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1 Welcome to Series 5 Miscellaneous Invoicing

The Series 5 Miscellaneous Invoicing system, formerly
referred to as "Quick Invoicing”, is one segment of a fully
integrated set of Financial Applications. It provides arich
set of reporting and inquiry functions to your company's
Receivables.

The Miscellaneous Invoicing system runs in conjunction
with the Series 5 Accounts Receivable system, and
optionally with the General Ledger system.

This help is designed both as a course in using the
Series 5 Miscellaneous Invoicing and as an ongoing
reference while you are working with the program.

Getting started — new users

e Study the Introduction ¢1and Quick Start Tutorials sections to familiarize yourself with
the basics of the application.

e Check out all the links in the Help tab — plenty of help is available!

Getting started — users upgrading from prior revisions

e See the History of Enhancements| 10l for a quick summary of the major changes and
where to find the functions you are looking for.

e Even if you are an experienced Miscellaneous Invoicing user, please run through the
Introduction s1and Quick Start Tutorials sections quickly to get up to speed with what
has changed in the latest version of the program.

Copyright Notice

e Sentinel Hill Software Inc. has made every effort to ensure that the material published in
this Help file and/or manual is correct and accurate, but reserves the right to make
changes without notice at it's sole discretion at any time.

e PROPRIETARY RIGHTS NOTICE: Allrights reserved. This material contains the
valuable properties and trade secrets of Sentinel Hill Software Inc. of West Vancouver,
BC, Canada, (Sentinel Hill), embodying substantial creative efforts and confidential
information, ideas and expressions, no part of which may be reproduced or transmitted
in any form or by any means, electronic, mechanical, or otherwise, including
photocopying and recording or in connection with any information storage retrieval
system without the permission in writing from Sentinel Hill Software Inc.

e Copyright 2008-2014. -- An Unpublished Work by Sentinel Hill Software Inc. -- Printed
in Canada

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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Introduction

The topics in this section provide some basic information about the Miscellaneous Invoicing
system, what it is for and what you can do with it.

Product Overview

The Miscellaneous Invoicing system, (also referred to as the Q/I system), basically allows you
to automatically generate invoices. These might be ones that are for standard services you
provide to many of your customers, and need to be issued repetitively at regular intervals.

Or, you may select a particular pre-defined invoice, and generate it for only one selected
customer. An unlimited number of pre-defined Invoices may be created, and an unlimited
number of Customer Merge sets may be created. (Merge Sets are lists of customers that
would receive the same invoice).

Invoices once generated, are printed and interfaced to the Series 5 Accounts Receivable
system. Any revenue distributions that were set up for the invoices are also moved to the A/
R, and subsequently on to the General Ledger system. It is the application that offers the
following functions:

Q Building Merge sets of Customers that will receive acommon
Invoice

U Building Invoice Templates, that define layout, content, charges
and Revenue distributions

U Generates sets of Invoices to pre-defined Merge Sets

U Provides for Entry of asingle Invoice

O Allows for Generated Invoices to be edited

O Prints Customer Invoices

U Posts Invoices to the Accounts Receivable applications

U Offers Historic Invoice Inquiry and Invoice Reprinting functions

The Miscellaneous Invoicing system handles the generation of Invoices for a single company.
If you have more than one company, then you need only to set up additional Series 5
company systems, one for each. Each Q/I company may be interfaced into it's own G/L, or
into a corporate G/L system.

The Miscellaneous Invoicing system is used in conjunction with the Series 5 Accounts
Receivable making used of the Customer Master file. and General Ledger systems to record
revenue to the P&L accounts.

Miscellaneous Invoicing Features

A brief summary of some of the major features of the Series 5 Miscellaneous Invoicing
system!

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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tQAutomatic Invoice Generation and Entry

Sets of a particular pre-defined Invoice may be generated for sets of pre-defined
Customers. As well, Invoices may be generated for a single Customer. Either way,
before being printed, invoices may be edited both for its content, its charges, and the
revenue distributions that are to be generated. The types of transactions that can be
generated include the following:

» Invoices

» Prepaid Invoices (ie., Credit Card, Debit Card, or Checks)
> Credits

» Debits

Additionally, for those customers flagged accordingly, their invoices may be
automatically emailed.

4 Ad-Hoc Historic Invoice Inquiry

™ o

For a selected Customer, you can Inquire and display lists of Invoices that have
already been printed and posted to A/R. Invoices may also be easily re-printed and

optionally emailed to your customers.

@ Defining Invoice Templates

The Miscellaneous Invoicing system provides for you to build standard pre-defined
Invoices. You can select which fields are to be printed, the line and column on the
invoice where they are printed, and the size of the body of the invoice. You can
enter free-formatted text within the body of the invoice, and enter any amounts along
with their respective revenue distributions. You may also choose to apply the total
value of the invoice to sets of revenue accounts either directly as dollar amounts, or
as fixed percentages. When generating either a single invoice or a set of invoices,
you always first need to select one of the Invoice Templates.

l*} Defining Customer Merge Sets

A Merge Set is just a list of your customers. You would typically generate the same
invoice to all customers defined in the Merge Set. For each Customer in the merge
set, you can specify a contact name, and email address, a Customer Billing Code,
Start and Ending Contract Invoicing periods, and if applicable, a Prepayment code.
When generating a set of invoices, you always first need to select one of the
Customer Merge Sets.

:‘1';’ User Defined G/L Account # ie., 9999-99-9999999 - 999

The G/L Account number is divided into two parts. The Main Account #, and the
Profit Center. The Main Account can have up to 18 digits and can be segmented
into up to four segments. The Profit Center may be 3, 4 or 5 digits in size. You get
to define the size as required.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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ﬁ Using the Series 5 Miscellaneous Invoicing can be fun

Don't believe it? Give it a try.

History of Enhancements

Over the lifespan of the Miscellaneous Invoicing system a number of major enhancements
and minor fixes have been applied. Following is a brief summary.

New and Different — Enhancements and Fixes in Q/I

& For 2011

- Customer Merge Set Maintenance

A new function has been introduced to the pop-up menu that is displayed when position
on the Customer Set grid tab screen. The new function "Move to Another Merge
Set", when invoked will move the customer associated to the current row to another
Customer Merge Set. Awindow is displayed for the operator to select the target Merge
set for the customer to be moved to. (June-07-2011)

= Customer Merge Set Customer Records

A number of new fields have been introduced for each Customer that is defined within
a Merge Set as follows:

¢ Invoicing Status - this field my be set to indicate that the Customer is OK to be
Invoiced, On-Hold, or Deferred from being Invoiced. If deferred, then an Until
Date may be also entered.

e Contract/Invoicing Period - to be able to specify a date range period for which
invoices will be generated.

e Amount to Invoice - Normally, amounts to be invoiced are defined by the Invoice
Templates. If the occasion arises where one or more customers should be
invoiced an amount that is different from that defined by the Template, an
Override Amount to be Invoiced my be entered. (This amount will be used only if
the amount field in the template has been flagged to allow override amounts).

¢ For each Customer associated to the Merge Set, the Last Invoice Number, Date
and Amount will not be recorded, and displayed.

The Customer Merge Set Maintenance function has been revised accordingly. (June-
06-2011)

- Customer Merge Set Maintenance

A number of new fields have been introduced to the Customer Merge Set master
record. When Invoices are generated for the given set, details including the Date
which the Template was used, the Starting & Ending Invoice #s, the # of invoices, and
the Total $ value are recorded. Up to 15 historical instances of invoices being
generated will be kept.

Also, for each Customer Merge Set, a Default Invoice Template may be specified.
When Invoices are generated, the Default Template will be presented to the operator.
(June-06-2011)

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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- 8 Digit Invoice Numbers

The Miscellaneous Invoicing system has been enhanced to provide support for 8 digit
Invoice numbers. (April-11-2011)

- Option to Automatically email Invoices

The Miscellaneous Invoicing Invoice generation and printing function has been
enhanced to have invoices for designated customer's automatically emailed as PDF or
MS Word documents. (One of the properties associated to each A/R Customer is the
option to have emails sent to them or not. As long as it customer is so selected, and
an email address is provided, the invoices will be emailed to them). (March-01-2011)

- Q/I Control Preferences

The Miscellaneous Invoicing Invoice generation and printing function has been
enhanced to have invoices for designated customer's automatically emailed as PDF or
MS Word documents. To turn on this feature, a new property has been introduced to
the Invoicing Control Preferences screen. Also, the Invoice document sent as an
attachment will be named XXXXX-QI-Invoice-99999999.docx, where XXXXX is a
user defined prefix that is entered as a field in the Control Preferences screen, and
99999999 is the invoice number. (March-01-2011)

&+ For 2010

- On-Line Help

The Miscellaneous Invoicing system was first introduced in February of 2009. At this
time On-Line Help was developed. (Feb/2009)

New and Different — Enhancements and Fixes in all Series 5 Systems

& For 2014

- Support for Office 365

The printing routines, and the import/export routines have been enhanced to provide
support for MS Word and MS Excel in Office 365. (Oct-01-2014)

-1 Series 5 User Logon Profile Maintenance

A new property has been introduced to the Series 5 Logon User's profile. You may
now specify the Default Import/Export File type for each user. When Importing or
Exporting data the selected default will now be automatically set. The Import/Export
routines has been revised to use the specified default. (Mar-26-2014)

&+ For 2013

- Generating Documents and Reports as MS Word Documents

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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When output is generated as an MS Word Document, an entry in the runtime
configuration file is used to define the output orientation, font name, font size, and
where applicable, a Template. The system has been enhanced to now provide for 40
character font names and template filenames. (Increased from 25 characters)  (July-
03-2013)

- Attach Supporting Documents function

The ability to attach documents to different Series 5 Transactions Master Code records
has been enhanced. You may now attach an HTML file or a link to a Web Page. Also,
when displaying JPEG or Bit-Map files, the Microsoft Office Picture Viewer Utility will be
employed.

Also, when adding a new attachment, the system will default the path to a folder that

should exist in the directory designated to be the "Temporary" directory associated to
each Company System. You should create a directory named "Attachments" in that

directory, (if it's not already there). (Jun-27-2013)

-1 Series 5 Outlook Email Reading

Series 5 applications may now make use of a new routine that provides the ability to
read email from MS Outlook. Currently used by the A/P and O/P Manager Approval
functions, emails are read that were sent from designated approval managers. The
internal driver used to read emails using calls to Microsoft Office Outlook. The
following capabilities associated to reading emails are now possible:

e Emails are read from program selected in-boxes

Filters may be set to read only emails from selected Senders or emails with a
specified character string within the Subject line

Up to 3 attachments may be read and passed to the S5 application
Sub-folders withing a designated In-Box may be created by the system

Emails may be deleted or moved to different sub-folders

(May-26-2013)

&+ For 2012

- Series 5 Import/Export Functions

When importing or exporting data fields from/to MS Excel, after the process has been
completed, the EXCEL.EXE process was not being terminated, (due to a problem with
Windows, or there is some secret function to do so). The problem has been fixed.
Now, when Excel is launched from Series 5, it's Process Id is detected, and once the
import/export is completed, the process is "Killed" using a system call using the
TASKKILL DOS command. (Nov-12-2012)

-1 Series 5 Import/Export Functions

When importing or exporting data fields from MS Excel, tab-delimited, or CSV data
files, the system will now handle text fields up to 200 characters in length. (Sept-18-
2012)

-1 Series 5 Launching Microsoft Calendar

The Series 5 Applications make calls to the Microsoft Calendar routine to display a
calendar, and accept the operator's selection of a date. In order to make use of this
feature, the Microsoft Calendar must be registered on all client computers executing
Series 5. MSCAL.OCX may be found in \ms\ocx on the AcuGT, (Extend 9.xx),

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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installation CD for Windows. If you cannot locate it on the release CD, a copy is
included in the Series 5 release directory in SS5\UTIL . (June 25-2012)

This is accomplished by executing the following command from the designated DOS
Command Prompt:

REGSVR32.EXE S5WUTIL\MSCAL.OCX

where:

For System From Directory Comments

Windows Server 2003 & [ C:\Windows Right click on the Command

2008 - 64 bit \SysWOW64 Prompt and select "Run as
Administrator"

Windows XP and 7 C:\Windows Right click on the Command

\System32 Prompt and select "Run as

Administrator"

earlier Windows C:\Windows\System

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents may now have an
assorted formatting properties applied to the text that is generated. The following
formatting capabilities may be applied:

¢ "Formatting Regions", defined as ranges of lines, for a page may be formatted
with a particular font type and size and be set as Bold, Italic, Underlined, Shaded,
or as Reverse Video. Up to 5 different regions may be defined and activated
under program control as the page is being populated with text.

e "Tab Sets" may be defined consisting of up to 10 tab settings per line. The types
of tabs include Left-Tab, Right-Tab, Center-Tab, and Decimal-Aligned-Tab. Up to
20 different Tab Sets may be defined and activated under program control as the
page is being populated with text. As the line of reporting text is output, the tabs
are inserted and any preceding spaces are removed. (This basically now allows
the use of variable pitch fonts, when outputting columns of data, ensuring proper
alignment).

e Individual words or sub-strings, within a print line, may now be output as Bold,
Italic, Underlined, Shaded, or as Reverse Video. On a given page, up to 50 sub-
strings may be formatted in this manner. On a given line, up to 6 sub-strings
may be formatted in this manner.

¢ Single, (thick or thin), and Double Lines may now be inserted at any position
within a page. As the page is being populated with text, the lines are defined to
the printing routines with position and sizing set under program control. Up to 40
line may be output per page.

These types of formatting controls could be implemented for Invoices, Purchase
Orders, Customer Statements, A/P Checks or Customer Quotes. In order to take
advantage of these features, the appropriate applications' program must be pro-
grammatically customized. Contact Sentinel Hill Software Inc., for more information.
further details. (Apr-24-2012) HS5 Enhancements to ALL Systems-2011-2013.xml

- All Series 5 Applications offering Export Functions

When entering export selection options, if the operator was to click on the "About

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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Exporting” information tab, an error was being reported that the "File did not exits".
This problem has been fixed. Now you may freely select any filtering or output options
tab when they are presented without any problems. (March-09-2012)

Using Windows' Logon Usernames

New functionality has been introduced to the Series 5 Main menu Signon process.

You may now define to have the Series 5 system use the client's Windows Logon
Code as the User Code for signing in to Series 5. If set, when Series 5 is launched,
the Windows Signon Code will be used. The User-Logon screen will be presented, but
only the Password field may be displayed for keyboard entry. (If the given Series 5
User Logon profile had a blank password entered, then the User-Logon screen
will not be presented at all. Control will be transferred directly to the Main Menu
screen.)

For systems that are set to use the Windows User Logon code, user's will ONLY be
able to log in to Series 5 using the Windows Logon Code. The function to "Repeat
User's Logon", found under the Main Menu's File drop-down menu will be disabled.
Note however, if auser has their System Management Access set to Full, they
will still be able to "Repeat User's Logon", and sign on as a different user.

For systems that do not wish to use the Windows logon, the default will still be set to
that defined by the PC Client user's SHSI_USER_NAME environment variable. (Feb-
28-2012)

Bitmapped Images in Series 5

All Series 5 applications that load bitmapped images have been revised to expect the
image filenames to be in upper case. (Feb-28-2012)

Upper Case Bitmap Files

On UNIX systems, please make sure that all bitmap files in the binfimages
folder have uppercase file names.

Series 5 File Error Handling Routine

The logic used to report serious file /O errors has been enhanced to correctly identify
the full folder path for any sequential text files that might be generated. Previously in
some cases, the error message displayed incorrectly showed the path that was
assigned as the Data Files Directory assigned to the Company System. This problem
has been fixed. (Jan-30-2012)

Series 5 Directory/Folder Selection "Browse" Feature

For any application that requires entry or selection of a directory path, a "Browse" push
button is presented. The operator could click this button, and the Windows Folder
browse dialogue window would be presented. Previously, only descendants of the
user's default working folder are shown. The system has been revised to now display
only those folders which are descendants of the root directory of the Directory Path
field associated to the "Browse" button. So now, if you were to enter C:\ in the
Directory Path, when the "Browse" button is clicked, you would be able to browse any
directory on your computer's "C" drive. Setting the Directory Path blank, or to
something other that a drive letter designation, would result in only being able to
browse descendants of the user's default working directory. (Jan-18-2012)

© 2008 - 2014 by Sentinel Hill Software, all rights reserved
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-1 "Series 5 File Error Handling Routine

The logic used to report serious file I/O errors has been enhanced to identify errors
associated to the use of AcuServer. Previously, 9D-104 errors were reported as an
"AcuServer Connection Failure”. Now, all 9D-XX errors are identified, and the
applicable message displayed. (Jan-10-2012)

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents are now created
protected as "Read-Only" documents. A password may be used to un-lock them.
Refer to the applicable documentation for further details. (Jan-10-2012)

& For 2011

-1 Series 5 Import/Export Routine

The generic routine to handle importing and exporting of data, (to spreadsheet or
character delimited files), has been enhanced to provide for CSV files that do not have/
allow quotes around character strings. (Dec-12-2011)

- "CALLEREQ" Program

The CALLEREQ program has been revised to call either the W/M's E-Request Service
routine or the new P/I's On-Demand Billing Service routine. It no longer resides as a
program belonging to the W/M system, rather, it has been moved into the S/M,
(System's Management) directory and library. Please ensure the correct compile
script files are installed. (Nov-11-2011)

- Interfacing with MS Office Excel and Word

The logic provided to launch MS Excel or MS Word has been expanded to handle the
case where MS Office was installed in C:\Program Files (x86)\Microsoft Office
\Office. (Previously the system only looked in in C:\Program Files\Microsoft Office
\Office .  (Oct-03-2011)

- Series 5 Email Generation

A number of different application functions offer the ability to automatically generate and
send emails. This includes the emailing of invoices, purchase orders, statements,
customer quotes, reports and other messages.

The internal driver used to send emails has been enhanced to generated and send
emails using calls to Microsoft Office Outlook, (rather than to the MAPI library). As a
result, the following capabilities associated to sending emails are now possible:

Emails may be sent as Plain Text, Rich Text, or as HTML

Emails may be generated when executing as either a thin-client of FAT client
Emails may now be sent with copies going to Cc users and Bcc

The text message associated to emails are now loaded from user created/
maintained data files, rather than being coded from within the application
software. These text files may be either plain ASCII text, or HTML files and
contain up to 8192 characters. Except for specific types of emails, these files
MUST BE LOCATED in the directory named Email-Templates located in each
Company System's designated reports directory.

¢ Provides support for 120 character email addresses, and 140 character subject
line
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(Sept-20-2011)
- Importing $ Numeric Cells from Spreadsheet

A problem has been identified and fixed when importing $ formatted columns of data

from spreadsheet. If any headings were specified, and they exceeded 22 characters in

length, the number being input and recorded was ZERO. The problem has been fixed.
(July-25-2011)

- Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2010 Word
utility. Now, when presented with the print options screen, and the operator chooses to
"Save To Disk", they may choose to output as an Office 2007/2010 or Office 2003
Word document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. (June-14-2011)

= Import/Export Functions

The import and export function has been enhanced to provide support for Office 2010
EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007/2010 W orkbook, or
an Excel 97-2003 Workbook. The system will automatically append either the . XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
(June-14-2011)

- Generic Search Function

In all Series Series 5 applications where a grid screen is presented for the entry of
transactions, or the maintenance of master codes, a "Search" function is provided.
This function has been enhanced in the cases where the operator has chosen to
search for a given record where a Date is chosen as the search criteria. Now the
following literal label is displayed, "mm/dd/yy", indicating the desired format that the
date should be entered as. As well, the date entered may now be as "'mmddyy",

"mmddyyyy", "mm/dd/yy", or "mm/dd/yyyy", depending on the mood of the operator.
(May-02-2011)

- New Feature to Attach Supporting Documents to assorted Master Code
Records and Transactions

You may now attach a variety of different documents to assorted Master Code records,
and Transactions. Up to 15 separate documents may be selected, and attached and
viewed from the applicable functions in assorted Series 5 systems. These documents
may also be viewed where applicable. The different types of documents supported

are as follows:

e PDF e MS Word 2003 documents
¢ Bitmap ( *.BMP files) e MS Word 2007 documents
¢ JPEG ¢ MS Excel 2003 documents
e TIFF e MS Excel 2007 documents

e ASCII Text (*.TXT files)

ASCII Text ( *.txt files)

(Apr-14-2011)

= Printing to Windows Spooler
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The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. If the Printer Queue does
not have a "Captured Printer” defined, then a Windows "Printer Select" dialogue box
window is displayed. Previously, the the Series 5 system made a call to have the
"Printer Select" window displayed which was an older style, compatible with older
versions of Windows. Now a new call is made displaying a modern Windows XP/7
"Printer Select” Window. (Feb-09-2011)

- System Captured Windows Maintenance

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. The routine used to capture
a Windows printer was not working correctly under Windows 7. This problem has
been fixed. (Feb-09-2011)

&+ For 2010

= Default Reporting Output Destination

In all Series 5 applications that generate reports that might normally be printed, a Print
Options screen is presented. From this screen, the operator may choose to have the
output directed to a printer; to be "Archived", to be just displayed to the screen to
"Browse"; or output as an MS Word or PDF file. The default output has been changed
to be just displayed to the screen to be "Browsed". (Previously it was defaulted to be
output to a printer).

Additionally, should you desire to set the default output, you may do so by inserting a
variable in the runtime Configuration file. The variable SHSI_RPT_DESTINATION with
a single numeric argument, will provide the default target for generated reports, where
you would set the argument as follows:

1-Tothe Printer 17 - To Disk as an MS Word 2003 document

2 - Archived 26 - To Disk as an MS Word 2007 document
3 - Both the Printer 35 - To Disk as a PDF document

and Archived

4 - To be just

Browsed

Note that if the applicable application already determined the target output, these
defaults will NOT be used. (Oct-13-2010)

- Data File "Properties” function

In all Series 5 applications that maintain master codes records, or provide for the entry
or inquiry of transaction or history records, under File on the menu bar, the Properties
function will display information about the related files. This function has been
enhanced to now display 12 numeric digits for both the files size, and the number of
records in the file. Also, now the version of the Vision file is displayed, along with the
number of volumes that are used to hold the data and the index keys for the associated
file(s). (Sept-01-2010)
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-1 Using the Mouse Wheel to navigate Series 5 Grid Screens

In all Series 5 applications that use a paged grid screen, (those showing rows of
master codes and/or transaction records similar to a spreadsheet), the operator may
now navigate forwards and backwards through the records using the Mouse Wheel. If
the Ctrl-Key is also pressed while twirling the mouse, 4 rows of data are skipped
instead of just 1. (If when you spin the mouse too fast, and a "Stack Overflow" error
occurs, in the runtimes Configuration file, add the variable PERFORM _STACK 384
and it should work OK') Note that this new feature is only available for systems with at
least AcuGT Rev 8.1.3 (July 27-2010)

- MS Excel System Error Recovery

The Series 5 family of applications offers the ability to import to, and export from, an
MS Excel Workbook document. System error that could be generated while outputting
to and/or inputting from, MS Excel documents were causing Series 5 applications to
terminate with a not too friendly error message. The errors that were particularly
annoying were as follows:

e When importing from an Excel document with a filename, selected from the
application, that did not actually exist, (and the operator had forgotten to "Browse
to choose the particular file).

¢ When a user attempted to generate output as an MS Excel document, but they
did not have MS Excel installed, or it was installed in a location other than the
default, a fatal error occurred.

The import/export routines have been enhanced to now capture any system errors that
were being generated from MS Excel. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
import/export will just be abandoned). (May-31-2010)

= Compiling with INTEL Native mode

A problem has been discovered when compiling with the Intel native mode. This option
must be removed from the S5_GCBL.BAT compiler macro that can be found in the S5
\util directory. (Basically replace the set NATIVE=--intel command with set NATIVE=
command. (May-21-2010)

- Generating Standard Forms as MS Word Documents

The Series 5 generates a number of different forms. For example, A/P Checks,
Invoices, Picking Tickets, Statements and Purchase Orders. Variables within the
runtime configuration file may be set up that are used to indicate how the forms are to
be generated and/or printed. Arguments to these variables indicated whether the form
was printed, archived, and/or saved as MS Word documents. The 2nd argument,
used to define the output, may now have the following values:

¢ WORDZ2003 e WORD2007
¢ PRINT&WORDZ2003 ¢ PRINT&WORDZ2007
¢ ARCHIVE&WORD2003 ¢ ARCHIVE&WORD2007

Existing arguments associated to WORD will be interpreted as WORD2003.

The applications that generated these forms have been enhanced to now recognize
arguments that indicate the forms are to be generated as Office 2007 Word or Office
2003 Word documents. (May-21-2010)
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- MS Word System Error Recovery

The Series 5 printing routines had the ability to generate output as an MS Word
document. System error that could be generated while outputting to and/or automatic
printing of MS Word documents were causing Series 5 applications to terminate with a
not too friendly error message. The errors that were particularly annoying were as
follows:

¢ When outputting to an MS Word document that had a template defined, and the
given template file was not set up for that user, a fatal error occurred.

e When outputting to an MS Word document that was supposed to be
automatically printed, but the given network printer was either offline, or that
segment of the network was not active, a fatal error occurred.

¢ When a user attempted to generate output as an MS Word document, but they
did not have MS Word installed, or it was installed in a location other than the
default, a fatal error occurred.

The printing routines have been enhanced to now capture any system errors that were
being generated from MS Word. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
generation of the report will just be abandoned). (May-21-2010)

- Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2007 Word
utility. Now, when presented with the print options screen, and the operator chooses to
"Save To Disk", they may choose to output as an Office 2007 or Office 2003 Word
document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. For users that
have Office 2007 installed, the default File Type will be the Office 2007 Word, but they
may choose either Office formats. For users that do not have Office 2007 installed,
the default File Type will be the Office 2003 Word, and they will not be able to choose
Word 2007 or the PDF formats. (May-20-2010)

= Automatic Sending of Emails

The Series 5 system has the capability of automatically sending emails. Emails are
sent by making a call to a MAPI.Library, which in turn sends the email using Microsoft
Outlook. If the receiver's email address is prefixed with "LN:" or "Ln:", (indicating that
they are Lotus Notes users), then instead of using MAPI, a DOS command call is
made using the command line defined by the runtime configuration variable
"DOS_MAIL_CMD", to actually send the email. Within this command line, there are
pseudo variables, that would be replaced with the Subject, Receivers Name and
Address and the path to an Attachment. This capability has been enhanced to now
provide for sending the email with 2 attachments. The new pseudo variable %
ATTACHMENT 2% will be replaced with the full path to a 2nd attachment, if applicable.
(May-03-2010)

- Import/Export Functions

The import and export function has been enhanced to provide support for Office 2007
EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007 Workbook, or an
Excel 97-2003 Workbook. The system will automatically append either the .XLSX or
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the .XLS extension, and read or write the spreadsheet using the correct file format.
For users that have Office 2007 installed, the default File Type will be the Excel 2007
Workbook, but they may choose either Excel format. For users that do not have Office
2007 installed, the default File Type will be the Excel 97-2003 Workbook, and they will
not be able to choose Excel 2007. (May-03-2010)

Import/Export Functions

When the import/export screen is presented and a particular directory and file is
selected for processing, if the operator clicks on the Back push-button, (to go back and
change an option of prior screens), upon re-displaying the import/export screen, the
originally selected file/directory was being reset to the program's default. This problem
has been fixed. (Mar-24-2010)

Generating Sub-Documents as MS Word or PDF Files

The Series 5 printing routines had the ability to generate a sub-document as an MS
Word document. (A sub-document might be a single Invoice or Customer Statement,
generated with a unigue filename). This functionality has been enhanced to have the
sub-document generated as either an MS Word document, or a PDF document.
These sub-documents may be generated at the same time, totally independent from,
their normal "printed"” versions. When generated as Word documents or PDF
documents, MS Word Templates may be used to define the properties of the resulting
document with watermarks and headers and footers. (Mar-15-2010)

Import functions from Excel Spreadsheets

The Series 5 import function offers the option to input from an Excel spreadsheet. In
any application that loaded data in this manner, it was difficult to determine when all
valid rows of data had been loaded. The Excel import function has been enhanced so
that it will correctly stop once valid rows of data have been loaded. (Previously, the
system would attempt to load up to 65,436 rows of data and when executing any given
Import function it would appear as if the system has hanging). (Mar-03-2010)

Printing of Report as PDF Documents

All reports and forms that are generated from the Series 5 applications may now be
saved as PDF documents. This option is available only to users that have Microsoft's
Office 2007 installed on their systems. When the Print Options screen is presented,
click the Save To check box, and select PDF Document from the associated Save
As drop list. (Feb-23-2010)

Browsing to Select Files and/or Directories Functions

All routines that offer the functionality to click a "Browse" button to present the operator
with a window from which a directory, or a file, can be selected have been revised.
Under Windows 7, the clicking of the "Browse" caused a "nested input of events”
syndrome to occur. In effect, repeatedly displaying the browse window. The logic for
these routines have been revised to avoid this problem. (Jan-28-2010)

Encryption/Decryption Function

The subroutine has been revised to now handle 8 digit numeric seeds. This was done
to accommodate the A/R system that now has 8 digit documents numbers. All existing
encrypted fields will still be able to be decrypted. (Jan-24-2010)
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& For 2009

= Printing of Reports in Series 5

The Series 5 printing function has been enhanced to offer the option of printing multiple
copies of reports, forms, invoices, orders, etc. A new entry field has been added to the
print options sub-screen labeled # of Copies. You may select to have up to 9 copies
printed. These copies printed will be automatically collated.

Multiple Copies

The ability to have the system print multiple copies is a a feature thatis provided as a
function of the Windows operating system, and the driver for your printer. If either does not
support multiple copies, then setting a value other than 1, will have no effect.

This feature is available onlyto users executing on Windows system, either directly, or as
thin clients.

As well, fields on the Print Options sub-screen have been reorganized slightly to
accommodate the new field. (Fields and display prompts associated to outputting
reports to a Print Queue are now enclosed within a frame.

Where applicable, in all Series 5 applications, the size of display windows and/or tab
sub-screens have been adjusted accordingly. (Dec-22-2009)

- Export functions to Office 2007 Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. Office 2003 Excel had allowed for 65,500 rows, and Office 2007 Excel
allows for 1,000,000 rows. When exporting data, the Series 5 system would
automatically start outputting to a 2nd worksheet when 65,500 rows were reached.
The system will now switch to a 2nd worksheet depending on which version is being
used.

As well, the Spreadsheet /O routines have been enhanced to support up to 999,999
rows of data. (Dec-16-2009)

- Exporting to Excel Spreadsheets functions

The logic used to export to Excel spreadsheets has been enhanced. In the assorted
Series 5 applications, those functions that offer functions to export to an Excel
spreadsheet have the ability to perform the following:

¢ Create multiple worksheets
¢ Select a specific worksheet to be populated
Format titles, legends and headers in larger fonts, as bold, and/or as italic
Have data columns justified left, center or right
Have a data column formatted for "Currency", (where $ signs will be displayed
with 2 decimal places)
Q For Office 2003 Excel negative numbers are displayed with parenthesis
around them
Q For Office 2007 Excel negative numbers are displayed in red with
parenthesis around them

Where applicable, in most of the Series 5 applications, these new capabilities have
been introduced. (Dec-10-2009)
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Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If the user selected to launch Excel after exporting data, the system
incorrectly assumed Office 2003 was installed, and it's Excel utility was being
executed. If you only have Office 2003, then this would not have been a problem. The
system now correctly detects the version of Excel to launch. (Nov-11-2009)

Selecting Dates from Lookup Calendars

When executing under Windows VISTA, dates were not properly being returned. The
year was loaded incorrectly as year ZERO which resolved to a date falling in the year
2000. The problem has been fixed. (Oct-28-2009)

Automatic Disabling of User who Fail to Correctly Logon

As a new security feature, as an option, you may select to have users that fail to
correctly log in to Series 5 after a specified number of times, automatically disabled
from logging in again. Before they can use the Series 5 system again, the System's
Manager, or Series 5 Gatekeeper must modify their Logon Properties record. This
option may be selected with a new field found on System Control Options screen.
(Oct-22-2009)

User Logon Passwords

Passwords now must contain at least one numeric digit, and one alpha character, and
be at least 8 characters in length. (Oct-22-2009)

Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If that output/input option is selected, and Excel is not installed on the
user's workstation, a message will now be displayed. Previously, the system
assumed it was installed, and when it attempted to call Excel to build/read the
spreadsheet, the program would bomb out with an error. This will no longer happen.
(June-02-2009)

Outputting Reports and Invoices as MS Word Documents

Any Series 5 generated reports, invoices, statements, etc, may be output as an MS
Word document. For any MS Word documents that are generated, a Template may
also be specified, (as defined in a Series 5 Configuration file variable). These
templates must be installed on each users workstation in the C:\Documents and
Settings\<PC UserName>\Application Data\Microsoft\Templates folder. For users
with Office 2007 these templates need an extension of .DOTX. For earlier versions of
MS Office, the templates need an extension of .DOT. The system has been enhanced
so that if from the Series 5 Print Options screen, MS Word output is chosen, it will test
for the occurrence of the designated template file for the particular type of output being
generated. If the template cannot be located, an error message is displayed.
Previously, if when generating the output, the MS Word utility could not find the
template, the system displayed an evil looking message, and would abort. (June-02-
2009)

Main Menu User Logon

When a user fails to logon after 5 attempts of entering their User Code and Password,
the system exits. Now, as well, an entry will be recorded in the User Access Log file.
(April-04-2009)
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= Encryption/Decryption Function

A new subroutine has been developed that provides the functionality to encrypt and
decrypt data fields. The algorithm used is based on a Vigenere Cipher. This would be
considered a "strong" encryption. The subroutine is made available to any Series 5
application that requires encryption of any given data record field. (March-11-2009)

-1 Series 5 Grid Management Screens

In any of the Maintenance or Transaction Inquiry routines that listed items in a grid
whereby a given item, such as a Customer Code or a G/L Account, could be selected.
If there were no item on file to be listed, sometimes transactions for the next item on
file were being displayed, but the entry field was not being updated. This problem has
been fixed. Also, now a message will be displayed indicating that no records were
found for the item entered, but the next highest item's items were being displayed.

(Feb-03-2009)

& For 2008

- Using AcuGT Rev 8.1

With the recent release of Rev 8.1 of AcuGT, we have discovered that the INTEL native
mode, on certain occasions cause Memory Access errors. The batch file used to
compile programs S5\util\s5_gcbl.bat must be edited to have the variable NATIVE set
to nothing. (Nov-15-2008)

- User Logon Passwords

The Series 5 system now requires all passwords to be made up of at least 8 non-
space characters, at lease one of which must be a numeric digit. Also, if a users
password has expired, they will be offered the opportunity to assign a new password,
after entering the old password. The rules for password entry will apply. (Oct-7-
2008)

- Import and Export and User Interface Applications

An error occurred when exporting to an Excel spreadsheet if the 1st character the
output string was a "+", "=", or "-" character. In this case, Excel expected a valid
formula. If this was not the case, a terminating error was displayed. The problem has
been fixed. Now the Series 5 software will automatically insert a single quote™"
character in front of the string before inserting to the cell. (Oct-7-2008)

- User Access Maintenance

The Series 5 User Access maintenance routine has been enhanced to simplify the
steps to establish new users and give/deny access rights. (Sept-24-2008)

¢ The Enable and Enable-Like functions have been simplified. In each case, you
now just highlight the "Red" head that is to be given access rights, and click the
Enable or Enable-Like push button, (or right click, and select the desired function
from the pop-up menu.

¢ For the Enable-Like function, a drop-down list will be presented, from which you
can select the user that already has access rights, whose rights are assigned to
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the new user.

¢ The Copy function has been simplified. If you highlight a "Green™" head user that
is already enabled, and select Copy from the Edit menu's drop-down menu, you
will be able to select one of the users that has no access rights in drop-down list
that is presented. (The Copy is basically the reverse of the Enable-Like
function)

e For "Green" head users that are already enabled, when right-clicked, the pop-up
menu has 2 new functions - "Set All items to Full Access" - "Set All items to No
Access". These will make it easier to set up and maintain the users' access
rights.

¢ A pop-up window will now be displayed, when any given menu-item in the tree is
right-clicked. You will be able to set the access to either "No Access", or to "Full
Access" directly, without having to edit the properties sub-screen.

User Access Maintenance

The Series 5 User Access has been enhanced to support up to 250 Logon Users.
Formerly was limited to 100 users. (Sept-10-2008)

Print Manager and Browser

The Series 5 reporting and printing routines have been enhanced to handle filenames
of up to 30 characters long. The UPGRADSM utility must be executed to have the
Report-Manager file's records rebuilt to accommodate the larger field. (Aug-25-2008)

Import and Export and User Interface Applications

In all applications that offer the opportunity to load from or read a text based interface
file where a BROWSE button had been provided, you will now be able to select files that
have a "—" or a SPACE in the filename or the directory path. (Aug-25-2008)

Import/Export Functions

The import and export function has been enhanced to provide support for Office 2007
EXCEL utility. The system will identify Office 2007 utilities by seeing if Excel. EXE can
be found in the clients's C:\Program Files\Microsoft Office\Officel2 folder. For
exporting, the files will be created with the *.XLSX extension; and if selected to be
launched, Office 2007 Excel will now correctly be executed. (Aug-25-2008)

On-Line Help

The Series 5 systems now have On-Line Help. You can access these help files from
the application. In all functions that offer a menu bar, clicking Help will display a drop-
down menu offering General Help, Help on the particular function, and Help about
Grids. For menu items that don't have a menu bar, if help is available, a help icon may
be clicked to display Help about the particular screen. (Note that help may not actually
be available in all cases where offered in the drop down menus) (Aug-10-2008)

Broadcast Messages

The Series 5 Broadcast messages have been increased in size. You may now specify
3 lines of 80 character lines of message text to be displayed. The files used to hold
these messages have been renamed to be EMERGENCY.DAT and
BROADCASTS.DAT. (Aug-10-2008)
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- Application User Access Analysis Export

A new function has been introduced to each applications' User Access Maintenance
function. You may now Export to a spreadsheet an analysis table of users access
rights. Each row of the table is a menu item, and each column is a Logon User. It
provides a quick snapshot of which users have access to any particular function.
(July-15-2008)

- User Access Logging

As an option, your systems manager can turn on the option to log user access to all
the systems' menu items. (June-15-2008)

Getting Help

There are a number of different sources of help in Series 5. In addition to this help file you can
also access the Power Point tutorials and Sentinel Hill Software support.

To get started, your main source of information should be this help file. We have designed it
to provide all the information you will need for using and learning the Miscellaneous Invoicing.

Before contacting support, please make sure that you really can't find the information you
need here. Thanks!

= Displaying the help

e The quickest way to display the help is to press shift-F1. If context-sensitive help is
available it will be displayed automatically.

¢ Most screens will have a Help button that displays relevant information when clicked.

¢ On the Series 5 main menu screen, and each application menu screen on the menu-
bar click Help then On-Line Help .

= Contacting Sentinel Hill Software support

¢ Direct email support is available from the Sentinel Hill Software team at
support@sentinel-hill.com. You can send an email to this address automatically by
clicking on the support@sentinel-hill.com graphic on the Licensing tab screen
displayed after clicking Help / About on each systems' menu.

e If you have a Support Contract, you may contact Sentinel Hill support center directly at
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= Summary of Fixes and Enhancements

= Getting a printed user manual

1-800-663-8354.

e For each application, a detailed history of the changes that have been made is available

from our website at €7 Series 5 Fixes and Enhancements.

You can download formatted PDF versions of the documentation for each application
from our website with the following links:

{# Accounts Payable

& Miscellaneous Invoicing

€& Accounts Receivable

47 Fixed Assets

{# Customer Order Processing

¥ Web Access Management

¢ Inventory Management

&% Series 5 Systems Manager

47 Purchase Order Processing

&1 Professional Invoicing
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The Basic User Interface

Throughout the Series 5 system applications, there are a number of basic common types of
screens to provide a consistent operation. These are discussed in this chapter and it's
related sub-topics.

Miscellaneous Invoicing Application Menu

Each Application has a primary menu screen. These menu programs all operator in the
same manner, and basically offer the same types of functions.

The instructions below explain the features available and how to customize some of the sub-
screens. For detailed instruction on the actual application, refer to the related topics in the
Miscellaneous Invoicing Menu Functions |21 and The Q/I Menul .+ chapters.

Here is the Q/I menu that will be used to identify the different functions available to most other
applications' menus.
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™ SHSI Series V Quick Invoicing =3

File TrxInquiry Operations Reports Codes Maintenance Purging  MWizards  User Functions  Control Options  ‘Window  Help

Uzer USER Rew: 5.08
Invoite Sentinel Hill Software [Test for Portland Cement]

February 07, 2009 0615 PM

Quick Invoicing

1 Scheduled for Today 2 Overdue Functions 3 Coming Due
4 My Favorites 5 Daily Operations | 6 Monthly Operations 7 Year-End Operations

Typically D aily Funchions:

I Invoice Inquiry ]

’ Generating Invoices E

&

’ Reports Manager ]

= Applications' Menu Bar

All functions available to a given user may be accessed from the menu bar at the top of the
screen. Menu items are grouped according to the type of functions for each application.

" SHSI Series ¥ Quick Invoicing (=13

File Trx Inguiry Operations FAeports Codes Maintenance Purging  ‘Wizards  User Functions  Control Options  Window  Help

Uzer. USER Rew: 5.08
Invoite Sentinel Hill Software Inc. [PCA]

Februay OF, 20058 0615 P

Quick Invoicing

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



30

Series 5 Miscellaneous Invoicing- User Help

= Applications' Menu Bar

The following menu bar groups of functions are defined:

Menu Bar Group

Types of Application Functions

File

For the Reports Manager, Batch Job Processor, and other
File Management functions

Trx Inquiry For functions that offer screen Inquiry of current or archived
data, or interactive analysis

Operations For Generating Invoices, Printing them, and Interfacing them
to the Accounts Receivable system

Reports For the generations of reports

Code Maintenance

Maintenance functions for defining and updating master code
files

Purging

Functions that Purge History files

Wizards

For setting up and/or launching user defined Wizards

User Functions

For launching user created programs or other Window's
Utilities

Control Options

For defining controlling properties for the application, setting
up the users profiles of those individuals that will have access,
and defining those functions that are to be set up as
scheduled functions.

Window Functions to manage the simultaneous execution of up to 9 of
the applications' functions
Help Displays licensing information, launches Help, or executes a

Monitor displaying users currently using the system

For example, to select the Customer Merge Sets Maintenance function:

1. Click Codes Maintenance in the menu bar.
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Codes Maintenance

Purging  ‘Wizards

Currency Codes
Cuskomer Metg

Invoice Corments. ..
Irvoice Templakes. ..

5 Daily Operations |
Today |

2. Select Customer Merge Sets... from the drop-down menu and the Customer Merge
Set Maintenance screen will be displayed.

= Daily Operations - Monthly Operations, Year-End Operations and Transaction
Entry tabbed sub-screens

Tabbed sub-menus are provide on the application menus that offer common types of
functions. Each of the applications menus offer tabbed sub-screens that have those
functions that would be typically invoked a certain times, or to enter Transactions.

For example, those menu functions in the G/L system that might be executed on a daily
basis:
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[01] Sentinel Hill North America

L e June 30, 2008 0530 P
7 ?ﬂ General Ledger

1 Scheduled for Today 2 Overdue Functions 3 Coming Due 4 My Favorn
5 Daily Functions & Monthly Functions 7 Year-End Functions 8 Tranzaction E

Typically Daily Functions;

[ G/L Account Inquiry l [ Chart of Account Maintenance

R

[ Trial Balance Report ] [ Reports Manager ]\

[ Balance Sheet ]

[ Profit and Lozz Statement l

\f‘*inancial Stateme

1. Click on the applications' Daily Functions tab.

2. Click on the desired function push button.
3.1.1 Multi-Threaded Windows

The applications menus provide the ability to select and execute up to 9 functions all at the
same time. Each executes in their own window independent of one another.

&+ Execute multiple functions from the Applications’ menu simultaneously

e The functions that have been launched are displayed in the frame at the bottom on the
application menu

& [1 AR Aging Report @ | 4 Custamer Dpen [term [nguiry

& | 2 Customers k

& | 3 Sales and Credit Entry
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e If you right click the icon associated to an executing function, a drop-down menu will
appear from which you can hide or restore it's screen, or terminate the function.

I 1 Cugtomers J

Hide this Item's YWindow

Feskore this Tkem's W

Terminate this Funckion

¢ The functions that have been launched are visible as items under the menu bar's
Window sub-menu

tions
Hide All

Restore All (Cascaded)
| Termiriate: Al

1 &R Aging Report
| w Z Customers
i v 3 Sales and Credit Entry
“-anzaction Entlj v 4 Customer Open Ikem Inguiry

-

Lnus:

Favorites|
L |

¢ You may terminate, hide or cascade the executing functions windows by selecting the
appropriate function from the menu bar's Window sub-menu
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File  Trx Inquiry Operations Reports Codes Maintenance Purging Wizards  User Functions  Control Options

Fe
|

'® AR Open Item Inquiry

User: USER

Terminate &ll

v 1 AJR Aging Report
v 2 Custamers
v 3 54les and Credit Entry

Sales Transactions are entered in sets under the control of Sales Batches. Select the desired
Sales Batch from one of thaze that have already been creatd, of you may choose to create a new one.

¢ You may hide, or redisplay a particular executing function by clicking on it's entry in the
menu bar's Window sub-menu

3.1.2 Scheduled Menu Functions

The Series 5 Menus offers the ability to define certain functions to be scheduled for particular
times of the day at specified intervals. Tabbed sub-screens display those functions that have
been scheduled and are Overdue, Due for Today, or Coming Due. The operator must
click the push button in the sub-screen to select these functions to have them executed.
Once the function is finished, the operator will be prompted to reschedule the job.

Refer to the section on Users Scheduled Menu Functions| 1] under the User Access
Management] .1 Chapter for the steps to set up the Scheduled functions.

= Scheduled Menu Sub-Screen Examples

e For menu functions that are scheduled to be launched today:

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



The Basic User Interface

| SHSI Series ¥ General Ledger

File TrxInguiry Operations Financial Statements Reports  Codes Mainkenance  “Wizards

IJser Functions  Conkrol Options

Window  Help
-~
User. USER Rew: 5,02 =T
¢ \%. [01] Sentinel Hill North America |
|1- July 01,2008 0533 PM
?-' General Ledger
| B Daily Functions | & Monthly Functions || T Year-End Funchtions || 8 Tranzaction Entry |
1 Scheduled for Today | 2 Overdue Functions | 3 Coming Due | 4 My Favorites |

The following Scheduled Menu items are due for zelection today:

032:00 am L Profit & Loss Statement ]

06:00 pra [ Interface from Sub-Systems ]

07:00 pm [ Balance Sheet Schedules ] k

e For menu functions that are scheduled, but were not launched on the day they were
due. They are Overdue:

-

5HSI Series ¥ General Ledger

File Trx Inquiry Operations Financial Skatements Reports  Codes Mainkenance  ‘Wizards Uses
Window Help

Uzer: USER
; [01] Sentinel Hill North America

July 01, 2008 05:52 PM

| 1 5cheduled for Today | 2 Dverdue Functions

The follawing 5cheduled Menu items are overdue and need to be addres

6430408 L Year-To-Date Trx Export ]
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e For menu functions that are scheduled, but for a date in the future:

™ 5HSI Series ¥ General Ledger,

File Trx Inquiry Operations Financial Statements Reports  Codes Maintenance  Wizards  User Functions  Control Options
window  Help

User: USER Rew: 5.08
3 [01] Sentinel Hill Morth America

(BN A July 01,2008 0555 PM
=7 E’ General Ledger

| 5 Daily Functions | 6 Monthly Functions | 7 Year-End Functions 8 Transaction Entry |
| 1 Scheduled for Today || 2 Overdue Functions | 3 Coming Due | 4 My Favorites |

These Scheduled Menu items will be due for zelection in the Near Future:

402408 I Balance Sheet ]

#/07/08 ’ Trial Balance Report ]

= Rescheduling Scheduled Functions

Once a scheduled menu item's process has completed, a screen is presented to the
operator offering to have the menu item rescheduled.

'® Re-Schedule this Function ? EJ@

Fe-0couring: |Dail_1,- (Mon-Fri) v|
Mext Scheduled For:

[rozrte | 72| # [ ] [1]: A

A
|

Yes with Hew Date Shown

[
[ Yes with Oniginal Date
[

Remove az a Scheduled ltem

1. The fields will default so the function will be scheduled as defined.

2. You may have the item rescheduled using one of the following intervals:
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Every Day
Weekly
Monthly
Quarterly
Annuall

3. Click on the applicable push button as required.

Grid Processing Screens

The Series 5 applications have been developed around the concept that the operator should
be able to navigate easily through the master codes data sets or batches of transactions that
are being worked with. To accomplish this, the assorted accounting systems have made use
of a graphical control known as a grid.

The grid control is basically a table that provides the operator with a list of the data records
being worked with, and controls to navigate through the associated file. Individual fields may
be edited, pop-up menus may be displayed for related functions, and the cursor up/down and
Page up/down keys may be used to move around rows and columns of data.

The screens that display these grids also offer a number of functions that the operator can
manage or manipulate the particular records' information. These are fairly consistent
throughout the Series 5 accounting systems.

Grid screens are typically developed for the following types of menu functions:

O Master Code Maintenance routines

@ Transaction Entry routines

O Data Inquiry routines

Q Operations that require the operator to perform some type of function to easily set or
edit properties of a specific type of data record

Here is an example of a grid based screen that offers most of the controls typical of a
Transaction Entry function. (In this case there are 2 rows in information for each data item
being displayed).
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'm Standard Journal Transaction Entry [_ =1
Fil= Edit View Help Click to Exit Click to hide
Coloured frame of Push Buttons of the Window
Standard Journal Trap# Select to add, modify major functions that can be performed «Ezsion. Y'ou may also e
Menu Bar of y " h
J-Entry Session: APAQ appic:EIL; f:r:c?tions an Edit List. To have the friafsgom — oger, select the "Post” function. [L]
Print Full Edit List Print Exception Edit List
. . Tranzaction Ledaer Date: 2729708
List by: | Journal D # w Go To Tres with JID #: i | Fiefresh
— D —Ilﬁl—ll - Transaction Document Date: 2729708
it P | by
JID # [6/L{ tcount # s Priact 7 wnate | pebit || [RefBatch [b g Acr
P Refresh the grid display with the :
Type Acc{ \Pl Descnpllon\ record of the key that iz entered here _‘\" # lPdll e DD(J_J—B‘) Click to Refresh the grid display to the 1st (L
7/L"’TB g dh‘_‘\l'«;t\‘ 300. ll__,_ record satisfying and filters and update any o
il rop-down lis i ]
to h};ve tFP;e items WESSENG APACCR 2/23/08  Click to display & search applicable status fislds
displayed sorted in window to enter a search string
slayed sotedin -/ 2/20/08 |{ e ) |DATA & IMAGE PURCHASE ¥
b _SBULK |APACCR 2/29/08 | -
15 |064-3222-040 2/29/08 22.,500.00 MICS CORRESPOMDENT INV ACCRUAL e
GL-ST [UCCON DEM&ND CORR FEE  |&PACCR 2/29/08 - e LT
Grid Mavigation Puzh Buttons to +
17 |064-3310-040 2/23/08 6.603.60 ( pozition to the next/prior [tem or_Sc:reen i
GL-ST_|DIRECT ACCESS-GROSS CHAF|APACCR 2/29/08 M or to the Start/End of the list
18 2/29/08 1 2,1 CHARLES JONE Y ACCRUAL e
GLS DDL:E{Z tcollil;jgythg;ven \\E APACCR 2/23/08 Right click a field in any given row |
asenciated record edited ,) 2;29;:{ to have a pop-up menu dizplayed \ COMSULTANT FEEAT HOUSTON ks
offering applicable functions that
GLST Do APACCR 242940 A Py o | .
23 |064-4910-060 2/29/08 CONSULTANT FEE-IT GLEMDALE e
GL-ST [COMSULTAMT FEESIT APACCR 2/29/08 |
27 |021-2690-100 2/29/08 TRADE ACCOUNTS PAYABLE ACCRUAL Yo
GL-ST [ACCRUED EXPENSES UDS - &.|4PACCR 2/29/08 83.759.29 |
( Totals applicable to the 3 | -
items dizplayed in the gid
R
f/ | Statuz bar dizplays the Sort |
¥ - : { Option, and the current Search
Contral Totals: 8 of Tranzactions. Total Debits: 3 83,759, Field and Sting
WARMING: The Ledger and D t Dates d to these T ki have Edit and Update Session and Trx Dates Now ]
not been updated since the last ime thiz Standard Trx Set was Poste
Items are listed by JID # [order entered). Search: v for:

= List-By or View Options Menu

In those grid applications where the items may be displayed using different sort criteria, click
on View in the menu-bar for a drop-down menu of selections; or make the selection from the

List-By drop-down list.
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W Trial Balance Preview / Report W Trial Balance Preview / Report

1 File

File View Help

YWiew

w Order by Account #
Crder by Profit Center
Order by Description

G/L Trial Balance Inquiry/Report

Order by Type

E———
™

Crder by FfS Code 1
| Order by Fja Code 2
|| Order by FfS Code 3 E| Account Descripion %
Order by FfS Code 4 G/L Account i
E Order by FfS Code 5 G/ Ac Profit Center
E Crder by FjS Code 6 042-070
| Order by 5/5 Code | or 043.07g Fin Stmnt Code 1
I 00  order by 5/5 Code 2 " HFin Stront Code 2
1 |oc 043-076Fin Stmnt Code 3
00 Order by 5/5 Code 3 Fin Stront Code 4
u[ Order h}." S,IIS CDE'E 4 043'0?5 Fir Strant Code 5
E Crder by 5§53 Code 5 . 043-074 Fin Strnt Code &
Il Sup Sched Code 1
) [og. ey sicedes | 042-0795,; Sched Code 2
001-011 5up Sched Code 3
004-0400-040 Sup Sched Code 4
008-5100-040 042-1695p Sched Code 5
042-1625up Sched Code 6
011-0518-100
| 011-2031-100 k
043-4010-040 .

A description of the sort order is displayed in the status bar at the bottom of the screen.

[y e-fusd auuw [H1 U2 FlLeda-ALh vou U | + uds Ul |
|

Trial Balance Tatalz Opening Balance: % | |]_|]|]| Tatal Debitz: &

far 408 Accounts Total Creditz:

[ — R
Items listed by GSL Account #. Search:

= "Fast Button" Frame Tasks Push Buttons

In all the grid based screen functions, the major operations that could be performed are
displayed as Push Buttons in a brightly colored frame. This is referred to as the "Fast Button"
Frame.
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' P/l Invoice Processing
File Help

Invoice Generation These are the Invoices that have been generated, but not yet posted to A/R. =
“r'ou may choose ta view those generated by yourzell or for the spstem as a whale. J—

| Print/Post Finals Paytech Reconcile Post to A/R

Processing Invoices For:

ice #: Refresh
() Private Access [Local Only to this PC) Gio Talnvoice #: EJ

(3) Public Access [Server Side to Al Users)

Or for another example:

W Chart-of-Accounts Maintenance
File Reports Edit Wiew Help

Define GfL Accounts Select to modify, delete or add G/L Accounts for recording General Ledger E
transactions. Accounts are also used for formatting Financial Statements. =
Go Tao the Account with Mumber: M

% c

Note that different types of functions have different frame background colors.

List by: | Account Mumber w |

B - Blue Active data Inquiry or Analysis
B - Burgundy Codes Maintenance
B - Olive Green Archived transaction Inquiry

- Aqua-Marine Green Transaction Entry

= Selecting to Display Items Associated to a Particular Code

In certain grid based applications, you will be able to display only those items associated to a
particular master code. There is a field in which you can enter the desired code.

In the example, the screen displays all Open Items for a selected Customer.
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Open Item Inguig These are the un-Purged Invoices and Payments associated to
will appear on each Customers' Statement,

RESEARCH INC

001461 « ﬂ'ﬂ||ﬂT|ﬂ HOUSTOM, T

Customer:

S
Doc #| Type |Doc Date (Lgr Dal}*\ Apply To
868689 | 1/01/08) 1/02/08
2/01/08) 2/01/08

In this example there are three ways that a given Customer may be selected:
1. Enter the Customer Code whose items are to be displayed in the grid.

2. Click on the icon to have the Customer "Lookup™ window displayed and select the
desired customer.

3. Click on the "Find Prior" or "Find Next" icons for the prior or next Customer Code on file
with items to be displayed

Processing Tip

When a grid application that offers a code to be selected is initially displayed, that field is is normally blank. If
you wish to just displayitems for the 1st code on file, click on the "Find Next" icon push button and the system

will do the rest.

= Search Function

In all the grid based screen functions, a Search function is provided.

1. Click on the Search icon.
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ode.
¢ alrieady defined.

il ]
—[Eigsea_particular item
Chrg= Ntnrg-rmrrl-

n.aa n.aa

2. The Search window will be displayed. Enter the string or number to be searched in
the Find field and select the particular field of the given record to be tested.

Search Task Codes

Fird: |Sean::h String v|
Ire | Deseription w k
M [Initz h: _’

Charge Rate
LY MHaonCharge Fate

S Unit Cost Rate
T ax Group Flag h Cancel
|rvoice Section
Invoice Group i —

hTop

3. Set the searching options as desired and click on the Find push button. (Iif you rather
just get a count of the # of records that satisfy the search, click on the Count push-
button

4. If arecord is found, then the grid will be refreshed with that item displayed. Also, the
Search Backward/Forward icons will be enabled, and you could then search back or
forward by clicking on the appropriate buttons.

5. The current search string, and name of the field tested is displayed in the status bar at
the bottom of the screen.
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0.00 Total Debits: $ 42 128.369.07 Met Change: $
Total Credits: $ 42,123,359_un:|i Closing Balance: §

Search: Description for: Search String

= Grid Navigation Buttons

To move through a file of records that are accessed or displayed using the grid, use the
Navigation Buttons found at the right side of the screen.

Navigation To Keyboard Key or MouseGraphic
Click

The next grid row Cursor-Down Key or
rotate the mouse wheel

towards you
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Down 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
towards you

The prior grid row

Cursor-Up Key or rotate
the mouse wheel away

ted

[ e | &

Up 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
away

31/07 < Period 03 Year End Dec/2007 | BE]

The 1st row of the
next screen

Click bottom down button |

9 | ]

Code
17

Ref Company/Item

JPMC/BMY AMENDMENT PR
CROWMN CREDIT COMPANY ||«
THE REYROLDS & REYNOLL

The 1st row of the
current screen, or the
row just before the
1st row of the current
screen

Click top up button

=
1

1 WESTOWER FIMAMCIAL IMC
E AZTEC FINAMCIAL, INC.

3 MED OME CAPITAL, INC

g GREAT AMERICS LEASING

13

The last row of the
next screen

Page-Down key, or click
the lower dbl-down button

2 RAYMOND LEASIMNG CORF

] BE&ET

4 BBET

i) BBET

M WELLS FARGO FINAMCIALL || =

& CITICAPITAL
0 PATTERSOM DEMTAL COMF

The 1st row of the
prior screen

Page-Up key, or click the
top upper dbl-down button

i2 LEASE CORPORATION OF &l
036 LANDMARE. FINANI]RCDF!
J14 SOLARCOM . -

m BaME OF AMERICA CE OFS
ar CITICAPITALIBTF MaHwAH)

Met Change: § 15.104.00CR

The 1st record on file

Hold the shift key and
click the top up button

The last record on file

Hold the shift key and
click the bottom down
button
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= Grid Row Pop-Up Menus

For most of the grid based menu item screens, you can right-click a given row to have a pop-
up menu of the functions that would be applicable to the record represented in the row.

™ G/ Journal Entry Inquiry
File Reports Edit Yiew Help

G/L Transaction Journal Inquiry View Ledger Transactions using a variety of methods; Print or export transactions for selected O
Accounts or Projects; Add attachments, Comments or Follow-Up flags to individual ikems. J—

Set Filters Print Grid Items Ezxport YTD Transactions
(®) For Fiscal Period

) Far Selected Dates

| 3/01407 - 3/3/07 < Period 02 Year End Dec/2007 | Ta

G/LAcoount. | 008-5100-040 ~ | | o] 0

CCH LEGAL SERVICES
Go To Trs Dated: :ﬂ List by |Account # Date [Newest first) v| h | | |

Lar Date |Doc Date Dehbit Credit [JE ype dger Project |Ref Doc # |Ref Code [Ref Company/ltem R
3/30/07 3430407 | 1.690.000.00 /ﬁﬂ‘l 281 Fl-wiP WS TO HARRIS FOR 3/30/07

3/30/07 3430407 103.000.00
312207 3/22/07 | 2.009.000.00
3115/07 3415/07 | 1.940.000.00
3/08/07 3/08/07 | 1.588.000.00

A e NSFER TRACEH#20070230-00] |-

F/ Mezre ) NSFER TO HARRIS FOR 3/2
2—?. Addfview attachment

| 501 Ao Comments NSFER TO HARRIS BANK 3

\ 90127 SetiClear Flags NSFER T0 L3ALLE FOR 3t

\\ Sub-GQuery by JE Source //

- _ ———

= Editing Cell Contents Directly on the Grid

In a number of code maintenance applications, descriptive fields may be edited directly on the
grid. If this is allowed, when those particular cells are double clicked, the contents of the cell
will be highlighted. the operator may then key in the new value.

™ Bank Account Codes Maintenance
File Edit

- B

Help
Define Bank Account Codes Select to modify or delete; or add a new Bank Account Code. O
You may alzo generate a report listing the codes already defined. A

Go To Bank Code with Code: | V| ﬂ"ﬂ| |J
“'__,_-'—'—'_‘—‘—\-..,_H-_

~

%cuunt HName G/L Cash Account Mext Chk (Currcy
DFEHMING ACCOUMT  |001-0110-040 007eEa7
/ Y
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= Standard Record Editing Functions

Most of the grids in the Series 5 system's applications provide an Edit drop-down menu from
the menu bar. This offers functions to Cut, Copy and Paste the associated records belonging
to the grid. For codes maintenance applications, there are also functions to Undo the last
deleted item; and to Undo the last edited item. From the drop down menu under Edit in the
menu-bar, click the desired function. (In most cases, these functions are also available
from the pop-up menu displayed when arow in the grid is right-clicked).

"M Customer Type Codes Maintenance
3N Edic

Undo Delete File Edit HE'D

e Codes

Select to modify or delste

"8 A/P Accounts Maintenance

Unda Modify . “Y'ou may also generate

e o

Go To Cust Type with

|AGNT REG AGENT
BK. BANKING

Define A/P Accounts used

Select to modify or delete; or ady
Tou may alzo generate a report

ESCROWS
FINANCIAL

001-0310-040

001-0420-040

001-0900-040

|Descriptinn

Account

001-0120-040

001-0400-040

001-0430-040
001-0440-040
001-0470-040

Cut &JP Account Record
Copy AP Account

Modify
Delete

Cuk Field
Copy Field
Paste Field

002-0231-040

Warning

record may not be Pasted or Undone.

The Undo Delete, Undo Modify, Cut, Copy and Paste functions are only
operable while working in the particular function. If you exit the function
associated to the grid, when you return, any Cut, Modified or Deleted

= Most Recently Accessed Items Menu

In the drop down menu under File in the menu-bar, most grid screens will provide a list of the
last 6 items that were added or edited . You can click on any one these to position to it.
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™ Customer Maintenance
Edit

Wiew Help

Propetties

Print...
Import...
Export...

Bulk. Emnail to Customers, ..

1 00a00a
2 W17425 - LASALLE MATIONAL
3 017930 - LASALLE BAMNK MNATI
4 017931 - ABN AM ]
5 017933 - ABMN AMR.O SERVICES
6 2663635 - 1346 RAILROAD AS5

Exit

LZ00300 [T L Pt e Y e Y P I

265239 1751 E BAYSHORE IMNY
017103 15T aAaRAM'S FIMAR
020289 15T CAPITAL

= Grid File Properties Menu Function

In almost all applications using a grid screen, the rows of data displayed represent a data
record in a file. The Properties function found In the drop down menu under File in the menu-
bar, when clicked will display some properties about the displayed file.

™ G/ Journal Entry Inquiry
SN Reports  Edit Wiew Help

1 A35ETS ! .

& LEDGEMD DATE
3 DMV CORRESPOMDENT/ACCESS F
4 CORP MISCELLAMEOUS FEES-LO
o CORP MISCELLAMEOUS FEES-LO
& UMBILLED REYEMUE

Exxit:

Lar Date (Doc Date

The Properties Screen displayed shows the names of the files, the # of records, and the size.
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M Series ¥ File Properties

GL ¥TD Tranzaction File

Folder:  d:\sd\testh\UCCAdata
Dizk File: GLEYRTRX40.DAT

# of Records: 1,352,128 k‘
File Size: 636,516,352 EButes

Last Modified: Friday, July 042008

= Grid Slide Bar and Full Screen Expand Push Button

In most cases, the columns of data displayed in the grid can be displayed in the screen's
window. There are a few functions that have too many columns of data to fit.

If there are more columns defined that can't all fit on the screen at once, there will be a slide
bar displayed at the bottom of the grid. The operator may slide it over with the mouse to view
the hidden columns of data.

If there is an _| icon in the lower right corner of the screen, clicking on this will expand the
screen laterally to it's full size. (You will need to have a wide screen for this to be effective).
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S AR Period Analysis Inguiry andfor Report

File View Analysis Help

49

[BN=1 3

¥

A/R Period Analysis Inquiry/Report
by G/L Fiscal Years

Show Tatals for.

Print Analysis Report [Re)Build Preview

AR Accounts

Gio to Main Account #: I:l

Build and preview summary totals by selected Periods for Customers, &/ Accounts, Customer Types
Sales Reps and Sub-Ledger Projects. From the display. generate either a report or a spreadhsheet.

v | ]| 1]

(Ree)

[ B ] &

A/R Account Type Description YiEnd 12/31/06 | YiEnd 12/31/07 | YiEnd 12/31/08 | YiEnd 12/31/09 | YiEnd 12/31/10 | YiEnd 12/31/1

=== ACCOUNT NOT ON FILE ** 0.00 0.00 140.00 0.00 0.00 0.
000-1020-100 | CshRep === ACCOUNT NOT ON FILE == 802 .48 1.405 56 24298 000 0.00 0
001-0110-040 | CshRep CHASE BANK GENERAL ACCO 1.065.00 4,023.95 140.00 000 000 0.
001-0110-040 | NonARC CHASE BANK GENERAL ACCO 152,594.96 221,305.21 346,093.58 0.00 0.00 0.
001-0200-040 | PPayPm VISA Paymentech Clearing Acc 0.00 0.00 101.00 0.00 0.00 o
003-0100-040 | Invoic ACCOUNTS RECEIVABLE 0.00 0.00 11.250.88 000 000 0.
003-0100-040 | Prepay ACCOUNTS RECEIVABLE 0.00 0.00 101.00 0.00 0.00 0.
003-0100-040 | CshRep ACCOUNTS RECEIVABLE 44 436.00 E.572.00 0.00 000 0.00 0
003-0100-040 | PPayPm ACCOUNTS RECEIVABLE 9.936.00 0.00 101.00 000 000 0.
004-0400-040 | AR-Rev INVOICED REVENUE CONTRC 9,996.00 0.00 11,250.88 0.00 0.00 0.
011-0661-060 | CshRcp FIRST UNION BANK - DFS 93,701.10 £1,305.14 256 576.59 0.00 0.00 0.
011-0698-040 | NonARC DEPOSITS - iLien 1.000.00 0.00 0.00 000 0.00 0
011-2042-100 | NonARC ‘WA FIL e-FILING DISB 1.065.00 0.00 0.00 000 000 0.
011-2057-100 | NonARC PA-505 FILING-DEPOSIT 44,436.00 £.872.00 0.00 0.00 0.00 0.
013-1524-040 | NonARC iLien CL. DEPOSITS DN ACCO 500.00 0.00 0.00 0.00 @0.00 0
013-2002-040 | NonARC ALLOWAMCE - BAD DEBT 145.00 3.920.42 B.EE2.07 000 U.\BO\ 0.
015-1090-100 | NonARC REAL PROPERTY DISBEURSER 0.00 40.00 0.00 0.00 0.00 0.
015-1091-060 | Not [DFS OTSBURSEMENTS E1.534 £7 B3837 5T [ 9235630 oon oon il
< /ﬁﬂw— _.'-"*\

based on Ledger Date.

Mt accumulated 3431708

Items listed by A/R Account.

Code "Lookup" Window

Search:

for:

Throughout each of the Series 5 applications there may be master codes that must be

entered into a field on a screen. In most cases there will be an icon |ﬂ of a pair of
binoculars located to the right of the field. If you click on the binoculars, a "Codes Lookup"
window will be displayed, from which you can browse for and select a code.

Here is an example of fields with the binoculars icon for entering master codes in the
Professional Invoicing system.
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. ,ufl!--n.it-. A
Project: 10086 CITY BAME - FORMNEY
Description | Motes | Billing | G/L A

] o Click on the
Enter the Project Code, Descripti binoculars, [ar stike
[ Thiz project belongz to the Loc

the FE function key),
Project Code; I:I

far the ""Lookup"

i oy

I Client Code: |010086 i CITY BANEK - FORH
— POEBO=5

PO Mumber: FORNEY, T

Froject Type:

(®) Regular ) Master () Sub-Ordinate ()

Parther-ln-Charge:; m R G THOMSOM
Project Leader: m O0B-T5H

»d Fiel L -
[ —_|

= Code "Lookup" Window

All "Lookup™ windows basically have the same characteristics and controls.
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106
107
108
109
10ANH
10CHA
10EJR
10ELM
10FMC
10GGS
10GLC
1AM
1LPC
10LIR
10LMB
110
200
200000
200451
20045R
200BKL
200BKR
200CCL

OEE == =

106-RMATS M
107-RMATSM
108-RMATSM
109-RMATS M

& M HOLMES
CHAGUERD
EJROBIMSON

E L MaGLSIAK

F i CAMCINO

G G SOREMSER

G L COMRAD

J A MCDOMELL

J P CASEY
LalRA 1 ROBIMSOM

L t4 BOMILLA,
T10-RMATS M

200 - DMA,

DOCUMENT RESOURCES
ASSUMED MaAME-LOCAL
ASSUMED MAME-REMOTE
BAMERLUPTCY-LOCAL
BAMKRUPTCY-REMOTE
CT% COURT RECORDS-LOCAI

113

44

< Select a particular code by navigating to it in the window and double clicking the

GoTo Key:

row, or clicking the Select push button

» To exit the Lookup window without selecting an item, click on the Cancel push

button

% A Search window may be activated by clicking on the |ﬂ binoculars icon

% Move through the codes in the window by clicking on the grid navigate bar icons

(on the right), or the cursor up/down keys, or the Page Up/Down keys.

% If you know the 1st few letters of the code you are wanting, you can type these,

51

and the grid will redisplay showing the item closest to the Goto Key that you have
typed. (To reset the Goto Key string, strike the ESC key, of click the Reset

pushbutton).
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108 108-AMATEM
109 103-RMATEM
10ANH |4 MW HOLMES
10CHA |CHAGUERO

10EJR E J ROEINSOM
10ELM  |E L MAGUSIAK
10FMC

F CAMCIND

0 a0

44

= G/L Account "Lookup" Window

™ FJ/A Accounts Lookup

1 5 B

0725-95-001700-00-900
0725-99-000355-00-100
0725-33-000355-00-200
0725-99-000355-00-300
0725-99-000355-00-400
0725-33-000355-00-300
0725-99-000360-00-100
0725-99-000360-00-200
0725-33-000360-00-300
0725-99-000360-00-400
0725-99-000360-00-900
0725-33-000365-00-300

0730-95-101012-00-100
0730-95-101014-00-100
0730-95-101016-00-100
0730-95-101017-00-100
0730-95-101018-00-100
0730-95-202012-00-200
0730-95-202014-00-200
0730-95-202015-00-200
0730-95-202022-00-200
0730-35-202023-00-200

Projrct Expensze-R & D
Trawvel & Entertainment
Trawel & Entertainment
Travel & Entertainment-168
Trawel & Entertainment
Trawel & Entertainment
tlities

[tilities

[tilities

tlities

tilitieg-Corp O/H
IJtilitiez-168

Payroll- TV-Guest Svos
Payrall-T%-0p's Admin
Payroll-T%-Pogt Coordinators
Payroll- T%-Aocount Managers
Payrall-T4-Reception
Payroll-Studic-Guest Svios
Payroll-5tudic-0p's Admin

Jze F10-80-202193-00-200 anly
Payroll-5Studic-Client Swios
Payroll-5tu-Client Ser Rep-WwEB

10GLC |G L COMRAD 10 -
1AM ) A MCDOMELL 10

10JPC J P CASEY 10

10LIR LaldRA 1 ROBIMNSOM 10 -
10LMB LM BOMILLA 10

T10-RMATSH
200 r%
GoTo Key: 10G

For "Lookup" windows offering a G/L Account to be selected, a similar window with the
same characteristics and controls is displayed.

0730-90-303020-00-400 | Payrol-Cahuenga-Sendication %

&

GoTo Key:

0730-00-900000-00-===
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The main difference is the entry of the GoTo Key:

% As each numeric digit is entered, the system will attempt to redisplay showing the
closest Goto Key account

% For systems with more than one G/L Account Main segment, enter either the
Space-Bar, or the "-" character to indicate entry of the next Account Bank segment

% Only the G/L Account Main number is recognized. Don't bother trying to enter the
Profit Center portion

% In the above screen example, you could have entered 730- or 073090 to have
the system position itself in the grid as shown

% Once the number of digits in the G/L Account's Main number has been entered,
the GoTo Key fields is cleared, and a different number may be started

34  Date "Lookup" Window

Throughout the Series 5 applications there is the need to enter dates. With each date entry
field there will be an icon J of a calendar located to the right of the field.

dbn.

sbit Amount: $ |
Ledger Date:  |2/29/08
wument Date:  |2429/08

Original Tre Ente Reference Fields:

ﬁ Code:

If you click on the calendar, a "Date Lookup" window will be displayed, from which you can
choose a date.

= Date entry "Lookup™ Window

Here is the "Date Lookup" window.
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Feb 2008 Feb v| 2008 v |
Sun Mon Tue Wed Thu Fri Sat
1 2
] 4 o G T i ]
10 11 12 13 14 15 16
17 18 14 20 M 22 23
24 25 26 27 28 a |

Y'ear kanth

oK | [Eancel]

% Select a particular date by double-clicking it on the calendar

% Select a particular Month or Year by selecting it from the given drop down list
fields

% Move to the next or previous Years and Months by clicking on the navigate buttons
at the bottom

% Exit without selecting a date by clicking on the Cancel push button

Date Range "Lookup" Window

Throughout each of the Series 5 applications there may be a need to enter a range of dates.
In most cases there will be an icon J of a small calendar located to the right of the fields.

Here is an example of selecting a range of Ledger dates in one of the G/L system's functions.
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55

Set Display Filters

Set GSL Transachon Selection Filters ..

G/L Transzaction Select Filters

Tranzactions far thiz function will be included bazed on whether their  respective fis

~ with Ledger D ate: Wfith Document |

ol |3J'l]1 J'l]ﬂ |
- Between:
(%) Inclusive 2711707 o |

" Entered az:

Credits

If you click on the calendar, a "Date Range Lookup" window will be displayed, from which
you can enter the starting/ending dates, or choose from a variety of different date range
possibilities from a drop down select field.

= Date Range "Lookup" Window

The window for entering a range of dates, (or selecting one form a drop down list).

™ Select Ledger Dates Date Range

| Current Month From: To:
frvzas |7s|  [rzaizee ]
[ <= Priar Manth ] [ MHext konth = ]

[ 1] 4 ] [Ean-::el]

You may choose, or set, a given date range using a variety of methods:
< Enter the dates in the From and To fields

+ Click on the little calendar icons to have a calendar displayed from which a data
can be chosen

% Click on the Prior .... or Next .... push buttons to adjust the dates accordingly

% Choose a particular date range from the drop down list
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™ Select Ledger Dates Date Range

Current b anth

W

fith

ALL Dates
Datesz Entered
Earliest-To-D ate
Taday

Curment ‘Wesk,

Current kanth
Current Month Last vear
Current Cluarker

| Current Quarter Last Year

Current 'ear

b anth-To-D ate
Cuarter-To-Date
Year-To-Date
Year-To-Date Last Year
Y'ear-To-Maonth
Y'ear-To-tMonth Last Year
Last \wWeek

Last konth

Last Quarter

Last Y'ear

Last 12 Manths

Laszt 12 Cluarkers

Last 12 Years

p to 3 Ago

From: To
o108 | o e o
[ <= Pnar Manth ] [ Mext bMonth = ]
[ oK ] [ Cancel ]

TRE

| AJLINLL=1L B Lerd LAY ) [ | I | S | Ll )

T conzidered. |

Py

© 2008 - 2014 by Sentinel Hill Software, all rights reserved






58 Series 5 Miscellaneous Invoicing- User

Help

Starting and Using the Q/I System

In order to use any of the Series 5 system applications, each user must go through a sign-on

process.

The following steps are required.

1. Signon using the users assigned User Code and Password.

1. Select the Company System that is to be processed. (If only one Company system is

defined, then this step is not required).

1. From the Main Menu screen, click
the Accounts Receivable icon.

Invoice

4.1 User Logon

Each user must first log in to use any of the Series 5 applications.

Key Information

sign on to the system.

Your Systems Manager, or designated "Gate Keeper"
must first create a User Profile before any user can

& User Logon Screens

1. Click onthe Series 5 application icon that has been set up on your desktop.

£
SEHESS.

2. Enter your User Code and Password.

If setup by your Systems manager, the

Username Code will default to that defined by the SHSI_USER_NAME DOS

Environment Variable.
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|

a SHEI Series V Main Menu = | = £

SHSI Series ¥ Accounting Systems

User Logon

Username : ||_|5EH |

|_ 0K I I Cancel I
Copyright [c] 2001 - 2010
SENTINEL HILL SOFTWARE IMC.
For support dial: [800) B63-8354

e You must enter the correct password to get into the system.

¢ You will have five attempts at entering the correct Username and
Password combination

e Your Systems Manager may have established the rule that passwords
must be renewed at some interval of time. (ie., every 3 months). If this is
the case, the system will warn you 21 days ahead of time, that you will
need to change the password. If it has expired, you will have to contact
your System Administrator, or your Gatekeeper to set up a new password
for you.

3. Ifyou have defined more that one Company System, select the company to be worked
with:

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



60 Series 5 Miscellaneous Invoicing- User Help

Select Company System
Code : |SHSI l » | Sentinel Hill Software Inc.
[ 1] ] | Cancel

= Defining a New Password

On occasion, you may be required to define a new password. You can have your Systems
Manager, or the designated Gate Keeper assign you a new password, or you can do that
yourself.

1. From the Main Menu's menu bar, click on My Own Setup, and from the drop down
menu, click on Change My Password. The following screen will be displayed:

Define my new Password

Mew Pazsword: m Cancel

s 7

Confirn New Password: _j

Fazzwords musgt contain at least 8 non-zpace alphanumeric characters,
with at leagt one being a numeric digit and one an alpha character.
'ou cannat use the same passward you have had for the past 3 times.

2. Enter your old password

3. Enter your new password in both fields presented. There are a few rules about the
password you are allowed to use:

v' The password must contain at least 8 non-space characters
v' The password must contain at least 1 numeric digit and 1 alpha character
v"You cannot use the same password that you have used for the last 3 times

v' The password will time-out after a pre-determined period of time. (As setup by
your Systems Manager)

v If you fail to enter the password correctly after a number of tries, (as setup by
your Systems Manger), you will be disabled from logging in. You will have to
contact your System Manager to have your profile re-enabled.

4. Click OK to proceed.
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Series 5 Main Menu

The Series 5 Main Menu screen provides each of the bitmap buttons for each application that
has been defined on your system.

&+ Series 5 Main Menu

Launch the Q/I application by clicking it's associated graphic.
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5.1

5.1.1

Basic Processing Procedures

Throughout the Series 5 system applications, a variety of functions provide standard
processing options screens. These are documented in this chapter and it's related sub-
topics.

Background or Night Processing

Many of the Series 5 applications provide the ability to execute a number of their reporting and
processing functions in the background as a batch job. You might choose to execute an
application as a Batch Job so that your terminal may be free to be used for other activity, or
so that a report could be delayed to be executed in the evening when the demands on your
computer system are less. In order to process jobs in the background a PC terminal, running
Windows, must be dedicated to executing the Batch Job Processor utility.

Some of the features of Batch processing:

» Jobs may be queued to one of 5 different Job Queues
» Jobs may be queued with different Priorities

» Jobs may be queued to execute after a specified time of day (for Night
Processing)

» Jobs may be defined as "Re-Occurring” at a variety of time intervals

» A Batch Job Manager can control and/or change individual jobs waiting
to be executed

> Each Job has a Parameter Control file that can be edited
» Each completed Job has an Execute Audit Log file that may be viewed

» Multiple Batch Job Processor may execute simultaneously

The ability to submit jobs to execute in the Background Job Processor is a privilege granted to
individual users for each application's menu functions. It is also possible to define the option
that a given operation MUST be executed by the Job Processor; and alternatively, that the job
must execute after 6:00 PM in the evening.

Selecting Jobs for Background Processing

Only certain jobs have been set up to optionally execute using the Batch Job Processor.
These are mainly functions that generate reports, or functions that need to be executed every
night, or those functions requiring extensive CPU processing.

Processing Note
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Batch Processing is a feature that carried over from the days when processors were
relatively slow compared to today. As such, onlya limited number of functions have been
set up to execute in this manner. If there are any functions that you feel should be revised
to execute in the Batch, please make your request to the development team at Sentinel

Hill Software Inc.

If an application has been set up for Batch Processing, then typically on the last screen used
to enter processing options, there will be a prompt at the bottom. Set the check box if you
wish to execute the job in Batch. If the user's access for the given menu item is set such that
the job must be executed as a batch job, the check-box will be set, and disabled.

Report: ARAGING_RPT Frint an &/F Aging Report .. ;

Report Dptions | Good/Bad Customers | Customer Selects | Demographic Selects | Print Options

Select where to have this report printed to, You may choose any combination of the possible destinations.
Feports that are ‘Archived' to the Reparts Manager can be browsed or reprinted at a later date.

r Direct Generated Document(z) to: ; =¥

Archive to Reports Manager

Screen Browszer

[] Print Queue: Lines/Page

L

[J5ave to:

Save as:

r Report Header Uszer Mote:

[Thiz text will appear at the top of the 1zt page and may be used 2o pou can personalize your repaort).

[¥] Execute az a Batched Background Job < Back ] [Creale Report l [ Cancel l

——

If you set the Execute as Batched Background Job check-box, the following options
screen is displayed:
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You may select to
have the job
executedina
different job quele

-
You also can
designate to have

65

Y'ou have chozen to have this process executed by the Backaground Processar.
You can have it execute later, and/or you can mark it az a recumng job.

Job Mame: |AIFI Aging Report |

*Batch Dueue: BATCH_INPUT w Friarity:
) Law
Frogram: [ARAGERPT | ) Namal
) High
|

Scheduled Processing:

[] Delaved Pracessing Delay Hours: EI = Minutes: IEI

this job executs on
2 rem0CouUrTing
basis. or delayed

,\Uﬂ’[ll a specific Tlme_j,

- Forifter  6:14 PM (Today)
Re-Occuring: | Yo .
| ok | [Qam::el ]

Once the OK push button is clicked, then the job will be submitted to the Job Batch Queue to

wait for it's time to be executed. In the meantime, you may continue with other functions, or
exit the Series 5 application totally. Notice that every job is assigned a unique number. This

may be used to track the job using the Batch Job Manager.

= Batch Execute Setup Field Definitions

Job Name

By default, is the name of the Report or Operation. The job may easily be tracked by the

X(30)

Batch Job Manager using this name.

Batch Queue

drop-list

The system provides pre-defined Batch REPORTING 3

Queue names. Each job may be dispatched BATCH INFUT
to a particular queue to be processed. Your BATCH_INPUT
System's Manager may have defined multiple
gueues, each with different execute priorities, NIGHT PROCESS
or on different processors.

PRODUCTION

Program

This field defines the name of the Series 5 program this is executed. It may not be
changed.

Priority radio-buttons

The priority will determine how quickly the ® Low

batch request is executed. The default setting © Normal

is determined from the User's access O High

properties for the given application.
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Delayed Processing check-box

Should you wish to have this job execute at some designated time of the day, set this
check-box. You will then be able to set the Delay Hours and Minutes. The delay will
default such that the job would executed after 6:00 pm today.

Re-Occurring drop-list

When a job is initially queued, you may set this No 3
option to have it automatically re-occur at one Ho

of the defined intervals. After it eventually Hourly (9-5)

executes, it will automatically re-queue itself to Daily (Mon-Fri)

Every Day of the Week

execute. Note that any date parameters or
filters associated to the application, will
automatically be updated based on the given
interval chosen.

5.1.2 Batch Job Management

The Batch Job Manager is available to each of the Series 5 applications. Whenever an
application's function is queued to be executed by the Batch processor, an entry is recorded
in the Batch Job file. The Batch Manager allows you to view the status of the job, put it on
Hold, have it re-queued, or even delete it.

Accessing the Q/1 Batch Job Manager

From either the Q/I Main menu, or any application, select Batch Job Processing
from the File drop-down menu.
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W SHSI Series V General Ledger

Trx Inguiry  Operations  Financial Skat

a/L Campany Reselect, .,

Reporks Manager

&+ Batch Job Queue Manager Grid Screen

Maintenance and monitoring of the Batch Jobs is done with a Series 5 grid screen.

Batch Queue

Manage Your Batch Jobs

todify or Hold' jobs; or view their Execution Log and/or Parameter
files. Jobs are displayed in the order ‘Az due to be executed’.

I Hold I Modify I Delete IJnhPalamsIUutpuangI Purge I Select _

)]

"Fast Buttons"

Hold

Put a Hold on the
the selected Job

Job # User Company [Pn | Scheduled After | Sys |[Job Name Stat Reocur
00000061 |USER uce 060 | Mar 10/2006 10:1817 &M | Pl |Clear All Prior Selections Hold No . .
USER ucc 050 | Mar10/2006 11:19:11 AM| Pl |General Select for Biling Done  |Mo MO d Ify MOdIfy the
00000063 |USER ucc 050 | Mar10/2006 11:19:36 M| PI |Print Pre-Invaicing Report Done Mo properties Of the
00000064 (USER uce 060 | Mar 10/2006 11:1357 &M | Pl |Generate Invoices Done  |Mo R
USER ucc 050 | Mar 1042006 11:52254M| Pl [Print ' Procf” Invoices Dore  |Ma Selected JOb
USER ucc 050 | Mar10/2006 11:52:44 AM| Pl [Print/Post Final Invoices Done  |Mo
00000067 (USER ucc 050 | Mar10/2006  1:17:27 PM| Pl |PostInvoices to A/R Batch  |Done  |Mo
USER uce 050 | Sep 08/2006 12:2717 PM| Pl |Load User WIP/Recap Charge|'wsit No
k. Delete |[Delete the selected
Job
Job |Display and edit the)
' .
Params |Job's execution
Jobs are listed in the order that they will be processed. Search: for: param eters Wlth

Notepad

Output
Log

View the output log
generated when
the selected job
was executed.

Purge

Have those jobs
satisfying a number
of filters deleted
from the system

Select

Set filters for the
items that are
displayed in the

grid

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



68

Series 5 Miscellaneous Invoicing- User Help

= Modifying a Job in the Batch Queue

1. Inthe grid, navigate to the row listing the job that is to be modified.

2. Double-click the row, or right-click the row to have a drop-down menu displayed, then
click Modify, .... or just click on the Modify button in the "Fast Button" frame. The Job's

properties screen will be displayed.

':!_Bam:h Queue Job Maintenance

Job #: 00000062 - Modify the Properties of

B =13

Properties | Command Line |

Jobs may be rescheduled to be executed at a different time and priority:
And they may alzo be marked az Re-Occuring.

ucc
BILLSELECT
(& Momal {2 High

Job Mame:  General Select for Billing System:
Submitted By:  USER Compar;
Program:
Batch Queue: | BATCH_INPUT “ | Pricrity:
Re-Occuring: |Nu v| OlLow

r Dueued for Execution:

On: 3 ak: E:i AM

[ Reset Status to "waITING'

r Last Executed:

On: Friday. March 10/2006 at: 1:22:37 PM

" Updat %[ Cancel |

3. Edit any given field as required. Note in particular, that if a job has been placed on
"Hold", or if it has completed, you can click on the Reset Status to "WAITING" check
box, and the job will be executed at the next opportunity after the specified execution

time.

4. You can also view and edit the system command line that is used to launch the
particular job. This is the shell or Command Prompt command that is issued. YOU
SHOULD NOT NORMALLY EVER NEED TO EDIT THIS COMMAND LINE.

5. Click the Update push button at the bottom of the screen.
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= Batch Job Properties Screen Field Definitions

The system provides pre-defined Batch REPORTING v
Queue names. Each job may be dispatched BATCH INFUT
to a particular queue to be processed. Your BATCH_INPUT
System's Manager may have defined multiple REPORTING

: . o PRODUCTION
queues, each with different execute priorities, NIGHT PROCESS

or on different processors.

Re-Occurring drop-list

A job that has already completed, may be set No 3
up to have it automatically re-occur at one of Ho

the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily (Mon-Fri]

Every Day of the Week

execute. Note that any date parameters or
filters associated to the application, will Monthly
automatically be updated based on the given

interval chosen.

Priority radio-buttons

The priority will determine how quickly the ®  Low
batch request is executed. The default setting O Normal
is determined from the User's access o u
properties for the given application. High

Queued for Execution - Date and Time (mm/ddlyy)

You can set to have this job execute at some designated time of a particular date.

Reset Status to "WAITING" check-box

If a job has completed, or if it has been placed
"On-Hold", then you can reactivate it and have
it execute again. (Depending on the function,
you may have to re-edit the Job Parameters
to set up correct dates of report options).

= Grid Display Search options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Job Name
= Job Number
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= Grid Display and Purge Filters Screen

If your company makes use of Batched Jobs, over a period of time you may have a great
number of Job History records. You can limit the number of items that are displayed in the
grid. The same filter fields are also available to the Purge function.

1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

‘B Batch Queue Job Maintenance

Batch Job P-U-R-G-E Selection Parameters:

Enter the appropriate parameters to select thoge Jobs that are to be deleted.

~ Suztems — Batch Execute Queue:
O] @ Al
) Selected N () Selected
— Compary System: ~ Execute Date;
®al | | @a fom [ ] - |
() Selected Sentinel Hill S ofbware [ne. () Selected Ta: |:|

|0k | [ cancel |

2. Set the applicable filters

3. Click the OK push-button. The grid will be redisplayed showing only those reports
satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be listed.

Company System radio-buttons & drop down list
Click the All button, or the Selected button with a specific Company for which job
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records are to displayed or processed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
generated and processed by by the selected queue will be listed.

Execute Date radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those jobs that
executed within the range of dates entered will be listed.

= Putting a Job "On-Hold"

If a job has not yet executed, and for whatever reason, you want to put it on hold, you can do
so. (Perhaps to change a parameter or priority).
1. In the grid, navigate to the row listing the Job to be put on-hold.

2. Right-click the row to have a drop-down menu displayed, then click Hold, .... or just
click on the Hold button in the "Fast Button" frame.

3. A hold verification screen will be displayed. Click the Put On Hold button to proceed.

4. The Job's status will be set accordingly.

5. To re-activate the Job, you will have Modify it, and click the Rest Status to "WAITING"
check-box.

= Purging old "Completed" Job Control Records

Over a period of time, your users may have generated a great number of Job records. If you
wish, you may delete them to reduce the overhead, make available more disk space, or just
to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all those jobs satisfying the
selected filters.

5.1.3 TheBatch Job Processor

In order to process any Mlscellaneous Invoicing functlon JObS that might have been queued to
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executing the Batch Job Processor utility. This is basically another Series 5 program that
gets launched from the Batch Job Management function.

Some of the features of Batch Processor Utility:

» The Processor Utility is launched from the File drop-down menu from
the Batch Job Manager

» Multiple instances of the Processor Utility may execute at the same time
on different client terminals

» Each Processor Utility may be set up to service jobs sent to a particular
Batch Execute Queue

» Each Processor Utility may be set up to service jobs generated for a
particular Company Systems

» Each Processor Utility may be set up to service jobs generated for a
particular application

» An Execution Log screen is available that displays the last 10 jobs that
have executed

» The window within which the Job Processor executes can be toggled
between two sizes. In Expanded mode it shows the details and log of
executing jobs; In Brief mode, it just shows a small general status
screen

= Launching the Series 5 Batch Job Processor Utility

From the Batch Job Manager screen:

1. Click on Start Batch Processor from the File drop-down menu. A prompt will be
displayed confirming the launch of the Job Processor.

™ Batch Queue Jobs Manager

: : " Queued Batch Job Service Handler
FE8 Edit  Wiew ShowMe Help

<P All eligible jobs For the Company and Batch Execute Queue that vou
\_:_/ will select will be executed Fram this terminal,

Properties
Are you sure you wish to proceed 7
Skart Batch
Terminate Batch Processor, .,

Purge Completed Jobs...
Edit Selection Options. ..

1 00000061 - Clear All Prior

Exit

D0DDDDG2 |
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2. Click the Yes button, then the Job Service Handler screen will be displayed and
you will be able to set a number of filters that are used to select particular jobs that
are to be accepted. (By default All jobs will be processed).

'@ Queued Batch Job Service Handler Q|§|

for Compary; Al

| Processing Status || Execution Log | Job Select Filters Status:  Initializing
~ Suztems: Batch Execute Queue:
@Al @ al
() Selected ) Selected

— Company System:

@® 4l [ ﬂl

) Selected

’_ 1.4 %l Quit Servicing Requests ]

3. Click OK and the Job Processor will trundle off and wait for a job that it can
execute.

Processing Note

The Batch Job Processor, when launched, is executed as an entirely new task in it's own
window. You can switch back to the Batch Job Manager window, exit that, and do
whatever you please without disturbing the Job Processor.

= Processing Status Tab Screen

As jobs are executing, you can view their status on the Processing Status tab screen. It
displays the jobs that is currently executing, or the last job that was executed.
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SN[l

"™ Queuved Baich Job Service Handler

Batch Queue: ALL for Compary: ALL
for System:; ALL
Processing Status | Execution Log | Job Select Filters | Status: - Executing Job # 00000075
EXECUTING THIS JOB
There are 0 job(s] waiting to be executed.
1 Jobsz have executed so far. k
Executing: —L
Job #:  DDODDOZS Syztem: AR
Job Hame:  AfR Aging Beport Compary:  PCA
Submitted By:  USER Re-Occurming. Mo
Started at:  10:07:09 PM Elapsed tme: 22 Hris 7 Min 21 Sec
Switch to Brief Display ] l Quit Servicing Requests

= Execution Log Tab Screen

Atable is kept displaying the last ten jobs that have executed since the Job Processor has
started.
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™ Queued Batch Job Service Handler |Z||:|[z|

Batch Queue: ALL for Compary: ALL
for System:; ALL

Processing Status | Execution Log | Job Select Filters Status: Waiting

Here are the lazt 10 Batch jobs that were executed from this Execution Session

Job # User Job Mame Syz | Company Finizhed
00000075 | USER A/R Aging Report AR | PCA Jul15/2008 10:07: 26

X

Switch to Brief Display ] l Quit Servicing Requests

= Job Processor "Brief" Window

If you are not interested in view the progress of the batched jobs, you can switch the
window to a "Brief" display. From which you can switch back to an "Expanded" display.

-0

| Queued Batch Job Service Handler

Stakus: W aiting

Started:  9:50 pm on Tueszday. July 152008
Total Requests serviced: 1

] Show the detail for requests being serviced
Enable Might-Time Hibernation [17:45 pm - 5:30 am)

[ Switch to Expanded Display Quit Servicing Requests

= Job Select Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be executed.
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5.2

521

Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to be executed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
submitted to the selected queue will be executed.

Data Importing and Exporting

In several Series 5 applications, the ability to import or export data from/to external sources
has been implemented. There are standard import/export data screens that are displayed.

A number of different data formats are supported. These include:
» MS Excel Workbooks
» Tab Delimited Text
» Lotus Text (Comma Delimited with quotation marks)
» Slash "\" Delimited Text
» CSV Text (Comma Delimited)

Data Export Functions

Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to
export data.
When selected, the following options screen is presented:
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L] 2/R Open Item Inquiry uﬂlﬂ
Cuztorner: 000224 JPMORGAN CHASE BANK-LIEN Export Open ltems to Spreadsheet ..
Export Options | About Exporting |
Select the Directory and Filename of the file that your data is iz to be Dutput to,
You may alzo zpecify the format of the file and whether output iz appended to an existing file or not. _L?
r Dutput To:
File Type: | EXCEL 2007 Workbook ~|
Eolder: |[Z:'\Usem\Lan}l\Dncumenls\.SHSI'\.U CC |
Eilename: |Eusl_l]l]l]ZZ-‘l_Dpenltems.XLSX Browse |
" Append
A= . E P i
el L R it o oan i L e L L o ”I-’-' J‘J‘- aame r ""-—--..El-—J

= Selecting Export Format Options

Normally, the Export Options screen will be presented with all fields defaulted for the
particular application and function. However, you may want to revise the format of the output

data and where it is to be generated.

The following steps may be taken:

1. Determine the format of the data to be output. From the drop down list select from the

following:

Data Input Format

Comments

-+ EXCEL 2007/2010
Workbook

An Office 2007 or 2010 MS Excel workbook is opened,
and data is output directly to the 1st worksheet's
designated rows and columns. A maximum of 950,000
rows may be output to each sheet.

-+ EXCEL 97-2003
Workbook

An Office 2003, or earlier, MS Excel workbook is
opened, and data is output directly to the 1st
worksheet's designated rows and columns. A
maximum of 65,530 rows may be output.

« Tab Delimited Text

The output columns of data are separated with the
<tab> character. A maximum of 65,530 rows may be
output.

«—+ CSV Comma
Delimited Text

The columns of data are output separated with a
comma <,> character. Strings are output within the
double quote, <">, character. A maximum of 99,999
rows may be processed.

«—+ 20/20 Text

Formatted for an older spreadsheet utility.
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The columns of data must be comma separated with
= Lotus Text quotation marks around each field.

.= Slash Delimited [The columns of data must be separated with the "\"
Text character.

2. You may then select the folder to which the file is created and the name of the file. You
can click the push button to locate or change the location.

= erire e W UOTRGnGe

Jider: |E:‘\Ducuments and Settingsilarry Carlzen\My DocumentsASHSIAUCE r’
1
"ArmeE: |EL_A.ccuunts.XL5 | Browse
L ﬁ
kh () Re-Create {7 dppend

Thin Client Processing Tip

If executing as a Thin Client user you should select output as Tab Delimited Text. Over a slow network, output
to an Excel Spreadsheetis disgustingly slow. If you want the output to be on your PC, then make sure that the
"Thin Client" UnixHome Page in your User Logon Profile contains a path on the UNIXserver. (Files are
actually 1st created on the UNIX server, then copied to the PC client).

= Field Definitions

File Type: drop-down list

Select the file type that is to be generated. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder: X(90)

Enter the name of the directory folder to which the exported data is to be written to. This
will default to the directory path defined in the Users Logon Profile established by your
Systems Manager. You may click the Browse button to select a different folder.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Folder field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Folder field before clicking the "Browse" button. Setting the Folder field blank, or to a path
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that does not have a drive letter designation, would result in only being able to browse
descendants of the user's default working directory.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
so desired.

= About Exporting Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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‘S AP Distributions Inquiry

Export AP Distributions to Spreadzsheet & Optionally email to recipient ...

| Export Filters | Export Options | About Exporting

For wour information ... The following S preadsheet Output fields are ge

Column Field

Aot Main 1
Aoct Main 2
Aot PIChr

Lgr-Drate
Dac-Date
ArmoLnk
Type
Froject

M arrative

Fef-Batch
Reft-Doct
Ref-Code
Yendor-M ame

Currency
Exch Rate
Faoreign &mt

Do ™D o=Z=Zrr A= "T"I o0m mmI-

Format

a3
4]
3(5)

MDD
M DDA

-99,999,999.99
w[d]

3[10]

%[30]

#[B]

5[10)

#[B]
-99,999,999.99
#[4]

99,99999
-99,939,999.99

R,

The codes displayed under the Format column indicated the type and size of the data. Here

are some examples:

Data Format Comments
- X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
-+ MM/DD/YY 6 digit date in mm/dd/yy order
- -9,999,999.99 signed numeric amount with 2 decimal places
- 9(8)-9(5) G/L Account # 999999999999999999-99999
- S9(9) signed 9 digit integer

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 81

52.2

Data Import Functions

Many of the Inquiry and assorted mast
import data.

er Code Maintenance menu items offer the ability to

When selected, the following options screen is presented:

E A/R. Open Items Load

Import Open Items from Spreadsheet ... with Doc # Bemap Report: REMAPARDOC.LST

Import Bemap Option | Print Options  Import

You may alzo epecify the farmat of the file.

Select the Directory ahd Filename of the file that iz to be lnput.

Options | Ahout Importing ]

r Input Fraom:

File Type: | EXCEL 2007 Workbook

=

Folder: |E:'\U sershLarmyiDocumentsiSHSIAUCE |

Eilename:  |AR_Dpenltems_In.XL5X

Browsze ‘

oo el s e it o an o L e L o s . 2 sl ~— ______,.___j

N

= Selecting Import Format Options

Normally, the Import Options screen will be presented with all fields defaulted for the particular
application and function. However, you may want to revise the format of the input data and

where it is to be loaded from. The foll

owing steps may be taken:

1. Determine the format of the data to be input. From the drop down list select from the

following:

Data Input Format

Comments

-+ EXCEL 2007/2010
Workbook

An Office 2007 or 2010 MS Excel workbook is opened,
and data is read directly from the 1st worksheet's
designated rows and columns. A maximum of 950,000
rows may be processed.

«—+ EXCEL 97-2003
Workbook

An Office 2003, or earlier, MS Excel workbook is
opened, and data is read directly from the 1st
worksheet's designated rows and columns. A
maximum of 65,530 rows may be processed.

-+ Tab Delimited Text

The input columns of data must be separated with the
<tab> character. A maximum of 65,530 rows may be
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processed.

The columns of data must be separated with a comma
.+ CSVComma <,> character. Strings must begin and end with the
Delimited Text double quote, <">, character. A maximum of 99,999

rows may be processed.

- 20/20 Text Formatted for an older spreadsheet utility.

The columns of data must be comma separated with
= Lotus Text quotation marks around each field.

.=+ Slash Delimited [The columns of data must be separated with the "\"
Text character.

2. You may then select the folder from which the file is to be loaded from and the name of the
file. You can click the push button to locate or change the location.

ik Fuom; S—

‘=lvpe | EXCEL Worksheet w

Falder: |E:"\Du-::uments and Settingz\Lary Carlsen\My Documentz\SHSIMUCC |

S [AR_TaxCodes_In.XLS | Browse f

PP,

Thin Client Processing Tip

If executing as a Thin Client user you will appreciate considerably faster processing of large data files when
you process input as Tab Delimited Text. Over a slow network, inputto an Excel Spreadsheetis disgustingly
slow. If loading the input from your PC, then make sure that the "Thin Client" Unix Home Page in your User
Logon Profile contains a path on the UNIXserver. (Files are actually 1st copied to the UNIXserver, then read
into the system).

= Field Definitions

File Type: drop-down list

Select the type of data that is to be loaded. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).
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Folder: X(90)

Enter the name of the directory folder from which the imported data is to be read from.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager. You may click the Browse button to select a different folder.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
so desired.

= About Importing Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



84 Series 5 Miscellaneous Invoicing- User Help

@ Tax Codes Maintenance

Import Tax Code Information:

Import Options | About Importing

For your informatior ...

When loading Tax Codes from zpreadsheet, you may
specify pre-defined Processing Directives in column 1:

ZBADDZX - All Tax Codes for rows following will 1zt be deleted. then updated wit
%DELEZX - All Tax Codes for rows following will be deleted from the A/R spztem.

Column Field Format
1 Tax Code #I6]
2 Dezcription w[a0]
3 Perzentage 93,939
4 Liability Avect [Bank 1] i)
] Liability Avcct [Bank 2] a0
B Liability Avcct [Bank 3] 9[k]
7 Liability Aot P Clr 98]

The codes displayed under the Format column indicated the type and size of the data. Here
are some examples:

Data Format Comments
- X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
- MM/DD/YY 6 digit date in mm/dd/yy order
.~ -9,999 999.99 signed numeric amount with 2 decimal places
- 9(8)-9(5) GIL Account # 999999999999999999-99999
- S9(9) signed 9 digit integer

In some of the import functions, you can specify a Processing Directive in column 1 of your
input data file. These are basically commands that direct the system to process the rows of

data following in a special way. These commands are typically only provided for the input of
Master Code records.
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5.3

53.1

Pseudo Command

Comments

=+ %RADD%

If the data record being input is already defined on file, it
is 1st deleted. Then a new record is written with the
data loaded. (In some cases, the record being written
may have other fields that would be initialized when the
new record is written.

- %DELE%

Once a Master Code is identified, the associated record
on file is deleted. No data is subsequently input.

Record Processing Filters

In each Series 5 application, there is normally a primary Master Code or Transaction that is
typical to most reporting and query activities. As such, in these functions, there is usually a
screen that displays a number of fields associated to the Master Code or Transaction that
may be set in order to limit the records or transactions being processed.

These filtering or selection screens provide the ability to select all codes, ranges of codes, or
selected codes of the assorted Master Codes.

Customer Filters

Most reporting and inquiry functions available in the Miscellaneous Invoicing application, are
based on the A/R Customer Master record. These routines provide the operator an
opportunity to set filters such that only selected customer are reported or inquired. The
following screen is presented where applicable:
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Report: Frint a report listing the Customers currently an file using assorted selection criteria
Report Dptions | Customer Select Filters | Demographic Selects | Print Options
Customers for this report will be included based on whether their respective fields match the selections made below.
- Inlcude Customers Based On

’ -. Customers):

Click to hawe a windomw Custarner Status: Credit R ating Code: Email Status:

X . @Al
displayed frorm which specifc | Oselecied %E‘«"I . %gu HoLo gg"‘ =
nly Active il nly Enables

Customers may be selected Oafiange C) Only Cancelled | O OnSTOP ) Only NOT Enabled
o N ™y Customer Tppe]s|

Click to have a windows oFT] Inlcude Customers Matching

displayed from which specific P O Selected Ci: | | seror [

Custamer Types may be O 4 Range Country: | |

selected.
~ - Frimary Phone Area Code: I:l
- - Sales Representativels):

Click to have a windows @4l Tax Codes

displayed frorm which specific P O Selected Tax1: Y Tax 2 |: H

Sales Reps may be selected © & Range
h d Sales Temitary: l:l i

[ Fields left blank are NOT considered in the selection process. |

In particular, for Customers, Customer Types and Sales Reps, you may choose to provide
filters for Selected Codes or a Range of Codes. If the A Range radio button is clicked, then
enter the starting and ending codes for the range of items that are wanted on the report. It
the Selected radio button is clicked, then a window will be displayed from which you can

select codes that are to be reported.

= Field Definitions

Customer(s) radio-buttons
Click to include all, selected or a range of Customers that are to be processed.

@ Al All Customers are considered

O selected A window is displayed from which specific items may
be chosen

©  ARange Specify a Starting and Ending Customer Code for a
range of items to be processed

Customer Type(s) radio-buttons

To consider only those Customers that have been assigned as being a particular
Customer Type, click to include all, a selected or a range of Types.

® Al All Customers are considered regardless of Type

O selected A window is displayed from which specific items may
be chosen

O A Range Specify a Starting and Ending Customer Type for a
range of items to be processed
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Sales Representative(s)

radio-buttons

To consider only those Customers that have been assigned to particular Sales
Representatives, click to include all, a selected or a range of Sales Reps.

® Al All Customers are considered regardless of Sales
Rep

O selected A window is displayed from which specific items may
be chosen

O A Range Specify a Starting and Ending Sales Rep Code for a
range of items to be processed

Customer Status

radio-buttons

To consider only those Customers that have been flagged as having a given Status, click

the appropriate radio button.

® Al

All Customers are considered regardless of status

©  Only Active

Only those Customers whose status is Active.

©  Only Canceled

Only those Customers marked as being Canceled will
be processed.

Credit Rating Code

radio-buttons

Each Customer may have a Credit Rating status assigned to them. Consider only those
Customers with the status as clicked.

® Al All Customers are considered regardless of Rating

O  Different Name |Only those Customers whose Remit-To Company Name
is different from it's own name will be processed.

O Different Only those Customers whose Remit-To address is
Address different from it's own address will be processed.
O Either Only those Customers whose Remit-To name or

address is different from it's own | be processed

Email-Status

radio-buttons

To consider only those Customers that have or have not been enabled to have their
Customer Statements emailed to them.

® Al

All Customer are considered regardless of status

©  Only Enabled

Only Customers enabled for emailed statements are
processed

©  Only NOT Enabled

Only Customers NOT enabled for emailed
statements are processed

with Matching - City

X(25)

Select only those vendors whose City matches that entered. Leave the field blank if it is

NOT to be considered as a filter.
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with Matching - Country X(20)

Select only those vendors whose Country matches that entered. Leave the field blank if it
is NOT to be considered as a filter.

with Matching - State/Province X(5)

Select only those vendors whose State or Province matches that entered. Leave the field
blank if it is NOT to be considered as a filter.

with Matching - Primary Phone  9(3)
Area Code

Customers have phone numbers. Select only those customers whose Area Code
matches that entered. Leave the field blank if it is NOT to be considered as a filter.

with Matching - Tax Code 1 X(6)

Customers are assigned a primary Tax Code. Select only those customers whose Tax
Code 1 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Tax Code 2 X(6)

Customers are assigned a secondary Tax Code. Select only those customers whose
Tax Code 2 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Sales Territory  X(5)

Customers may be assigned to a particular Territory. Select only those customers
whose Territory Code matches that entered. Leave the field blank if it is NOT to be
considered as a filter.

= Selecting Specific Customers, Customer Types or Sale Reps for Reporting

If you clicked to have Selected Customers, Customer Types, or Sales Reps from then
Customer Select Filters screen, then a window, similar to the one that follows, is
displayed. From the grid display on the left, double-click the items that are to be included
in the report, or query.
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r 5

Select G/L Account(s):

1.
.\ Select items to be azsociated with;  Trial Balance /. 3. _?
n  Available G/L Account(s]: / Selected:

4040-2023  |Mon-Dues Revenue i Qo0o-105

0-304  [Mon-Dues Revenue oooo-110 2
4040805 | Mon-Dues Revenue - oooo-200 .
4040-3 Mon-Dues Revenue J 0000-203 -~ L
4040-340 | Mon-Dues: Revenue 0000-205

4040-342  |Non-Dues: Revenue B 4040-343

Select Al --» 4040-352
4040-243  |Mon-Dues Revenue = A040A06 .

4040-351  [Mon-Dues Revenue e

4040-352  [Non-Dues Revenue < Clear All w

4040-353  |Mon-Dues Revenue | —

4040-355  |Mon-Diues Reven

4040-356  |MonD EnLE Add >

4040-35 TDues Fevenue = ¥

T Mﬁé’ Mon-Dues Revenue

- Maon-Dues Revenue = < Remave —
- Mon-Dues Revenue

4040-362  [Mon-Dues Revenue | ol .

4040-363  |Mon-Duez Revenue

4040-371  |Mon-Dues Revenue \l \

GoTo: 4040 4 e
a8 L OF. ! LCancel |

L3

Al

L S AL

44

L
F —
[
Pl
[ )
[EaE)
[y My)
- O

.__..r’

1. Double click an item in the left pane to have it included.

2. The codes of those Items that have been chosen are displayed in the right pane.

3. Search for a particular code by clicking on the |ﬂ binoculars icon.

4. Click onthe push button icons to position to the previous or next item, in the left
pane, that has already been selected.

5. Click to have "ALL" items selected or unselected.
6. When a particular previously selected item is highlighted in the right pane, click the
button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.

Processing Tip

Selecting specific items in this manner requires
more overhead when processing. If possible, you
should select a range of items from the filters
screen.
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53.2

Customer Demographics Filters

As well as being able to set filters associated to the Customer Master records, you may also
set filters for the Customer Demographic codes that have been assigned to your Customer
Master records. These routines provide the operator an opportunity to set filters such that
only selected customers, based on whichever Customer Demographics have been assigned
to them, are reported or inquired. The following screen is presented where applicable:

‘M Customer Maintenance ._ = @

Report: Frint a report lizting the Customers curently on file uzing aszorted selection criteria.

| Report Options | Customer Select Filters | Demographic Selects | Print Options |

For a Cugtomer to be included in this application, they must match  each of the Selections Criteria that you zpecify below.

Company Size(s):

OF]
() Selected

Geograph Region(s):

O]
() Selected

Industry Code(z):

O]
() Selected

M ascot(=):
CAT.FISH, PANDA. L

SAS Levells]:

OF]
() Selected

csaok | | "\J; [ cancel |

For each Demographic Code, you may choose to provide filters for Selected Codes or a
Range of Codes. If the A Range radio button is clicked, then enter the starting and ending
codes for the range of items that are wanted on the report. It the Selected radio button is
clicked, then a window will be displayed from which you can select codes that are to be
reported.

Point of Interest

Please note that the Demographic Codes are dreamed up by
you, the user. The screen here shows some creative, or
maybe not so creative, examples.
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= Field Definitions

Xxxxxx Code(s) radio-buttons

To consider only those Customers that have been assigned a particular Demographic
Code, click to include all, or selected codes.

@ Al All Customers are considered
O selected A widow is displayed from which specific items may
be chosen

= Selecting Specific Demographic Codes

If you clicked to have Selected a code from then Demographic Selects screen, then a
window, similar to the one that follows, is displayed. From the grid display on the left,
double-click the items that are to be included in the report, or query.

Select Mascot(s):

1. Double click an item in the left pane to have it included.

2. The codes of those Items that have been chosen are displayed in the right pane.

Select itemsz to be aszociated with:  Customers for thiz Report
Available Mascot[z]: Selected:
AT B | CAT
DoG Dogsz FISH
IFISH | Salmen o | il PANDA .
LIOMS Lionz f"ﬁl
MOMKEY | kaonkey |
| PAMDA  |Panda Bears
UNICOR | Mystical Unicom | e
k <~ Clear Al
. — _
B I
| vl .
vl
Custorners with codes that matches at least one of I 0k l [ Cancel
the 'Selected’ items will be eligible for incluszion,
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3. Search for a particular code by clicking on the |ﬂ binoculars icon.

ﬂ
4. Click on the el push button icons to position to the previous or next item, in the left
pane, that has already been selected.

5. Click to have "ALL" items selected or unselected.
6. When a particular previously selected item is highlighted in the right pane, click the
<-- Remowve

button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.

Processing Tip

Selecting specific items in this manner requires
more overhead when processing. If possible, you
should select a range of items from the filters
screen.

Report Generation and Printing

Most of the Series 5 applications generate reports or forms that need to be printed. The
system offers a variety of options for selecting the format in which reports are generated and
how they are actually to be printed. Reports may be generated as follows:

Viewed by the Series 5 Report Browser
Printed to a selected printer

"Archived" for later reference

Saved as an ASCII text file or MS Word file

Emailed to specified recipients

YV V V ¥V V V

Any combination of the above

When a report is to be actually printed, any of the Series 5 defined Print Queues may be
selected. An unlimited number of Printer Queues may be set up by your System
Administrator. Each Queue has a variety of properties associated that means you can pretty
well print to any of your network defined printers using different fonts or margin settings.
(Refer to the chapter on Defining Series 5 Print Queues in the Systems Management
Help or manuals).
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54.1

Report Options Screen

When any kind of report or form output is to be generated, the following window screen is

displayed:

E Vendor Type Codes Maintenance =NAENL X
FReport: ¥YENDTYPE.LST Frint a lizt of the Vendor Type Codes currently on file
Print Options
Select where to have this report printed to. Y'ou may choose any combination of the pozsible destinations.
Reports that are Yuchived' to the Reports Manager can be browsed or reprinted at a later date. _?

r Direct Generated Document{s) to:

[ Screen Browser [v Archive to Reports Manager

¥ Print Queue: [WPRINT3 - WinPrint [Courier-10 Compress)
| J Standard Courier 10 pt [Compressed)

PreCaptured Printer: [LASER_LAMD] - hp Laserlet 1300 PCL & # of Copies: D I

W Save to: |E:\Users\Lalry\Ducuments\SHSI\PE.A

| CanonPortrat j
Send a copy to E-Mail Recipient: [ hp Lazer)et 1300 PCL &

Save as: |M5 WORD [Printed) ﬂ To Captured Frinter: Erowse

r Report Header Uszer Mate:

|A lizt codes for Rembrandt

[Thiz text will appear at the top of the Tzt page and may be used =0 wou can personalize pour report).

Eleateﬁepmt! Cancel |

&+ Selecting Report Generation Options

Normally, the Print Options screen will be presented with all fields defaulted for typical report
handling. However, you may want to revise how and where the report is to be generated.

The following steps may be taken:

1. Determine where the generated report is to be directed. Click the appropriate check-

box. You may choose one or more from the following:

Output To Comments

Screen Browser

Output is displayed to the screen using the
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Series 5 Report Browser] o8],

Output is saved as an "Archived"” report. It
may be viewed and reprinted using the
Archived to Report Manager |Series 5 Report Manager| os]. It will remain
on the system until purged.

Output will be directed to the selected
Series 5 Printer Queue. This may be any
printer that has been defined on your

_ network. When selecting to output to a
Print Queue Printer Queue, you may select to have up
to 9 copies printed, (as long as that feature
is supported by your operating system,
and printer).

Saved to Disk as an MS Word |The output is written to an MS Word
Document Document in the specified folder.

The output is written to an MS Word
Saved to Disk as an MS Word [Pocument in the specified folder. It is also
Document and printed printed to the designated Captured Printer
from within Word.

The output is written as a text file to the

Saved to Disk as an ASCII Text [SPecified folder. This would be useful only
if you needed to parse the file with some

file 2C
3rd party utility.
Saved to Disk as a PDE The output is written to a PDF Document
Document in the specified folder.

2. When selected to direct the report output to a Printer Queue, you may select a Series

5 Printer Queue from the drop down list. (The list will contain each of the printers
that has been assigned to the particular Company System that you are working
in). When the Print Queue has been selected, the system will echo the Description,

the Font, and if applicable, the network assigned printer name of the Captured printer.

‘ ¥ acreen Browser v Arcmvye w niupuee Maagen
ny
¥ Print Queue: [WPRINT3 - WinPrint [Courier-10 Compress]
L- | J Standard Couner 10 pt [Compressed) !-—-"
‘ PreCaptured Printer; [LASER_LAMD] - hp Laserlet 1300 PCL 6 [}‘ # of Copies: D
A e o L —— - - ———— p— 'l’

. When selected to direct the report Saved To Disk you must select to save it as an MS

Word Document, an MS Word Document Printed, a PDF Document, or an ASCII Text
File. In either case you need to have specified the folder to which the file is saved. The
default is the directory that is defined in the Series 5 User's Logon Profile field labeled

as the User's "My Documents" folder Pathname. You can click the push
button to locate or change the folder where the file is to be stored.
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| rig_apluEu FTIREE Lanon_oolol]  —arl..

Save to: |C:ADocuments and SettingsilLany CarlsentMy Documents\SHSIAUCC | j":'
-

! - Save as. | o WORD (Printed) " To Captured Printer: ’

LASER_LAND  +
‘ Send a copy to E-Mail Recipient [ | hp Lazerlet 1300 PCL &

A

gl

4. If saving to an MS Word Document Printed, then after generated, the document will
be printed from within Word. You will need to select a specific Captured Printer.
Captured Printers are defined by your Systems Manager using the Captured Windows
Printers maintenance function available from the Series 5 main menu under the
System Maintenance drop down sub-menu. (Refer to the chapter on Defining Series
5 Captured Windows Printers in the Systems Management Help or manuals).

Setup Tip

If you wish to be able to generate your reports as Word or PDF documents, your Systems Manager must have
defined pertinent variables in the AcuGT runtime configuration file. For simple reports you specifically need to

have set up the variable MSWORD-DEFAULT-SPECS. This defines whether the documentis
generated as Portrait or Landscape, the Font Name and Font Size and an optional Template that might be

applied to the document when itis created. (Refer to the chapter Setting up for MS Word in the
Systems Management Help or manuals.)

If templates are used to format the output to MS Word or PDF documents, they must be installed on each
user's individual client PC. On Windows XP clients, these must be saved to the C:\\Documents and Settings
\<PC UserName>\Application Data\Microsoft\Templates folder. On Windows VISTA and Windows 7 clients,
these must be saved to the C:\Users\<PC UserName>\AppData\Roaming\Microsoft\Templates folder.

For users of Office 2003 the file must be named with a xxxx.dot extension. For users of Office 2007 or
later, the file must be named with a xxxx.dotx extension.

5. When a report is saved to disk, you may also select to have the generated disk file
email to a given recipient. Set the check-box accordingly. After the report is generated,
the window to send an email will be displayed. You can select the recipient(s), and edit
the text of the message and click the Send button to send the email.
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EE Report: TERMCODE.LST -- 4:00 pm on 1/03/08 - Message [Plain Text)

: File Edit

{=15end | Accounts *

Wiewe Inserk  Format  Tools  Ackions  Help

This message has naot been sent,

B L LALBIE

i
i
1

] |Iarrvc@sentinel-hill.u:u:um: |

e | X

Subject: |Rep|:urt: TERMCODE.LST -- 4:00 prmnon 7J03/08

Attach... | |TERMCODE.LST.DOC {20 KE)

| [ attachment Opkions. .

Microsoft WORD document,
generated by U2ER at 4:00 pm on

Lttached to this ewmail is the AR report TERMCODE.L3T,

?/03/08 for Company UCC.

as a

Protected MS Word Documents

When reports of forms are output as MS Word Documents, they are generated in protected "Read-Only"
mode. If you really need to un-protect it, the password is SENTINELHILL.

= Field Definitions

Screen Browser:

check-box

Set the check mark to have the report displayed to the screen using the Screen Browser

utility.

Archive to Reports Manager:

check-box

Set the check mark to have the report output as an "Archived Report". This may later be
viewed and/or reprinted from the Reports Manager.

Print Queue:

check-box

Set the check mark to have the report output to a printer.

Print Queue:

drop-down list
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Select the the Series 5 Printer Queue to which the report is to be output to.

# of Copies: 9

When outputting to a Printer Queue, you may specify how many copies are to be printed.
You can print up to 9 copies. This is a feature that is offered only on Windows XP, Vista
and Windows 7, and is dependant on the type of printer and it's drivers. When multiple
copies are chosen, they are printed collated.

Save To: check-box

Set the check mark to have the report output to a disk file, or folder, on your system as
either an MS Word Document, a PDF Document, or a simple ASCII text file.

Save To: X(90)

Enter the name of the directory folder to which the saved-to-disk report is to be written.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Save-To field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Save-To field before clicking the "Browse" button. Setting the Folder field blank, or to a
path that does not have a drive letter designation, would result in only being able to
browse descendants of the user's default working directory.

Save As: drop-down list

Select to have the output saved as an Office Word document, an Office Word document
that is printed from Word, as a PDF document, or as an ASCI text file. If chosen to Save
to "MS Word Printed”, then you must select the Captured Printer to which the report is to
be printed.

To Captured Printer: X(12)

If chosen to Save to "MS Word Printed"”, then you must select the Captured Printer to
which the report is to be printed. This must be a valid network printer that was captured
using the Captured Windows Printers maintenance function available from the Series 5
main menu under the System Maintenance drop down sub-menu. (Refer to the Systems
Management Help if required).

Send a copy to E-Mail Recipient: check-box

If chosen to save the report to a disk file, you may also select to have an email sent with
the generated disk file as an attachment. Set the check mark to have the report emailed.
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Report Header User Note: X(100)

If you need to personalize the report, the text you enter here will be printed at the top of the
1st page.

542 ReportBrowser

When selected to direct a report output to the Screen Browser, or from the Reports Manager
you have selected a particular report, the Series 5 Report Browser screen window will be
shown.

® Report Browser

Repo:  ARACOUNT.LST
v| ﬁlﬂllﬁl |GoToF’age: D@I@

|F'age Tof 12 |Searchfor:|

Click for the Priar ar Next
page to be displayed

Enter a string to be
searched for, then click
the hinoculars

ACCOUNT-HUMBER

a61-8110-040
8e1-8200-848
883-01008-840
a04-0100-040
a04-0400-040
apL-0008-840
a05-01008-840
811-8657-060
811-8660-020
811-8661-8608
011-069 0-840
811-8698-040
811-8702-040
811-20208-860
811-2020-1680
811-2021-060
811-2821-188
811-2022-840
811-2022-060
811-2022-1680
811-2823-868
811-2823-188
811-2024-040
811-2024-060
811-2624-100
811-2025-060
811-2025-1680
811-2826-868
811-2026-108
811-2027-040
811-2027-060
811-2827-188
811-2028-860
811-2028-1680

CHASE BANK GENERA
UISA Paymentech Clearinf
ACCOUNTS RECEIVABLE

UNBILLED REVENUE

INUDICED REVENUE CONTROL
INUDICED REV ADJ CLEARING
UMBILLED REIMBURSABLE EXPEMNSES
ALL FIRST BANK - DFS

FIRST UNION BANK - DR

FIRST UNIOM BAMK - DFS

Drag the outer slide barto move
through the pages of the report

DEPOSITS - ilLien
CHASE HOUSTOH COUNTY SEARCH
DE-S0S FILING-DEPOSIT
DE-505 FILING-DEPOSIT
TX-505 FILING-ACH
TX-S0S FILING-ACH
NC-50S FILING-ACH
HC-505 FILING-ACH
HC-505 FILING-ACH
MO-S0S FILING-ACH
MO-50S FILING-ACH
M5-505 FILING-ACH
M5-505 FILING-ACH
M5-S0S FILING-ACH
AK-505 FILING-ACH
AK-505 FILING-ACH
OK-S0S FILING-ACH
0K-30S FILING-ACH
UT-505 FILING-ACH
0K-505 FILING-ACH
UT-S0S FILING-ACH
K¥-3YS FILING-DEPOSIT
K¥-505 FILING-DEPOSIT

ZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZIZI XTI X

You may navigate around the report in number of ways:

Graphic or Control to click Action

Position to up or down through the pages

_ _ of the report. As you drag the slide bar, the
Slide bar to the right 1st data line of each page is displayed at
the bottom of the screen.

Enter a search string. This may be text, or
a number as it would be printed in the
| el MAGES VIEWED “||report. The drop down list contains
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previously entered search strings.

|#4]

Search for the entered search string. The
page where the string is found will be
displayed, and the line containing the text
will be displayed in red.

| o] ]

Search Forward or Backward for the
entered search string.

GoToPage: |1

Display the select Page.

B @

Display the Prior or Next page of the
report.

5.4.3 Archived Reports Management

The Reports Manager is available to each of the Series 5 applications. Whenever a report is
generated, the operator may have chosen to direct the output to be "Archived”. These
archived reports may be viewed and printed using the Reports Manager.

Accessing the Q/1 Reports Manager

From either the Q/I Main menu, or any application, select Reports Manager from

the File drop-down menu.

W SHSI Series ¥ WEB Management
Codes

Inquiry Operations Reporks
Feports Manager, .. [

Batch Job Management. .. :

Exit

w& Web Access
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=+ Reports Manager Grid Screen

Maintenance of the Archived reports is done with a Series 5 grid screen.

All reports by USER au may browse or re-print any of the follawing rapors
"Fast Buttons"
]| 1
Seq#t []| System [Report Hame [.][.] |Author Created I.1 Time | # of Pages R e-P rl n t P rl nt the seIeCted
000183 Pl |PAYTEK_REVIEW.JRN |USER June T5/2006Thy | 215:45PM E report
000184 Pl |PIARPOST.RN UUSER June T5/2008| Thy | 22442 PM 12 -
000185 AR |SALES_DOOOTIJRN  |LISER Jdune T5/2006( Thy | 24821 PM 14
000187 N LISER une 2072006 Tue | 105125 4M ElE Browse Browse the selected
000188 AR |ARACOUNTLST USER | September 23/2008{Fri 1:08: 44 PM 12
000189 Pl [GEMWIPTRXJRN USER M| December 05/2006(Tue | 125706 PM 2 & report
000191 Fl  |[PILO71024_2045400NY | USER Dotober 24/2007wed | B45.46 PM 4
000195 Pl |PILISERIFAC.IRH LISER Movember O1/2007| Thu | 4:40:37 PM B
000196 GL |STD_DRDISBOOJAN  |USER Hovember 02/2007 | Fri 10:33:31 &M 1 D e | ete De|ete the SeleCted
000197 Pl |PIUSERIFACJRN UUSER Movember 02/2007|Fii | 11:13:14 AM 2 g .
000198 Pl |PILSERIFACJRN LSER Nevember 02/2007|Fri | 11:32:31 M 2 Archived report
000200 Fl  |PILSERIFACJRN UUSER Movember 02/2007|Fii | 11:41:34 AM 2 Ll
000202 Pl |PIUSERIFAC.JRN UUSER Movember 02/2007|Fii | 12.00:54 PM 2
000203 Pl |GENWIPTRI.IRN LISER November 2/2007|Fii | 120303 PM 47 ) Pu rg e Have reportS
000204 Pl |PIUSERIFACJRN UUSER Movember 02/2007| Fi 415:33PM 2 . .
000205 Pl |GEMWIPTRX JRN USER Navember 02/2007) Fri G170sPM] 47 S&tleylng a number
Items are listed in order by Sequence Number. Search: for: Of fllters deleted from
the system
Selection [Set filters for the
s items that are
displayed in the grid

= Viewing an Archived Report

1. In the grid, navigate to the row listing the report that is to be viewed.
2. Double-click the row.

3. The Report Browser| 981 window will be displayed.

Process Warning

The "archive" report files are stored in a sub-directory under the folder specified to be used for the company's
data files. These files are notin anytype of format that can be used, other than directly from the Reports
Manager utility.

= Re-Printing an "Archived" Report
1. Inthe grid, Navigate to the row listing the report that is to be printed.

2. Right-click the row to have a drop-down menu displayed, then click Re-Print, .... or
just click on the Re-Print button in the "Fast Button" frame. The Re-Print options
screen will be displayed.
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M =13

ARDIST.RPT Cieated: Thursday. June 1572006 9:38 AM

i Archived Reports Manager

6 page Archived AR Report:

Re-Frint Ophlions

Select where to have thiz report Re-printed to. *r'ou may choose any combination of the possible destinations.
You may alzo zelect a range of pages, and have the Archived Report deleted aftenwards.

r Direct Generated Document(z) to:

Screen Browser Archive to Reports Manager

Prink Gusus: “WwinPrint [Courier-10 Compress)
v] |WPFIINT3 Y| Standard Courier 10 pt [Compressed]

PreCaptured Printer: [LASER_LAMD] - hp LazerJet 1300 PCL &

[]5ave to: |E:\Dncuments and SettingsiLarry Carlzen\My Documents\SHSIVUCC

Save as: |MS WORD Document Browse
Send a copy to E-Mail Recipient
r Re-Frint Options:
Re-Print from page: |1 | to: |E k‘
Delete the Archived Report after being printed 7 [ ]
[ Reprint Report J ’ Cancel l

3. Enter the reprint options. Basically you can either print the report, or save it to disk as
an MS Word or ASCII text file. Notice that you can also specify a range of pages that

are to be printed.

4. Click the Reprint Report push button at the bottom of the screen.

= Grid Display Search options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the ﬂlﬂlﬂl Search icon.

A search string may be entered for the following fields:

= Sequence #
= Report Name
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= Grid Display Sort options

You may choose to have the items in the grid displayed using a number of sorts. These
include:

By Sequence #

By System then Report Name

By Report Name Extension, then System, then most recent date
By the date created (with the most recent ones listed first)

To change the displayed sort order:

1. Click on the heading of the column of data which is to be used for the sort. Only those
columns with a [.] can be used. The column that is currently used for the sort has [*]

displayed.

PRI
N P

Seq#t L] yslen(ﬁeporl Hame [][.]1 |Adthor : Created =1 ) Time | # of Pages
g

AR MNT.STQR——-@EH TS—hapdkEO08[5at | 21543PM| 2174
5

5ALES_000036.JRN

000486

April 0242008 2:38:55 P

= Grid Display and Purge Filters Screen

Over a period of time, your users will probably be generating a great number of "Archived"
reports. You can limit the number of items that are displayed in the grid. The same filter
fields are also available to the Purge function.

1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.
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W Archived Reports Manager

Archived Reports Inquiry Selection Parameters:

You may specify zelected parameters to limit the st of Archived Beports that are dizplaged.

— Syztems: ~ Users:

O al |6L v @) &l |USEH

(#) Selected . () Selected

~ Report Tupes: — Date Generated:
Ol |JRN ~ O al From  [4/01/08
(®) Selected (%) Selected To  [§/30/08 =]

— Report Mame(z] Matching Template:

I | [ Enter the name of repart(z) to be selected where "'$"' matches anyp
character and a zingle "' may be placed before and/or after the ™" to
match any string.  le., CASH*JRN *110807.JBH o CASH_$3$$04.% )

- l ., *=i|i| Cancel

2. Set the applicable filters

3. Click the OK push-button. The grid will be redisplayed showing only those reports
satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those reports generated from the selected system will be listed.

Report Types radio-buttons & drop down list

Click the All button, or the Selected button with a specific report name extension from
the drop down list. Only those reports with their report name extension matching that
which was selected will be listed.

Users radio-buttons & drop down list

Click the All button, or the Selected button with a specific user from the drop down list.
Only those reports generated by the selected user will be listed.
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Date Generated radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those reports
generated within the range of dates entered will be listed.

Report Name Template X(20)

Enter a template to be used to match the report names to be listed. The "$" will match
any single character. Use the "*" character inmediately before or after the ".", or as the
1st character, to match a string of characters.

= Delete an "Archived" Report

1. In the grid, navigate to the row listing the report that is to be deleted.

2. Right-click the row to have a drop-down menu displayed, then click Delete, .... or just
click on the Delete button in the "Fast Button" frame.

3. A delete verification screen will be displayed. Click the Remove-It button to proceed.

4. Both the entry in the tables, and it's corresponding "Archive" file will be deleted.

= Purging old "Archived" Reports

Over a period of time, your users will probably be generating a great number of "Archived"
reports. If you wish, you may delete them to reduce the overhead, make available more disk

space, or just to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all reports satisfying the selected
filters.

User Access Management

The Series 5 system provides for User Access security at the menu item level for each
application, based on a users' sign-on code.

There are two user access records that must be established before any given user can
access the system.

| |Data I/Accessed From |Comments
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The main menu's
System
Maintenance
drop-down menu

.|User Logon
Profile Record

Each user must have a Logon Profile record
before they can be set up with any Application's
Access rights. The user's sign-on code,
password, email address, and default documents
pathname are defined. Only users with full system
Management access rights can maintain the
Logon Profile records.

.|User Application
Access Record

The Q/Imenu's
Control Options
drop-down menu

A separate Access record must be established in
each application that the user needs to execute. In
those Miscellaneous Invoicing systems with
multiple companies, a separate Access record
must be defined for each company. The user's
default printer and each individual menu items

access rights are defined.

Once the User Access for a user is establ

ished, they may define specific menu items to be

scheduled. That is, an icon will appear in a tabbed sub-screen in the applications menu on
the date that it has been scheduled. Refer to the section on Scheduled Menu Functions| 34)
under the Miscellaneous Invoicing Application Menul 28] Chapter for further information and

the topic following.

= Accessing Q/1 Users' Access Maintenance Function

From the Q/I menu, select User Access Privileges from the Control Options drop-

down menu.

«ser Functions

Fiscal Years' Periods...
&/L Control Preferences. ..

¥

T

&
LY

Processing Tip

If your company requires strict controls as to
which individual is entitled to set up User
Access rights, then a Gate Keeper may have
been established. (See the topic on System
Control Options found in the Systems
Manager's Help for further information). If this is
the case, then the designated Gate Keeper will
be the only individual that will be able to select
the User Access Privileges maintenance
function.

5.5.1 Defining Users' Access Rights

The Users' Access Rights record holds information about the users' privileges - ie., which

menu items they can access.
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& Q/1 User Access Maintenance Tree Screen

Maintenance of the User Access properties is done in a tree structure. Following is the
screen that is displayed listing each user that has been defined with a Logon Access record.

"M Quick Invoicing User Access Maintenance CEX
Fie Edit Help
Select to add, modify. or delete: this spplication E
You may ako define S chedule user. " "
h — e —— Fast Buttons
] [ = -
7 o 5| | GomeratAcoess Enable Setup to give the h
mn n
Fiowes " Red Head" user a
* 8 e g S—
g Batch Exsculion:
= [ Fi & et Priorit:

Enable Like [Selecta "Red Hea
enabled just like or
already enabled "G
user's access righ
down list will prese
those users that al
been enabled)

= Help
&} SHSI4.LARRY
€ sTIG v

Modify Modify the General
properties of the hi
"Green Head" user

Remove Remove all access
highlighted "Green

Export Generate a spread
users' menu acces
showing Users in €
and the application
in each row.

Characteristics of the screen to note:
e Each user defined with a Logon Access record is shown. Those users with a green
head have a User Access record set up for this application. Those with red heads have
no access.

¢ Click on the next to the green heads to expand the tree to display the applications'
menu bar topics.

e Click on the next to the topic to expand the tree to display each of the associated
drop-down menu functions. You can easily identify the access rights by the graphic
next to the menu name.

& - All users always have access
@ - Full access

{ - Restricted access

@ - Noaccess

¢ The top right pane of the screen is used to edit the properties associated to the user.

e The bottom right pane of the screen is used to assign the access rights to the selected

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 107

menu item

¢ Note that you can set the check-box to the menu item displayed in the My Favorites tab
sub-screen of the application menu.

e Expand or collapse the sub-trees of all Users with access by clicking the M
icons.

= Establishing Access for a User

1. First make sure that the user's User Code is visible in the tree as a % red head. Ifa
User Code has not been set up, this needs to be done. User Logon Profiles are defined
by your Systems Manager using the User Logon Profiles maintenance function
available from the Series 5 main menu under the System Maintenance drop down sub-
menu. (Refer to the chapter on Defining Series 5 User Logon Profiles in the
Systems Management Help or manuals).

2. You can Enable the User using one of four methods:

. Double click the ¥ red head, ..... or

Il. Highlight the node of the user to be set up, and click Enable in the "Fast
Button" frame,..... or

lll. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable This User, ..... or

IV. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable User Like Another

In each case, the General Access tab sub-screen on the top of the right pane of the
window will be activated.

o Ifthe user is to have access to all menu items, set the Full-Access check-
box

o Select, if any, the Print Queue that this user is most likely to be using. This
will be displayed as the default when they generate a report.

o Click on the Add It push button

3. At this point, the user is established, but if you had not given them Full Access, you
need to set the Access Rights of each of the menu items that they are allowed to
access.

0 Expand the tree of the newly added user by clicking on the [ icon next to his
now & green head
0 Expand the tree of each of the application's menu bar topics

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of
the right pane of the window.
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o Click the applicable Access Rights radio-button

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o If this menu item is to be scheduled, select the desired Re-Occurring
frequency and set an initial scheduled date

o Click the OK push button

0 Repeat for the next menu item

4. This potentially could be a lot of effort to set up all your users. If you have a number of
users that will each have the same access rights, you can build the table for the 1st
user, then copy it. Perform the following steps:

0 Highlight the read head of the User that you wish to enable access for
o Click on Enable Like in the "Fast Button" frame or in the pop-up menu

0 Select the User Code of the currently enabled user that you want the new
user to have the same access privileges.

o Click on the Select User push button

0 Keep the same access rights values, or change them as required.
o Click on the Add It push button again

0 The new user is now set up with the copied user's access rights

0 You may now go ahead and change any of the Access Rights of the menu
items as needed

= Batch Job Execution Access

If the particular menu item has been set up to provide the option to be executed in the
Series 5 Batch Job Processor, then in order for the user to make use of this, the
appropriate access rights must be assigned. Four variations are offered:

< Allowed - The user can decide when the menu item is executed, whether
or not to submit it to the Job Processor

% Not Allowed - The user may not select to execute the job using the Job
Processor

% Forced - When the menu item is chosen, and after any processing options
or filters are entered, the job will be automatically submitted to the Job
Processor to be executed

% Delayed - The job will be automatically submitted to the Job Processor to
be executed after 6:00 pm the same day.
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Menu lkem Access Properties:
[Reportz] Sub-menu Item: AR Aging Report

Access Rights:
(®) Full ) Mone

Batch Erecution:
(O dllowed 0 Mat Allowed (33 Delayed () Forced

] Show in the 'Favorites' Tab Menu

eduled Function:
| ﬂ'\_ww-\

i<

= Modifying Access for a User

1. Highlight the & green head of the User to modified

2. If you wish to modify the General Access properties

o Click Modify in the "Fast Button" frame, .... or right-click and click on Modify
in the pop-up-menu

o The right pane of the window will be activated

0 Make the necessary changes and click the Update push-button

3. If you wish to change the Access properties of a particular menu item

0 Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of
the right pane of the window.

0 The Access Properties fields for the given menu item will be displayed at the
bottom of the right pane of the window

0 Make the necessary changes and click the OK push-button.

4. If you wish to change the Access properties of a particular menu item in a slightly more
elegant manner

o Highlight the menu item of interest, and right-click to display the pop-up
menu.

0 You can either give full access, or remove access totally, depending on the
already assigned access

0 Make the necessary changes and click the OK push-button.
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= Removing Access for a User

1. Highlight the =4 green head of the User to removed.

2. Click Remove in the "Fast Button" frame, .... or right-click and click on Remove in the
pop-up-menu:

3. Click the Yes push-button in the prompt.

= General Access tab sub-screen Field Definitions

Full Access to All Menu Selections check-box
For the user if checked, then he/she will have full access to all menu items.

Default Print Queue X(20)

Select the Series 5 Printer Queue that this user would typically by using. When any of
the reporting functions are executed, this printer will be displayed as the default. Print
Queues are defined by a System Maintenance function. (Refer to the Systems
Management Help if required).

Batch Execution - Default Queue drop down list

Jobs submitted by this user to the Series 5 Batch Job Processor will use the selected
Queue

Batch Execution - Priority radio-buttons

Jobs submitted by this user to the Series 5 Batch Job Processor will have the selected
priority

= Menu Item Access Property sub-screen Field Definitions

Access Rights radio-buttons

Click Full, Semi-Restricted, Restricted, or None. Those menu items that offer Semi-
Restricted or Restricted as options generally have multiple functions, some of which will
not be granted to the user.

Show in the 'Favorites' Tab check-box
Menu
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55.2

If checked, the corresponding menu item will be displayed as a push-button on the
Miscellaneous Invoicing application's menu on the My Fav orites tabbed sub-screen.

Scheduled Function - Re- drop down list

Occurring

To set up this menu item to be

scheduled, select a frequency, Mo v

other than "No". The

corresponding menu item will be Hourly (3-5)

displayed as a push-button in either [E““"' [Mon-Fri)
very Day

the Scheduled for Today, Overdue Weekly

Function or Coming Due tabbed Monthly

sub-screen on the Miscellaneous E“a"e"l’
nnually

Invoicing application's menu.

Scheduled Function - Next (mm/dd/yy)
Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.

Users Scheduled Menu Functions

Users may choose to select specific menu items to appear on the Favorites or Scheduled
sub-screens when the Miscellaneous Invoicing menu is displayed. (Refer to the Scheduled
Menu Functions topic in the chapter on The Basic User Interface for a description of these
menu sub-screens).

& My Scheduled Menu Items Screen

Users set up the scheduled functions in a tree structure. Following is the screen that is
displayed listing each menu-set and sub-functions.
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W Schedule My Quick Invoicing Menu ltems |Z|@|Pz|
File Edit Help

User. USER Select individual menu tems to be included az "Favourites''; or specify thoze
that are to be Scheduled on a re-occurring bazis.
Clear All Scheduled Items

My Quick Invoicing Menu ltems
™7 File [Operations] Sub-menu Item: Print Invoices
™ Trx Inquiry
=™ Operations
# Invoice Processing
o Pint Invoices |
@ Post Invoices to A/R Batch %
[™ Reports
=-[™ Codes Maintenance
@ Currency Codes Mext Scheduled For:
& Customer Merge Sets - -
& Invoice Comments l:IJ l:l = I:I =
& Invoice Templates
[ Purging
[ Wizards
[™ User Functions
[™3 Control Options
[ Window
[ Help

tenu ltem Scheduling Properties:

Scheduled this Menu ltem as:

Characteristics of the screen to note:
¢ Click on the next to each of the primary menu topics to expand the tree to
display each of the associated drop-down menu functions. Only those items with

the ﬁ_iI icon can be scheduled.

¢ The right pane of the screen is used to edit the properties associated to the
scheduled item.

¢ Note that you can set the check-box to the menu item displayed in the My Favorites
tab sub-screen of the application menu.

e Expand or collapse the sub-trees of all Users with access by clicking the %
icons

= Defining a Scheduled Menu Item

1. When the screen is displayed, click on the green "Plus-sign" of the % icons to
expand the tree structure to show each menu item.

2. Double-click the clock icon next to the menu item to be scheduled. The right pane of the
window will be activated.
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o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o Select the desired Re-Occurring frequency and set an initial scheduled date
o Click the OK push button

0 Repeat for the next menu item

3. The menu item will appear on the applicable Miscellaneous Invoicing tabbed sub-screen
when next refreshed displayed.

" SHSI Series V Quick Invoicing M=1E3

File Trx Inquiry Operations Reporks Codes Maintenance Purging  Wizards  User Functions  Control Options  Window  Help

Uszer: USER Flesw: 5,08

Inwoie Sentinel Hill Softeare Inc. [PCA) :
: February 07, 2009 07:05 P }

Quick Invoicing

4 My Favontes 5 Daily Operations 6 Monthly Operations ¥ Year-End Operations
1 Scheduled for Today 2 Dverdue Functions 3 Coming Due

These Scheduled Menu items will be due for selection in the Mear Future:

2/03/09 Print Invoices

&

= Menu Item Access Property sub-screen Field Definitions
Show in the 'Favorites' Tab check-box
Menu

If checked, the corresponding menu item will be displayed as a push-button on the
Miscellaneous Invoicing application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re- drop down list

Occurring

To set up this menu item to be

scheduled, select a frequency, No w

other than "No". The

corresponding menu item will be Hourly (3-5]

displayed as a push-button in either [E““"’ [Mon-Fri)
very Day

the Scheduled for Today, Overdue Weekly

Function or Coming Due tabbed Monthly

sub-screen on the Miscellaneous Huartedly
nnually

Invoicing application's menu.
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Scheduled Function - Next (mm/dd/yy)
Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.

5.6 Wizard Management

Each of the Series 5 system provides for the opportunity to define a number of Wizards. A
wizard is a program that automatically performs a series of steps. Each step is a menu item
that is associated to the application.

Basic properties and features of a Wizard:
% Wizards are user defined
% Define up to 20 Wizards for each application
% Each Wizard can be created with up to 10 menu functions
% Wizards can be launched from the applications’ menu

% As Wizards are executed, each step is displayed on the screen and it can be
aborted at any time

= Accessing the Q/I Wizard Functions

From the Q/I menu, click on Wizards to display the drop-down menu. Select Wizard
Manager to maintain your Wizards, or if any are defined, click to launch.

Processing Tip

If in a given application there are a series of
menu items that are always performed, a
Wizard may be created that will automatically
launch each of these steps.
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(=]

laintenance Purging RUGEEGEN User Functions  Control Options  Window  H

= - [ Rev 508
Mrect DFS Test Gy Interface n Invoice l -
1\ DFS Interfacing B I % {

al—EmEI I STlans; Wizard Proces :ice Pmcgs:}ing y
vgldue FunctiDnL \fizard Froces 4 My Favorites

07,2008 10:06 AM

= due for gelection toda)

Maintaining Your Wizards

=+ Wizard Manager Grid Screen

Maintenance of the Wizards is done with a Series 5 grid screen.

Manage Processing Wizards Select specific Menu functions that are to be performed in a particular order,

New Modify Delete

Al

These "Wizards". can be invoked from the *Wizard" diop-dov menu.

115

ID [Tite Barnd ? Last Invoked

eneial Interface WIP and Recap; Generate Invoices and Posting to A/R

"Fast Buttons"

~

Load DFS Charges. Pre-Bill Report. Select to Invoice. and Pre-lne Rpt

New

Add a new Wizard

Modify

Modify the Wizard
highlighted in the grid

Delete

Delete the Wizard
highlighted in the grid

Items are listed in order by |d Number Search: for:

= Building a New Wizard

Setting up a Wizard consists of two basic parts. First, enter it's properties, then secondly,

define each of the application's menu items that are to be executed by the wizard.

1. In the grid, click on the New button in the "Fast Button" frame.

2. The Properties screen will be displayed.

3. Enter a Wizard #, description, and any instructions to be displayed when it executes.
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4. Click the Next > button at the bottom of the screen to proceed to the next tabbed sub-
screen to define each step to be performed.

5. The Processing Steps grid screen will be displayed.

6. Click the New button to display a screen listing each of the possible menu items that
can be used by the Wizard.

7. Select the item from the list and click the OK button. Each item selected will be
displayed in the Processing Steps grid.

= Modify an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Delete an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Wizard Properties tab Screen

The Properties screen displays those fields used to identify it, and displayed when used.
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Wizard ID #: D1 - Modify the Properties of

Properties | Processing Steps

Enter the properties associated to thiz Wizard. The Dezcription identifies it in the drop down,
The Title, and any comments you enter will be displayed with the ‘Wizard does it's magic.

Wizard #: l:l Menu Bar Description:  [D aily AP Interface

Title: |Load from AP with Trial Balance |

r Launch Time Instructions:

|Verif_l,l the cutoff date when interfacing, and ensure no illegal Accounts or Dates

|The Trial Balance needs only to be output as an Archived Report |

[ This ‘wizard can do it's magic executing in the Background E xecution Processor Last Executed:
Send an Emaill confirming thiz YWizard's successful completion 7/07/08 @ 11:58:27
Email &ddress: by USER
[ Update l [ Cancel l

= Wizard Properties Screen Field Definitions

Wizard # 9(2)
This is a unique # used to identify the wizard.

Menu Bar Description X(25)

This is the description that will be displayed on the applications menu.

Title X(70)
This is a title that is displayed on the Wizard's execution screen.

Launch Instructions 4 lines of X(90)
These instructions are displayed on the Wizard's execution screen

Background Execution check-box

Set to determine whether or not the Wizard can be executed in the Series 5 Background
processor. (The feature associated to this field has not yet been implemented).

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



118 Series 5 Miscellaneous Invoicing- User Help

Confirmation Email check-box and X(40)

Set to have an email sent when the wizard is finished processing. (The feature
associated to these fields has not yet been implemented).

= Wizard Processing Steps tab Screens

The Processing Steps screen is a grid that displays each of the the menu items that are
executed by the Wizard.

B
Wizard ID #: 01 - Modify the Properties of n FaSt ButtonS"
Upto 10 Operations may be defined for this wizarnd NeW Add a neW PrOCeSS
l[ New ]l[ Modify ]l[ Remove ]l[ Move Up ]l[ Move Down ]. Step
——— Ry Modify [Modify the Process Step
highlighted in the grid
Remove|Delete the Process Step
highlighted in the grid
Move Up|Shift the highlighted
Process Step up 1 row in
the grid
Move [Shift the highlighted
Down |Process Step down 1
row in the grid

The following functions are provided for using the push-buttons:

a New - To add a new step to the table

Q Modify - To change the currently selected grid item

a Remove - To delete the currently selected grid item

O Move Up - To move the currently selected grid item up in the table

4 Move Down

To move the currently selected grid item down in the table

The following screen is provided for selection of each step. The items listed are those Q/I
system menu items that have been configured to be executed using the Wizard.
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‘M Modify Wizard Process Step 01 |_|lE“X|

Process Step 8 1 for'wizard: Load from AP with Tral Balance

Menu ltem:  [Dperation General Journal Trx Entry ~
Operation Standard Joumal Trx Entr 1
peration Interface from Sub-Systems
Operation G/L Company Consolidation A
Operation Year-To-Date Trx Export ‘ b

Operation Hebuild Acct Period Summary
Operation Profit &% Loss Statement

Operation Balance Sheet

Operation Profit & &Loss Schedules

Operation Balance Sheet Schedules

Operation Source Allocation of Funds b

Tite:  |Interface from AP Sub-System |

| ok | | cancel |

= Wizard Steps Screen Field Definitions

Menu Iltem list-box

The list is made up of those menu items that may be selected as a step by the Wizard.

Title X(40)

This is the title of the processing step. This field defaults to the name used in the
applications' menu. It may be changed.

= Grid Display Search Options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the ﬂlﬂlﬂl Search icon.

A search string may be entered for the following fields:

= Title
= Wizard ID #
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56.2 Wizard Execution Screen

When a Wizard is launched from a given applications' menu, the following screen is

displayed.
"_!_SHSI Series ¥ Professional Invoicing E]@@
Uszer USER Rew 5.08

UCC Direct DFS Test Company
Julw 07, 2008 01:11 PM }

M ake sure you have the interface files in the comect directory and that both “WIF and
RECAP filez are for the zame zet.  Alzo, have the corect invoicing formsz ready in the
dezighated printer when applicable

Good Luck on your journey.

General Interface WIP and Recap; Generate Invoices and Posting to AfR

1 Load General WIP/Recap from 5pzheet
2 Have the General WIP Posted
3 Ensure no other WIP iz selected
4, Select WIP for Billing
5 Generate Invoices
E Print and Post Final Invoices
Fi Post the Invoices to Accounts Receivable

Launch this Wizard l ’ Cancel

Click on the Launch this Wizard push-button to have it started. As each step is executed it's
status is displayed in the table.
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Processing Wizard #t 1

take sure you have the interface files in the comect directory and that both WIP and
RECAP filez are for the zame set.  Also, have the comect inwaicing farms ready in the
deszignated pnnter when applicable

Good Luck on pour journey.

General Interface WIP and Recap: Generate Invoices and Posting to AR

Load General WIP/Recap from S5psheet Completed
Have the General WIP Posted Completed
Ensure no other WIP iz selected Completed

Select WIF for Billing ¢-——-MHEXT Step

Generate Invoices
Print and Post Final Invoices

=t = Lt A

Post the Invoices to Accounts Receivable

R

[ Proceed with the Next Step ] [ Cancel ]

As each step is finished, you must click on the Proceed with the Next Step button, or you
can abandon the Wizard by clicking on the Cancel push-button.

Monitor System Usage

TheSeries 5 keeps track of which users are currently logged into the system, and what menu
function they are executing.

This screen may be displayed by selecting Monitor System Usage from the drop-down menu
under any applications' menu bar that contains Help as a topic.

ds  User Functions  Control Options — Window

[Rev:508 |

"

-
Mransaction Entry |

-E“ y_Favulites

The following is an example of the Monitor display screen:

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



122 Series 5 Miscellaneous Invoicing- User Help

System Access Monitor

Theze are the users currently acceszing the system az of 10:35:08 am

Compary GL Elapzed Accezz
FID |dzername System Syz Function Compary Started Time Code
10140 | SHSI4.LARRY PCA Ik I tenu 10:3%42  7/04/08 0:01:26 Il
1011 SHSI4.LARRY FPCa, |h Ireeentory Item Master 10:3345 704008 023 1
2510 USER LCC AR tanitor Systern Usage 10:34:28  FA04/08 0:00:30 1
2511 |USER ucc AR | Customers 10:33M 7/04/08 00207 1
281-2 USER LCC AR Cuztarmer Open [bem lnguing 10:3%06 7A04008 00202 1
35140 | SHSI4.LARRY ucc GL  |GL Menu a0 10:34:21 7/04/08 00047 I
3511 |SHSI4.LARRY ucc GL | Trial Balance Report a0 103426 7/04/08 o042 1
351-2 | SHSI4.LARRY ucc GL  |GAL Account Trs [nguing 40 10:34:3 7/04/08 00037 1

R,

l Refresh ] [ E it

Processing Tip

Should you discover that there are items listed, but you know
that there are no users in the system, ask your Systems
Manager to purges these records. (There is a System
Maintenance function that will delete all the records used in
displaying the items on this screen).
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Miscellaneous Invoicing Menu Functions

All functions for the Q/I system can be accessed from the menu bar at the top of the menu
screen.

They are divided into types of functions. Each section following describes each set of
common types of functions.

The Q/l Menu

The Miscellaneous Invoicing Menu screen provides your access to all functions offered in the
Q/l system.

&+ Miscellaneous Invoicing Main Menu

¢ All functions associated to the Series 5 Miscellaneous
Invoicing system are available from this screen

e Each function can be found within the sub-menu
displayed under the menu-bar associated to the type of
H the function

e A number of tab sub-screens are available from which
associated functions may be selected

¢ If menu functions have been set up to be scheduled, they
may appear within tabbed sub-screens labeled
Scheduled for Today, Overdue Functions, or Coming
Due

e The My Favorites tab sub-screen will have any menu-
functions that have been so define by the User Access
Privileges function that may have been set up by your
Systems Manager or Gate Keeper

¢ You can select up to 9 menu item functions at a time,
each executing in their own window

e Access to specific menu items may be granted or denied
from the User Access privileges function. (Those
functions that you are denied access to will be
displayed in the drop-down menus as dimmed
items)
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= Menu Bar Headings

The menu bar is divided into major categories of functions. (Follow the link in each item below
for further information on each function).

File

Trx Inquiry
126
O%erations
130

Regortsm

Codes
Maintenance

153

Purgingm

Wizards| il

User
Functions

Control
Ogtionsm

Window/ 32)

Help

For accessing the Archived Reports Manager, and the Batch Job
Processor utilities.

For those functions that provide inquiry to assorted historic transactions
and/or analysis.

For those menu items that provide basic operational functions.

For generating all the reports associated to the Miscellaneous Invoicing
system.

Those menu items for maintaining the assorted master codes used in
the Miscellaneous Invoicing system.

Those menu items for Purging outdated historical transaction records
used in the Miscellaneous Invoicing system.

For user defined Wizards.

For menu items to launch user defined programs or Windows utilities.
(Refer to the Systems Management Help for details on setting up)

For setting up control preferences and User Access rights to the
Miscellaneous Invoicing system.

For managing the multi-threaded windows that might have been
activated by the user.

Basic help, and a function to display those users currently in the Series
5 system.

File Management

The topics in this chapter describe functions and procedures that are a available under the

File drop down menu on the Miscellaneous Invoicing menu. These menu items are used to
perform assorted File Processing type functions. In particular, the function to access and
view Archived Reports is found here.

These functions are available from the Q/I Menu Bar as shown:

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



126

Series 5 Miscellaneous Invoicing- User Help

6.3

6.3.1

™ SHSI Series V Quick Invoicing M=

EIEN Tr Inquiry  Operations Reports  Codes Maintenance Purging  ‘Wizards  User Functions  Control Options  Window  Help

|_|| Mizcellaneous Invoicing

Reports Manager. .. Rew: 5.08
Batch Job Management... Sentinel Hill Software Inc. [PCA]

ﬁ‘F

February 09, 2009 09:43 AM

Inquiry Functions

The topics in this chapter describe functions and procedures that are a available under the

Trx Inquiry Options drop down menu on the Miscellaneous Invoicing menu. These
menu items are used to perform assorted screen inquiry functions. In particular, the function
to query the Historic Invoices is found here.

These functions are available from the Q/I Menu Bar as shown:

W SHSI Series ¥ Quick Invoicing

File WEESGENTEMN Operations Reports  Codes Maintenance  Purging  Wizards User Functions  Control Options  Window  Help

Rew: 5.08

Sentinel Hill Software Inc. [PCA]

Februam 09, 2009 09:43 AM
Mizcellaneous Inwoicing

Historic Invoices Inquiry

The Historic Invoices Inquiry function provides easy access and display of the Invoices that
have been generated and printed from the Miscellaneous Invoices application. It offers a
variety of different ways of selecting and displaying the transactions. Some of the features of
the Inquiry function are as follows:

¢ Invoices may be displayed for a selected Customer, Invoice Template, or just listed
sorted by Invoice Number

¢ The Properties of the Invoice may be displayed

e The actual body of the Invoice, with related charges, and assigned Revenue
Accounts are is displayed

¢ |f Revenue Distributions were generated based on Auto-Distributions, those
accounts and amount are displayed

e Invoices may be reprinted
e A number of different filters may be set to limit the list of Invoices that are displayed.

¢ Afunction is provided that computes totals for selected intervals of Months,
Quarters or Years, over a given date range.

e History Invoice records may be purged from the system
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¢ An Historic Invoice Journal may be printed, using assorted selection filters, sorted

and/or grouped by Invoice #, Customer, or Invoice Template

When generating the Totals summary, printing an Invoice History Journal report, or Purging
transactions, the operator is presented with the standard A/R Customer Select Filters|ssl.

This allows you to select specific and/or ranges of Customers, Customer Types, and Sales
Representatives, as well as other types of filters to be applied to the customer.

The Invoice History Inquiry function is launched from the Miscellaneous Menu's Trx Inquiry

drop-down menu.

W SHsI Series ¥ Quick Invoicing

EIE8 Trx Inquiry

Operations Reports Codes

The Historic Invoices, as transactions, are offered for display using a Series 5 grid processing
screen. All Invoices that have been posted to Accounts Receivable, are moved to history files

and are listed in the grid screen.

&+ Historic Invoices Inquiry Grid

" 0/l Inwvoice History Inquiry
Fie View Help

frveice Histew Inquiy et g e et et paged B "Fast Buttons"
)] - H he INvor
Reprint an [Have the Invoic:
v ¥ [Toe]  Dote [Customer [Compans P08 [Retercnce amount [Tensiate [ i h ig hi ig hted in th
608898 I 2412709 132011 Cemey 15,050.00 |REMY2 1! n V O I C e .
608910 | | 2712709 107100 Lafarge North Americs Ine 75.00 033 i reprlnted
608911 I 2712709 114000 Helcim US 75.00 |039 1
608912 I 2412709 132000 DUES ONLY 75.00 |039 1
608913 I 2712709 135000 75.00 |039 17
608914 I 2712709 | 210484 75.00 |039 il -
608915 | | | 2/12/09 |212874  |Essros Cemert CorplISE 211832 75.00 039 1 Set Fl |ters Set a num ber 0
608916 I 2712709 | 213284 RMC-CEMEX 75.00 |039 1 . .
608917 | | 2/15/09 |132011 1.400.00 |054 1 fl Iters that WI" b‘
608920 I 2715709 102000 75.00 |039 T
608921 I 2215709 115000 75.00 |039 1. 1 H 1 .
608922 I 215709 147000 75.00 |039 i Ilm It the InVOIce‘
608923 I 2715709 | 201548 75.00 |039 . -
608924 I 2715709 | 205337 For the Month of January. 2009 75.00 |039 . d IS played -
608925 I 2715709 | 211025 75.00 |039 1]
608926 I 215709 | 213571 75.00 |039 il
608927 I 2415709 | 213573 LaFarge North America Inc: 75.00 |039 1
608928 I 2715709 | 213945 North Star Ce 75.00 |039 .
608929 I 2715709 | 213964 SS:he\lm e 75.00 |039 . P u rg e P u rge HIStorIC I
608930 I 2715709 (214300 IMCYC 75.00 039 il . - . th
Historic [removing them
i tem.
Invoices [SYSt€
Items are listed ding by Invoice Number Search f Compute US|ng a numbe|
Totals [selection filters,
Invoice number
date range), col
totals for select
intervals, and di
to the screen.
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Information for any selected Invoice may be displayed by double-clicking it's associated row.
Standard Series 5 grid controls apply.

Some points to note about the grid screen are as follows:

¢ Right click any row with an invoice to have a pop-up menu displayed, offering a

number of relevant functions

¢ A given Invoice may be deleted from history. Once deleted, there is no way that it

can be re-instated.

Some of the special features of this grid are as follows:

» You may navigate to the
Next or Previous Invoice on
file by clicking the
applicable icon found at the
top of the window.

e

» Click on the List By drop-down
list to have invoices listed
either by Invoice Number, or
for a selected Customer or
Invoice Template Code

Ligt by | lrvecice # w

lrvoice #
Custorner Code / [nwv 8 k
Template Code / Inw #

oice #:

Reference

> If listing by Customer, enter the!
Customer for whose Invoices
are to be listed, or click the
binocular icons to Lookup a
Customer Code, or to display
invoices for the Next or Prior
Customer with invoices on file

Cllstaman Ig-“;?zg v| il Hl Zahedian & Associates
' o Falls Church, Wi I

> If listing by Invoice Templates,
enter the Template Code
matching the invoices to be
listed, or click the binocular
icons to Lookup a Template
Code, or to display invoices for
the Next or Prior Template
Code with invoices on file

Irrvaice Template: | 009 v i | Iﬂﬂﬂ

CPC OF NORTH CA ATRLY INVOICE &

&+ Display, Purge and Totalling Filters - Options Screen

The following screen is presented when the either the Set Filters, the Purge History or the
Totals functions are selected:
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El /1 Invoice History Inquiry ‘ e=iE X

Set Display Selection Dptions _._

Dizplay Dptions
Specify selection options to determine the Histonc Invoices to be displayed. _‘?
Historic: nvoice Mumber(s): Irvoices Dated:
0 .gllI o -0::.;’-‘«” . Betwesn: 6/20M11
) Selecte O Inclusive 5720711

Include only Historic Invoices for:

Layout Code: E Customer: ﬂ
terge Set: E
Tax Code 1: m
Tax Code 2: m

[ Fields left blank are MOT conzsidered in the selection process. |

% | Cancel |

( The Tax Codes, and the Customer Code select fields are included only for the Set Display
function that filters the invoices being listed)

= Display, Purge and Totalling Filters Screen - Field Definitions

Historic Invoices Numbered radio-buttons and/or 9(6)

Select to have All, or a Selected Range of Invoices in the selection process to be
displayed or processed in the selected function. If the Selected radio button is clicked,
enter the starting and ending range of Invoice Numbers to be selected.

Invoices Dated radio-buttons and/or 9(6)

Select to have All, or a Selected Range of Invoices with a given date displayed or
processed in the selected function. If the Inclusive radio button is clicked, enter the
starting and ending date range of Invoice to be selected. (Clicking on the calendar, will
offer a screen from which a defined range of periods can be chosen).

Invoice Layout Template Code X(6)

Select the Invoice Template for which Invoices are to be generated for. Only these
invoices will be listed, or included in the report.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



130 Series 5 Miscellaneous Invoicing- User Help

Customer Merge Set Code X(6)

Select the Customer Merge Set for which Invoices are to be generated for. Only these
invoices will be listed, or included in the report.

Customer X(6)

Enter a given customer Code to have only those invoices for that customer displayed or
processed.

Tax Codes 1and 2 X(6)

Select a Tax Code, to have only those invoices with a designated matching Tax code
displayed or processed.

Operational Functions

The topics in this chapter describe functions and procedures that are a available under the

Operations drop down menu on the Miscellaneous Invoicing menu. These menu items
are used to perform the major processing functions in the Miscellaneous Invoicing system. In
particular, the functions for generating and editing sets of Invoices are found here.

These functions are available from the Q/I Menu Bar as shown:

"™ SHSI Series V Quick Invoicing M=1E3

Reports Codes Maintenance Purging  ‘Wizards User Functions Contral Options  Window  Help

File  Trx Inquiry N

Fey, 5.08

Uszer: USER

Print Invaices. .. . el Hill Software Inc. [PCAJ
Post Inwoices to AJR Batch. ..
Feomiarny 09, 2009 0943 A

Irwnite

Miscellaneous Invoicing
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6.4.1

Invoice Processing

Invoices may be generated, edited, printed and posted to the Accounts Receivable system
using functions provided from the Invoice Processing function. Once you have established
the Invoice Templates, you may then generated invoices.

Prior to generating any invoices, there are a number of steps that must have been taken: The
processing steps required to generate invoices are as follows:

¢ The format and content of invoices are defined by creating an Invoice Tem platem.
The template defines what fields are to be printed, the descriptive text and dollar
amounts that are charged to your customers, and the G/L accounts to which
revenue distributions are recorded to. (You must have your templates defined
before any invoices can be generated).

e The A/R Customer(s) for which invoices are generated must be defined in the A/R
system. For those that wish to have their invoices emailed, the appropriate property
must be set in their properties record.

¢ |f the same invoice is to be generated for a number of customers, they must be
defined in a Customer Merge Setl sl This consists of a list of A/R Customers,
along with specific billing information.

¢ Invoice Numbers are automatically assigned, based on the Next Available Invoice
Number field that is defined in the Q/I Invoicing Preferences screen. Also, should
invoices require Remit-To instructions, these are also defined under the
preferences. Your Control Preferences| sl must be correctly set up.

The processing steps required to generate invoices are as follows:

¢ You may choose to build just a single Invoice for one Customer, or a set of Invoices
for each Customer defined in a particular Merge Set. Either way, you also must
choose the Invoice Template that defined the content, and the charges associated
to the invoices.

¢ You must specify the date of the Invoices.

¢ The system will automatically assign the Invoice Numbers; compute any applicable
taxes and determine the Due Date.

¢ Revenue Distributions are automatically assigned. These would have been defined
by the Template as either fixed dollar amounts, or as Auto-Distributed percentages.

¢ In some cases, the Invoice Template may have been created as a shell, that really
only provided "Boilerplate" descriptions and distributions. In these cases, you may
then edit the invoices, to enter applicable charge rates and/or additional
descriptions. You may also enter Freight Charges, Miscellaneous Charges and
adjust any Revenue Distributions as required. If the Invoices are prepaid, you can
also specify the method of payment. (In the case of Prepaid Invoices, when posted
to the A/IR system, both the Invoice and Payment open items will automatically be
generated).

e Once all invoices have been generated and edited, they may then be printed, and
posted to the Accounts Receivable system. When posted to the A/R, they are
copied to an A/R Sales Batch, which in turn will be ready to be posted.

e |f prior to executing the step to post to A/R, you realize that the wrong Merge Set, or
Template was used, or if the wrong date was entered, you can also Degenerate the
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invoices. Degenerating invoices basically deletes them from the system.

@& Invoice Processing

> Invoice Processing Grid[

> Generating Invoices|

» Editing Invoice Properties| )

» Editing Invoice Body Description and Charges|1_351

» Editing Invoice Revenue Distributions| )

> Printing Invoices| .7

» Posting Invoices to Accounts Receivable|ss]

Accessing the Q/I1 Invoice Processing Function

From the Q/I Main menu, select Invoice Processing from the Operations drop-
down menu.

5HSI Series ¥ Quick Invoicing

Reports  Codes Maintena

File  Trx Inquiry Nejss]

lzerr USER

Print Invoices. ..

Paost Invoices ko &R Bakch. ..
FECmEny 17

el

6.4.1.1 Invoice Processing Grid Screen

Invoices, as transactions, are maintained using a Series 5 grid processing screen. All
Invoices that have been generated, but not yet posted to Accounts Receivable, are kept in an
Invoice file and are listed in the grid screen. Once they are printed, they will be eligible to be
posted to Accounts Receivable. After posted to A/R, they are moved to the Invoice History
file, and will be available only from the Invoice History Inquiry function.
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&+ |Invoice Transaction Processing Grid

"™ 0/ Invoice Processing |Z|E|E|
File Edit Yiew Help
prveiee Beneieton ot s o D e Pt e, nd P oo AVR. =]
| Add One Invoice Modify Invoice Generate Invoices Print Final Invoices Post to A/R
Invoice Template: | 039 M Jmﬂ Listby: | Template Code /lnv &+ MJJ
ACPA POSTAGE CHARGES Go To Invoice #: P
Inv # | Type |Status Date |Customer |Company Reference Amount |Template
| |Gened 2/15/03 | 102000 Alaska Basic Ind - Cement Div 75.00 |033
608921 | [Gened 2/15/09 (115000  |Hawaiian Cement 75.00 |033 -
608922 | |Gened 2/15/09 (147000 |5t Marys Cement 75.00 |033
608923 | [Gened 2/15/09 (201548  |Rinker Materials 75.00 |033
608924 | |Gened 2M5/09 | 206337 Lehigh Cement Company 75.00 |033 [
608925 | |Gened 2M5/09 | 211025 Lehigh Morthwest Cement Limited 75.00 (033
608926 | |Gened 2M5/08 | 213571 Ash Grove Cement Company 75.00 |033 a
608927 | |Gened 2M5/09 | 213573 LaFarge Morth America Inc 23 75.00 (033
608928 | |Gened 2/15/09 (213945  |Morth Star Cement 75.00 |033
608929 | [Gened 2/15/09 (213964  |Sunbelt 75.00 |033 —
608930 | |Gened 2/15/09 (214900  |IMCYC 75.00 |033
608931 | [Gened 2M15/09 (215128 |Lehigh Inland Cement Ltd 75.00 |033
608932 | [Gened 2415/09 (217742 |Gulf Coast Portland 75.00 |034 i
608933 | |Gened 2M5/09 | 219379 Dragon Products Campany 75.00 |039
608934 | |Gened 2/15/09 | 219380 Essex Cement Company 75.00 039 -
608935 | |Gened 2M5/09 | 219381 Lafarge Corporation 75.00 |039
608936 | |Gened 2M15/09 | 545276 Material Service Comp 75.00 |039
608937 | [Gened 2/15/09 |549037  |Mational Cement Co. Inc. 75.00 |039 T
For Template, items are listed by Invoice HNumber. Search: for:

"Fast Buttons"

Add One |Generate an Invoice for a specific Customer using a
Invoice |given Template

Modify  [Modify the Invoice highlighted in the grid
Invoice

Generate |Generate a set of Invoices for a selected Merge Set
Invoices [|of Customers for a given Template

Print Final [Print all Unposted Invoices. Note that all invoices on

Invoices [file, that are presented in the grid are printed,
regardless whether they have already been printed
or not.

Post to A/R [Move all "Printed" Invoices to an Accounts
Receivable Sales Batch. Posted Invoices will be
copied to the Invoice History files.

Invoices are built either one at a time for a given Customer, or in bulk for a Merge Set of
Customers. In either case, the format and charges for each Invoice are determined from an
Invoice Template. Once an Invoice has been created, it may be edited by double-clicking it's
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associated row. Standard Series 5 grid controls apply.
Some points to note about the grid screen are as follows:

e The grid's Status column indicates whether an Invoice has been printed or not

¢ Right click any row with an invoice to have a pop-up menu displayed, offering a
number of relevant functions

¢ A given Invoice may be deleted. Once deleted, there is no way that it can be re-
instated.

¢ Invoices are generated by selecting either the Add one Invoice or the Record
Selected/Eligible Items pushbutton in the "Fast Buttons" frame.

Some of the special features of this grid are as follows:

» Click on the List By drop-down

Iigt to have in\_/oices listed List by: | Invoice # v
either by Invoice Number, or oy [lvoice®
for a selected Customer or RGN Cistormer Code / Iny #

b

Invoice Template Code Template Code /Inv #

Reference

> If listing by Customer, enter the!
Customer for whose Invoices X ﬂJ S

are to be listed, or click the CHSES lﬂ_r_;%@l ST
binocular icons to Lookup a
Customer Code, or to display

invoices for the Next or Prior
Customer with invoices on file

» If listing by Invoice Templates,
enter the Template Code
matching the invoices to be Invvoice Template; |005 v | i | maT| ﬂ
listed, or click the binocular CFC OF NORTH C& OTRLY INVOICE %
icons to Lookup a Template
Code, or to display invoices for
the Next or Prior Template
Code with invoices on file

6.4.1.2 Generating Invoices

The Series 5 Miscellaneous Invoicing system automatically generates invoices based on pre-
defined Templates. You may generate invoices for a set of Customers or for a single
Customer.

From the Invoice Processing gird screen, on the "Fast Button" bar, click Add One Invoice, to generate
an Invoice for just one customer, or click Generate Invoices. for generating a set of invoices for a pre-

dafinad Chetaomer Merae Sat
GeMCoCustomtvic ottt
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_
S e |
['_ Add One Invoice Modify Invoice Print Final Invoices Post to A/R

Once generated, the invoices will be displayed in the Invoice Processing grid screen. They
may be edited or deleted as the case may be.
After the invoices are printed, you must then post them to the Accounts Receivable system.

&+ Building Invoices for a Single Customer or a Merge Set of Customers -
Options Screen

The options for generating a single Invoice are defined with the following screen:

& Q/l Invoice Processing |:I|E|r>__<|

Generate an lnvoice for a zelected Customer uging a specific [nvoice Template,

Invoicing Options

Specify options for Generating Invoices. _é}

Build an Irvoice for Customer: (200111 | g4 | Sidney M Johnson & Assoc

Clark, NJ

Using Charges and Layout based on Imvoice Template: iy | MASONRY FLYERS

r lrvoices:

Syztem Azzigned Invoice Mumbers Starting from: [g0g938 Dated [2718709 | =

with the Mext Invoice Number of.  |g08938

OK Cancel

For generation of invoices for a set of Merge Customers, the field for selecting a Merge Set is
presented, instead of the Customer:

[ 13 Customers ]

Build Irnvoices for Custamers from Merge Set: iy | Minois Rent lnvoices
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6.4.1.3

= Generating Invoices Options Screen - Field Definitions

Build Invoice for Customer X(6)

Select the Customer for which a single Invoice is to be generated for.

Build Invoices for Merge Set X(6)

Select the Customer Merge Set for which Invoices are to be generated for.

Invoice Template X(6)

Select the Invoice Template for which Invoices are to be generated for.

System Assigned Invoice Starting Number 9(6)

Enter the Starting Invoice Number that is to be assigned to the generated Invoices. This
value will default to that defined in the Control Properties. If you are generating multiple
sets of Invoices, the system will automatically update the Next Invoice Number to be
assigned.

Warning

You should normally always let the system assign the Starting Invoice Number. You must be careful
when assigning Invoice numbers, as other systems such as the Order Entry, or Professional
Invoicing systems may also be generating invoices. Invoices numbers in the Accounts Receivable
system must be unique to all invoices generated regardless of where they originate.

Editing Invoices - Properties

Even though Invoices are basically defined and set up as Invoice Templates, once they have
been generated, it is useful to be able to edit them. It means that you could set up Invoice
Templates that are used to just define the skeleton of your invoices, and edit them as required
once they have been generated for the given customers.

& Invoice - Properties Tab Screen

The Invoice Properties screen is used to edit those fields that are used once the invoice is
posted to the Accounts Receivable system. It also is used to define how Revenue
Distributions are to be assigned.

The properties associated to each Invoice are maintained by the following screen:
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| Q/l Invoice Processing |z|@|g|

Irvoice . 8924 for Customer: 205337 Lehigh Cement Company

Properties | INVOICE | Revenue Distributions [ Bazed on Template: 039

Thesze fields are properties associated ta the [nvoice within the A/F spstem. _"?

Irrvoice Charges:

Currency: | us Recod Revenue Distributions:
() For each Body Line Chargs
Prepay Code: l:l f i) () For a defined Set of Revenue Accounts

A/R Sales Tranzaction Fields:

A/R Contral Account:

Reference: |FDI the Month of January, 2009
Jl 1200 - 00 &/R User Cod MASONFY CEMENT VIDED
= serCode: [MCVID | iy
Accounts Receivable - US
Sales Rep. i PCA Internal

[ Update% [ Cancel ]

L

= Invoice Properties - Field Definitions

Currency X(4)

When selecting the Currency, it's only purpose is to contribute the text that is optionally
printed in the footer. Payable in XXXXX funds where the XXXXX is the Print Symbol

defined for the currency.

Prepay Code X(3)

For invoices that are prepaid, say by credit card or cheque, this is the Prepayment
method that was used. It's a code that would have been defined in your Accounts
Receivable system. For example, CSH, VIS, CHQ, AMX for cash, Visa, cheque, or
American Express. When selecting a Prepayment Method code, the Prepay Cash
account will be assigned.

When a prepaid invoices is posted to the Accounts Receivable system, it will be recorded
as Prepaid Sales Transactions, and both an Invoice and a Payment Open ltem record will
be generated.

Note that if the invoice was generated from a template that had a prepaid code already
assigned, that code would be established in this field.
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Record Revenue Distributions radio-buttons

Select the applicable radio-button to indicate whether this account has journal entry
transactions that are typically recorded as Debits or Credits. Revenue accounts should
be flagged as being typically Credits and Expenses as typically Debits.

©  For each Body Line Charge entered
O For a defined set of G/L Revenue Accounts

A/R Control Account 9(18) - 9(5)

When Invoices are posted to the Accounts Receivable system, the Transaction is written
with an A/R Control Account to which the amount is recorded as a receivable. All
invoices generated with this template will have the account entered here used as the A/R
Control account. (Note that after an invoice is generated, the A/R Control account may
be edited).

AR Transaction Reference X(30)

When Invoices are posted to the Accounts Receivable system, the Transaction is
recorded with a Reference field. This reference is also written to the associated Open
ltem records recorded for the customer. Enter the brief text which will be recorded in the
AR system. The A/R Reference field may optionally be selected as a field that is printed
in the header of the invoice. (Note that after an invoice is generated, the A/R Reference
may be edited).

AR Transaction A/R User Code X(6)

When Invoices are posted to the Accounts Receivable system, the Transaction is
recorded with a User Defined field. This reference is also written to the associated Open
ltem records recorded for the customer. Enter the code which will be recorded in the A/R
system. When generating an A/R Aging report, the A/R User code may be used as a
selection filter. The A/R User Code field may optionally be selected as a field that is
printed in the header of the invoice. (Note that after an invoice is generated, the A/R User
Code may be edited).

Sales Representative X(3)

This field is used to record the Sales Rep that is associated to the transaction,
presumably a Sale. This will default to the Sales Representative code that was assigned
to the customer. Any Commission amount that is entered will be recorded to this Sales
Rep.

When an A/R Aging report is generated, the Customers may be grouped by Sales Rep.
When the A/R Period Analysis is generated, totals for each Sales Rep, for each period,
are accumulated.
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139

Body

The interesting portion of the Invoice is the Body. This is where you enter the text and the
amounts that describe the products and/or services that you are invoicing your customer for.
There are a couple of different types of lines that can be defined in the body of the invoice.

&+ Invoice - Invoice Body Tab Screen

You can enter on

ly as many lines in the body as was defined by the Invoice Template that

was used to generate the invoice.

The lines within the body of the invoice are maintained using the following Series 5 grid
screen. What you see is what you get. You can leave lines blank as desired for nice

spacing.

Invoi

The

ce Number of Pages

system only supports 1 page invoices.

The following scr

] Qfl Invoice Processing, |:”E|E|

Invoice #: 8924 for

een is used:

Customer: 206337  Lehigh Cement Company

Properties ‘ INVDICE

| Revenue Distributions ( Based on Template: 039 )

Customer.

Lehigh Cement Company . =
1875 S Grant Street #1000 Due Date: |RFARIIE J

San Mateo CA 94402

5
Irvoice #: 608324 Document Date: 2715709 ]

&ttentionTo: [RICHARD D. KLINE |

PO Murnber: |:|

Header Comment: [

l[ Insert

|
]l[ Modify ]l[ Clear ]l[ Delete ].[ Shift-Up ]l[ Shift-Down _

02 |blark

Line |Type Text Line $ Amount |Revenue Acct A

03 |blank

04 | Text

Postal and shipping services

05 |Monlnwentary lterm | provided by PCA for July 1996 1 unit @ $75.00 75.00 |nfa

0E |blark

07 |blark

028 |blark

03 |blark

10 [blark

11 |blark

12 |blark

13 |blark

14 |blark

Comment:

ARl g

= MOTICE **  Payments to Portland Cement Sub-Total: $ 75.00
deductible as charitable contributions for federal Mise Charges: $ l:l Tax1 § ’—| = Other Charges: % 0.00

Brie |

| Feight § [ 000] Tas2s | Inwoice Total: § 75.00

Commerts: |

Note about Disabled Fields

In some instances there may be fields displayed that are disabled. These fields may
not be edited because for the Template that was used to generate the invoice, they are
not defined as fields that are to be printed.
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= Invoice Body Grid - "Fast Buttons™

"Fast Buttons"

Insert Insert a new Line in front of the line that the cursor is
positioned at. All lines will be shifted down. Any text or
charges in the last line will be lost.

Modify Modify the highlighted Line in the grid

Clear Clear the highlighted Line in the grid. It will become a blank
line.

Delete Delete the highlighted Line in the grid

Shift-Up Shift the currently highlighted line up one line.

Shift-Down [Shift the currently highlighted line down one line.

& Invoice Body Line - Entry Screen

There are six different types of lines that can be entered within the body of the invoice.
Depending on the type, there are different fields that must be entered.

The following type of Body Lines may be recorded:
e Blank Line

e Text — This is just text provided as information describing the services being charged
to the customer

e Text with Embedded Amount — This is text that has the $ charge amount within the
line of text. The system will scan the line and extract the amount to be used as the
extended amount of the line. (Only 1 $ charge amount is permitted in this type of line)

e Text with Right Justified Amount — This is just text, but a separate field will be
presented for entry of the charge amount. When the invoice is printed, the amount will
be right justified at the right side of the body of the invoice.

¢ Inventory ltem Charge — You will be able to select one of the Inventory ltems defined in
the Series 5 Inventory Management system. A Quantity and a Unit Price must also be
entered. The line of text that is printed on the invoice will be automatically built by the
system.

¢ Non Inventory Charge ltem — Similar the the Inventory ltem Charge, but you may enter
the description of the item.
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If the Invoice Template is defined to record the Revenue Account with each Body Line charge,
then fields will be presented for entry of the G/L Revenue Account, and the Sub-Ledger

Project code, if applicable.

The screen following shows the Body Line screen for a line defined as "Text with
Embedded Amount":

™ Modify Body Line # 03 =]

Invoice Body Line #: 03 for Template: REMY2 _"g;'

Line Type: | T eyt with an Embedded $ Amount w |

IFrecice Line of Test:
‘Fur Charges in January = 2008 % 15.020 [including Packaging]

Extended Amourt; $ I:I

[] Taxable 7

Updatﬁ Cancel

The screen following shows the Body Line screen for a line defined as a "Non-Inventory
Line™
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W Modify Body Line # 05 M=
Irvoice Bodp Line #: 0% for Template: BEMY2 _"g)
Line Type: | Hon-Inventory ltem “

Invoice Line of Text:
Washing Dizhes

Cluantity: 4. 000
Urit Price; 30.000

Eutended Amount: $ I:I

[] Taxable ?

| Update{g | Cancel |

L]

= Invoice Body Line Entry Screen - Field Definitions

Line Type drop-list

Choose the type of line that is ||Blank Line

; Text
to be dlsplayed on the . Text with an Embedded $ Amount
selected body of the invoice. |[Text with Right-Justified % Amount

Mon-Inventory ltem

Line of Text X(70),

Enter the text that is to be displayed. If the line is one with an Embedded $ Amount, then
it will be scanned, starting on the right, for the 1st amount with a $ character. (You could
have 2 $ amounts in a line, but the system will pick up the last on in the line and use it for
the charge to be recorded).

Quantity 999,999.999

Depending on the type of Line that is being entered, you may or may not be able to enter
the Quantity of items that are being invoiced. Note that there is no sign permitted. If you
wish to enter a Credit amount, enter a negative Unit Price. The Extended Amount will be
computed as Quantity x Unit Price.

Unit Price 999,999.999CR

Depending on the type of Line that is being entered, you may or may not be able to enter
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the Unit Price of items that are being invoiced. If you wish to enter a Credit, enter a
negative Unit Price. The Extended Amount will be computed as Quantity x Unit Price.

Extended $ Amount $ 99,999,999.99CR

Depending on the type of Line that is being entered, you may or may not be able to enter
the amount to be charged.

Taxable check-box

If the charge for the item being listed is taxable, set this check-box. All charges that are
taxable will be tallied, and taxes will be computed when invoices are generated. Taxes
are computed based on the Tax Codes defined for the Customer.

Revenue Account up to 9(18) - 9(5)

Enter the account for which Revenue is to be recorded for.

Sub-Ledger Project Code X(6), X(8), X(4)-X(4), or X(4)-99-99

If applicable, enter the Project Code to be paired with the G/L Account, for which the
revenue distribution is to be made for.

6.4.1.5 Editing Invoices - Distributions

All charges recorded to an customer's invoice must be allocated to one or more G/L Revenue
Accounts.

There are three different methods that may be employed.

1. For each charge that is entered within the Body of the Invoice, enter the Revenue
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2. For the sum of all charges that were entered within the Body of the Invoice, record that
amount to one or more Revenue Accounts as a fixed dollar amount.

3. For the sum of all charges that were entered within the Body of the Invoice,
automatically distribute that amount to one or more Revenue Accounts at a fixed
percentage.

The method employed is dictated by the option that was selected in the Properties tabbed
screen of the Invoice. For the last two methods, the Revenue Distributions tabbed screen will
be presented. On this screen indicate whether amounts are distributed as fixed dollar
amounts, or as a percentage.

For each Revenue Account defined, a Sub-Ledger Project Code may also be assigned.

Revenue Distribution Entry Rule

When entering or editing an Invoice Template that has Revenue Distributions, the sum of all the $
Amounts or %values MUST equal the sum of the charges recorded in the Body of the Invoice, or 100, as
the case may be.

&* |nvoice - Revenue Distributions Grid Screen

You can enter up to 15 Revenue Accounts to be used for recording the revenue distributions.
The Revenue Accounts are maintained using the following Series 5 grid screen. The dollar
amount or percentages may be edited directly on the grid.
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W O/l Invoice Processing

nvoice ;. 8924 for Customer. 205337  Lehigh Cement Company

145

Properties | INVOICE | Bevenue Distributions

[ Based on Template: 039 1

Specify the G/L Accounts to which Fevenue is to be recorded to along with their respective amounts.
Specify whether amounts are recorded directly, or as percentages of the total value of body items invoiced. _‘?
Revenue Digtributions Recordad:
() &z Absolute § Amounts (%) Computed az a % of the Total of the Charges Invoiced
I Mew I Insert I Modify I Delete I Move Up I Move Down .
G/L Account Deszcription Sub-Ledger Code Dist'd X%
2 | 4060-200 Product Sales Revenue 25.00
3
4
]
g
7
a
9
10
11
12
13
14
15
Remaining to Distribute: 000 % Total for 2 Distrbutions: 100,00 X%
I Update N l Cancel l
L]
= Invoice Template Auto Distribution Revenue Grid - “Fast Buttons"
"Fast Buttons"
New Add a new Revenue Distribution.
Insert Insert a new Revenue Distribution in front of the line that the

shifted down. The last Distribution will be lost.

cursor is positioned at. All existing Distributions will be

Modify Modify the highlighted Distribution in the grid

Delete Delete the highlighted Revenue Distribution in the grid

© 2008
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Move-Down |Shift the currently highlighted Distribution down one line.

=+ Invoice Template - Revenue Distributions Entry Screen

Each Revenue Distribution can be defined for an Account and optional Sub-Ledger Project,
depending whether or not the account is validated for a Project or not. Up to 15 different

distributions may be defined.

If Distributions are to be recorded as $ amounts, the sum of

the distributions must equal the sum of the charges that were entered in the body of the
invoice. If Distributions are recorded as percentages, %, then they can be negative or
positive, but must add up to 100 %.

™ Modify Auto Distribution #02

- BX

For Template: REMY?2 Left ta Distribute: 000 X%
Specify the G/L Account bo which the Bevenue iz to be recorded to. When configured, a
Sub-Ledger Project may alzo be entered with the distribution. Up to 15 digtributions may be defined. _"g;'
G/L Account:
4| 4060 -- 362

Product Salez Revenue

Sub-Ledger Project Code:

poosT ] |

EARTHSHAEING INFORMATION

Diistribution Percentage:

%

Update Cancel

L

= Auto Distribution Account Entry Screen - Field Definitions

G/L Account

up to 9(18) - 9(5)

Enter the account for which Revenue is to be recorded for.

Sub-Ledger Project Code

X(6), X(8), X(4)-X(4), or X(4)-99-99

If applicable, enter the Project Code to be paired with the G/L Account, for which the

revenue distribution is to be made for.

Distribution Percentage %

S999.99 %
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6.4.1.6

The % to be used to calculate the amount to be recorded to the given revenue account.
This is a percentage of the sum of the charges recorded in the body of the invoice. To
make a negative distribution, enter a negative percentage. The sum of all percentages
must equal 100.

Distribution $ Amount $ 99,999,999.99CR

The $ amount to be recorded to the given revenue account. The sum of all amounts
must equal to the sum of all the charges recorded in the body of the invoice.

Printing Invoices

Once all invoices have been generated and edited to your liking, they must be printed.

From the Invoice Processing gird screen, on the "Fast Button" bar, click Print Final
Invoices.

Add One Invoice Modify Invoice Generate Invoices Plint Final Invoices ;‘J Post to A/R
S————————P;

All the invoices that have been generated and are presented in the Invoice Processing grid will
be printed. Once printed, their Status will be change to that of being Printed. After the
invoices are printed, you must then post them to the Accounts Receivable system.

Warning

When selecting to Print Final Invoices, all invoices that have a status of
either Gened or Printed will be printed.

If you wish to have your invoices printed as MS Word documents that are merged with an MS
Word template, you must provide the following entries in the AcuCOBOL Configuration file.

Config Variable Description
XXxX-QI-INVOICE-Q PRINTER For Company System xxxx, when
RECREATE  ARCHIVE&WORD invoices are printed, defines the Series
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5 Print Queue, the Creation option,
and the target destinations for the

output.
xXXX-QI-INV-REPRINT-Q PRINTER For Company System xxxx, when
RECREATE ARCHIVE&WORD invoices are re-printed, defines the

Series 5 Print Queue, the Creation
option, and the target destinations for
the output.

MSWORD-QI-INV-SPECS PORTRAIT "Courier |Defines the specifications for MS
New" 10 Miscinvoices.dot Word Documents. In this case
defines the pages as Portrait, with a
10-point Courier New font that is
based on a template file named
MiscInvocies.dot.

MW Word templates can provide headers and footers with graphics, and can set up
other formatting properties. For any user that might be generating these Word
documents, they must have the *.dot template file installed on their PC in their C:
\Documents and Settings\<PC UserName>\Application Data\Microsoft\Templates"
directory.

Word Template *.dot files

For users that generate Word document forms, if templates are used, they must be
installed on each users PC.

6.4.1.7 Posting Invoicesto A/R

The Series 5 Miscellaneous Invoicing system handles the generation and printing of invoices.
Once they have been printed, they must be moved, or Posted, to the Accounts Receivable
system.

From the Invoice Processing gird screen, on the "Fast Button" bar, click Post to A/R.

Add One Invoice Print Final Invoices r Post to A/R 1
=

Once posted, the invoices are removed from the Invoice Processing grid screen. They will be
available for viewing by selecting the Historic Invoice Inquiry function.

After the invoices are posted, in order to complete the interface to Accounts Receivable, you
must enter the Accounts Receivable system. From the Operations drop-down menu select
Sales and Credit Entry, and choose the Sales Batch that was used. You must then Post
the Sales Batch to complete the interface.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



Miscellaneous Invoicing Menu Functions 149

&+ Post Invoices to Accounts Receivable - Options Screen

The options for posting the Invoices to A/R are defined with the following screen:

=13

W Post Qfl Invoices to A/R |Z|

Past 041 Invaices to Accounts Receivable, ... with optional Repor:  QITOARPOST_.JRM

Interface Options | Print Options

Specify gelection options for posting lnvoices to a Sales Batch.
Y'ou may generate a Posting Journal, or Post the Tranzactions, or perfarm both of these functions. _"é:'

Frint a Posting Joumal/E dit List.
Post Invoice to an A/R Sales Batch

Sales Trangaction Interface:

Riecord to Sales Batch [MYBATS] [Sitrik& function key F1 for the next spstern assigned Batch #]

Ledger Date: ﬂ

/R Control Account;
"] 1200 -- 001 |

Accounts Receivable - S

= Post Invoices to A/R Options Screen - Field Definitions

Print a Posting Journal/Edit List check-box

Set the check-box if a Journal of the invoices that are being posted is to be generated. (If
the Post check-box is not checked, this in effect becomes a Summary of Invoices Edit

List).

Post Invoices to an A/IR Sales Batch check-box

Set the check-box to have the Invoices posted as Sales Transactions in an A/R Sales
Batch.

Record to an A/IR Sales Batch X(6)
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6.4.2

6.4.3

Enter the code to assign to the A/R Sales Batch that will be created to hold the posted
Invoices. If the F1 function key is pressed, the system will automatically assign the Next
numeric Sales Batch number, as determined by the A/R Control Preferences. The Sales
Batch chosen must not already exist.

Once the posting has completed, the A/R Sale/Credit Entry operation must be launched
to have the Sales transactions actually posted as Receivables.

Ledger Date mmddyy

Enter the date that is to be assigned as the Ledger Date for all the Sales Transactions
recorded in the Accounts Receivable. The Ledger Date is the date that is used to assign
which period associated G/L Journal Entries will be recorded to.

A/R Control Account 9(6)

Enter the A/R Control Account that is to be used as the default for the Sales Batch. This
AR Account will be assigned to Sales Transactions that might be entered using the A/R
Sales/Credit Entry application.

Note

AR Control Accounts are assigned to individual Invoices when they are generated. The A/IR Control
Accountwas determined from the Invoice Template that was used when invoices were generated.
The account specified here is only used if a new Invoice is entered in the Sales Entry
application.

Printing Invoices

Invoices may be printed either by selecting the function from the Operations drop-down menu
found on the Miscellaneous Invoicing menu screen, or directly from the Invoice Processing
grid screen. All invoices that have been generated, but not yet posted to A/R, will be printed.

For a discussion on the printing of invoices refer to the topic titled Printing Invoices|:+7) found
within the chapter on Invoice Processing.

Post Invoices to Accounts Receivable

The function to have invoices posted to the Accounts Receivable may be invoked either by
selecting the function from the Operations drop-down menu found on the Miscellaneous
Invoicing menu screen, or directly from the Invoice Processing grid screen. All invoices that
have been printed will be posted. Once posted, they are deleted from the Invoice Processing
screen grid. Posted Invoices are moved to the Invoice History file, and may be viewed from
the Invoice History Inquiry function.
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6.5

6.5.1

For a discussion on the posting of invoices, refer to the topic titled Posting Invoices to ARI el
found within the chapter on Invoice Processing.

Reporting Functions

The topics in this chapter describe functions and procedures that are a available under the

Reports drop down menu on the Miscellaneous Invoicing menu. These menu items are
used to generate and print the reports associated to the Miscellaneous Invoicing system.

These functions are available from the Q/I Menu Bar as shown:

M SHSI Series V Quick Invoicing =13

File  Trx Inguiry Operations BEEEis]

Codes Mainkenance  Purging  Wizards User Functions  Control Options  Window  Help

User: USER Invoice Audit Report., .. Frev: E 05

Invoie Sentinel I%IhSnﬂware Inc. [PCA) T
: February 09, 2009 03:43 AM é

Mizcellaneous Invoicing

Invoice Audit Report

The Invoice Audit report provides a simple list of all the Invoices that were generated within a
specific range of Dates and/or Invoice Numbers. You may choose to have the items listed
sorted by Invoice #, by Date for each Customer Code, or by Invoice # for each Template
Code.

From the Q/I Main menu, select Invoice Audit Report from the Reports drop-down menu;
or select Historic Invoices Inquiry from the Trx Inquiry drop-down menu, then click Print
Invoice Register from that screen's File drop-down menu.

.
— L] SHSI Series V Quick Invoicing |
=i"9 BN

File | TreIngui Operations Reports Codes [
ns[ReporIs] Codes Maintenance  Purging [ 3 r}f] P d

_ Iwoice Audit Repost_— Winc Historic Invoices Inquiry...
Uszer: USER
Sentinel Hill Software Inc. [P Invoite sentinel

June 20,2011 0316 PM : June 20,

VT R f-—‘ L | Mizcellaneous Invoicin
WM g’-—-’

—
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E QT Invoice History Inguiny
File] View Help

Properties

Print Inveice Register...

Re-Print Invoice... l%

5et Selection Filters...

Compute Totals...

Purge Historic Invoices...

Eer E|
1 M I
2 00015000 - 207244 E‘i
3 00015081 - 200454 C
4 UUHHUS? - lﬂﬂdﬁ '-“*

& Historic Invoices Register Filters Screen

The following screen is displayed for entry of a number of different options and filters that may
be set to limit the records that are output to the report.

Feportt:  QINVHISTORY.RPT Print G/ Invoice History Joumal ...

Report UDli0ﬂ8| Customer Select Filleml D graphic Selects | Print Opti 1

Specify selection options to determine the Historic Invoices to be included on this report. E@

r Historic Invoice Mumber(s) ————————————— Ireeoices Dated:

“ 'ﬁ" usi Between: 1/mA0 DI
@ Inclusive o
12731410

r Include only Historic Invoices for:
Lavout Code: 009 'ﬂl SOFTWARE SUBSCRIPTION

Merge Set: 009 ﬁl Canadian Billing

[ Fields left blank are MOT considered in the selection process. |

Sorted by | Invoice # (Ascending) v]

[ New % | cancel |

When selected, the operator is presented with the standard Customer Select Filters| s3]

screen and the Customer Demographic Select Filters [90] screen. These allow you to specify
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6.6

selected or ranges of Customers, Customer Types, Sales Representatives, and/or only those
customers and/or projects satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of
QINVHISTORY.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingl e2! for full
detalils).

= Historic Invoices Register Filters Screen - Field Definition

Historic Invoice Number(s) radio-buttons and 9(6)
To select All Invoices regardless of their Invoice numbers; or for only those that fall within
a range of numbers. If a range is selected, enter the starting/ending Invoice numbers.

Invoices Dated radio-buttons and
(mmddyy)

Select to have Invoices selected regardless of their dates; or only those for a given date

range. If aninclusive range is selected, enter the starting/ending dates. Click the

calendar icon for a common set of ranges to be presented.

Include only Invoices — for Invoice Layout Code X(6)

To have only those Invoices that were generated based on a particular Invoice Layout
Code. (Leave the field blank if it is not to be considered as a selection filter).

Include only Invoices — for Customer Merge Set Code X(6)

To have only those Invoices that were generated for a particular Customer Merge Set
Code. (Leave the field blank if it is not to be considered as a selection filter).

Invoices Sort drop-down list

To have the Invoices listed sorted by one of the
available fields.

Customer Code / Date
Template Code / Inv #

Master Code Maintenance Functions

The topics in this chapter describe functions and procedures that are a available under the

Codes Maintenance drop down menu on the Miscellaneous Invoicing menu. These
menu items are used to maintain the Master Codes used in the Q/I. In particular, the function
to Maintain your Customer Merge Lists, and the Invoice Templates are found here.
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These functions are available from the Q/I Menu Bar as shown:

' M SHSI Series V Quick Invoicing M[=E3

W File TrxInguiry Operations Reports NeEEEENEETEREGE-N Purging  ‘Wizards  User Functions  Control Options  \Window  Help

Currency Codes

Uszer: USER Fesw: 508

Inwoice Invoice Comments. ..

e Inc. [PCA]

Invoice Templates. .. b

Mizcellaneous Invoicing

6.6.1 Currency Codes Maintenance

When invoices are generated, a specific Currency may be specified. (The Currency Code is
defined in the Invoice Templates). When invoices are printed, a text string may be printed in
the footer of the invoice.

Note

Other than a string being printed at the bottom of the invoice, there is no conversion done
with the amounts. When posted to A/R, the amounts are left unchanged. If foreign
currency is received against applicable invoices, adjustments must be made to
accommodate exchange rate differences.

&+ Currency Grid

Currency Codes are maintained using a Series 5 grid processing screen.

L | Currency Codes Maintenance
File Edit Help

Define Currency Codes used Selext to modiy or delets; or add a new Cumency Code = |
“You may also generate a report listing the codes already defined, ﬂ |

m Hew || Modity || petete | pint

o To Currency vith Code: | v | ] #

"Fast Buttons"

New Add a new Currenc

Code Description Symbol

Modify Modify the Currency

CDN Canadian N 1.0000 |§
——— in the grid
Delete Delete the Currency
in the grid
Print Generate a report it

Currency Codes on

Edit an existing Currency by double-clicking it's associated row. Standard Series 5 grid
controls apply.
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&+ Currency Code - Properties

The properties for each Currency are defined with the following screen:

| Currency Codes Maintenance |:||Elg|

Currency Code: CDN - Modify the Properties of

Tou may define different Cunrencies for uze by the [nvoicing System.
[Support for multiple Currencies in Accounts Beceivable will be provided in a future enhancement).

Currency Code:

Description: |Canadian

Pririt S yrrbal: |$Edn |

Exchange Buy Last Updated:  12/23/04
%t
Update ‘ l Cancel ]
= Field Definitions
Currency Code X(6)
This is the code used to identify this Currency.
Description X(30)

The name is displayed for verification, and in the LOV when invoked.

Print Symbol X(5)
When a Currency is selected its Symbol text is printed in the footer of the Invoice.
The text printed is "Payable in XXXXX funds" where the XXXXX is the Print Symbol
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defined.

Exchange Rate 99.9999

This is the exchange rate that would be used to convert this currency into your domestic
currency.

6.6.2 Customer Merge Set Maintenance

Customer Merge Sets are used to define sets of Customers that would typically receive the
same Invoice. When Invoices are generated, the operator can select a specific Merge Set,
for which a given Invoice Template will be used to build them. An unlimited number of
Customers may be defined with a given Merge Set. A given Customer may also belong to
more than one Merge Set.

When the invoices are generated, the billing address is obtained from the Customer Master
record associated to the Customer defined in the merge set. When establishing a Customer
for a given Merge Set, you may also provide the following fields of information:

e Attention-To individual - The person to whom the invoice will be addressed to

e Email Address - If the ability to have Invoices emailed is implemented, this will be their
address

¢ A Customer Bill Code - Where applicable, and will optionally be printed on the invoice

¢ An A/R Transaction User Code - Recorded in the A/R's Open Item records

¢ Prepayment Code - If the customers has arranged to have the Invoices pre-paid, (or
automatically paid from their bank accounts), the applicable Prepayment Code
information

e Contract Period - To specify a specific period of time for which invoices are to be
generated

¢ An Override Amount to be invoiced - Applicable if for a particular customer, the amount
is to be different from that defined by the Invoice Template, but you wish to use the
same Template.

&+ Merge Set Customer's Grid

The Customer Merge Set Codes are maintained using a Series 5 grid processing screen.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



Miscellaneous Invoicing Menu Functions 157

" Customer Merge Sets Maintenance
File Edit Help

Define Sets of Customers Select to mudﬂy ar de\ete or add a new Merge Sets.

You may also repart listing the Sets aleady defined.

o T T T e _

fio To Merge Set with Code: 1 e e |

"Fast Buttons"

Code Description [Custon

Last Used

on East Cozst Bilings 01e

0/00/00

002 061

oo |

003 tonthly Services Invoices 026

0/00/00

004 Annual Support Contiact Invices 008

0/00/00

0/00/00

005 Markefing Invoices

nannsnp | =

New Add a new Merge S

Modify Modify the Merge S¢
in the grid

Delete Delete the Merge Si
in the grid

Print Generate a report li

Merge Sets

Edit an existing Distribution Set by double-clicking it's associated row. Standard Series 5

grid controls apply.

&* Customer Merge Set - Defining Customers Grid Screen

The Merge Set is made up of a number of A/R Customers, each with additional properties.
An unlimited number of Customers may be defined for each set.

The list of Customers are maintained bye the following Series 5 grid screen:
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B Customer Merge Sets Maintenance ‘ E@g
Customer Merge Set: 006 - Modify the Properties of
Define a Cugtomer Merge Set. Invoices may be automatically generated for each Customer defined
in a given Merge Set. EE

terge Set Code: | 006 Description:  Rembrandt's Monthly Energy Billing

N

Default Invoice Template:

Customer Set | Invoice Generation History |

I MNew I Modify I Delete . Load from Customer File I

Customer |Company Attention-To City

135000 tMonarch Cement Company Raoy L. Owens Hurbaldt, 1.5 .
200464 CTL Group Preshury B. 'wWest Skokie, IL

2243 Aszh Grove Cement Comparngy Harmp &, Harriz Kanzaz City, K5 -
2722 Lafarge Inc John Summerbell Ablanta, Ga

204751 Lafarge Marth America Henri L. lsabelle tontreal, QE -
208410 California Portland Cement Peter Hawkins Coltan, Ca

2111839 Alliz Mineral Systens Frank |. K.ohanowski wlaukesha, Wl o
212890 Lehigh Morthwest Cement Company Allan 5. Moore Wancouver, BC

213491 Cemex Maoland G. Rudd Farthwille, M i
A056EE1 Blue Circle Peter Dower b arietta, GA

2T bk Claudiug Peters [Americaz] Inc. Cary Cohre Dallag, T

BE3E75 Cenmesx F. MacGregor Miller Houston, Tk

12 Customers Defined

Lazt Invoked:  BAOFA1

Update | | Cancel | Is

"Fast Buttons"
New Add a new Customer
Modify Modify the Customer highlighted in the grid
Delete Delete the Customer highlighted in the grid
Load from |Load Customers from the A/R Customer Master
Customer File [file using standard Customer Select filters

By right-clicking on a particular row of the grid, a pop-up menu will be displayed. As well
as the normal functions available to Series 5 grids, there is a function available the will
move the Customer to a different Merge Set, and one that will delete all the Customers

from the current Merge Set.
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T R ———

Morth New ]
a Partl Modify :
eral 54 Rermove this Custormer _—
lorthy Move to another Merge Set —
e Undo Modify B
: Patel Undo Delete B
] Clear All Custormers % :

When the Move to another Merge Set function is chosen, a small window will be

presented, from which the operator may choose the Merge Set to which the customer will

be moved to.

Select Target Merge Set for Customer 201722

kerge Set Custamer iz ta be Maoved Ta:

009 iy | Canadian Billing

>

] | Cancel |

= Merge Set - Field Definitions

Merge Set Code X(6)

The Merge set is selected for use with the code specified.

Description X(40)

Default Invoice Template X(6)

When generating invoices, once the Customer Merge Set is chosen, then if an Invoice
Template is specified in this field, it will be automatically displayed as the default. (At
which time the operator may choose a different Template if so needed).

=+ Merge Set - Customer Entry Screen

Each Customer may be recorded with additional information that is available to the invoice
and/or recorded in the A/R with the invoices associated Open ltem records .
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E Modify a Merge Set Customer LIEI‘—-J
Customer for Merge Set. D06
Cuztamer:
Monarch Flowers Company Contract/| nvoicing Period:
135000 #% 1000 Main Street .
Scranton, OH ::nde[:nltsly . R 1200411
@ Forthe Perio 12731712
Attention-To:  Roy L. Smith
Email:  larmpc@sentinel-hill.com Inwoicing Status:
@ 0K to lnvoice

Customer Bill Cade: OM Hold Until:

Defered
AR Tre User Code:  MCWID f4 | MASONRY CEMENT YIDEQ FRODUCTIO

Prepayment Code:  MC #| MASTER CARD

Amaunt to lnvoice: §

[OMLY if to Owvermide the amount specified in the Template]

Most Recently Printed |nvoice:
#: 00015080 Dated: BADFAT for an Amount of: § 255.00

[ Update l | Cancel | [s

——
—

= Merge Set Customer Entry Screen - Field Definitions

Customer Code X(6)

Enter the A/R Customer code for the customer to be included in the Merge Set.

Attention To X(40)

When the invoice is generated, it will be sent Attention to the name entered in this field.
When the customer is first added to the merge set, this field will default to the primary
contact found in the Customer master record.

Email Address X(50)

If applicable, enter the email address of the person to whom invoices might be emailed to.
This may be useful when having invoices reprinted, and they could be emailed.

Customer Billing Code X(20)

If the Customer requires a special billing code to be printed on the Invoice, that code may
be entered in this field.

A/R Transaction User Code X(6)

When Invoices are written to the Accounts Receivable system, a User Code may be
recorded with the Sales Transaction. It is subsequently recorded to the applicable Open
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ltem record. If you wish to have a specific User Code recorded in the A/R for the Invoices
that were generated for this customer, enter it into this field.

Prepayment Code X(3)

If you have arranged that the Invoices generated for this customer are automatically pre-
paid, say by automatic debit of their bank accounts, or by Visa, enter that applicable Pre-
payment code. When invoices with a Pre-Payment code are generated and posted to
the Accounts Receivable, a payment Open ltem will be automatically recorded. (The
applicable Cash Account is determined from the Prepayment Code's properties).

Contract/Invoicing Period radio-buttons and mm/dd/yy

Specify the period for which Invoices
will be generated for the Customer. ®  Indefinitely

O For the Period

Invoicing Status radio-buttons and mm/dd/yy
This field may be used to temporarily,
or permanently, suspend the @  OK to Invoice
generation of invoices for this © ON Hold
customer.

©  Deferred
Amount to Invoice $9,999,999.99CR

Normally, charge amounts for invoices are determined from the Invoice Template. All
invoices generated for a Merge Set have the same amounts as set up by the Template. If
you have an instance when one or more particular customers are to have a different
amount, then enter that value in this field. Normally, this field should be left blank.

Warning

This amount will be used to override ONLY the 1stcharge line item found in the Invoice
Template. (Thatitem thatis entered as Text with Right Justified $ Amount).
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6.6.3

Invoice Comment Codes Maintenance

When invoices are generated and printed, a Comment Code may be chosen and up to 5 lines
of 75 characters each may be printed in the Footer of the invoice. The Comment Code may
be assigned to the Invoice Template, or to individual invoices after they have been generated.

& Comment Codes Grid

Comment Codes are maintained using a Series 5 grid processing screen.

W QN Comment Codes Maintenance
Fle Edt Heb

Dol Commnnz boe lnvescing — Select b oty or deletn, o akd 8 rwen Cossesert U
ol mdgy A repot liking das sheady [_Em J%‘

T L R

v | s [Bewn]

G To Comment v Coder

Code — [Tal Texh Lano
Meny Chiiitmas ard a Hapgy Hew 'Yeat i

"Fast Buttons"

New Add a new Comment
Modify |Modify the Comment
highlighted in the grid
Delete |Delete the Comment
highlighted in the grid

Print Generate a report listing the

Comment Codes on file

Edit an existing Comment by double-clicking it's associated row. Standard Series 5 grid

controls apply.

& Comment Code - Properties

The properties for each Comment are defined with the following screen:
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™ Q/I Comment Codes Maintenance |:”E|E|

Comment Code: LTEST1 - Modify the Properties of

Comments are free formatted text that are uzed to provide instructions that may be printed in
the Footer area of invoices. Up to 5 lines of 75 characters each cat be printed.

Camment Code: LTEST1

Camment;

Merry Christmas and a Happy New Year.

FAY¥ YOUR BILL ON TIME OR WE'LL SEND HARRY THE BIG BROWHM PIT BULL AFTER YoOU
AND THAT WILL MAKE YOU REALLY SAD. HE HAS THESE BIG TEETH THAT WILL BITE
YOUR HEAD OFF WITH. So please pay by the Due Date.

I Update I l Cancel I
&
= Field Definitions
Comment Code X(6)
This is the code used to identify this Comment.
Comment 5 x X(75)

Enter the text of the comment. Lines of text will automatically wrap at the right edge of the
field. You may press the Enter key to force a new line. NOTE THAT ONLY 5 LINE OF
TEXT WILL BE PRINTED ON THE INVOICE.

6.6.4 Invoice Templates Maintenance

Defining your Invoice Templates is the basic step in setting up for generating Invoices. When
used in conjunction with a Customer Merge Set, invoices can easily be generated on re-
occurring bases, for all your customers that have fixed charges.

Defining an Invoice Template is almost the same as building an Invoice. Information
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associated to which whether a particular field is printed, and where on the invoice, is
recorded; The lines of text and applicable charges are recorded with the Template; and any
standard Revenue Distributions are recorded with each Template. The following properties of
an invoice are defined:

e The # of lines-per-page, and columns per page of the Invoice

¢ The location of the body of the invoice is specified (the part of the invoice where
charges are listed)

e Whether Revenue Accounts are recorded with each charge, or whether the total
amount of the invoice is distributed to selected accounts

e The A/R Control Account

¢ The Reference and/or User Code that will be carried through to the Accounts
Receivable system .

¢ The layout of the Header portion of the Invoice. (le. Which fields are printed, and the
Row/Column of the Invoice where they are printed)

¢ The actual lines of text and applicable charges to be printed within the body of the
Invoice

e Where applicable, the G/L Revenue Account to be associated to specific charges

¢ The layout of the Footer portion of the Invoice. (le. Which fields are printed, and the
Row/Column of the Invoice where they are printed)

¢ Any Miscellaneous Charges and/or Freight Charges along with their applicable G/L
Accounts

¢ A Prepayment Code if applicable

e A standard Comment Code, (showing up to 5 lines of text), that might be printed in
the Footer of the Invoice

e Where applicable, a standard set of, or single, G/L Revenue Account to which the
total dollar amount of the Invoice is to be recorded to

Setup Advice

Designing your Invoice Template iis broken down into two major functions.

1. Designing how the invoice itto be printed. Which fields and their location on the form
2. The content of the body of the invoice. This is the text thatis printed describing the service or products
being invoiced, along with that actual charges

Some practice may be required to get the fields located just they way you want it.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



Miscellaneous Invoicing Menu Functions 165

6.6.4.1 Invoice Templates Grid

Invoice Templates are maintained using a Series 5 grid processing screen.

&+ |Invoice Templates Maintenance Grid

'8 Invoice Template Codes Maintenance

Fle Edit Help
Define Invoice Templ Sel city or delete; or add a new Invoice Template.
e fnveree Templates i s gt < epan g o chency e E "Fast Buttons"
| New Modily Delete Print
Go Ta Template with Code £ MJJ N ew Add anew InVOI
— : Template
Code |Description Line $ Charges |A/R Reference
009 CNEA MTHLY INVDICE 000
[0 CCT MTHLY INVOICE [ - B -
o COFIER BILLING 000 MOd Ify M0d|fy the Tem
n2 NAHE 435000 m : f :
013 MTC RESEARCH FUND PAYMENT 00 hlghllghted in th
na GRCMTG 28500 a
015 GRCMTG 170,00
| BTB TN eneral Marketing S eminar - Chicagor 1352 266,00 | D e | ete D elete the Tem
nz MESONRY FLYERS X 150 . . .
08 CTLINVOICES 000 . h|gh||ghted i the
ns GPC MEETING 350,00
020 GPC MEETING SINGLE 25000 Ll
021 GTC & SEMINAR 11500 :
022 NEMD ASSESSMENT 100 Print Generate a repe
023 CEMENT PUBLICATIONS 180,00 " the |nvoice Ten-
024 |wORLD STATISTICAL REVIEW 3000 .
currently define
Items are listed in arder by Template Cade  Search: for

Edit an existing Invoice Template by double-clicking it's associated row. Standard Series
5 grid controls apply.

6.6.4.2 Template Properties Screen

When adding a new Invoice Template, or editing an existing one, there are a number of
different tabbed screens that are required. There is one for the general properties of the
Template, one for defining which fields are printed in the Header of the Invoice; defining which
fields are printed in the Footer of the Invoice; one for entering any text and/or charges that are
to be listed in the body of the Invoice; and one for specifying any Auto-Distributions used in
recording the revenue. .

Whether adding new Templates, not only do you enter the text and applicable charges, you
must also select which fields are printed in the Header and the Footer of the Invoice.

Setup Tip

If you are always printing the same fields on all invoices, then when setting up a new Invoice Template it
may be easier if an existing Invoice Template is Copied. This will save time, as you will not need to define
which fields are to be actually printed, and their location on the invoice form.
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&+ Invoice Template - Properties Tab Screen

The Invoice Layout Properties screen is used to assign a code and description, and to define
the physical layout of the Invoice. It also provides for fields that are used when Invoices are
posted to the Accounts Receivable system.

Some points to note when setting up an Invoice Layout:

e When selecting the Currency, it's only purpose is to contribute the text that is optionally
printed in the footer. "Payable in XXXXX funds" where the XXXXX is the Print
Symbol defined for the currency.

e |t is important to specify whether Revenue Distributions are to be entered for each
charge listed in the body of the invoice, or whether the dollar total of items in the body
are to be distributed to one or more pre-defined Revenue Accounts.

e Always correctly assign the Account Type, as this may be used in a selection filter in a
variety of different functions

e Enter the designated A/R Control Account to be assigned when the Invoice is posted to
the Accounts Receivable system

The properties associated to each Invoice Template are maintained by the following screen:

' Invoice Template Codes Maintenance |Z|@|E|

Irvoice Template: 016 General M arketing Seminar - Chicago/1992 - Modify the Properties of

Properties | Header Fields | Invoice Body | Footer Fields | Revenue Distributions

Ihvoice Templates define the layout and the content of different sets of lnvoices. Template may be uged along
with Cugtomner Merge Lists to generate gets of re-occuring invoices or a single invoice to many of your customers. _"?

Template Code: l:l

Description: |Eenetal Marketing Seminar - Chicago/1992 |

Page Layout: Invoice Charges:
# of Lines per Page: # af Caluming per Line: Currency: E i

Body of the lrvoice: Fecord Revenue Distributions:

# of Lines: Starting on Line: at Colum: El ©) For sach Body Line Charge

(%) For a defined Set of Revenus Accounts
Right Justified Amounts are printed in Colunn:

A/R Sales Tranzaction Fields:

A/R Control Account:
" Reference: |Malkeling Seminar - 1992
24| [ 1200 - 001 |

Accounts Receivable - US bilecbod l:lm

[ updategT | Cancel |

&
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= Invoice Template Properties - Field Definitions

Template Code X(6)

This is the code that is used to identify the Template. When generating Invoices, this is
the code that is entered to select the types of Invoices that are created.

Description X(40)

The description is displayed for verification, and in the LOV when invoked.

Page Layout - # Lines per Page / Columns per [9(2) / 9(3)
Line

Define the physical size of the Invoice. That is, the number of printable lines that will fit,
and the number of characters that can be printed on each line. You must take into
consideration the the font, and the size that is assigned to the Series 5 Print Queue to
which the invoices are printed to. (Or the properties of the MS Word Template).

Page Layout - Body # of Lines / Starting Line & (9(2) / 9(2) & 9(2)
Column

The Body of the Invoice is the area where text may be entered, along with amounts, to
describe the services or the items that are being invoiced. Typically you would always
specify the starting Column equal to 1.

Warning

When defining the size and starting point of the Body of the Invoice, you must be sure to
leave enough space for the fields that are printed in the Header and the Footer regions.
The Body must always be physically located between the Header and the Footer of the
Invoice.

Page Layout - Body Right Justified Amounts 9(3)
Column

The body of the Invoice is defined by a number of lines. Each line may contain text, text
with an embedded amount, or text with an amount that is printed right justified in a column
within the right side of the body. For line items that have the amount right justified, specify
the column in which the 1st column of the amount is printed. (Amounts are printed in a
77,777,779.99CR format requiring 15 columns).

Currency X(4)

When selecting the Currency, it's only purpose is to contribute the text that is optionally
printed in the footer. Payable in XXXXX funds where the XXXXX is the Print Symbol
defined for the currency.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



168

Series 5 Miscellaneous Invoicing- User Help

Record Revenue Distributions radio-buttons

Select the applicable radio-button to indicate whether this account has journal entry
transactions that are typically recorded as Debits or Credits. Revenue accounts should
be flagged as being typically Credits and Expenses as typically Debits.

©  For each Body Line Charge entered
O For a defined set of G/L Revenue Accounts

A/R Control Account 9(18) - 9(5)

When Invoices are posted to the Accounts Receivable system, the Transaction is written
with an A/R Control Account to which the amount is recorded as a receivable. All
invoices generated with this template will have the account entered here used as the A/R
Control account. (Note that after an invoice is generated, the A/R Control account may
be edited).

AR Transaction Reference X(30)

When Invoices are posted to the Accounts Receivable system, the Transaction is
recorded with a Reference field. This reference is also written to the associated Open
ltem records recorded for the customer. Enter the brief text which will be recorded in the
AR system. The A/R Reference field may optionally be selected as a field that is printed
in the header of the invoice. (Note that after an invoice is generated, the A/R Reference
may be edited).

AR Transaction A/R User Code X(6)

When Invoices are posted to the Accounts Receivable system, the Transaction is
recorded with a User Defined field. This reference is also written to the associated Open
ltem records recorded for the customer. Enter the code which will be recorded in the A/R
system. When generating an A/R Aging report, the A/R User code may be used as a
selection filter. The A/R User Code field may optionally be selected as a field that is
printed in the header of the invoice. (Note that after an invoice is generated, the A/R User
Code may be edited).

6.6.4.3 Template - Invoice Header Fields

One of the features of the Invoice Template is the ability to define which fields are printed
within the Header of the Invoice. The Header is defined as those lines on the invoice that fall
above the Body of the Invoice. All those fields that might typically be printed on an invoice are
presented on a screen. Select whether that field is to be printed, and the location on the
invoice.

Setup Tip

When specifying the location of fields, make sure there is enough
room. You must also make sure that there is not a conflict with the
Body of the Invoice.
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169

Each of the possible fields that can be printed in the Header of the Invoice are presented.
Select which ones are to be printed, and the Line and Column of the page.

The following screen is used:

"™ Invoice Template Codes Maintenance

Invaice Template: 016

General Marketing Seminar - Chicago/1992

- Madify the Properties of

B

Properties | Header Fields | Invoice Body | Footer Fields | Revenue Distributions

Select which Header fields are printed, and their locations on the Invoice.

Header Commert Line: |

[ Updale{:g | Cancel |

L

= Invoice Template Header Fields Selection - Field Definitions

Header Field

[The Header will occupy nes 1 thiu 24 of the Invoice] _‘?
Header Field Frint ? Line # Column Header Field Frint ? Line / Colurnn
Company Hame Af50) F |:| = l:l = Customer Mame A4 lﬁl = El =
Compary Address 4 x4(30] O s Cust Attention-Ta A3 SR E
Fage Mumber 903 O e = Customer Address 4 x A40) = B 1=
RemicToAddiess 38000 | O | []2 [1= Tems Desciiption  A{15) O = [z
Federal ID/GST #  A[23) O| [ [ PO Humber A0 : =
Doc Type Title A7) = = SalssPepName  A(20) O | O =
Invoice Nurber (6] = : Customer Bil-Code  A[20) O =N IE
Invoice Date mm.dddyy = = AJR TreUser Code  A[E) ¥ I:l = l:l =
Due Date mrndd F l:l = l:l =
Credit Apply-To 3(6) 0 l:l - l:l - Header Comment Line 4(80) O |:| = =
A/R TrReference  A[30) O CENC_IE
Customer Code A[E] EIEREEE Froject Reference A[40] O S EE
Project Code A[E] O CIENC_IE
Praject Mame Al40) O =N IE

The field name that may be printed is listed along with the size, and the number of lines
used. Some examples are presented:

A(50) A field of 50 alphanumeric characters
4 x A(30) 4 lines of 30 alphanumeric characters
9(6) A field of 6 numeric digits
mm/dd/yy A date using 8 characters
Print ? check-box
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Set the check-mark if the field is to be printed.

Line / Column 9(2) / 9(3)

Enter the line and column of the leftmost character of the field to be printed. You may use
the auto-spin push buttons to the right of the field to adjust the values.

Header Comment Line A(80)

If the Header Comment Line field was selected to be printed, then this field will be
enabled. Enter the text that will be printed in the header of the invoice. This might be
used to reference a particular project or event that is being invoiced. When invoices are
generated and printed, this comment will be recorded with the invoice. (Note that after
an invoice is generated, the Header Comment may be edited).

6.6.4.4 Template - Invoice Body Screen

The interesting portion of the Invoice is the Body. This is where you enter the text and the
amounts that describe the products and/or services that you are invoicing your customer for.
There are a couple of different types of lines that can be defined in the body of the invoice.

=+ Invoice Template - Invoice Body Tab Screen

You can enter as many lines in the body as has been defined in the Invoice Templates's
properties tab screen.

The lines within the body of the invoice are maintained using the following Series 5 grid
screen. What you see is what you get. You can leave lines blank as desired for nice
spacing.

Invoice Number of Pages

The system only supports 1 page invoices.

The following screen is used:
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" Invoice Template Codes Maintenance

Ireeoice Ted

mplate: 016

General Marketing Seminar - Chicago/1992

- Modify the Properties of

- BX

171

aRevenue Account may alsa be entered

‘ Properties || Header Fields = Invoice Body | Footer Fields || Revenue Disllihuliuns|

Enter the text and/or list of charges to be printed and/or listed within the body of the Ivoice. For each charge to be recorded,

[The Bady will occupy ines 25 thru 43 of the Invaice| _‘?

|

Insert

]l[ Modify ]l[

Clear ]l[

Delete

Line

Type

Text Line

$ Amount

Revenue Acct

m

blank.

02

blank.

i)

Text GEMERAL TECHMICAL COMMITTEE

04

Text

MEETING CHICAGO. MARCH 19352

05

blark.

06

Test REGISTRATION FEE FOR:

07

blank.

05

Monlnventory lkem

#XXA Enter Persons Name Here 30X

285.00

nda

09

blank.

1a

Texut Amt Embedded

Registration Fee of $ 6,000 the “Early Bird” Rate

£.000.00

néa

1

blank.

12

14

blank

blank.

15

blank.

16

blank.

17

blank.

12

blank

19

blank.

20

blark.

~

Invoice Sub-Total  $ 6.285.00

| Cancel |

[ updatecg

= Invoice Template Body Grid - "Fast Buttons™

"Fast Buttons"

Insert Insert a new Line in front of the line that the cursor is
positioned at. All lines will be shifted down. Any text or
charges in the last line will be lost.

Modify Modify the highlighted Line in the grid

Clear Clear the highlighted Line in the grid. It will become a blank
line.

Delete Delete the highlighted Line in the grid

Shift-Up

Shift the currently highlighted line up one line.

Shift-Down

Shift the currently highlighted line down one line.
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&+ Invoice Template Body Line - Entry Screen

There are six different types of lines that can be entered within the body of the invoice.
Depending on the type, there are different fields that must be entered.

The following type of Body Lines may be recorded:
¢ Blank Line

e Text — This is just text provided as information describing the services being charged
to the customer

e Text with Embedded Amount — This is text that has the $ charge amount within the
line of text. The system will scan the line and extract the amount to be used as the
extended amount of the line. (Only 1 $ charge amount is permitted in this type of line)

¢ Text with Right Justified Amount — This is just text, but a separate field will be
presented for entry of the charge amount. When the invoice is printed, the amount will
be right justified at the right side of the body of the invoice.

¢ Inventory ltem Charge — You will be able to select one of the Inventory ltems defined in
the Series 5 Inventory Management system. A Quantity and a Unit Price must also be
entered. The line of text that is printed on the invoice will be automatically built by the
system.

¢ Non Inventory Charge ltem — Similar the the Inventory ltem Charge, but you may enter
the description of the item.

If the Invoice Template is defined to record the Revenue Account with each Body Line charge,
then fields will be presented for entry of the G/L Revenue Account, and the Sub-Ledger
Project code, if applicable.

The screen following shows the Body Line screen for a line defined as "Text with
Embedded Amount™:
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B

Imwoice Body Line #: 03 for Template: REMY2 _‘g?

% Modify Body Line # 03 |:.

Line TYPE: | T eyt with an Embedded $ Amount v |

Itrecice Line of Test:
‘Fur Charges in January = 2008 $ 15,020 [including Packaging]

Extended Amourt; $ I:I

[]Taxable ?

The screen following shows the Body Line screen for a line defined as a "Non-Inventory
Line™

™ Modify Body Line # 05

Invoice Body Line #: 05 for Template: REMY2

Line Type: | Hon-Inventory ltem “

Invoice Line of Text:
Washing Dizhes]

Cuantity: 4. 000
Urit Price; 30.000

Eutended Amount: § I:I

[] Taxable ?

| Updatetg | Cancel |

*
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= Template Body Line Entry Screen - Field Definitions

Line Type drop-list

Choose the type of line that is ||Blank Line

; Text
to be dlsplayed on the Text with an Embedded $ Amount

selected body of the invoice. |[Text with Right-Justified % Amount

Mon-Inventory ltem

Line of Text X(70),

Enter the text that is to be displayed. If the line is one with an Embedded $ Amount, then
it will be scanned, starting on the right, for the 1st amount with a $ character. (You could
have 2 $ amounts in a line, but the system will pick up the last on in the line and use it for
the charge to be recorded).

Quantity 999,999.999

Depending on the type of Line that is being entered, you may or may not be able to enter
the Quantity of items that are being invoiced. Note that there is no sign permitted. If you
wish to enter a Credit amount, enter a negative Unit Price. The Extended Amount will be
computed as Quantity x Unit Price.

Unit Price 999,999.999CR

Depending on the type of Line that is being entered, you may or may not be able to enter
the Unit Price of items that are being invoiced. If you wish to enter a Credit, enter a
negative Unit Price. The Extended Amount will be computed as Quantity x Unit Price.

Extended $ Amount $ 99,999,999.99CR

Depending on the type of Line that is being entered, you may or may not be able to enter
the amount to be charged.

Taxable check-box

If the charge for the item being listed is taxable, set this check-box. All charges that are
taxable will be tallied, and taxes will be computed when invoices are generated. Taxes
are computed based on the Tax Codes defined for the Customer.

Revenue Account up to 9(18) - 9(5)

Enter the account for which Revenue is to be recorded for.

Sub-Ledger Project Code X(6), X(8), X(4)-X(4), or X(4)-99-99
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If applicable, enter the Project Code to be paired with the G/L Account, for which the
revenue distribution is to be made for.

6.6.4.5 Template - Invoice Footer Fields

One of the features of the Invoice Template is the ability to define which fields are printed
within the Footer of the Invoice. The Footer is defined as those lines on the invoice that fall
below the Body of the Invoice. All those fields that might typically be printed on an invoice are

presented on a screen. Select whether that field is to be printed, and the location on the
invoice.

Setup Tip

When specifying the location of fields, make sure there is enough
room. You must also make sure that there is not a conflict with the
Body of the Invoice.

&+ Invoice Template - Footer Fields Tab Screen

Each of the possible fields that can be printed in the Footer of the Invoice are presented.
Select which ones are to be printed, and the Line and Column of the page.

The following screen is used:
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™ Invoice Template Codes Maintenance El@”@

Invoice Template: 016 General Marketing Seminar - Chicago/1992 - Modify the Properties of

Propeities | Header Fields | Invoice Body | Footer Fields | Revenue Distributions

Select which Footer fields are printed, and their location on the lnvaice. Also, record any Miscellaneous Charges, Freight

and/or Prepayment amounts if applicablz [The Footer will accupy lines 50 thiu B4 aof the [rvoice] _‘?

Header Field Frint 7 Line / Column Walues or Amounts

Sub-Total Amount — 9[15) dl s [

Misc. Charges 9(15) = : $ [ 45.00 J| 4040 - 304

Freight Charges 9[15) O = CE 1 J

T ax Amount-1 9(15) O ERE

T a Amount-2 9[15) O BERE

Inveice Total 515) S =

Prepayment Amount— 9[15] F l:l = l:l = Code: l:lJ

Net Due dmount 915 0| e e

Currency Descriptor— A[17) = El =

Comment Code Tesl 5 #A(75] SRS CHARTY | |

Brief Comment-1 ~ A(ED) O = [ [ |

Brief Comment:2  A(BD) O [1=2 [ [ |

Invaice Date mmddd /vy = =

Invoice Number 96 - El =

Customer Code AlB) O I:l B l:l =

Control Remit Test 2 #A[80) = =

[ updateR\J ’ Cancel ]

s

= Invoice Template Footer Fields Selection - Field Definitions

Footer Field

The field name that may be printed is listed along with the size, and the number of lines
used. Some examples are presented:

A(50) A field of 50 alphanumeric characters
4 x A(30) 4 lines of 30 alphanumeric characters
9(15) An amount field of 15 digits, (ie., 99,999,999.99CR)
mm/dd/yy A date using 8 characters
Print ? check-box

Set the check-mark if the field is to be printed.

Line / Column 9(2) / 9(3)

Enter the line and column of the leftmost character of the field to be printed. You may use
the auto-spin push buttons to the right of the field to adjust the values. The values entered
must fall within the defined limits of the page.
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Miscellaneous Charges / G/L Account $ 99,999.99CR

If Miscellaneous Charges field was selected to be printed, then this field will be enabled.
Enter the amount that will be recorded as a Miscellaneous Charge on the invoice. This
amount will be recorded in the A/R Sales Transaction. The revenue Distribution Account
to which the charges are to be recorded must also be entered. (Note that after an invoice
is generated, the Miscellaneous Charge amount may be edited).

(The amount entered will not be included as amounts to be distributed in Revenue
Auto-Distributions are specified in the Invoice Template's properties).

Freight Charges / G/L Account $ 9,999.99CR

If Freight Charges field was selected to be printed, then this field will be enabled. Enter
the amount that will be recorded as a Freight Charge on the invoice. This amount will be
recorded in the A/R Sales Transaction. The revenue Distribution Account to which the
charges are to be recorded must also be entered. (Note that after an invoice is
generated, the Freight Charge amount may be edited).

(The amount entered will not be included as amounts to be distributed in Revenue
Auto-Distributions are specified in the Invoice Template's properties).

Prepayment Code X(3)

If all the invoices generated from this Invoice Template are actually always to be recorded
as Prepaid Invoices, then you can specify the associated A/R Prepayment Code. This
situation would apply if you had re-occurring charges to a customer that are automatically
paid by debiting their checking account; or if a given set of customers were always
making a payment using a credit card. When these invoices are posted to the Accounts
Receivable system, they will be recorded as Prepaid Sales Transactions, and both an
Invoice and a Payment Open ltem record will be generated. (Note that after an invoice is
generated, the Prepayment code may be entered, edited or removed).

Comment Code 5 lines of x(75)

If the Comment Code Text field was selected to be printed, and if you wish to have a
multi-line comment printed in the Footer of the invoice, you may select one of the pre-
defined Comments. Up to 5 lines of 75 characters can be printed. (Note that after an
invoice is generated, the Comment code may be entered, edited or removed).

Brief Comments 1 and 2 2 lines of X(80)

If the either of the Brief Comment line fields were selected to be printed, then these fields
will be enabled. Enter a brief 1 line text that is to be printed in the Footer of the Invoice.
(Note that after an invoice is generated, the Brief Comments may be edited).

These fields should not be used to print a Footer Remit-To company/address line.
A2 line Remit text address may be set up in the Q/I Control Properties function.

© 2008 - 2014 by Sentinel Hill Software, all rights reserved



178 Series 5 Miscellaneous Invoicing- User Help

6.6.4.6 Template - Auto Revenue Distributions

All charges recorded to an customer's invoice must be allocated to one or more G/L Revenue
Accounts.

There are three different methods that may be employed.

1. For each charge that is entered within the Body of the Invoice, enter the Revenue
Account to which it is to be recorded to.

2. For the sum of all charges that were entered within the Body of the Invoice, record that
amount to one or more Revenue Accounts as a fixed dollar amount.

3. For the sum of all charges that were entered within the Body of the Invoice,
automatically distribute that amount to one or more Revenue Accounts at a fixed
percentage.

The method employed is dictated by the option that was selected in the Properties tabbed
screen of the Invoice Template. For the last two methods, the Revenue Distributions tabbed
screen will be presented. On this screen indicate whether amounts are distributed as fixed
dollar amounts, or as a percentage.

For each Revenue Account defined, a Sub-Ledger Project Code may also be assigned.

Revenue Distribution Entry Rule

When entering or editing an Invoice Template that has Revenue Distributions, the sum of all the $
Amounts or %values MUST equal the sum of the charges recorded in the Body of the Invoice, or 100, as
the case may be.

&+ Invoice Template - Revenue Distributions Grid Screen

You can enter up to 15 Revenue Accounts to be used for recording the revenue distributions.
The Revenue Accounts are maintained using the following Series 5 grid screen. The dollar
amount or percentages may be edited directly on the grid.
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- BX

Propeities | Header Fields | Invoice Body | Footer Fields | Bevenue Distributions

= Invoice Template Auto Distribution Revenue Grid - "Fast Buttons"

Specify the GAL Accounts to which Revenue is to be recorded to along with their respective amonts.
Specify whether amounts are recorded directly, or as percentages of the total value of body items invoiced :?
Revenue Distributions Recorded
(O A3 Absolute $ Amounts (&) Computed as a % of the Total of the Charges Irvoiced
l[ Hew ]l[ Insert ]l[ Modify ]l[ Delete ]l[ Move Up ]l[ Move Down ].
G/L Account Description Sub-Ledger Code Dist'd %
2 |4060-361 Product S ales Revenue 6500
3
4 [
5 " W
[
7
8
3
10
11
12
13
14
15
Femaining to Distribute: 000 % Total for 2 Distributions: 100,00 %
Update l [ Cancel }

"Fast Buttons"

New Add a new Revenue Distribution.

Insert Insert a new Revenue Distribution in front of the line that the
cursor is positioned at. All existing Distributions will be
shifted down. The last Distribution will be lost.

Modify Modify the highlighted Distribution in the grid

Delete Delete the highlighted Revenue Distribution in the grid

Move-Up Shift the currently highlighted Distribution up one line.

Move-Down |Shift the currently highlighted Distribution down one line.
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& Invoice Template - Revenue Distributions Entry Screen

Each Revenue Distribution can be defined for an Account and optional Sub-Ledger Project,
depending whether or not the account is validated for a Project or not. Up to 15 different
distributions may be defined. If Distributions are to be recorded as $ amounts, the sum of
the distributions must equal the sum of the charges that were entered in the body of the
invoice. If Distributions are recorded as percentages, %, then they can be negative or
positive, but must add up to 100 %.

] Modify Auto Distribution #02 |:|@|PZ|

For Template: REMY2 Left to Distribute: 000 %

Specify the G/L Account bo which the Bevenue iz to be recorded to. When configured, a
Sub-Ledaer Project may alzo be entered with the diztribution. Up to 15 distributions may be defined. _"g;'

G/L Account:

4| 4060 - 362

Product Sales B Diistribution Percentage:
roduct S ales Revenue L

Sub-Ledger Project Code;

poosT ] |

EARTHSHAEING INFORMATION

Update Cancel

L

= Auto Distribution Account Entry Screen - Field Definitions

G/L Account up to 9(18) - 9(5)

Enter the account for which Revenue is to be recorded for.

Sub-Ledger Project Code X(6), X(8), X(4)-X(4), or X(4)-99-99

If applicable, enter the Project Code to be paired with the G/L Account, for which the
revenue distribution is to be made for.

Distribution Percentage % S999.99 %

The % to be used to calculate the amount to be recorded to the given revenue account.
This is a percentage of the sum of the charges recorded in the body of the invoice. To
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6.8

make a negative distribution, enter a negative percentage. The sum of all percentages
must equal 100.

Distribution $ Amount $99,999,999.99CR

The $ amount to be recorded to the given revenue account. The sum of all amounts
must equal to the sum of all the charges recorded in the body of the invoice.

Purging

The topics in this chapter describe functions and procedures that are a available under the

Purging drop down menu on the Miscellaneous Invoicing menu. These menu items are
used to remove old history records to free up disk space and overhead in the related data
files.

These functions are available from the Q/I Menu Bar as shown:

B=1Ed

‘“Wizards User Functions  Control Options  Window  Help

W SHSI Series ¥ Quick Invoicing

File Trx Inguiry Operations Reports  Codes Maintenance WaNgs(lpl

User USER Purge Invoice Histary.., Bev 508

Invoice Sentinel Hill Software Inc. [PCA] [}3 . g
: February 09, 2008 09:43 AM }

Mizcellaneous Invoicing

Control Option Functions

The topics in this chapter describe functions and procedures that are a available under the

Control Options drop down menu on the Miscellaneous Invoicing menu. These menu
items are used to set up control options, and user access rights to the application.
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These functions are available from the Q/I Menu Bar as shown:

™ SHSI Series V Quick Invoicing (=13

File Trx Inquiry ©Operations Reports Codes Mainkenance Purging  MWizards  User Functions W)y

Uzer. USER

Invoie Sentinel Hill Software Inc. [PCA] User Access Privileges... .
My Scheduled Menu Items.,..
February 09, 2009 03:43 A i

Mizcellaneous Invoicing

6.8.1 Q/IControl Preferences

The Q/I Control Preference function governs the overall structure of the Q/I system for the
specific Company System that your are signed on with.

= Accessing the Q/1 Control Properties for the first time

When setting up the system for the first time, a message will be displayed advising you
that the QI Control is not available. Click the Yes button. You will then be advised of an
Error 35. At this point you need to click the Yes button again to proceed.

E]

The Q/I system preferences window will be displayed. There are a number of different
categories of options, each grouped in a tabbed sub-screen. As you finish editing each
screen, click the Next > button at the bottom.

Setup Tip

As you may not have actually entered any Master Code records
that may be referenced in these screens, just enter any value.
(Particularly in the Accounts fields). You can also come back
to edit the Control Preferences later.

Once your Q/I Control Preferences is established, the system can then be used.

6.8.1.1 General Tab Screen

Defines the properties for basic Miscellaneous Invoicing processing.
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() 0P Contral Properties

Default Print Queue for 040 WPRINT1

i Default Invaices Print Quewe:

Irvoice Remit To: REMIT TO: Sentinel Hill Software Inc,
PO Box 92382, Seattle, WA

Enahble Auto-Emailing of lrvaices ?

U5 4/R Control Account;
74 1200 -- 001

Accounts Receivable - US

U5 Cazh Account:
74 1100 -- 001

Emailed [rvoice Document Filename Prefix;

Canadian AR Control Account:
% 1200 -- 002

" Accourts Receivable - CND

Canadian Cash Account:

54 1050 -- D02

WPRINT1

SHSI

Miscellaneous Invoicing Menu Functions 183
B i I =
LN
Quick Invoicing Preferences: - Modify the Properties of EH
General
Select options for general processing, and define the G/L Accounts to be uzed with Accounts Receivable,
Azzigned [nvoice Mumbers Source: I
@ 04 Control Properties Mext Available Invoice Mumber: 15015
() P/ Control Properties

|

MHorthern Trust Canadian Imperial Bank

Update l ’ Cancel ]

= Field Definitions

Assigned Next Invoice Numbers ~ fadio-buttons

Source

When invoices are generated, the Invoice Numbers are automatically assigned. Invoices
are also generated from the Professional Invoicing system, and the Customer Order
Processing systems. In each system, the Next Invoice Number to be assigned is
maintained. Select which system is to be used in assigning the Next Invoice Number.
Should you wish to have sets of Invoice Numbers assigned to each system, it is important
to periodically insure that the same invoice number is not being assigned from different
systems. Since all invoices are recorded to the Accounts Receivable system, duplicate
Invoice Numbers are not allowed.

®  QJI Control Properties Click the appropriate button for the desired
© P/l Control Properties sort
O O/P Control Properties
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Next Invoice Number 9(8)

This is the Invoice Number that will be assigned to the next invoice that is generated.

Default Print Queue for Q/I X(15)

Select the Series 5 Printer Queue that would be used to typically print the reports
generated for this Miscellaneous Invoicing system. When any of the reporting functions
are executed, this printer will be displayed as the default, unless overridden by the user's
assigned Printer Queue. Print Queues are defined by a System Maintenance function.
(Refer to the Systems Management Help if required).

Default Print Queue for Q/I X(15)
Invoices

Select the Series 5 Printer Queue that would be used to typically print invoices generated
from the Miscellaneous Invoicing system. This may be overridden by the operator at the
time invoices are printed. Print Queues are defined by a System Maintenance function.
(Refer to the Systems Management Help if required).

Remit To 2 lines of X(80)

A special 2 line "Remit To" text may be defined. When Invoices are generated and
printed, (if this field is defined in the Invoice's Template), this text will be printed in the
footer area of the Invoice.

Enable Auto-Emailing of Invoices ? check-box

The Miscellaneous Invoicing Invoice generation and printing function provides the
functionality to have invoices for designated customer's automatically emailed as PDF or
MS Word documents. To turn on this feature, this check-box must be set.

Note that one of the properties associated to each A/R Customer is the option to
have emails sent to them, or not. Only those customers that have this option set,
with a an email address is provided, will have their invoices emailed to them.

Emailed Invoice Document X(10)
Filename Prefix

If invoices are emailed to a customer, they are generated as either an MS Word
document, or a PDF document. In either case, the document emailed as the attachment
will be named XXXXX-Ql-Invoice-99999999.docx, where XXXXX is the string prefix
defined by this field. (No embedded spaces please).

US A/R Control Account 9(18) - 9(5)

This field was available for use in an earlier version of this system. At this time it is no
longer applicable. This account used to be assigned to invoices that were designated to
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be US customer invoices. This functionality has been replaced. Now, the A/R Control
account is derived from the Invoice Templates. When an Invoice Template is created,
this account will be assigned as the default A/R Control Account.

US Cash Account 9(18) - 9(5)

This field was available for use in an earlier version of this system. At this time it is no
longer applicable. When Invoices are generated, a Prepayment Code may be specified.
The Cash Account is obtained from the associated Prepayment properties record.

Canadian A/R Control Account 9(18) - 9(5)

This field was available for use in an earlier version of this system. At this time it is no
longer applicable. When Invoices are generated, the A/R Control Account is determined
from the Invoice Template that is used. The Invoices may be edited to specify a different
A/R Account.

Canadian Cash Account 9(18) - 9(5)

This field was available for use in an earlier version of this system. At this time it is no
longer applicable. When Invoices are generated, a Prepayment Code may be specified.
The Cash Account is obtained from the associated Prepayment properties record.
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Appendix

Q/l Data Files

The Series 5 system provides for a reasonably flexible approach to defining where your data
files are kept on your system. Your System's Manager will have established how this is
configured. If you are accessing this documentation to figure that out, please refer to the help
for "Miscellaneous Invoicing Systems Management".

Regardless whether processing under UNIX, or MS Windows, the structures of the file
system will be similar, and the name of the files are the same. Remember that UNIX
filenames are case sensitive.

Data Directory Structure

Each Company maintained on your system will have a directory structure that is separate
from one another.

Important Note

The Series 5 system allows you to maintain accounting files for a number of different
companies systems. The data files for each of these companies should be keptin a
separate directory structure.

&+ Sample Directory Structure under Windows

This tree diagram shows the structure for 3 Companies defined in this system, one of which
has been expanded for this display.
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&% D:\SHSI_Data\Company! |:”§|Ff
File Edit ‘“ew Fawvorites Tools Help 't."'

@Back - \_/I lt pSearch v

Address |L’f} D:4SHST_DatalCompany 1 o | g

Folders x e e

— arinface i audit

= [ SHSI_Data ~ './J ‘./J
= lﬂ Compary 1
|50 arinface —— A

) audit /J batchich _,J data
[C5) batchijob | l k

[ data
IC5) orders ([ >
= [5) rpks
5 arch

-
=) docs (==
-

IE“ Folders

orders rpts

spio temp

hi'l bexk
lh spio
= 13 temp
lh irnport
[0 private
hi'l spio
lh temp
) Companyz =
lﬁ Cornparry 3
I Ete v
< | >
8 ohjects (Disk free space; 42.5 GE) 0 bytes j Iy Computer

% Structures for 3 companies are shown under the SHSI_Data folder. Company1,
Compan2 and Company3

% The Series 5 Control files are stored in the d:\\SHSI_Data\etc sub-folder.

% The actual accounting data files are stored in the data sub-folder within each
Companyi directory

% Archived reports are stored in the rpts\arch sub-folder

Edit an existing Company by double-clicking it associated row. Standard Series 5 grid
controls apply.

7.1.2 Q/l System Control Files

These files are used to hold the information to manage your Miscellaneous Invoicing data
files. They may be be found in the directory specified for the associated company system.
There is only one of each of the following files.

& Q/1 System Control files

Filename Description
ARPASSFL. XXX Used as a record to pass assorted fields within the
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7.1.3

Q/I system. In some cases, data is passed from
other subsidiary systems to the A/R system.

QICNTROL.XXX

Holds the Control properties information for the Q/I
system.

ARCNTROL.XXX

Holds the Control properties information for the
Accounts Receivable system. Some fields are
referenced and used by the Q/I system.

FLEXCTRL.XXX

Holds the definition of the G/L Account Number.

RECENTS. XXX

A number of maintenance and processing functions
remembers the most recently accessed codes.
These are stored in this file.

USERACCS5.XXX

Holds the access rights of all users to all Series 5
systems.

Please Take Notice

The actual extension of the filenames listed will be that defined in
the properties for your particular Company System.

Q/l Company Data Files

These files are used to hold the master codes and transaction records used by the Q/I
application. They may be be found in the directory specified for the associated company

system.

& Q/1 System Data files

Filename Description

QICOMENT.XXX Holds the Q/I system's Comment Codes that might
be defined.

QICUSTMERGE. XXX Holds the master Customer Merge list file. Each

record defines a specific customer, that is
associated to a given Merge Set.

QIHISTINVOICES.XXX

This file holds an historic copy of all Invoices that
have been generated by the system. (This file
tends to become rather large if you have a great
number of Invoices being generated. If this is the
case, the Invoice Purge function should be
executed on a regular basis).

QIHISTINVLINES. XXX

This file holds the historic Invoices' Body Line

records.
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QIHISTINVDIST. XXX

This file holds the historic Invoices' Auto Distribution
records.

QIINVOICES. XXX

Holds the Q/I Invoices that are generated. These
records remain on the system until the associated
invoice is posted to the Accounts Receivable
system. At such time, these records are copied to
the history version of this file.

QILAYTGLDIST.XXX

If a given Invoice Template is defined as having a
set of Auto Distribution Revenue Accounts, an
associated record is written to this file.

QIMERGESETS. XXX

Holds the master Customer Merge Codes
properties records. One record is created for each
Merge Set on file.

QINVBODYLINE. XXX

Each non-space line of an Invoice Template's Body,
is stored as a record in this file. When an invoice is
generated for a particular Template, it's Body Line
records are copied to the invoice.

QINVTEMPLATE. XXX

Hold the master Invoice Template Codes records.

QINVOICELINES. XXX

When Invoices are generated, each non-space line
of the Body is stored as a record in this file. These
records remain on the system until the associated
invoice is posted to the Accounts Receivable
system. At such time, these records are copied to
the history version of this file.

QINVOICEDIST.XXX

When Invoices are generated, if the Invoice has
Auto-Distribution Revenue accounts defined, they
are stored as a record in this file. These records
remain on the system until the associated invoice is
posted to the Accounts Receivable system. At
such time, these records are copied to the history
version of this file..

System Operational Variables

Some aspects of the Series 5 Q/I system can be controlled through runtime configuration
variables. This mechanism provides a great deal of flexibility, because these variables can be
modified by each site as well as directly by an AcuGT program.

Configuration variables are maintained in a runtime configuration file. This standard text file
can be modified by the host system's text editor. Each entry in the runtime configuration file
consists of a single line. All entries start with a keyword, followed by one or more spaces or

tabs, and then one or more values.
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These variables may also be defined in each operators' execution environment. On both
UNIX and Windows systems, these would be defined as environment variables.

Environment Variables

The following variables may be defined for the operator's environment. Under UNIX, these
may be seen by entering the shell env command. Under Windows, these may be seen by
entering the DOS set command.

Variable Description Description
APPDATA C:\Documents and Settings The 1st 2 characters are used to determine
Loxxxxx\Application Data the users' Home Drive on their PC. (Is set

up by Windows)

SHSI USER_ [SHSI5.LARRY The default Signon User code used when

NAME signing onto the system from a client PC.

USERNAME |SHSI The Windows client signon name. Used to
determine the operators actual "/My
Documents" folder pathname. (Is set up by
Windows)

S5 DIR D:\S5 Required ONLY by the user building the
Series 5 executables

Configuration Variables

The following variables may be defined in the runtime configuration file. These variables can

only be defined or updated by your Systems Manager, or support staff from Sentinel Hill

Software Inc.

Processing Tip

If you need to maintain different sets of operating environments on your system, you may do so by setting up
different runtime configuration files. In this case, the different environments would execute totally
independent of one another. In particular, the two variables that would provide total independence are
SHSI_CTRL_PATH and CODE-PRERX.

= Control and File Management Variables

The following variables are used to define the location of different sets of files used by the
Series 5 applications. (Those in red are critical to proper execution)

Variable Default or Description
Sample
Argument
ACURUN_NAME  |wrun32 The name of the AcuGT runtime. Used to build the

command line for Background Job Execution

ccc_SPIO_PATH |d:\acctg

\companyl

The default directory used for import/export for
Series 5 Company System ccc. This is also used
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\spiodir

as the directory where the form letters for AR
Dunning Letters are stored.

ccc_ORTXT_PATHd:\acctg The default directory used for importing O/P Text
\companyl Orders for Series 5 Company System ccc
\txtorders

ccc_TRXTXT_PAT |d:\acctg The default directory used for importing A/R and A/

H \companyl P transactions for Series 5 Company System ccc
\trxinput

ccc_IMAUDIT_PAT

d:\acctg

The default directory used for maintaining O/P

H \companyl Inventory Audit files for Series 5 Company System
\imaudit cc
CODE_PREFIX  |d:\S5\bin\runs |The directory path in which the executable
programs reside.
IAMESS x1 "OK to Sell TextLines of text displayed in O/P when an item is out of
line 1" stock, and operator is prompted. These are the 3
lines used in the prompt. The x is used to allow for
different sets of texts for different Inventory Activity
Codes that may have been set up for the Inventory
ltem in question.
e A- e O- eD- * | - Needs
Active Obsolet Disconti  Informati
o F- e nued on
Forecaste F - e C- eS-
ed Planned Cancele Suppres
d sed
IAMESS x2 "OK to Sell Textsee above
line 2"
IAMESS x3 "OK to Sell Textsee above
line 3"
HELP PREFIX d:\S5\bin\help |The directory path in which the Help files reside.
IMAGE_PREFIX [d:\S5\bin The directory path in which all bitmapped images
\images are stored.
LAUNCH BCKGR wrun32 -d -c d: [This is the shell command that is used to execute
ND_CMD \s5\etc\cblcfgui jobs submitted for execution in the Background Job
Processor
m-THIN-DRIVE-  |/user/larry/data |[On thin client systems, when attempting to print to,
MAP or save text export to a file on mapped drive M,

(which is mapped to a directory on the UNIX
server), then the file will actually be written to the
directory path specified as the argument

MANIFEST_IN_PAT

d:\acctg

H \company
\manifest-dir
PI-INV-DESCN B Software Defines the Invoice Layout Generation Type and
Development |Descriptive text printed on P/l Invoices for charges
that are sub-totalled by their WIP Consolidation
Flag when setto N, (where N =1, .... 9)
SHSI ACUCON- |[1,2,3,0r4 Used to determine how E-Requests are handled by
EREQUEST- the Web Management system:
MODE » 1 - Use AcuConnect on a remote

server
» 2 - Use AcuConnect initiated from the
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E-Request Server program running on the
PC

» 3 - Don'tuse AcuConnect at all.
Process requests directly from the E-
Request Server program on the PC

» 4 - Use AcuConnect only for requests
that don't generate MS Word or Excel

documents
SHSI_CTRL_PAT The Series 5 applications are controlled using a
H number of system files. These files are stored in
the directory path defined here.
SHSI_JOBQ_PATH When functions are set up to be executed in the

Background or Night Job Processor, information
about the job is stored in a file that is written in the
directory path defined here.

SHSI_REMOTE |BRANCH10 If entering A/P Transactions in a remote branch
where the Batch file is to be transmitted to head
office, this is the 8 character branch code
embedded in the A/P Batch's created by field.
SORT _DIR c:\windows The directory path in which temporary sort files are
\temp created used by the system. On FAT systems, this
path should be on the users PC. On THIN
systems, it should be on the UNIX server.
WIN32_NATIVECT |1 or O Set to 1 to enable the workstation's theme in how
LS the Windows controls are displayed. This is only
available to Windows XP, Windows Vista and
Windows 7 using Acu-GT 8.1 or later.

\V-VERSION 3 The default Revision of the type of AcuGT files to be
used. Must be setto 3

= Mail Management Control Variables

The following variables are used to define to define Forms that may be printed. The argument
strings are printer command strings that are unigue to the given types of printers.

Variable Default or Sample |Description
Argument
DOS_MAIL_CMD
d:\s5\util % %
\DOSEMAIL RECEIVER_NAME RECEIVER_ADDR
% ESS%
%SENDER_NAME %
% SENDER_ADDRES
S%
SUBJECT% %MESSAGE_FILE

%
%ATTACHMENT% %ATTACHMENT2%

The shell command that is executed on Windows
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systems to have email sent using a mail program other
that MS Outlook, (or other MS mail programs). In the
Series 5 system, is used to access a 3rd party utility to
send email to Lotus Notes users. Each pseudo variable
will be replaced with the applicable string, or path.

DOS_MAIL_PATH

The directory path in which the
temporary mail messages are
created on the Windows PC when
malil is sent using the

DOS_MAIL_ CMD

UNIX_MAIL_CMD

The shell command that is
executed on UNIX systems to have
email sent

UNIX_MAIL_PATH

The directory path in which the
temporary mail messages are
created on the UNIX server when
malil is sent using the
UNIX_MAIL_CMD.

WEB_EDOCS_DIRECTORY

d:\\s5\WEB-Etmp |The directory path in which

temporary files are created used to
send attachments as emails on
MS Windows platforms.

= Printer Control Variables

The following variables are used to define to define Forms that may be printed. The argument
strings are printer command strings that are unique to the given types of printers.

Variable

Default or Sample
Argument

Description

<my queue
name 1>

PRINTER1 -P SPOOLER

Defines a Series 5 Print Queue named
PRINTERL1 that is designated as a Windows
printer. When the runtime opens a file
assigned to "-P SPOOLER, it automatically
initiates a job with the Windows spooler and
constructs print pages in accordance with the
program. The runtime uses the default printer
and font. If the user looks for the job in the
spooler, it is named with the current title of
the AcuGT-GT window.

Note that you must also set up a Printer
Queue named PRINTER1 using the Printer
Queue Maintenance function found on the
Main Menu under System Maintenance on
the menu bar.

<my queue
name 2>

LARRYPRINTER2 -P
SPOOLER-DIRECT

Defines a Series 5 Print Queue named
LARRYPRINTER2. You would define the
gueue with -P SPOOLER-DIRECT if a
Series 5 form was to be assigned to this
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printer output, or if the application formatted
the printout with embedded control codes. In
this case, the print job to be sent to the printer
via the Windows spooler, but the program
does not use the spooler to format the pages.
You must use embedded control codes to
handle formatting (much as you would under
UNIX if you used the UNIX spooler).

<my queue
name 3>

The following variables are used to identify the default settings for the
different types of special forms that may be printed. Each variable must
have 3 arguments, as follows, providing the Queue Name, the Create
Option, and the Target output:

<ccccc>-FORM-Q <Queue-Name> <Create-Option>
<Qutput-Target>
where:
<ccccc> is the Series 5 Company System code to which the
variable is to be applied to

<Queue-Name> is one of the Series 5 Queues that has been
defined

<Create-Option> is either RECREATE, APPEND or DISTINCT

<Output-Target> is one of the following:

PRINTER - Output to the selected Printer Queue
PRINT - Output to the selected Printer Queue
ARCHIVE - Output only as Archived
DISK - Output only as Archived

PRINT&ARCHI - Output to the selected Printer Queue and have
VE Archived

BOTH - Output to the selected Printer Queue and have
Archived

BROWSE - Output to the Series 5 Browser

ASCIIDISK - Output to disk as an ASCIl Text document

WORDDISK - Output to disk as an MS Word document

PRINT&WORD - Output to disk as an MS Word document and to
selected Printer

ARCHIVE&WO - Output to disk as an MS Word document and have

RD Archived

WORD2003 - Output to disk as an MS Word 2003 document
PRINT&WORD - Output to disk as an MS Word 2003 document and
2003 to the selected Printer

ARCHIVE&WO - Output to disk as an MS Word 2003 document and
RD2003 have Archived

WORD2007 - Output to disk as an MS Word 2003 document
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PRINT&WORD - Output to disk as an MS Word 2003 document and
2007 to the selected Printer
ARCHIVE&WO - Output to disk as an MS Word 2003 document and
RD2007 have Archived
PDFDISK - Output to disk as a PDF document
PRINT&PDF - Output to disk as a PDF document and to the
selected Printer Queue
ARCHIVE&PDF - Output to disk as a PDF document and have
Archived
ccc-OP- <my queue name> Print Queue used for O/P Invoices
INVOICE-Q RECREATE BOTH
ccc-OP-INV-  [<my queue name> Print Queue used for O/P Reprinted Invoices
REPRINT-Q |RECREATE PRINT
ccc-OP-POS- |<my queue name> Print Queue used for O/P Point-of-Sales
INVOICE-Q RECREATE BOTH Invoices
ccc-OP- <my queue name> Print Queue used for O/P Customer Quotes
QUOTE- RECREATE
PRINT-Q ARCHIVE&PDF
CCC-XXX- <my queue name> Print Queue used for O/P Packing Slips for
PACKSLIPS-Q RECREATE BOTH Location xxx
CCC-XXX- <my queue hame> Print Queue used for O/P Pick Tickets for
PICKS-Q RECREATE BOTH Location xxx
CCC-XXX- <my queue name> Print Queue used for O/P QuickPick Ticket
QPICKS-Q RECREATE BOTH for Location xxx for
ccc-AP- <my queue name> Print Queue used for A/P Checks
CHECK-Q RECREATE BOTH
ccc-AP- <my queue name> Print Queue used for A/P Quick Checks
QUICK- RECREATE BOTH
CHECK-Q
ccc-AR- <my queue nhame> Print Queue used for A/R Statements
STATEMENT- [RECREATE DISK
Q
ccc-PI- <my queue name> Print Queue used for Pl Invoices
INVOICE-Q RECREATE
PRINT&WORD
ccc-PI-INV- <my queue nhame> Print Queue used for P1 Reprinted Invoices
REPRINT-Q |RECREATE
ARCHIVE&WORD
ccce- <my queue name> Print Queue used for PO Purchase Orders
PURCHASE- |[RECREATE
ORDER-Q ARCHIVE&WORD2007
ccc-PO- <my queue name> Print Queue used for PO Requisitions
REQUISITION- RECREATE
Q ARCHIVE&WORD
ccc-Ql- <my queue hame> Print Queue used for QI Invoices
INVOICE-Q RECREATE PDFDISK
ccc-QINV- <my queue name> Print Queue used for QI Reprinted Invoices
REPRINT-Q |[RECREATE
ARCHIVE&WORD
FMnnn-DESC |For Dual Page Dunning Report Print Form # nnn - The description of

Letters

the form displayed on the print options screen
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FMnnn-INIT

<text string>

Report Print Form # nnn - Printer command
string to Initialize print job

FMnnn-RESET

<text string>

Report Print Form # nnn - Printer command
to reset printer

FMnnn- <text string> Report Print Form # nnn - Printer command
SELECT- string to select paper from tray 1

TRAY-1

FMnnn- <text string> Report Print Form # nnn - Printer command
SELECT- string to select paper from tray 2

TRAY-2

FMnnn- <text string> Report Print Form # nnn - Printer command
SELECT- string to select paper from tray 3

TRAY-3

FMnnn-ODD- [<text string> Report Print Form # nnn - Printer command
PAGE-HEAD string for odd page headers

FMnnn-ODD- [<text string> Report Print Form # nnn - Printer command
PAGE-FOOT string for odd page footers

FMnnn-EVEN- |<text string> Report Print Form # nnn - Printer command
PAGE-HEAD string for even page headers

FMnnn-EVEN- |<text string> Report Print Form # nnn - Printer command
PAGE-FOOT string for even page footers

FMnnn-RPT-  [<text string> Report Print Form # nnn - Printer command
DATE-LINE string for report date line

FMnnn-RPT-  [<text string> Report Print Form # nnn - Printer command
TITLE string for report title line

FMnnn-RPT-  |<text string> Report Print Form # nnn - Printer command
LEGENDS string for report legends lines

FMnnn-RPT-  |<text string> Report Print Form # nnn - Printer command
HEADERS string for report headers lines
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-1 string for User defined action at Line ii
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-2 string for User defined action at Line ii
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-3 string for User defined action at Line i
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-4 string for User defined action at Line i
FMnnn-USER- |[Lii <text string> Report Print Form # nnn - Printer command
CODE-5 string for User defined action at Line ii
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-6 string for User defined action at Line ii
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-7 string for User defined action at Line i
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-8 string for User defined action at Line i
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-9 string for User defined action at Line ii
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-10 string for User defined action at Line ii
MSWORD- "LANDSCAPE" "Courier |Defined specifications for outputting Series 5
DEFAULT- New" 8 reports to an MS Word Document

SPECS Arguments are: <Orientation> <Font>

<Fontsize> <Template-Name>
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¢ The font must be defined on the clients
PC
¢ Orientation must be LANDSCAPE or
PORTRAIT
e The Template is an MS Word defined
template and must be stored in MS
Word's Template directory
MSWORD-AR-|LANDSCAPE "Courier Defined specifications for outputting A/R
STMT-SPECS |New" 8 Statements to an MS Word Document
MSWORD-CS-|PORTRAIT  "Courier Defined specifications for outputting Cement
INV-SPECS New" 8 Invoice-Template |Shipment Invoices to an MS Word Document
MSWORD- LANDSCAPE "Arial" Defined specifications for outputting A/R
DUNSTMT- 10 Letter-Template Dunning Letters to an MS Word Document
SPECS
MSWORD-GL- [LANDSCAPE "Courier Defined specifications for outputting G/L
FINS-SPECS |New" 8 Financial Statements to an MS Word
Document
MSWORD-OP-PORTRAIT  "Courier Defined specifications for outputting O/P
FINS-SPECS |New" 8 Invoice-Template |Invoices to an MS Word Document
MSWORD-OP-PORTRAIT  "Courier Defined specifications for outputting O/P
QUOTE- New" 10 Quotes-Template Quotes to an MS Word Document
SPECS
MSWORD- LANDSCAPE "Courier Defined specifications for outputting O/P
PAKSLIP- New" 8 Pack-Template |Packing Slips to an MS Word Document
SPECS
MSWORD-PI- |PORTRAIT "Courier Defined specifications for outputting P/I
INV-SPECS  |New" 8 Invoice-Template (Invoices to an MS Word Document
MSWORD-PO-PORTRAIT  "Courier Defined specifications for outputting P/O
FORMS- New" 10 Purchase Orders to an MS Word Document
SPECS purchase order.dot
MSWORD-PO-PORTRAIT  "Courier Defined specifications for outputting P/O
REQS-SPECS |[New" 10 requisition.dot  |Requisitions to an MS Word Document
MSWORD-QI- [PORTRAIT  "Courier Defined specifications for outputting Q/I
INV-SPECS New" 8 Misc-Invoice- Miscellaneous Invoices to an MS Word
Template Document
MSWORD- LANDSCAPE "Courier  |Defined specifications for outputting E-
WEB-RPT- New" 7 Request server reports to an MS Word
SPECS Document
XXX-BITMAP  |Row Column Pixel-Height |For Series 5 Printer Queue XXX Outputs the
Pixel-Width Filename speciifed bitmap file to the given row/column
of the page at the specifed pixel Height/Width
on every page of the report.
SHSI-RPT- 4 Sets the default output target selection for all
DESTINATION reports generated in Series 5 that are not

programatically targeted. The argument is an
integer digit representing the desired target
as follows:

1 - Tothe printer
2 - Archived
3 - Both the printer & Archived

© 2008 - 2014 by Sentinel Hill Software, all rights reserved




Appendix 199

4 -to be Browsed Only

8 -todisk as an ASCI!file

17- To disk as an MS Word 2003
document

19- To disk as an MS Word 2003
document & Archived

26- To disk as an MS Word 2007
document

30- To disk as an MS Word 2007
document & Archived

35- To disk as an MS Word 2007 saved
as a PDF file

You would typically have the argument set
to either 1, 2 or 4.

= Web Server Control and File Management Variables

The following variables are used to define the location of different sets of files used by the
Series 5 CGl service routines executing on a Web Server.

Variable Default or Description
Sample
Argument
CODE-PREFIX/web/..../ The directory path in which the executable CGI
shweb/acubin |programs reside.
SHSI-WEB-  |/web/..../ The full path and filename which is used to log
LOG-FILE shweb/ messages, generated by the system, by CGlI service
acutemp routines executing on a Web server.
SHSI-WEB- [Oor1l If = 1, then messages are output to the execution error
TRACE-MODE log file. Should be set to zero unless specifically need
to debug the execution of CGlI service routines.
WEB- 40 The Series 5 Company code assigned to Web
COMPANY-1 Company 1 (Code embedded in Web Page ID codes)
WEB- 50 The Series 5 Company code assigned to Web
COMPANY-2 Company 2
WEB- SHSI The Series 5 Company code assigned to Web
COMPANY-3 Company 3
WEB- PCA The Series 5 Company code assigned to Web
COMPANY-4 Company 4
WEB- AUSI The Series 5 Company code assigned to Web
COMPANY-5 Company 4
WEB-OP- 10 The Inventory Warehouse Location code for orders
LOCATION-1 submitted over the Web for Company 1
WEB-OP- 20 The Inventory Warehouse Location code for orders
LOCATION-2 submitted over the Web for Company 2
WEB-OP- 30 The Inventory Warehouse Location code for orders
LOCATION-3 submitted over the Web for Company 3
WEB-OP- 40 The Inventory Warehouse Location code for orders
LOCATION-4 submitted over the Web for Company 4
WEB-OP- EAST The Inventory Warehouse Location code for orders
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LOCATION-5 submitted over the Web for Company 5

WEB-EDOCS- |/web/..../ The directory path in which temporary files are created

DIRECTORY |[shweb/ used to send attachments as emails on UNIX web
acutemp servers.

WEB-MGMT- |[@accserver:/ |For CGlI service routines on a Web server, defines the

CTRL-PATH |acctg/shsi_ctrl |directory path of the location where the Series 5 control

files reside.

Runtime Error Codes

These Unfortunately things don't always operate the way they should. For a variety of
reasons, the application will on occasion generate some nasty looking error codes and
messages.

These can be divided up into three categories of errors:

QO Application generated Errors

@ Microsoft Word or Excel generated Errors

Generally when an error occurs the application that was executing will bomb out. Any of
these errors should be immediately reported to you System Manager, or to Sentinel Hill
Software's support team.

When reporting an error, please attempt to record the following bits of information:

e What application you were executing

e What menu item you were executing

e What screen was being displayed just before the error was reported

¢ What field or control your mouse was position on when the error occurred

e What key or control was struck or clicked when the error occurred

e |f possible, identify the Transaction record, or Master Code record that was being
operated on at the time

e The error code, along with the accompanying descriptive text, if any.

Please Take Note
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7.3.1

the error message displayed.
the cause of the error.

Ifitis atall possible, you should get a screen shot of your screen with

This would greatly assistin identifying

Application Error Codes

Here is a description of the assorted errors generated from the application that will cause it to
terminate abnormally.

Error |Message Possible Problem
Code
24  |Disk full for Indexed file There is not enough disk space allocated to the
WRITE data folder the data file resides in
30-XX [Hardware Error Failure There is a serious hardware failure. The
secondary code value xx is set by the operating
system.
34  |Disk full for Sequential file |There is not enough disk space allocated to the
WRITE data folder the data file resides in
35 [File not found for Open The application attempted to open a file that could
not be found. Contact your Systems Manager or
Sentinel Hill Software support for assistance.
37-07 |User does not have The user does not appropriate access rights to
permission to access file  |open the file
37-XX [System failure on opening a|The application attempted to open the file in the
file wrong mode
37-99 |Windows runtime not Non-Networked runtime attempted to open a file on
network enabled a remote system
39-XX |File Mismatch on OPEN An older version of the file was being accessed, or
application programming error.The secondary code
value xx indicates the type of mismatch.
41  |File Already Open An application programming error. Contact
Sentinel Hill Software support.
42  |File Not Open An application programming error. Contact
Sentinel Hill Software support.
47-XX |File not opened in the An application programming error. Contact
correct mode Sentinel Hill Software support.
48-XX |File not opened in the An application programming error. Contact

correct mode

Sentinel Hill Software support.
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49-XX |File not opened in the An application programming error. Contact
correct mode Sentinel Hill Software support.

94-10 [Too many files opened by [The max number of files has been reached. The
process configuration variable MAX-FILES should be
increased.

98 [The file has become corrupt/The file has become corrupt for some reason. You
must use the AcuGT's vutil utility to rebuild the file.
Contact your Systems Manager or Sentinel Hill
Software support for assistance. ( From a DOS or
UNIX prompt you will need to issue the command
vutil32 -rebuild filename ).

9C |Max number of locks The max number of files that can be locked has
specified. been reached. Either the configuration variable
MAX-LOCKS should be increased, or an
application programming error has caused the
problem. (By default MAX-LOCKS is the same as
MAX-FILES)

9D-XX |Internal error from host file |An internal error has occurred when attempting to
system access a file over the network using AcuGT's
Acuserver running on the primary server. The
most likely problem is that the host server network
is down, or the host server file server process has
failed. Contact your Systems Manager. The xx is
the host system's error code.

7.3.2 Microsoft Utility Errors

TheSeries 5 systems internally makes calls to Microsoft's Word and Excel utilities. On
occasion, these utilities will report an error which causes the application to abort. Here are
the documented errors that have been encountered to date.

From Message Possible Problem
Word |Unable to satisfy the When attempting to print a document directly from
requested call Word, and a problem exists on the network, or the

remote printer is probably not turned on.

Excel |[Class is not licensed for use [When outputting a string to a spreadsheet there
(error 800A03EC) was a "=", "+", or "-" character in the 1st character
of the string. Excel thinks this is the start of an
equation that does not make sense. If possible
insert the ™", (single quote), character as the 1st
character of the string being output.
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working with grids
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