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Introduction

Unique Computerized Order Entry System (UCOES) for Windows Version 2.0 is based
on the UCOES 1.0 application written for DOS. UCOES DOS was designed and
developed over a number of years to meet the unique needs of Manufacturers’
Representatives, though it can be used in many environments that need to track orders,
stock items and customers.

The functionality of the original DOS application is duplicated in UCOES 2.0 and we are
able to add features such as drag-and-drop, available only in the graphical user interface
of the Windows operating system, to enhance the usability of the application and
minimize data entry chores and errors. Additional features have been added to
consolidate or eliminate manual functions.

The system is divided into the following modules:
Orders

Invoices

Commissions

Quotes

Bids

Forecasts

Reports

Maintenance

Everyone Out! (Maintenance functions that require all users to be log out)
Fax/EDI

Some sites choose not to use all of the available modules. If your site does not use a
module, it will not appear on the main menu. Please note that there is no additional
charge associated with each module. If your site would like to use a module that you are
not currently using, please contact the UCOES Support Team. We’ll make sure you have
all the pieces required to run the module and help you get started.

Upgrades and Enhancements

Our primary goal at this time is to convert all the features and functionality available in
the UCOES DOS application to UCOES 2. We will be releasing updates to our UCOES 2
installed sites as new features are added and tested and as we fix problems uncovered and
reported by our users. (Many thanks to those who have reported problems!)

During the conversion, we are compiling a list of all of your enhancement requests.
We’re attempting to include the simple requests as part of our regular upgrades, but we
appreciate your patience and understanding as we focus on completing the DOS-to-
Windows conversion before undertaking the more complex enhancements. Once the
DOS version is fully converted, we will be able to turn our full attention to the
enhancement list.
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Meanwhile, do continue to send enhancement requests as they occur to you. We’ll add
them to the list and be in touch with you for more information once the conversion is
complete.

Contacting the UCOES Team

For urgent UCOES DOS issues contact Hal Phillips at (508) 785-3182.
For urgent UCOES 2.0 issues contact Laura White at (603) 746-5670.

For comments, general questions and support, reporting bugs, submitting enhancement
requests and other non-urgent communications, email is a good way to reach us. This
gives us a chance to review your question, try to duplicate a bug or study the possibilities
of an enhancement without holding you up on the phone. We can get back to you with an
intelligent and complete answer or at least some intelligent questions.

Email contacts are:

For UCOES DOS
halphillips@ucoes.com

For UCOES 2
support@ucoes.com or laurawhite(@ucoes.com



mailto:halphillips@ucoes.com
mailto:support@ucoes.com
mailto:laurawhite@ucoes.com
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Section I

User Interface
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Common System Features and Behaviors

UCOES 2.0 is designed to provide a consistent and intuitive interface to the user. Certain
features and behaviors appear throughout the system. Users who become familiar with
them in one context will immediately recognize them and know how to use them in
another without additional training.

I [
Order Heacer |E|Hnnard | Qrder fems | Bricing | commeants | a1l Orclar ) [nvoice: | Presiew & Save |
M\HI DISPP - DISPOSABLE PRODUCTS j & Ordler Order Number ,W

CUS‘IUmErIAhLlAL - AL'3 ALLIED ASSOCIATED ART AND j  Cradit Entered by | L

Selesman|5 - EDVARD ENGLAND | Purchesing Aert[Lawa |
Bilta Saved et

Cormpany [AL' ALLIED ASSOCIATED A @ Order # 187327 has been saved

Address: W IAPLE ST,

w e - §

Zip Cadle: [11711- ‘ Iip Cade: [11111-

Cust PO#|123455 Del. Instr ICALL FOR DELY. APPT. 800-111-1111

Ship Date | a7msma Ship via |Best Way - PPD Terms [170 1ET 30

PO Date W

Delete | Proceed | “oid |
Keyboard Shortcuts

Some UCOES users are skilled keyboarders who hate to take their hands off the keys
while others are more comfortable making selections with a mouse click. We have
attempted to satisfy both camps by building in keyboard shortcuts. Note the underlined
letters on the button captions and page tabs in the above illustration. At this point the user
can hit the letter O instead of reaching for a mouse and hitting the OK button. Once the
Saved message disappears and the user returns to the Order form, keyboarding Alt and
the underlined letters simultaneously will press the buttons or select other page tabs.
Which shortcuts are in effect depend on which part of the screen is currently active. We
have attempted to use key combinations that make sense or are easy to remember (or are
familiar to UCOES DOS users as are P for Proceed and V for Void) while preventing the
same key combination from being active in two spots at the same time. We will be
adding additional shortcuts and eliminating overlap as time allows. Please let us know if
you come across any conflicts or find a place that could use a keyboard shortcut where
none currently exists.
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Lookup Table Maintenance Forms

Lookup tables can be maintained by your staff to meet your changing needs. The lookup
tables include:

e Lines

Prices
Customers
Billboard
Salesmen

Roles

Order Messages
Bid Messages
Bid Users

Cross Reference

Most maintenance forms will conform to a common layout and will share consistent
behaviors. The example below is the Maintenance form for the Customer table:

M Customer:1 - AL'S ALLTED ASSOCTATED ART AND ALL N[EE

List |Da‘al\s | supptemental |

=
S ALLIED ASSOCIATED ART AND JNYWHERE
BARRY BARMS BOLINTY BOSTON Ty

EEEEEE e

_ww |
Delete
_ oo |

Close:

The name that identifies the currently selected record is displayed at the top of the form.
In this case it is the customer’s name. This is also displayed in the status bar across the
bottom of the screen.

The List tab lists all the current records. To sort the list by code, company, or city, click
on the column title. Click a second time to reverse the sort from ascending to descending
order. When you sort a column, the title will be underlined to remind you that this is the
current sort.

Once a column is sorted, you can locate a record in the column using the Incremental
Search feature. Place your cursor on any entry in the column and begin typing. The
highlight will move to the record that matches the letters you type. Pausing for a moment
will reset the search so you can begin again.

Users are able to add new items to the lookup tables by clicking the New button to the
right of the list. New items will appear in picklists and be available for selection by other
users as soon at the new information is saved.
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B Customer:1 - AL'S ALLTED ASSOCTATED ART AND ALL = o] x]
List Details |Supp\emamal |
Raquired Data: Phone number |(1EEI) 093-9121
Customer Code | A5 4085 Alt. Phone number
(Optional) ) -
Campany [AL'S ALLIED & ¥ I Inactive FaX number (8891 1111212
Salesman |5 — EDWARD ENGLAND | F A% Confirmations? [ves =
Default Shipping Instructions I CaLL FOR DELY. APPT. 800-111-1111
Contact MARY SMITH CMS Split 0.00
Bill To Address Default Ship To Address
Company | AL'S
Address: |1 23 MAIN STREET Address: |1 2ZMAPLE ST,
City: ANTYWHERE State [ Province: |MA - ¥ City: ANOTHER CITY State / Province: [Ms v
Zip Cocler [11111- ZipCode: [11111-
Ok Cancel

Use the Details Tab to enter or update information for the record you have selected from
the list. In some cases there may be more data than will fit on a single tab. In this case

there are additional tabs. Tab titles describe the type of information that can be edited on
each tab. We have attempted to logically group and label the information so you can find
that one piece that you need to change quickly.

-10 -
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Find Forms

In some cases, a list of all records would be too long to search through and would take
too long to create and display. In this case, rather than providing a full list, click a Find
button to display a form that allows you to identify the record you want to edit. For
example, to edit an existing order you are asked to enter the order number or customer
purchase order number.

1ol
Crcler Heeler | (il g Find - Records Found: 1 o]

il
Custamer Finct Orcler # 187106

Salesman
— Fine PO

Billto:

Comparty

Address: Eind Mowv | Select | Clear | Clgse | ‘ [¥ Closs Window on Select

city

187106/11/04/03 BBBEBB |82413 wcnar [

Zip Code:

Cust. PO

Ship Date| /¢
PO Date| /1 =

Hew

Province: =

When you enter the order number, the matching order will appear in the list below the
buttons with some additional information you can use to confirm that this is indeed the
order you want. If so, press Enter or click the highlighted record or the Select button. The
Find form will close and the chosen record will be displayed on the underlying data entry
form.

If more than one record matches your input (more than one customer may have used the
same P.O. number, for example), select the one you want by highlighting it and pressing
Enter or double-clicking on the record.

Date Fields
W .
€ 1: Edit Order #187106 _ = x|
Order Header | Billpoard | Order ftems | Bricing | Comments | Iiail Drderfinvoice | Preview & Save |
MA[HCHATR - NCNAIRN PACKAGING | & rdar Order Number [ 187108
Customer [EBBEEE - BARRY BARNS DBOUNTY = € Crent Entered by [SUZE
Ssesman[3 - DENNIS DRISCOLL == ing Agert [Mke L
| November 2003 >>
Biltor Bilto # [500020 . Shipto # [s00020
Sun Mon Tue Wed Thu Fri Sat )
Company [BARRY BARNS BOUNTY 1|k
Aaress: [P0 BOH BED 2034 | 5|6l 78
11 BOUNDARY AVE 9 | 10111 12|13 14|15
City: BOSTON State f Provin 16 | 17 13' 19 | 20| 21 | 22 State / Province: MY
e Code: 11111 23|24 26|26 |27 |28 28
Cust. PO#[82018 Del Insir. [PLEASE SHP 30 11111703 oK
Ship Date[ 11711203 Freioht Payes [PREPAID T [Teme Dec | 1% DeconOayz| 15 netbays[ a0
PO Ds‘elHlﬂﬂ!ﬂS Ship via IEIESTW’AV =

pelete | proseed | wou |

Date fields throughout the system offer a calendar feature. Double-clicking on the date
field displays the calendar shown in the illustration above. Click on a date to fill the date
field on the original data entry form. In addition, date fields support date shortcut keys.
Typing T (today) will insert the current date. M (upper case) will subtract a month from
the displayed date while lower case m will add a month. Y or y will subtract or add a
year. D or d will subtract or add a day, as will plus (+) and minus (-) signs.

-11 -
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Menus
", UCOES =1 E3

File | Orders Invoices Commissions Quotes Forecasts Bids Reports Salzsmen  Aaintenance  Custom  Mavigation  Window  Help

Mew / Change / Delete

Backorders

Open Order Status
Open Status - Stock #
Order Reports

In addition to the standard menu options such as File, Edit and View, custom menu pads
speed access to data entry forms and functions. The options and their submenus are
logically grouped in a manner similar to the samples illustrated below. Certain levels of
security can be built into the application to hide menu options at any menu level based on
the login identity of the user. See the section on Implementing Security and the Appendix
that outlines the Menu Structure for more information.

Grids

A grid presents data in rows and columns, much like a spreadsheet. Some grids display
data, usually to allow you to find and select a particular record. Others allow you to
change data within the grid itself.

A Lines:1 - DISPOSABLE PRODUCTS =13

List |Data Ertry | EDI Info |

[*Principal Code [**Mame -

FABRI FABRI-HAL CORPORATION
GENPAH GENPAK CORPORATION
MCNAIR MCHARN PACKAGING

o ['F |z

In many cases, you can sort the grid by clicking on the title at the top of the column. The
titles of these sortable columns begin with two asterisks. When you click on the title, the
column is sorted and the title is underlined to remind you which column currently
controls the order of records. In the illustration above, the records are currently sorted on
the Principal Code column. Clicking on a title that is already sorted switches the sort
from ascending (A-Z) to descending (Z-A) or vice versa.

You can quickly locate a record within a sorted column by placing your cursor in that
column (on any record) and typing the value you want to find. The first letter typed will
move the pointer to the first record that starts with that letter. The second letter typed will
move you to the first record that begins with the two letters and so on.

Mover Dialogs

-12 -
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Mover dialogs allow you to choose one or more items from a list. The list on the left
represents Available items. You make your choice by moving an item or items to the list
on the right. To choose a single item, highlight it and click the “>” button or double-click
the item. To select all the items, use the “>>" button. The buttons with left-facing arrows
will move one (<) or all (<<) items from the Selected list to the available list.

In some cases, you will be able to sort the selected list after making your choices. If this
feature is available, a button will appear to the left of each item in the Selected list. To
move an item, press and hold your left mouse button on the item you wish to move and
drag it up or down the list. When you are happy with the placement, release the mouse
button.

-13 -
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Section 11

Logging In

-14 -
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Login

UCOES

ABC Sales Representatives

Unique Computerized Order Entry System

wen [
Passwor o l— Cancel

Copyright(s) 2002, 2002, 3004 Hal Phillp=/TREA, LLC

To log in to the UCOES system, enter your User ID and, if required, your password.
If you type your user name or password incorrectly, you will see the following message:

UCOES

g
System Login
ABC

& Ivalid User Name or Password
Uniqu

Copyrightts) 2002, 2003, 2004 Hal Philips/TREA, LLC

Click OK or press the Enter key. You will return to the Login form. Try again or press
Cancel to exit UCOES.

-15 -
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When you have logged in successfully, you will see the UCOES Main Menu at the top of
your screen and the UCOES logo in the center of the screen. You may also see the Status
Report form to remind you of any faxes or EDI orders that have not yet been sent or any
remote quotes that need to be printed. Double-click each title to see a list of the items that
are included in the count. (If you choose to close this form while you work on other tasks,
you can call it up again by selecting Transmission/Printing Status from the Fax/EDI
menu.) The form does not update its counts automatically but you can click the Update
button at the bottom to see if the numbers have changed.

Some sites choose not to use one or more of the available modules. If your site does not
use a module it may not appear on the main menu, so the menu you see may not look
exactly like this illustration:

) ucoes o [=] EY

File Edit Orders TInvoices Commissions Quotes Forecasts Bids Reports #haintenance Fax/EDI  Mavigation Windew Help

R

BA Status Report:1 8 [ E

To be transmitted:

Faxes for bils | 1 Faxes for Customers| 1

Faxesforbilsonhold| 5 Faxes for Customers anhold| 38

EDled| 31

To be printed: Remote Quotesto be Printed [ 5
T lpdete

Ready IIREREREEEE D

-16 -
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Section 111

Orders

-17 -
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Orders Module

There are several typical actions you’ll want to perform that have to do with orders. All
of them can be found in one central location, the Orders menu.

You can add a new order or a new credit, edit an existing order or delete an order that
was previously entered. You can view a list of open orders, open items or backordered
items. You can reprint an order if the file is still on the server and run a number of reports
related to orders.

To work on an individual order, click the Order pad on the main menu then click the
New/Change/Delete option on the drop-down submenu.

File Edit | Orders Inwoices Commissions Quotes Forecasts B
] MNew / Change / Delete
Shortcut § Credit / Debit
Open Orders / Open Items / Backordered Items
Recent Orders
Order Reports

Adding an Order

To add an order, press the New button at the lower left corner of the form.

.+ Order: 1 !En
Order Header | Billhoard | Order ftems | Pricing | Comments | Iail Crder flnvoice | Choosean Action |
il | =l & G Order Humber
custormer [ =l  Credi Entered by l—
Salesman | =l Purchasing Agent l—
il to Billto # Deliver to (f different),
Compary Company
Address Address
ciy: [ state/Province ,—Ll City [ stste/Frovince ,_;I
Iip Code: Iip Code:
cust. po | Del Insir. |
Ship Date | I Ship via | Terms: |
PODate | /7
= = e

The generic order entry form will display with some of the fields automatically filled in.

-18 -
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€ 1: Add Order #187327 \ [ x]
Order Header |ﬂ\|lbuavd | Gridlsr ftems: | Briving | Comments | Mail Qrderinvoice | Frevieé Save |
Ml - @ Order Order Mumber [ 187327

Customer [ |  Credit Entered by [Lw

Salesman| | Purchasing Agert l—
Billto Bilto # Deliver to (i cifferert)

Company Company SAME

Address: Address:

Gty [ Stae/Province: o e [ swepowes] o]

mpcose [ Zip Cade:

cust. POR| Del Insir. |

Ship Date [06i28104 Ship via | Terms |

poDatefos1ms
Broceed void

The application generates a new, unique order number for each new order. This number
appears in the Order Number box on the first tab of the form, and also on the form’s title
bar. You cannot change this number. The application fills in the person who entered the
order, based on the User ID entered when logging in. (If you are working at another
user’s desk and they originally logged into this session of UCOES 2, you may need to
change this.) It selects the button indicating that this is an Order and not a Credit, since
you will most frequently be entering orders.

The application also fills in the P.O. Date and the Delivery Date. The P.O. Date is
assumed to be today’s date. The Delivery Date (or Ship Date) is a certain number of days
from today, and is set by your company. (This is the DefaultShipDateIncrement in the
LocationSettings section of UCOES.ini. The default setting of 7 days can be changed
easily if the current setting is not suitable for your business.)

If you click the Close button at this point, you will be asked if you want to save your

changes. Yes, I know you haven’t made any changes yet but the computer can’t
distinguish data you entered from data that was pre-filled by the application.
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The Order Header Tab

The Order Header tab collects information about the Order.

Mill
7
€ 1: Add Order #187327 \ - [Cf x|
Greder Header | Billpoard | Deler ftems | Pricing | Comments | Mzl Order fnvaice: | Frevie & Save |
| I~ @ Order Oraer bumber | 187327
Customer 4 SECEREEONIIGI H~ € Credic Entered by [Lw
FAERI - FABRI-EAL CORPORATION
SalSSMEN| ENPAK - GENPAK CORPORATION =] PRSI AT
Billto: MCHAIR - MCHNAIRN PACKAG'ING erto (if cifferert
Company Company SAME
Address: Address:
City State [ Province: b2 Gty Stats / Provinoe: -
Zip Coce: Zip Cade:
cust. PO#| Del Inr. |
Ship Date [06i28104 Ship via | Terms [
PO Date | 06/21104
Proceed il

The Mill box contains a list of all mills currently on file. If you know the Mill code, you
can start typing. The application will find the first mill code that matches the letters you
type. You may need to type only a letter or two before the correct mill shows up in the
box. If you do not know the mill code, press the spacebar or click the down arrow on the
right side of the box and scroll through the list until you find the mill you need for the
current order. Click your choice or press Enter when it is highlighted.

Once the mill appears in the box or is highlighted, press Tab or Enter to move on to the
next item. There will be a slight delay while the computer takes actions based on the mill
you have chosen. Fields that do not apply to the mill you chose may disappear and others
required by this mill may appear. The screen below now displays a Bill To # field, terms
boxes for EDI orders and a Ship Via dropdown list:

€ 1: Add Order #1B7327 DISPP \ s 3
Order Header |ﬂ\|lbuavd | Order tems: | Ericing | Comments | WM&l Qrder s nvoice | Freview & Save |
Mil[ D T5PF - DISPOZARLE PRODUCTS | & Order Order Mumper [ 187327

Customer -  Credit Entered by [Lw

Selesmen| - Purchasing Agert
Billto Bilto # | Deliver to (i cifferent)

Company Company SaME

Address: Address:

City l— State / Province: l—;l City: l— State J Province: l_;l

Iip Codke Zip Cadle

cust. POR| Del Insir. |

Delv. Date | 062604 ship via [Best way - FPD Terms [1A0NET 30

PODats[0B2I0E
Procsed Voie
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Customer
4 1: Add Order #187327 DISPP \ =]
Order Healer |ﬂ\|lhnard | ezt fteims: | Ericing | Copmments | &l Oraerfnvolce | Preaview & Save |
Mil[ T5PP - DISPOSARLE PRODUCTS |  Ordler Order Number [ 187327
customer [ [~  Credt Entered by [Liw
[ LiLLLL i Purchasing Agert
Billto Bt | B to i cierert),
Company | Company | SAME
ddress: | address: |
City [ Stais Province: <] | ete [ StetesProvince -
Tip Code Zin Code
cust. PO Del. instr. |
Dely. Dats [ 0612604 Ship via [Best Wy - PPD Terms [1A00ET 30
PO Date 0521104
Proceed woid

The Customer field behaves like the Mill field. You can begin typing if you know the
customer code or you can click the arrow or press the spacebar to display and scroll the
list. If you are dealing with a new customer who is not yet on the list, you can add it
without closing the order you just started. Leave the Order form and click the
Maintenance option from the main menu and choose Customer. Once you have added
and saved the customer, close the Customer form. When you return to the Order form, the
new customer will appear in the dropdown list.

Once you have selected the Customer, press Tab or Enter to confirm your selection.
Again, the computer will take some actions based your selection. For example, the
Salesman field just below will be filled if a salesman is assigned to this customer. If your
site uses the Billboard/Bulletin Board, you will be transported to the next tab to see any
important messages about the mill or the customer. Once you have reviewed the
messages, press the Backspace key to return to the first tab where you left off.

€ 1: Add Order #1B7327 DISPP \ AAAAAA o]

Order Header |ﬂ\||buam | e | Briting | Cummgnlsl Wil GraBr i nvaiee | Freview & Gave |

MlllIDISFP - DISPOSABLE PRODUCTS | & Qrder Ordler Mumber 187327
 Cradit

Cus‘mmerlllﬂlll - AL'S ILLIED SSOCIATED ART AND _v| Entered by |Lia

Purchasing Agert

T S - EDWARD ENGLAND

Billta: Bilto # Deliver to (if citferert):

Company [AL'S ALLIED ASSOCIATED ART AND ALL Company [aL's

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

City: ANYVWHERE State fProvince: |12~ Clty: ANOTHER CITY Stete / Province: M ¥
Zip Code: [11111- Zip Code: [11111-

Cust Porxl Del. Instr ICALL FOR DELY. &PPT. 800-111-1111

Delv. Date] 062804 Ship via [Best ey - PPD Terms [1A00ET 30

PO Date | 06/21104
Praceed il
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Salesman

If there is no default salesman or if you need to change the salesmen for this order only,
you can type a code or click to choose from the dropdown list. (If you want to
permanently change the salesman assigned to this customer, do so on the Customer
Maintenance form.)

€ 1: Add Order #187327 DISPP \ AAAAAA O]
Oreler Header |ﬂ\|lhnard | Order tems | Ericing | Comments | Wil Orderfnvoice | Preaview & Save |
MIIIIDISPP - DISPOSABELE PRODUCTS j = Order Order Mumber lm
Cui“nmerlllﬁhll - AL'S ALLIED AZSOCIATED ART AND j  Credit Entered by |Lwy
Selesmen[5 - EDVARD ENGLAND Puwchesing Agert|

4 - OFEN/INACTIVE -
Ito G cifferert

6 - FRED FRANKLIN my [aLs
Address: |© ~ GART GILLIS ss: [12 MapLE ST
8 - HOUARD HENNESSEY

5 - IVAN IVERSON
City 99 - DEFLULT | [wotHER CITY Stete /Province: ma ~

Tip code: [[11111- ‘ Tip Code: [11111-

Cust Porx| Del. Instr ICALL FOR DELW. APPT. 800-111-1111

Dely. Date 062804 Ship via [Best Wy - PPD Terms [1A00ET 30

PO Date | 052104

Order/Credit, Order Number and Entered By

These are fields you will seldom need to change, so pressing Tab or Enter in the
Salesman field will skip over the Order/Credit buttons, Order Number and Entered By
fields and bring you to the purchasing agent field. You cannot change the Order Number.
Since the Entered By field will be filled in based on your login identity, we’ll save time
by skipping over it. If you do need to change it because you are working temporarily on
someone else’s machine, use your mouse to navigate to the field and enter your initials.
The Order/Credit button defaults to Order, since this is what you will be doing most of
the time. To enter a merchandise credit, click the Credit button. A new number will be
assigned from the credit series of numbers and the title of the form will change from Add
Order to Add Credit.

Purchasing Agent
The Purchasing Agent field is optional. You can type up to 13 characters in this field.

Bill To #

If the Bill To Number is required, that field will be displayed. If the default Bill To
Number is on file, this field will be filled automatically when you choose the customer. If
you enter a number for the first time or change the existing number, this information will
be saved when you save the order and will be used as the Bill To Number for the
customer’s next order.
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Ship To #

If a Ship To # is required, a warning message will appear over the Bill To address as you
enter the field:

€ 1: Add Order #187327 FABRI \ AAAAAA O]
Oreler Header |ﬂ\||buam | Oreler tems | Briving | Cummgnlsl Wiall Grder i nvaice | Pravlau & Save |
MIIIIFAERI - FABRI-KAL CORFORATICN j = order Order Mumber lm
CuS‘DmEVIAAAAAA - AL'S ALLIED ASSOCIATED ART AND j  Credit Entered by |Lw
Salesmanls — EDWARD ENGLAND | PurchaslngAgemlLama—

Bill to: Bl to # | 4546000 Deliver to (if differenty Shipto # ||

Campany IAL‘S ALLIED ASSOCIATED ART AND ALL Company |AL'S

Address: [12 MAPLE ST

City: ANOTHER CITY State /Province: [Me ¥
Zip Code: [11111-

Cust Porxl Del. Instr ICALL FOR DELY. &PPT. 800-111-1111

Terms Discourt | 1 %  DiscountDays| 15 NetDays| 30 ‘
PO Da‘e|nsmmn Ship via IMOTOR |
Proceed woid

Dely. Datq 0828104 Freight Payee IPREPAID =]

If a Ship To Number is required and you attempt to exit the field without entering a
number, the following error message will appear. When you click OK, you will be
returned to the Ship To box to enter a code. Once you enter this field, you cannot move to
another field without entering the Ship To Number.

Missing data
@ A UMl Ship To #'' iz required for this mill.

Customer P.O. #

Enter the Customer’s Purchase Order number in the Customer PO textbox. When you
exit the Customer PO box, the program will check to see if there is already a matching
PO number on file for that Mill and Customer. If so, the message box will tell you the
Order Number and the date on file. This should help you decide if you are entering a

duplicate order.
Microsoft Visual FoxPro x|

Customer PO Number POPOPO is already on file.
It appears on COrder Number 200011 dated 09/23/02
The order you are entering may be a duplicate.

Delivery/Ship Date

The Delivery/Ship date and PO date fields are pre-filled. If you need to change the date,
you can type, double-click to bring up a calendar, or use Quicken shortcut keys (t to enter
today’s date, d to go forward a day, D to go back a day, m or M for forward or back a
month, etc.)
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o
€ 1: Add Order #18732 M [=1 53|
Greder Header | Billpoard | Order ftems | Ericing | Comments | Iail Crdersinvoice | Freiew & Save |
Mil[FAERT - FABRI-KAL CORPORATION | & Grder Order Number | 187327
Customer [ AAAAAA - AL'S ALLIED ASSOCTATED ART AND x| £ credt Entered by [Lw
Sa\esmanls — EDWARD ENGLAND =l Purchasing Agent [ Laura
Billto Billto # [4s46000 Deliver to (i different) shipto# [3433
Company [£L'S ALLIED ASSOCIATED ART AN
—_— June 2004 >
Address: [123 WAL STREET
Sun Mon Tue Wed Thu Fri Sat
Gty ANYAHERE Sta 1]2)3[4|58 State ¢ Frovince: [ e~
Zip coste: [11111- 6|7]8]9]10]11}12
13|14 | 15|16 | 17| 18| 19
Cust. PO#| 555 Del.Instr. | CAL
20 (21|22 |23 |24|25|26
Delv., Date] 06728104 Frelght Payee [PRE 2725 29| 30 Discount Days | 15 WetDays[ a0 |
FO Date [052104 Spip via [MOT T
pta [ 06/28i04 oK
=]

Proceed Button

The Proceed button will bring you to the next page. You can click the button with your
mouse or press Alt + P if you prefer to use the keyboard. The Proceed button on the
Comments page will skip over the Mail Order/Invoice page, since this is not a page you
will usually need to use. You can click the page tab to access the page if needed.

Void Button

The Void button will cancel all data entered on this order and bring you back to a blank
first (Order Header) page to begin a new order. Caution: This is a quick bail-out. You
will not be warned or asked if you want to save your current data.

Close Button

The Close button closes the form. You will not want to do this between each order, since
it takes longer to bring up a new form than to display new data in an existing form. If you
click Close you will be asked if you want to save your current order. You will not be able
to save unless the all the required information has been filled in. In other words, you
cannot save a partially completed order and return to finish it later.
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The Billboard Tab
If your site does not use the Billboard feature, this tab will be disabled.

If you do use the Billboard, you will be moved to Billboard tab as soon as you enter the
Mill and Customer on the Header tab. That way you are aware at the first possible
moment of any issues with the mill, customer or mill and customer that affect the order.

There are buttons to the left for “Mill”, “Customer’ and “Mill and Customer” messages.
A disabled button in this group indicates that no such message exists. You should review
any items that are not disabled.

After you have reviewed any billboard messages that may apply, hit the Backspace key to
bring you back to the Header tab where you left off. (Since you have already viewed this
tab by the time you get to the end of the Header tab, the Proceed button on the Header tab
will skip over Billboard and take you directly to the Order Items page.)

T
€8 1: Add Order #187327 DISPP \ AAAAAA [ x]
Order Header  Billonard | Crer tems | BHicing | Comments | Il Ordar i nvolse | Frievici & Bavs |
Show Billboard for. Message for [PLEASE NOTE PER JMAS OF 07061 - MUST UISE LF-1222¥SS(1m pack)
 wil omer MUST HOT ON ORDER TO HAVE LABELED 43 "L-16-STONE"
" customer SWV-16 & SW-12 TSPALLET
@ Will and Gustomer 316 BOPALLET
L-370 S0PALLET
Edit Bilboard
Proceed Void

To permanently change a message, click the Edit Billboard button below the billboard
category choices or Right-Click on any of the message lines. This will display the
Billboard Edit form. Changes you make and save will display on the Orders form when
you return. You can also change Billboard messages by selecting Billboard from the
Maintenance menu.

7
) 1: Add Order #187327 DISPP — =] x|
Order Header  Billoard |Qrder ttems | Ericing | Comments | Mail Orderfinvoice | Breview & Save |
Show Billboard for.  EECIILEIES (] o
o il List  Details | —
© Custamer : —
& Will and Custome Mill IDISPP - DISPOSABLE PRODUCTS j
Customer [A18204 - AL'S ALLIED ASSOCTATED ART AND -] _—

Edlt Billboard

Line 1 |PLEASE NOTE PER AL AS OF O7T/IEI - MUST LISE LF-1 222¥S5(1m pack)

Line 2 [MUST MOT OM ORDER TO HAYE LABELED AS "L-18-STGRE"

Ling 3 |Sw-16 & SW-12 7S/PALLET

Line 4 |L-316 SOPALLET

Line 5 |L-370 S0PALLET

Line &

ok Cancel
Erocesd et
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The Order Items Tab

Specify items and quantities for this order on the Order Items tab. You can display
various price lists for the current mill on the right. If the current customer has ordered
items from this mill, that customer’s items and prices will be displayed when you choose
this page. If there are not customer-specific prices for the current customer, the mill’s
generic price list will appear. Use the buttons in the center to switch between the
customer-specific and generic lists, or to view the price list for another customer. Enter
the other customer’s code in the box to view that customer’s price list.

Current customer’s prices (top button)

T
£} 1: Add Order #187327 DISPP \ AAAAAA O]
Orelet Header | Billboard  Qroer tems | £y | Comments | Ml Draen nvaise | Priies & Save |
Items on this order: Customer Price List for ARAAAR AL'S ALLIED ASSOCIATED ART AND ALL
[+ Stock Number ___[anty [*# [Ld~ add [ Stock Humber | Price [ Description fPecsz [«
15.34 16 OZ SOLOWVIHITE VENT FiB LID 1000]
Ecit | L-370FB 11 63[10 OF SOLOWHITE VENT FB LD 1000
Dot L-378F8 1111 S0LO B OZ FOLD BACK LD 1000
_I—E 2 L1020F8 11,61 10-200z WHT FLD BACKAOHDE-20HD| 1000
Pt ¢ Lager Li0FE 11,63 10 OZWHITE FOLD BACKAOHD 1000
L11036FB 27.77 NYMAN10 & 12 OZ. FOLD BACK LD | 2000
L2222 0.00|STCNE L16R RECESSED COLD LID 2000
L16036FB 30,67 NYMAN 16 OZ. FOLD BACK LID 2000
LeB 11418 OZ WHT FOLD BACK LID / DBHD 1000
Show price list for. | piosn 13.32 | DOME LID OVAL SF HOLE 1000
& This Customer ||LF-1222¢ss 1263 TRANS X SLOT COLDLID 1M 1000
 Mills Generic | |LF-1222KS5i2M 0.00|STORE L16 COLD LID X-5LOT 2000 __|
 Gther Customer |LFE-1200 24.44 WHITE HvY DUTY LID 500
= ] LWD-1262H 15.34 12416120 OZ. IMPSOLO DOMESSIP 1000

Mill’s generic prices (middle button)

) 1: Add Order #187327 DISPP \ AAAAAA - [Cf x|
Ordler Header | Billboard ~ Order ttems | = ici | Comments | il Orderflnvoice: | Firewiew & Save |
Items on this order: Generic Price List for DISPP_DISPOSABLE PRODUCTS
[* Stock Number [anty |*# |Lg+ Add ** Stock Humber [** Price |# Description [*PkSz o
10.35 VIEA THRU VENTED LID 1000
Evit | 1012001 16.30/10-12 OZ COLD CUP LID 1000
et 10FTL 12.18/10 OZ HANDIKUP LIDVAHITE 1 1000
_I—E e 10FILFE 0.00 100z DART TRAVEL LD 1000
Pallt FLayer| 100 10,8310 OZ WHITE YENT DART LID 1000
10SSTT 14.89|10 OZ SHERRI TEAR TAB LD 1000
12FILFE 0.00 1202 DART TRAVEL LD 1000
1200 11.52|12 OZ.WHITE VENT DART LID 1000
12077 0.00|12 OZ WHITE TEAR TAB DART LID 1000
Show price list for: |1gr1LFE 0.00 180z WHT FLD BK DART LID 10 1000
© Thig Customer |[16FTLSFEW 15,57 1602 WHT FLD BK RSS DART LD 1M | 1000
& Mill's Generic | |18H98 0.00 12/1BozPUSHISIPWH DOME CHINET | 1000
~ other Custamer| [161L 15,57 16 OZ. TRANS VENT DART LID 1000
200 15.54|20 OZ. TRANS VENT DART LID 1000|
4 _'I_I < s A

Another customer’s prices (bottom button - note code in textbox)

T

Add Order #187327 DISPP \ AAAAAA 0 [l 3

Oreder Header | Billboard  Qreler tems:

Bricing | Cummenlsl &l Qrderfinvoice | Freview & Bave |

Items on this order: Customer Price List for BEBBBB BARRY BARNS BOUNTY

[ Stock Mumber  Janty [# g+ fad = Stock Number ™ Price [ Description [rprsz [«

1.4 ALADDIN BOWL LID 1000

e | ALM-12555 9.59| ALADDIN MUG LID STRAW SLOT 1000

Dokt £XB-125 28.12 | DINEX MUG LID (D1139) 2000

_I* 4XJ-030RSS 13.37 |DINEX JUICE LD RND STRAIA SLOT 1000

Pt J Layer 4XJ-035RSS 13.76 DINEX JUICE LD REC.C-5LOT TRAN 1000

CJ-095RSS 13.76 | CAMBRO JUICE LID RND SLOT TRAK | 1000
CPU-0B1RSS 13.72 8oz JUICE LD-CONT/SILITE OKC 1000

CPU-1188% 12655 0Z TRANS S5LID 1000

CPJ-g005S 15478 0Z SQUAT JUICE LID STREWSLOT | 1000

Show price list for: |cp ssres 12.01 |CONTICARL 5505 PLAST GLS LD 1M | 1000

 This Gustomer |[DX1180 19.25 100Z DINEX SERVER LID 1000

 Mills Generiz | |DX1183 17.37 | AXS-200 DINEX BOVL LID 1000

& Other Customar| |[DX1185 18.41 | AXS-300 DINEX BOVL LID 1000

D118 39.59| AX5-400 DINEX BOVL LID 1000
BBEEBE (|- . _ oot ISt e =

4 < | »

Pricing et
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Choose the items for this order and add them to the list on the left. You can drag and drop
items from the price list or type item SKUs directly in the list. If you drag and drop, a
new line will be added automatically. You can drag all the items for the order, then go
back and fill in the quantities. Since you drag from a list of valid SKUs, you will be sure
that a valid SKU has been entered.

When entering items by keyboard, choose the Add button (or type Alt + A) to add a new
blank line. You can continue to add items without pressing the Add button again. Each
time you press Enter, a new blank line will be created. (Don’t worry if you add a final
blank line by accident. The system will clean up any blank lines that contain no SKU or
quantity.) If you do switch to drag-and-drop, you will be switched out of “manual mode”
and you must press the Add button again if you want to return to manual item entry.

7
€4 1: Add Order #187327 DISPP \ AAAAAA _[of x|
Oreler Header | Billooard  Qrder tems | Ericing | Comments | il Orden [nvojce | Previes & Save |
ttems on this order; Customer Price List for AAAAAA AL'S ALLIED ASSOCIATED ART AND ALL
[* Stock Mumber [Qnty | # Lﬂ; Add ** Stock Number ** Price |** Description [*PkSz |
[L11086FB 1 L-316FB 15.34 |16 OZ SOLOWHITE VENT FiBiLID 1000
LF-1222x085 2 e | L-370F8 11.63|10 OZ SOLOWHITE VENT F/B LID 1000
LF-1 3 L-378FB 1111 S0LO 8 OZ FOLD BACK LID 1000
) 4] &I L1020FB 11,61 10-2002 WHT FLD BACKAOHDS-20HD| 1000
Palist fLayer L10FB 11,6310 OZ WHITE FOLD BACKHOHD 1000
L11096FE 2777 |NYMAN 10 8 12 OZ FOLD BACK LD | 2000
L1222R/2M 0.00|STONE L16R RECESSED COLD LID 2000
L15096FE 3067 NYMAN 16 OZ. FOLD BACK LID 2000
LeFE 11118 OZ WHT FOLD BACK LID { 02HD: 1000
Show price list for: | p1a1en 13.32 | DOME LID OVAL SIP HOLE 1000
& Thig Customer |[LF-1222%s5 1263 TRANS X SLOT COLDLID 10 1000
£ Mill's Generic | |LF-1222XSSe2m 0.00|STOKE L16 COLD LID X-SLOT 2000
~ Other Gustomer||LFE-1200 24,44 \WHITE HYY DUTY LID so0_|
| =l l— LMD-1262H 1534 1216/20 OZ. MP/SOLO DOME/SIP 1000
{ Bl | Al - ;l_l

If you enter stock numbers manually, the SKUs will be checked when you do the pricing
and you will be warned of any invalid item numbers.

€ 1: Add Order #187327 DIS| _ (ol x|

Order Header | Billpoard  Qrder tems |Er|c|ng | Cummenlsl Mail Order flnvaice. | Preview: & Save

tems on thie order: Customer Price List for AMAAAA AL'S ALLIED ASSOCIATED ART AHD ALL
['* Stock Mumber [@nty |**# |Lq-e Add ** Stock Number |** Price |** Description [*PkSz |~
lL11036FB 1 L-316F8 15.34 |16 OZ SOLOWHITE VENT F/B LID 1000
LF-1222x085 2 e | L3707 11.63|10 OZ SOLOWHITE VENT F/B LID 1000
lLF-1 3 L3768 11.11|S0LO & O FOLD BACK LD 1000
Delet
[BADCODE 4 e L1020FB 1161 10-200z WHT FLD BACKADHDS-20HD| 1000
Palist fLayer L10FB 11,6310 OZ WHITE FOLD BACKHOHD 1000
L11096FE 2777 |NYMAN 10 8 12 OZ FOLD BACK LD | 2000
| 4mmm s e e 1 4 mr PR CEESED COLD LID 000
msgsve (TR
Stock Number BADCODE t found an the list for this mill SACKLD 03HD 10
ock Nuriber is ot found or the list for this mil
@ Check the SKL and tp again SPHOLE 1oon
COLDLID 1t 1000
D LD X-5LOT 2000
¥ LD 00

! I T VSOLO DOMESSIP 1000 =
: i R —

If you attempt to add an item that is already on the list, the system will warn you.
Duplicate items are allowed so that you can assign different prices.
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7
) 1: Add Order #187327 DISPP \ Il 3
Orcler Header | Billboard  Qrder tems f pjp gy | Comments | Wail Crder flnvoice | Preview & Save
Items on this order: Customer Price List for AAARAA AL'S ALLIED ASSOCIATED ART AND ALL
** Stock Number @ty [ # L%; Ak I* Stock Mumber ** Price [** Description **Pk Sz [«
L11096FB 1 L-316FB 15.34 16 OZ SOLO WHITE YENT F/8 LID 1000
LF-1222xs5 2 e | L3708 11,6310 OZ SOLO WHITE YENT F/B LID 1000
HLF-1222K552M 3 B L-376FB 1111 |30L0 8 OF FOLD BACK LID 1000
_I—e c L1020FE) 1161 [10-200z YWHT FLD BACKADHDS-20HD| 1000
Pallet /Layer L10FB 11,6310 OZ WHITE FOLD BACKA DHD 1000
L11086F 8 27.77 |NYMAN 10812 OZ. FOLDBACKLID | 2000
— oo oaoe 1 6R RECESSED COLDLID 2000
Duplicate Stock Number 6 OZ. FOLD BACK LID 2000
T FOLD BACK LID /08HD 1000
Shi That stock number has alieady been selected OVAL SP HOLE 1000
= Do you want to add & second enty? SLOT COLD LID 1M 1000
» 16 COLD LID ¥-5LOT 2000
- ¥ DUTY LID 500 _|
=l - OF. IMPISOLO DOMESP 1000
1 ] I e _>|J

To delete an item from the list, highlight it so the marker on the far left appears as an
arrowhead and click the Delete button or type Alt + D. You will be asked to confirm the
deletion.

9 1: Add Order #187327 DISPP \ P i )

Oreler Header | Billboard ~ Qtder tems |Eming| Cnmmamsl W&l Ordend tvoice | Freview & Save

Items on this order; Customer Price List for ABARARA AL'S ALLIED ASSOCIATED ART AHD ALL
[* Stock Number @ty [ # L%; Add ** Stock Number ** Price [** Description I Pk Sz t
|L11086FB 1 L-316FB 15.34 16 OZ SOLOWHITE VENT F/B LID 1000
ILF-1222x85 2 Bt | L-370FE 11.63[10 OZ SOLO WHITE YENT FiBILID 1000
[LF-1222XS5/2M 3 L3768 1111 [SOLO 8 OZ FOLD BACK LID 1000

MLF-1222%58 q L1020FE 11,61 [10-200z WHT FLD BACKH 0HDS-20HD| 1000
Palet fLaver L10FE 11.63[10 OZ WHITE FOLD BACKACHD 1000
L11096FE 27,77 [WYMAN 10 312 OZ. FOLD BACK LD | 2000
—— L16R RECESSED COLD LID 2000
IT FOLD BACK LID / 0BHD 1000
Sho @ A you sure pou want bo delete this record? ID QWAL SIP HOLE 1000
«T % SLOT COLD LD 1M 1000
el L16 COLD LID ¥-5LOT 2000
~c Y DUTY LD 00
= 0 07 MP/SOLO DOMESSIP 1000

Pricing \oicd

If you click the edit button or double-click a stock number or quantity on your list, a
separate edit form will appear. This is just another way to enter the data. You will
probably want to do most of your editing in the list itself, but you may double-click and
bring up the edit form accidentally. If so, just click the OK or Cancel buttons to return to
the Order form where you left off.

€9 1: Add Order #187327 DISPP \ _[=x]

Order Header | Billpoard  Qrder tems |Ericing | Cummenlsl Izl Order flnvaice: | Prexiew & Save |

tems on this order: Custnmer Priceg | ist for AAAAAR Al 'S Al LIFN ASSOCIATFN ART AND ALL
[ Stock Humber NN || Order Ttem frocsz []
IL11096FB 1 = 1000
LF-1222%55 2 [ 1000
LF-1 3 1000

Stock Nurber | EEITEER 1000
: 1000
Queniity 2000

2000
2000
1000
1000
1000
2000 _|
00

1o

o N W12

= 1000
{ 1B | LI_I
o Cancel
]

— = T

Some mills require that items be ordered based on the quantity that makes up a full pallet
or layer. The Pallet/Layer button in the center of the screen will help you meet these
requirements if the pallet and layer quantities are on file for the generic item. These
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columns are off to the right of the order items list since they don’t apply in most
situations.

When you click the button, the application will check the quantities you entered against
the full pallet and layer quantities on file and display the related columns. For each item,
there is a column showing the size of the pallet and layer. There are two columns for the
layer size, one that contains a negative number indicating the quantity you need to
subtract from the current number to go down to a full layer (L-Dn) and a column to
indicate the number to be added to go up to the next full layer (L-Up). Double-clicking
on either of these numbers will adjust the quantity on this order by that amount. There are
P-Up and P-Dn columns for the pallet numbers that work the same way.

Order Header | Billpoarg  Order ftems |Er|c|ng | Comments

Htems on this order:

[Stock humber [anty [L-Dn [LUp [P-0a Add
sha1zcopcia] 222 2[ a9 -
hz1zcoppos 123 2] a| - |

Delete
Pallet / Laysr

Show price list for:
@ Thig Customer
1 Mill's Generic

 Other Customer

To run the Pricing process correctly, you must press the Pricing button at the bottom of
the screen or type Alt + P. The Pricing tab is disabled from the Order Items page to insure
that the pricing runs properly.
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The Pricing Tab

As focus shifts to the Pricing tab, the program runs through various processes to assign a
price to each item. If there is a customer-specific price on file, that price will be used and
a “C” will appear in the column labeled *. If there is no customer-specific price, the field
will display a “G” and the background will be red to call your attention to a generic price.
There will be an “S” in the column if a “Schedule” price is used and an “L” if there is

missing cube or weight data. (Click on the * field and hover your mouse over it to see the
code translations.)

The pricing tab data includes the date the assigned price went into effect, when the
customer last purchased the item and what price was paid at that time.

T
€ 1: Add Order #187327 DISPP \ AAAAAA O]
Orer Header | Billooard | Crder tems  Ericing |Cnmmams| Wail Ordar  nvoice | Freview & Save |
T N R [est [LastPO) =
|Gty |Uniits: Stock Number Description Pack PricaiDate purch. [Date
M 1 |CASE|L11096FB MYMAM 10 &12 OZ. FOLD BACK LID 2000|C |[27.77|06M 203 21.47 |06/12/03
2[CasE[Lr1222%s8 TRANS % SLOT COLD LID 1M 1000]C | 12.63]04101103] 1168 (070601
3|CASE[LF-1222¢5572M |STOME L16 COLD LID X-5LOT 2000c | 0.00] 0401103 2336 0473001
4|CASE|1012CDL 10-12 O COLD CUP LID WDED. 16.30|0401.03 g
#Cases:
10
# Cubes:
weight
45
L| values
11823
Mill's Freight Specs: 200cs min. PPD  100cs min. PPD Heslthcare anly o welght data for LF-1Z224SS2M
Broceed oid Nooube data for LF-1222XS324)

The only data you can change on the pricing tab is the price itself. If you make a change
to a generic price on the pricing page, that price will be saved as the customer-specific
price for future orders. If you make a change directly to a customer-specific price on the
Pricing page, that price applies to this order only.

To make a permanent change to a customer-specific price already on file, right-click on
the price to bring up the Price List maintenance form. The form will appear with this item
(Mill/Customer/Item Number match) already displayed and the current price highlighted
so you can make the change. When you close that form and save your change, the new
price will be inserted on the order.

T
@ 1: Add Order #187327 DISPP _olx]
Order Header | Billooard | Order tems  Eicing |Cnmmams| Wail Ordar f nvoice | Freview & Save |
» s e fen Last  [Last PO =
|Gty |Uinits. Stock Number Description Pack ‘ | PHC%DME Purch. [Date ‘
1 |[CASE|LT1036FE [RYMAN 10 412 OZ.FOLDBACKLID | 2000(C | 27.77 [06H203| 21.47 064208
Bl = Price List Ttem:1 o [=1 3
4| Price Data |Brackel Pricing |
MHIIDISPF - DISPOSABELE PRODUCTS j
Customer [AA0AAL — AL'S ALLIED ASSOCIATED ART AND &
ses:
Stock # |L170857 0 UPCAComp # o 10
bes:
Descriptian [MvhAN 10 & 12 0 FOLD BAcK LD =
Eight
s 48
Price 26 B lue §
1823
Frice Deviation Ref Effective Date | 0671203
Mill's Fre
B ——— wieight [ 1200 Price unts [CA5E Group [HYMAN LIDS —
Cube | 200 Commission % | 500 Pallet Size

[
Pack | 2000 Active |7 (Vi) Laver Size| 0

sve | “oid Close
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7

€ 1: Add Order #1B7327 DISPP \ AAAAAA _ o] %]

Orer Header | Billboard | Crder tems  Pricing |Cnmments | Mail Ordar f [nvoice | Freview agava|

- | e X [ Tepn Last [LastP.Or -
|Gty |Units Stock Number Description Pack PHE%DE‘E IPurch. [Date
M 1 |CAZE|L11096FB M MAN 10 & 12 0Z, FOLD BACK LID 2000|C | 26.66|06/21/04| 21.47 |06/ 2403
2|CASE|LF-1222K55 TRANS ¥ SLOT COLD LID 1M 1000(C | 12,63 04/01/03| 11.69 0706101
3|CASE|LF-1222KS5/2M STOME L16 COLD LID ¥-SLOT 2000(C | 0.00 04/01/03| 23.38 04/30:01
4|CASE|1012C0L 10-12 OZ COLD CUP LID 1000H 16.30 | 04101103 L
T

#Cases:
Piics record has been saved =
#Cubes:
3
Weight
48
| values
L L L 1712
Mill's Freight Specs: 200cs min. PPD / 100cs min. PPD Heatthcare only o weight deta for LF-1222X55i20
e s s o LEA ST
T T T
cube [ 200 Commission % | .00 Palet size | 0
peck [ 2000 adtive [ v Layer Size| 0

save | Yoid Close

As you change prices, note that the Total Dollar value of the order in the lower right
corner changes.
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The Comments Tab

€ 1: Add Order #187327 DISPP \ AAAAAA 0 [l 3

Order Header | Billboard | Order ftems | Pricing  Comments |Ma\l0rdertlnvmte | Preview & Save |

DEL APPT REQUIRED 48 HRS PRIOR =l
FOLICY FOR LATE/MISSED/NO AFPFT IS5 $250 CHARGE £ $25 PER FALLET

DO NOT SHIP WIL NEW PEMN/ROAD SCHOLAR/KEY FGHT

MUST ADVISE OF B/O PRIOR TO DEL.

LLTE FEE MAY BE WAIVED AT RECEIVERS OPTION

THANE YOU

[Murnber [Tite |pathor [~ ] |DEL APPT REQUIRED 48 HRS PRIOR -
5 |BRRONY FABRI SUZIE POLICY FOR LATEMISSEDMO APPT IS $250 CHARGE & $25

PER PALLET

DO NOT SHIP W1 NEW PERR/ROAD SCHOLARMEY FGHT

MUST ADVISE OF B/O PRICR TO DEL. j

Edlt Message | i
Brocesd et

10[S0FCO AEP SUZIE
11 |SFYWANY TRADEX SUZIE

The Comments tab provides a place to add comments to the current order. You may type
directly in the Comments edit box or preview and insert standard comments from the list
at the bottom. Scroll through or click an item in the list at the lower left to preview its
contents in the lower right. Once you have highlighted a message you want to include,
click the Insert button just below the message. It will be inserted at the end of any
existing comments in the Comments box. Once inserted, you can change the comment or
move the text with Cut (Ctrl + X), Copy (Ctrl + C) and Paste (Ctrl + V) shortcuts

Some mill orders can only support comments with a limited number of characters. A
warning message with a red background will display above the Comments box on these
orders. A button at the upper right of the form will allow you to display only the number
of characters that will be transmitted to the mill. The full comment will be saved with the
order and included on any copy the customer receives.

Pressing the Proceed button or typing Alt + P usually takes you to the next page, but

since most orders are not Mail Orders, on this page only Proceed will take you directly to
the Preview & Save page.
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The Mail Order/Invoice Tab

€ 1: Add Order #187327 DISFP \ AAAAAA o]
Oreler Header | Billboard | Order tems | Pricing | Comments  Mail Ordar i Invoice | Preview & Save |
Invoice Date | 05/21/04 Freight §
Ireeoice Number 1234557' Cash Discourt %
Gross Invoice M712 Ertered by | L

If this is a Mail Order for which an invoice already exists, enter the information on the
Mail Order/Invoice page. The system will automatically fill in the gross invoice amount
of the order based on the pricing information you entered. It will also fill in the login
information in the “Entered By” field. You can change any of this information if
necessary, but if the gross invoice that appears does not match the invoice you have, you
should check your item and pricing data. The system will display this warning as you exit
the Gross Invoice $ field:

Double-check the $ amount! |

@ Thiz dallar amount does not match the line item tatal.

Are you sure thiz iz the amount you want?

You should also enter the Invoice Date and Invoice Number along with Freight charges
and Cash Discount % if available.

Note: Any new order that is saved with an invoice number will automatically be marked
as a Closed order.
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The Void Invoice button at the bottom of the page will clear all of the information on this
page only. (As it does on all other pages, the generic Void button will immediately
cancel entry of the current order and reset the form.)

) 1: Add Order #187327 DISPP \ AAAAAA

Order Heacisr | Billboard | Order fems | Pricing | Comments Mail Order f Invoice |Prewew & Save |

Invoice Dete | [ F Freight §
Invoice Number Cash Discount %
Gross Invoice § 0oo Ertered by

=N Procesd Void

If you use the Void Invoice button, it will also clear the Gross Invoice $ and Entered By
fields. Click the Mail Order/Invoice title on the tab to recalculate the Gross Invoice $ and
refill the Entered By field and reset the fields as the originally appeared on the page.

7
€} 1: Add Order #1B7327 DISPP \ AAAAAA O]
Order Heacer | Billhoard | Qrer tems | Pricing | Comments  Mail Orderf Invoice | Preview & Save |
Invaice Date |l Freight § 000
Invvice Number Cash Discourt % 0
Grossinvoice § M7I2 Ertered by L
woid I Procee: d Woid
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The Preview & Save Tab

The Preview & Save tab gives you an opportunity to review the order before saving. This
page displays the order approximately the way it will appear when faxed or printed. Once
you have reviewed the data for accuracy and are satisfied that all is correct, press the
Save Button. If changes are required, press the Change button to return to the first page.

€ 1: Add Order #187327 DISPP \ AAAAAA

Order Header | Billboard | Greder ftems: | Bricing | Comments | Mail Orderf [nvaice  Preview & Save |

O(s10HDEk12H B
AEC Zales, Inc.
Manufactur ing Representatives
P.O. Box 123 / 123 Main Street / Anyplace, NY 21212

phone: 212-555-1212
wats: 800-555-1212
fax: 211-FAX-TOME

©Q 123 MAIN STREET
L ANYWEERE, MA 11
D Attn: Laura

Special Instructions:

06/21/04 |06/28/04
300(=10H04k1ZH

Save

111

CALL FOR DELV. APFT.
Order Date|Est.Delv.Date|Customer Code|Ship Via

| AArbbn

| Change

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

~% AL'S ALLIED ASSOCIATED ART AND ALL

80

|Best Vay

| we

Customer PO#i: 555

Broker Ord#: 187327

Ship To ID#:

S AL'S
H 12 MAPLE ST.

I ANOTHER CIT¥, MA 11111

P
0-111-1111

- PPD

| Terms
11410 NET

-]

As part of the save process, the program will check the items one last time to be sure each
stock number still exists and you have entered a quantity for each. Any problems will be
noted in a message and the Save process will be discontinued until the necessary fixes
have been made.

Item Quantity Required |

Stock Mumber 1212C0P-CLAM has no quantity entered.
Enter a quantity or delete the item.

The program will also check certain required fields and let you know what data is
missing. When you click the OK button, you will be returned to the first listed item that
needs to be filled.

@ 'ou must enter Terms, Cugt. PO, Dely. Date, PO Date and Freight Payee before S awving.
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€ 1: Edit Onder #187327 DISPP \ AAAAA

Order Header

=10l

Billboard | Order iems | Entlngl Comments | il Orderd [nvoive | Preview & Save |

M\HIDISPP — DISPOSAELE PRODUCTS

CuﬂomErIAAAAAA — AL'S ALLIED ASSOCIATED ART AND j

=l & 0rdler
C Credit

Oreler Number 187327

Entered by L/

Sslesman|5 - EDUARD ENGLAND | Purchasing Agert | Laura
Billto; Saved erty:
Company [AL'S ALLIED ASS0CIATED & @ Order # 187327 has been saved.
Address: |123 MAIN STREET epLE ST
ciy: ANYWHERE THER CITY State / Province: [Ma =
Zip Coder 11171 ‘ Zip Code: [11111-

cust. po#[ 123058

Del. Instr. ICALL FOR DELW. APPT. 800-111-1111

Ship Date | 07nEMd

PO Date | 06/21/04

perte |

Ship via |Best Wy - PPD

Proceed |

Terms [1:10 NET 30

vod |

Once you have entered missing data, return to the Preview& Save page and click Save
againt. The Save process will resume. There are several steps in the process and a series
of messages will flash on the screen as each step progresses. Once the entire Save process
is complete, you will return to the first page and a message will display to confirm that

the process completed successfully.

When you click the OK button, the form will return to its original state and you can
choose to add another order or merchandise credit, edit or delete an existing order.

; o]
Oreler Header |ﬁmbuard | Order ftems | Bricing | Comments | iail Crder [ Invoice: | Choose an Action |

il [ =l £ Order orderturber [

Customer [ = © credt Entered by l—

Salesman | - Purchasing Agert l—
Bill o: Bill o # Deliver ta (if differert):

Company Campany

Adeiress: Address,

City: State / Province: -] | ey State tprovince:[ 7]

mpcode [ Tpcose [

Cust. o | Del.fnstr. |

Detv. Date | i Freight Payee | j Terms Discount l—% Discount Days l— et Days |—|
PO Dete | I Ship via | -

Mew " Close
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Editing an Order

To Edit an order, choose the Find button at the lower left corner of
right of the New button.

the form, just to the

Qrder Header |ﬂithard | Order fems | gititellily] | Copmments | il Ol e i nvaine: | Chooze an Actinh |

Order Mumber

Wil | =l & Orcer
Customer | =l £ Gresit Ertered by
saleeman | =l Purchasing Agert
il o Bilto # Deliver to (f differart)
Company Company
Address Address
cty: Stete 1Province -] | ety State fProvinee:[
Tip Code: Tin Code

cust. poz | Dl nstr. |
Detv. Date [/ Freight Payee | =l | 7ems piscount [ % Dscountays [ metDays |—|
FoDste [ 11 Ship via | -
e [ s
KT ——

The application will display a blank order entry form and a Find form on top.

Order Headler |gimuuam | o | Encingl Cammente | il Grder fnvaice: | Frevlaw & Gave |

il =l £ Crder Ordler Number
EoiEmET “aSearch for Order Number and/or Customer PO:1 i m] B3

=10 x|

Salesman

Bil to

Find PO#

Company

Address:

Ciy:
Clear

Eind Now_| |

Selert | Gase | | ¥ Close Window n Select

Zip Code:

rovince: ¥

Cust, PO Order #|FO Date |Custorner [(Custamer PO [Mill =

Ship Date
PO Date

=
T
Ed

n AT

Enter the Order Number or the Customer P.O. number for the order you wish to edit and

press the Enter key or click the Find Now button with your mouse.

Ortler Header

Billboard | Oyler fleme | Fricing | Comments | Wil Grder Ioice | Fieiiew & Save |

1 1Orcler

=10l

il =l Ordler Wurmber
Customer “aFind - Records Found: 43 I =] [
Salesman

ot Finel Orcler #
Cormpany
scress [ Finel Po# [POPOPO
city ovince: ~
FindhNow | Select | Clear | Close | | [¥ Close Window on Select
Zip Code
Cust. PO# Order #[PO Date |Customer [Customer PO [Mill o
Ship Dats L
i 48477|10/21/02EBMICT |POPORO  |FABRI
PO Date| 1/ 48472|1W/21/02MACRRI |[POPOFO  |FABRI
wow [ 4846|101 7/02STLYMA |POPOPO | GENPAK
— 48464101 7/02)STLMA POPOPO | GENPAK
14845810/ 6/02 EBMICT |POPOPO __|PLASTI ~
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If one or more orders matching your entry is on file, summary information will be
displayed. Highlight the order you want to edit. Press the Enter key,double-click on the
highlighted line or click the Select button with your mouse. The form will close and the
selected record will be displayed on the Order form below. If no such order number is on
file, a message box will display and you can try entering another number.

) 1: Edit Order #187327 DISPP \ AAAAAA 1 3
Oreler Heacler |Bi|\huam | Order tems | Bricing | Comments | [ail Srderfinvoice | Preview & Save |
MI[DTSFE  — DISPOSABLE PRODUCTS | Ll Order tumber [ 187327

Customer [442234 — AL'S ALLIED ASSOCTATED ART AND | £ cedt Entered by [Li

Sslesman[5 — EDWARD ENGLAND =l Purchasing AgenllLaura—
Billto Blilta # Deliver to (f different)

Company [4L'S ALLIED ASSOCIATED #RT ARD ALL Company [4L's

Agaress: [123 MAINSTREET Address: [12MAPLEST.

Chy: ANYWHERE State iprovince: [ln -] | ity ANOTHER CITY State { Province: [Ma ¥

Zpcode: [T zipcorle: 11111

cust. Po#[ 120456 Dl Instr_ | GALL FOR DELY AFFT. 800-111-1111

Ship Date [o70s04 St via [Best ey - PO Terms |1 10 NET 30

PO Date |06/21104
e | you_|

Certain fields cannot be changed once the original order is submitted. These fields will be
disabled (gray background).

Other than the fields that cannot be changed, editing an order is nearly identical to adding
a new order. You can add and delete order items, change prices or comments. You can
only enter Mail Order/Invoice information for a new order, so this tab is always disabled
when you are editing.

When you preview a change, you are reviewing the Change Order form that will print
when you save the order.
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Deleting an Order

From a blank order entry form, click the Find button. The application will display a Find
form over the Order form. Enter the Order Number for the order you wish to delete. Once
the record has been located and selected as you would for an Edit, you return to the data
entry form and your chosen order is now displayed. To indicate that you intend to delete
this order rather than edit it, click the Delete button at the bottom of the form.

#) 1: Edit Order #187327 DISPP \ AAAAAA

Ordler Header

Billboard | Orer tems | Enmngl Comments | Mall Crd et livoice | Prewewasava'

& Gt
£ Creit

MMIIDISPF — DISPOSABLE PRODUCTS =l

CustumarlAAAAAA ~ AL'S ALLIED ASSOCIATED ART AND |

Selesman|5 - EDWARD ENGLAND |

Crder Number 187327

Entered by L/

Purchesing Agert |Laura

Bill to: Bilto # Deliver to (if ditferent)

Company [AL'S ALLED ASSOCIATED ART AND ALL Company [4L'S

Adidress: |123 MAIN STREET Address: |12 MAPLE ST

City: ANYWHERE

State ¢ Province: |12 - City:

Zip Code:

ANOTHER: CITY

Zip Code: [11111- 11111~

State f Province: [ ¥

Cust. Poﬂlwzaaaﬁ Del. Instr. ICALL FOR DELY. &PPT. 800-111-1111

Ship Date [07.0504

PO Date | 05/21/04

Ship via [Best way - FPD Terms [1710 NET 30

Brocesd woid

The caption of the form will change from Edit Order to Delete Order. You will be placed

on the final Review and Delete page.

Order Header | Billhoard ~ Order kems |Er\cing | Comments | hzill Drder /Nyl | Review & Delste
ftems on this order:

Customer Price List for AAMAAAA AL'S ALLIED ASSOCIATED ART AHD ALL

=lo] x|

[ Stock Mumber anty e L=l L0 | [+ Stack Mumber [ Price [** Description

[ Picsz [+

ML11096FE
LF-1222x55

1

E
LF-1222x55/2M ElE
fo1zcoL a 0 @

: Incomplete data

Unable to display the Dider Preview

Order tens, prices or deseriptions are incomplete:

Missing data wil be gathered naw.

Wwihen complete, Preview wil iesume.

" Other Custormar

| AT

s

Pricing o

) 1: Delete Order #187327 DISPP \ AAAAAA

Ortler Headsr | Billboard | Orcler ems | Pricing | Carments | Mail Ordennvnice | Review & Delete |

Change Order #: 1

Delete Woid

o =
ABC Sales, Inc. Page 1 of 1
Manufacturing Representatiwves
P.0. Box 123 / 123 Main Street / Anyplace, NY 21212
phone: 212-555-1212 TRTTITRTTINRTINOGT  Custower POF: 123456
wats: 800-555-1212 *Change Preview®  Broker Ordff: 187327
fax: 211-FAX-TOME FRETRRTTHRTTARGT  Ship To ID#:
P.O. Date: 06/21/04
Deliv. Date: 07/05/04

Sold To: AL'S ALLIED ASSOCIATED ART AND ALL, ANVUHERE, MA
Ship To: AL'S/ANOTHER CI/HMA
Crder To: DISPOSABLE PRODUCTS
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To be sure this is the order you want to delete, you can move from page to page and
review the order’s contents. All fields on the form will be disabled. You cannot make
changes to an order and delete it in the same step.

€ 1: Delete Order #187327 DISPP \ AAAAAA

Oreler Header

Billboard | QOrder tems | FEricing | Comments | Mall Qrden s nvoice | Review & Delete |

Ml[DISFF - DISPOSABLE PRODUCTS =l @ Order Oraer Mumber
Customer [ 424283 — AL'S ALLIED ASSOCTATED ART AND x| € credt Entered by [Li/
Salesmanls — EDWARD ENGLAND =l Purchasing Agent [Laura

Billto Bilto £

Deliver to (if cifferert)
Compeny [£L'S ALLIED ASSOCIATED ART AND ALL

Company [40=
Address: [123 MAIN STREET

Address: [12 MAPLE ST

Clty. ANTAWHERE State fProvinoe: |1~ City:
Tip Code: [ 11111~

cust. por[125455

ANOTHER CITY Stete /Province: e
Tip Code: [117111-

Del. Instr ICALL FOR DELW. APPT. 800-111-1111

Ship Da‘elﬂ?lﬂﬁlﬁm

PO Date 052104

Ship via |BES‘ Way - FRD Terms |w1u MNET 30

petete | procsed | wad |

Once you have confirmed that this is indeed the order you want to delete, click the
Review & Delete tab and click the Delete button at the bottom.

', 1: Delete Order #48767 FABRI \ STLYMA

Ordler Header | Billboard | Ordier ftems | Entlngl Comments | WMall Grderlvoice | Review & Delete |

ARTHUR J. KAUFHMAN Sales Company Fage 1 of 1 B
Marufacouring Representativ
F.0. Box 16330 / 261 Narraganse = / E. Providence, EI 02916

phone: 401-438-5600
wats: B00-556-6254
fax:  4D1-431-0606

* Custemsr POF: POPORO
r *  Broker Ordg: 48767
Ship Ta IDg: 777

€old To: J. STONE & SON, LYNN, MA
Ship To: J. STONE & SON

Order To: FABRI-KAL CORPORATION

Change Order #: 1

The following changes should be made to this order as of 12/03/02

~Entire Order

£48767 has been daleced.

Delete: Woid Close

You will be asked to confirm that you want to delete the order.

areyouswer |

Are you sure pou want to delete this order?
All infarmation about thiz arder will be lost,

Twice. (Better safe than sorry!)
Application Message |

@ Are pou sure you want ko delete thiz record?

Mo |
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If you choose to continue, the program will process the deletion, including printing a
Change Order if your company chooses to print Deletion Change Orders automatically.
You will also be asked if you want to print Order Notes — a full history of all notes
entered for the order being deleted.

print?

@ Do pou want to print Order Motes before deleting’?

Finally, you will be notified that the deletion process has been successfully completed.
Deleted |
@ Order # 43645 has been deleted.

Open Orders/Open Items/Backordered Items

This option allows you to view open orders from a number of perspectives. Choose the
type of open order you’d like to display from the three buttons on the left of the form.
You can narrow your search to only one mill, only one customer or a single
mill/customer combination if you choose. You can also limit the order date to a specific
starting and ending date. The more you limit the report, the quicker it will run.

A Open Orders:1 - 0 o] x

Date Range:
(optional)

Stert Date: | 01)01/30

End Date | 040604

il [F*Cust  [=DelivDate [#Status [#Ordi [#Cust PO PO Date [Cases  [wight  [cube [Totel § Purch.Agert [~

Display X Mil\l w* - L1l Mills
" (Open Orders

" Bachordered tems

Customer [ #5455 — 211 Customers

Ll Ll Ll

€ Speciified Open tem Stook # |

Find Print Cloze
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Once you have specified the limits, click the Find button. Remember that it may take a
minute for the data to appear, especially if you have not applied any limits.

174911 IO [ 3
Mil[ ++ - A1l Mills Date Range: . o
¥ Open Ortiers (Opton))
£~ Backordersd fems Custamer [+ 5 %% — A1l Customers Start Date: [ 01,01 /30
" Speciisd Open tem stock# | End Date | 05721104
[Purch Agent

MCMAIR |BBBEEE 010103 O 173438 | 50074 111202 10560 MIKE L

MCHMAIR |BBBEBE 09/15m3 O 184885 |30-77027 0941 003 3 43 1 86 |MIKE L

MCHAIR |BBBEEE 1007103 B 185642 | 78821 0929103 2025 o o 45922 MIKE L

MCHAIR |BBBEEE 102803 O 186608 |30-51186 102303 p) 450 1" 935 MIKE L

DISPFP BBBEEE 103103 O 1867T12|51499 102703 1 549 135 1502 |MIKE L

GENPAK |BBEBEE 110303 |0 18647530922 102103 ar| el w9 14424 |LEEANNE —

GENPAK |BBEBEE 110303 (O 18672981562 102703 a9 w2 5430 lauric

MCMAIR |BBEBEE 110403 (O 186718(81513 102703 41| 19823 74 21857 |MKE L

DISPP  |asdsBA 110403 (O 186771 [DOUG1028 102503 28 2315 402 4430 [DOLG

MCMAIR |BBEBEE 110403 (O 196991 | 50-82039 10003 21 £33 1548 |MIKE L

MCHAIF: |BBEBEE 110403 (@ 136397 | 50-82038 103003 2 * 1 35 |WKE L

FLBRI BBBEEE 110503 O 186779 |&1762 102803 1240 20361 ikl 21886 LEEANNE

(GENPAK |AAL884 110603 O 186886 |GP102803 1030003 332 3033 1280 4877 |[CAROL

(GENPAK |AAL884 110703 O 186917 |DOUGTO30 1030003 455 2836 1730 4830 | DOUG

(CENPAK |BBBBBB 1111003 O 187050 |82271 1103103 982 5709 3090 5429 | LAURIE hd

Fin! | Brint | Close |

Double-click an order number to view or edit that order. Sort the list by clicking the title
of the column you want to sort.

Click the Print button to preview a report of the items in your list. If you have sorted the
list, the report will do its best to use that order, so if you sort on Mill the preview will be
different than if you sort on Customer. Click the printer button on the menu bar to get a
printed version of the report,

€) UCOES - Debug
File Edit Orders Invoices Commissions @uotes Forecasts Reporfs Ahaintenance Evepfone Qutl Fox/EDI  [Mowigafic

i m | ow oo 1

Report Desigher - openordr.frx - Page 1
PLGE 1 ABCG Sales nc.
062504 (Open Drders List by Line, Gustomer & Delivery Date
0550:32 pm forthe period OTA1O0to 0GRTR4 Open
1l DelDate Status Brokers CustP.0. P.ODate Ship Vi Ship To Value
Principak DISPOSABLE PRODUCTS
b ChUAT
o Customer: AL'S ALLIED ASSOCIATED ART AND ALL
[S— 110403 el 186771 DOUG1028 10728005 Best Way - PFD AL FETALL LOCATION/ANOTHER 442000
el Suhbtotal for AL'S ALLIED ASSOCIATED ART AND ALL G 5
DISFP Customer: BARRY BARNS BOUNTY
(GEMP2 1L72100E [e] le729s 52847 11710003 Best Way - FFD BARRY BARNS /B URLING TOH/MA 10402.00
(GEMP2 1L70E [e] lg728s SO-g2me 11710003 Best Way - FFD BARRY BARNS /B URLING TOH/MA 127.00
AT 111703 e} 187288 5082847 11710003 Best Way - PFD BARRY BARNS/BURLING TON/MA 3200
DISPP 1170403 el 187037 82362 poBiichic) Best Way - PFFD BARRY BARNS/BURLING TON/MA 256,00
(Sl 1114/ [e] 187145 B2MS 1105005 Best Way - FFD BAREY BARNS /B URLING TOH/MA 27400
b ChUAT 11n2m o] 186710 81300 plilglie) Best Way - FFD BAREY BARNS /B URLING TOH/MA 452200
F BRI pRRANNIIc) o] 186711 8101 plilzglic) Best Way - FFD BARET BARMNS /B URLING TOH/MA 1161000
(GEMP2 1LLE [e] leeals 08205 10730003 Best Way - FFD BARRY BARNS /B URLING TOH/MA 27400
(GEMP2 10/3103 el 186712 281493 10020003 Best Way - PFD BAREY BARNS/BURLING TON/MA 150200
[SENPE Subtetal for BARRY BARNS BOUNTY ELL
Total for DISPO SABLE PRODUCTS —
= Principak FABRI-KAL CORPORATION
Customer: AL'S ALLIED ASSOCIATED ART AND ALL
1216002 e} 174211 e 1219002 PREPAID= MOTOR ALS RETAIL LOCATION/ANOTHER praxlAui]
Subtotal for AL'S ALLIED ASSOCIATED ART AND ALL e
Customer: BARRY BARNS BOUNTY
PRty [e] pizoar 81324 plaleciic) PREPAID=-EBES TWAY BARRY BARNS /B URLING TOH/MA praci:dut)
1170403 e} 187220 2M2 11073 PREPAID=BES TWAY BARRY BARNS/BURLING TON/MA 19654.00
111203 e} pig) bea 82458 1105003 PREPAID=BES TWAY BARRY BARNS/BURLING TON/MA 1685500
1105105 e} 18677 81782 1028105 PREPAID= BES TWAY EBARET BARNS /B URLING TOH M4 218800
Subtetal for BARRY BARNS BOUNTY LGl
Total for FABRI-EAL CORPORATION LR
Principak GENPAK CORPORATION
Customer: AL'S ALLIED ASSOCIATED ART AND ALL
1120z el 188917 DOUG1020 10730003 PREPAID ALY RETALL LOCATION/ANOTHER 4630.00
110z e} 1g6a88 GPI02803 10730003 PREPAID ALS RETALL LOCATION/ANOTHER 427700
Subtotal for AL'S ALLIED ASSOCIATED ART AND ALL Eateity
Customer: BARRY BARNS BOUNTY
11191 o] 187121 82459 1105005 PREFAID BAREY BARNS /B URLING TOH/MA 13851.00
1171405 o] 18728 82729 110705 PREFAID BARET BARMNS /B URLING TOH/MA 216700
1LLE [e] leg7ed B3 plake:lic) PREPAID BARRY BARNS /B URLING TOH/MA leglem
1171003 el 187050 2271 poBiichic) PREPAID BAREY BARNS/BURLING TON/MA 242000
pofichic) e} 186475 20922 10721003 PREPAID BARRY BARNS/BURLING TON/MA 1442400
=l B ol

Shows the orevious oaae of the repart
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You can return to the Open Orders form and select other options and limits. Just
remember to click Find when you have entered all your specifications and want to refresh
the list.

Click the Close button, the X button in the upper left of the form or the Esc button to exit
the form.

Recent Orders

HH Recent Orders: 1 N [

“Cust. P.O.

E [Change #[*Typed [*P.C. Date
\TED ART AND ALL 123456 L 1211200

212004

2

1
=)
ES
fa}

Any order that appears on this list has a copy of the original order printout still stored on
the server. These files are stored for a certain number of days, usually 45, and that
number can easily be changed to suit your site’s needs. Click the Print button to reprint
this copy. Double-click an order number to view or edit the order. Note that most of the
fields in the list can be sorted by clicking the column title. (If you want a hard-copy
printout of an order that is no longer on the server, use the Sales Order Recap from Order
reports. Its format is not identical to the original order’s, but it contains all the
information from the original order plus any changes that have been made.)

Order Reports

Order Hotes
PO, Listing
Sales Order Recap

-
Output Destination
1% Print Preyiew
" Send to Printer
€ Sendto Ted File Close
" Send to HTML ~
" Send to Excel

Click the Order Reports menu option to view a list of reports related to orders. You can
also access Order Reports from the Reports menu. See the Common Report Features and
Behaviors topic in the Reports section of this manual for more information on specifying
and running reports.
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Section IV

Invoices

-44 -



UCOES User Documentation July 21. 2004

Invoices Module

Within the Invoices module, you can add a new invoice, edit an existing invoice or
change the status of an order that was previously entered. You can enter a Shortcut
Invoice to create a corresponding order record without details and you can run reports
related to invoices.

's | Imvoices Commissions Quotes Forecasts
. MNew/Change/Order Status  ALT+N
Shortcut Ihvoice
Invoice Reports

Adding or Editing an Invoice
To enter or edit an invoice, click New/Change/Order Status, the first option on the
Invoices menu. This will display the Invoice & Commission form.

) Invoice & Commission: 1 !Eﬂ
Order Number [ i | Order Status |
cust. poz| Customer | Eototslssess [
Ship Date [ 1/ Salesman| Eptataiconms [
PO Date| /1 Del Instr. |

Invoice & Commission Data | Detail Data | Order Status & Notes | Short Pay Notes

[* # " Inv. Diate[** Invaice # [*Invoice § [Comim Date (Comm Amt [Comm Stet |Inwoice Shart [Commiss. Short |+ Add

g |

Delete:

Total Invoices

I Find Grder )| Find invoice Save Procesd woid Close Entered by [Lv

Adding an Invoice

Each standard invoice must be associated with an order. To add a new invoice, click the
Find Order button at the bottom of the form. This will display a Find form just like the
one you use in the Orders module. You can find an order by Order Number or by
Customer P.O. Number.

m‘ 4 Search for Order Number and/or Customer PO:1 _ o] ;Iglil

rcer Mumber Status [
Cust. PO, sales §
]
Ship Date | 7/ ormm. §
PoDate| / Find PCH#
Invaice & Cammic
Findbow | select | Clear | Close | ‘ [¥ Close Window on Select
=2 [ inv. Date E L |
Qrder # PO Date [Custormer |Customer PO [Mill - Exiit |
Defete
Total Invoices
g =T
Findrder |  Findlnveice Save Proceed Void Close Enterec by | L
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Editing an Invoice

To edit an existing invoice, click the Find Invoice button at the bottom of the form. This
will display a form so you can enter the invoice number. You can also use the Find Order
button to find an order that has an existing invoice applied.

: =0l x|
Ordler Number L |_
Cust. PO#: e 3
S| -« Find Inveice & A
PO Date| 1
Inwoice & Cammise
[ # " inv. Date| Findow | Select Clear cose | ‘ I¥ Close Window on Select Add
Edi:
Inwaice # Orcler# |Line Custarmetiny. Date It Annnt Order St~ _I
Delete:
Total Invoices
N
Eind Order [ Findiwoice | Save | Proceed woid Close Entered by [Lw

Once you have selected an existing order or invoice, the Invoice & Commission form
will display the data on file for the order at the top of the form. You cannot enter or
change order data here (as indicated by the gray background of the boxes). If the order is
closed, a warning will appear in red. You will still be allowed to edit the invoice data.

) Invoice & Commission 1: Order #185345 \ Invoice # 238551

Oreer Number I 185345 Mill IGENPAK CORPORATION Crder Status I?
Cust Po#lGPEn a03 Customer IAL‘S ALLIED ASSOCIATED ART AND ALL Exp. iotal sales § 7787 00

Stip Dat= 092503 Salesimian [FRED FRAMKLIN Exp. total camm. 384 00
PO Date [09/1 3103 Del. Instr. [CALL FOR DELY. APPT. 976.948-7276
Invaice & Commission Data | Detail Data | Crder Status & Motes | Short Pay Notes |
= # [ Inw. Date[** Invoice # |+ Invaice ${Comm Date|comm At [Comm Statfamt. Short fram Co.[ from Salesmn|pd. Back | ~ Adkd
1092612003 238551 77965541 02002003 265.09)
et |
Delete

Total Invoices
3779 B4

B order_ | |{ Find vaice | Save Procesd Woid Close Entered by |Lvv

The Invoice & Commission Data Tab

If there are any invoices already entered for the order, they will appear in the grid on the
Invoice and Commission Data tab. The currently selected invoice displays an arrow at the
far left side of the grid. In addition, the invoice number is displayed along with the order
number at the top of the form.

**PLEASE NOTE***
The information you enter on subsequent tabs applies to the currently selected invoice,
e.g. the invoice number displayed at the top of the form.
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) Invoice & Commission 1: Order #1B5642 \ Invoice # 78158

Oreer Number I 185642 Mill IMCNA\RN PACKAGING Crder Stetus I?

Cust Po#l 76821 Customer IBARRY BARNS BOUNTY Exp. total sales § | 4892200

il

Shig Date|1 Q0703 SaIESmEnIDENN\S DRISCOLL Exp. total comm. § 1213.00

PO DE‘EIDBQBIEIS Del. Instr. IMUST RECONFIRM PRESET APPT OR ORDER WILL BE REFUSE

Invoice & Commission Data | Detail Data | Order Status & Motes | Short Pay Notes

@ | I, Date|** Invoice # |** Invaice $/Comm Date|Comim At |Comm Statpamt. Short| from Ca.|- from . Back |« Ak
3855120 14 0.00]
10/07/200: TEXT20 1 0.00] Edit |
Ffor 420035328 216720 1 1 00|

.

Delete

Total Invoices
348545 60

4 3

i Srgr 1| Find fwsice | swe | proceed | wod | gose | Enteredy [

To add an invoice to the order, click the Add button to the right of the grid. Clicking the
Add button will display a form that allows you to enter invoice, commission and/or short

pay data.
- ||
Oriter humber | 1856 Add / Edit Invoice Order Status [B

Cust. POR|76821 |1 ico pata Exp.totel ssles § | 48922.00

Ship Date [ 1007103 icice Dete [N Fregs Exp.tatel comm.$ [ 1215.00
PO Date [ 0912903 Invice Humber Cash Dissount %

0

Invoice & Commissior Gross Invoice Entered by | LW
PN
= #[* inv. Date[* I Date Ful. Back [~ Al
{107 /20037812 Commission Date | / / Commission Amount §
2100720037812 a I Ecit
301412003 7B3Z OMMISSIon Stails j
— petete |
Short Pay Data ] | Total nvoices
Amourt Short Paid Back | $48545 60
Deducted from Company Deducted from Salesman —
; Procesd \oicd =
End Order | FindInvoice | Save | Procesd | Woid [ Close Enteres by L

You are not required to enter all of the data at this time. Enter as much as you know and
click Proceed.

8 Invoice & Commission 1: Ovder #185 —o]x|

Orcler Number [ 185842 Wil [MCNARN PACKAGING Order Status F
e e | - |
Add / Edit Invoice
i 1213.00
Shin Date 100703 = ke Exp. tatal comm. $
PO Date [0ar2903
Invoice Date | HEEIE

Inwoice & Commissior

Freight 3 000

Inwoice humber | 75328 Cash Discourt % | 2.00

Gross Invoice § 2167.20 Erteres by [th

** # [ Inv. Datef** Ine Pd. Back | « Ldd
1100720057512 Commission Data
310/ 4/2003F832 Commission Date | // Commission Amount § 000

Delete

Tatal Invoices
$48545 B0

Commission Status A

Short Pay Data

Amount Short Paid Back
l—

Dedductedd from Company Deducted from Salesman K

Procesd oid

«
i

Entered by |Lv

The Add/Edit Invoice form will close and your new invoice will appear in the list.

To edit an existing invoice, highlight the invoice you want to edit in the list. You can
double click on the invoice number or invoice date or you can click the Edit button to the
right of grid. In each case, the Add/Edit Invoice form will display for the invoice you
selected. You can add additional information or change existing information. Select
Proceed to save your changes or Void to discard changes. If there is more than one
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invoice, remember that your changes will apply to the currently selected invoice. Pay
careful attention to the invoice number displayed in these cases.

The Detail Data Tab
€ Invoice & Commission 1: Order #185642 \ Invoice # 78158 [T
Order Mumber I 185642 il IMCNA\RN PACKAGING Order Status I?
cust, Po#[76021 Customer [BARRY BARNS BOUNTY Exptotal seles § | 4932200
Ship DBtEI1DIﬂ7/ﬂ3 SE\ESmEHIDENN\S DRISCOLL Exp. total comm. § lm

PO DatelUBJQBJ% Del. Instr. IMUST RECONMFIRM PRESET APPT OR ORDER WILL BE REFUSE

Invaice & Cormmission Data  Detail Data | Order Status & Motes | Short Pay Motes | _

& [ Code [Descrigtion [ant OroeredTat this UnifFie PricelUnt | =] giose Al (Shipped
101459 15"¥1000' PEA,CH BLS 20 20| 20} 1260 1260ROLL = Orderec))
2posis 18X1000 408 WHITE 336 336 168 1440 1440ROLL Backarcier Al
3pos1e 15X1000 408 WHITE 168 168 4] 1200 1200ROLL
408113 18" BLMG18 30 BLE 168 168 [ 1290 12g0RCLL | 2
sEsn BL-20 12X12 GRFF G| 1 1 1 29.00]  29.00CASE Edit ftem
6019008 163742437 QUIL GRY 600 00| 400) 2200 22.00CASE
FMETZ 1624 2T# SILICONE 100 100| 100/ 5430 5430CASE Delete tem

[T =p3oooz MHD-5 510 JUNIOR | an a0 arl 3050 3050CASE ‘View Open Only
a[io14s6 EMG-15 1 5:1 000' FR B0 B0 &0} 24200 2420ROLL ey Tvew—
10[101487 EMG-18 18x1000' FRI 112 112 112 3560 3560ROLL | o oW Al Ordored |

Find Order | Findiwoice | swe | Procesd | vod | Goss | Enteredby [Lwv

When you have chosen an order and applied an invoice, the detail data tab will display all
the items on that order.

If this is a simple order where everything shipped as ordered, Click the top button to the
right of the list; Close All (Shipped = Ordered). This will automatically fill the Tot
Shipped field with the amount in the Qnt Ordered field and set each item status to Closed.

The Backorder All button sets the status of all items to B.

Use the Add button to add an item that did not appear on the original order and the Delete
button to remove an item that was dropped from the order.

The Edit button will bring up a separate form to edit the currently selected item, but you
can type directly into the Tot Shipped, Shp this Inv and Status fields. This will probably
be easier and quicker for you. If you enter a number into the Tot Shipped field, the Shp
this Inv field will be filled automatically and vice versa. If the Tot Shipped field is equal
to or greater than the Qnt Ordered field, the status will be changed to “C”. If the Tot
Shipped field is less that the Qnt Ordered field and the Status field is “O”, the status will
be changed to “B”. In some cases, the item will be considered closed, even though fewer
items were actually shipped than were ordered. You can manually change the status to
“C” and the system will not attempt to “fix” it again.

- 48 -



UCOES User Documentation July 21. 2004

Sometimes a single order will result in several invoices. When the second invoice arrives,
you may want to hide all the items that were closed on the first invoice and view only

those items that remain open. Use the View Open Only button to filter the list to the items
that are not already marked as closed. You won’t be distracted by items that don’t require

your attention.

T . o N
) Invoice & Commission 1: Order #1B5642 \ Invoice # 78158 9 [s1 Y
Order Number | 185642 Ml [MCHAIRN PACKAGING Order Stafus F
cust. po#[7ee1 Customer [BARRY BARNS BONTY Exp.total sales § | 48922.00
Ship Date [10m703 Salesman [DENNIS DRSCOLL Exp.totalcomm. § | 1213.00
PO Date (0329103 Del Insir. [MUST RECONFIRM PRESET APPT OR ORDER VMLL BE REFUISE
Invoice & Cammission Data  Detail Data |Order9tatu5&Nntes Short Pay Notas | _
= ¢ [ Code [Description [art orderedTot Shipped[Shp this InvStatufPriceinitFile Pricent |« | Close 21l (Shippes!
o 2qF2ER2 BX3/4E. 34 CHICKES 15) 0| oB 2510/ 25 10CASE = Ordered)

Backorder Al
Al tem
Edt tem
Delete ftem
{iew Open Only;
< ¥iew &l Orcered

Eind Order Find fnvaice Save Brocesil oid gase | Enteredty [ow
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The Order Status & Notes Tab

8 Invoice & Commission 1: Order #185642 \ Invoice # 78158

185642

Order Number |

Ml |MCNA\RN PACHAGING

Crder Status F

Cust, POR[ 78821

Customer IBARRY BARNS BOUNTY

Exp. total sales § 4592200

Ship Date|1 0703

Salesman | DENNIS DRISCOLL

Exp. total comm. § | 1213.00

PO Dete [09/28103

Ded. Instr. IMUST RECONMFIRM PRESET APPT OR ORDER WILL BE REFUSE

Invoice & Commissian Data | Detail Data  Order Status & MNotes | Shart Pay Notes

Order Status Backordered — SOME Items Still Open -

PREAPPOINTED FOR PP=n ~ HOTHING Shipped =
CARRIER MUST CAll Closed - ALL Items Complete

ORDERWILL BEREf shipped - Inwoice NOT Yet Recorded
DO NOT SHP V1A Al ey TR
THANK oL BE = o

Items 5till Open

W FLEASE CORRECT PRICES OR 105125 & 107076 DUE TO REVISIONS 1!
e Endl of Comments from the Originl OrderiCrecit ~ene

|

Entered by | L

Finel Order Find Invoice Save Proceed Woid Close

Use the Order Status dropdown list to change the order’s status. You can view all notes
already on file for this order and add additional notes if needed. These notes are stored as
part of the order.

The Short Pay Notes Tab

. o s mmn
Invoice & Commission Data | Detail Data | Order Status & Notes  Shott Pay Notes
Hotes relatec to short-pay invoices can be added here =
Find Order Fird Invaice Save Proceed Vit Close Entered by |LAY

Use this tab to record notes explaining any Short Pay invoices. These notes are stored as
part of the invoice.
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Shortcut Input Form (Invoices)

) shortcut Input Form:1 (Invoice) 9 [ JEY

{Order

Qrler hotes. | Inaice fEommissinn/ Ehort Fay |

| =l Orcer Number
Customer | = Ertered by
Salssman| =l

Company |
Cust. PO#

Al
= : PODate| i/

City: State / Province: -
Zip Coe:

Header Comments: |

Hew Findl Erocesi i Close

Use the Shortcut Input Form for Invoices to record invoices received when no order was
ever entered. A bare-bones record is created in the order data to accompany the invoice
data so you don’t have to enter all the order information details.

T "
€ shortout Input Form:1 (Invoice) #187328 FABRI \ AAAAAA [_[o] =}
Order | Oroler Nates | \nvmcemnmm\ssmnfshnnPay|
Mil| FAERI - FABRI-KAL CORPORATION =l Ordler Number | 187326
Customer [ ALAALA - AL'S ALLIED ASSOCIATED ART MND .~| Entered by [Lw
Selssman[5 — EDUARD ENGLAND =
Company IAL'S ALLIED ASSOCIATED ART AND ALL P.0. Data:

Cust, POR| 55555
Address: |123 MAIN STREET
I PO Date | IEEEIL

City: ANYWHERE State fProvince: [1s +
Tip Gode: [11111-

Header Comments: I"Order Entered with & Summary Invoice on 06/21/04

Proceed oid Close

When you are positioned in the P.O. Date field, you will be reminded that specifying a
P.O. Date will cause the invoice amount you enter on the next tab to be used as the order
amount as well.

After entering the Order data, use the Invoice/Commission/Short Pay tab to add
additional information. You are not required to enter all the data.

€ Shortcut Input Form:1 (Invoice) #187328 FABRI \ AAAAAA =13
Orcer | Qrelzr hotes Invoice J Commission f Short Pay |

Invoice Data Commission Data

Commission Date | / ¢
Invoice Mumber Comimission Amaurt §
Commission Status | Clozed -

Closed
Short Paid
Resalved

Invoice Date [ / /

Met Invoice §

For commission estimate onhy:

Freight §
Cash Discourt %

Save Proceed Void Close
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If you indicate in the Commission Status dropdown that this is a Short Pay invoice,

additional fields will appear so you can add short pay data

if it is available.

7 .
) shortcut Input Form:1 (Invoice) #187328 FABRI \ AAAAAA =]
Crder | Order totes Invoice ] Commission S Short Pay
Invoice Data Commission Data Short Pay Data
Invaice Date | # # Commission Date | / / Amourt Short § -
Invoice Number Commission Amourt § Paicl Back §
Met Invaice § Commission Status | Shart Paid Deducted from Comparty §
Deducted from Salesman §
For commission estimate onhy: Short Pay Hotes
Freight §
Cash Dizcount %
Save Proceed Yoid Close

If you want to edit a previous invoice, click the Find button on the Order tab. You will
enter an order number or customer P.O. number to locate your record. As you can see in
the form below, if an order already exists you will not be able to change any order data
but you can edit invoice, commission and short pay data on the next tab.

£ .
@ shortcut Inpur Form: 1 (Invoice) #186607 MCNAIR \ BEBBBE = o]
iOrder ¢ | Orsier Nstes | \nvnlceanmm\ssmnIShnnPay|
Wil HEHATE — NCNAIRN PACKRGING = Orcer Number | 186807
Customer [EBBEEEE -~ BARRY BARNS BOUNTY = Ertered by |SUZE
Sslesman[3  — DENNIS DRISCOLL =
Company [E2RRY BARIE BOLNTY P.0. Data:
I Cust. POR[ 021185
Address: [ 0.0 BEE
PO Date [ 102502
Iﬁ BOUNDARY AVE
City: BOSTON State fProvince: |14
Zip Cade: [11171-
Hearler Comments: [PLEASE SHF VITH HENT DEL 10 S0R00
Procesd Woid Close

Invoice Reports

Invoice Cutoff List
Invoice Listing
Lete Inwoices

Outout Destination

& Prirt Preyiew
 Sencito Brinter
 Sencito Test File
 Sencito HTML
" Sendto Excel

fun

Close

Select Invoice Reports from the Invoice menu to see a list

of available reports related to

invoices. You may also access Invoice Reports from the Reports menu. See the Reports
section of this document for additional details on how to run reports.
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Section V

Commissions
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Commissions Module

[
Commissions Quotes Forecasts  Bids
_ Add/Change/Bisputed Follow-up
Shortcut Commission
Browse Entry
Automatic Estimation
Commission Reports

Since commissions are based on invoices, the Commissions Module is closely tied to the
Invoice Module. You use the same form to add and edit standard commission data as you
use to enter standard invoice data. If all the information is available, you can enter
commission data at the same time you enter an invoice. If not, you can come back and
add commission data at a later date.

Estimating Commissions

There are a number of places in the UCOES system where we attempt to estimate
commissions as accurately as possible based on the current information available to us.
As an order is processed through the system, additional information such as actual
quantity shipped may result in a different estimate than the one we would have made at
the time the order was placed.

When we calculate an estimate for a given invoice we try to use the most accurate
method first, but if the necessary information is not yet available we use the next most
accurate method and so on. These are the steps we take:

1. If there are invoice detail records, we use the invoice quantity, order price, order
commission rate and freight and cash discount (if any) to calculate the

commission

2. Ifthere are no invoice detail records, is it a dollar credit? If so, the commission
rate is specified on the credit. We’ll use that rate.

3. If there are order detail records, we use the commission rate times the Invoice
amount.

4. Is this an order identified by “ROZ/WH” in the order comments? If so, the
estimate is always 0.

5. If none of these apply, we calculate the estimated commission based on the
default commission rate for the mill applied to the invoice amount.
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Add/Change/Disputed Follow-up

(O] x]
Oreler Status |?
Exp. total sales § m
Exp. total camm. § 500

8 Invoice & Commission 1: Order #186607 \ Invoice # 78700

Oreler Number | 18E607 il |MCNA\RN PACKAGING

Cust PO#I S0-81185 Customer IBARRY BARNS BOUNTY

Ship Dste|1 02803 SalesmanlDENN\S DRISCOLL

FODate |1 0023003 Del. Instr. IFLEASE SHIP WITH NEXT DEL T SOFCQ

Invoice & Commission Data | Detail Data | Qrder Status & Notes | Shart Pay Motes |

* Invoice $/Comm Dete|Comm Amt [Comm Stef|
171.30) 14

Pd. Back

Ak
e |

Delete

Total Invoices:
$171.30

I** Invoice # Jamt. Short|- from Co |- from Salesmn|

2700

= 2 [* v Date|
o 1homszo:

Find [nvoice Save Procesd Woid Close Entered by |Lvv

inel Order

This is the same form you use to add and change standard (i.e. not Shortcut) invoice
information. See the Invoice Module section for details on using this form. To add
commission data to an existing invoice, highlight the invoice and double-click or click

the Edit button.

) Tnvsice & Commission 1: Order #1B660F o i 3

el I Add 7 Edit Tnvoice Ondler Status F
Cust. PO#|S0-61185 total seles § 17100

Invoice Data

Ship Date [10/2803 Invoice Date | [iEE0E Freight | 0.00 total comm. 3 | 500
PO Date |10/2303 Inwvoice Number | 78700 Cash Discourt % | 2.00
(el & Camisel Bt Gross waice § 17130 Entered byt
Ci It Data
= # [ Inv. Date] Invaice : Bk [+ Add
o8003 FaTo0 Commission Date | 7 ¢ Commission Amourt =
commissonsaws| =]
Delete
Short Pay Data "
Total Invoices
Amourt Short Paid Back F171 30
Deducted from Company Deducted from Salesman
Procesd Woid K
4 b
Erdorder | Frdmvaice | Sove | pracess | wan | gese | Emercawy Jow

The Add/Edit Invoice form will appear. Add your commission data (and Short Pay data if
needed). Click Proceed to save your changes or Void to discard changes. The Add/Edit
Invoice form will close and the data you added will appear in the invoice list.

Shortcut Commission

T —
) shorteur Inpur Form: 1 (Commission) _olx]
rder |Qrder Notes | Inwaioe d Commizeian [ Shart Pay|
il = Ordler Number
Customer [ =l Entered by
Salesman | =
Companty I P.0. Data:
| Cust. PO#
Address:
| PO Date| 1/
City: State / Province: -
Zip Corte:
Header Comments: |
e Proceed “oid Close
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Again, this is the same form you use to enter Shortcut Invoice information. It creates a
bare-bones order record. If you are using this form because you have selected Shortcut
Commission from the menu, you will be required to enter both invoice and commission
data. (If you selected Shortcut Invoice from the Invoices menu, you will only be required

to enter invoice data before saving.)

The Shortcut Commission form can only be used to enter commission data when there is
no related order or invoice data already on file. So your only option is the New button.

3 shorteut Input Form:1 (Commission) !Em
EOrdel’ |Qrder hites: | Invaice [ Gommissioni Short: Payl
il = Ordler Number
Customer | =l Entered by
Salesmen| =
Campany I P.0. Data:
| Cust. PO#
Address
| roDate| 11
City State / Province -
Zip Code:
Header Comments: |
New Proceed vaid Close
Y ou enter minimal order information:
) shortcut Input Form:1 {Commission) !Em
Order | Oreler hotes | Irvaice [ Cormmission [ Shart Pay |
P ontertunber [ 197355
Cusmmarl =l Entered by [Lwi
Salesman| =
Company I P.0. Data:
| Cust. PO?
Agdress:
| PO Date| 1
City: State { Pravince: =
Zip Code,
Header Comments: [
Hew Proveed vaid Close
9 shortcut Input Form:1 (Commission) #187329 DISPP \ BEBBBE o] x]
Ordler |Qrdeeres | InvmcaICnmm\ssmnIShnnPay|
MII\IDISPP - DISPOSABLE PRODUCTS j Creler Number 187329
Customer [ BEBEEE - BARRY BARNS BOUNTY = Ertered by |Lv
Ssesmen|3 - DENNIS DRISCOLL =
Company [BARRY BARIE BOLNT P.0. Data:
| Cust, PO 1234557
Address: |F. 0. BOX BEB
PO Date | P5/21 04
[11 Bounpary ave =[b
City: BOSTON State fProvince: |11s
Zip Cocle: | 11711~

Header Comments: |~Order Entered thru Special Input on 06/21/04

proceed | wod | ciose

If you enter a P.O. Date on the Order tab, the invoice amount you enter on the next tab
will also be recorded as the order amount. The red box that displays next to the P.O. Date
field in the form above appears as a reminder each time you enter that field.
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Next, enter invoice and commission information:

€ Shortcut Input Form:1 (Commission) #187329 DISPP \ BBBBEB =1

Order |gmaeres Imvoice ! Commission/ Short Pay

Invoice Data Commission Data

Invoice Date | 062104 Commission Date |08/21/04
Invaice Number | 1234567 Commission Amount § 6.00
Net nvoice § 12345 Commission Status | Ciosect -

For commission estimate only:

Freight § 400

Cash Discount % | 2.20

T

Note that the Commission Status above is set to Closed. No Short Pay fields appear in
this case.

In the following form, where the Commission Status field is set to Short Pay, the form
displays Short Pay Data and Short Pay Notes fields. These only appear if the commission
status is set to Short Pay.

€ Shortcut Input Form:1 (Commission) #187329 DISPP % BBBBBB (O] =]

Qrder | Croler blotes  Inwoice S Commission f Short Pay |

Inuoice Data Commission Data Short Pay Data

Invoice Dete | 0521104 Camimission Date | 08/21.04 Amourt Short §

Invoice humber | 1234567 Commission Amourt $ 6.00 Paid Back §

Het Invoice § 12345 Commission Stetus | Short Paid Deciucted from Company §

Deducted from Salesman §

For commission estimate only; Short Pay Hotes
Freight 5 400
Cash Discaunt % 2.20

Save Proceed Woid Close

If you attempt to save without entering invoice and commission data, you will be warned
that both are needed before the record can be saved.

Missing expected data
@ You picked the menu choice for Shorteut Commissian,

This chaice requires Invoice and Commizsion data.

Please enter required data or click Void
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Browse Entry

The Browse Entry option on the Commissions menu allows you to quickly enter
commission data in a grid.

You can limit the list of open invoices to a single mill’s by selecting the mill from the list
at the top of the form. When you exit the list by pressing Tab or choosing another field on
the form, the list will automatically update to reflect your choice.

The grid can be sorted on various fields by clicking the column title that you want to sort.
If you are using an original document sorted by invoice numbe, date, order number or
customer P.O. to enter data, you can speed up data entry by sorting the UCOES list that
way, too.

B Commission Input:1 !E X
Open involces for mil [FABRT - FABRI-KAL CORPORATION |
Check Date | 06/2114 Commission Status | Closed - Commission % | IR
Apply Check Date and Status Muitiply Commission % x Inv. Smount Apply Estimates Commissian
(AR (ASE

s 5 [CMS hlotes [CMS Date [CMS Stat Ivoice § [*Ivoice # [ Inw, Dete]** Broker # [ Cust. PO, [#Cust Code[sCashDisc[ |
0.00mema [ 9746160148034 TASE2003 436533653 000
I 0.00memo s -5590.13901 43033 FHS003 4365443654 00
I 0.00memo ' 1085290149765 7H 012003 436RAPRILOZ 000
Il 0.00memo 1 7725080152861 19/08/2003 1836964052 200
Il 0.00memo 1 -Ba52 3750150874 1Bi08#20013 4430590150874 000
Il 0.00memo 1 604 0080153581 19/ 62003 1644195228 200

Il 0.00memo 1 19534 8590152531 19/0242003 16450775472 2.00—]
Il 0.00mema it 20427.7480152862 19/09/2003 18468575101 200
: 0.00mema it 20074 5680153562 194162003 18491 26796 200
] 0.00mema X 20153 2080153723 SABI2003 16503677147 200
] 0.00mema X 18770.09801 53879 922003 16514477417 200
0.00mema X 31 pEAVISIT 24 9N 92003 18514477417 200

[ 0.00memo ' -6452.3590153038  pan0r2003, 440550015303 a0 o
< | 3

save Closs

If you have a number of invoices that are paid on a single check, enter the check date and
commission status above the list on the left of the form. Select the first invoice that
belongs with the check and press the Apply Check Data and Status button. (You can also
press Alt + D if you prefer keyboarding to mouse clicks.) The check number and status
will appear in the currently selected record and the record pointer will drop down to the
next record in the list. If you filter your list and sort it appropriately, you may be able to
repeatedly click the button and apply to all the invoices in a flash.

EA Commission Input:1 !E X
Openinvoices for mil[FABRT — FABRI-KAL CORPORATION |
Check Date [06/21/04 Commission Status | Closed - Commission % | BB
Apply Check Dete and Status Mutiply Commission % x . Amourt Apply Estimated Commission
(Albeh) (Al

vz § |CMS Notes [CMS Date |CMS Stat voice E\nvmce #  [*inv.Date]*Broker# | Cust.P.O. |*Cust Code[%CashDisc|«|
|| 0.00(mema I 5746 1680149034 711572003 43653743653 SEEEEE) 000
|| 0.00[mema I -5890.1380149033 711572003 4365473654 BBE666 000
|| 0.00(mema I -108,5280149766 1107200 436664PRILD3 BBE666 0.00
L 0.00(mema I 772.5080152961 197097200 1 BBE666 200
|| 0.00mema I 6552 4430980150874 BBBBEE 0.00
|| 0.00mema I 8040080153581 16441 BBBBEE 200

Il 0.00memo i 19584 5580152531 1BS07FST2 EEEEEE 200
Il 0.00memo i 20427 7480152962 19109200 15468575101 EBEEED 200
Il 0.00memo i 20074 5680153562 13 BI200 15491276796 EBEEED 200
Il 0.00memo i 20153 2080153723 131 3200 185038F 7147 EBEEED 200
Il 0.00memo i 16770.0980153878 1923200 1851447417 EBEEED 200
L 0.00memo I 3 E5RINSIT2 191 9200 1851447417 BBEBEE 200

L] 0.00pmema Ix] -5452.3890153038 191 0200 4495590153038 EBBBEE 0.00 -
il | »

Save Close
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To fill a commission amount based on a given commission rate, enter the rate in the
Commission % field and Click the Multiply Commission % x Inv. Amount button (or
press Alt + M). The CMS § field will be filled with the results of the calculation.

The Apply Estimated Commission button (or pressing Alt + E) fills the CMS §$ field
based on the standard method of estimating commissions. (See the Estimating

Commissions information in the Commissions Module section of this document.)

Commission Reports

 Send to Text File
 Sendto HTML
1 Send to Excel

Select Commission Reports from the Commissions menu to see and select from a list of
available reports related to commissions. You may also access Commission Reports from
the Reports menu. See the Reports section of this document for additional details on how
to run reports.
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Section VI

Quotes
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Quotes Module

& ucoes _[=]x]
File Edit  Orders Invoices Commissions | Quotes Forecasts Reports Maintenance Everyone Outl Fax/EDI  Mavigation  Wincow  Help

| MNew / Change / Delete
Print Remote Quotes
Replicate
Quote Reports

There are many similarities between Quotes and Orders. A single form is used to create a
new quote, edit and existing quote or delete a quote. To work on a quote, click the
Quotes pad on the main menu then click the New/Change/Delete option on the drop-
down submenu. A blank form will appear.

Quote Header |Quu1eitems (SKUs) | Quantities and Prices | Comments & Conditions | Results | Preview - Print- Save |
Quote Number Enteredby [ Quote Stetus -
auote T | Guote Date l/t—
customer | =l Eqrepate[
Salesman| |
Amhmny|
New | ga

New Quote

To create a new quote, click the New button at the lower left corner of the form. A new
quote record will be created with the next available quote number and the logged-in
user’s name or initials filled in. By default, the quote’s status will be Open.

€ 1: Quote #5629 o] x]

Quote Header |Quuleltems (SKUs) | Quantities and Prices | Comments & Conditions | Results | Preview - Print- Save |

GQuote Number 5829 Entered by [Lvv Quote Status | Open hd

Qucte Thie [| Quete Date [ 7
Cus‘lnmerl = Expire Date [ 1 1
Selesman | =

Authorty

Procesd it Closs

Find Quote

To edit an existing quote, click the Find button near the lower left corner of the form just
to the right of the New button. A form will appear that allows you to enter a quote
number and/or select a customer.
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EIEE
Quotz Header |Quma" "'“Find - Records Found: 19 [_[=[x] VE|

Quete humber

Quate Title

l_
l_

custamer l_ Find Quate #l—
l_
l_

Salesman Cus‘lumerlﬁkiﬁ.ﬁk - AL'S ALLIED ASZOQCIATED ART AND j

Authority

Finchow | Select Clear Close | ‘ J¥ close Window on Select

[Quote # [Customer[Quate DatefExpires [Tile [Typed| =
5385 ALAAARNTASOZ |12¢ 507 AEP TWINPAK SEALWRAP & DISPENSERSLISA
5356 ALAAALTASOZ |12 SINJGENPAK BLACK PLASTIC PLATES List,
4337 |ALAAARDEAH0Z |123107HANDI FOIL PRICING LNITED GROUP MEM KTh
5 ABR L| CONTANERS AND LIDS | kim
5 A RP PRINTED CLIP QUOTE

Enter the Quote Number or select the customer for the quote you want to edit and press
the Enter key or click the Find Now button with your mouse. If no such quote is on file, a
message box will display and you can try entering another number or customer. If a quote
with your entry is on file, summary information will be displayed. Press the Enter key or
double-click on the highlighted line or click the Select button with your mouse. The form
will close and the selected record will be displayed on the Quote form. Note that the
Customer field is disabled. Once a quote is entered and saved, the customer associated
with the quote cannot be changed.

Quote Header |Qume tems (SKkUs) | Quantities and Prices | Comments & Conditions | Results | Previgw - Print - Save |
Quote Number 5280 Enferedby [171  Quots Status | Open -
Guote Tite [FABRIKAL CORP PRINTED CLIP QUOTE Guote Date W
Customer [1RAARE — AL'S ALLIED A3SOCIATED ART AND <] Expire Dete [072202
Salssman| 6~ FRED FRANKLIN =]

Authority [USTS

Delete Procesd oid Closa

Enter Quote Data

Enter the remaining data on the Quote Header tab. The Quote Title can contain any text.
The Customer must be an existing customer on file. Once you select a customer an move
on to another field, that customer’s salesman will automatically appear in the Salesman
field. Fill in the Authority, Quote Date and Expiration Date for the quote. (See the section
on Date Fields at the beginning of this document for hints on entering dates.)

Quote Items (SKUs) Tab

The Quote Items tab, and the process of entering items on a Quote, are very similar to
their counterparts on an order. The BIG difference is that you must select a mil before
adding items. Unlike an Order, which is for one customer and one mill, a Quote can
include prices for items from many mills.
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€ 1: Quote #5630 o] x]
Quote Header  Quote ffems (SKUs) |guantines and Prices | Comrments & Gonditions | Results | Preview - Print- Save |
Htems on this Quote: Select Mill from dropdown list:
[Stocktumper [ine o] oo N - |
| [ Stock Number [ Price [+* Description e prsz [

Delete

Show price list for:
& This Custamar
" Mill's Generic

" Othier Customer,

. | y 4 | ,

Proceed | wad | oose |

Once you have selected a mill and moved off the dropdown, a price list for that mill will
be available. If there are customer-specific prices for the customer on this quote, those
prices will appear. If not, the mill’s generic price list will appear.

[ (o] %]

Guote Header :Q“u‘ﬁfé l‘iE“m.éiES“KUgﬁjlguammes and Prices | Comments & Conditions | Results | Preview - Print- Save |

Items on this Quote: Generic Price List for FABRI FABRI-KAL CORPORATION
[ Stock Numier pune [As]  awa MilFABRI - FABRI-KAL CORFORATION |
C2d FAERI 1
Caz FAERI 2 B | [+ Stock Mumher | Price [** Description [rPisz[a
[HCT624 FAERI 3 [1212C0P 22.77 |CLEAR DELI CONTARER LID 500
[ |-s636RASC FAERI 4 Delete 1212COP-BAGELMAN| 0.00 BAGELMAN CLEAR DELILID 00
1212C0P-DECAS 0,00 |DECAS CRAMBERRY CLR DELILID 00
1212COP-DICAM 0,00 DICAMILLO PTD CLEAR LID 2 CLR 00
1212hDP 20.01 | TRANSLUCENT DELI CONTAIMER LID 500
12120EW2M 0.00 WHITE VENTED BAIT CONTLID 2000
12120DP 21.74 WHITE DELI CONTANER LD 500
Show price list far: |1250P 4117 12 OZ. SQUAT WHT DEL| CONTAINER: 500
~ This Customer ||1399 45.63|PLASTIC SNAP ON JUICE CUP LID 2000
& Mill's Genaric ||1238 % SLOT 45,63 PLAST SNAF ONXSLOTJUCECF LI | 2000
~ other Gustomer| 155 41.45 16 OZ. SQUAT ¥WHT DELI CONTAINER | 500
— 1BSDP-DECAS 0.00|DECAS GRANBERRY 16 OZ DELICONT  500| _
3 | B A I oo
Proceed | oid | Close |

As with orders, you can switch between customer-specific and generic prices using the
option buttons at the bottom of the form. You can drag-and-drop order items from the
price list to this quote’s list or type the item numbers. If this quote will include items
from more than one mill, make sure the stock number matches the mill and that you
select the new mill from the dropdown before you begin entering items for a different
mill.

Unlike entering orders, item quantities will be entered on the tab where you enter prices,
not the stock numbers. Once you have added all the items required for this quote, press
the Proceed button (or ALT + p) to move to the Quantities and Prices tab. Your list will
be checked at this point to make sure all of the items are valid SKUs for the mill they are
listed with.
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) 1: Quote #5260 AAAAAA _[O] ]

Quote Header  Quote [tems (Sklls) |Quammes and Prices | Comments & Conditions | Results | Preview - Print- Save |

Items on this Quote:

Generic Price List for GEHPAK GENPAK CORPORATION

[ Stock umber R N Mil] GENPAX - GENFAK CORPORATION =]
C24 FABRI 1
cae FAERI 2 Bt | [ Stock Numier = Price [ Description fprsz [«
Lrcisme FAERI 3 105005 14.43 | SESAME 5 COMPT. SCHOOL TRAY 500
Lseaeris.C FABRI 4 Bt 10600 20,41 WHITE & COMPT, SCHOOL TRAY 500
o600 ENPAR 108005 20.41 | SESAME § COMPT. SCHOOL TRAY 500
10k 19,65 10-3M4X5-3HX2 WHITE TRAY 250
10KG 19,65 10-3MX5-3MK2 GREEN TRAY 250
10KR 19,65 10-3MX5-3/4K2 ROSE TRAY 250
10Ky 19,65 10-3MX5-3/4K2 YELLOW TRY 250
Show price list for: (105 24.10 | 10-3/X5-3/4X1 /2 WHITE TRAY 500
 This Customer ||1958 2410 [10-30)5-301 12 BLUE TRAY 500
= will's Generic | |1955K 2651 [10-30X5-30H1 12 BLACK TRAY 500
~ other Gustorner |12 2830 [ 10-30X5-30451 2 WHITE HVY TRY 00
= 10SHY 2830 10-34XS-34X1 12 YELLOWHVY TRY | 500
< 1 [ {[ | v
proceed | wod | cise

Quantities and Prices Tab

The only columns you can edit on the Quantities and Prices tab are (surprise!) Qty and
Price. The price on file for the item you selected, whether generic or customer-specific, is
used as the default price. No quantity is required for items on a quote.

) 1: Quote #5260 AAAAAA

Quuleﬂeaderl Quote ltems (SKUJs)  Quantities and Prices |Qummenls & Conditions | Results | Preview- Print- Save |

Line " Stock Number laty  |prics ™ Description Units [pack Size =
FABR  [HC24 84| 53.50[24 OZ CLEAR CLP CASE 600
FiBR |Kca2 165| 43.25(32 0T KAL CLEAR CLP casE 30
FaBR |LkCieme 0| 2550 |KAL-CLEAR LID (KC165 & KC 24) case 1000
FABRI |LSE3ERNSC 0| 15.70/3207CLR LID/S-BTNOFK32KC32 case 500
sfoenpar [10800s o JERRR] SESAME 6 COMFT. SCHOOL TRAY  |CASE 500
Procesd void Close

Once you have entered the data on this tab, press the Proceed button to move to the

Comments and Conditions tab.

Comments and Conditions Tab

Comments and Conditions corresponds to and behaves like the Comments on an order. A
list of canned comments can be developed to save time and speed entry. This list is
presented at the bottom of the form. Highlighting the comment in the list and clicking the
Insert button (or Alt + I) adds it to the Comments field below any existing comments.
Additional comments can be typed in the edit box that fills most of the page.
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9 1: Quote #5260 AAAAAA o] x]

Qumeﬂeauerl Quote terns (SKUs) | Guantities and Prices  Comments & Conditions |Besu\ts | Preview - Print - Save |

MINIMUM TO PRINT 50M PER SIZE NOTE CASE PACKS =
LEAD TIME 4-6 WEEKS

NO ART AND PLATE IF DUPLICATION

3 COLOR JOB

PRICES FIRM FOR 4 MONTHS

mberTite [ttor [<] [oEL aPPT REQUIRED 45 HRS PRIOR -
POLICY FOR LATEMISSEDINO APPT IS $250 CHARGE & §25
10SOFC0 AP [ DONOT SHP V1A KEW PENNROAD SCHOLARKEY FOHT
U] AR WA [AUEE MUST ADVISE OF BiO PRIOR TO DEL =
12| SPWANY LC PERKINS suze |,

Ecit Wessage Insert

proceed | wod | cose |

Results Tab

Information can be added to Results when the quote is accepted or finalized with the
customer or to note any changes required in subsequent discussions following submission
of the quote. In practice, this tab is seldom used.

.
8 1: Quote #5630 o] x]
Qunleﬂeaderl Quote ltems (SKUSs) | Quantities and Prices | Comments & Conditions  Resulls |prewew, Print - Save |

Proceed Woid Close

Preview — Print - Save Tab

Use the Preview Quote button to view a copy of the quote to check the contents before
saving. Use the Print Quote button to produce a hard copy printout of the quote. Once
you are satisfied that all data related to the quote is complete and correct, press the Save

button.
€) 1: Quote #5630 O] %]

Quote Header | Quaote [terms (SKUS) | Quantities and Prices | Comments & Conditions | Results  Preview - Print- Save |

4
Preview Quate Print Quote

Sarve it} Close
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If any required information is missing, a message will let you know what else is required
and return you to the appropriate page and item.

@ “You must enter Customer, Quate Title, Quote Date, Expire Date, Authority and 5 alesman before 5 aving.

Print Remote Quotes

If your site supports Salesmen entering quotes by connecting from an off-site location,
you may want to print the quotes in the main office as well. Quotes entered remotely are
flagged and a list is available from the Quotes menu and the Transmission Status form.
You can print all the quotes in the list at once (Print All) or highlight one and print it
(Print One). Once the quote is printed, the flag is reset so the quote does not appear again
on this list. (If you need to print the quote again after the flag is reset, use the Print Quote
button on the last tab of the New/Change/Delete form.)

EH Remote Quotes to be Printed:1 - 0.00 N = €3

[HQuote # [*Quote Dete[*Customer

*Salesmn [Ertered by|Expire Date

Resat Print Brirt One Print &1 Close

Quote Reports
To get a listing report of quotes on file, select Quote reports from either the Quotes menu

option or the Report Menu option. Currently there is only one Quote report. Run it from
the list.

Output Destination

& Print Preview

£ Send ta Printer
£ Send to Text File
€ Send to HTML
" Send to Excel

B
0 |z
2 =l
K1

The Quote List report can be run by Principal (for a single mill or all mills), by Customer
(for a single customer or all customers), or by Salesman (for a single salesman or all
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salesmen). You can include all quotes or only those whose status is Open. You can
include the content of the Results field (Usually this is empty!) . The Summary Report
Only option does not include a listing of the items, descriptions and prices on the quote.

Quote List Specifications:

@ ByPrincipal ¢ By Customer ¢ By Salesman

wi[ == — k1l Mills =l

Status @ Al Open

[V Show Results [ iSummary Feport Oniy |

I Page break on uppermast sort choice

;I Princial =

Run Cancel
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Section VII

Forecasts
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Forecasts Module

€ UCOES - Debug =]
File Edit  Orders Imvoices Commissions Quotes | Forecasts Reporfs haintenance Eweryone Outl Fax/EDI  Mavigation  Utilities  Window  Help
| Add/Edit/Clear Columns |
Forecast Reports

Entering Forecast data allows you to run Actual vs. Budget reports. There are seven
forecast options provided in UCOES 2; four annual Forecast options (A-D) and three
monthly Forecast options (1,2 & 3).

If your site does not choose to use the Forecast module, the option will not appear on
your UCOES Main Menu.

Add/Edit/Clear Columns

The Add/Edit/Clear Columns option provides access to all data entry functions related to
Forecast data. You can add, edit and delete information in any of the seven available
forecast categories.

Viewing Forecast Data

BB Forecast Data:1 !Em
O R — ALl Mills =]
[, |mearcmums| Customer [+ + — 111 Customers |
FeLine [Customer ['*Salesman [Anmwual & [Annusl B [Annual C[Annua Dflan 1 [Feb 1 |Mar 1 [apr1 May 1 [bun [Jul1 = P
GENFAK |BBEEEE 0 40000 | 40000| 700 00072000 50000 Edit
FABRI  |BBEEEEB i 75000 | 85000 | 1200 0005000 110000
DisPP |BEEEEE [3 0 0 0 0| 35000| 30000| 400 00055000 55000 &I
MCNAR |BEEBEE (3 0 0 0 0/107000 | 80000 | 135000 (29000 3000070000 125000
GENPAK |AAASAL (6 0 0 0 0| 20265| 8889 10001| 8404 288514782 5425
MCNAR | AAA&AL (6 0 0 0 0| 195| 76| 11804| 15514712|4428 0
\Which forecast?
© Annual (&-D)
 Monthly 1
A © Monthly 2
4 » [] ¢ Monthly 3
Save prit Close
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B Forecast Data:1

wil [ =n

- A1l Mills

Annual Forecasts A-D |C\gar Columng |

Customer [ 75775 - 211 Custemers

Lefld]

[Line TCustomer [*Salesman [nnual Al&nnual Blannual CAnnual D) B o
(GENPAK |FBBEED ] Eqit
FABR  |EEBEED 0
DisPP |EEBEED |3 0 0 0 0 LD
MCh&IR |BBBEEE 3 a 0 a 0
GENPAK |AALLAR & a 0 a 0
MCNAIR  |AALALAE 6 o 0 o 0
\Which forecast?
& Annual (A-0)
© Monthly 1
o © wonthly2
“ 2| ¢ worty 3
Save Brint Close

When you first call up the Forecast Data form, all forecast columns are visible. Because
the columns scroll off the screen to the right and because most sites use only one or two
of the forecast options, a button is provided on the lower right of the form. It allows you
to view one forecast category at a time. In the form above, the user has selected Annual
(A-D) from the option buttons at the lower right side of the list. All of the monthly

columns have been hidden.

B Forecast Data:1 ) [l 3
wil [ =n ~ All Mills |
P —— |C\esrCu\umns| Customer [ 735775 - 411 Customers =l
[*Line  [customer [*Salesmanfuan 1 Feb 1 Mard Japrt Mayd Jun1  fui1 Jauat Jsept Joet1 (- Add
GENPAK |EEBEEE 40000 40000) 70000) 45000) 65000) 72000) S0000) S0000| 48000| 52000 Edit
FABR  |BEBEEE 75000| 95000 120000 110000 140000 105000 110000 115000 | 140000| 80000
CisPP  [BBBEEE 3 35000| 30000| 40000) 30000) 45000) 65000) 550000 20000| 30000) 47000 ﬂl
MCNAIR [BBBEEE |3 107000 80000 135000 | 129000 130000| 170000| 125000| 150000 165000| 125000
GENPAK [AASARA 6 20266| 6389 10001 6404| 28651 4762|5425 5683| 17836| 1934
MCNAIR  [AA8A88 6 195 76| 11604 15| 14712 4428 0 15216 1ee 0
Which forecast?
" Annual (&0}
iMonthly 1}
«| © wanthiy 2
4 H[] £ wonthly 3
seve | it | cose |

Monthly Forecast 1 is chosen and displayed on this form.

B Forecast Data: i

Annual Forecasts 4.0 |c|eay Columrs |

O

- A1l Mills

7|

Customer [+ % #5% — 411 Customers

Bl

Frlne  [*customer ["Salesman Jan (2] [Feb (2] Mar[2] |Apr[2] May (2 Jun(2] [i[2] |ug 2] [Sepl2] |oct[2]]~ Add
GENPAK | BEBBBE E40000 o o 0 o o o 0 o 0 Ecit
FABRI BEBBEE 100000 100000 100000 100000 100000, 100000 100000) 100000 100000 00000
DISFR BEBEEE 3 495000 o o 0 o o o 0 o 0 &I
MCh&IR |BEBBBBE 3 133333 133333 133333 133333 133333 133333 133333 133333 133333)33333
GENPAK |AsAALL B 110000 o o 0 o o o 0 o 0
MCNAIR - |AfLALL B 83000 o o 0 o o o 0 o 0
Which forecast?
 Annual (&-D)
 Monthy 1
- FMonty 2,
‘ »[]  Manthty 3
o - |

Monthly Forecast 2 is chosen and displayed on this form.
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Editing Forecast Data

If there is already a record in the list for the Mill and Customer whose forecast you want
to edit, highlight that record and press Enter or click the Edit button to the right of the list.

Because it is awkward to scroll so many columns of data, a separate edit form is
provided. You can add or edit forecast data for all 40 forecast columns of a record using
this form.

Mil [HCNATR — MCHATRN PACKAGING =
nnl Forecasts 0| ciar Customer [EEEEEE - BARRT BARNS DOUNTY |
Fline  [customer [#Sale e
DEFF | BABARA Annual Monithty 1 Morithty 2 Monithty 3 =
GENPAK | BEEEED Forecact A [ =00 [ om0 [ [ 133 sne 0
Feer  |BEEBER
Feb@) | 139333 |Feb(3 ]
bEE  EEmmm 9 Forecast [ 0| Febcl) 0000 | Feb (2) b (3) |
BEBEEE |3 Forecast C | o warcy [ tosooo (marea | 1333 | Mer3) o
GENPAK |BARAAA (6 0|
D) o apren[ temoon | ap| 13Em Aw o
MONBR | BAsass 6
May ()] Ts0000 | May (2| 133333 | May(3) 0
wneny [ r7ooon (e[ 133333 aned 0
wigy [ izsom0 i@ [ 1w o
sugc)[ rsoon | aug| 1333 AwE) o | | whichforecast?
sep(n|  1osoo0 | Sepcd| 133333 | Sencd) o | | © Annual &)
@ Manthly 1
ooty [ vzeom ot | 1333 ot 0 V
€ Monthly 2
L woveny [ rreoon Wewea| 13333 Hov e [ e —
Dec(i)| 112000 | Dec @[ 133333 |pes(3)] 0
oK Cancel

When editing an existing forecast record, the Mill and Customer options on the edit form
will be disabled.

Once you have make all your changes, click OK to save the changes and return to the list.
If you want to edit data for a different Mill and Customer, highlight that record in the list
and double click, click the Edit button, or press the Enter key.

Adding Forecast Data

e — -0l
[ 1=]

" 111 Mills
Annusl Forecasts 4-D |
Customer [ =7 ne 7 ~ k11 Customers =l
[line__ [customer u =
DSPP |BAAAAA Annual Montity 1 TR worthiy3 | 7
GENPAK |BBEBEE e e - =
Fapr  (semmes | ForecestA dan (1) an (2) 2n (3) o
DISPP BBEBBE Forecast B Feb(1) Feb (2) Feb (3) oo Delate
SENPAK |Adaaan | T O Mar (1) WET ) Mar (3) g
MCNAR | massss | ForecastD Apr (1) Apr(2) Bpr (3) a
May (1] May (2) Ny (3)
Jun (1) Jun (2) n @
(1) e | wie [
i 7
Aug (1) Aug 23] aug (3 Which forecast?
© Annual (&-D)
= sz sep ()| & Monthly 1
SEIG odt (ZJI O“ml <1 © Monthly 2
inR____ Nov (1) ] Hav (23| Nov (3| ] € worthiy3
Dec (1) | Dec )| Ders () |

oK Cancel

If there is not a record in the list for the Mill and Customer you need, click the Add
button to the right of the list. When adding a new forecast record, you must select the
Mill and Customer in addition to entering the forecast data.
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-l

Forecost

wi [+ — a1l Mills =
Annusl Forecasts 4-D | hd
Customer [ =7 ne 7 ~ k11 Customers = |
[Line [ocustomer 1<
DISPP | AAAAAS Annual Monthiy 1 Monthiy 2 Monthly3 | [57
GENPAK |EBBEED oo Exit
Forecast A Jan (1) Jan (2) Jan (3)
FAER |EBBEED oo
DISPP |BBBBED | ForecastB Feb (1) Feb (2) Feb (3) oo &I
EEEE | roecosic Mar (1) M (2) Mar (3) o]
GENPAK [AAALAA 54
MCNAR |sassss | ForecastD Aar (11 Apt (2) St (3) -
Data Entry (3)

@ e vt W) v Bt s i

Which forecast?

.  Annual (4-0)
) & Monthiy 1
O TT | ST et (3) < monthly 2
jom: Now ¢ | Hov (2)| Nov @) [ 12| © wontry3
pee () | e (21 Dec ) |
Clearing Columns
BH Forecast Data:1 !E m
wil [ v - All Hills =
e e——yey e — | Customer [ # +5%%+ - L1l Customers |
This oftion should ke Used to clear ot an ENTIRE column 50 the column can be used for 3 new forecast
The calumn wil ke cleared for the Mil andior Customer indicated in the dropdowrn lists above
I Annual - 1 I~ Manthly 1 - &1 [ iMarthly 2- AL T Monthly 3- Al
¥ &nnusl - & | Pl ¥ Jan (2] I dan (3
¥ annusl -B " Feb 1) I Feb[2) " Feb[3)
¥ Annual - ¢ ™ bar [1] ¥ bar [2] I Mar [3]
[ #nnuel -0 I~ apr 1) I apr 2] I~ apr 3]
™ Mary 1] ¥ May (2] ™ May (3]
™ auni] I dun (2] ™ wn (3]
I~ ulft] W Jul[2] I~ Jul[3]
I aug 1] I aug [2] I aug (3]
I sepi] ¥ sep(2] I sepp3)
" octin ¥ et (2] ™ oet[3)
I~ Mov 1] W hov [2] I Mov [3]
I pec1] ¥ Dec[2] I Dec[3]
Clear Columns | e | Qo |

Clear a column when you want to reuse the column for a new forecast. You can reset the
values in one or more columns of forecast data to 0. You can reset many columns at once,
but please choose no more than 24 checkboxes at once. In UCOES 2.0 you can now limit
this action to a single Mill and/or Customer as well as limiting the columns that are
affected. The mill and/or customer affected will be the one displayed in the dropdown
boxes at the top of the form.

When you have used the checkboxes to indicate the columns you’d like to clear, press the
Clear Columns button to carry out the change.

Forecast Reports
To get a listing report of forecasts, select Forecast Reports from either the Forecast menu

option or the Report Menu option. Currently there is only one Forecast report. Run it
from the list.
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Output Bestination

£ Print Preview
 Send to Printer
" Sendta Text File Close

" Send to HTML -
€ Send to Excel

Fun

Forecast Listing Report Specifications:

List Fields): ¥ Annual - 21 I arthiy - &1
¥ Annusl - & ¥ Monthiy -1
¥ #nnusl - B ¥ Merthiy - 2
¥ #nnual - ¢ ¥ Moarthiy - 3
¥ annusl -0

Limit to : M‘"I % - All Mills j

Customer [ 7577 s - A1l Customers =l

Salesman[ 7 - 411 Salesmen |

Sorted by : ™ Page break on uppermast sort choice|

> Salesman E-

Principal

-] <<

Run Cancel

You can report on forecast data for any combination of annual or monthly forecast
categories. You can limit the report to a single Mill and/or Customer and/or Salesman
and select one or more sort items. If you choose a single sort item (Principal or Customer
or Salesman) the report will be produced in the same order as the original DOS version
report for that sort option.
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Section VIII

Bids

Under Construction
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Section IX

Reports
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Reports Module

Reports Maintenance Fax/EDT

All Reports

Bid Reports
Commission Reports
Customer Phone List
Fax Reports
Forecast Reports
Tnvoice Reports
Principals List
QOrder Reports
Other Reports
Price Reports
Quote Reports

ALT+1

ALT+2

ALT+P

Common Report Features and Behaviors
Reports can be accessed from a variety of places in the menu system. For example, Order
reports can be reached using the Order Reports option on the Orders menu pad.

.. UCOES

New / Change / Delete

Backorders

Open Order Status

Open Status - Stock #
[

IS [=1E3
File | Orders Invoices Commissions Quotes Forecasts Bids Reports Salzsmen  Akaintenance  Custom  Mavigation  Window  Help
Reports can also be reached from the Reports menu pad on the main menu.

|5 x]

& ucoes
File Eclit  Orders Invoices Commissions Quotes Forecasts | Reports Ahainfenance Everyone Qutl Fax/EDI  Mavigation Wincow  Help

AllReports

Bidl Reports
Commission Reports
Custemer Phone List
Fax Reports
Forecast Reports
Invoice Reports
Principals List
Order Reports
Other Reports
Price Reports
Quote Reports

ALT+1

ALT+2

ALT+P

In each case, you will be offered a list of reports and a choice of output format.

e e
viho By s

Output Destination

* Print Preview
" Send to Printer
" Sencito Text File
€ Siencdto HTML
 Send to Excel

Run

Close:
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Highlight the report you’d like to run, choose the output format and click Run. If you
choose Preview, you will be shown the report on-screen and there will be a Print button
on the menu bar. This will provide a printer dialog where you can choose your printer
and choose to print all pages of the report or just specific pages. In the Preview window,
you can determine how many pages will print. By viewing the report on screen, you may

decide to print only selected pages or rerun the report with additional specifications to
refine the results.

The report you choose may require additional information. If so, a form will collect your
specifications.

Recuirect | artirs |

I Show Prices

0K Cancel

For many reports, you can choose one or more items from a list. In some cases you can
sort those choices as well. See the information on Mover Dialogs for instructions on
using this feature.

'Who Buys' Report Specifications:

Regquired | [ |

wil [ AER — XEP PRODUCTS | ¥ Show Prices

Sort By: I Page break on top sort choice

Once you have indicated the information you’d like to see, click the OK button to run the
report.

'Who Buys' Report Specifications:

Requred | {0ton | |

roup[ 5 - ALl Groups |

Salssman| % — A1l Salesmen =]

Avalable ftem(s) Selected ftems (upto 25 or ALLY)

conz_ coffy|

-3 0z. CO

- Case P/U Allow
ool0s - Per Cemt P/U i
00103 - Cube P/U Allov
1 - S-L/4NS-1/4KTs
1.5 - 8-3/8X3-7/8K7,
1.50 - 2-3/8X3-T/8KTs

10068 - & X & WHITE TI -
100660 - & % & COEEN TI-| =

Il

Ok Cancel
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If you chose to Preview the report, you will see it page by page as in the example below.
A report toolbar appears below your main menu. The buttons, from left to right, are: First
Page, Previous Page, Go To Page, Next Page, Last Page, Zoom, Exit and Print.

) ucoes _[Of ]

File Edit Orders Invoices Commissions Reports Maintenance Eweryone Outl Fax/EDI  Mavigotion  Window Help

H 4 @m0 NkuzElHﬂﬂé‘

[

eport Designer - whobuys.frx - Page 1
PAGE 1 ABGSales, Inc.
T Who Buys Reportfor GENPAK Sorted by Customer & Hem L
1105:10am OIS
i
dn
Broker  Customer Last Purchased ¢
Kem Qty Odert PO. Date i
Customer: ARARRA - ALRAAR AL'S ALLIED ASSOCIATED ART 5D ALL
15 B-3EK3-TEXEB WHITE TRAY 5 188817 DOUGIDD 108003 00
156 G3ENITENRE GREENTRAY 15 188917 DOUGIDD 108003 00
10500 UHITE § GOMPT. SCHOCL T 184483 2088 182708 cc
10K 10-3445. 3402 WHITE TRAY 0 185780 2088 104108 cc
105 0SSR WHTETRIY 20 188917 DOUGIDD 108003 00
1088K 10-34K5.3RBLAKTRAY 15 188917 DOUGIDD 108003 00
18T 10-3445. 34612 VELLEN) 25 136817 DOUGIDHD 1050403 00
11418 14IBTEIHITE FOMMFOCD 10 185780 2088 104108 cc
%5 TUGASARWHTETRIY 15 186917 DOUGIDD 108003 00
175 B14K4-312 WHITE TRAY 20 186817 DOUGIDDD 10503 00
175K B14K4-312 BLACK TRAT 0 186817 DOUGIDDD 105003 00
15 SAHKE-112 WHITE TRAY 0 186817 DOUGIDDD 105003 00
157 SAMKSIMMIZ VELLOW TRAY 5 186917 DOUGIDD 108003 00
2 614K5-3408 WHITE TRAY B) 186317 DOUGIDD) 10503 00
20010 LARSE IUHITE REGULAR 30 170705 2033 150602 cc
20010y WENTED LARGE IWHITE 5 186886 GPI02O03 10503 00
20510 LARSE HITES COWFT 30 170705 2033 150602 cc
HNELK  =SUSESIIGELKS==r 30 178042 4403GP 140403 cc
20510y WENTED LARGE HITE 5 30 186071 10S03GP 104503 cc
20500 LARSE IHITE REG. ALL 160 186686 GPM0ZBN3 10503 00
S00BLK  LARSEBLACK FEG. AL 0 ATM21 BI903GP 121903 cc
20520 LURSE ALL PURPOSE 2 2 186071 10BOIGR 104503 cc
20600 UHITE ALL PURFGSE 5 186886 GPI02O03 10503 00
2110 UHITE HOT DOG 2 183479 P8I0 050103 cc
21600 UHITE MEDIUMHORGIE 8 178123 31403GP 31403 cc
21700 UHITE DEEP SNACK PACK 5 186071 10BOIGR 104503 cc
22010 “AUGE SND20% SMALLWHITE 20 135590 GPM18DF (A0 cc
22510 SMALL UHITE 3 COMP. 120 B5850 UNITEDS 0402 cc
22400 UHITE SMALL SANDUNCH 10 16388 GP102803  1080A3 00
224008 SESANE SWALL SANDIVICH 4 186886 GPI02603 10803 00
22500 UHITE LARGE SANDIVICH 48 136388 GP102803 1080A3 00
2006LK  BLACKLARGE SAMDUNCH 24 178128 31403GP 031408 cc
23300 NED LA WHITE 3 COMPT. 15 163422 DOUG2E  03ATA2 cc
25000 JUNEBO WHITE FEGULAR. 0 196866 GPI0803 10803 00
25300 JUNEQ WHITE 3 CONPT. 5 196686 GPI02603 10AMD3 00
28K 62545 75KT BLACK TRAY M0 196817 DOUGIDN 108043 00
5 61K5 312 WHITE TRAY 55 196817 DOUGIDN 10803 00 =
« | o[

T [1r52am

If you choose the print button, you will see the Print dialog. If you have more than one
printer available on your network, you can direct the printout. You can choose to print the
whole report or just a few pages. You can also print multiple copies

i Pririter

Marmne: I\\ANTIGDNE\HEHMES
TIGOMESHE

Status: 4\ CHARONStar <10
Type: Gax i
) enenc / Text Only
Where: hp officejet d series
Comment; |hp officejet d series fax
Star NX-10
— Prinit rang Capi

Al Number of copies: 1 3:
' Pages from:l? to:IS

£ Gelection

I~ Collate
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Data Lists with Reporting Feature

Customer List

HH Customer List:1 N [

*Cade HCompany #5hip T “City “state|  Phone Fax

AAAALLAL'S ALLIED ASSOCIATED ART 4AL'S ANOTHER CITY WA 18009991212 9991111212
RRY BARNS BOLNTY BARRY BARNS BURLINGTON WA (18002222222 13332223434

(Efint Eustomer List ) Close

The Customer List can be accessed from the Reports Menu or, at any time, by pressing
the key combination Alt + 1. The list can be sorted on any column whose title begins
with **. When you press the Print Customer List button, the list will print in the currently
displayed order.

The Customer List can be configured so that salesmen are able to view and print only

their own customers. Contact the UCOES Support Team if you would like to implement
this restriction.

Principal List

B8 Principal List: 1 9 [ 3

**Code =Comparty =Terrtary Phone: Fax Address? Address 2

DISPP | DISPOSABLE PRODUICTS P. 0. BOX 16331261 NARRAGANSIE
FABRI |FABRI-KAL CORPORATION NE.SNY. 18003875003 |PLASTICS PLA H
GENPAK | GENPAK CORPORATION P.O.BOX 727 |68 WARREN STRE G
MCNAIR [MCNARN PACKAGING NE & MY 14135621903 |6 ELISE STREET w

Print Principals Details | Print Address & Phane | Brit Address 4 P

The Principal List can be accessed from the Reports Menu or, at any time, by pressing the
key combination Alt + 2. The list can be sorted on any column whose title begins with

**_ All of the Print options for the Principal list are sorted in Code order and not
necessarily the currently displayed order.
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Section X

Maintenance
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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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Section XI

Fax/EDI
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Fax/EDI Module

If your site does not use the faxing or EDI functions built into UCOES 2, this menu item

will not appear on your menu. It allows you to check and change the status of items to be
faxed or sent via EDI.

B
Fax/EDI  Mavigation Utilities Wi
Transmission/Printing Status
Fax Utilities
Fax Reports
EDT Utilities

Transmission/Printing Status

This form appears when you first log into UCOES 2 to keep you informed of orders that

need to be sent to mills. To see a list of the items involved, double-click on the text label
for the box you are interested in.

EH Status Report:1 (O]
To be transmitied:
Faxes for hils | 11 Faxes for Customers| 11
Faes for Mils on holul_z Faxes for Customers on hn\dl_Q
e[ 0 cenpst RoE)[
To be printed: Remots Quotes to be Printed l_n

If you leave this form open while you work on other items in UCOES 2, you can see if
any of the numbers have changed by clicking the Update button. If you close the form,

you can bring it up again by choosing Transmission/Printing Status from the Fax/EDI
menu.

Fax Utilities

Show faxes: Cancel Highlighted Fax:

& il - Queued
il - Hold

© Order #

" Customer - Queued

T 1ill Onty
" Customer Only

Hold Hightlighted Fax:

£ 1ill ity
€ Customer Only

Re-QueuvesRe-Send Fax:

T 1ill Onty.

" Customer Only
" Customer - Hold
C al- Queved

€ Al Hold

" Mill and Customer " hill and Customer " Mill and Customer

Re-cueue

**Cust.| “Message # | 4 |

Cancel Hold

[MOrder # *Line il [Custome|  Company

187120|FABRI  |FABRI-HBBBEEB |BARRY
187121 | GENPAK. | GERP, BARR
187125 |MCNAIR | MCNAIRIBBBBEE |BARRY BARNS 82479
187145|DISPP | DISP BARRY BARNS 82545
187172 |MCNAIR | MCN, BARRY BARNS S0-82601
187220 |FABRI  |FABRI-KEBBBEE [BARRY BARNS 82702
187229 | GENPAK. | GENP, BARRY BARN q
187285|DISPP | DISP BARRY BARNSS0-82348
187286 |DISPP | DISP BARRY BARNSS0-82847
BARRY BARNS 82847

187298 |DISPP | DISP

Save Changes | Fax Highlighted - Mil | Fax Highlighted - Customer Fax - Mils Erx - Customers Fa- Al

| Woid | Close

Use the Fax Utilities form to view items in the fax queue or on hold or to move items
from the fax queue or Hold status.

Select the subset of faxes you want to view using the option buttons at the far left. You
can view faxes queued for mills, for customers or for both or faxes on hold for mills, for
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customers or for both. The final option, Order Number, lets you edit an order that may
not appear with any other option, for example an order that has already been faxed. This
option allows you to re-queue that order.

To change the transmission status of an order, highlight it in the list. Choose an action at
the top of the form (Cancel, Hold or Re-queue) and indicate whether this action should
apply to the mill, the customer or both. Click the associated button to carry out the
change. The change will appear in the list. If your current list contains queued faxes and
you change one to Held, it will disappear from the current list but be visible on the Held
list.

You can send a single fax or a group of faxes using the buttons at the bottom of the form.
Whether a button is available (not dimmed) depends on the type of fax you selected in the
Show Faxes button group at the upper left of the form.

You can always send a single fax (Fax Highlighted) to a mill or a customer. If you
happen to click the Fax Highlighted — Mill, for example, and the order is not currently in
the mill queue you will see this message:

Not queved |

The zelected fax iz not currently quewed for the mil.
Wwhould pou ke bo fax it anyway?

If you click Yes the fax will be sent as you requested.

If you have chosen Mill — Queued you can send a single fax from the list or click Fax —
Mills to send all the mill faxes at once. Choosing Customer — Queued works the same
way. You can send a single fax in the list to either the mill or customer or you can send
all customer faxes in the list with one click of the Fax — Customers button. To send all
faxes (both Mill and Customer) with one click you must select the All — Queued option.

After attempting to fax the selected order(s), the program will display a message to
indicate that the faxes were sent successfully or that there were problems.

Fax(es) failed
@ One or more faxes failed to zend successiully,

A log is created for all faxes in the group, whether successful or unsuccessful. You can
view it by selecting Yes when asked.
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View the log?

@ Do you wwant bo wiew the log for this fax segzion’?

This is an example of the file that is produced. The file lists the date and time the fax was
attempted, the order number and the problem encountered or indicates that the fax was
successfully sent.

[ 06301522. fx|
06/30/04 D3:19:12 PM Order # 187145 has blank mill fax number

The file is named for the date and time the faxes were sent in the format MMDDHHMM
with a .FXL (for FaX Log) extension. It is created and kept on the server with other text
files such as the .Fax files for a given period of time so you can refer to it later if needed.

After you view the file and close it (or after choosing not to view the log), you are asked
if you want to print it.

Print the log? |
@ Do pou want ko print the log for this fax sezzion?

Finally, you are asked if you want to print the Session report for the faxes sent during this

session.
Print the session report? |

@ Do yow want ba print the sezzion repart far this fax seszion?

This report lists all faxes sent or attempted and, if applicable, any error encountered on a
mill or a customer fax.

To ensure that only one user can fax at any one time, the first person to open the Fax

Utilities form gets a lock on using that form. Any subsequent users who select the Fax
Utilities form while the lock is in place will see the following:
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Show faxes: Cancel Highli Fax: Hol! Hightli Fax: Re-Oueuel Re-Send Fax:

il - Queuedi " Qrdler #

Wil - Hald £ il Only € Mil Only € il Orly

£ Customer - Queued  Customer Only  customer Only  customer Only

" Customer - Hold

2l - Queued

- Hold

*il | *Sert | Sent [**Cust.| *Message # | ~

[Order # *Line | Mil [‘Custome{ Company | *CustP.O. [*PODate/Typec| Fax# | Fax | Dete [Time | Fax

Status Status

If another user has locked the form for faxing, you can view the various queued and held
lists, but not change a status or send faxes yourself. The messages cover the buttons as a
further reminder of actions that are prohibited at this point. Once the other user has closed
the form, the lock is released and you can attempt to get the lock yourself by opening the

form again.

EDI Utilities

EBEDI Utilities: 1 N [

Show EDIs:
@ EDI- Queued!
€ EDI- Sent
" Not EDI
C Qrder #

Sert | *EDI -
[#Order # *fLine | Mil |“Customer| Company | **CustP.0. [*PODate|*Typed| ~SertDate | Time | Status [Send EDI?

i 1

Cancel Highlighted EDI | Re-sendf Highlighted EDI Save Void Close

The EDI Utilities form is similar to the Fax Utilities form. You can highlight an Order

and add it to or remove it from the EDI queue.

Remote Quotes to be Printed

EH Remote Quotes to be Printed:1 - 0.00 MEE

[*Quate # [~*Quote Date[**Customer *Salesmn [Entered by[Expire Date  [Status  [Remote?| ~

Print One: Print A1 Close
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If your site supports Salesmen entering quotes by connecting from an off-site location,
you may want to print the quotes in the main office as well. Quotes entered remotely are
flagged and a list is available from the Quotes menu and the Transmission Status form.
You can print all the quotes in the list at once (Print All) or highlight one and print it
(Print One). Once the quote is printed, the flag is reset so the quote does not appear again
on this list. (If you need to print the quote again after the flag is reset, use the Print Quote
button on the last tab of the New/Change/Delete form from the Quotes menu.)

Fax Reports

Output Destinatian

¥ Print Preyiev

© Send to Printer
"~ Sendto Text Fils Close

© Send to HTML
" Send to Excel

Fax Confirmation Report

Fax/Crder Confirmation Report for:

Start Date: |06/ 8104 End Date | 08/12104
Run Cancel

The Fax Confirmation report lists all the faxes for the Mill and date range specified, one
or more pages for each mill. It includes Yes and No checkboxes so the recipient can
confirm whether the fax was received. Generally this report is printed at the end of each
day and faxed to the mill as follow-up to the individual orders faxed.

Fax Summary Report

Start Date: |08/18/04 End Date: | 06/1804
Run Cancel

The Fax Summary report lists all the faxes for the mills and date range specified. It lists
all the faxes sent to the mill(s) along with item counts, date and time faxes and who
entered the order.
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Appendix A

UCOES Menu Options
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UCOES Menu Options

The following outline is provided to familiarize you with the way the UCOES menu
system is designed.

File
Exit
Edit (included to provide access to common shortcut keys)
Undo (Ctrl + Z)
Redo (Ctrl +R)
Cut (Ctrl + X)
Copy (Ctrl + C)
Paste (Ctrl +V)
Select All (Ctrl + A)
Orders
New / Change / Delete
Shortcut $ Credit/Debit
Open Orders / Open Items / Backordered Items
Recent Orders
Order Reports
Invoices

New / Change / Order Status
Shortcut Invoice
Invoice Reports
Commissions
Add / Change / Disputed Follow-up
Shortcut Commission
Browse Entry
Automatic Estimation
Commission Reports
Quotes
New / Change / Delete
Print Remote Quotes
Replicate
Quote Reports
Bids
Under Construction
Forecasts
Add / Edit / Clear Columns
Forecast Reports
Reports
All Reports
Bid Reports
Commission Reports
Customer Phone List
Fax Reports
Forecast Reports

- 100 -



UCOES User Documentation July 21. 2004

Invoice Reports
Principals List
Order Reports
Other Reports
Price Reports
Quote Reports
Maintenance
Lines
Prices
Customers
Bid Users
Billboard
Order Messages
Salesmen
Roles
Cross Reference
Price List Maintenance
Price Standard Info Maintenance
Price List Browse and Edit
Bracket Price Maintenance
Clean up server files
Users
User Groups
Everyone Out!
Change Stock Code
Change Customer Code
Rebuild Indexes
Purge Deleted Records
Archive Data
Fax/EDI
Transmission/Printing Status
Fax Utilities
Fax Reports
EDI Utilities
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