primary Method)

» Or use the magnifier to search for a customer. (Secondary Method)

Enter in the source sales order number for the deposit/prepayment if applicable.

» A source sales order is the sales order that the deposit or prepayment is going to
be applied to.

> |If thereis no source sales order then leave the field as blank.

Enter in the remaining fields.
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Field Description with Examples:

Payment Type
Pay. Sub Type

Select the payment type from the combo box field.

If the payment typeis acredit card the pay.sub type field

will be enabled. Then the combo box field will be enabled

to let you choose the sub-type of the credit card.

EX. Visa, Mastercard, Discover, and etc.

> You can also select a credit card by clicking on the
select credit card button.

Key Tip: By selecting a payment type the fields will change to match the payment type
criteria. If the payment type is a check, then there would be acheck no. field., and if the
payment typeis cash, there would be areference field, and if the payment type is credit
card, there would be acard no. field.

Reference

Amount Paid
Payment Date
Memo

Enter in areference for the customer. (When the payment
typeis cash the field changes to reference. )

Enter in the amount paid.

Enter in the payment date or use the default date.

Enter in amemo using your preferences.

5. Click on the Save button to save the customer deposit/prepayment entry.

To apply the deposit/pr epayment entry:

1. Click onthe List Deposit/Prepayment Button. A new window will appear with a
list of deposits or prepayments.

2. Select the deposit entry or prepayment entry you want to apply.
> By selecting the deposit/prepayment entry, a new text box will appear called

> |Apply Payment|

> By clicking on the apply payment button, the Apply Deposit/Prepayment to
open invoices window will appear.

80



Figure B. (Apply Deposit/Prepayment to open invoices window)

iﬂ Aunbe Mz uns B ve nspgran b iy Bluzp e s ‘_g1

Register Mo.: | | | Menw Out

Cuztomer Mo, Marme : |

Check Mo, ; 101 Amount ;{70000 Deposit/Prepayment Date : |0349/2002
Irwoice Mo, I, Tatal | Amount Due | Apply? | Amount applied Date Applied Irvoice Date
1 | IN-000001 117.45 745 [ 7.45 0315/2002 030472002 —
2 | IN-Do00oz 11336 11336 [ F 92,85 03/19/2002 03/419/2002
3 | IN-000003 307.50 307.50 031542002 03415/2002
4 |IN-000004 153.75 15375 LT 03/19/2002  |03/19/2002
1| | > r
| Auto Apply . || Add Invaoice.. | Applied Amount ; | 100,00 Unapplied Amount : |

) G el (]

3. Apply the deposit/prepayment amount by clicking on the apply box for a selected
invoice.

» Or you can click on the Auto Apply button. By clicking on the auto apply
button, EBS will take the deposit or prepayment amount and automatically enter
in the refund through the appropriate invoices. (Thiswill depend on the amount
due for each invoice.)

4. Click on Save and the applied amount will be applied to those open invoices.
(For more information look on Apply deposit/prepayment section.)

How to Search and Edit a customer deposit/prepayment entry:

1. Click onthe List Deposit/Prepayment button. A new window will appear with a
list of deposits or prepayments.

2. Select the deposit or prepayment.
» By selecting the deposit or prepayment, the customer’ s deposit or prepayment

information will automatically be inputted in the main window.

3. Click on the Edit button.

4. Select afield and modify its contents.

5. Click on Saveto save the edited customer deposit/prepayment entry.

How to Void a customer deposit/prepayment entry:

1. Click onthe List Deposit/Prepayment button. A new window will appear with a
list of deposits or prepayments.

2. Select the deposit or prepayment you wish to void.

3. Click on Void button.
» Click on Yesto void the customer deposit/prepayment entry.
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APPLY DEPOSIT/PREPAYMENT TO OPEN INVOICES

Menu Finder:
Sales Order Module — Apply Deposit/Prepayment to Open Invoices

Apply Deposit/Prepayment to Open Invoices:
> Apply Deposit/prepayment to open invoices is used to modify the deposit and

prepayments made to open invoices. In thiswindow you can edit a payment or
deposit by applying where the payment/deposit is going to be applied to. For
example, you can edit the apply box by un-checking the amount that will be applied.
Also you can select adifferent invoice to apply the deposit or prepayment to.

Figure A. (Apply Deposit/Prepayment to open invoices window)

iﬂ SuubsUgnusindEra et i g auleas ‘_g1

Register Mo : | | Select Depozit/Prepavment . |

Cuztomer Mo, Mame |

Check Mo, 106 Amount: [100.00 Deposit/Prepayment Date ; [03/21/2002
IFvoice Mo, lree, Total | Amount Due | Appl? | Amount applied [ate dpplied | lnvoice Date
1 IN-000001 117.45 745 [ 7.45 03/21./2002 030472002 —
2 IN-000002 113.36 11336 [ o/ ] 9255 03/21/2002  |03/19/2002

| : ﬁ

|| Add Invaoice.. |.-’-'«pp|ied.-‘-‘-.ml:uunt: | 100.00 Unapplied Amaount ; |

Lo | [ sup |[gencel]] vou ] E

' How to Modify and Edit a applied deposit or prepayment:

1.

Click on the Select Deposit/Prepayment button.

2. Select the deposit or prepayment you wish to modify.
3.
4

Click on the Edit button to modify the Apply box.
Modify the deposit by applying or un-apply the deposit or prepayment amount. Or

add an invoice to apply the deposit or prepayment to by clicking on thefadd invoicg

button.
Click on the Save button to save the edited entry.
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IAdd I nvoice button:|

» By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that
invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
already applied previoudly.
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SHIP TO ADDRESSMAINTENANCE

Menu Finder:

Sales Order Module — Ship to address maintenance

Ship to Address Maintenance:
> Ship to Address maintenance is used to store new ship to addresses for selected

customers. Using this task window, you can enter multiple shipping addresses for
selected customers. By entering multiple shipping addresses for a customer, you can
pull up the stored addresses from here when you make an invoice. Also, ship to
address maintenance maintains the shipping addresses of customers so you can edit
and delete them easier.

Figure A. (Ship to Address Maintenance window)

ts SN UTES S AT ENTan e _j |d1

: Browse
Register Mo, : |0000071 | Ship To Search . |

Customer Mo - |CO01

Ship To Hame : iEasadDra Warehouse 01
Location ID : {00071

Address: {1240 Newton St

City, SL.Zip: [Mew ‘Yark MY {10349
Contact : |Jae Hyun Park,
Telephone:  {201-923-4257
Fa: [201-558-8850
Add ‘ Edit ‘ ‘ H nglete‘ ‘ Exit ‘

How to Add a Ship to Address:

1.
2.

o AW

Click on the Add button for an automatic number assigned by EBS.

Enter in a customer number in the customer no. field. (Primary Method)

» Or click on the magnifier to search for acustomer. (Secondary Method)
Enter in aship to Namein the ship to namefield.

Enter in alocation Id if applicable. (Can be used for a store number)

Enter in the remaining fields at your disclosure.

Click on the Save button when the entry is complete.
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FigureB. (Ship to Address Search Window)

5t ST PIOE NES SRS e AT J JI
F1. & ShipTaMame F2.( ShpToTel# F3. O ShpToContact F4. ¢ ShipToZdip F5. ¢ Customer Mo,
Ship To Hame : | <-- Type few letters and press Enter
| Customner Mo. Ship To Name Source | Telephone # Addreszs 1 Zip Code City =
1 CasadoraWarshous= 01 |ShipTo  |201-923-4257 |1240Newton 5t [10343  |New York g

| »

-

-

(v ) =

How to Search and M odify a Shipping Address:

1.

2.

3.

4.

Click on the Ship to Search button. A Ship to address window will appear.
(Figure B.)

First, Select the search method. Either by ship to name, ship to telephone number,
ship to contact, ship to zip, or customer number.

Then enter the first few letters of the search method and press enter. Asyou press
enter the customer’ s shipping address will appear on the bottom display window.
Click on the Ok button when you found the customer.

» By clicking the Ok button, the ship to address maintenance window will appear.

» Asyou select a customer using the search option, the customer’s shipping
information that was stored previoudly is inputted in the maintenance window.

5. Click on the Edit button to modify the shipping address.
6.
7. Click on Saveto save the modified entry.

Select afield and modify the contents at your disclosure.

How to Delete a shipping addr ess:

1.
2
3.
4. Click on the Delete button to delete the customer’ s shipping address.

Click on the Ship to Search button. A Ship to address window will appear.
Using a search method search for a customer’ s shipping address.
When you found the customer’ s shipping address, click on the Ok button.

Key Tip: Remember a customer can have multiple shipping addresses. So make sureit
isthe right shipping address you are modifying or deleting.
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SHIPPING CODE SETUP

Menu Finder:
Sales Order Module — Shipping Code Setup

Shlpplng Code Setup:
» Ship code setup is used to enter and store your shipping methods. Whenever you
receive, or send products you will need to select a method of shipment. Shipping
Code Setup maintains the shipping methods you store, that can be used for shipping
and receiving.

FigureA. (Ship Code Setup window)

.
it eI e NG J |d]
Ship Code: [LIPS List ShipCode Browse
Description : [UPsS
Default UFS Service ||3[|:||_,|r||j [Cornrmercial] LI %
oot | g | | [Gancer ][ potere] [ Bt |

How to Add a New Shipping Code:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Enter inanew ship codein the ship code field. For example: (UPS).

3. Enter in adescription regarding the ship code. For example: (UPS GROUND).

4. Select adefault UPS Serviceif applicable. Or select noneif thereisno default UPS
service available.

5. Click on Save to save the new ship code entry.

How to Search and Edit a shipping code:

1. Click ontheList Ship Codebutton. A list of shipping codeswill appear in anew
window.

2. Double-Click on the shipping code you wish to edit.

3. Click on the Edit button.

4. You canonly Edit the description and default UPS servicefield.
» Theprimary field isthe ship code field. Once entered and save thisfield is

constant and cannot be edited.
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5.

Click on the Save button to save the edited shipping code.

How to Delete a shipping code:

1.

Click onthe List Ship Code button. A list of shipping codes will appear in a new
window.

Double-Click on the shipping code you wish to delete.

Click on the Delete button.

Click on Y es when the confirm del ete message box appears.
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TERM CODE SETUP

Menu Finder:
Sales Order Module — Term Code Setup

Term Code Setup:

» Term Codeis used to maintain different due dates for customers. These terms are
used to ensure payment from the customers. By entering termsin the term code
maintenance, you can specify the due dates for different customers.

» Thediscount field isan option, and is entirely up to your company. When you enter a
receipt for an invoice, EBS checks the customer’ s term code. If the invoice qualifies
for adiscount based on the number of days specified, EBS computes the discount
based on the percentage you specify. If you don’t want any discounts to be applied,
just leave the default O daysin the Discount in field.

FigureA. (Term Code Setup window)

B8 Ty Sucle Motz sy ‘_J |ufl1
i Cada m?ﬂ— Lizt Terms .. Browse
Descnption : !NET a0
NetDugin: | 30 Daps

Dizcount in 10 Dapz
Dizcount % 200 %

aad [ Ewn | oo JloocoJ[petee] [ ext |

How to Setup a new term code:

1. Click onthe Add button to enter in anew term code.

2. Enterinaterm codein theterm codefield.

3. Enter inthe Description of the term code in the description field.

4. Enter in the net duein days for term code. For example: 30 would mean the net is
duein 30 days or less.

Enter in the Discount in if applicable. For example: 10 would mean if the payment is
received in 10 days or less then a 2.00 % discount would be applied to the invoice.
Enter in the discount % if applicable.

Click on the Save button to save the new term code.

o

N o
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How to Search and Edit a Term Code:

Click ontheList termsbutton. A new window will appear with alist of term codes.
Select the term code you wish to Edit.

Click on the Edit button.

Select afield and modify it’s contents.

Click on Save to save the edited term code.

agrwbdE

How to Delete aterm code:

1. Click ontheList termsbutton. A new window will appear with alist of term codes.
2. Select the term code you wish to delete.

3. Click on the Delete Button.
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SALESPERSON SETUP

Menu Finder:

Sales Order Module — Sal esperson Setup

SalesPer son Setup:

» There are severa ways you can modify and keep track of your company’s sales
representatives. You can Add, Edit, Delete sales reps using salesperson setup.
Using the salesperson setup you can also calculate the commission for sales

representatives. By entering the commission percent in sal esperson maintenance,
EBS will calculate the commission amount depending on the amount sold by the

sales representative.

Figure A. (Salesperson Setup window)

EE Seilamuz sy il ia e e J
S Iis =i Lizt Salezperzon . Browsze
Hame : |Brian Mecgann
Address [1233 South Hampton 5t Faw: |
City, St Zip : |Fodford [CT Cellular: |
Commission % : | 5.00 E-mail : |Mecgann@hatmail. com
Date of Hired (05401 /01 Contact: |
; : Emergency
Saocial Secunty # : |222_334_5955 Corntact |21 2.2734-4949
Tel: | 253-456-0554 Bith Date : |04/02/75
g e ] [ | e [ ]
bat

How to Add a new Salesper son:

1. Click onthe Add button to add a new salesperson number.
2. Enter in a salesperson number in the salesper son no. field.
3. Enter in the name of the salesperson in the name field.
4.

Enter in the remaining fields.

Field Description with Examples:

Address
Commission %

Address of the salesperson.
Total Percentage of commission for the salesperson.

¢ To calculate the commission you would multiply the
net sales with the commission percent for agiven

Date of Hired

period.

Date of hire for the employee (sal esperson)
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Social Security # Social security number of salesperson

Tel

Telephone number of salesperson

Contact A reference contact for the sales representative.

How to Sear ch and Edit a salesper son:

1.

abrwn

Click onthe List SalesPerson button. A new window will appear with alist of
salespersons.

Double-click on the salesperson you wish to select.

Click on the Edit button.

Select afield and modify it’s contents.

When finished, click on Save to save the edited salesperson.

How to Delete a salesper son:

1.

Click onthe List SalesPerson button. A new window will appear with alist of
sal espersons.

2. Double-click on the salesperson you wish to select.
3.

Click on the Delete button.
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REMARK MAINTENANCE

Menu Finder:
Sales Order Module -- Remark Maintenance

Remark Maintenance:

» Remark Maintenance is used to maintain messages that appear in the remark field for
sales orders and invoices. These remarkswill be shown when you select aremark
from asales order or invoice. By storing the remark, it will be easier setup frequently
used remarks, and also you don’t have to re-type the remarks when entering a sales
order or invoice.

Key Tip: To select aremark, click on theD button in a sales order entry or invoice.

Figure A. (Remark M essage that you can use for reminders)

IEE Hemank AVnmessap e aintenance i §1

Code Name:  [Rp-01 |H 1| b H|

Description : |S sles Meed Ta Soar By 10% By The End OF The First Quarted

| | ﬁav%| Cancel | | |

How to Add a Remark/Dun M essage:

1. Enter in acode namein the code namefield. (Primary method)

A message box will appear saying that the code nameis not found. Do You Want to

Add message box will appear. By pressing enter, the new item will be added.

» Click on Add button and enter in a code name in the code name field. (Secondary
Method)

Enter in aremark in the description field.

Click on Save to save the new remark.

Wn
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SALESPRICE STRUCTURE SETUP

Menu Finder:
Accounts Receivable Module- Price Code Setup

Pricing Methodsin EBS:

» Sales Price Structure setup is used to implement price structures for items and
customers. By setting priority levels for different price codes you will be able to.

FigureA. (Sales Price Structure Setup —to setup price codes for selected items)

HIE el Mpdeg ety SFELI J i §1

Price Code Setup Mo, : [Auto Mo

[tern [or Itemn Price Group] and Cuztomer [or Customer Price Group) bo be applied

|Item M. ﬂ"
|Eustn:|mer Ma. ﬂ|
Pricrity Lesel far this Price Code |1

Fricing Method to be uzed

Pricing Method : |Price D/C % [Biy bulti Level Quantity) |

Level  Quantity From Cluantitp To Frice D/C % Commizzion 2
1 | 0 | 9999993 | o | .00
=] I I |
=] I I |
$a) I I |
% ] I I |

| 200 | zo | | seve | gancet || Do | |

How to Setup a price codefor ainventory item:

1. Click onthe Add button for an automatic setup number generated by EBS.

2. Select the item (or Item Price Group) and Customer (or Customer Price Group) to be

applied.

» By sdlecting an item/customer the priority level changes. For example the highest
priority level is 1, which is an specific item, and a specific customer. This hasthe

highest priority level and overwrites anything lower than 1. By setting priority levels,

you can set multiple pricing methods for different customers and different items.

3. Select the pricing method you want to give the item and customers.
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Therearethreetypes of price setups you can use:

1. Multi-Level Quantity: Has 5 sub-options. (Price D/C%, Price D/C Amount, Cost
Markup, Cost Markup Amount, and Given Price.) Using the 5 sub-options you can set
different pricing methods that can be used with priority levels. If the price changes
based on the quantity purchased by the customer, the use of multi-levelslets you give
ranges of discounts for different quantities purchased by the customer. Also, if there
is any associated commission you can specify the commission percent for the amount
purchased.

Using Multi-L evel Quantity Screen:
SeSales Pricesstriciime Setip - _]uaql
Price Code Setup Mo, [Auto Mo,

[termn [or Iter Price Group] and Cuztomer [or Customer Price Group) bo be applied

|Item Mo. j|m|

|Eustn:|mer Mo, ﬂiK&S
Pricrity Lesel far this Price Code |1

Fricing Method to be uzed

Pricing Method : | Price D/C % [Biy bulti Level Quantity) |
Level  Quantity From Cluantitp To Frice D/C % Commizzion 2
1 | 0| STTR oo | .00
2 m | o0 | 1000 | .00
3 01 | 9999993 | 2000 | .00
$a) | I |
% ] | I |

‘ H ‘ Save 'i‘ Cancel H ‘ ‘ ‘
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2. Fixed Price Level: Has 5 sub-options. (Price D/C%, Price D/C Amount, Cost
Markup, Cost Markup Amount, and Given Price.) Using the 5 sub-options you can set
different pricing methods that can be used with priority levels. Fixed Price Level isa
pricing method that uses fixed price groups that can be applied for items and
customers. (after setting up fixed price levels, you can apply to customers in customer
maintenance. For example, for the Price Group Field enter the price group number.)
Different price groups 1-thru 5 for price structure.

>

Using Fixed Pricelevel Screen:

E Sitles Mplee Sipneii e Saiy ‘.J |;..§]
Price Code Setup Mo, [Auto No. Copy From __

[termn [or Iter Price Group] and Cuztomer [or Customer Price Group) bo be applied

|Item No. v ||cal

|Eustn:|mer Mo jiK&S
Pricrity Lesel far this Price Code |1

Fricing Method to be uzed

Pricing Method : |F'riu:e D/ACE [Ey Fired Cuztomer Group) ﬂ
Group  Guantity From Cluantitp To Frice D/C % Commizzion 2
1 | o0 | | o0 | .00
2 o | | 10.00 | .00
3 o | | 15.00 | .00
& o | | 2000 | .00
% ] o | | a0 .00

[aod || ean | | sely |[cencell[Deimte] | Bt |

3. Last Invoice Price: There are no sub-options. a pricing method that uses the last
invoice price for items and customer. So for an invoice entry the last invoice price
will be used for those items. Also if theitem isanew item than there will be no last
invoice price. Using this option you can enter prices for commission..

. After selecting a pricing method, enter in the different sub-fields for the pricing
method. Then, Click on Save to save the new price structure setup.
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Pricing Method Field Descriptions with Examples:
Cost Markup Amount A markup amount from the item cost.

Cost Markup % A percent markup amount form the item cost.

Price D/C Amount Discount amount from the unit price.

Price D/C % Percent Discount of unit price.

Given Price Given price to customer (predetermined price)
Ex. Fat rate

» To setup price codes for different types of inventory items, you can enter up to five
different pricing levels. By using the sales price structure setup, the pricing levels
will change by the rates you setup. Also you can set the customer type for each price
structure. Thislets you charge different prices for the items, which have the same
price code depending on a customer or a customer group. For example, for one price
code you can have different customer or customer groups that have different prices.

Price Code Customer Type Pricing Method (Ex.
Given Price)

EAWO001 GOLD $240.00 (qty. of 1-100)

EAWO001 SILVER $250.00 (qty. of 1-100)

EAWO001 BRONZE $260.00 (qty. of 1-100)

The main difference between afixed level method and price code setup isthat in afixed
level price you have to use one level price for acustomer. Thelevel price will be
constant for al items regarding that customer. But, for a price code setup the price can
vary for different customer types using the same price code

Maybe | should put in the priorities.

How to Edit a Price Code:

1. Click ontheList All Price Codes button. A new window will appear with alist of
price codes.

Select the Price Code you wish to Edit.

Click on Edit button and fields will be enabled for editing.

Select afield and modify it’s contents.

Click on Save to save the edited price code.

arwn

How to Delete a Price Code:

1. Click ontheList All Price Codes button. A new window will appear with alist of
price codes.

2. Select the price code you wish to delete.

3. Click on the Delete button, and click Y es, when the confirm delete message box

appears.
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(Inventory Module)
ITEM MAINTENANCE

Menu Finder:
Inventory Module — Inventory Item Maintenance

|tem Maintenance:
» Item Maintenance stores and maintains all the information regarding your different
items. Basically item maintenance is used to maintain your inventory items for your

company.

Figure A. (To maintain your different itemsfor your company)
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How to Add a new inventory item:

1. Enter in an Item number in the Item No. field and press enter. (Primary Method)
A message box will appear saying that the item number is not found. Do You Want
to Add message box will appear. By clicking Yes, the new item will be added.
» Click on Add button and enter in a new item number in the item number field.

(Secondary Method)

2. Enter in adescription of theitem in the description field.

3. Enter in the remaining fields for the main information tab.

4. Select the item type using the combo drop down box.
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How to Add a New Group or Matrix ltem:

> Repeat the steps of adding anew inventory item. 1 thru 4..

Main I nformation Tab:

Field Description With Examples:

[tem Type

Product Line
Category 1&2:

Sales Price

Use the Scroll down arrow to select the type of item the new
inventory item isfor.
Typeof Items: Inventory, Matrix, and Group Items.

Ex. Camera
Extrafield that you can use at your disclosure.

Ex. $5.00 (Listed or Unit price of Inventory Item. The price
you are selling theitem for.)

Minimum Sales Price Ex. $4.00(The minimum sales price that you can sell theitem for.)

U/M Code

Price Group
Reorder Qty.

Lot #

Out of Stock Msg?
Commission?
Taxable?
Discontinued?
Supplier 1:
Supplier 2:

[tem Group

Barcode #
Catalog #

If the user entered a price below the minimum sales price, an
override password is required to enter a price below the minimum
salesprice. Override password is setup in program options.

Ex. Each (Standard Unit of Measure) Measure of each unit

The Price group you want to associate the item with.

Ex. 5 (Setsthereorder point of anitem. To view what items need
to be reordered, look on Inventory Report Module — Stock Vs,.
Reorder Point Report.)

Bin or lot number of an item.

Ex. Y/N (If you want an reorder message to appear when the stock
isnot available)

Ex. Y/N (Commission to sales representative for the total
commission of sale or purchase) Appliesonly to total commission
method. For reference look at sales order entry (commission field)
Ex. Y/N (Istheitem taxable)

Ex. Y/N (If theinventory item is discontinued)

The supplier’ s name of the inventory item.
(Optiona second name)

Item group if applicable.

Use if there is a barcode number for the specific inventory item.
Ex. 123 (Catalog number of inventory item)
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L ong Description:

» A long description is an option for cases where you might need along and detailed
description for a particular item. By setting this option the long description will be
printed in the purchase order printing screen. To enable this option to be printed on a
purchase order sheet you have to setup in P/O printing screen.
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Menu Finder:
Inventory Module — Inventory Tracking

Inventory Tracking:

» EBS has made an easy way to track your inventory items you buy and sell. Inventory
tracking is used to view and track your transactions for a particular item. By selecting
aparticular item: you can view the item’ s history, the purchased quantity of the item,
stock coming in, stock going out, stock on hand, and the type of transaction it is.

TRACK INVENTORY

Figure A. (Inventory Tracking Window)
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How to track your inventory:

1. Typein anitem number in theitem no. field. (primary method)
> Or use the magnifier to search for an item. (secondary method)
2. Enter in adate from and to.
3. Click onthe Ok button and alist of transaction history will appear for the item
selected.

100



STOCK QUANTITY ADJUSTMENT

Menu Finder:
Inventory Module -- Stock Quantity Adjustment

Inventory Adjustment Entry:

> Inventory Adjustment entry is used to adjust the quantity for on-hand quantities of
inventory items. There are two types of inventory adjustments, increases in quantity
and decreases in quantity. For an adjustment up, you will enter a positive quantity,
and vice versafor an adjustment down. Using the inventory adjustment entry, you
can make adjustments if you miscounted your inventory, or if something was stolen
or even breakage of inventory quantities on-hand.

Figure A. (To make adjustmentsto your inventory)
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How to Add a New Inventory Adjustment:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Enter inthe date of the stock quantity adjustment or use the current default date.
3. Enter inamemo at your disclosure.

4. Usethe magnifier to search for an item. (Primary Method)

» Or enter in an item number in theitem no. field. (Secondary Method)
Enter in the quantity to adjust in the Qty to Adjust field.

By entering in the adjustment quantity the new quantity will be automatically
calculated.

Vv o1
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4. Click onthe Ok button to post the adjustment quantity in the display window.

ILoad All Items Button:|
» Theload all items button displays your current inventory itemsin a new window.
Thiswindow lets you enter in the adjustment quantity for each item.

Field Description With Examples:

Current Qty. Ex. 40 (Current stock gty. on hand)
Qty. to Adjust Ex. 10 (Quantity amount to be adjusted)
New Qty. Ex. 50 The new adjustment amount will be added or subtracted to

get the new quantity amount for the particular item.

5. When you are finished entering your inventory adjustments, click on the Save button
to save the adjusted entry.

How to Search or Edit ainventory adjustment entry:

1. Click ontheList Adjustmentsbutton. A new window will appear with alist of
inventory adjustments.

2. Select the adjustment entry.
> By selecting the adjustment entry, the adjustment information will automatically

be inputted in the main window.

3. Click on the Edit button.

4. Select afield and modify it’s contents.

5. Click on Save to save the edited adjustment entry.

How to delete a inventory adjustment entry:

» Once an inventory adjustment is saved you cannot del ete the adjustment entry. You
would have to make another inventory adjustment entry.

» If theinventory adjustment is not saved you can delete aline by clicking on the
Delete Line button.
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ITEM COST ADJUSTMENT ENTRY

Menu Finder:
Inventory Module — Item Cost Adjustment Entry

Item Cost Adjustment Entry:

> Item cost adjustment entry is used to adjust the cost of on-hand inventory items.
In this module you can increase or decrease the cost of your inventory items. By
increasing your item costs the net profit will be lesser, and by decreasing your item
costs the net profit will be greater for those inventory items.

Figure A. (Item Cost Adjustment Entry window)
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How to Add an item cost adjustment entry:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Useto magnifier to search for an item. (Primary Method)
» Or enter in aitem number in theitem no. field. (Secondary Method)
3. Enter in the new adjustment cost of the inventory item.
4. Click on the Ok button to post the adjustment entry.

ILoad All Items Button:|
» Theload all items button displays your current inventory itemsin a new window.
Thiswindow lets you enter in the adjustment cost for each item.
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Field Description with Examples:

Stock Qty. The current stock quantity of the inventory item sel ected.
Current Cost The current selling cost of the inventory item.

New Cost The new cost of the inventory item.

Group Item:

> |If theitemisagroup or matrix item the color and size will be shown.
Color: The color or color code of the inventory item.
Size: Thesize or size code of the inventory item.

5. When you are finished entering the item cost adjustments, Click on the Save button to
save the item cost adjustment entry.

How to Search or Edit aitem cost adjustment entry:

1. Click ontheList adjustmentsbutton. A new window will appear with alist of item
cost adjustments.

2. Select the adjustment entry.
> By selecting the adjustment entry, the adjustment information will automatically

be inputted in the main window.

3. Click on the Edit button.

4. Select afield and modify it’s contents

5. Click on Save to save the edited adjustment entry.

How to delete ainventory adjustment entry:

» Once an inventory adjustment is saved you cannot del ete the adjustment entry. You
would have to make another inventory adjustment entry.

> If theinventory adjustment is not saved you can delete a line by clicking on the
Delete Line button.
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(Accounts Payable Module)
VENDOR MAINTENANCE

Menu Finder:
Accounts Payable Module — Vendor Maintenance

Vendor Maintenance:

» Vendor maintenance is used to store information about the companies and people
from whom you purchase goods and services. In vendor maintenance you can add a
new vendor, change existing vendor information, view invoices and payments, view
purchase orders, and you can also delete a vendor.

Figure A. (Vendor Maintenance —to maintain your vendors)
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How to Add a New Vendor:

1. Enter in avendor number in the Vendor No. field. Pressenter (Primary Method)
» Or Click on the Add button to enter in a vendor number in the vendor number

field. (Secondary Method)

2. A message box will appear saying that the vendor number is not found. Do Y ou
Want to Add message box will appear. By clicking Y es, the new vendor number
will be entered.

3. Enter in aname for the vendor in the name field.

4. Enter in the remaining fields for the vendor.
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Field Description with Examples:

Address
City, St, Zip
Country

Contact 1
Contact 2

Telephone 1
Telephone 2
Fax

E-mail

Ship Via

Vendor’'s Address
Vendor’'s City, St, Zip
Vendor’s Country

Ex. John (Person to contact)
A second contact if applicable

Ex. 201-592-8888

A second telephone number if applicable

Ex. 212-595-8888 (Fax number)

EX. [Park_John@hotmail.com|

Ex. UPS Ground (Enter in the default shipping method)

Default Expense Account
» Usethe magnifier to select a default expense account for your company regarding the
vendor. For example a default expense account can be Oper ational Expenses.

Terms
Purchaser

Vendor Type
Registered On
Custom Field 1

Custom Field 2
Custom Field 3

Ex. N45 (shipping terms of vendor)

Ex. Sp001 (The purchaser of goods and services for your
company)

Ex. Standard ( Use your own preferences for vendor type)

The register date of the vendor with your company.

(Use these custom fields to input additional information regarding
the vendor)

Default Check Memo
> A default check memo is the default check memo that will be printed when you print
checks. (useif applicable)

Comment

A Comment about the Vendor (optional)

5. Click on Save to save the new vendor entry.
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Invoices & Payments Tab:

> Listsadisplay of open purchase order invoices. Will also display the balances that
are due to the vendor. Invoices and payments tab displays the overdue periods due to
the vendor.

Purchase Orders Tab:
» Shows detail information of the open purchase orders and dates of purchase orders
made by your company.
» Open purchase orders means that the purchased order hasn’t been completely
received.

How to Edit a vendor’s maintenance infor mation:

1. Usethe browse button to search for avendor.

2. Click on Edit button and fields will be enabled for editing.
3. Select afield and modify the contents.

4. Click on Save to save the edited entry.

How to Delete a vendor’s maintenance infor mation:

1. Usethe browse button to search for avendor.

2. Click on the delete button to delete the vendor’ s record.

» If avendor has open invoices, you can’t delete the vendor until those open invoices
are paid.
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A/PINVOICE ENTRY

Menu Finder:
Accounts Payable Module -- A/P Invoice Entry

A/P Invoice Entry:

» When you purchase services from a vendor or an expense vendor you would need to
pay for the vendor’ sinvoice. An accounts payable invoice entry lets you post those
services. By making an accounts payable invoice you can print out checks to pay the
vendor when you receive an invoice [A/P] from them. After making out a check,
EBS debits accounts payable for the total amount, and credits the credit account for
the net check amount.

Figure A. (A/PInvoice Entry window)
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How to Add a A/P Invoice Entry:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Usethe magnifier to search for avendor number or type in avendor number in the
vendor field. (Primary Method)
> Or click on the Select button to select a vendor from the vendor search window.
(Secondary Method)
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» By selecting avendor, the vendors information will be inputted to the main
screen.
3. Enter intheremaining fieldsif needed.

Field Description with Examples:

I nvoice No. Ex. In-00001. Enter in the vendor’sinvoice number regarding the
accounts payable entry.

Invoice Date The date of the invoice.

Due Date Due Date for the invoice.

Discount Date Discount Date (optional)

Terms Ex. N45 Term days of invoice

SalesRep Purchaser of the goods and services from the vendor.

Memo Ex. Memo for your reference only (optional)

4. Click on the Next button to go to the enter invoice details & save screen.

Figure B. (Enter Invoice details & Save screen)
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5. Enter in a G/L account number in the G/L account number field. (Primary Method)
» Or Use the magnifier to search for a G/L account number. An exampleis shown
in figure B.
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Enter in the amount of the payable in the amount field.

Click on the Ok button to post the entry in the line item window.

Enter in aremark or select aremark. (Used for reference purposes of the payable.)
Click on Save to save the A/P invoice entry.

How to Edit a A/P Invoice Entry:

Lo

Click onthe List Invoices button.

2. Select the invoice you wish to edit.
3.
4. When finished, click on Save to save the edited entry.

Select afield and modify the contents.

How to void a A/P Invoice Entry:

1
2.
3.

Click onthe List I nvoices button.

Select the invoice you wish to void.

Click on Void A/P invoice button.

» By clicking Yes, the A/P invoice entry will be voided.
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A/P PAYMENT ENTRY

Menu Finder:
Accounts Payable Module — Write and Print Checks

Accounts Payable Payment Entry:

» The write checks task window (A/P payment entry) is used to post and pay your
invoicesto the vendors. There are two options in paying your accounts payable. You
can either pay to avendor, or pay to an other payable (ex. Phone Company). By using
afew ssimple clicks you can pay your payables, and you’ re A/P accounts will be
updated in the process. Y ou also have the choice of paying an invoice by credit,
check, cash, or etc. These choices will depend on your company’s payment type
options.

Figure A. (A/P Payment Entry Window)
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How to Write and Print your Payables:
» There are two options to pay your payables:
» Payableto Vendor: Usethisoptionto pay to avendor. If you pay to avendor
the un-paid invoices to the vendor will display on the bottom window.
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» Other Payable: Usethisoption to pay other payables. For example a other
payable would be paying for expenses that are non-related to your company’s
invoices. (rent)

Payableto Vendor:

1. Click onthe Add button for a payment register number.

2. Usethe magnifier to search for avendor number or type in avendor number in the
vendor field. (Primary Method)

» Or click on the Select button to select a vendor from the vendor search window.
(Secondary Method)

» When you select a vendor, the vendor’ s information and unpaid invoices will
appear in the main screen.

3. Enter, or modify the remaining fields.

Field Description with Examples:

Payment Type Select the payment type from the combo box field.

Pay. Sub Type If the payment type is a credit card, the pay.sub type field will be
enabled. Then the combo box field will be enabled to let you
choose the sub-type of the credit card.

Ex. Visa, Mastercard, Discover, and etc.

Key Tip: By selecting a payment type the fields will change to match the payment type

criteria.

» If you have credit card information stored in EBS, you can select a credit card by
clicking on the select credit card button.

Reference Enter in areference regarding the payment. (optional, and the field
name will change as the payment type changes.)

Amount Paid Enter in the amount paid.

Payment Date Enter in the payment date or use the default date.

Memo Enter in amemo using your preferences.

To pay the payment to the vendor:
» Click on the paid box field to apply the amount paid to the invoice.
» Then, Click on save to save the payment entry.

Auto Apply Payment button:

» By clicking on the auto apply button, EBS will take the payment and apply the
amount paid to the appropriate invoices. (Thiswill depend on the amount paid for
each invoice.)

Add Invoice button:

» By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that

112



invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
aready applied previoudly.

Other Payable:
» For an other payable follow the same steps as payable to vendor. The two differences
are:
1. Instead of searching for a vendor number, enter in the other payable’ s namein
the pay to field.
2. Theother difference isthere will be no invoices because it’s an other payable.
So you have to select a GL account and it will be posted as an expense
payable.

How to Search and Edit a vendor payment entry:

1. Click ontheList paymentsbutton. A new window will appear with alist of vendor
payment entries.

2. Select the payment entry.
> By selecting the vendor payment entry, the payment information will

automatically be inputted into the main window.

3. Click on the Edit button.

4. Select afield and modify its contents.

5. Click on Saveto save the edited vendor payment entry.

How to Void a vendor payment entry:

1. Click ontheList payments button.

2. Select the payment entry.

3. Click onthe Void button. Then click on Yesto void the vendor payment entry.
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A/PDEBIT MEMO ENTRY

Menu Finder:
Accounts Payable Module — A/P Debit Memo Entry

A/P Debit Memo Entry:

> Debit memos are used to debit payables on your accounts. Whenever avendor gives
you a service that you want to return or refund then you would make a debit memo to
debit that payable from your account. Another scenario where you would make a
Accounts Payable debit memo entry would be when you get a discount for aservice
received from the vendor. The benefit would be the debited amount would be debited
from your payables to the vendor without affecting your stock-on-hand.

Figure A. (A/P Debit Memo Entry window)
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How to Add a Accounts Payable Debit Memo Entry:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Enter in avendor number in the vendor number field. (Primary Method)
» Or click on the magnifier to search for avendor. (Secondary Method)
3. Enter inthe remaining fields that are required to complete the debit memo entry.
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Field Description with Examples:

Internal Memo Enter in ainternal memo if applicable.

D/M Date Debit Memo Date

D/M Ref. A reference number regarding the debit memo.

Terms Enter in the terms of the debit memo.

Sales Rep. Enter in the sales representative that purchased the service from the
vendor.

Click onthe Next Arrow to move to the enter D/M Details & Save screen.
Type in aG/L account number associated with the debit amount.

» Or use the magnifier to search for a G/L account number

Enter in the dollar amount of the debit memo.

Click on the OK button and the line entry will be displayed.

Enter in aremark at your disclosure.

Click on the Save button to save the A/P Debit memo entry.

o &
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Key Tip: You can apply the debit amount to a un-paid invoice by clicking on the
[Debit button), or you can apply it |ater.
» Once you have entered in a Accounts Payable Debit Memo Entry, you would
need to apply the amount to aun-paid invoice. (Look below for further
information)

To Apply the A/P debit memo entry:

1. Click ontheList Debit Memo Button. A new window will appear with alist of
debit memos.

2. Select the debit memo entry you want to apply.
> By selecting the debit memo entry, a new text box will appear called

» By clicking on the apply debit button, the Apply Open Debits window will
appear.

Key Tip: If there are no un-paid invoices for the vendor, then you would have to apply
the debit entry at alater time. Y ou can only apply debitsto an un-paid invoice for the
vendor.
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FigureB. (Apply Open Debits Window)
|E Suubr iy Laijis ‘_ﬁ1
Dbt Memo Mo, - | | | Menu Dut

Wendor Mo, Mame |

Debit Amaunt : 100,00 Dehit Memo Date :  |03/22/2002
IFvoice Mo, lree, Total | Amount Due | Appl? | Amount applied [ate dpplied | lnvoice Date
1 1232134 3.900.00 390000 | o 100.00 03/26/2002  |03415/2002
o | o[ ]
| Auta Apply . || Add Invaoice.. |.-'1'«|:||:|Iieu:| Amount | 100.00 Unapplied .-'1'-.m|:|unt:| .00

[ ] [ Jgmen] ) [ ]
La¥

3. Apply the open debit amount by clicking on the apply box for a selected invoice.

» Or you can click on the [Auto Apply| button. By clicking on thefauto apply|
button EBS will take the open debit amount and automatically enter in the debit
through the appropriate invoices. (Thiswill depend on the amount due for each
invoice.)

4. Click on Save and the debit amount will be applied to those open invoices.

(For more information look on Apply Open Debit section.)

)Add I nvoice button;]

» By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that
invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
aready applied previoudly.

How to Search and Edit a A/P invoice entry:

1. Click ontheList Debit Memo button. A new window will appear with alist of
debit memos.

2. Select the debit memo.
> By selecting the debit memo, the debit memo information will automatically be

inputted in the main window.

3. Click on the Edit button.

4. Select afield and modify its contents.

5. Click on Saveto save the edited debit memo.
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How to void a debit memo:

1. Click ontheList Debit Memo button. A new window will appear with alist of
debit memos.

4. Select the debit memo you wish to void.

5. Click onthe Void Debit Memo button.
» Click on Yesto void the debit memo entry.
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APPLY OPEN DEBIT

Menu Finder:
Accounts Payable Module — Change Applied Open Debit Memos

Applying open debits:
> Applying open debitsis used to modify and edit the debit memos that were already

applied to an open invoice. In thiswindow you can select a different invoice to apply
the debit to. Also you can un-apply the debit amount that was applied to the open
invoice.

Figure A. (Apply Open Debits Screen)
|E Aunbptina g Laijis ‘_ﬁ1

Debit Memo Mo, : | | Select Debit Mema .. |

Wendor Mo, Mame : |

benu  Out

Drebit Amaunt = {100.00 Debit Memo Date : II:I3,-'22,-'2EIEI2
Irevoice Mo, Iree. Tatal | Amount Due | Apply? | Amount applied D ate Applied Invoice D ate
1 [1232134 390000 390000 | o ¢ 100.00 03/26/2002  |03415/2002  —
4 | [ |
|| Add IFvoice.. | Applied Amount ; | 100,00 Unapplied Amount ; | .00

ot | [ Reve J|gancet[| vour | | et |

How to M odify and Edit a applied open debit:

1.
2.
3.

4.

Click on the Select Debit M emo button.

Select the open debit you wish to modify.

Click on the Edit button to modify the|Apply? Box.

» You can un-apply the debit amount by clicking on the apply box for the invoice.
Click on the Save button to save the edited entry.

IAdd I nvoice button;]

By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that
invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
aready applied previoudly.
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REFUND FROM VENDOR ENTRY

Menu Finder:
Accounts Payable Module — Refund to Vendor Entry

Refund From Vendor Entry:

» Refund from vendor entry is used to post your refunds from vendors. An example of
arefund from vendor entry is when your company makes an additional payment to a
purchased order or a P/O invoice. If you made an additional payment and want cash
or the payment back you would need to post the refund for your company.

Figure A. (Refund from vendor entry window)

|EE pafind Frup apiu B L_-ﬁ]
Rfr. Begister Ma. : IHN-I:II:IEIEI‘I Menu Out
WendorMo:  WENDI Mame: |ABC Carp,
Payment Type : |C.-'-‘-.SH ﬂ Pay. Sub Type | J | |
Reterence : [CasH
Refund Amaount ; |2I:|I:|_I:|I:| Refund Date:  |03/26/2002
temn : |Refund from ABC Corp.
Invoice Mo, I, Total | Amount Due | Refund? | Refund Amount Due Date lreice Date =

1 |DM-0000001 -780.00 -?BEI.EIEII o ' 200.00)10315/2002  03A5/2002 —

2 | Dm-0000003 -200.00 -200.00 03/26/2002  03/26/2002
<« | [ |
| Auta Apply Refund . || Add Invoice.. l.ﬁ.pplied Amount : 200,00 Unapplied .-'1'-.m|:|unt:| .00

| 2ao | o | | sevp f|gancel|| vos | |
L&y

How to Add arefund from a vendor entry:

1. Click onthe Add button for an automatic number assigned by EBS.

2. Usethe magnifier to search for avendor number or type in avendor number.
(Primary Method)

3. Enter or modify the remaining fields.
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Field Description with Examples:

Payment Type
Pay. Sub Type

Select the payment type from the combo box field.

If the payment typeis a credit card, the pay.sub typefield

will be enabled. Then the combo box field will be enabled

to let you choose the sub-type of the credit card.

Ex. Sub Type: Visa, Mastercard, Discover, and etc.

> You can also select a credit card by clicking on the
select credit card button.

Key Tip: By selecting a payment type the fields will change to match the payment type

criteria

Bank G/L Account

Reference

Refund Amount
Refund Date
Memo

Using the magnifier select the bank General Ledger
Account. Select the bank G/L account where the refund to
vendor will be credited to.

Enter in areference for the customer. (Optional, and the
field will change as the payment type changes.)

Enter in the refund amount.

Enter in the date of the refund.

Enter in amemo using your preferences.

4. Apply the refund to invoices that will be shown in the bottom display window. This
display window will show the invoices with a negative balance, open debit memos,
and open debit prepayments. Click on the refund box to apply the refund to the

appropriate invoices.

Key Tip:| Auto Apply Refund |: By clicking on this option EBS will take the refund

amount and automatically enter in the refund through the appropriate invoices. (Thiswill
depend on the invoices negative amount.)

: By clicking on the add invoice button, you can add another invoice to the
bottom display window. By adding another invoice you can apply the amount paid to
that invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you already

applied previously.

5. Click on the Save button to save the refund from vendor entry.

How to Search and Edit arefund from vendor entry:

1. Click ontheList refundsbutton. A new window will appear with alist of refunds.
2. Select aregistered refund entry.
> By selecting the refund entry, your refund from vendor entry information will
automatically be inputted in the main window.

3. Click on the Edit button.
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4. Select afield and modify its contents.
5. Click on Saveto save the edited refund entry.

How to Void a refund entry:

1. Click ontheList Refundsbutton. A new window will appear with alist of refund
entries.

2. Select the refund entry you wish to void.

3. Click onthe Void button.

» Click on Yesto void the refund entry.
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VENDOR BEGINNING BALANCE SETUP

Menu Finder:
Accounts Payable — Vendor Beginning Balance Setup

Vendor Beginning Balance Setup:

» Vendor beginning balance is used to enter in account payable balances |eftover to
vendors. These beginning balances can be entered in two ways. Either by entering in
one invoice balance at atime, or by entering in the total balance for a vendor.

Figure A. (Vendor Beginning Balance Setup Window)(have to change the window
to vendor)
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Crsorrer Mo Moz Irveoce Mo Irreoice [ st Tenmms Balsrice Tokal ‘i
[ 1 Cixn IERICO CORF [E5L1 LTa i e, W30 160,00 300 o1

| 2 Lo IERICT CORF 3541 AN L2000 LE V5000 ELIEL

| [aleie Lins I

[ Gave Exit

How to enter in a Vendor’s Beginning Balance:
> There are two ways to enter in a vendor’s beginning balance.

> Primary Method lets the user enter the total balance of al the invoices for the selected
customer.
1. Enter in avendor number in the vendor number field.
» Or use the magnifier to search for avendor number.
2. Check the box next to the L et system assign invoice number.
» By checking this box the invoice number and terms field will be disabled
because EBS will assign it automatically.
» NT inthetermsfield means there are no terms.
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Enter in the invoice date for the beginning balance entry.

Enter in the total amount un-paid for al the invoicesin the balance field.
Enter in the total invoice amount for all theinvoicesin the total field.

Click on the Ok button to post the vendor’ s beginning balance in the display
window.

7. Click on Save when the entry is compl ete.

SPCLNE S

Secondary method lets the user enter one invoice beginning balance at atime for the
selected vendor.

1. Enter in avendor number in the vendor number field.

» Or use the magnifier to search for avendor number.

Un-Check the box next to the L et system assign invoice number .

Enter in an invoice number in the invoice number field.

Enter in the invoice date for the beginning balance entry.

Enter in the amount un-paid in the balance field.

Enter in the total invoice amount for the invoice in the total field.

Click on the Ok button to post the vendor’ s beginning balance in the display
window.

. Click on Save when the entry is complete.

Nogrwd

(o]
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(Purchase Order Module)
PURCHASE ORDER ENTRY

Menu Finder:
Purchase Order Module — Purchase Order Entry

Purchase Order Entry:

» A purchase order entry enters in information regarding the purchase order from a
vendor. Thisentry keeps track of your order status and purchase order. A purchase
order itself doesn't affect your inventory, and accounts payable. When a purchase
order isinvoiced then it changesto a P/O invoice. If you receive inventories for P/IO
invoices based on your purchase order, then your stock will increase and Account
Payables will increase.

Fig. A (Purchase Order Entry Main Window)

MUFE s s Bty __J_JL__ﬁ
Purchase Order No ir."l'«utD Mo, ey Out
1. Select Yendor T 2 Enter Line ltems T 3. Tatal & Save ]
Wendar No. - [FuNT . Name : Bl Atlantis Corp. :

Wendor Address :

Order Date - [gz/27,2002 Furchaze Order Type
| || Required By: |03/27,/2002 | Purchase Order |
Cancel Date: [pa272002

Ship To : [ Drop Shipment Terms - W
| Same As Bill To | Puchaser: [gg1
[Ep oo |

[l Ship Via: [UFSELUE [Q)
FOR ; v

Internal kemao :

| I\%)d))
CE I T T | cancet | | |

How to Add a New Purchase Order:
1. Click onthe Add button for an automatic number assigned by EBS.
2. Enter in avendor number in the vendor field. (Primary Method)

» Or use the magnifier to search for avendor. (Secondary Method)
3. Enter in the remaining fields for the purchase order.
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Field Description with Examples:

Drop Shipment:

ShipTo:

I nternal M emo

Order Date

Required By
Cancel Date

Terms
Purchaser

Ship Via
FOB

This sends the shipment directly to the customer, rather than
bringing the shipment to the company’ s warehouse. EBS will not
create an invoice for the drop shipment so you would have to
create an invoice in the A/R Debit Invoice Entry.

Using the combo box field select if the vendor’s address is same as
bill to, or None. If you select None, you can enter in adifferent
vendor address for shipping purposes.

Enter in amemo for the purchase order using your preferences.

Order Date is the date the Purchase Order was made.

» Keep the current one by clicking on enter. (Primary Method)

» Highlight the current date and type over the field to change the
order date of the purchase order. (Optional Method)

* Another option is by clicking on the calendar button to select
an order date. (Secondary Method)

Date required by for the purchase.

Cancellation date for the purchase order

Ex. N30 (Select aterm using magnifier)
Ex. John (Use magnifier to search for the purchaser)

Ex. UPSAIR (Select shipping method)
Enter in the freight on board if applicable.

4. Using the combo drop down box under the purchase order typefield, select what
type of purchase order entry you are entering. Either a purchase order or a backorder

entry.

5. Click on the Next button to move to the enter lineitemstab.
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FigureB. (Enter LineltemsWindow)

S Mirsimsg Uril TRy JJJ1
-
Purchase Order Mo jk) Menu Out
1. Select Yendaor T 2. Enter Line Items T 3. Tatal & Save ]
# Item Mo Description Omder Rowd Bk O  LAM Unit Cost Extended
[ =1} =1} [ | | |
Ok,
Item Mo Dezcription Color | Size | Order | Rewd Bk Ord| /M | Unit Cost Extended
1 |00 REGUL&AR ITER a0 a 0 EACH 500 250,00
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3 |oo2 GROURITEM C 1 ] a 0 EACH 500 25.00
4 002 GROUFR ITEM 2 5 a 0 EACH A.00 25.00
5 |002 GROUR ITEM 4 ] a 0 EACH 500 2500
= I .
<« Back | Delete Ling | | Insert Mode | MNext 2>
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Field Description with Examples (Lineltems Tab):

# Ex. 1 (Row of the Purchase Order )

Item No: Ex. EAWOO01 (Search for an item number using magnifier or F2.)
Description Ex. Watches (Confirm if description isright with item number.)
Order Ex. 25 ( Quantity of order)

U/M Ex. Each ( Unit of Measure of item)

Unit Cost Ex. $25.00 ( Select the unit cost of item.)

1. Enter inanItem No. in the item number field and press enter. (Primary Method)

Wn

» Or click on the magnifier to search for aitem number. (Secondary Method)

Enter the Order Quantity in Ord. Field and press Enter.

If you want to change the unit cost, enter in anew unit cost, or otherwise leave the

default unit cost.

> |If thereis any purchase history for an item, EBS will use the last defaulted cost
for the unit price for that item.

Click on the Ok button to add the new line item to the display window.

To add another entry, repeat steps 1-3.

When entry is completed Click on the Next button to see the total and save tab.
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Total Tab:
To add Entry’s Taxesand other Charges:

> Enter in remaining fields at your disclosure.

Field Description with examples:

Discount Rate % Ex. 5% (Enter in adiscount rate for total cost if applicable)
If entered the calculation output would come out in Discount Amount field.
Remarks (Enter in aremark in the remarks field

» Click on Save to save the purchase order

How to Search and Edit for a Purchase Order:

1. Click ontheList Open P/O button. A new window will appear with alist of Open
purchase orders.

2. Select the Open Purchase order you wish to Edit
» By selecting the open purchase order, the vendor’ s information will automatically

be inputted in the main window.
3. Select afield and modify its contents.
4. Click on Save to save the edited open purchase order.

Fig. C (To search and Edit for a Purchase order Window)
I_: L FE T AR RN A AT T R I.-]

r Open Purchase Order Lesd

B Mo Statys | Dider Date | FasgeedBy CancelDate Ded Tolsl ofced § Wend Mo [Hsire Verd PO =

] Mewd |03ZT2002 [0MET00R |OAFTA0R | TOTSO0|  WTSO[SNOWO] |SnowwWowlof |

POHDOOOO0T  BAD O3A4/200 034200 04045002 1040000  GS0000 VENDOT AL Corp.

How to void a vendor’s open purchase order:

1. Click ontheList Open P/O button. A new window will appear with alist of Open
purchase orders.

2. Select the Open Purchase order you wish to void.

3. Click onthe Void button.
» By clicking Yes, the purchase order entry will be voided.
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[P/IO]JPURCHASE ORDER INVOICE ENTRY

Menu Finder:
Purchase Order Module —P/O Invoice Entry

Purchase Order Invoice Entry:

» Like a Sales Order Entry converted into an Invoice Sales Order Entry.
A Purchase Order Entry is converted into an Purchase Order Invoice Entry.
After you made a purchase, the vendor usually sends you the purchase order invoice
with alist of items that has been shipped. Depending on what you’ ve received from
the vendor, a purchase order invoice entry is used to update your inventory and
accounts payable information.

FigureA. (Entering a Purchase order Invoice Entry)

. Mureimsd Uyda nynies Bty [ Eie [yules i Hanaiya [izins ) __J_J L__j]
P/0 Iree. Register Mo, o auto Mo, Menu  COut
1. Select Yendor T 2 Enter Line ltems T 3. Tatal & Save ]
Purchage Order Mo, | K |
Yendor No. : MName (S now wow Corp.
Yendor Address - R ST
1230 6 Ave Suits 308 Y S e Ve
Invoice No.: |
Hehiod | HY ||1DDD-I Ireoice Date : Date Received : \g3,27./2002
Due Diate : [04/26/2002
Ship To: ; |
J Dizcount Date
Mare -
ETA:
fdst
I Terms : N3O Ship Via : |
: :
Itbernal Memo : i |F'un:haser e
! MNext >>

[T

How to Add P/O Entry:
1. Click onthe Add button to enter in anew P/O Invoice Register Number. Then,

(select a purchase transaction type) window will appear.
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Select a Purchase Transaction type window:

» Using the options a through e select a purchase transaction type.

» The usefulness of each option is displayed on the bottom of the window.
» Usethe directions on the bottom screen of Figure B.

FigureB. (Select a Purchase Transaction Type Window)

I S ETH S T B E R T T e . -’-l

&+ 7 Enterlmvoice & Beceive ltems

Purchase Order No. : |Po.0oooom Select from Open Purchaze Order list . |
Invoice No.: [P0-000002

ﬁ
4
i

Enter Irvoice only ("

=

Receive ltems anly

-y
]

c. Receive ltems for Entered Invoice o Enter Invoice for Received tems

Im

Select [a] - if vou received purchased items with a invoice
Select [b] - if you recerved a invoice but didn't received purchased items yet
Select [c] - if you received purchazed items and
had entered a invoice for the items with option [b)
Select [d] ---- if pou received purchased items but didn't received a invoice yet
Select [g] - if pou received a invoice and had received purchazed items with option [d]

‘ [1]4 % H Cancel ‘

Click on the Ok button when finished.

Enter in avendor number in the vendor number field. (Primary Method)

» Or use the magnifier to search for avendor. (Secondary Method

4. Enter in the remaining fields or use the defaulted information. Look at field
description for examples.

W N

» Depending on which purchase transaction type you’ ve selected, the fields will
change. For example, by selecting option a. (Enter Invoice & Receive ltems), the
invoice and received items field will be checked. This means that you received your
purchase items with an invoice.

Field Description with Examples:

I nvoice Received Box The invoice received box will be checked or un-checked
depending on the purchase transaction type you selected.

Invoice # Ex. In-00001. Invoice number given by the vendor

Invoice Date Invoice date of purchase order

Due Date Due date of purchase order invoice
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Discount date

ETA:

Terms:

Purchaser

Items Recelved Box
Date Received

Ship Via:
FOB

A discount date for the payment to the vendor if applicable.
If not applicable, leave it as the default D/C date. (optional)
Estimated time of arrival of the ordered items.

Select the terms of the purchase order invoice.
Using the magnifier search for the purchaser of the P/O
Invoice. Or typein thefield the purchaser’ s name.

The items received box will be checked or un-checked
depending on the purchase transaction type you selected.
Enter in the date received for theitems. Or use the default
date.

Select the shipping method of the purchase order invoice.
Enter in the freight on board if applicable.

5. Click on the Next button to move to the line item window.

» A confirm received complete window will appear asking if the receipt is completed.

» Usefulness of selecting Y es versus No:

> If the number of items being received (or going to be received) is greater
than the number of itemsthat are not received then select Yes. By
selecting Y es, the received fields in the line items tab will be
automatically filled with the quantity ordered.

» By clicking No, the received field in line items tab will be defaulted to
zero. The backorder column (bk order) of the line items tab, will be filled
with the quantity of the purchase order that needs to be received. Using
the quantity of backorders, fill the received field with the quantities
received from the vendor. This enables the convenience of manual entry
of received and not received items.

» To manually enter in the quantity received, click on the item and change the number

of quantity received.
Enter, or Edit the necessary fields of the P/O invoice order.
Click on the total tab and then click on Save to save the P/O invoice order.

N o

How to Edit a P/O Invoice Entry:

1. Click ontheList P/O Invoice button.

2. Select the Purchase order invoice from the list.

3. Select and modify the different fields needed.

4. Click on Save to save the edited P/O invoice entry.
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P/O Debit Memo Entry

Menu Finder:
Purchase Order —Debit Memo Entry

Debit Memo Entry:

» I you received damaged, a shortage, or you needed to return the goods, then you
would enter in adebit memo. By entering a debit memo, your stock quantity will
decrease, and your Accounts Payable to the vendor will decrease.

Fig. A (Purchase Debit Memo Entry window)

SIE Miipsiss Vbl s EpEp __J_Jk__’“
Debit Memo Mo |Auta No. Browse Menw Out
1. Select ¥endor T 2 Enter Line tems T 3 Total & Save ]
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Source P/0 Invoice Register No. - | | ‘
Address : Source P/0 Invoice No. : 1232134
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D/ Date: IR
New York |[My|[100m O/M Type: | Retum M

Terms : N
Puchaser: [
| |

Ship Via -
FOB

Intermal Memo :

Mext >>»
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How to Add a Debit M emo:

1. Click onthe Add button to enter in adebit memo number. (This number will depend
on the default number setup in program options.)

2. Usethe magnifier to search for avendor number or type in avendor number in the
vendor field. (Primary Method)

3. Enter in the source P/O invoice register number.
» Or click on the Select P/O Invoice Register number from the list button.

Sour ce P/O Invoice Register number:
» This source Purchase Order invoice number is the P/O invoice number where the
debit memo originated from.
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» A message box will appear saying (Isreturned completed?).

Two outcomes of clicking YES. (Usually completereturn to Vendor)
1. Clicking Yes: automatically fills the quantity of items (QTY) from the
original purchase to the Line Items Tab.
2. Clicking Yes: Thefieldsfilled in for the original purchase invoice will be
copied to the total tab of the debit memao.

Two Outcomes of clicking NO. (Usually Partial return to Vendor)
1. Clicking No: defaults the quantity of items (QTY) in thelineitemstab to
zero. So if you need to return just a couple of items, clicking No, will make it
easier for you to enter in afew items Figure B.
2. Clicking No: doesn't’ fill any of the fields that was filled before in the original
purchase invoice of the Total Tab. Figure B.

4. Enter, or modify the remaining fields.

Field Description with Examples:

D/M Date Date of the Debit Memo

D/M Type Returning items, shortage of items, and damaged items.
Terms Ex. N45 ( terms of debit memo)

Purchaser The purchaser of the original P/O invoice.

Ship Via Ex. UPS AIR (which shipping method your going to use)
FOB Freight on Board.

5. Click on the Next button to moveto the Enter Line ltems window.

Key Tip: Inthelineitemstab the debited line item will be posted in the display window.
If you want to add another line item to be debited, ook below.
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FigureB. (Lineltemswindow)
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If you want to Add another debit lineitem entry:

1. Click onthe Item Number field.

2. Enter in an item number in thefield. (Primary Method)

» Or use the magnifier to search for an item number. (Secondary Method)
Type in the debit Quantity in Debit Qty. Field and press Enter.

Type in the Unit cost or leave it as default.

Click on the Ok button to add the new line item entry.

To add another entry, repeat steps 1-5.

When entry is completed Click on the next button to move to the total tab.

o kW

How the edit the entry (lineitems tab):

» Two fields you can edit: Debit Quantity Field (QTY) and Unit Price Field (Unit)
1. Click on alineitem you wish to edit from the Line Items display window.

Then you will seethe field highlighted.

Enter in anew value for that particular field and press enter.

Click on Add to Entry and the information you edited will be entered in.

To delete aling, click on the delete line button to delete the line item.

hown e
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Field Description with examples (Line Items Window):

# Ex. 1 (Column number)

Item No. Ex. 1006T ( enter in item number for credit memo)
Debit Qty Ex. 20 (quantity of credit)

Total Tab:

» If you need apicture reference, look at Credit Memo Entry (Total Tab:)

Discount Rate % Ex. 5% (Enter in adiscount rate percent for the total cost.
(optional)

If entered the calculation output would come out in Discount Rate Amount field.
SalesTax Rate%  EXx. 5% (Enter in asales tax rate percent for the total cost (optional)
If entered the calculation output would come out in Sales Tax Amount field.

Freight Charge Ex. 500 (Enter in total Freight weight )

If you have credit for the freight charge then you should enter in the freight charge in the
freight charge field.

Remarks (Enter in aremarks for your own reference)

» Click on Save to save the new debit memo entry.

How to Void a P/O invoice debit memo entry:

1. Click ontheList Debit memo button.

2. Select the debit memo you wish to void.

3. A confirm debit memo box will appear. By clicking Y es, the debit memo will be
voided.
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VENDOR DEPOSIT PREPAYMENT ENTRY

Menu Finder:
Purchase Order Module — Vendor Deposit/Prepayment Entry

Vendor Deposit/ Prepayment Entry:

>

Vendor deposit /prepayment entry is used to enter a deposit or prepayment to the
vendor. These entries are posted and then applied in the (A/P) Apply
Deposit/Prepayment to open invoices window. In avendor deposit/prepayment entry
window you can enter in a prepayment or deposit that can be applied later to your
open purchase order invoices for the vendor.

Figure A. (To deposit or prepay for an purchase order open invoice)

fEE Wa e Lansie A e e s ey g_ﬁ1
Regigter Mo, : |auta Mo, Mepl B
Wendor Mo. |"»-"ENDEI'I Mame: |ARC Carp.
P40 Mo, IF'D-EIEIEIEIEIEH ¢-- Select the Source Purchaze Order Mo, for thiz deposit / prepay if applicable
Payment Type:: [CHECK | Pay SubType: | I |
Bark G/L &cct.-[2045 [Q] BarkMName: [FIRST UNION VIS4 [&F]
Check No.:  [102
Amourt Paid ;50000 Payment Date : [04/01/2002
bema : |paid to abe corp. of $500.00
2o || ron | [ shwe J[cancet| vou | | et |

How to Add a Vendor Deposit Prepayment Entry:

1
2.

3.

4.

Click on the Add button for an automatic number assigned by EBS.

Enter in avendor number in the vendor number field. (Primary Method)

» Or use the magnifier to search for avendor. (Secondary Method)

Enter in the source purchase order number for the deposit/prepayment if applicable.

» A source purchase order isthe purchase order that the deposit or prepayment is
going to be applied to.

> If there is no source purchase order then leave the field as blank.

Enter in the remaining fields.

Field Description with Examples:
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Payment Type Select the payment type from the combo box field.

Pay. Sub Type If the payment typeis a credit card the pay.sub type field
will be enabled. Then the combo box field will be enabled
to let you choose the sub-type of the credit card.

Ex. Visa, Mastercard, Discover, and etc.

Key Tip: By selecting a payment type the fields will change to match the payment type
criteria.

Reference Enter in areference for the vendor. (Optional, and the field
name will change as the payment type changes.)

Amount Paid Enter in the amount paid.

Payment Date Enter in the payment date or use the default date.

Memo Enter in amemo using your preferences.

5. Click on the Save button to save the vendor deposit/prepayment entry.

To apply the deposit/prepayment entry:
1. Click onthe List Deposit/Prepayment Button. A new window will appear with a
list of deposits or prepayments.
2. Select the deposit entry or prepayment entry you want to apply.
> By selecting the deposit/prepayment entry, a new text box will appear called
Apply Payment |
> By clicking on the apply payment button, the Apply Deposit/Prepayment to
open invoices window will appear.
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Figure B. (Apply Deposit/Prepayment to open invoices window)

[E Sunby Uannsid e e iin Sua g | pguless [heeainn ey il ‘__431

Register Mo. ;| | | Menu Out

Wendor Mo, Mame |

Reference : ILC# - 12345 Amount : {15,000.00 Deposit/Prepayment Date ; [0349/2002
IFvoice Mo, lFee, Total | Amount Due | Appl? | Amount applied [ate dpplied | lnvoice Date
1 123457894 4,300.00 430000 | 4.300.00 0311942002 03M9s2002 —
4 | o[ ]

|| Addinvaice.. | Applied Amount: [ 4.300.00 Unapplied Amount: [ 10,700.00

(] (e Jomen] o) o]

Apply the deposit/prepayment amount by clicking on the apply box for a selected

invoice.

» Or you can click on the Auto Apply button. By clicking on the auto apply button
EBS will take the deposit or prepayment amount and automatically enter in the
amount applied through the appropriate invoices. (Thiswill depend on the
amount due for each invoice.)

Click on Save and the applied amount will be applied to those open invoices.

(For more information look on Apply deposit/prepayment section.)

How to Search and Edit a vendor deposit/prepayment entry:

1.

2.

Click onthe List Deposit/Prepayment button. A new window will appear with a

list of deposits or prepayments.

Select the deposit or prepayment.

» By selecting the deposit or prepayment, the vendor’ s deposit or prepayment
information will automatically be inputted in the main window.

Click on the Edit button.

Select afield and modify its contents.

Click on Save to save the edited customer deposit/prepayment entry.
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How to void a vendor deposit/prepayment entry:

1. Click onthe List Deposit/Prepayment button. A new window will appear with a
list of deposits or prepayments.

2. Select the deposit or prepayment you wish to void.

3. Click on Void button.
» Click on Yesto void the vendor deposit/prepayment entry.
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APPLY DEPOSIT/PREPAYMENT TO OPEN INVOICES

Menu Finder:
Purchase Orders — Apply Deposit/Prepayment to Open Invoices

Apply Deposit/Prepayment to Open Invoices:

> Apply Deposit/prepayment to open invoices is used to modify the deposit and
prepayments made to open invoices. In thiswindow you can edit a payment or
deposit by applying where the payment/deposit is going to be applied to. For
example, you can edit the apply box by un-checking the amount that will be applied.
Also you can select adifferent invoice to apply the deposit or prepayment to.

Figure A. (Apply Deposit/Prepayment to open invoices window)
iE Sunbe e s ve ezt i Bl iyuless [heenn e Ml ‘__431

Register Mo. ;| | | Menu Out

Wendor Mo, Mame : |

Reference : ILC# - 12345 Amount : {15,000.00 Deposit/Prepayment Date ; [0349/2002
Irwoice Mo, Ire. Tatal | Amount Due | Apply? | Amount applied D ate Applied Invoice Date  *
1 |12345-7894 4,300.00 430000 | & 4,300.00 03/13/2002 03A19/2002 =
4 | o[ ]
| [ 4ddinvaice.. | Applisd Amount: [ 4.300.00 Unapplied Amount - 10,700.00

(] (e Jomen] o] o]

How to modify and edit a applied deposit or prepayment:
1. Click on the Select Deposit/Prepayment button.

2. Select the deposit or prepayment you wish to modify.

3. Click on the Edit button to modify the Apply box.

4. Click on the Save button to save the edited entry.
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IAdd I nvoice button:|

» By clicking on the add invoice button, you can add another invoice to the bottom
display window. By adding another invoice you can apply the amount paid to that
invoice aswell. Primarily used to edit the customer payment entry. For example, it
can be used to apply the customer payment to other invoices rather than what you
already applied previoudly.
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Chapter Reference Page

(SALEYS)
(Credit Memo Entry, Invoice Entry and Sales Order Entry)

Key Tips:

Most of the entries that are entered in EBS will bein asimilar format. The Sales Order
Entry would be the most detailed so if your not sure about anything look at Sales Order
Entry asareference. For example, most of the entry’ sinput have a header, line, and total
tabs that have roughly the same fields.

A.1 Methods on Adding and Sear ching for Customers:
When entering an entry there are several methods that can be used to add or search for
information. For each entry the primary method is stated. The methods listed here are
other ways to search or add.
A. Enter thefirst few letters of customer’s name in the Name field and a match
will be automatically searched in the database. (Secondary Method)
B. Use magnifier next to the Customer No. Field to open a search list arranged in
Customer No. order. (Third Method)
C. Use magnifier next to the Name Field to open a search list arranged in
alphabetical order by Names. ( Fourth Method)
D. Enter inthefirst few letters of customer’s name and press F2. A search list
will appear in alphabetical order by the current customer’s name being first.
(Fifth Method)

A.2 HOW TO VOID:
*Click on Void order to void the entire order.

A.3 HOW TO CANCEL:
*Click on Cancel Order to cancel the entire order.

A4HOW TO REMOVE AN ENTRY FROM LINEITEMSTAB:

*Click on Remove From Entry to remove entries by first highlighting the entry.

* A message box will appear asking you to confirm the delete of the row selected.
*Remove from Entry gives you the option to remove entered rows or entriesin the Line
Items Window.

AS5HOW TOEDITITEMSINLINEITEMSTAB:

*To edit the items on the display window, simply double-click on Items No. field in the
display window and the input fields on the bottom will be enabled so you can change
contents.

» *Look at figure D. in Sales Order Entry for reference.
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A.6 WHAT ISNEW ORDER, BACKORDER, AND COMPLETED ORDER
*New order isthe default when entering a new sales order.

*Back order iswhen an item is being invoiced and doesn’t get shipped then the status
because a backorder.

*Completed Order is when the sales order was completed and needs to be invoiced.

A.7HOW TO ADD A SHIPPING ADDRESSIN AN INVOICE:
Figure A.7 (Click on the New button when entering an Invoice Entry)

5t S RSB ST I EN T J_Jd1
Register No. : |000002 | Ship To Search .. ] |H 4| * 4 | DpEtLZTMiX

Customer No : |E&S
Ship To Mame - |Earl Park
Location ID :  |1323

Address:  |2329 Seashore Dr.

City, St. Zip: |Hamptons MY 29839

Contact ; |Eal
Telephone :  |289-393-3939
Fax: |

[aoe [ ] [ o ][oome] (o]

*Enter in the appropriate fields and click on save. Thisletsyou use a different shipping
address for a customer when making an invoice or asales order. (More Detail on pg. 84)
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A.8HOW TO PRINT INVOICES (Figure A.8)

EE INVOTEESEIT

A=)

Al Mew [nvoices

(v Al Selected

[w Print |nvoices
[ Print Packing List

Printer : |.-“-‘-.ut|:| HP Laserlet Il on SMSERVER

Fror: ||M-000009 To: |IN-O000039

[~ Show ShipQty > 00nly [ Show C/M if applied
[ Show C/M Detail
v Show Payment/Depozit

# Of Copies : |1

[ Close After Printing

Setup ...

Esport...

#

Print Prewigw |

Steps and Description of Invoice Print Task Window:

1. Select the printer in which the invoice will be printed from. Use the combo
drop down arrow box to select a printer on your network.
» All New Invoices disables the From and To fields and prints only the new

invoice orders.

» All Selected lets you print al the invoice orders you' ve selected from the
From and Tofields. If you wanted to change the contents for From and To,
simply click the box and enter in adifferent Invoice number.

Field Description:

* Toinclude additional information in the invoice, ssmply check the boxes you

need.
Show Ship Qty > 0 Only

Show C/M if applied
Show C/M Detail

Show Payment/Deposit

Print Invoices
Print Packing List

Close After Printing

Shows the shipping quantity in invoice order that is
greater than zero.

Shows the credit memo of invoice if applied
Shows the detail of the credit memo of invoicein
if applied

Shows the payment or deposit from the customer
with the invoice.

If marked, the printer will just print invoices.

If marked, the printer will print packing lists with
the invoices.

If marked, the task window will disappear after the
invoice is printed.
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2. Click on the Print button to print the invoices you' ve selected.
> You aso have the option to print preview the invoices before printing.

» Setup button:
This button is used to setup the format on the invoice report.
Contact Safenet Software for more details.

Chapter Reference Page

(Purchasing)
(Purchase Order/ P/O Invoice Entry / Debit Memo Entry)

> Key Tips. Listed below are some key tips for a Purchase Order, P/O Invoice, and a
debit memo entry. Thesetips are used as a quick reference guide, to guide you
through the entries.

A.1 DIFFERENT METHODSOF ENTRY:
Methods on Adding and Sear ching for Vendors:
When entering an entry there are severa methods that can be used to add or search for
information. For each entry the primary method and a secondary method is stated. The
methods listed here are other ways to search or add.
A. Enter thefirst few letters of customer’s name in the Name field and a match
will be automatically searched in the database. (Secondary Method)
B. Use magnifier next to the Vendor No. Field to open a search list arranged in
Vendor number order. (Third Method)
C. Use magnifier next to the Name Field to open a search list arranged in
alphabetical order by Names. ( Fourth Method)
C. Enter inthefirst few letters of vendor’s name and press F2. A search list will
appear in alphabetical order by the current customer’s name being first. (Fifth
Method)

A.2 HOW TO VOID AN ORDER:

1. Search for an order by using the arrow button keys on the top right side of a Purchase
Order.

> Or enter in a purchase order number in the purchase order no. field.

Click on the Void entry button.

Click Y es, when you see a confirm void message box.

By clicking yes, the selected order will be voided.

v wW N
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A.3HOW TOREMOVE ALINEITEMSFROM ALINEITEMSTAB:
Search for an order using the arrow button keys on the top right side of an order.
Click on the Edit button.

Click on the Line Items Tab.

Select aline items entry.

Click on Remove From entry.

Click Y es, when you see a confirm delete box.

By clicking yes, the selected line item will be removed.

vVOooukwdpE

A4HOW TOEDITITEMSINLINEITEMSTAB:

To edit the items on the display window, simply double-click on Items No. field in the
display window and the input fields on the bottom will be enabled so you can change
contents.

AS5WHAT ISNEW ORDER, BACKORDER, AND COMPLETED ORDER
*New order isthe default when entering a new purchase order..

*Back order is when the quantity on hand is not enough to ship.

*Completed Order is when the order was completed and needs to be invoiced.
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Utilities Menu:

There are two utilities you can take full advantage of. (Calendar/Calculator)

Calendar:

EBSUTILITIESREFERENCE

As adefault the current date for your operating system will be circled with ared circle.

FigureA.
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» A calendar isautility tool that can be used when needed. Y ou can aso use the scroll

arrow keysto scroll through different months. To use the calendar, simply use the

arrows to scroll back and forth for years, and months. By moving back and forth the

display will change as you specify the year and month.
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Calculator:
> A calculator is an extraoption that EBS offersto help you calculate your chargesiif

needed. There are two types of calculator that you can take advantage of.
A. A simple calculator that you can calcul ate basic functions.
B. A scientific calculator where you can calculate complex functions.

Simple Calculator: Figure A.

T — x|
;J e ey L.i j@?
Edit Yiew Help

43110,
Backspace| | CE | | C
WA 7 g q ! saqrt
MR 4 5 B ’ =
b+ 1] il t E

pODNPRE

Scientific Calculator: Figure B.

Simple Calculator used to calculate simple arithmetic problems.
Using the edit menu, copy and paste information when needed.
To view ascientific Calculator, click on view menu bar and select Scientific.
A scientific calculator is used for complex problems.

= Al Gtor:

CIE)

Edit  “iew Help

0.
{JHex & Dec O 0ct (Bin (%) Degrees i Radians ) Grads
[l [ Hyp ’_ I_ Backspace | | CE | | E
| Sta | F-E [ ] MC ] 9 / Mod | | And
drns Exp It kA 5 G Or Far
st w7y leng M5 2 3 Lk || Mat
ge |73 nl b+ + + & Int
T | e N pi :
s
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REPORT SECTION

» Pertaining to al the reports there are some key tips to be understood. Every report
has a selection criteria window of asimilar format. When you select areport to print
or preview, you will first see a selection criteriawindow for that report. Inthe
selection criteriawindow for the report, you have several optionsin selecting
different views on the criteriafor that report. After selecting the criteria you can print
preview or print that report.

» When you print preview areport there will be several optionsin viewing the print
preview report. You can view different pages of the reports by clicking on the arrow
buttons in the page field on the bottom of a print preview window. Also you can
zoom in to get a better view of the print preview by using the zoom option.
Additionally there is an option to print ranges from where you can specify which
reports you wish to print.

» Theoptions arelisted in the Print Preview window.

Figure A.(Random Print Preview Example)
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Keep in Mind:
Each report can be printed out in different ways but the main output of the report
will bethesame. Thedetailsdescribed are details on what thereport isbeing used
for. Thelayout of that report can change, but the contents of the report will not
change. Each report can be previewed first and then printed. Theinstructionson
print previewing and printing areport is self-explanatory. For the more complex
ones, | will go over in more detail.

ACCOUNTSRECEIVABLE REPORTS[A/R GENERAL]

Menu Finder:
A\R Report (Genera)

Accounts Receivable Reports:

» Accounts Receivable reportsis used to view reports for detailed transactions and
other information regarding your sales. The report includes the invoiced and cash
sales of your Accounts Receivable. There are severa optionsin selecting your
customers in the selection criteria header. Y ou can view your report by all customers,
selected customers, and filter by. Also, the sort option header |ets you sort your
customer listing report by the customer’ s number, name, tel ephone number, address,
state, and etc.

Customer List Reports:

Menu Finder:
Accounts Receivable Module -- Customer List Reports

> A customer list report isalist of customers. The report will provide the customer’s
number, address, name, telephone, contact, customer type, representative and terms
for that customer. Also, you can use the sort option in the customer list report
window to sort your customers by customer number, name, tel ephone number, city,
state, zip, contact, or salesperson. (This report will be displayed by the user’s
selected criteriain the criteriawindow)

> Key tip: If you need to print the shipping addresses’ of each customer, click on the
check box labeled, [include shipping addr esd.
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Customer Mailing Labels:

Menu Finder:
Accounts Receivable Module — Customer Mailing Labels

» Customer mailing labels are formatted mailing labels generated from EBS. In the
criteriawindow, you can select different options in sorting your labels. For example,
you can use the sort option to sort the labels by customer number, customer name,
telephone number, city, state, zip, contact, and salesperson.

(The report will be displayed by the user’ s selected criteriain the criteria window)

Customer Payment Report:

Menu Finder:
Accounts Receivable Module — Customer Payment Report

» Customer Payment Report isalist of A/R payments received by your customers.
This report will show the payment type, the customer number, and the total of the
payment received.

Credit Memo Report By Salesper son

Menu Finder:
Accounts Receivable Module — Credit Memo Report By Salesperson

> A credit history report by salesperson is areport that shows the credit memos given to
customers. The report is grouped by salesperson and includes the total credit
applied, and total credit remaining for each customer’ sinvoice. (The report will
depend on the user’ s selected criteriain the criteria window)

Customer Statement’s Reports

Menu Finder:
Accounts Receivable Module — Customer Statement Reports

» A customer statement report shows a customer’s statement. The statement shows the
different A/R invoices regarding each customer. A customer statement report is
primarily used to view and print a customer’ stransactions' history for a certain
period. There are two different types of statements you can select from in the criteria
window. Standard typeisto print areport that shows invoices with an open balance.
All open transaction type isto print areport that shows al transactions from adate
you specify. (Depends on the user’ s selected criteriain the criteria window)
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SALES ORDER REPORTS

Menu Finder:
Sales Order Module

Sales Order Reports:

» The sales order reports shows different types of sales orders. For example, back
orders, open sales orders, and completed sales orders. There are different types of
sales order reports you can use to benefit your company.

Open Sales Order Reports (New Orders Only)

Menu Finder:
Sales Order Module -- Open Sales Order Report

» An open sales order report shows the sales orders that are either a new sales order or a
back order. A new order statusin EBSisan order that has been entered, but has not
been shipped. A back order statusis an order that hasinvoiced but, there are
remaining items that hasn’t been shipped to the customer. The open sales order
report includes the customer number, Sales Order number, order date, name of
customer, shipping date, salesperson, the total sales to the customer, and unshipped
amount to the customer.

» By clicking on the Open Sales Order Report link you have three different options of
viewing and printing. Y ou can view and print new sales orders, back orders, or
orders sorted by the shipping date.

Open Sales Order Reports Sorted (By Ship Date)

Menu Finder:
Sales Order Module -- Open Sales Order Report (Sorted By Ship Date)

» An open sales order report by ship date shows all the open sales orders by the
shipping date. The main difference between both open sales order reports are one
report is sorted by the shipping dates, and the other is sorted by the sales order
number. Thisis useful when you need to prioritize which orders need to be shipped
first. For example, when you look at an open sales order report by ship date you can
clearly see which orders need to be shipped immediatel y because it is sorted by the
shipping date.
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Open Back Order Report (SalesOrders)

Menu Finder:
Sales Order Module -- Open Sales Order Report (Back Orders Only)

» An open back order report shows al the back orders. The open back order report is
useful in finding orders that needs to be completed. (depends on the inventory on-
hand) It shows the customer number, sales order number, order date, name of
customer, shipping date, ship via, salesperson, and the total amount that is
backordered for that customer. The primary use of thisreport isto find the
backorders for your Sales Orders.

Open S/O Report By Customer & Item

Menu Finder:
Sales Order Module — Open S/O Report By Customer & Item

» The sales order report by customer and items shows the ordered items from the
customers. The report includes the customer number, item number, customer name,
the order date, order number, ordered quantity, and the amount. The report displays
the booked sales orders by the customer and item. Thisreport’s main purpose is to
show the booked items on order from different customers. (The report will depend on
the user’ s selection in the criteria window)

Open Sales Report By Item

Menu Finder:
Sales Order Module -- Open Sales Report By Item

» The salesreport by item shows the sales and credits for a selected period. You have
two options in displaying or printing your report. The detailed report includes the
item number, invoice number, invoice date, description of item, quantity of items
purchases or credited, price of item, total extended cost of each invoice sale, and the
cost of the items for each invoice. The summary report isasummary of the total
salesfor each item. The difference isthe detailed report shows the invoices
pertaining to each item. The summary report only shows a summary and doesn’t
show the invoices pertaining to each of the item. (The report will depend on the user’s
selected criteriain the criteriawindow).
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Order and Shipping Status Report

Menu Finder:
Sales Order Module — Order and Shipping Status Report

» The order and shipping status report shows the status of orders, and shipments that
was entered for customers. It will show the quantity ordered, amount or cost of
guantity, shipped amount, and grand total of al your orders for a selected period u

specify.

Sales Report By Item

Menu Finder:
Sales Order Module — Sales Report By Item

» Using the sales report by item you can view your sales report by item number. Show
how many quantities were sold for each item. The difference of a sales report by item
and a open sales report by item isthat the open salesreport by item shows sales of
open ordersonly, and the salesreport by item shows all orders. Also thisreport
includestotal salesfor each item. Thisisvery useful when you need to find the total

sales of aparticular item.

Sales Report By Customer

Menu Finder:
Sales Order Module -- Sales Report By Customer

» The Sales Report by customer isareport of your company’s sales grouped by the
customers. The report shows the total sales to each customer, and the balance
remaining for each invoice pertaining to that customer. The main purpose of this

report isto view, or print your total sales for acertain period. (The report’s display

will depend on the user’ s selected criteriain the criteriawindow)

» Key Tip: By checking the Print Credit Memo Only box, you can print only credit
memaos for your sales report.

» Key Tip: By checking the Print Invoice Only box, you can print only invoices for
your sales report.
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Sales Report By Salesper son

Menu Finder:
Sales Order Module -- Sales Report By Salesperson

» The Sales Report by salesperson isareport of your company’ s sales categorized by
the salesperson. The report shows the total salesfor each salesperson, and the total
balance remaining for each salesperson’s sale. The main purpose of the report isto
view or print your sales reports that are grouped by the salespersons.

» By checking the Summary Only box, you can view your reports by summary only.

» Key Tip: By checking the View Postdated Check, you can view postdated checks for
the invoices.

» (Thereport will depend on the user’s selected criteriain the criteria window)

Top 10 Sales Customer & Item

Menu Finder:

Sales Order Module -- Top 10 Sales Customer & Item

» The Top 10 Sales Customer & Item are a group of reports that shows different top
sales. Either by Top Sales by item, Customer, or Top Sales collections by customer.
For example, if you wanted to view the top sales by item, you would click on the Top
n Sales by Item button. Depending on your selection period and criteria the report
will display the item with the highest sales first and others would follow in
descending order.

Sales Profit Report By Item

Menu Finder:
Sales Order Module -- Sales Profit Report By Item

> A sales profit report shows the profit for certain items depending on your selected
criteria. Thisreport will show the profit for each item; showing the cost amount,
gross profit, profit per unit, gross profit percent, and the total gross sales. The
primary use of thisreport isto view your sales profit for a certain period.

Sales Report By Period

Menu Finder:
Sales Order Module -- Sales Report By Period

> A sadesreport by aperiod displays and prints areport for a certain period you select
in the criteriawindow. Thisreport will include the row and column total for selected
items depending on your selected criteria. The primary use of this report isto view
your total salesfor a certain period.
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INVENTORY REPORTS[INV]

Menu Finder:
Inventory Module:

Inventory Reports:

» Toview or print reports regarding your inventory. There are different options you
can use to find the necessary information regarding different categorized items. The
primary use of the inventory reportsisto organize and monitor your inventory
processes.

I[tem Listing

Menu Finder:
Inventory Module -- Inventory Item Listing

> Inventory Item Listing shows alist of inventory items pertaining to your company.
The report provides the item number, description, price, and cost of each item. Also,
you can use the sort option in the inventory item criteria window to sort your items by
item number, description, product line, price code, price of item, cost of item, item
type, and group name. (Thiswill depend on the user’s selected criteriain the criteria
window).

» By checking the Detail Report box, the inventory items will be listed in detail, by aso
including the item type, price code, and product line of the item.

Inventory Report

Menu Finder:
Inventory Module — Inventory Report

» Theinventory report shows the current inventory on-hand. The report includes the
item number, description, stock, and the receipt date of the inventory received. Also
you can group your reports by product line, group name, and custom fields. The
primary use of this report is to show the total stock on hand for different inventory
items.
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FigureA. (Inventory report selection window)
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Field Description.

1. Select Criteria = Use the selection criteriato select all items, selected items, or filter
by the different

2. Group Option =Y ou have different grouping options to display and print your
inventory reports. Y ou can select the default (none), or you can group the report by
product line, group name, and different category defaults. When you group the inventory
items you have an additional option of printing them in multi item display.

Multi Item Display Key Note: By checking the multi-item display box your report will
show the items condensed in one group. (will not show in-depth detail regarding the
items.)

3. Report Title = Thetitle of the report.

4. Cost Type=You can view the report with two different cost types. By the average
cost of each item, or by the unit cost of each item.

5. Select Aging Date = Y ou can select asingle aged date or use none to select all aging
dates. A single aged date will show al your inventory items up to that specific date.

> Keytip: By clicking on the view stock value box, you can print your report with the
stock value of the items.

> Keytip: By clicking the Stock >0 only, your report will show stocks that are greater
than O.
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Inventory Adjustment Report

Menu Finder:
Inventory Module — Inventory Adjustment Report

» Theinventory adjustment reports shows the adjustments made to your inventory.
The main purpose for an Inventory Adjustment Report is to find out how many, and
how much were adjusted for a certain period. This report will include the item
number, adjustment quantity, and adjustment amount for the items during that
specific period. (Thiswill depend on the user’s selected criteriain the criteria
window)

» Keytip: You can also view the adjustment report in three ways.
1. Summary Report: Listing a summary of the adjustments made for specified items.
2. Detail Report: Showing in detail the adjustments made for the inventory item.
3. Display Matrix Item Detail: If matrix items were adjusted.

Stock Vs Reorder Point Report

Menu Finder:
Sales Order Module -- Stock Vs Reorder Point Report

» Stock Vs. Reorder Point report is a comparison report showing your stock versus your
stock reorder point. The report automatically subtracts the stock on hand with the
reorder point so you can re-order inventory when needed.
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Figure A. (Stock Vs Reorder Point criteria window)
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Field description:

1. Select Criteria = Usethe selection criteriato select all customers, selected
customers, or filter by different fields.

2. Report Title= Enter in atitle for the report or use the default title shown in figure
A.

> Keytip: By checking the reorder point > 0 only box, the report will show items with
reorder points greater than 0.

> Keytip: You can alsofilter the report by the stocks minus the reordering point by
entering in a number in the stock — reorder point < field.

> Keytip: The show Month salesis an option to view the your selected month sales for
selected items. (This depends on the user’ s selected criteriain the criteria window).
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ACCOUNTSPAYABLE REPORTSI[A/P]

Menu Finder:
Accounts Payable Module:

Accounts Payable Reports:

» Accounts Payable reports are used to view reports for detailed transactions and other
information regarding your purchases. This report includes the invoiced and cash
purchases of Accounts Payable. There are several optionsin selecting your vendors
in the selection criteria header. You can view by al vendors, selected vendors, and
filter by. Also the sort option header lets you sort your vendor listing reports by
vendor’ s number, name, telephone number, address, state, and etc.

Vendor List Reports:

Menu Finder:
Accounts Payable Module — Vendor List Reports

» The vendor list reports shows alist of vendors that your company deals with. The
report provides the vendor’ s number, address, name, telephone, contact, and the
vendor terms. Also you can use the sort option to arrange your report by the vendor
number, vendor name, telephone number, city, state, zip, vendor contact, and the
terms of the vendor. The primary use of thisreport isto view alist of vendors, and the
information regarding the vendors. (This report will depend on the user’s selected
criteriain the criteriawindow)

Vendor Mailing Labels:

Menu Finder:
Accounts Payable Module — Vendor Mailing Labels

» Vendor mailing labels are formatted mailing labels generated from EBS. In the
criteriawindow, you can choose different sort options of printing the customer
mailing labels. For example, you can use the sort option to sort the labels by
customer number, customer name, Telephone number, city, state, zip, contact, and
salesperson. The primary use of thisreport isto print labels for mailing purposes.
(The report depends on the user’ s selected criteriain the criteria window).
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A/P Aged Invoice Report

Menu Finder:
Accounts Payable Module — A/P Aged Invoice Report

» AnA/P Aged invoice report shows outstanding payables that are aged by the invoice
date. Thisreport’smain useisto keep you informed of the aged payables to different
vendors. The report will show the vendor number, invoice number, invoice date,
invoice total, current balance, aged periods, telephone number of vendor, invoice

totals, and total balance of the report. (This depends on the user’s selected criteriain
the criteria window).

Payable History Report By Vendor

Menu Finder:
Accounts Payable Module — Payable History Report By Vendor

> AP Report By vendor shows the payables owed to different vendors. Y ou have the
option to view a selected vendor’ s payables or al the vendor’ s payable remaining on
accounts payable. Also you have the option to group your AP reports by city, state,
vendor type and custom fields. The main purpose of thisreport isto view your
payables that haven't been paid yet to the vendor. (The report will depend on the
user’s selected criteriain the criteria window.)
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PURCHASE ORDER REPORTS

Menu Finder:
Purchase Order Module;

» Purchase Order Reports are used to view reports regarding the purchases of goods or
services from the vendors. The primary use isto find out your different purchases
from different vendors. (more on this)

Open Purchase Order Report

Menu Finder:
Purchase Order Module — Open Purchase Order Report

» An open purchase order report shows the purchase orders that till have a status of a
new order. A new order status for a purchase order is when an order has been sent
from your company to the vendor but hasn’t been invoiced and shipped by the
vendor. The open purchase order includes the vendor number, purchase invoice
number, order date, name of the company, required date, ship via, and the total
purchases to the vendor.

Open Purchase Order By Required Date

Menu Finder:
Purchase Order Module -- Open Purchase Order By Required Date

» An open purchase order report shows all open purchase orders by the required date.
The main difference between both reportsis one is sorted by the required date and the
other is sorted by the purchase order invoice number. Thisis useful in tracking your

purchase orders so you can specifically know when the merchandise will arrive or
have not arrived.

Open Back Order Report(Purchase Orders)

Menu Finder:
Purchase Order Module — Open Back Order Report

> An open back order report for a purchase order shows the back orders for purchased
orders. The report includes the vendor number, purchase order invoice number, order
date, name of the vendor, required date, ship via, and the total purchasesto the
vendor.
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Purchase Report By Item

Menu Finder:
Purchase Order Module — Purchase Report By Item

> A purchase order by items shows the purchases and debits categorized by items. The
detailed report includes the item number, invoice number, invoice date, description of
item purchased, quantity of item, cost of item, unit cost of item, and the total
purchased for each item. The summary report is asummary of the total purchases for
each item. The difference between the two reports is the detailed report shows the
invoices pertaining to each item. The summary report only shows a summary of the
invoices for the vendor. (Thiswill depend on the user’ s selection in the criteria
window.)

Purchased Report By Vendor

Menu Finder:
Purchase Order Module — Purchase Report By Vendor

> A purchase report by vendor shows the purchases and debits made to a vendor. There
are three different types of reports you can view or print for the purchase report by
vendor.

> By selecting the invoice report type, the purchase report will be categorized by the
vendor and invoices.

> By selecting the item report type, the purchase report will be categorized by the
vendor and items.

> Lastly, by selecting the item and invoice report type, the purchase report will be
categorized by vendors, items, and invoices.

Purchase Status Report

Menu Finder:
Purchase Order Module — Purchase Status Report

> A purchase status report displays the status of your purchases for your vendors. The
purchase status report displays and prints the item number, vendor number,
order/invoice number, order date/invoice date, quantity, dozen amount, and total
amount. (Detailed Report) The report can vary by your selected criteriain the
criteriawindow. Y ou have to option to sort your purchase report by item name, item
number, product line, group name, and category names. Also you can view the report
in detail or in asummary.

> Key tip: By checking include quantity received box, the purchase status report will
include the quantity received in the Qty. column of the report.
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Purchase Report By Period

Menu Finder:
Purchase Order Module — Purchase Report By Period

> A purchase report by period shows different purchases or debits for a certain period.
The report includes the item number, item name, purchase report period, and the row
total amount. (Thiswill depend on the selected criteriain the criteria window)

Figure A. (Purchase Report By Period)
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Field Description with Examples:

1. Select Period: Select atime period from and to — date for the purchase report.

2. Select Itemsto Include: You have several optionsto select which itemsto include.
Y ou can include all items, select a group of items, or you can filter by using different
fields.
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Select Vendor to Include: You have several options to select which vendorsto
include.

Select Report Type: Select which report type you wish to view. First selectif itisa
purchase amount or a purchase quantity report. Then select to view the purchases
only, debit only, or both.

Key note(Error in numbering for the interface window.)

Report Title: Enter in anew title for the report or use the default title.

Select Row and Column Set: Select how you want the rows and columns to be set
by. For example row set can be either by the item number or the vendor number.
For the column set it can be by month, quarter, or year.

Set Column Width: By setting the first column width to 12 and other columnsto 8,
the spaces for the first column will be 12 and for the other columnsit would be 8.
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Bank Reconciliation Report

Menu Finder:
Banking Module — Bank Reconciliation Report

» A bank reconciliation report process shows the additions to and subtractions from
both balances to arrive at an adjusted cash balance. The bank reconciliation report is
divided into two reports. One report contains cleared deposits and debits. The other
report contains outstanding checks and credits. (The reports will depend on the
selected criteriain the criteriawindow)
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	Need to Know Glossary/Instructions
	a.   	Every screen contains several text and picture boxes that will be constant
	
	
	
	Ref. No		A reference number regarding the received payments.




	Bank Name	Ex.  Chase (Select the bank in which the payment is going to be deposited to.)
	Purchase Order Default Setup:
	
	
	
	
	
	How to Setup a P/O Invoice Entry Default Setup:
	General Defaults
	Number Method Setup:
	A formatted setup is used to give prefixes and numbers to different key fields.
	Figure B. (Number Method Setup)
	Figure B.  (Grid Width Setup)






	Tab Stops are used to put stops on certain fields when you enter in entries.  These tab stops are used so you can better adequate the user when entering in information.
	
	
	
	
	
	(Accounts Receivable Module)
	CUSTOMER MAINTENANCE


	Sales Rep.	Ex. 001 Sales representative that is in charge of sales to the current customer.
	
	Sales Order Tab:






	How to Search and Edit credit card information:
	Auto Apply Payment:
	
	
	
	
	
	
	BOUNCE CHECK ENTRY
	POSTDATE CHECK ENTRY







	Apply open credits is used to apply credits that already have been posted but hasn¡¯t been applied to invoices.  These credits can be applied to different invoices.  Change applied credit memos is used to change the information regarding the applied credi
	How to change applied credits to Selected Customers:
	
	
	
	
	
	Pay. Sub Type	If the payment type is a credit card, the pay.sub type field will be enabled.  Then the combo box field will be enabled to let you choose the sub-type of the credit card.
	Ex. Sub Type: Visa, Mastercard, Discover, and etc.
	Sales Order Entry:
	Fig.A (Sales Order Entry)


	Price Group	Enter in the price group for the customer if applicable.
	
	Fig. D(To enter Line Items for a Sales Order)
	D/C%			Ex.  5%  (The percentage discount of each item if applicable)
	Fig. A (Entering a Invoice Entry)
	When you move to the line items tab, the items will be displayed because the original sales order entry was converted to an invoice entry.
	Terms			N30 (Terms of the customer)






	Customer deposit /prepayment entry is used to enter in a customer¡¯s deposit or prepayment.  These entries are posted and then applied in the Apply Deposit/Prepayment to open invoices window.  In a customer deposit/prepayment entry window you can enter in
	
	
	
	
	
	Pay. Sub Type	If the payment type is a credit card the pay.sub type field will be enabled.  Then the combo box field will be enabled to let you choose the sub-type of the credit card.
	Ex. Visa, Mastercard, Discover, and etc.
	
	SHIP TO ADDRESS MAINTENANCE
	Menu Finder:
	Sales Order Module ? Ship to address maintenance
	Ship to Address Maintenance:
	Ship to Address maintenance is used to store new ship to addresses for selected customers.  Using this task window, you can enter multiple shipping addresses for selected customers.  By entering multiple shipping addresses for a customer, you can pull up
	SHIPPING CODE SETUP
	Menu Finder:
	Sales Order Module ? Shipping Code Setup
	Shipping Code Setup:
	Ship code setup is used to enter and store your shipping methods.  Whenever you receive, or send products you will need to select a method of shipment.  Shipping Code Setup maintains the shipping methods you store, that can be used for shipping and recei
	TERM CODE SETUP
	Menu Finder:
	Sales Order Module ? Term Code Setup
	Term Code Setup:
	Term Code is used to maintain different due dates for customers.  These terms are used to ensure payment from the customers.  By entering terms in the term code maintenance, you can specify the due dates for different customers.
	The discount field is an option, and is entirely up to your company.  When you enter a receipt for an invoice, EBS checks the customer¡¯s term code.  If the invoice qualifies for a discount based on the number of days specified, EBS computes the discount
	Figure A.  (Term Code Setup window)
	How to Search and Edit a Term Code:
	Click on the List terms button.  A new window will appear with a list of term codes.
	2.   Select the term code you wish to Edit.
	3.   Click on the Edit button.
	How to Search and Edit a salesperson:
	Click on the List SalesPerson button.  A new window will appear with a list of salespersons.
	Click on the List SalesPerson button.  A new window will appear with a list of salespersons.

	Click on Save to save the new remark.




	SALES PRICE STRUCTURE SETUP



	Accounts Receivable Module- Price Code Setup
	
	
	
	
	
	
	(Inventory Module)
	ITEM MAINTENANCE
	TRACK INVENTORY





	Menu Finder:
	Inventory Module ? Inventory Tracking
	Inventory Tracking:
	EBS has made an easy way to track your inventory items you buy and sell.  Inventory tracking is used to view and track your transactions for a particular item.  By selecting a particular item: you can view the item¡¯s history, the purchased quantity of th
	Figure A.  (Inventory Tracking Window)
	STOCK QUANTITY ADJUSTMENT
	ITEM COST ADJUSTMENT ENTRY
	Menu Finder:
	Field Description with Examples:
	Stock Qty.		The current stock quantity of the inventory item selected.
	Current Cost		The current selling cost of the inventory item.
	New Cost		The new cost of the inventory item.
	Group Item:
	If the item is a group or matrix item the color and size will be shown.
	Color:	The color or color code of the inventory item.
	Size:	The size or size code of the inventory item.
	When you are finished entering the item cost adjustments, Click on the Save button to save the item cost adjustment entry.
	How to Search or Edit a item cost adjustment entry:
	Click on the List adjustments button.  A new window will appear with a list of item cost adjustments.
	If the inventory adjustment is not saved you can delete a line by clicking on the Delete Line button.
	(Accounts Payable Module)
	VENDOR MAINTENANCE
	
	
	
	Default Expense Account
	Default Check Memo






	Accounts Payable Module -- A/P Invoice Entry
	
	
	
	
	
	Invoice Date		The date of the invoice.
	Discount Date		Discount Date (optional)
	Terms 		Ex. N45 Term days of invoice
	Sales Rep		Purchaser of the goods and services from the vendor.
	Payment Type	Select the payment type from the combo box field.
	How to Modify and Edit a applied open debit:
	Pay. Sub Type	If the payment type is a credit card, the pay.sub type field will be enabled.  Then the combo box field will be enabled to let you choose the sub-type of the credit card.
	Ex. Sub Type: Visa, Mastercard, Discover, and etc.
	Purchase Order Entry:
	Fig. A (Purchase Order Entry Main Window)
	Click on Save to save the purchase order
	How to Search and Edit for a Purchase Order:
	Click on the List Open P/O button.  A new window will appear with a list of Open purchase orders.
	Select the Open Purchase order you wish to Edit
	By selecting the open purchase order, the vendor¡¯s information will automatically be inputted in the main window.
	Fig. C (To search and Edit for a Purchase order Window)
	How to void a vendor¡¯s open purchase order:
	Click on the List Open P/O button.  A new window will appear with a list of Open purchase orders.
	[P/O]PURCHASE ORDER INVOICE ENTRY
	Purchase Order Invoice Entry:






	Invoice Date			Invoice date of purchase order
	
	
	
	
	
	P/O Debit Memo Entry
	Fig. A (Purchase Debit Memo Entry window)



	Click on Save to save the new debit memo entry.
	How to Void a P/O invoice debit memo entry:



	Vendor deposit /prepayment entry is used to enter a deposit or prepayment to the vendor.  These entries are posted and then applied in the (A/P) Apply Deposit/Prepayment to open invoices window.  In a vendor deposit/prepayment entry window you can enter
	
	
	
	
	
	Pay. Sub Type	If the payment type is a credit card the pay.sub type field will be enabled.  Then the combo box field will be enabled to let you choose the sub-type of the credit card.
	Ex. Visa, Mastercard, Discover, and etc.





	Enter the first few letters of customer¡¯s name in the Name field and a match will be automatically searched in the database.  (Secondary  Method)
	
	
	
	
	Steps and Description of Invoice Print Task Window:
	1. Select the printer in which the invoice will be printed from.  Use the combo drop down arrow box to select a printer on your network.
	Show Ship Qty > 0 Only	Shows the shipping quantity in invoice order that is greater than zero.
	You also have the option to print preview the invoices before printing.
	Setup button:
	This button is used to setup the format on the invoice report.
	Contact Safenet Software for more details.
	Chapter Reference Page





	Enter the first few letters of customer¡¯s name in the Name field and a match will be automatically searched in the database.  (Secondary  Method)
	EBS UTILITIES REFERENCE
	
	
	
	Customer Mailing Labels:






	Customer mailing labels are formatted mailing labels generated from EBS. In the criteria window, you can select different options in sorting your labels.  For example, you can use the sort option to sort the labels by customer number, customer name, tele
	
	SALES ORDER REPORTS
	Open Sales Order Reports (New Orders Only)
	Open Sales Order Reports Sorted (By Ship Date)
	Open Back Order Report (Sales Orders)
	Open S/O Report By Customer & Item
	Open Sales Report By Item
	Order and Shipping Status Report
	Sales Report By Item
	Sales Report By Customer


	Sales Order Module -- Sales Report By Customer
	
	The Top 10 Sales Customer & Item are a group of reports that shows different top sales.  Either by Top Sales by item, Customer, or Top Sales collections by customer.  For example, if you wanted to view the top sales by item, you would click on the Top n
	Sales Profit Report By Item
	Sales Report By Period
	Item Listing
	Inventory Report
	3.   Report Title = The title of the report.
	4.   Cost Type = You can view the report with two different cost types: By the average cost of each item, or by the unit cost of each item.
	Inventory Adjustment Report
	Stock Vs Reorder Point Report
	
	
	
	Vendor Mailing Labels:






	Vendor mailing labels are formatted mailing labels generated from EBS. In the criteria window, you can choose different sort options of printing the customer mailing labels.  For example, you can use the sort option to sort the labels by customer number,
	(The report depends on the user¡¯s selected criteria in the criteria window).
	
	A/P Aged Invoice Report
	Payable History Report By Vendor
	Open Purchase Order Report
	
	
	
	Open Purchase Order By Required Date




	Open Back Order Report(Purchase Orders)
	Purchase Report By Item
	
	
	
	Purchased Report By Vendor




	Purchase Status Report
	Purchase Report By Period
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