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Maintenance Module

The Maintenance menu option allow you to add, edit and delete records for the items that
are normally used to create the “lookup lists” such as mills and customers that make data
entry easier and more accurate. There are also options to allow system administrators to
perform regular maintenance tasks on the data.

Maintenance Everyone Outl Fax/EDL  [Wav
Lines ATl |
Prices
Customers
Bid Users
Order Messages
Salesmen
Roles
Cross Reference

Price List Maintenance

Price Standard Info Akaintenance
Price List - Browse & Edit
Bracket Price saintenance

Clean up server files
Users
User Groups
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Lines

Choosing the Lines option from the Maintenance menu will display a list of the Lines
currently on file in the system. To add a new line, click the New button to the right of the
list. You will be switched to the next page to begin filling in all the data for your new
line.

EA Lines:1 - DISPOSABLE PRODUCTS =13

List

Data Entry | EDI Info |

#*Principal Code [*hlame A

FABRI FABRHHAL CORPORATION
GENPAK GENPAK CORPORATION

hCHAR MCHAIRM PACKAGING
New

Delete
Close

To find an existing line, scroll through the list or click in the code column and begin
typing the code to quickly move to the record you want to change. Once you have found
the record, double-click on the line or highlight it and press the Enter key.

You will be switched to the next page with the record displayed and ready to be changed

A Lines:1 - DISPOSABLE PRODUCTS _[ofx]

Ust  DataEntry | EDinfa |

Principal Code | DispP Mame | DISPOSABLE PRODUCTS

Address: [P.0. BOX 16330
261 NARRAGANSETT PARK DRIVE
City: |E. PROYIDENMCE State |[RI | Zip Code: |02916-

Courtry: [Usa

Ml FAX {1 -

il Cortact | LUISA J CYRIL Brachel 4.=]100 ¢S

Defaut Terms | 1410 NET 30 Bracket B = | 200 CS.

Freight Specs | 200cs min. PPD / 100cs min. PPD Heafthcare anly Bl °C S

Defaut Commiss% | 500 Show SMon orders [ (v
Rep. Contact | JEAN Phunel( ) -

BracketD = [s00 cs.

BracketE= [1000CS.

BracketF =

Mirimum. Order

Territary

oK Cancel

If you do not need to enter EDI Info, click OK when you have entered or changed the
data. Click Cancel to discard the changes to this page and return to the Lines list.
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If you need to enter EDI info, click the tab for that page an enter the data as needed. Click
OK to save the data for hoth pages or Cancel to discard the changes to both pages and
return to the Lines list.

EHLines:1 - MCNAIRN PACKAGING 5 [=]EY

List |DalaEmry EDI \nfu|

Defvery Dete o Stip Date? (05 [§
[¥ Activate EDI
Default Cash Discount 1 %

I Send Mills Customer Code

¥ Send Product Descrigtion

[ Send Product Pack Size

Defauk Discount Periad (#days) | 15 I~ Send Price Deviation Suthorization #

Defaul Payment Period (#days) | 30 I~ Send Each frem's Computer Cade

oK Cancel

When you have finished adding and editing lines, click the Close button on the first page
or the X button in the upper right corner of the window or just press the Esc key.
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Prices

*Note: It is not possible to add new items to the Price list in UCOES 2.0 at this time. That
function will be added soon. For now, please add new items through UCOES DOS.

The Price file is very large and you never want to changes all the lines for all the
customers and all the SKUs at one time. When you choose to edit the Price file, you will
be given a Selection Criteria screen to narrow down the price(s) you want to work on.

EE 1: Price / #- [0 %]
Price Data | Bracket Rricing |
] =
Customer [ ~ Generic Prices =
Stock # UPCIComp #
Description |
Price
Price Deviation Red. Effective Date | 7/
eight Price units Group
Cube Commission % Pallet Size
Pack Active |— Crm) Layer Size
New Generic | New Customer Specific | Repicete | End | seve | Close

To work on all of a mill’s generic prices, pick the mill from the Mill list and click the
Find Records button. The List page will contain a list of all the generic prices for the
selected mill and the Data Entry page will display the first item in the list.

To work on all of a mill’s customer-specific prices, pick the mill from the Mill list and
the customer from the Customer list and click the Find Records button. The List page will
contain a list of all the customer-specific prices for the selected mill and customer. The
Data Entry page will display the first item in the list.

If you know the mill, customer and SKU, pick from all three lists and click Find Records.
The List page will contain that single item. The Data Entry page will display the same
item. If no such item exists, you will be asked if you want to add a new item.

Use the List page to select a record to edit.

: Price List:1 N [ 5
Selection Criteria | DataErtry  List |

Line | Custeode Inveade Price Desc -

#4 34.40(3 O, CONE CUP STRAIGHT EDGE]

(GEMP &K 00102 0.00[Case PAJ Allowr (meattray only)
(GENP &K 0010 000 |Per Cent P Allowance
(GENP &K 00109 0.00|Cube PAJ Allow, (non-met Iray)
(GENP &K 1 1552 |5-1MXS-1 MKTI5 WHITE TRAY
(GENP &K 15 20,01 [B-3EKI-TIBHTIS WHITE TRAY
(GENP &K 156 11000 8- 3EK3-7 BT GREEN TRAY
(GENP &K 10066 1601 |6 X 6WHITE TRaY
(GENP &K 100656 1601 |6 X & GREEN TRAY
(GENP &K 10300 21.42|SMALL WHITE 3 COMPT
GEMP K 10500 2791 [WHITE 5 COMPT. SCHOOL TRAY
GEMP K 105005 24.73|SESAME 5 COMPT. SCHOOL TRAY
GEMP K 108005 3315 |SESAME 6 COMPT. SCHOOL TRAY
GEMP K 10K 1435 [10-314X5-304X2 WHITE TRAY
GEMP K 10K 1435 [10-3/4X5-34X2 GREEN TRAY
(=T 106F 1438 10-3/4H2,

When you have found the record you want to edit, highlight the line and click the Data
Entry tab. That record’s data will be displayed. Once you have made the necessary
changes, click another tab or the Close box in the upper right.
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o 1: Edit Price GENPAK/AAAAAA #105-10-3/4X5-3/4X1/2 WHITE TRAY [MIEl 3
Frice Daia |Erankal Piicing |
MHIIGENPAK - GENPAK CORPORATICH j
CustumErIAAAAAA — AL'S ALLIED ASSOCIATED ART AND Aj
Stock # | 105 UPC/Comp # o
Description |10-314X5-314X1f2 AHITE TRAY
Price 11.29
Price Deviation Ref. |4-CE036 Eftective Date [11/0303
vgight | 570 Price units | CASE Group |FOSM TRAYE
Cube | 280 Commission % 294 Pallet Size o
Pack | 500 Active |7 () Layer Size | 0
Save | Yoid Close

You will be asked if you want to save your changes. Yes will save the changes, No will
discard the changes and move to the page you just chose. Cancel will do nothing if you

selected the Selection Criteria page. If you selected the List page, you will move to that
page without saving your changes.

Application Message Ed |

@ Do vou want to save vour changes first?

Yes Mo | Cancel |
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Customers

Choosing the Customers option from the Maintenance menu will display a list of the
Customers currently on file in the system.

To add a new customer, click the New button to the right of the list. You will be switched
to the Details page enter data for your new customer.

FH Customer:1 - AL'S ALLTED ASSOCTIATED ART AND ALL

—|C0f %
List Details | Supplemental |
[code [compeny. ity State] =
lpEEEEE  BARRY BARNS BOUNTY BOSTON 4 o
Delste
Close

To find an existing customer, scroll through the list or click in the code column and begin
typing the code to quickly move to the record you want to change. Once you have found
the record, double-click on the line or highlight it and press the Enter key.

EE Customer:1 - AL'S ALLIED ASSOCIATED ART AND ALL

— [CT) %
Lt B | supplemanta |
Requirad Data: Phane number I(BEIEI) 999-1212
Customer Code [ £58002 At Phone number [
(Optioral)
Comparty AL'S ALLIED ASSOCIATED ART AND ALL

I Inactive

FA3 nmaer (299) 1111212
= | FaX Confirmations? [ves |+

Salesman |

Defautt Shipping Instructions: |CALL FOR DELY. APPT. 800-111-1111

Contact MARY SMITH CMS Spit 000
Bill To Address Detautt Ship To Address

Company | AL'S RETAIL LOCATION

Address: |1 23 MAIN STREET Address |12 MAPLE ST

Ciy: AHYWHERE Stete i Pravince: [M& = ciy: ANOTHER CITY State / Provine: | M&  ~
Zip Code: [11111- Zip Codde: 11111~
ok Cancel

Add or change customer information on the Details page. Required fields are Customer
Code, Customer Name and Salesman. All other information on this page is optional.

EH Customer:1 - AL'S ALLTED ASSOCIATED ART AND ALL

List | Detsils  Supplemental |
Maling Address Customer Classification
Company
I_ Type Size Class
Address: [345 OaK STREET
[ Sales Area Buying Group
City: BV CITY State /Province: [Ms v Catalog Requirements
Zip Code: [55555-5555 send cataioo? (W ~ #ofCopies | 0

oK Cancel

Additional information can be entered on the Supplemental page. Clicking Save or
Cancel buttons on either page saves the data on both pages. If you have made changes to

either page and click the List tab, you will be asked if you want to save the pending
changes.
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Billboard

ERBillboard:1 - AAAAAA
st |Dgtalls|

il lCustamer _ [Text Line 1 -
FU ENT - ONE
BBEEBEE DO NOT SHIP WIA OVERNTE TRANPORT/Y
EEEBEE  FABRIKAL CUST #6615301 1/9/95 PER DO
DISPP LEAD TIME S OR SOOKER, CURRENT L
DiSPP AASARL  PLEASE NOTE PER KEN AS OF OT/EM1- W
DiSPP BEBBBE  B.24.03 - PER JULIE DO NOT PRE-SET DISP!
FaBR LEAD TIME-STOCK 7-10 DAYS REPEAT PRI
FaBR! Assmas  FABRI CUST #4546000

FaBR! BEEBEE  CUST# 6615301 2% 30 NET 31 PAJ ALLOWY
FABRI BEEBEE  PRESET DAY FOR ORDERS IS THURSDAY —
(GENPAK LTL LEAD TIME - 710 WORKING DAYS*TA
GENPAK — AAAAAL #2970 TRUCKLOAD PRICED-ORDERS TIL

GENPAK ~BEBBEB  9.3.03 - 6.30.04 - 4-C5859 MEAT TRAYS 3

Delete

Close:

i

Brit

Choosing the Billboard option from the Maintenance menu will display a list of the
Billboard messages currently on file in the system. To add a new record, click the New

button.

EDBillboard: 1 - DISPPF AAAAAA
List |Dg‘alls|

[l [Customer Text Line 1 -
AAARAA PURCHASING AGENT - DOLG STONE
BBBBEE DO NOT SHP Wi OVERNITE TRANPORT YT
BBBBBB  FABRIKAL CUST #6615301 1/9/98 PER DO
DISPP LEAD TIME 3WWKS OR SOONER. CURRENT L
A PLEA OTE PER KEN 1- )
DISPP BBBBEB

£.24.03 - PER JULIE DO NOT PRE-SET DISP(

FaBR! LEAD TIME-STOCK 7-10 DAY'S REPEAT PRI
FaBR! Assmas  FABRI CUST #4546000

FaBR! BEBBEE  CUST# 6615301 2% 30 NET 31 P ALLOWY
FaBR! BBEBEE  PRESET DAY FOR ORDERS IS THURSDAY
GENPAK LTL LEAD TIME - 710 WORKING DAYS*TA |

GENPAK  ALAAAL  *29/01 TRUCKLOAD PRICED-ORDERS TAL

(GENPAK  BEEBEE  9.3.03-6.3004 - 4-Co859 MEAT TRAYS 3

Delete

Close:

Brit

n

To sort the list by Mill, click on the Mill title at the top of the column. Then you can type
the mill code to find that mill. The same can be done for the Customer column.

BB Billboard:1 - DISPP AAAAAA

bst | et |
it [customer [Text Line 1 [«
Cisee LEAD TIME 3WWKS OFt SOONER. CURRENT L
FaBRI LEAD TIME-STOCK 7-10 DAYS REPEAT PRI
(GENPAK LTL LEAD TIME - 7710 VWORKING DAVSTL
MCNAR B/1103 LEAD TIME:STOCK-5 WORKING DA
FoLaR LEAD TIME - 2 WWEEKS/ CURRENT LIST 0741

AARAAA  PURCHASING AGENT - DOUG STOKE

FABRI  AAAALA  FABRI CUST #4545000

GEMPAK  AASAAL =281 TRUCKLOAD PRICED-ORDERS TiL

MCNAR  AsAAAL  CUSTZ 0040 =
BEBEEE DO NOT SHIP YIA OVERNITE TRANPORT/YI
BEBEER  FABRIKAL CUST #8615301 1/9/88 PER DO

DisPp BEBEBR 62403 - PER JULIE DO NOT PRE-SET DISPt v

hewr
Delete:
Close

Brirt

ddd

Once you find the record you want to edit, double-click on the line or highlight it and
press Enter. You will be switched to the Details page with your chosen record displayed

and ready for edit.

EA Billboard: 1 - MCNAIR

Lt Detals |
il [wemaTr - mewaTRN PAcRAGTNG =l
Customer [ =l
Line1

Line 2 IMINIMUM 200/CS PPD SHIP. *CHECK AL ITEMS FOR UNIT(ie. MAY BE BY LB.)

Line 3 I”P\CK—UPS ALLOW 48 HRS*CALL 1 DAY PRIOR TO CONFIRM?S0 CS MIN P/U*

Line 4 |100CS, MM FOR PICK UP ALLOAANCE

Line 5 | TERMS: 1/15 NET 30

Ling 6 |**MUST USE SHIP LAMES FOR SHIRDELIVERY DATES™

Ok Cancel
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When you have finished editing, click OK to save or Cancel to discard changes. You will

be returned to the List page where you can select another record to edit or click Close to
exit the Billboard maintenance function.

You can also print lists of billboard messages. The Print button will bring you to the
Reports system. Selecting the Billboard Message List will display a form that allows you
to select which messages to print and the order in which they will appear on the printout.

=]
List | Details |
Bilboa
il [Customer [Text Line 1 - Pre-Call Planner
DisFR LEAD TIME JWKS OR SOOMER. CURRENT L Y olume Rarking
FABRI LEAD TIME-STOCH 7-10 DAYS REPEAT PRI Hew fWho Buys
GENPAK LTL LEAD TIME - 710 WWORKING DAYSHTA -
81103 LEAD TIME 8 Delete
POLAR LEAD TIVE - 2VWEEKS/ CURRENT LIST 07 -]
ARAAAA  PURCHASING AGENT - DOLIG STONE Close Output Destination
DisPR ARAAAA  PLEASE NOTE PER KEN AS OF O7/0611- W 5
FABRI  AAAAAA  FABRICUST 24546000 :.—. Frrt Prevew Run
GENPAK  ARALAA *%28/D1 TRUCKLOAD PRICED-ORDERS TA SEREI EET e
MCMAR  AAAAL  CLSTE. 0040 _ £ Sendto TetFlle Glose
BEEBBE DO NOT SHIP Vis OVERNITE TRANPORT/YI " Sendto HTML
BBBEBE  FABRIKAL CUST #6615301 1/3/88 PER DO " sendto Excel
DisPP BBEEBE  6.24.03 - PER JULIE DO NOT PRE-SET DISPt v

Billboard Message List:
By Principall ¢ ByCustomer " By Salesman

™ Mew page for each mil

| s+ - A1l Mills

Customer [ #5754 - A1l Customers

[ENQENNET

Salesmen | *+ - L1l Salesmen

un Cancel

[Pl
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Salesmen

Choosing the Salesmen option from the Maintenance menu will display a list of the
salesmen currently on file in the system. The Salesman maintenance form is used to add
and delete salesmen or change a salesman’s data.

To add a salesman, click the New button. The Delete button will remove the highlighted

saleman.

#7 Salesman:1 - ALLEN ANDERSON o] %]
List |Dgla\\s|

Numk{name initais|Emil 1 [Email 2 [Email 3 [Email 4 -

12 |BRIAN BENNEY  |BB
15 |OUT OF BUSINESS |08
2 |[CARLCOLLNS  |cC
DEMNMIS DRISCOLL  |DD
OPEMAMACTIVE P
EDWyARD EMNGLAND|EE
FRED FRAMNKLIN FF
GARY GILLIS GG
HOWARD HENMESS!HH
1% AN [YERSOM I
DEFALLT DF

mmmqmm,m
[=] =] =
7 £3
@ o

2

To modify information on an existing salesman, highlight the record on the List tab.
Click the Details tab to modify the data associated with the salesman. Click the OK
button to save your changes or the Cancel button to discard your changes.

=5 Salesman: 1 - BRIAN BENNEY - [O] x]
st Detsils |
Humber [ Initials [8B iy
Full Nerme [BRAN BENNE Ll
EMail 3
EMzil 4
oK Cancel
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Order Messages

Choosing the Order Messages option from the Maintenance menu will display a list of
the order messages currently on file in the system. Order Messages store text that you can
insert into an order’s notes at the press of a button. Any time you find yourself typing the
same notes over and over, make an entry in the Order Messages table.

Use the form’s list tab to select a record to edit or delete. The Delete button will remove
the highlighted record.

BH Order Messages: 1 =1 3
ust | osta |

hEw

b Delete

12[EPMANY LE PERKINS 2UEE Close
13[DORONY FABRI o =

14 AYVUTNY AEP SUZE -

Add or edit your message by clicking the Details tab. Don’t forget to give your message a
unique title so you can identify it easily.

BN Order Messages:1 - SISCNY o]
Lt  Dala |

Mumber | 3 Tite [ SiSCRY author [sUzIE

Message
FREAPROINTED FOR DEL =]
CARRIER MUST CALL TO RECONFIRM DEL. APPT.
ORDER WILL BE REFUISED IF CARRIER: DOESI'T CALL TO RECONFIRM PRE-SET APPT
DO NOT SHP V1A OVERHNITE TRANSPORTIYELLOWHEVIC
THANK YOU

] Cancel
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Roles

Choosing the Roles option from the Maintenance menu will display a list of the roles
currently on file in the system. Roles are used to filter the menu options available to
users. Users can be presented with only the choices that they need to do their jobs, rather
than having to wade through every single menu entry to find the one you need.

The Roles table controls the options available in the dropdown list on the Users form.
1.f Users:1 - Laura White (O] =]

List Properties |Acr:ess | Groups |

Mame: [Lauravinte
User (D [Lw

Find the role you want to edit or delete on the List tab of the Roles maintenance form.
Click the Delete button to delete the record of the Details tab to edit the record. Click the

Add button on the List page to add a new role.
EA Roles:1 - Salesman —ox]

List | Details |

Mew
Dele:
Close

Roles are the simplest piece of data in the current system. The only thing you need is a
title for the role. Click OK to save your changes or Cancel to discard any edits you’ve
made.

= Roles: 1 - Salesman - [Of x]

List  Detais |

Rale  |Salesman
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Cross Reference

Choosing the Cross Reference option from the Maintenance menu will display a list of
the Line/Customer pairs on file in the system. This table stores Bill To ID numbers and

Ship To ID numbers for a given Line and Customer pair.

Use the List to find an individual record to edit or delete. Use the Delete button to delete
the highlighted record or click the Details tab to change it. Click the New button to add a

new Line/Customer pair.

BB Cross Reference Data:1 - DISPP eeeeee [MIEEI

hst | Detels |

[Line Code[Customer Code [BilTa D# [ship TalD# [~

E \E\i
H] S

When you’ve completed your changes press the OK button to save them. Press the
Cancel button to discard the changes.

EH Cross Reference Data:1 - bISPP BbeEee RIS JEY

List :Dglaﬂs:l

LD ISPP - DISPOSAELE PRODUCTS

Customer | EEBEEE — BARRY BARNS BOUNTY =]

Bill To ID# | 54321
Ship To ID# | 09676

oK Cancel
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