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Chapter 6  Order Processing

Order processing is used whenever you need to ship a product to a location and/or whenever you need to bill a customer.  

Order processing consists of a number of display screens, each with a specific purpose.  For the most part, one can go from any one screen to another screen at any time.  All of these screens are optional and most are used only under special circumstances.  
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  Ordering Overview and Codes

  ARC/400 Order Processing Screens

	Order Processing List (F6)
	Summary screen of all order line items.  First screen displayed for all display and maintenance requests.  From here, any other screen can be displayed.

	Order Line Item (F9 or F11)
	Full screen for each order line item.  Contains information that pertains only to the selected line item.  This full screen is sometimes referred to as Classic Line Item Entry.

	Express Line Item Entry
	The classic method of entering line items into Order Entry is one item at a time.  The Express option allows for pages of items to be entered simultaneously.  However, there are a reduced number of entry fields; therefore, reduced functionality.  Yet, it might be right for many situations.

	Order Header (F8)
	Full screen for each order.  Contains options and fields that pertain to the order as a whole.

	Order Addresses (F4)
	Displays the sold-to, ship-to and bill-to name and addresses on one screen.  Each can be changed.

	Order Totals (F7)
	Full screen displaying order totals for product, shipping, taxes, and special handling.  Totals for any applicable credit memos are also displayed.  Special quoted shipping or alternate shipping charges can be specified.

	Order Entry Setup
	Used only to originally enter a new order.  It displays general information about a customer including last order information and AR status.  However, it requires only the order type and Sales Division to proceed.  Since most orders are regular orders and the sales division correctly defaults, pressing F6 gets the order started.  

	Order Defaults (F2)
	Window to display a variety of default values used in creating the order.  This window is primarily used to save keying time for large orders.

	Payment Control (F15)
	Enter any pre-payment information including credit cards, checks, money orders, and the like.  

	Monetary Plans (F22)
	A contract order which applies only to Monetary Plans (MP), Subscription (SB) and Renewable Business (RB) order types.  Screen will provide the basic information to control the processing of these order types.  See renewable business orders.

	End Order Screen
	This is an optional screen that displays the Ship-To address, the Bill-To address, order monetary totals, and current lines in a list.  This is a simple way to end all orders by reviewing basic information for correctness.  


  Display Modes

Every order can be used in one of three modes.  Entry Mode is the addition of a new order or a new line to an order.  Change Mode is the change to previously entered information.  Display Mode is the viewing of information without the ability to change anything.  Various menu options will put you into one mode or another depending upon what you are doing at the time.  

Menu options that specify "entry" will create a new order for the currently selected sold-to customer.  Menu options which specify "maintenance or maint" will change the currently selected order.  Menu options that specify "inquiry" will display the currently selected order without the ability to change the order.

  Simple Order Entry Example Using Automatic Defaults

Order entry can be started from several places:


Order Entry on the Tele-Service Call Management screen


Option 40 on the Customer Management menu

· "E" selection option on the customer location search screen

· Order Entry on the Order Address Relationships screen

1.
Before an order can be entered, a sold-to customer must be selected.  Most of the time, the customer has been selected for another reason before order entry occurs.  If not, use customer location search and use the "E" selection option to save keystrokes.

2.
Enter Order Processing from one of the options above.  The Order Entry Setup screen will be displayed.  Verify that the correct sales division was selected and press Line_Entry to continue.

3.
The line type entry screen which is a part of the Order Line Item screen will be displayed.  Press "enter" key to accept the default line type or enter the new line type or enter a "?" to obtain a list of the line types.  

4.
Enter the product number.  Let the computer try to default the version, extension and the warehouse.  Press "enter" key.  If you had selected a product prior to entering order entry (such as doing a features and benefits review with a customer), the product number will be remembered and will already be entered for you.

5.
The full line type entry screen will be displayed.  Check defaults.  If OK, press NewLine to enter a new line or press EndOrder to end the order.  

6.
The End Order screen is displayed.  Review for accuracy.  If there are any problems, use Return to Order to cancel the end order request and return to the order.  If OK, press End Order to end the order.

After entry into order processing, there was a total of 12 keystrokes necessary to enter this order.  More options could have been used, but the above is all that is necessary for a completely specified order which is ready for shipping and billing.

  Order Types

An order type governs how an order will be shipped and/or billed.  It is specified once only upon entry to the order when it is originally created.  It can not be changed thereafter.

	RG  Regular
	This is the order type used almost all the time.  It allows for standard shipping and billing based upon the type of product and the type of line.

	BO  Bill Only
	Used to create a order that will be billed but no shipment of product will take place.  It forces normally shipped items to not be shipped, but billed as if they were.  Used when shipping takes place outside the system.  Please do not use a BO order type when a “bill only” line type on a RG order will suffice.

	CR  Credit Order
	Used to create a negative bill.  No shipment will take place, but invoicing will.  This feature is very seldom used and should not be confused with a Credit Memo.

	IR  Incoming Royalty
	Similar to a Bill Only type.  Used to account for products sold by an external distributor where royalty or commission payments are being made by the external distributor.  This order type is often not used unless incoming royalties apply to your business.

	QT  Quotation Order
	Allows entry of an order without any allocation of stock or shipping.  Later, the order must either be canceled or converted to a regular type order.  Pro-forma invoices are often printed from the QT order for customer quotations, bids, proposals, etc.

	MP Monetary Plan
	A contract order resulting in a prepayment and a future shipment liability.  Typically used when the customer purchases a contract for future purchase or rental rights in return for a pre-payment.

	PS Monetary Plan Shipping Order
	A contract order associated with a master MP order.  This order type is used for shipping product under the control and agreements set in the controlling MP order.

	RA RMA Order
	This order type is internally generated by ARC/400 and operates similarly to a CR (credit) order.  This order type should not be used for general order entry.


  Line Types

A line type governs how a line will be shipped and/or billed.  It is specified once only upon entry to the line when it is originally created.  It can not be changed thereafter.

	SL  Sale
	Common type where the item is shipped and billed to the customer.  Requires product defined to ARC/400.

	MS  Miscellaneous
	Miscellaneous bill only line.  Description is user entered.  This type is used for a miscellaneous bill that does not apply to any product on the data base.  No shipment is required.

	SN  Sundry
	Miscellaneous item which is shipped and billed.  Description is user entered.  This type is used for a miscellaneous shipment and billing that does not apply to any product on the data base.

	PV  Preview/Loan
	The shipment and optional partial billing of an item to be reviewed by the customer before any purchase commitment is made.  A specific usage period is defined in the order.  A conversion to sale price is defined in the order.  This item must either be returned from the customer or converted to sale.  

	PP  Preview for Purchase
	This line type is exactly the same as a PV line type except that a pro forma invoice is created at ship point for the conversion of the preview to sale.  The customer has the option of paying this invoice without any additional contact with the company.  When money is received, the conversion will still need to be entered into order entry system except it is entered as a prepayment.

	RT  Rental
	The shipment and optional partial billing of an item to be rented by the customer.  A specific usage period is defined in the order.  The rental can be converted to a sale at a later time.  A conversion to sale price is defined in the order.  This item must either be returned from the customer or converted to sale.  

	CN  Consignment
	The shipment of an item to be used by a sales person or dealer for demonstration purposes.  A specific usage period is defined in the order.  This item must either be returned from the sales person/dealer or sold to a customer.  

	CP  Retained Copy Conversion to Sale
	Converting a preview, rental or consignment to a sale where the original item shipped is retained by the customer.  This line type is a bill only line that does not create a new shipment.  

	NP  Fresh Copy Conversion to Sale
	Converting a preview, rental or consignment to a sale where the original item shipped is returned by the customer and a fresh, new copy of the item is shipped to the customer.  This line type is very similar to a sale line item but retains a link to the preview or rental or consignment for reporting purposes.

	PR  Conversion of Preview to Rental
	Previews are converted to rental in a manner similar to converting to sale.  Once converted, the line type is changed to rental which can then be treated as if it were a rental all along.

	XR  Extended Rental
	Rentals are converted to a new rental line allowing the additional billing for the extended rental period.  The original line will become completed with the invoicing of this “bill only” line type and any bar codes will be transferred to the new line item.  

	TV Broadcast Rights
	A bill only line type.  Used for selling rights or services.

	DR Duplication Rights
	A bill only line type.  Used for selling rights or services.

	CT Credit Line
	A credit line will create a negative money amount on a RG order.  This is a bill-only line type that should be used infrequently.


Order line types are represented by two position codes in order entry and all customer documents.  There is an option for each line type to have the line type description print on invoices.  See Chapter 13  System Administration to update the line type description table (table 902).

  Order Header Status Codes

The order header status is displayed on most order screens on the top line with a label of "ST:".  The status will change from time to time based upon what is happening with the order.  The status will change the functioning of the order processing program depending upon the nature of the order and status.

	OP  Open
	The order has been entered but no item has been scheduled to be shipped

	PS  Partially Shipped
	At least one line item has been or currently is scheduled to be shipped.

	SH  Shipped
	All lines on the order have been completely shipped.

	CL  Closed
	All lines on the order have been completely shipped.  No more additions or changes are allowed to the order.

	CN  Canceled
	The order has been canceled.  No item on the order has been shipped or billed.

	IP  In Progress
	Orders entered via a web site will have the status set to IP until the final checkout occurs.  While maintaining an IP status, the order will function as if it were on hold so no product shipment can occur.  If final checkout does not occur, the IP orders will be cancelled during nightly processing.  


  Order Line Item Status Codes

The order line item status is displayed on the order line item screen and the order processing list screen.  The status will change from time to time based upon what is happening with the line item.  The status will change the functioning of the order processing program depending upon the nature of the line item and status.

	OP  Open
	The line has been entered but has not been scheduled to be shipped

	PS  Partially Shipped
	At least one unit has been or currently is scheduled to be shipped.

	SH  Shipped
	All units on the line item have been completely shipped.

	CN  Canceled
	The line has been canceled.  No unit on the line item has been shipped or billed.

	PN  Pending
	A pending line whose billing/shipment is contingent upon an assembly being converted to sale.  See product Bill of Material processing.  Essentially, a PN line is a “placeholder” that does not do anything by itself.  It only has an effect during a conversion to sale transaction.

	CL  Closed
	This is a pending line which has been closed by ARC/400 because the billing/shipment is no longer possible (e.g. assembly line has been returned so components can no longer be converted to a sale).


  Function Key and Pushbutton Options

The following function keys and pushbuttons are available from most order processing screens.  Other function keys may also apply.

	F1 Codes
	Displays the code tables in inquiry mode.

	F2 Defaults 
	Move to the defaults screen.

	F3 End Order
	Initiates the "end of order" routines to conclude the order.  Any work in process in the order will be concluded normally.  Any checking or validation performed will be completed.  Any errors found will cancel the end of order process and remain in the order.

	F4 Order Addresses 
	Moves to the Order Address Relationship screen that will process changes to the sold-to, ship-to or bill-to name and addresses.

	F6 Accept 
	Accepts the current process.  Moves to the next logical function or to the order processing list screen.

	F7 Total
	Moves to the Totals Screen.

	F8 Header
	Moves to the Header Screen.

	F9 New Line 
	Moves to enter a new line item on the order.

	F10 Product 
	Moves to either the Product Search screen or Product Display screen.

	F11 Next Line
	Moves to the next line item.  Used only on the line item screens.

	F12 Cancel
	Cancels any input for the existing screen and moves to the next logical function or to the order processing list screen.

	F13 Carrier 
	Moves to the Carrier Interface screen to change shipper defaults.

	F14 Hold
	Moves to the "put order on hold" window.

	F14 Quote 
(quotation order only)
	Changes a quotation order into a regular order.

	F15 Payment 
	Move to the "payment with order" window.

	F16 Stock
	Moves to the Product Warehouse Balance screen with detail stock status information.

	F17 Availability
	Moves to the Availability Matrix to display the projected availability of the product into the future..

	F18 New Contact
	Specifying a new contact.  The contact list screen is displayed for either the entry of a contact record or the selection of an existing contact for the customer location.

	F19 Contact
	Displays the contact display screen in inquiry mode.

	F21 Customer
	Displays the customer location display screen in inquiry mode.

	F22 Monetary Plans and EDL
	Displays the Contract screen for monetary plan and EDL order types.

	F23 Cancel Order or Line Item
	Requests that an entire line or entire order is canceled.  A confirmation message will be displayed prior to actual cancellation.  Applies to either a line level or to an entire order depending upon the screen displayed when Cancel Order or Cancel Line is pressed.

	F24 Comments
	Moves to the comments window.  Comments are entered, displayed or changed.  Applies to either a line comments or to order comments depending upon the screen displayed when Header Comments or LineComments is pressed.


Note that for each of the order entry screens, some of the above function keys may be applicable for that screen, even though the function keys are not specified at the bottom of the screen;  in many cases, function key listings are limited due to a lack of space.

Eligible Customers for Order Processing

The customer selected as the sold-to customer must be eligible for order processing.  Ineligible customers are determined by the status.  Both the location status and the contact status must not be any of the following:  INACTIVE, BILLONLY, SHIPONLY, SHIPBILL, HOLD, MERGED, MAILONLY or WITHDRWN.  If the customer has one of these status codes, the status will need to change before order entry or order maintenance can be performed.

  Main Screens

  Order Entry Setup Screen

                              Order Entry Setup                                  

      Sold To Customer:   12344 Apple Computer, Inc.                            

                                10201 N. Deanza Blvd.                           

                                Cupertino            CA A5014    USA            

      Sold To Contact:        1 Mr. Ben Carter                                  

      Customer Level     Status .: ACTIVE          Last Order:  04/14/98        

      Attributes:        Ship Mth: UPS             Taxable. .:  Y               

                         Used as Sold To: Y        On File Dt:  01/27/93        

                         Used as Bill To: Y        AR Terms .:  30NT            

                         Used as Ship To: Y        Cust Since:  05/06/96        

      Credit Status:     Open AR Balance . :        400.00                     

                         Open Order Balance:      1,395.00                      

                         Credit Limit. . . :      3,000.00                      

                         Credit Status . . :  OK                                

  Order Type: RG  Sales_Div: BUSN  Currency US   

   Line Defaults    Order Addresses   Header    Line Entry    Pay with Order   

 New Contact    Change Contact    Change Sold-To      Exit    Cancel      
  Press F6/Line Entry or another function to proceed       

The order entry setup screen is the first screen viewed when entering an order for the first time.  It displays information about the sold-to customer and contact.  If the sold-to customer is wrong, use Change Sold-To to correct customer prior to proceeding with order entry.  Once the order proceeds beyond the order entry setup screen, one must cancel and re-enter the order if the Sold-To customer must be changed.

The first input field is the order type.  The default is RG for a regular order which is used most of the time.  Use a ? in the field to obtain a list of valid order types.

The second input field is the sales division.  This field will default to the sales division of the sales rep assigned to the account.  If there is no sales rep, then the sales division will default to the company control file default.  

The third input field is the currency used in this order.  The default will be the “home currency” of your organization.  Change to another currency if appropriate for this customer.  If a currency other than the home currency is used, this fact is clearly displayed at the top, left of all order entry screens.

By pressing Line Entry, the next screen displayed will be line entry.  Other functions are available for going to another screen first.  For an explanation of the various functions in the Order Entry Setup screen, see the Function Keys section of this chapter.

  Order Processing List Screen

                            Order Processing List     15:00:07   4/14/98 

                                 Change Mode                                    

 Order:     434 Tp: RG St: OP  Sold to:   12344 Apple Computer, Inc.            

                                  Totals: Units-       13   Amt-       1,390.00  

 Filters: Line_Type: SL Status: ACTIVE___ Ver: __ Extn: ____  Sort: LINE #____ 

 =Select  2=Comments  3=Product  4=Stock  5=Availability 6=PO 7=Clone  9=Cancel   

Sl line Tp St product           order commit bkor shipped  price      amount     

 _    1 SL OP 0000600 VHS          1                                            

      Ship: 04/14/98 IN SEARCH OF QUALITY SERIES (2 VOLUMES)  ASBL                   

 _    2 SL OP 0000601 VHS          1     1     0     0    447.50      447.50    

      Ship: 04/14/98 QUALITY THROUGH PEOPLE / IN SEARCH OF #1 COMP                   

 _    3 SL OP 0000602 VHS          1     1     0     0    447.50      447.50    

      Ship: 04/14/98 QUALITY THROUGH SYSTEMS/ IN SEARCH OF #2 COMP                   

 _    4 SL OP 0000603 WRKB         1     1     0     0       .00         .00    

      Ship: 04/14/98 IN SEARCH OF QUALITY SERIES WORKBOOK     COMP                   

 _    5 SL OP 0000603 WRKB         9     9     0     0       .00         .00    

      Ship: 04/14/98 IN SEARCH OF QUALITY SERIES WORKBOOK     COMP                   

 _    6 SL OP 0000601 VHS          1     1     0     0    495.00      495.00    

      Ship: 04/14/98 QUALITY THROUGH PEOPLE / IN SEARCH OF #1                        

    Payment     Order Addresses    Total    Header    Item Entry    Hold        

 Contact    Location    Cancel Order    Header Comments     End Order        

The list screen is the hub of all order processing activity.  From here, you can see a summary of the entire order and be able to go directly to any other order function.  Note:  if any line item is on hold then the line number will be displayed in red on the order processing list screen.

	Order Information
	The first line on the display shows order number, order type, order status, and sold-to location.

	Hold Indicator
	If the order is on hold, this fact is displayed in red near the top, right of the screen.  Any order with a pending credit card transactions is considered on hold; such holds are released when the credit card transaction is processed.

	Totals
	The number of units and the monetary amount of all lines is displayed.  Units are only counted if the Maintain Unit Statistics is set to Y in both the line type table (table 902) for this particular line type and in the product extension table (table 828) for the product on the line item.

	Filters and Sorting
	The display may be filtered by line type, status, version, or extension.  The user may also choose a field for sorting the displayed records.  Use a ? in the sort field for a list of options.

	List of Line Items
	Each line item is summarized into two lines showing the line number, type, status, product information, scheduled ship or bill date, pertinent quantities, unit price and line amount.  For items such as rentals where the item is expected back, the quantity remaining outstanding is displayed as “due back:  xx” where xx is the quantity due back.

	Options
	A variety of line options exist including working with comments, product information, stock information, purchasing, cloning the line and canceling the line.


For an explanation of the various function keys in the Order Processing List screen, see the Function Keys section of this chapter 

  Classic Line Item Entry Screens

The entry of a line consists of three screen segments.  

1. Line type entry ...

                                Order Line Item         15:22:32   4/14/98 

                                   Entry Mode                                   

 Order:     434 Tp: RG St: OP  Sold to:   12344 Apple Computer, Inc.            

 Line #       7 Tp: SL St: OP                                                   

         Select Line Type, Question Line Type then Press ENTER or ACCEPT            

   Express Entry             End Order           List Screen    Accept    

you enter the line type which applies to this line item.  For conversion line types, you must also identify the line being converted.  List Screen  or F12 will cancel this entry and return you to the order processing list screen.  For an explanation of the various function keys, see the Function Keys section of this chapter.

2.
Product entry ... 

                                Order Line Item         15:43:58   4/14/98 

                                   Entry Mode                                   

 Order:     434 Tp: RG St: OP  Sold to:   12344 Apple Computer, Inc.            

 Line #      12 Tp: SL St: OP                                                   

 Item 0000600_VHS   _ IN SEARCH OF QUALITY SERIES (2 VOLUMES)  Warehouse: 001   

                                                                Assembly: ASBL  

 Enter Product Number, ? to find a Product, or CANCEL to change Line Type    

  Express Entry    Product Search    End Order    Line Type    Accept    


you enter the product number (or description if this is a miscellaneous or sundry line item). You will usually use the default values for a particular product extension and warehouse.  However, the extension and the warehouse can be entered directly.  Line Type or F12 will cancel the product entry and return you to the line type entry portion of this screen. For an explanation of the various function keys, see the Function Keys section of this chapter.

3.
Full screen entry ... 

                                Order Line Item         15:55:05   4/14/98 

                                   Entry Mode                                   

 Order:     434 Tp: RG St: OP  Sold to:   12344 Apple Computer, Inc.            

 Line #      12 Tp: SL St: OP                                                   

 Item 0000600 VHS     IN SEARCH OF QUALITY SERIES (2 VOLUMES)  Warehouse: 001   

                                                                Assembly: ASBL  

 Qty: Ord: ____1_                                                                

 Unit Amt Price: ___895.00_        Disc_%: ___.00  Rsn: ____    List: ___895.00 

   Shipping Fee: _____.00_ Promo: __________                                   

 Shipping Fee 2: _____.00_ Tax: Y  Ship/Bill:-With_Line: ____0 –After_Line: ____

       Addl_tax: _________ Campaign: __________ Royalty: ________ GL#: __________          

                                                               Special: __________

 Ship Dates: Next: 04/14/98   Promsd: ________                    Hold: ________       

             Out_Method: UPS___                                                 

 Sales:                                                                         

 Div BUSN Rep __33 ______% House Account (Busn)                                 

 Div ____ Rep ____                                                              

 DIST_Comm: _30.00% PdcrCost: ________       Commissions: Y  
   Next Line    New Line    Defaults    Order Addresses    Totals    Header  

 Product     Stock    Available    Contact    Location    Cancel Line    PO     

 Comments    Change Product              End Order   Cancel   Accept    


you enter the remaining information especially the order quantity and price.  A variety of additional information may be entered.  Usually, everything defaults to common or calculated values and very little needs to be changed.  Cancel or F12 will cancel the full screen and return you to the product entry portion of this screen. For an explanation of the various function keys, see the Function Keys section of this chapter.

The change or display of an order line item will display the full screen of information only.  The line type and the product can not be changed on a line item after it is originally accepted when in entry mode.  To change line type or product, you must re-enter the line in steps 1 and 2 above.

  Express Order Line Item Entry Screen

Express order entry is designed to make order entry much faster when normal ARC/400 defaults are acceptable.  Instead of entering one product at a time, the Express Entry screen will allow the entry of many, many product numbers on one screen which looks like a spreadsheet.  When the spreadsheet is completed, the user presses the Accept List button and all lines are entered.  

The spreadsheet allows the entry of a product number, a quantity, a customer price, a ship date and a warehouse.  Normally, ARC/400 assumes an order quantity of one, a price equal to the list price, and a ship date of today.  If these are acceptable then one needs to enter only the product numbers.  

     Up    Dn           Express Product Line Item Entry   08:37:37   9/13/02 

Order    2329 Tp: RG St: OP Sold to:  289351 Central and South West             

 Multiple-Lines Tp: SL St: OP                                                   

 Sel   Product-Number  Quantity      Price   ShipDate  Whse  BoM-Type   Express 

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y   

  _    _______________  ______  __________   ________   ___                 Y + 

   Enter all products; use ? for Product Search; use option 4 to remove from   

 list.  Leave fields blank to use default values.  Press F6/Accept when complate.   

 Classic Entry    Show Names              Cancel List    Accept List         

There are safeguards for errors including the ability to review the entire order and make individual changes as necessary.  If ARC/400 does detect any error or warning, the full order entry detail screen will be displayed for the user to correct or confirm the choices.  Otherwise, the full order entry detail screen is not displayed.

The quantity field is optional.  If left blank, the default value, which is usually 1, is used.

The price field is optional.  If left blank, the list price will be used as the selling price.

The ship date field is optional.  If left blank, the default date will be selected.  The default is usually today’s date, but there are a variety of options to change the default date.

The warehouse field is optional.  If left blank, ARC/400 attempts to determine the appropriate warehouse code.

The BoM Type is displayed by ARC/400 to inform the user of the type of product.

The Express field is either a Y (yes) or N (no).  If yes, express entry will accept all defaults and attempt to skip the display of the full line item entry screen.  If no, the full line item entry screen will be displayed to allow the user to enter other line item fields as the user sees fit.

Note:  regardless of any express entry default, the user has the option of using either Express Entry or ARC/400 Classic Entry (one product at a time) by simply pressing the appropriate pushbutton.

Note:  If Show Names is used, the screen will change to display the product name after it is entered.  This is a two line per item display so only half as many products are visible on a given screen.  Use Show Names repeatedly to toggle back and forth between these two display modes.

Note:  To change the line type, press Cancel to go back to the line type entry screen.

Note:  In express mode, pressing Accept List will cause each product to be accepted and the List screen will be displayed.  

Note:  If any error or warning is detected, the full line item screen will be displayed for that item so the user can correct any error or acknowledge any warning.  Such errors and warnings will function as if the user had entered express = N on the express entry screen for that product.

  Order Line Item Screen

The following screen is a purchase transaction displaying only appropriate fields:

                                Order Line Item         16:13:28   4/14/98 

                                  Change Mode                                   

 Order:     434 Tp: RG St: OP  Sold to:   12344 Apple Computer, Inc.            

 Line #       3 Tp: SL St: OP                                                   

 Item 0000602_VHS     QUALITY THROUGH SYSTEMS/ IN SEARCH OF #2 Warehouse: 001   

                                                                Assembly: COMP  

 Qty: Ord: ____1   Res:     1   B/O:     0  JiT:     0  Sch:     0   Shp:     0 

 Unit Amt Price:    447.50         Disc_%: __ .00_ Rsn: ____    List: ___447.50 

   Shipping Fee: _____.00  Promo: __________                                   

 Shipping Fee 2: _____.00  Tax: Y Ship/Bill:-With_Line: ____0 –After_Line: ____           

                           Campaign: __________ Royalty: ________ GL#: __________ 

                                                             Special: __________
 Ship Dates: Next: 04/14/98   Promsd: ________ Last:              Hold: ________ 

             Out_Method: UPS___                                                  
 Sales:                                                                         

 Div BUSN Rep __33 ______% House Account (Busn)                entered/changed  

 Div ____ Rep ____                                           DOWDING    04/14/98

 DIST_Comm: _30.00% PdcrCost: ________       Commissions: Y  DOWDING    04/14/98

   Next Line    New Line    Defaults    Order Addresses    Totals    Header    

 Product     Stock    Available    Contact    Location    Cancel Line    PO      

 Comments                               End Order    Cancel    Accept      
The following screen represents a returnable transaction displaying fields unique to that type of a transaction:

                               Order Line Item         11:13:11  10/28/98 

                                  Change Mode                                   

 Order:     417 Tp: RG St: PS  Sold to:   10072 Fox Instrument Co.              

 Line #       1 Tp: PV St: SH                                                   

 Item 00VAI01_VHS____ MEETINGS, BLOODY MEETINGS                Warehouse: 001   

                                                                Assembly: LINK  

 Qty: Ord:     1   Res:     0   B/O:     0  JiT:     0  Sch:     0   Shp:     1 

                                                                     Out:     1 

 Unit Amt Price:     50.00      25.00 Disc_%:    .00  Rsn: ____ List: ____50.00 

   Shipping Fee: _    .00  Promo:            Quoted_Sale_Price:    820.00       

 Shipping Fee 2:      .00  Tax: Y Ship/Bill:-With_Line: ____1 –After_Line: ____

                          Campaign: __________ Royalty: PREVIEW  GL#: __________ 

                                                           Special: __________

 Ship Dates: Next: 04/22/97                    Last: 02/10/98     Hold: ________

             Use_days: __3 Use_from: 02/17/98 Use_to: 02/20/98 Back_by: 02/25/98
             Out_Method: UPS___ Out_Days: _5  Back_Method: UPS___ Back_Days: _7 

 Sales:                                                                         

 Div BUSN Rep __25   ____% Cosentino, Jay                      entered/changed  

 Div ____ Rep ____                                           COSENTINO  04/22/97

 DIST_Comm: _30.00% PdcrCost: ________       Commissions: Y  COSENTINO  04/22/97

   Next Line    New Line    Defaults    Order Addresses    Totals    Header    

 Product     Stock    Available    Contact    Location    Cancel Line    PO      

 Comments                               End Order    Cancel    Accept      
Information will be displayed when consistent with the order line type.  Fields that do not apply to the line type will not be displayed.  Therefore, the line item screen will look different for various line type codes.

	Order and Line Information
	The first two lines on the display show order number, order type, order status, sold-to location, line number, line type, and line status.

	Product Information
	The third line displays the product number, version (if any), extension (if any), product description and warehouse code.  This information can not be changed after first entered and accepted in entry mode.

	Quantity Fields
	Specify the order quantity.  Also displayed for your information are reserved quantity, backordered quantity, scheduled quantity, shipped quantity, and out quantity (preview, rental, consignment only).

Default ordered quantity upon entry is determined in the Company Control File.  A usual default quantity is zero or one.

Ordered qty          total quantity for line to be billed and/or shipped.  Maximum value accepted is 99,999.  The maximum extended amount for a line item is 999,999.00.  The maximum total extended amount for an entire order is 9,999,999.99.

Reserved qty        warehouse stock reserved/allocated to this order.  Stock is allocated when the ship date is within the “allocation window” period of time and there is sufficient quantity available in stock.  Quotation orders never have any stock allocated.  Orders on hold may or may not have stock allocated.  Note: nothing will ever ship unless stock is eventually allocated.

Backordered qty  no warehouse stock available for this order.  Items on backorder will wait until sufficient quantity is eventually added to inventory.  Backordered items are allocated when stock is received and during the nightly processing.

Just in Time qty (JiT)  used only if Just in Time support is selected which allows items to be placed on packing lists even if there is no stock yet available.  The JiT quantity is the quantity on packing lists but not allocated to any specific inventory.  The process of shipping will eventually move this amount into the Scheduled qty column.

Scheduled qty      ready to be shipped and included on a printed packing list in warehouse. 

Shipped qty          acknowledged as shipped in warehouse.

Out qty                  shipped preview, rental or consignment quantity         still out with customer (i.e. not returned and not converted to sale).

	Product Price Fields
	Unit price to be billed for each unit ordered on this line.  Default is the list price of the item except as discounted based upon customer discount percentages in the customer location screen for the sold-to customer location.

Additional days price is displayed for Rental and other items which are normally returned by the Customer.  This amount is taken from the list price files and can not be changed in order entry.  However, if the number of days changes in the order then the price will change.

Maximum value for the unit price is 99,999.99.  The maximum extended amount for a line item is 999,999.00.  The maximum total extended amount for an entire order is 9,999,999.99.


Discount percentage is the discount based upon the list price and the unit price.  Changing this field will change the unit price field.  Changing the unit price field will cause the re-calculation of the discount percentage.  Change both fields at once and the unit price field will take precedence.

The discount percentage is applicable only if the list price is not zero.

Discount Reason code is required when a discount percentage is not zero.  Use "?" in the field for a list of valid codes.

List price is calculated by the system based upon the sales division and the line type.  If a list price can not be determined, zero is displayed.  One can change the list price; this will cause the unit price to be re-calculated using any discount percentage entered.

Promotion Code is used to offer special promotional pricing such as a discount or a special price.  The promotion must be set up using the promotional pricing maintenance screens in the File Maintenance menu.

Changing the promotion code will cause the unit price and/or the discount percentage fields to change accordingly.  Changing either the unit price or the discount percentage field at the same time as the promotion code, the unit price or the discount percentage will take precedence.

Quoted Sale Price is used only for preview, rental and consignment line types.  It is calculated as the list price of the "sale" item minus the unit amount for the preview, rental or consignment transaction.  

This value will be used as the default when the line is converted to sale so any agreed upon sale price can be documented during the initial transaction and it carries over to the sale transaction.  

	Freight, Insurance and Taxes
	Unit Freight and Insurance amounts will be multiplied by the number of units to determine total freight and insurance amounts.  The default is based upon values entered into the product extension record (see inventory control screens).

Taxable is a "Yes/No" field to specify whether taxes should be calculated for this line.  It is calculated based upon the sold-to customer location's taxable flag and the product's taxable flag.  If either are not taxable then "N" is used.

The miscellaneous (MS) line type includes an "Additional Tax" field that is used to bill taxes in addition to any that are calculated.  This field is used when the tax tables are not set up completely causing taxes to be calculated incorrectly.

	Special Order
	Not currently implemented.

	Ship/Bill_With_Line
	Indicates with which line item this item should be billed/shipped.  See the Ship With Feature section in this chapter.

	Ship/Bill_After_Line
	Indicates that this line item should only be shipped after the specified line is shipped.  If the specified line is a returnable line such as a preview or a rental, this line will not be shipped until the specified line is both shipped and returned/converted to sale.

	Royalty
	Used by the Royalty Processing system.  See Chapter 14  Royalty Processing.

	GL #
	Used by the General Ledger Interface.  See Chapter 8  Accounts Receivable.  This is a method of allocating the Cost of Goods for this order to a different GL account.  Often used for promotional materials shipments.

	Hold
	The hold date will place the line item on hold and it will not ship.  To release the line, blank out the date.  If the date passes, the line will be cancelled by ARC/400.

	Ship Dates
	The first ship date is originally calculated based upon a value in the Company Control File.  Often, it will calculate to today's date.  Any date of today or after is valid for new lines.  Blank out field for re-calculation by system.

The first ship date is used to calculate when the packing list will be printed in the warehouse.  The actual date printed will depend upon the parameters specified by warehouse personnel.  ARC/400 will always print packing lists the night before the ship date for all shipments ready to be shipped.

When the first item is shipped, this date is changed to that date.

 The promised date is used to document any promised date to the customer.  No action is automatically taken by ARC/400.  This field is used only for sale line items.  

The last shipped date is entered by ARC/400 to document when the last shipment for this line has taken place.  This is used when multiple shipments are required to completely ship this line item.

	Bill Date
	For bill only orders, a bill date is displayed to delay the billing of the item.

	Shipping Out Method
	The default ship method is based upon the sold-to customer location, the Sales Division table, and the Company Control File.  Use a "?" to obtain a list of valid shipping methods.  

Changing the ship method may change the usage dates for a preview, rental or consignment when the calculated in-transit days change (e.g.  one day delivery vs. five day delivery).

If lines on the order specify different shipping methods, multiple packing lists will be created, one for each ship method.

	Out Days
	The calculated number of transit days to send the goods to the customer are displayed as “out days”.  This is the number of days used to calculate the Usage From date (Ship Date + Out Days = Usage From Date).  The out days may be changed to an appropriate number and the dates will automatically change accordingly.


	Ship Method for Returnable Transactions
	The Back Method is displayed which is the ship method expected to be used by the Customer in returning the items.  The “back days” may be changed to affect the calculated return date.

	Usage Dates
	Usage dates apply only to preview, rental and consignment to document when the item will be used and when it will be returned.

The use days is determined from the pricing file based upon the sales division and the line type.  This is the number of working days (weekends excluded) between the "use from" and the "use to" dates.  Changing this field will cause usage dates to be re-calculated.

Changing the use days may change the price field if additional days pricing is entered into the list price file.  The additional days price (a per day amount) is displayed immediately to the right of the unit price for the transaction.

The use from date is calculated as the ship date plus the in-transit days based upon the shipping method.  Blank out this field to cause ARC/400 to re-calculate.

The use to date is calculated as the "use from" date plus the "use days".  Blank out this field to cause ARC/400 to re-calculate.

The back by date is calculated as the "use to" date plus the in-transit days based upon the shipping method.  Blank out this field to cause ARC/400 to re-calculate.


	Sales Credit Information
	The sales division is calculated according to these rules:  a) if the sold-to customer was assigned to a specific sales division in the Customer Location screen, that sales division will be used.  b) If the user has a sales division override in the users file, that sales division will be used.  c) If the user is a sales person then the sales division in which the user is assigned will be used.  This is based upon the sales person master files.  d) If the sales division is still not identified, the sales division in the Company Control File is used.

The sales rep (sales person) is determined based upon the sales territory assignments set up.  Any valid sales rep can be entered as long as the rep and the sales division are consistent.  Blank out this field to cause ARC/400 to re-calculate.

The commissions flag is set based upon the sold-to customer location record and the product extension record.  Changing to "N" will cause billing to take place, but no sales credit will be accrued by the sales person.

Commission Splits:  Two sets of sales divisions and sales reps are allowed to split the commission on the transaction between two reps.  A percentage field is used to specify the percentage of the commission going to the first sales rep (the one on top).  If no split is entered, a 50/50 split is assumed.

Distributor Commissions:  If distributor commissions are active (see company control file) and the Sold-To customer is an outside distributor of products (organization type of DIST) then the distributor commissions will be displayed.  This commission will be deducted from the invoice if the Bill-To is also the same distributor.  

	Producer Cost:  
	If the item is being shipped from a Producer Drop Ship location, the producer’s cost is presented for review and acceptance.  


For an explanation of the various function keys in the Order Line Item screen, see the Function Keys section of this chapter.

The use of the promised date for sale line items and the use of the usage from date for convertible line items is useful for shipping purposes.  When the item is shipped, the earliest date (either promised or usage from) is displayed for the warehouse personnel.  This gives the warehouse person the ability to determine if the selected shipping method will get the package to the customer by the promised dates.  

  Dunning Notices for Convertible Line Types

An ARC/400 option is to print or e-mail dunning notices for all convertible line types (e.g. rentals and previews) where the return date is past user defined limits.  The back by date is the date in which this material either ought to be returned or converted to a sale.  If the item is not returned or converted for a user specified number of days after this date, ARC/400 will print or e-mail a notice requesting the return of the item.

In order to delay the dunning notice, change the back by date in the order line item.  Be sure to change all line items which apply.  

  Line Item Changes After Shipment

Once a line item is completely shipped with no outstanding quantity expected back, no further changes are allowed to a line item.

For partially shipped line items, most fields may be changed.  However, the changes will only affect the quantity of items which have not yet shipped.

For convertible line types (e.g. rental and preview) with a quantity of items expected back, some fields may be changed.  These include Quoted Sale Price, Usage to Date, Back by Date, Sales Division, Commission flag, and Sales Rep Number. The date fields are used to control the expected back dates which are used in the dunning process.  Other fields are used if and when the line item is converted to a sale.

  Order Header Screen

                              Order Header            10:32:08  10/21/94 

 Order:     308 Tp: RG St: PS  Sold to:   10072 Fox Instrument Co.              

                               Contact:   1 Ms. Barbara Burton                  

  Sales Division. . . . MAIN                                                                              

  Customer PO Number. . KDL99433_______ Ship_Fee_Calc_Method STD_______

  Campaign. . . . . . . CA93______      Clone From Order . . _______            

  Order Received Date . 10/21/94        Contract Order . . .  _______
  Customer PO Date. . . 10/09/94        Accounting Codes
  Xref PO Number. . . . ____________    AR Terms Code. . . . 30NT
                                        GL Account # . . . . _____________

  Payment With Order. . INVOICE         Credit Approval Date ________         

  Price List Code . . . ____            Credit Approval User __________

  Backorder Option. . . BKOR
  Confirming Order. . . N               Hold Codes

  Invoices in Package . _0              Hold One   10/21/94 GENERAL

  Invoice Copies. . . . _1              Hold Two   ________

  Rush Order. . . . . . N               Hold Three ________                     

   Entry: 09/21/94 COSENTINO              Changed: 10/21/94 SMITH               

   Defaults    Order Addresses    Totals    Carrier    Hold     Payment        

  New Contact    Comments    Chg Cust    End Order    Cancel    Accept    

The header screen is entered by using Header from most other screens.  It contains information about the order as a whole.  Note that any changes to an order header will not affect any previous shipments from the order.  

	Order Information
	The first line on the display shows order number, order type, order status, and sold-to location.  

	Sold-To Contact
	The contact individual, if any, is displayed on the second line of the display under the sold-to customer location.  The contact can be added or changed using New Contact.

	Sales Division
	The sales division that was entered on the Order Setup screen when the order was initially entered.  This can not be changed; if a change is required, the order should be cancelled and re-entered.

	Customer PO
	Documents the PO number provided by the end user customer.  

An option in the Company Control file will cause the PO number to be a required entry.  In this case, the order can not be ended until the PO is entered.

For a Distributor Sale, the customer PO number should be the end user PO and not the distributor’s PO number.  The distributor PO should be entered into the Xref PO Number field.  See Distributor Sales in Chapter 7 TeleService and Marketing Management.

	Ship Fee Calculation Method
	Determines how shipping fees will be calculated.  For more information, see Shipping Fee Methodologies in the Warehouse Operations chapter of this manual.

	Campaign
	The campaign code identifies the direct cause of the order (source of the order).  It is taken from the Tele-Service Management screen.  An option in the Company Control file will cause the Campaign to be a required entry.  In this case, the order can not be ended until the Campaign is entered.

	Clone From Order
	The order number if this order was created by cloning from another order.

	Order Received Date
	Defaults to the order entry date.

	Contract Order
	Used for certain monetary plan shipment orders to cross reference with the monetary plan contract order.

	Customer PO Date
	Documents a PO date provided by the customer.

	Xref PO Number
	Documents a cross reference number which could be a job number, a contract number or an alternate PO number.

For a Distributor Sale, the Xref PO number should be the distributor PO number.  See Distributor Sales in Chapter 7 TeleService and Marketing Management.

	AR Terms Code
	The AR payment terms to be use.  This value causes the invoice to specify these terms.  The default is based upon the sold-to customer location record.

	GL Account #
	Used to account for the cost of goods sold for any item on this order.  Common usage is to account for promotional product units being shipped.

If left blank, the GL account will be retrieved first from the product record, and if that is blank, then from the Company Control file.

	Credit Approval Date and User
	When an order is placed on a credit limit hold, it must be released using the "orders on hold" screen in the AR menu.  This is the date and the user ID when the hold was released.  

After an order has been released from credit hold, further credit checking will not take place.

	Payment with Order
	Used for any cash or credit card payments to control the correct entry of cash and the pre-payment credit on the invoice.  See the "Payment with Order" procedures for more detail.

	Price List Code
	The price list code used on this order.  This code is taken from the price list code in the Sold-To customer screen and is used for determining the list prices for this order.

	Backorder Option
	Specify the backorder options such as "ship complete", "cancel all backorders" and "allow backorders".  The BKOR code for "allow backorders" is the default.  "Ship complete" causes ARC/400 to delay all shipments until all items are ready for shipment (within a warehouse and ship method).  "Cancel all backorders" causes ARC/400 to cancel the backordered portion of a line when an item is entered and placed on backorder.

Note that “ship complete” will not consider product with a future release date in the ship complete processing.  This means that if all currently released items are available for shipment, a shipment of these items will be scheduled even if some future released items are on the order and not currently available.

	Confirming Order
	Documents whether a confirming order will be mailed from the customer to you.  This field has no affect on ARC/400 operations.

	Invoices in Package
	Specifies the number of invoices which should be printed at ship point to be included in the package.  The number is displayed on the screen for the warehouse personnel and can be modified at that time.

	Invoice Copies
	Specifies the number of invoices which should be printed as part of the normal invoice print cycle (either by using the "print today's invoices" on the AR menu or by automatically printing nightly). Invoice copies are not printed in the invoice print cycle if the invoice is printed at ship point.

	Rush Order
	Used to document that this order requires special rush treatment.  Causes the packing list to print "rush".  Also, allows the warehouse personnel to display or print only rush packing lists in the warehouse shipment screens.

	Hold Codes
	The first three hold codes and hold dates are displayed for all orders on hold.  An order can specify any number of different hold codes, and they are treated and released independently from each other.  


For an explanation of the various function keys in the Order Line Item screen, see the Function Keys section of this chapter.

  Order Address Relationships

                         Order Address Relationships          13:33:28   1/11/02 

Customer #:   21026   1  Order:    1941      Associates Corp                    

 Sold-To:                                    4650 Regent Blvd                   

      Mark Jones                             Irving, TX 75063                   

 ______________________________________________________________________________ 

Ship-To: Override To:   21026   3       Bill-To: Override To:   21026   2

      Central Receiving                      Accounts Payable Department 

      Associates Corp                        Associates Corp             

      4700 Regent Blvd                       4650 Regent Blvd            

      Loading Doc 17                         Irving, TX 75063            

      Irving, TX 75063                                                                                               

    One Time Ship-To    Add Bill-To Attention Lines  Set Ship-To=Bill-To  

  Sold-To:   Location Modify     New Contact    Contact Address    Return 

  Ship-To:   Location Search     New Contact    Contact Address    Accept       

  Bill-To:   Location Search     New Contact    Contact Address    KFey            

The order address window displays the Customer names and address that have been identified as the sold-to, ship-to and bill-to locations.

One must understand the concept for specifying various order addresses.  ARC/400 uses a method of determining the ship-to address and the bill-to address which is different than many systems.  However, additional functionality and capabilities are available with ARC/400.  

Note the above example: the sold-to, the bill-to and the ship-to contacts are set up as three different contacts within the single account number 21026.  The question to answer:  who is one selling to, who is one shipping to, and who is one billing?  

The Sold-To is the marketing contact person of the organization.  If you are selling to Mr. Jones at the ABC company, he is the sold-to contact.  If you are selling through a reseller then the reseller is the sold-to.  This contact is typically selected prior to entering Order Entry.  The address displayed is the mailing address of the Sold-To contact.

The Ship-To is the person who the item is being shipped to (not used for Bill Only orders).  This person may be the same as the  Sold-To person but could be someone entirely different.  If the Sold-To person always has items shipped to an address different than the mailing address then change the contact’s Shipping Address on the Contact Maintenance screen (this is often the case if the mailing address is a PO Box).  If the item is being shipped to a central receiving location then it might be best to create a contact to refer to the  receiving department and address.

The Bill-To is the person who will be receiving the invoice.   This person may be the same as the  Sold-To person but could be someone entirely different.  If the Sold-To person always has items invoiced to another person or group (such as Accounts Payable) then this person should be entered as a different contact; the Sold-To contact can specify that the normal billing person is this other contact.

Function Key or Pushbutton Options for Order Address Window:

	
	F3=Exit returns to the previous screen.

	
	F8=One_Time_Ship-To allows the user to enter a ship-to address to be used only for this order.

	
	F9=Set Ship-To=Bill-To allows one to update the Bill-To customer and then easily set the Ship-To to the same contact.

	
	F10=Add_Bill-To_Attention_Lines allows the user to enter two lines of text which will override the bill-to contact's name, mail drop and title lines.

	
	F12=Cancel returns to the previous screen.

	
	F13=Location Modify (Sold-To) allows the user to update the location information for the sold-to customer.

	
	F14=New_Contact (Sold-To) displays all contacts from the sold-to company location, in order to select another contact from this location.

	
	F17=Location_Search (Ship-To) allows the user to select a new ship-to contact from the contact search screen (see Chapter 3).

	
	F18=New_Contact (Ship-To) displays all contacts from the ship-to company location, in order to select another contact from this location.

	
	F21=Location_Search (Bill-To) allows the user to select a new bill-to contact from the contact search screen (see Chapter 3).

	
	F22=New_Contact (Bill-To) displays all contacts from the bill-to company location, in order to select another contact from this location.


One-Time Ship-To Address

         One Time Only SHIP To Address         

    Contact: ________________________________  

             ________________________________  

             ________________________________  

   Location: COMPUTER ANALYTICS CORP.________  

    Address: 8614 WEST CATALPA AVENUE________  

             ________________________________  

             ________________________________  

       City: CHICAGO_____________              

  State/Zip: IL 60656___ ____                  

    Country: USA_                              

  Data Base Address                           

                     Cancel    Accept    
Function Key Options for One Time Ship-To Window:

	
	F6=Accept accepts this information as the ship-to information for this order.

	
	F12=Cancel returns to the previous screen

	
	F22=Data_Base_Address cancels any one time ship-to information that was entered and replaces it with the original name and address of the selected customer.


Adding Bill-To Attention Lines

ARC/400 allows the user to enter two lines of text which will override the bill-to contact's name, mail drop and title lines.  This information will only be used for the current order.

             Bill-To Attention Lines             

      ____________________________________       

      ____________________________________       

                  Cancel    Accept    

Function Key or Pushbutton Options for Bill-To Attention Line Window:

	
	F6=Accept accepts this information as the attention lines for the bill-to address for this order.

	
	F12=Cancel returns to the previous screen


  Totals Screen

                   Totals for Order Number:     308         846.87  Currency:   US                             

                  Product Line Items                        770.00                               

                              Ordered:       770.00                                              

                                 List:       770.00                                      

                             Credited:                                                           

                  Shipping Charges                           17.00 Calc Method:                              

                           Calculated:        17.00                STD_______                              

                               Quoted:  ________.00                                              

                             Credited:                                                           

                  Insurance Charges                           1.50                               

                           Calculated:         1.50                                              

                               Quoted: _________.00                                              

                             Credited:                                                           

                  Handling Charges                           12.00                               

                            Specified:        12.00                                              

                             Credited:                                                           

                  Tax Charges                                46.37                               

                           Calculated:        46.37                                              

                             Credited:                                                           

                  Distributor Commissions                   100.00

  Order Addresses    Defaults    Header    Hold     New Contact    Comments    

                                        End Order    Cancel    Accept      

The totals screen will display calculated values for various dollar amounts in the order including the product or line items total, the freight total, the insurance total, the special handling total, and the tax total.  All of these are calculated by ARC/400.

The first line of the display shows the order number and the net, total amount.  Following lines show the various components of the total order amount.

If a credit memo has been issued against any invoice associated with this order, the credit memo totals within each component will be displayed.  The overall net order amount is also displayed.

Special "quoted" freight and insurance amounts can be specified.  If a quoted amount is entered, this amount will be invoiced on the next invoice.  When this amount is invoiced, the quoted amount will be changed to zero so that a new quoted amount can be entered for the following invoice.  All quoted amounts are invoiced in addition to any calculated amounts as entered during order line items.

The tax amount displayed is an estimate of the total tax.  Actual tax is calculated when each shipment is invoiced.  The order tax amount is adjusted during invoicing if any change to the tax calculation occurs between the time the order was entered and the time the shipment is invoiced.

The Ship Fee Calculation Method displayed will control the type of shipping fee calculation to be used by ARC/400.  This value may be specified either on the Totals screen or the Header screen.

For an explanation of the function keys in the Totals screen, see the Function Keys section of this chapter.

  The Defaults Screen

Screen 1 of 2

                          Order Entry Defaults Screen        21:05:08   2/15/03 

                                 Screen 1 of 2                                  

                          Entry Line Type: SL                                   

                          Commission Flag: Y                                    

                          Out Ship Method: FDEX                                 

                          Discount Reason: ____                             

                      Discount Percentage: ______                               

                           Promotion Code: ________                             

                             Sales Person: __10                                 

                     Unit Shipping Charge: _______                              

                      Unit Shipping Fee 2: _______                              

                             Taxable Flag: Y                                    

                            Promised Date: ________                             

                          Hold Until Date: ________                             

                                Warehouse: 001                                  

   Order Addresses    Totals    Header             Hold                         

  New Contact    Screen-2                End Order    Cancel    Accept      

The defaults screen provides a display of various default values which will be used in the order line items entry.  This is an easy way to change defaults for orders with many lines to reduce the time to enter the order.

Each item shows a default value.  If the value is blanks, the value will be calculated based upon normal rules.  If specified, the specified value is used.  


                          Order Entry Defaults Screen        21:16:05   2/15/03 

                                 Screen 2 of 2                                  

    Ripple Defaults from Line to Line            Hide Line Item Fields          

             Line Type: _                           Freight Price: Y            

          Sales Person: Y                         Insurance Price: Y            

             Warehouse: _                          Promotion Code: Y            

        Promotion Code: _                           Campaign Code: Y            

       Out Ship Method: _                            Royalty Code: Y            

       Commission Flag: _                    General Legder Index: Y            

       Discount Reason: _                       Special Use Field: Y            

   Discount Percentage: _                         Commission Flag: Y            

         Promised Date: _                      Sales Person Split: Y            

             Hold Date: _                          Ship With Line: Y            

         Freight Price: _                         Ship After Line: Y            

       Insurance Price: _                                                       

         All Ship Data: Y                             Control Defaults          

                                             Skip Line Type Entry: Y            

                                                Use Express Entry: Y            

   Order Addresses    Totals    Header             Hold                         

  New Contact    Screen-1                End Order    Cancel    Accept      


The Ripple Defaults from Line to Line controls whether the default should be automatically changed for new lines once the value is entered by the user.  This causes the default for new lines to match the previous line.  If you specify "Y" for any value, then any new value which you enter in the line item screen will become the default for subsequently entered lines for that order.  This has the affect of a "carry forward" feature when many lines all require similar treatment. 

All Ship Data that is entered onto a line item can be automatically copied into the next line item.  This is particularly useful when entering multiple lines on an order with common shipping data.  The shipping data items that are copied: Ship Date, Need by Date, Shipping Method and Transit Days.  If the item is a returnable item such as a preview or rental, the following are also copied:  Use From Date, Use To Date, Back By Date, Use Days, Back Transit Days, and Back Ship Method.

The Hide Line Item Fields will cause the specified field to not display in the Order Entry Line Item screen.  Set to Yes for fields that are not normally used.  If ARC/400 detects any error in any of these fields during order entry, the field will be displayed.  The Defaults Screen in order entry can be used to override these defaults when necessary.

Control Defaults cause the order entry to operate in the manner specified.  

· Skip Line Type Entry:  controls if the Order Entry line type screen is displayed for new lines.  If Yes, the line type screen is skipped using the default line type for all lines.  However, the user can immediately cancel the product entry screen to enter any different line type.

· Use Express Entry:  controls if the Express Entry product screen will be used as a default or not.  In either case, both Express Entry and Classic Entry are available in all orders with the pressing of the appropriate function key.

  End Order Summary Screen

The end order screen is displayed whenever a user exits an order from either order entry or order maintenance modes.  This screen is useful in reviewing the major aspects of the order such as the ship-to address, the bill-to address, the products, the purchase order number, etc.

                          End Order Summary Information      16:39:59  11/20/98 

 Order:     451 Tp: RG St: OP  Sold to:   12492 Baker & Taylor Video            

Ship-To: Ms. Josephine Jones            Bill-To: Ms. Josephine Jones            

         Purchasing Agent                        Purchasing Agent               

         Baker & Taylor Video                    Baker & Taylor Video           

         7000 North Austin Ave                   7000 North Austin Ave          

         Niles, IL 60714                         Niles, IL 60714                

 PO #: K38884J7____    Campaign: LIST # 2__ Tot:     2,143.26   P:     2,021.95 

 Xref: ____________     PayType: CASH         T:       121.31  SF:          .00 

                                                               DC:         0.00        

 Line Tp St Product         OrdQ ShipQ Method UseFrom  UseTo      Amount      

    1 SL OP QV22931 VHS      109     0 FDEX                       2,021.95    

       Ship: 04/19/03 THE WONDERS OF GODS CREATION  VOL. 1                            

                                      End Order    Return to Order      

The end order screen will display the full ship-to address, the full bill-to address, the customer purchase order, the campaign code, the job contract (xref) cross reference, the payment type, the order amounts (Tot = total amount, P = product amount, T = tax amount, SF = shipping fee/delivery amount, DC = distributor commissions), and the order lines.  Only order line items that either have not completely shipped or have units to be returned are displayed.  Cancelled and completed lines do not display on the End Order Summary screen.

The customer PO number, the campaign code and the job/contact cross reference can be changed on this screen.  Press EndOrder to end the order.  Press Return to Order to return to the order to make any additional changes.

  Order Search and List Screen

                            Order Search & List           14:37:17   1/11/02 

 Order #: _______ Date range: ________ to ________  Customer_PO: _______________

 Sold_To: _289795 __2 Bill_To: _______ Ship_To: _______ Xref_PO: _______________

 Invoice #: _______  Entry User: __________ Ord_Type: __ Ord_Status: __         

                  Arthur Jones - Allstate Insurance                             

 1=Select  2=Inquiry  3=Change  4=Clone  5=Invoices  6=Print  7=Fax  8=E-Mail

Sel Ord #  Tp St  Sold_To_Customer           Ord_Date Ship_Date   Total Amt     

 _    1592 ES PS Allstate Insurance          03/23/01 03/23/01       192.48     

 _    1591 EC OP Allstate Insurance          03/23/01                   .00     

  Clear    Order Entry    Sold-To Search    Fold      Exit    Cancel      

The order search screen is the primary method of finding an order.  The list screen is exactly the same as the search screen, except the initial display uses stored values to immediately display a list based on the stored values in the search criteria.

The search screen requests one or more selection criteria to be entered.  A list of orders that meet all criteria is then displayed.  The selection criteria may be changed at any time to obtain a new list.  Various options are available for working with any of the listed orders.

The following search criteria exist:

	Order Number
	The order number for the desired order.  For orders on hold, the order number is displayed in red.

	Date Range
	All orders in this date range will be listed.

	Customer PO # 
	The end user customer purchase order number.  Use an * asterisk, such as ABC* for a generic search to find all customer purchase orders beginning with the text entered.

	Customer # (Sold-To, Ship-To, Bill-To)
	Orders are listed for any combination of sold-to, ship-to, and bill-to customers.  The Sold-To contact may also be entered which will limit the orders selected to only that single contact.

	Xref PO
	The cross reference number entered during order entry.  For a Distributor Sale, this is the distributor’s PO number.  Use an * asterisk, such as ABC* for a generic search to find all distributor purchase orders beginning with the text entered.

	Invoice #
	The order with the given invoice number is listed.

	Entry User
	All orders entered by a given person are listed.

	Ord_Type 
	All orders of the given type are listed.

	Ord_Status
	All orders of the given status are displayed.


Selection Options for Order Search and List Screen:

	
	1=Select selects this order for future processing and returns to previous screen.

	
	2=Inquiry displays all items of this order.

	
	3=Change displays all items of this order and gives the user the ability to make changes to the order.

	
	4=Clone creates a new order with this same header information and most line information.  After an order is cloned, the cloned from order number is displayed on the order header of the cloned order.  In addition, all newly cloned orders are placed on CLONE hold.  The user should review the order for correctness and remove the clone hold using Hold.

	
	5=Invoice_List displays a list of invoices for this order.

	
	6=Print prints an order confirmation to a designated printer.

	
	7=Fax initiates a fax request for the order confirmation.

	
	8=E-mail initiates a e-mail request for the Order Confirmation 


Function Key or Pushbutton Options Order Search and List Screen:

	
	F3=Exit returns to a previous screen.

	
	F5=Refresh displays the latest order information on this screen.

	
	F8= Order Entry initiates a new order.

	
	F20=Sold_To_Search allows the user to select a new sold-to contact from the contact search screen (see Chapter 3).

	
	F11=Fold toggles between a 1-line display and a 2-line display for the orders on the screen.

	
	F12=Cancel returns to a previous screen.


  Additional Functions

             Place Order On Hold        

       Hold Code. . . . . __________    

       De-allocate Stock:  N            

  Remove General/Clone Hold 

      Cancel    Put On Hold      
  Putting Orders On Hold

When an order is put onto HOLD, no additional shipments will be created for the order.  Any open shipments which exit at the time will create a warning message when a shipment attempt is made, but the shipment can proceed based upon the warehouse personnel's discretion.  Additionally, no additional items will be reserved in stock for the order.  The first three hold codes are displayed on the order header screen.

Orders are placed on hold by using Hold from various order screens.  You specify the hold code and press Accept.  Use a "?" in the field to obtain a list of hold codes.  If you specify a "Y" for de-allocate stock, then all allocated and reserved stock to this order will be released.

Only a "GENERAL" hold or a “CLONE” hold can be removed by the order entry user.  When a general or a clone hold exists, the Remove General/Clone Hold function key will be displayed.  Pressing Remove General/Clone Hold will remove the general hold.  Note: if both a general and a clone hold is attached to an order, Remove General/Clone Hold will first remove the GENERAL hold; a second Remove General/Clone Hold will be required to remove the clone hold.

All hold codes can be removed from an order using the "Release Orders On Hold" selection in the AR menu.  This option allows for the search of orders on hold based upon order # and Hold Code and Customer Number and Entry User.  Various credit management functions can be performed here as well.  

  Credit Checking 

This is an option which can be performed every time an order is exited (entry or change mode).  This option is specified in the Company Control File.  A message is displayed to the user whenever a credit hold is automatically placed.  Credit hold can only be removed using the "Release Orders On Hold" option (see above).  When a credit hold is released, the release date and user ID are entered into the order header screen.  Once the credit hold has been released for an order, no further credit checking is performed for that order.

  Payments with Order (Credit Cards, Checks, Money Orders)

Payments with an order can take various forms.  It might be a credit card, a check, a money order or cash.  To properly record a payment with order and to reflect the prepayment on the customer’s invoice, the Payments with Order screen needs to be completed.

All user tasks are performed from the Payment screen in Order Entry.  This screen can be used for all orders regardless of the status (open and closed orders alike).   Enter any order and click on Payment.  

· Entry of a new credit card payment (automated method)  

· Entry of a new credit/return (automated method)

· Voiding an existing credit card payment (automated method)
· Entry of a new credit card payment (manual method)

· Entry of a check or money order

                     Payment Control for Order 123456                       

         New Amount: ______425.00 (negative amount for credit)  Type: NA  

           Discount: ____________ or Percentage: ______

            Account: _______________________________ CVV2/CVC2: ____      

          Card Type: ________                                             

         Expiration: ________  (enter mm/yy or mm/yyyy or mm/dd/yy)         
      Name of Payee: _____________________                                

   Address of Payee: _____________________ Zip/Post: _________                     

       2=Details    4=Remove/Void                                         

  Sel  Date     Time  Type  Status___________________________Amount___    

  _  06/20/03 04:35 PM NA Authorization Approved                100.00    

      Saved Cards    Post Now    Post Manually                 Return   

Two methods are provided for credit cards; your organization will have decided upon one method or the other.  

The automated method is used in all cases where there is attached credit card software and in cases where the automated processing is desired.  Credit cards are entered using transaction types of AO, NA, CR, VD and PA.  The credit card is authorized either by credit card software or using the Credit Card Transaction screen in AR.  No manual entry is required in Accounts Receivable.

The manual method is used when credit cards should be processed like checks or money orders.  Credit cards are entered using the transaction type of CC, checks using the transaction type of CK, and money orders using the transaction type of MO.   The order is put on Pre-Pay hold after the pre-payment is entered in order entry.  The credit card is authorized manually and the amount is manually entered into AR to release the pre-pay hold.

Use the Payment Control screen at the conclusion of an order after all line items are entered.  ARC/400 will calculate the amount including any shipping and taxes.  The amount will be the summation of any open AR for the order plus any unshipped items.  You can trust the calculation when you quote the full payment amount for the order to your customer.

The discount amount and percentage are used to apply an AR Discount Adjustment to the transaction.  Usage examples are pre-payment or fast payment discounts.  This field is available to Order Entry users if so indicated in the credit card setup screen.  Note:  you can not use this screen to simply add an AR Discount; a payment is required.

The account number is required for all credit card transactions.  One can key a question mark into this field or can click on Saved Cards to view previous card numbers used by the Bill To contact.  You can double click on the card number to retrieve all relevant data into the Payment screen.

The card type will be determined by ARC/400 if left blank.  

The expiration date of the card is always required.  Enter in a format of mm/yy or mm/yyyy or mm/dd/yy (dd/mm/yy for UK users).  

Use the CVV2/CVS2, name of payee, address of payee, and zip/post as required by your setup and by your bank.

Use the Post Now or the Post Manually  or the Put on Pre-Pay Hold to complete the credit card request.  

The Type field determines the type of credit card request.  Under most circumstances, ARC/400 will select the appropriate credit card request type.  The valid types in credit card processing are:

· AO 
Authorize Only.  This is used for Mail Order/Telephone Order situations where the initial request merely authorizes the card.  It is typically followed up with one or more PA Post Authorization transactions during invoicing.

· NA
Sale and Deposit (also called Normal Authorization).  This is used when the card needs to be settled immediately such as when the items have already been delivered or invoiced to the customer.

· VD 
Void.  Any credit card transaction can be voided if either a) it has not been captured, or b) the capture has taken place today.  To void an older, captured transaction, use a CR credit request.

· CR 
Credit/Return.  This is used if it is too late to void a transaction or if the account needs to be otherwise credited.  Simply enter a negative number in the amount field to create the CR entry.  One need not also enter a type of CR as this is implied by the negative amount. 

· PA
Post Authorization.  Use this transaction if you received an authorization number from your bank over the telephone.  ARC/400 will also use a PA transaction during invoicing to match against a previous AO request.

· CC
Credit Card (manual method) Use this transaction if your organization does not have attached credit card software and elects to process credit cards manually.

· CK
Check Use this transaction for all checks.  

· MO 
Money Order Use this transaction for all Money Orders and Cash.

A VD void request can only be selected from the list of transactions at the bottom of the window.  If selected, all non-captured amounts are immediately voided; any captured amount entered on the same day will be eligible for the void transaction.  Older, captured transactions can not be voided; use a Credit/Return instead.

  Taking Credit Cards to Pay Existing Invoices

It is easy to use ARC/400 to take a customer credit card to pay an existing order balance.  Simply find the order using Order Search.  Display the order and click on Payment.  The open order plus the AR balance amount will be displayed.  Enter the appropriate information and post for payment.   

  Managing a Customer’s Credit Card Information

 When a credit card is entered into ARC/400, it is saved.  Once can review, change and remove saved credit cards when using the Payment screen in Order Processing.  Note:  CVV2/CVC2 information is never saved after the card is processed in order to comply with credit card industry security standards.
CREDIT CARD SELECTION

     1=Select 2=Change  4=Delete

   _Sel  Type     Card Number_______

     _   VISA     4427xxxxxxxx6383
     _   MSTR CRD 5000xxxxxxxx2002
     _   MSTR CRD 5488xxxxxxxx9393
     _   VISA     4806xxxxxxxx9263
New Card    Cancel
Use options 2 and 4 to change and/or delete a card from the system.  When one changes or adds a new card, the following screen is displayed.

                           Credit Card Maintenance                           

            Account: _______________________________ CVV2/CVC2: ____         

          Card Type: __________                                              

         Expiration: ________  (enter mm/yy or mm/yyyy or mm/dd/yy)          

      Name of Payee: ___________________________________                    

   Address of Payee: ___________________________________ Zip:                

                               Cancel    Accept                              

  Shipping Charges

Shipping charges are calculated based upon your installation options.  See Shipping Fee Methodologies in the Warehouse Operations chapter of this manual.
You may also use "quoted shipping charge".  This is an amount which applies to the entire order and is not associated with any line item.  Quoted charges are added to the order on the Totals screen.  The quoted charges will be added to the next invoice.  This amount is in addition to the shipping charges added in the line items.  See the Totals Screen for more information.

  Canceling an Order or Line Item

A line item may be canceled at any time.  Any units that have already been shipped (shipped quantity) or are ready to be shipped in the warehouse (scheduled quantity) will not be canceled by the cancel operation.  All reserved, backordered, future and other not shipped quantities will be removed from the order line item.  

If the remaining quantity on the line is zero, the status is changed to CN for canceled.  If only shipped quantity remain on the line item, the status is changed to SH for shipped.  If both shipped and scheduled quantity remain on the line item, the status is changed to PS for partially shipped.

Canceling an order will apply the above rules to all lines on the order.  The status of the order will be changed CN, PS or SH exactly as the line items except the quantity depends upon the total of all lines.  For example, the status will be CN only if all lines are canceled.  The status will be PS if only one line has a PS status.

If an order line has a packing list printed in the warehouse and is ready to be shipped, this is signified by a scheduled quantity on the order line item.  For these items to be canceled, the packing list needs to be canceled in the warehouse first.  Then the order can be canceled.  Note that by canceling a packing list in the warehouse will put that quantity on backorder.  Therefore, it is important to cancel the order (again if necessary) after the packing list is canceled.

  Cancel an Item on a Packing List

If you attempt to cancel an order or cancel a line item where the item is already included on a packing list, a warning window will be displayed giving the options of canceling the item on the packing list.  If the option is not taken, the item will not be canceled on either the order or the packing list.  If the option is taken, the item on the packing list as well as the item on the order are canceled.

       Shipping Document Cancel Warning       

   Items on Canceled Order are printed        

   on packing lists.  Enter a Y to cancel     

   the packing lists or N to not cancel the   

   packing lists.                             

   Cancel_Packing_List: N  Scope: PACK LIST   

                             Accept      

Use a “Y” on the Cancel_Packing_List to cause the packing list to be canceled.  The scope can either be Pack List or can be Line Only.  If Pack List is selected, the entire packing list is canceled if just one item on the packing list is to be canceled.  If Line Only is selected, only the lines on the packing list are canceled when an order item is canceled.  Of course, if you are canceling the entire order and have selected Cancel Packing List of “Y” then it does not matter what the scope is since all items will be canceled.

Note: if a packing list is canceled, this does not necessarily cancel the items on the order.  You could cancel one item on an order and still cancel the entire packing list.  In this case, any other items on the order will be rescheduled onto another packing list in due course.

  Clone an Order or a Line Item

One can clone an order by using the clone option on the order search and list screen.  This  feature will clone the header information and most line items.  Lines which are not cloned are cancelled lines and conversion lines.  All past ship dates are updated to the current date.  Sales assignments for all lines are updated based upon current sales assignment definitions.  The cloned order is put on CLONE hold.  You can then change the sold-to customer by using Chg Cust on the Order Header screen.  You can then change the ship-to and/or the bill-to by using Order Addresses from most order screens.  Remove from hold to allocate stock to the order.

One can change the order type of any RG, BO or QT order when the order is cloned.  The order type can be change to any RG, BO or QT type.

The cloned from order number is displayed on the new, cloned order’s header screen.

You can clone a line item by using an option on the order processing list screen.  This function copies many of the pertinent information from the cloned from line number and inserts this information into a new line.  ARC/400 will display the line in full screen and entry mode to be processed by the user exactly like any other new line.

  Order and Line Item Comments

                      Order Line Comments        

  Up    Dn               Line Item 3                Location: I       

     1  We have agreed that a 10% stocking fee will be assessed    

     2  if this item is returned.                                  

     3                                                             

     4  I hope that you enjoy this product.                        

     5                                                           + 

  Order Header Comments      Exit    Cancel    Accept       

Comments are available for an order and comments are available for each line item.  These are entered from the order processing list screen and from the line item screen.  These comments can be used to print on the invoice, the packing list or merely displayed for internal purposes.

Order comments and line comments need a location code specified.  Use a "?" in the field to obtain a list.  Common locations are invoice, packing list, both, and neither.  In all cases, the comment will be available for display for internal purposes.

For printing on invoices and packing lists, the order comment is printed at the beginning before any lines are printed.  The line comments are printed following the printing of the line item and any other line level printed information.

  Order Entry Notepad

The order entry notepad is a method of documenting the specific customer requirements pertaining to customer orders.  When the order entry notepad is established for an organization or for a contact, the notes are displayed whenever a new order is entered or whenever an existing order is changed.  See Chapter 3, Customer Service for more information.

  Interface with Other ARC/400 Components

	Purchasing
	The purchasing system is accessed directly from the order processing list screen and the line item screen.  The purchasing display will list all purchase orders that are open for the product referenced in the line item.

	Product Information
	The product records are directly accessed from the order processing list screen and the line item screen.  The full scope of product screens are available including the product title master, the product extension, the warehouse balance, the product structures, pricing, features & benefits, and annotations.


  Shipper Interface 

ARC/400 includes an optional interface with the Pfastship, UPS WorldShip, Pitney Bowes, Endicia and other supported systems.  Such an interface makes shipping easy and fast.  See Chapter 13 Systems Administration for installation details.

                        Shipping Carrier Interface        14:37:42   8/09/96 

 Order:     405 Tp: BO St: PS  Sold to:   10387 George Washington University H  

                               Contact:   1 Mr. Richard Jay                     

               Payment Type: 1 Prepaid by Sender                                                 

            Account to Bill: __________                                         

                    Company: John’s Drywall Construction_________                 

                    Address: 3245 Tech Park______________________               

                             ____________________________________               

                             ____________________________________               

                City/St/Zip: Lansing__________________ MI 48910__ ____          

             Declared Value: ________        UPS Notification Option: E         

          Signature Release: N            UPS Notification Recipient: SOLD-TO__   

          Saturday Delivery: N                                                  

       Residential Delivery: N                                                  

   Defaults    Order Addresses    Totals    Hold     Payment    New Contact     

  Comments                               End Order    Cancel    Accept      

Of course, the interface requires line items with a shipment method which is assigned to the appropriate carrier.  See table 036 for a definition of each shipping method and its linkage to the carrier interface and the carrier class of service codes.  Usually, the defaults are used and this screen need only be accessed for special features such as:  third party billing, insurance valuation, signature release, Saturday delivery and residential delivery.  

Entered values may be overridden by the shipping clerk during shipment acknowledgment.

  Concept of Shipment Numbers, Order Numbers, Line Numbers

Every order has a number which is seven digits.  It starts with one and is incremented by one for every new order.  Therefore, the order number may look like: 0007238 or 7238.

Each order has lines associated with it where the shipped and/or billed item is entered.  Each line has a number which is four digits.  It starts with one and is incremented by one for every new line on that order.  Each order starts with line 0001.  

It is likely that one order is shipped in multiple shipments.  Even one line can be shipped in multiple shipments.  Each shipment has a number which is three digits.  Each shipment for an order starts with number one and is incremented by one for each shipment for that order.  Therefore, the first shipment for order 38 would be 0000038-001 or 38-1.  The second is 0000038-002, etc.

Each shipment will have lines associated with it.  The shipment uses the same line numbers as the order which is being shipped.  Therefore, the packing list which is the list of items being shipped for that shipment will have line numbers which may be discontinuous depending upon which lines get shipped when.

  Concept of Convertible Lines and Conversion to Sale Lines

ARC/400 is unique in that it tracks items which are shipped, but not committed to sale yet.  These are previews, rentals and consignment.  These line types are collectively referred to as convertible line types because they can be converted to sale.  The various line types used for converting a convertible line type to a "sale" is referred to as a conversion line type.

A convertible line type is the shipment of inventory which remains the property of the company but is being used for a specific purpose for a specific time period.  Because it is the property of the company, these items are tracked very carefully and offer special processing.  

All convertible line types are expected to be either returned to the company or converted to sale.  There are no other options to clear an order with a convertible line type on it.  All orders with outstanding convertible line types will have the "out" quantity displayed on the line item screen.  The order will remain open while any convertible line is still outstanding.  The order will be closed only when all items are either returned or converted to sale.

The convertible line type has some unique qualities which are:


Cost of Goods Sold is not charged until the item is converted to sale.


The convertible line type may have a unit list price associated with it.  For example, you may take a $500 item and rent it for 5 days for $100.  The sale list price is $500.  The rental transaction will have a list price of $100.  


Multiple list prices such as multiple rental prices based upon different usage lengths are supported.  If this occurs, a screen will list your choices for your selection during order entry.

· A usage period is calculated.  The "Back By" date is important because it drives the dunning procedure.

· Extra Day Pricing is supported for situations where the length of the usage period may be changed by the user.  This usage period change will affect the price charged to the customer.


Rental extensions and other extensions for convertible line types are entered on the line item screen by changing the "back by" date at any time while the item is outstanding at the customer's location.

  Series Processing (Order Entry Bill of Materials)

This topic is covered here only in terms of its relationship with order processing.  For a complete description of this topic, see OE-BoM processing in the Chapter 4.

Using the Order Entry Bill of Materials (OE BoM) feature, the order entry person enters one line item and ARC/400 will add additional (component) lines to the order immediately after the one entered by the entry person.  ARC/400 propagates line item information into the component lines as appropriate.

There are two types of series processing: Assembly and Link.  

· With assembly (ASBL), the line entered by the user is only a placeholder for the component lines; it is not shipped or billed as such.  For example, if there are three separate items that could be purchased together with special pricing, one would create an “assembly product” that would represent the three physical products.  The entry person enters the assembly product number for reference, and  ARC/400 enters the multiple shipment line items immediately after it.  

The assembly item has a product number on the data base and can be treated much like any other product.  It can have its own list price and promotional price.  So, if one had a group of items which together had special pricing, ARC/400 will allocate the assembly price to each component line according to the revenue allocation formula which is defined when the OE-BoM is created.  Billing will occur at the component level as items are shipped, just like any other product.  

· With link (LINK), the line entered is a real item but it is linked to other items which would normally be shipped with the main item.  For example, if there is an item that has a user manual shipped with it, the main item can be linked to the user manual so that the entry person only has to enter the main item.  The entry person enters the linked product, and  ARC/400 enters the supporting shipment line items immediately after it.

In a OE-BoM group, the main product will have a type of ASBL or LINK.  The components will have a type of COMP (for component).  In the Order Entry List screen, the type is displayed for all order line items.  

After a ASBL or LINK item is entered by the entry person, ARC/400 uses the entered information to create the component lines on the order.  If you change or work with a ASBL or LINK line item, the changes get automatically moved to all the components.

You have the ability to change and cancel any component of a series just like any other line.  Some component line fields are integrated with the series line fields so that if you change the component line fields then you will be unable to change the series line anymore.  These integrated fields are the quantity and the price fields.  However, other fields can change and will not affect your ability to change the series.

Once a component gets shipped, you will not be able to change the ASBL line anymore.  You will need to make all your changes at the component lines.  

If the OE BoM is entered as a convertible line type, such as a preview or a rental, there is special consideration when the line is converted to sale.  One would identify the ASBL or the LINK line item as the line being converted.  

· If the conversion line is a bill only type of a line, the conversion will copy the components from the convertible line’s OE-BoM structure in the order.

· If the conversion line is a shippable line type, the order entry program will rebuild the OE-BoM from the Bill of Materials file.  This allows the components to be different between the original shipment lines (rental) and the conversion to sale (sale) transaction.

  Product Pricing

A list price is determined using the pricing files which are maintained using List Price Maintenance in the File Maintenance Menu.  Pricing uses a complicated pattern of records which are based upon the sales division or price list code, the product number and the line type.  Additionally, effective dates for any price can be established.

ARC/400 will attempt to calculate the appropriate list price when a new line is entered.  Once the list price is set, the user can change the actual price to whatever is required.

If no list price can be calculated then a zero list price is used.  This situation is usually the result of incomplete or inaccurate pricing maintenance.

If ARC/400 determines multiple list prices may be appropriate, a list of these prices will be displayed for the user to select the appropriate one.  This situation occurs if special pricing is effective or if multiple preview or rental prices are in effect or if inaccurate pricing maintenance is performed.

To understand the pricing display, you must understand the defaults.  In the pricing files, if the price pertains only to one sales division then the sales division is specified.  If the price applies to ALL sales divisions, then "blanks" are used in the sales division field.  Similarly, if the price pertains only to one product then the product is specified.  If the price applies to ALL products, then "blanks" are used in the products field.

The pricing routines will attempt to select a list price from the most specific case first and move to the most generic case.  

Example 1:  All sales divisions use the same pricing.  Half the products have a list price of $100.  The other half are varied.  The solution is to use "blanks" for all sales division fields so all prices will apply to all divisions equally.  Enter one record with "blanks" for the product,  "SL" for the line type (for sale), and 100 for the price.  Then enter multiple records, one for each product with a price different than 100, specifying the product number, "SL" for line type, and the correct price.  The default value for product has saved lots of data entry.

Example 2:  Sales division ED sells product 123 for $200 while other sales divisions sell it for $180.  The solution is to set up one record with a sales division of "ED" and a product number of "123" and a line type of "SL" and a price of $200.  Set up another record with "blanks" for the sales division, and a product number of "123" and a line type of "SL" and a price of $180".

Example 3:  All products have a variety of sale prices, some have a variety of rental prices, the ED sales division provides free previews prior to a sale, and other sales divisions charge $25 for all previews.  The solution is to set up one "sale" record for each product with a "blanks" in sales division, the product number in its field, "SL" in line type and the appropriate price in the price field.  Additionally, each product with special rental pricing will have a record entered with "blanks" for sales division, the product number is its field, "RT" for line type, and its rental price in the price field.  Then there is one generic rental record to cover the remaining products which all have the same rental price:  "blanks" for sales division, "blanks" for product number, "RT" for line type, and the generic price in the price field.  Lastly, two records are needed to cover the preview example:  first, "ED" for sales division, "blanks" for product number, "PV" for line type, and zeros in the price field.  Secondly, "blanks" for sales division, "blanks" for product number, "PV" for line type, and $25 for price.

In the above, the issue of usage days was ignored.  All preview and rental line types must have a usage days number so that ARC/400 can calculate the specific dates that the item will be used and when the item can be expected to be returned.  This feature can allow for multiple preview and rental prices based upon different usage periods.  

Promotional pricing is established using the Promotional Price Maintenance option in the File Maintenance menu.  Promotional prices are special prices that may be in effect for a specific period, or are afforded the customer because of a special deal such as a "new customer" discount.  Promotional pricing can establish a special price for a product or just a special discount percentage.

A promotional price may be linked to a marketing campaign.  So, when the order is entered as a part of that campaign then the promotional price is used.

Example 1:  You want to provide a 15% discount to all new customers.  The solution is to set up a promotional price record with "blanks" for sales division, "blanks" for product, "NEWCUST" for the promotion name, zeros for price, 15 for discount.  When the promotion name of "NEWCUST" is used in order entry, the price will be adjusted by 15%.

  Price Discounts

There are four types of discounts that may apply to an order entry line item which will automatically affect the sale price.  These are Customer Discounts, Promotional Discounts, Line Quantity Discounts, and Order Quantity Discounts.

Customer discounts are established for a customer locations and the discount value is entered into the customer location screen.  The percentage discount will be entered into all line items automatically.  The order entry person can override.

Promotional discounts are established when a promotion code is used.  The order entry person enters the promotion code and ARC/400 attempts to determine if this promotion code relates to a pre-established discount.  The promotion discount is specified in the Promotion Pricing Maintenance screen.  A promotional price may be linked to a marketing campaign.  So, when the order is entered as a part of that campaign then the promotional price is used.

Quantity discounts are defined in the Quantity Discounts Maintenance screen.  These are typically a sliding scale of discounts based upon the quantity level ordered.

Line level quantity discounts are calculated during the entry of the line item.  These discounts may be based upon the producer, the product, or the extension.  

Order level quantity discounts are calculated at the end of the order or when the Totals screen is displayed.  The total number of units for each group of discount eligible transactions is calculated.  Groups are defined using the Order Quantity Discount Group codes in the product extension screen.  Based upon the total number of units for each group, the discount is determined and applied to line items.  

Each of these discounts are determined when the order is entered or maintained.  These four discounts are calculated separately for each line.  Depending upon the option selected in the Company Control File, the entered discount will either be the summation of these four discounts or the highest of these four discounts. 

The order entry screen will calculate the list price and the best discount which should apply and enter this information for you on the line item screen.  As quantities, promotion codes, sales divisions are changed by the user, the discounts will be automatically adjusted appropriately.  

If the user enters a discount percentage or a price, the user entered information will be used and no further automatic discount calculations will occur for that line.

The Customer Order Line Type table (table 902) will specify whether a specific line type is eligible for quantity discounting.

For returnable/convertible lines (e.g. previews and rentals), discounting will apply to both the initial preview/rental line as well as the quoted sale price.  Each of these are calculated separately since different parameters would apply to each.  However, no automatic discount calculations occur during the conversion line because this was done in calculating the quoted sale price.  

Discounting when used with Preview Library Support will use the pricing and discounts levels of the product and line type used in the conversion to sale line.  Using Preview Library Support, the conversion to sale line may actually change the product extension, line type and warehouse automatically.  By using only the “convert to” information, less data entry is required.

Discounting does not apply when the list price is zero.  This is the case when either the price has not been entered or there is an error in the pricing definition tables.

For Bill of Material Processing, discount calculations occur during the entry and maintenance of the ASBL or LINK line.  No further discount calculations occur for the component level lines.

  Inventory Control

Inventory Control procedures are beyond the scope of order processing, but some understanding of product information is important.

	Product Numbering
	Every product has a product number, a two character version, and a four character extension.  The version and extension can be blanks.  

	Primary Version
	Versions are often used for different language versions or other versioning of the primary product.  

	Primary Extension
	Extensions are used for different formats, sizes or versions of a single product.  

	Primary Warehouse
	This is the ship from location which could be an actual company warehouse location or can designate an outside (drop ship) organization.

	Version, Extension, and Warehouse Defaults
	ARC/400 will attempt to determine the “most appropriate” version, extension, and/or warehouse if not entered by the user.  The following order of precedence is used in determining defaults:

1. First, if the user enters a fully qualified product number that is active in the database, this number will be used without change.  In all cases, ARC/400 will never change any value that is entered by the user.

2. Next, the Preview Library files are searched to identify defaults based upon the line type entered.  Only Preview Library entries marked with a “Use as Default” will be used.

3. Next, the default version, extension and warehouse from the product records will be used.

4. Next, the defaults from the Sales Division table (040) will be used.

5. Next, the defaults from the company control file will be used.

Once a valid product is found, no further defaults will be used.

For warehouse only, if the above defaults do not find a valid warehouse then the first warehouse code found will be used.

	Multiple Level Product Data Base
	The product data base consists of multiple levels.  

The product number is defined in a product title record.  This record contains information which is common to all extensions and to all warehouse locations for this product number.  This record includes the logical aspects of the product.

The product number with the version and extension code is defined in the product extension record.  This record contains information which is common to all warehouse locations for this product number and extension combination.  This record includes the physical aspects of the product.

The product number with the extension code and the warehouse code is defined in the warehouse balance record.  This record contains information which is unique to a particular warehouse such as the quantity of an item in stock.

	OE-BoM
	This refers to the Order Entry Bill of Materials.  

A "COMP" OE-BoM type means that this item is a component in a assembly grouping.  The component is an item that can be shipped and billed like any other item.

A "ASBL" OE-BoM type means that this item is an assembly finished good item which will be exploded into one or more components.  An "ASBL" item will have a OE-BoM structure available in the OE-BoM screens.

A "LINK" OE-BoM type is very much like a "ASBL" except the assembly finished good item also acts like a component.

	Product Status
	A product can have a status of "ACTIVE", “INACTIVE”, "WITHDRWN", "HOLD", or "NO BKORD".  The status can be applied to the product title record, the product extension record or the warehouse balance record depending upon the scope of the status.

"ACTIVE" is the normal status for all products.  Note: user defined status codes can be established; all of which will be considered as ACTIVE to ARC/400.
"INACTIVE" is used to remove a product from marketing.  

"WITHDRWN", for withdrawn, is used to remove a product from marketing.

"NO BKORD" is used when an item can be sold, but should not be placed on backorder.  Used to sell current stock only.  When entered on an order and placed on backorder, the order entry user will receive a message and any backordered amounts will be cancelled.

"HOLD" is used to temporarily withdraw a product from marketing.

Only "ACTIVE" products can be entered into a new order.  Existing orders will receive a warning message when the product is not "ACTIVE".

Product Search is restricted to "ACTIVE" products unless overridden by the user.  Therefore, if you can not find a product that you are sure is on the data base, it has a status other than "ACTIVE".

	Non-Inventoried Item
	A product in the data base can be defined as non-inventoried.  In this case, no counts are maintained for the item.  ARC/400 assumes that there is an infinite supply and that any low counts will be handled outside the system.  An example might be a box of one page flyers or a barrel of nails.

	Non-shippable Items
	A product in the data base can be defined as non-shippable if the item is intangible and can not be shipped.  Best examples are services and usage rights .  These items will be billed directly without ever being included on a packing list.  They are treated as a bill-only item.

	Taxable Items
	A product in the data base can be defined as taxable or not.  If not taxable, no taxes are computed.  If taxable and the sold-to customer location is taxable, then taxes are computed.

	Commissionable
	A product in the data base can be defined as commissionable or not.  If not, no sales credit will be given to any sales person.

	Sundry Item
	A sundry item is a product not defined to ARC/400.  There is no product number.  You can ship and bill a sundry item by using the SN for sundry line type.  You will need to enter the name or description of the product.  

	Miscellaneous Item
	A miscellaneous item is a item not defined to ARC/400.  There is no product number.  You can bill a miscellaneous item by using the MS (miscellaneous) line type.  You will need to enter the name or description of the item.  These items are treated as bill-only.


  Ship/Bill With Feature

The Ship/Bill With feature is used in order entry to cause a line item to be shipped and/or billed with another line item.  This allows for greater control and flexibility over the shipping and billing of products.

To use in order line item (entry or change mode), a line number is entered into the ship with field on the order line item screen.  For example, if you want line 5 to ship with line 3, the Ship With field in line 5 will specify a 3.  

Rules:

· Any number of line items may ship with another line item.  If you have several lines that need to ship together, enter the first line item number into all of the other Ship With fields in the other line items.

· There is no need to specify a Ship With number in a line that is being shipped with.  For example, if line 5 specifies a Ship With line number of 3, line 3 needs no designation in its ship with field.  However, if line 3 was specified with a ship with line of 3, it is accepted and treated as documentation for your understanding purposes.

· A Ship With number has to be previous in the order.  For example, line 5 can specify line 3 but can not specify line 6.  All Ship With numbers must be the same as or lower than the line number in which it is contained.

· No daisy chaining allowed.  If one or more lines are shipping with a specified line number, then that specified line number can not be shipping with another line.  For example, if line 5 is shipping with line 3, line 3 can not be shipping with line 1 or 2; line 3 can only specify line 3 or blanks in its Ship With field.  

· Any number of lines can specify the same Ship With line number effectively grouping all of these lines together to be shipped together.

· If Ship Together was specified for a OE-BoM grouping, the Ship With fields are automatically set for you.

· None of the lines in a Ship With group can have a status of Shipped, Partially Shipped, Cancelled, or Pending.

All Ship With lines that will be shipped together (lines with the same Ship With line number) must specify the same warehouse and must have the same shipping/billing parameters (dates, ship methods, etc.).  If you change shipping/billing parameters on any one line, ARC/400 will change the shipping/billing parameters on other lines items for you to maintain this rule.

If the rules sound complicated, do not worry.  ARC/400 maintains strict control over these rules so you will receive an error message if any rule is broken.  In addition, ARC/400 will bend Ship With rules if it becomes impossible to ship and or bill an item.  For example, if line 5 is to ship with line 3 but line 3 has already shipped or is already on another packing list, ARC/400 will ignore these shipped lines in preparing the packing lists to be shipped.

  Conversion Lines Considerations

When entering a new conversion line (such as a conversion of a rental to a sale, CR type), the order processing programming will verify that the line being converted is fully eligible for conversion.  To be eligible, the line must be a compatible type (for example, a conversion of a rental to a sale will check that the original line is a rental).  

After a conversion line is entered into an order, nothing happens immediately.  If there are other shipping line items on the order which are ready to be shipped, the shipping and/or invoicing of the conversion line will be attached to the other lines and may possibly delay the invoicing of the conversion line.  This is especially important if the conversion line is a bill-only type line and it gets attached to a shipping line for consolidated invoicing.

Note:  since the conversion line may not be invoiced immediately after entry into an order, it is possible that the situation may change.  For example, the line being converted may be returned by the customer.  Or, another order entry line can be entered to duplicate the conversion of the original line.  

  Contract Order Types

ARC/400 supports limited contract order types where the arrangement with the customer will result in a series of transactions over a period of time.  These order types are:

· Monetary Plans

· EDL Employee Development Library
  Monetary Plans

A monetary plan is an order type where the customer will “deposit” monies in the account in advance of any shipment transaction in return for a discount percentage when the future shipment transactions take place.

Monetary plans support a concept called “convenience invoicing”.  This is where the customer is billed in advance.  The billing is tracked in the AR system, but the monies are also tracked as deferred revenue.  Sales do not occur until the shipment transaction occurs.  The convenience invoice is delivered to the customer as any other invoice and paid like any other invoice.  General Ledger transactions support the transfer of monies to and from a deferred revenue and sales accounts.

To enter a monetary plan, open a new order with an order type of MP.  The screens and the transactions for a monetary plan are exactly the same as other orders.  Use this one order number for all transactions associated with this monetary plan.  Using another order number will result in ARC/400 thinking that the second order is not associated with the first.

The monetary plan control screen is displayed as the first screen for new orders.  It can be displayed for existing orders using RB/Plans from most order screens.

                           Monetary Plan                  3:01:01  10/31/98 

 Order:     453 Tp: MP St: OP  Sold to:   10072 Fox Instrument Co.              

                               Contact:   1 Ms. Barbara Burton                  

            Status: ACTIVE__                  Next Billing Date: ________       

     Business Type: REGULAR___      Next Billing Amount-Product: _______.00     

   Expiration Date: 10/31/99                                                    

 Reference_Product: ______________                                                     

      Sales_Person: BUSN  ____                                                  

                Renewal Amount: _______.00                                      

      Last Renewal Notice Date: ________                                        

     Last Renewal Notice Cycle: __0                                             

    Hold_Shipments_Til_Payment: Y                                               

               Contract Amount:          .00                                    

              Remaining Amount:          .00                                    

                                   -product-       -taxes-     -freight-        

                 Billed Amounts:          .00           .00           .00       

                  Shipped Value:          .00           .00           .00       

                Unshipped Value:          .00                         .00       

   Defaults    Order Addresses    Totals    Hold     Payment    New Contact     

  Comments                               End Order    Cancel    Accept      

	Status
	Status may be ACTIVE, CANCELED or HOLD.  The normal status is ACTIVE allowing all contract functions.  The CANCELLED and HOLD status will allow normal transactions to be entered, but no shipments will occur.  If the status is CLOSED or CANCELED, the order will be closed if the contract amount is equal to the shipped amount.  

	Business Type
	The business type defines the “deal” with the customer.  Unless a reference product is entered, the description of the business type is used on convenience invoices.  The business type will also define discounts.  See Business Plan discounts.

	Expiration Date
	Defines the end of the monetary plan contract.  After this date if the contract amount is equal to the shipped amount, the order will be closed.  This date is also used for renewal processing.

	Next Billing Date and Amount
	The date of the next convenience invoice.  To bill immediately, enter an equal sign for today’s date.  The amount of the convenience invoice is also entered.  To credit a convenience invoice, enter a negative amount.

	Reference Product
	Optional.  Enter a product number to cause the product’s description to be used as the line description on the convenience invoice.  

	Sales Person
	Optional.  Enter the sales division and the sales person for these transactions.  This sales person will be used for display purposes in the convenience invoice and will become the default sales person for line transactions.  Entry of a sales person here will enter the same information onto the defaults screen.  See the Defaults Screen.

	Renewal Amount
	Amount used for renewal notices to renew the contract.

	Last Renewal Notice Date
	The most recent date in which a renewal letter was sent.

	Last Renewal Notice Cycle
	The cycle number for renewal letters.  The cycle determines the letter to be sent.

	Hold Shipment Until Payment
	Specify a Y to inhibit all shipments from this order until all convenience invoices issued under this plan are paid in full.

	Contract Amount
	Calculated amount.  This is the already billed amount plus the scheduled to be billed amount.

	Remaining Amount
	Calculated amount.  The contract amount less the value of items shipped or to be shipped.

	Billed Amounts
	The actual billed amount through convenience invoicing.

	Shipped Value
	The value of shipped goods under the contract.

	Unshipped Value
	The value of booked, but not yet shipped goods under the contract.


  Controlling Monetary Plans

Monetary Plans are controlled through the Company Control File, the Plan Rates File and various system tables.

The Monetary Plan menu includes the items necessary to control plans.

 COSENTINO  Mnu: 46         Monetary Plan Control         10/31/98  6:25:43  VAL

                  01 Monetary Plan Code Definition                              

                  02 Business Plan Discounts Definition                            

                  03 Run Monetary Plan Invoicing                                

                  04 Company Control File Controls                              

                  05 Plan Deferred Revenue Status                               

                  06 Open Monetary Plan Invoices                                

                  07 Open Monetary Plan Balances                                

   Select Option: __     CodeTables                                My Main Menu   

Monetary Plan Code Definition is used for specifying the valid list of Business Types used by the monetary plans.  This is table 811.

The Business Plan Discount Definition control the automatic discounting relating to a plan contract.  This definition is optional depending upon the need for discounting.

The Company Control File Controls allow for setting overall defaults.

  Business Plan Discounts Definition

Discounts can be automatically calculated for all monetary plans with a different discount based upon the business plan, the product type and the transaction type.  The business plans must be defined in table 811 which is the list of valid business plans.  The product type is determined by the extension code of the product.  The extension code table (number 828) identifies the product type for each unique extension code.  The list of valid product types are found in table 953.  The transaction type is the line type code inputted when first entered into the order.  Valid line type codes are found in table 902.  The product type and the transaction code entries in the monetary plan rate table are optional.

When ARC/400 calculates the discount percentage, it is placed into the order and can be subsequently changed by the user.  A discount reason code of PLAN is automatically entered.

                Business Plan Discounts  - Detail Screen      6:48:40  10/31/98 

                              Add Mode                                          

                   Business Plan . . REGULAR___                                 

                   Product Type. . . __________                                 

                   Transaction Type. __                                         

                   Discount Percent. _12.50                                     

                                 Exit    Search Screen    Add New Record      

  The Company Control File Controls for Monetary Plans

              ARC/400 Company Control File Maintenance   11:50:32  10/08/05     

                       Monetary Plans Control Fields                            

                        Plan Business Type: REGULAR___                          

                           Contract Length: _12 Months                          

               Monetary Plan Tax Treatment: C                                   

          Monetary Plan Ship Fee Treatment: S                                   

             Plan_Discounting_Group_Option: G                                   

                      Default_Billing_Type: REGULAR___                          

                Duplicate_Shipment_Warning: Y                                   

                         Default_Line_Type: __                                  

                                          Exit    Cancel    Accept      

	Planiness Type
	The default business type for all new contracts.  See monetary plan code definition.

	Contract Length
	The length in months as the default value for new contracts.  This value is used to calculate the expiration date.

	Tax Treatment
	Should tax be calculated with the Convenience Invoice or with each shipment?  Specify a C or S.  Tax will either be calculated with the convenience invoice or with the shipment, never both.

If tax is determined with Convenience invoices, a tax field will be displayed on the Monetary Plan screen in order entry.  This tax field is ONLY used for tax credits that are not tied to the amount billed.  For example, tax was originally billed for a non-taxable customer and the tax must be backed out.  

Tax will be automatically calculated for the amount billed so the tax field is seldom used. Please note that tax will be allocated to the current period in which billed rather than deferred like the remaining contract value.

If tax is calculated with the shipment, the contract value will be used to pay the full amount of the invoice including the tax.

	Ship Fee Treatment
	Should shipping fees be calculated with the Convenience Invoice or with each shipment.

If a shipping fee is calculated with the convenience invoice, the amount must be entered with the product amount as freight is never pre-calculated by ARC/400 with a convenience invoice.  The amount paid for freight is considered a part of the contract value.  

If freight is calculated with the shipments, these charges are deducted from the contract value to pay the shipment invoice.


  Plan Business Contract Order Type

Renewable Business (RB) is meant for business situations where items are shipped to a customer on a contract basis where periodic billings occur to maintain the customer’s right to use the product.  This is very similar to a long term rental where the rental is paid similar to a magazine subscription.

Each RB contract is tracked with an RB order type.  The RB order will be maintained as long as the customer has goods in his/her possession.  The RB order is used for tracking and shipping purposes.  Billing occurs with a billing screen which creates a bill only order based upon the parameters and products in the RB order.

Periodically, renewal notices are sent to the customer using the Notice Program.  The notice program allows for the creation of a renewal notice letter, labels, a pro forma invoice and the scheduling of a sales follow up call.  After the customer has responded positively to the renewal notice, the billing screen is used to generate the final bill and AR.

Business Events

Enter a new contract
To enter a new contract, use order entry and specify an order type of RB.  Enter the items to be shipped.  Do not enter pricing at this time.  Use RB/Plans to enter the RB screen.  Enter the business type and other information if necessary.  End the order.  Enter the billing screen and follow the instructions to create the contract invoice and AR.  If the money has been prepaid, use normal prepayment procedures.

The first contract billing
Use the billing screen immediately after entering the RB order

Making product changes to existing contracts.

New products are always added and shipped within the original RB order.  It is best to add or delete products from the RB order prior to the annual billing.

Cancellations
All cancellations are specified in the RB order.  Use RB/Plans to go to the RB screen.  Change the status to canceled.

Credits and AR
Follow the same procedures as with any other order.

Renewals
Once a renewal is to be booked, the billing screen is used.  Follow the same procedure as with the original billing.  The billing screen will re-set the renewal date in the RB order for the next renewal cycle.

Customer Returns
These are returned and updated into the RB order line any other order.  No special consideration is needed by the warehouse personnel.

Adding new products to a contract
Use order maintenance to change the original RB order.

Sending renewal notices
Set up the renewal notice program using the supplied instructions.  Once set up, notices are generated automatically on a daily, weekly or monthly basis.  the notice program has the option of generating renewal notice letters, labels, pro forma invoices and placing a follow up call into the sales person’s call queue.

Managing contracts that are past the renewal date
A report is prepared.  These may be canceled or automatically renewed.  This is a manual process where each contract will need to be considered individually.

Putting a contract on hold
Change the status to HOLD.  This will stop all billings and notices from occurring.

  The Renewable Business Billing Screen

The billing screen will generate a bill only order which is used to create a final invoice and AR.  The billing screen will prompt for the RB order.  Once entered, a billing amount, shipping charges, a billing date, a sales division, a tax indicator are entered on the screen.  If OK, the screen is accepted.  The bill only order which has been immediately created is displayed for user review.  After the order is review and exited, the billing screen is again displayed.  Two options are to accept and to put the bill only order on hold.
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