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Purpose

Customer accounts allow all sales activities to be grouped by customer. The system creates efficiencies by
automatically populating many fields that are required in sales documents from defaults that are identified in the
customer file. Your organization will have the ability to track which customers are approved and whether any
customers are on hold. The customers' ratings and quality information may also be tracked within the customer
file. Unlimited bill to, ship to, and remit to addresses and unlimited contacts may be associated with each customer

account.

Overview

This procedure outlines the steps for creating a new customer account.
Required Modules

e Sales
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Procedure

1. Create a New Customer Account Record

a.

From the main menu screen, left-click the Customers button.

Customers

NOTE: Customers may also be accessed from the toolbar. Left-click the Sales item from the toolbar and

then left-click Customers List.

Sales i Purchasing Inventory Financials  Operations M

|’_Customer; List |

1 Auntec

The Customers List search window will appear. Left click the Add button.

aroup by that colurr

" Customers List | = &= I
Search O““ Customer Contact | Misc || Account Type : [l —a
SEERTTT 1 _I Account Rating : All "'a

Account Priority : Al "'a
Region : All "‘
Category: All ""

4
I ;Qdd " 'AcctEinancialsl

Narme Account #. Our Cade Sub  Cust/end| Type | Fegion Rating | Priority | Approved
b 3-R SALES 7158 1 Customer |DIST |W5T ‘es M
L, Ajrlines Corporation LTty 1 Custamer Tes M
ABC AIRLIMES, LLC ARC 1 Customer (011 |Mw (002 |RG Yes M
ABC AIRLINES-MAINTEMNAMNCE DIVIS |ABC 2 Customer Yes M
ADAMS ELECTROMICS, INC 222 1 Customer | 002 ‘es M
AERD SUPPORT.IMC.OF FLORIDA  |7336 1 Cuiztomer Tes M
Air Jamaica A|RJaM 1 Custamer Yes M
AIRBORNE 0040 1 Customer | 001 0o Yes M
AIRCRAFT FASTENERS 7165 1 Cuztomer ‘es M
AIRCRAFT INVENTORY MGMT. SWC. [AJNP 1 Customer |BRO Tes M
AIRLIME INDUSTRIAL SERVICES 7300 1 Customer Mo b
AIRPLAIN SERVICES A5 1 Customer Yes M
Al Al 1 Customer ‘ez M
i.um::—n ACVIE! MDMCHIT /‘nrn kAR O 1 e E— [ 3

g |
&l x LCancel

NOTE: Due diligence should be given to ensuring that the customer being added does not already exist
in the system. A good practice would be to search with the Contains option prior to adding the new

customer.

@ Customers List

Seﬂm“()““ Custamer Contact | Mizc: ||

Contains ]

Start With 3
Equal To

Ends With
Soundex

Dirag & column header here ta group by that calumn

|Acc0unt # |Dur Code
NER-T [71Rm

AEROSPACE e

DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS

Creating a Customer Account
Rev 0, 06/29/2012
Page 5 of 103




5 PENTAGON

\-/ SOFTWARE EMPOWERING THE ENTERPRISE

C. The New Account window will appear.

# New Account == s
3 L ; g T i
Add  Edit Del  Prev MNext | Bill Ship Remit Cntct Callk Opt ,Srch Cncl  OK  Close
Account I .-"I'I AN Code I A3 Code :
O Code :I ‘-E‘;} Alt2 Code :I Alt4 Code :
General | aCommerceI F‘referancesl
Nama'l Hrea: I_ el Ext'l_
B | & Tel Eat:f
Adeh | E‘“ I—
a
Addr | i
City I St'l _I Zip I ’;upplier Code : | Cust Code : |
Region I _I I
County I Country : I I ‘Wb
Contact I | E-bail
Tite | Eut | dlert 7 Mote ¢ |
Global Positiory
Latitude :|
Lnngllude'l

NOTE: If the Customer window is open (another customer file is being viewed), the process for creating
a new customer can also be initiated by left-clicking the Add button on the Customer window toolbar.

& Customer (Also Vendor) File: 2 - R SALES o @ ==
Bl £ ¢ o= B E = el X v F

1 Add | Edit ;-Qel r=y um‘j_mu ‘Ship _Rem'rt)Cngd Callx th‘;-§rcl| Criel og.j-qm"

Account .I?‘I 58 .-"I‘I Al Code I A3 Code :
O Code I ‘-E} Alk2 Code I Altd Code :

General | Dafaullsl SetUpI Financialsl Slatusl Tax I Misc. ChargESI Qualil_l,ll eCUmmerceI Ext. Searchl Fepair [ 4 | 4

‘ Marmel 7 R CalFC || Araa I Tel IQﬂR'DFDﬂ?dﬂ Fut -ITTJ |
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2. Header
a. Account - the account number that identifies the customer. This field is mandatory and can never be

changed once the record is created. [12-character limit]

i If your organization prefers that the system assign account numbers as customers are added,
auto numbering will need to be set up in the Company Setup.

NOTE: If auto numbering is ON, the Account field will be inactive (the cursor may be placed into
the field, but no characters may be typed) and all account numbers will be numeric only.

1. Left-click Administration from the toolbar.
2. Go to System Setup.

3. Left-click on System General Defaults. The Company Setup window will appear. Left-click
on the Counters tab.
WH/UDE | UBMaUs | DEMUP | LUMOMEr UOCS | Vendoruocs | I&Wes | LAGIges | LOPWEN | FANERD |
| Counters Modules] Limits] Supstem Alerts ] General Settings ] Document Settings ] W MNT Settings ] Memao Canvert 1

’ Customer Account Mo, 10005 ,Autn

Yendor Account Na. - | Auto Mumbering : [

Part Nurnbering : Lute Mumherina -1

id

4. Ensure that the check box to the right of the Auto Numbering label on the Customer
Account No line is marked as "checked" v .

5. Left-click the cursor and type the number that should be assigned to the first automatically
generated customer account number. Each time a customer is added, the system will
assign the next consecutive number to the new customer account.

ii. If your organization prefers to assign account numbers, left-click the cursor into the Account field
and type the account number.

NOTE: If auto-numbering is OFF, account numbers may consist of any combination of
alphanumeric characters and symbols.

b. Sub-Account Number - allows creation of multiple customers that have the same parent company or
divisions of a company that may operate independently. [3-character limit]

NOTE: If the sub-account number is utilized, each company having the same parent company or division
will have the same account number but different sub-account numbers. This is occasionally useful for
accounting and reporting purposes.

NOTE: If auto numbering is ON, the sub-account number field will be inactive (the cursor may be placed
into the field, but no characters may be typed) and each new company will have a sub-account number
of 1. To create multiple customers with the same account number, auto-numbering must be OFF.

C. Our Code - an alternate customer code that is used internally to your organization (optional). [20-
character limit]
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d. Alternate customer codes (Altl Code, Alt2 Code, Alt3 Code, Alt4 Code) - codes that are assigned by

your organization or a third party. [15-character limit]

NOTE: The four alternate customer code labels may be modified within the Company Setup. A common
label for one of the alternate customer codes is "Cage Code". To modify the labels for these fields, left-
click Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Labels may be identified on the Company Docs tab.

Consolidator Settings | PMA | AYEELLE&_‘_E‘QHJ.\DQEKI | Hide Line Types | Publications Ext. Info |
Gieneral ] WH/D oo ] Defaults ] Setup Customer Docs “endor Docs ] Taxes } Charges } Corrvert ] /M Ext }

Alb te Cusk Cod
emate Customer Codes Show Zero Price/Gty as Histoy : v

A1 Code : |Al Cods At3 Code |41t Code Frint COD Amount on FickTkt: [
Alt2 Code ; |A12 Code Alt4 Code : |Altd Code Contact Counter [
Create Late Charge Invoices : [

Customer Currency : |USD A}"D Sales Tax Calc. Guote Prefis Allove Dwer Shiprment by : ===z
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3. General Tab

Defaults] SetUp] Financials] Status] Tax ] Misc. Charges] Qualityl eCommerce | Ext. Search} Repair E_‘L
Namel Area: ’_ e[ Ext:’_
By Addr | &y Tel: e
Addr | ::—
Adar| ED] -
City '7 St:’—:| Zip:’— Supplier Code : | Cust Code :
Region ’—_| | |
County | Country : | J Weh |
Cortact| -] E-Mail: |
Tile 338 Mema ¢ Alert: [T Mote §
Global Positiory
Latltuda'll]
Longituda:|D

a. Address group box

i Name - Enter the full customer name. This field is mandatory but may be modified at any time.
[60-character limit]

ii. Address fields (Addr) - Enter the customer's full primary address (including street, PO Box, suite
number, apartment number, etc.). [40-character limit per line]

iii.  City - Enter the customer's primary address city. [30-character limit]

iv.  State (St) - Identify the customer's primary address state.

NOTE: To complete the State field, the appropriate state must be listed in the State List. To

access this table, left-click Administration from the toolbar, go to General Tables List by Code,

and left-click State.

1. Left-click the ellipses = in the St field.

2.  The State List search window will appear.

3. Select the appropriate State (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

V. ZIP - Enter the customer's primary address ZIP Code. [12-character limit]

vi.  Region - Identify the region in which the customer's primary address is located (optional).
NOTE: To complete the Region field, the appropriate region must be listed in the Region List. To
access this table, left-click Administration from the toolbar, go to General Tables List by Code,
and left-click Region.

1. Left-click the ellipses =] in the Region field.
2.  The Region List search window will appear.
3. Select the appropriate Region (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).
AEROSPACE © DEFENSE ® ELECTRONICS ® POWER SYSTEMS © METALS Creating a Customer Account
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Vii.

viii.

County - Enter the county in which the customer's primary address is located (optional). [20-
character limit]

Country - Identify the country in which the customer's primary address is located (optional).

NOTE: To complete the Country field, the appropriate country must be listed in the Country List.
To access this table, left-click Administration from the toolbar, go to Tables List by Name, and
left-click Country/Origin.

1. Left-click the ellipses I in the Country field.
2. The Country List search window will appear.

3.  Select the appropriate Country (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

Contact - this field allows a primary contact to be identified for the customer.

NOTE: The Contact field is inactive until the customer account is saved and placed into [Editing]
mode. If the Customer File window still displays "New Account" in the title bar, left-click the OK
button in the Customer File then left-click the Edit button in the Customer File window toolbar.

NOTE: To complete the Contact field, the appropriate contact must be listed in the Contacts for
the customer. To access this table, left-click the Cntct button from the Customer File window
toolbar.

Steps for creating customer contacts may be found in the "Contacts" section of this procedure.

1. Left-click the ellipses =lin the Contact field.
2. The Contacts search window will appear.

3.  Select the appropriate contact (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

NOTE: The Title and Ext fields will be populated from the Contacts when the Contact field is
completed.

b. Global Position group box

Latitude - Identify the latitude of the customer's primary address in decimal degrees format.
(optional)

Longitude - Identify the longitude of the customer's primary address in decimal degrees format.
(optional)
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C. Phone/fax group box

Area - May be used to identify any sort of prefix required for contacting the customer via phone
or fax. These prefixes may include country codes, long distance codes, and/or area codes [8-
character limit]

NOTE: Only use this field if the prefix applies to all phone and fax numbers in the phone/fax group
box.

Tel and Ext fields - Identify primary telephone numbers and their corresponding extension
numbers for the customer.

NOTE: The phone numbers identified on the General tab may reflect a main number or
switchboard number. Phone numbers associated with each contact may be identified in the
Contact List discussed later in this procedure.

Fax fields - Identify primary fax numbers for the customer.

NOTE: The fax numbers identified on the General tab may reflect a main number. Fax numbers
associated with each contact may be identified in the Contact List discussed later in this
procedure.

d. EDI group box

Supplier Code - Identify the customer's 5-character Spec 2000 Supplier Code (if applicable)

Cust Code - Identify the customer's 3-character Spec 2000 Customer Code (if applicable)

e. Computing group box

SITA label and field
1. SITA label - Identify the label that identifies the SITA address [10-character limit]

2. SITAfield - Identify the primary SITA address for the customer.

NOTE: The SITA address identified on the General tab may reflect a main SITA address. SITA
addresses associated with each contact may be identified in the Bill To, Ship To, and Remit
To addresses discussed later in this procedure.

Web - Identify the URL of the customer's website.

E-mail - Identify the primary e-mail for the customer.

NOTE: The email identified on the General tab may reflect a main e-mail. E-mail addresses
associated with each contact may be identified in the Contact List discussed later in this
procedure.
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f. Memo button

Left-click the Memo button.

The Memo Editor window will appear. Left-click the Edit button to add notes.
Type the memo.

Left-click the OK button in the Memo Editor window toolbar to save the message.

When the Memo field is not blank, the light bulb _% on the appropriate button will be
highlighted in yellow .

g. Alert check box and Note button

NOTE: If the Alert check box is marked as "checked", the system will provide the information contained
within the Note button when any document is created for the customer (quote, sales order, sales
receiver, pick ticket, sales invoice or RMA).

Left-click the Alert check box to mark it as "checked."

If there are specific details related to the alert, left-click the Note button next to the Alert check
box.

The Memo Editor window will appear. Left-click the Edit button to add notes related to the Hold
check box.

iv. Left-click the OK button to save the message.
V. When a note field is not blank, the light bulb _¥ on that button % will be highlighted in yellow.
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4.

Defaults Tab
Genara SetUp] F\nancials] Status] Tax I Misc. Charges} Quality] eCommerce} Eut. Search] Repair [ »
Sell Through Company - = - Shipping :
[ 1] b | Dept T || Weet Line Humbers - [Foe. [PRT = |
Print Customer P/ <[ . -
Customer to remit payments to : Shipia

Default Quate Type : |Quatation

Default 5.0. Type : |Sales Order - | | |FOF format - Create Late Charge Invoices : [

Priciity : Copy toDoc. -
Account ’—_|

Rating : Send Fax : [00:00 3:
Account ’—_|

Type : Time Zone : DE|:

End Use(r] Statement

Required: [ Last User:

Fieview Date: |

Print Qur PAN
Send Documents by

Hardcopy [Printer] =

- | | Emails Farmat:

Ower Ship by U.DUS: %

Complete shipments anlp [
Systern Contacts Counter [

j I Automated Quote to RFQ

a. Sell Through Company group box

When the customer is selected in the creation of a document, the company, division, and department

identified in these fields will be copied to the document.

Company (field is not labeled on the screen) - Identify for which company documents should be

assigned when associated with the customer.

1. Left-click the Company field containing the ellipses I,
2. The Company List search window will appear.
3.  Select the appropriate company (left-click the line within the search screen and left-click

OK; or double-click the line within the search screen).

Div - Identify for which division documents should be assigned when associated with the

customer.

1. Left-click the Div field containing the ellipses .

2. The Division List For Company [X] search window will appear.

3. Select the appropriate division (left-click the line within the search screen and left-click OK;

or double-click the line within the search screen).

Dept - Identify for which department documents should be assigned when associated with the

customer.

1. Left-click the Dept field containing the ellipses =

2.  The Department List For Company [X] - Division [Y] search window will appear.
3.

Select the appropriate department (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).
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b. Customer to remit payments to - Identify the location that payments should be sent when sales are
made to the customer.

NOTE: The Customer to remit payments to field is associated with a warehouse.

NOTE: To complete the Customer to remit payments to field, the appropriate warehouse must be listed
in the Warehouse/Address List. To access this table, left-click Administration from the toolbar, go to
Warehouses/Locations, and left-click W/H List. Steps for creating a warehouse may be found in the
procedure "Creating a Warehouse" within the Material Management section of this manual.

i Left-click the Customer to remit payments to field containing the ellipses .
ii. The Warehouse/Address List search window will appear.

iii.  Select the appropriate address (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

C. Default Quote Type - Identify they type of quote that will most usually be issued to the customer.

NOTE: When a quote is created for the customer, the quote will be of the type identified in this field;
however, the type may be changed on the quote after its creation.

NOTE: "Quotation" is the default option for new customer accounts.

i Left-click the drop down arrow _~|in the Default Quote Type field.
ii. Left-click the appropriate selection from the list of quote types.

d. Default S.O. Type - Identify they type of sales order that will most usually be issued to the customer.

NOTE: When a sales order is created for the customer, the sales order will be of the type identified in
this field; however, the type may be changed on the sales order after its creation.

NOTE: "Sales Order" is the default option for new customer accounts.

i Left-click the drop down arrow _~lin the Default S.0. Type field.

ii. Left-click the appropriate selection from the list of sales order types.
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e. Priority and Copy to Doc check box

i Priority - Identify the priority that should most usually be associated with documents associated

with the customer.

and left-click Priority Code.

appear. Default Priority may be identified on the Customer Docs tab.

FUDICANoNS £ Info |

LONSOIOS0N 2 engs | rMA] ACEncE QOLLOGER. | e Lne iypes |
General I WwH/Doc ] Defaults ] Setup Wendor Docs ] Tares } Charges } Corrvert ] P/ Ext }
Alt te Cust Cod

etnate Lustomer -oces Show Zero Price/Qty as History : v

A1 Code : |Al Cods Alt3 Code : |41t3 Code Frint COD Amount on FickTkt: [
Alt2 Code ; |A12 Code Alt4 Code : |44 Cods Contact Counter: [
Create Late Charge Invoices : [
Cusgtomer Currency : |USD Auto Sales Tax Cale. Guote Prefis Allove Dwer Shiprment by : 0=z
* Mon [}
Intercompany Account: [ " EuroVat Customerendor Search Labels
" Local State/City
Document References / Transfer to Purchasing Docs . Flight Operations Factor Labels
User Table Feedinto| —S ales Person Commission by
Label Mask Transfer Driven Table Setup | ~ pone r Doe @ Li & Dos & Li
oc {3 Line oc (¢ Line
1.|0ur Ref Transfer: ¥ Active:[  Update Table| || & 1
[ | [Besgovzis & B
2 |Ynur Reftt | Transfer: [ Active:| Update Table 2 " Doc & Line| | ¢ Doc 8 Line
{3
3.|P|o\ect | Transfer: ¥ Active:[  Update Table 131
4 " Doc & Line
4_|Contract | Transfer: ¥ Active:[  Update Table
Calculate Discaunt by Miscellaneous Charge Ocean Frt Hand Charge
# Doc " Line @ Doc " Line # Doc " Line (# Doc (" Line
Amount Dizcount by Air Frt Insurance Hazhat
% % @ Doc O Line & Doc O Line * Doc (7 Line
Account
Type: | J Priority : | J
Min Sales Order Amount Per Riating :
Tatal Order : 0.00 Line Order 000
M Annneanba

NOTE: To complete the Priority field, the appropriate priority must be listed in the Priority List. To
access this table, left-click Administration from the toolbar, go to Document Tables List by Code,

NOTE: The default value for the Priority field (when new accounts are created) is managed within
the Company Setup. To set up the default Priority, left-click Administration from the toolbar, go
to System Setup, then left-click on System General Defaults. The Company Setup window will

1. Left-click the Priority field containing the ellipses =,

2. The Priority List search window will appear.

3. Select the appropriate priority (left-click the line within the search screen and left-click OK;

or double-click the line within the search screen).
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ii. Copy to Doc check box - Mark the check box as "checked" if the default priority identified in the
Priority field should be copied to documents associated with the customer.

NOTE: If the Copy to Doc check box is marked as "checked", the default priority will be copied to
the Priority field on the header of documents associated with the customer.

If the Copy to Doc check box is not marked as "checked", the default priority will not be copied to
the Priority field on the header of documents associated with the customer, and instead will be
blank.

In both situations, the Priority on the header of the document may be changed after its creation.

f. Account Rating - Identify the rating of the customer based upon a rating system outlined by your
organization.

NOTE: To complete the Account Rating field, the appropriate rating must be listed in the Rating List. To
access this table, left-click Administration from the toolbar, go to General Tables List by Code, and left-
click Account Rating.

NOTE: The default value for the Account Rating field (when new accounts are created) is managed
within the Company Setup. To set up the default Account Rating, left-click Administration from the
toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup window
will appear. Default Rating may be identified on the Customer Docs tab.

LONSOITAMaN 5 eings I I = = T QLLOGEHC | HIOeLne iypes | FUDICANONS E XL IR0 I
General I WHDoc ] Defaults ] Setup Custamer Docs 1 “endor Docs ] Taxes 1 Charges 1 Corwert ] P Ext 1

Al te Cusk Cod
einate Lustomer Lodes Show Zera Price/Qly as History : v

Al Code : |41 Code A3 Code : |43 Code Print COD Amount on PickTkt: [~
A2 Code : |4)2 Cade Altd Code : [4ltd Code Contact Counter: [~
Create Late Charge Invoices: [
Customer Currency : |USD Auto Sales Tax Cale. Quote Prefix Allove Dwer Shiprment by : 03: 4
{* Mon ot
Intercompany Account: [ {" Euro¥at Customerendor Search Labels

" Local State/City

Document References # Transfer to Purchasing Docs Flight Operatiors Factor Labels

Feed into| —Sales Person Commizsion by

User Table
Label Mask Transfer Driven Table Setup || ~ pgne
(" Doc & Line " Doc + Line
1.|Our Ref Transfer: ¥ Active: [ Update Table| || & 1
[ | EEET 2 5
2[rouwrRett | Transfer: [~ pctive:[~ Update Table|| © 2 " Doc & Line| | C Doc & Line
3
3.|F"D\ECt | Transfer: ¥ Active:[  Update Table 131
4 " Doc &+ Line
4_|Contract | Transfer: ¥ Active:[  Update Table
Calculate Dizcaunt by Mizcellaneous Charge Ocean Frt Hand Charge
* Doc " Line & Doc O Line & Doz Line + Doc 7 Line
Amount Digcount by Air Frt Insurance Hazhdat
% LG & Doc O Line Do Line  Doc (7 Line
Account
Type:l J Pricrity : J
Min 5ales Order Amount Per
TntaIDrder'| 0.00 Line Order | 000

M A mreembn

i Left-click the Account Rating field containing the ellipses =
ii. The Rating List search window will appear.

iii.  Select the appropriate rating (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).
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Account Type - Identify the type of this customer based upon a classification system outlined by your

organization.

NOTE: To complete the Account Type field, the appropriate type must be listed in the Account Type List.
To access this table, left-click Administration from the toolbar, go to General Tables List by Code, and

left-click Account Type.

NOTE: The default value for the Account Type field (when new accounts are created) is managed within
the Company Setup. To set up the default Account Type, left-click Administration from the toolbar, go
to System Setup, then left-click on System General Defaults. The Company Setup window will appear.

Default Type may be identified on the Customer Docs tab.

LOnSonaanor s emngs | rrn HIOE LINg | ypes 1 FUDICANONS £ X 1o |

| AdCIEIE gnLLogEse |
General I WHDoe ] Defaults ] Setup ‘Yendor Daocs ] Taxes 1 Charges 1 Corwert ] P/ Est 1

Altemnate Customer Codes

Al Code : |AK Code
AlZ Code : |42 Code

Customer Currency : [LJSD

Intercompany Account : [

Label

1_|DurHEH¢

2 |Your Rt

|
|
3 |Plcuecl |
|

4 |Contract

Alt3 Code - [AI3 Code
Altd Code : |Ald Code

Auto Sales Tax Calc.

+ Mon
" Euro'at

" Local State/City

Document References f Transfer to Purchasing Docs

User Table

Transfer Driven

Transfer: W Active |

I Active:[

Transfer
Transfer: W Active: [~

Transfer: W Active: [

Table Setup
Update Table
Update Table
Update Table
Update Table

REE

Quate Prefi

o1

Feed inta
" MNone
1
2
3
4

Show Zero Price/Qhy as History : v
Print COD Amaunt on PickTkt: [~
Contact Counter: [~

Create Late Charge Irnvoices : [

Allove Ower Shiprment by : [ 4

Customer”/endor Search Labels

Flight O perations Factor Labels

Sales Person Commission by

" Doc * Line

]
" Doc &+ Line

" Doc &+ Line
12}
" Doc &+ Line
131
" Doc &+ Line

Hand Charge

+ Doc " Lire
Hazhat
& Doc

Ocean Frt
&+ Doc
Insurance
# Doc (" Line
Account

Type: | J Priority :
Rating :

AT R

Mizcellaneous Charge
¢ Doc O Line
Air Frt

& Doc

Calculate Dizcount by
* Doc " Line
Amount Dizcount by
3% &

" Line

" Line " Line

Min Sales Order Amount Per
Total Order : | 0.00 Line Order | 000

i Left-click the Account Type field containing the ellipses =,
The Account Type List search window will appear.

Select the appropriate account type (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

User Line Numbers check box - Mark the check box as "checked" if users creating or modifying
documents associated with the customer should be allowed to assign line numbers to lines on those

documents.

NOTE: If the check box is marked as "checked", users creating or modifying documents associated with

the customer may assign line numbers to lines on those documents.

If the check box is not marked as "checked", the users creating or modifying document associated with
the customer will not be able to assign line numbers on those documents, but instead the system will

generate line numbers for the document.

Creating a Customer Account
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Print Customer P/N check box - Mark the check box as "checked" if the customer's part numbers (if
they exist) should be printed on documents associated with the customer instead of the part number
identified in the P/N field of the part master record.

NOTE: The customer part number is identified by creating a cross-reference where the type of cross-
reference is "Customer" and the customer is identified. Steps for creating cross-references for part
numbers may be found in the procedure "Creating Cross-References for Part Master Records" within the
Material Management section of this manual.

Print Our P/N check box - Mark the check box as "checked" if the part number identified in the P/N
field of the parts master record should be printed on documents associated with the customer.

NOTE: If both the Print Customer P/N and Print Our P/N check boxes are checked, the system will print
both the customer's part number (if it exists) and the part number identified in the P/N field of the part
master record on documents associated with the customer.

k. Send Documents By - Identify the method of delivery that is assigned to the Default button in the print
window for documents associated with the customer.
?ﬁ
Default
NOTE: A Print button, Fax button, and Email button will appear in the print window regardless of the
selection made in the Send Documents By field.
NOTE: "Hardcopy (Printer)" is the default option for new customer accounts.
i Left-click the drop down arrow _~|in the Send Documents By field.
ii. Left-click the appropriate selection from the list of delivery methods.
I Emails Format - Identify the default format in which email will be sent to the customer.
NOTE: "PDF format" is the default option for new customer accounts.
i Left-click the drop down arrow ~lin the Emails Format field.
ii. Left-click the appropriate selection from the list of formats.
m. Send Fax and Time Zone
i Send Fax - Identify the time at which all faxes should be transmitted to the customer.
NOTE: If the time is set to "00:00", all faxes will be transmitted to the customer immediately upon
the system being instructed send a fax to the customer.
AEROSPACE © DEFENSE ® ELECTRONICS ® POWER SYSTEMS © METALS Creating a Customer Account
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ii. Time Zone - Identify the time zone (in relation to the system time) that relates to the Send Fax
field.

EXAMPLE: If all faxes should be sent out at 8:30 PM Eastern time and the system is set to Pacific time,
then multiple combinations of data in the Send Fax and Time Zone fields will provide identical results.

If a value of "20:30" is placed in the Send Fax field and a value of "3" is placed in the Time Zone field,
then the system will send out the fax at 20:30 local + 3 hours (or 17:30 + 3 hours local). In this case, no
clock time conversion is required, but maintenance of time zone is required.

It is possible to achieve the same results using local time by placing a value of "17:30" in the Send Fax
field and a value of "0" in the Time Zone field. In this case, clock time conversion is required, but time

zone is ignored.

n. Shipping group box

i Incoterms label (field is not labeled on the screen) - Identify the label that should appear for
incoterms on documents associated with the customer.

NOTE: When a document is created and associated with a customer, the incoterms label in that
document will be copied from the customer file; however, the label may be changed on the
document after its creation.

NOTE: The default value for the Incoterms Label field (when new accounts are created) is
managed within the Company Setup. To set up the default Incoterms Label, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Default Incoterms Label may be identified on the Setup

tab.
@ Company Setup l P 3
[ x « &
LCancel OK  Optien
Counters ] Madules ] Lirmnits ] Swstem Alerts ] General Settings ] Dacument Settings ] WOMMNT Settings 1 temao Convert
Accounting Settings ] PFrinting Settings ] Stock 'w'/H Settings ] M andatory Fields ] 50/P0 Line changes settings
Consolidatar Settings I PR t Ext ] Flight Log E=t ] Hide Line Types ] Publizations Ext. Infa
General ] WHDoe 1 Defaults il Customer Docs ] Wendor Docs ] Taxes I Charges I Convert ] P4 Ext
Add Mizc to Stock Cost Sluck Default
. Additional Defaults
Shipping| [¥] Pats: 7 Std Condition :| NE |
A Fit v - Std Unit Measure || EA
Labor : v Our Standard Warranty
Ocean Frt :[vw Stock SIdType'|STK J
| Insurance : v Lot Charge : [v Sales: 1 [Years -
= = Base Curency :|U5D
v . ’— ’—_|
an B X Cap Cost: v User Price Label :|M5LP Olkbirizpe: Mariths
Hazhat : [
. l lrefiemis (L3 o (L I Auto Create PAN from lines into stock: [~
Stock Default W/H & Location |ncotems Default ]PHT Allow Duplicate PAN -
WeHNa:[ooo - Publish Stock Parts : W
Location : | 000537 - _o L

ii. Incoterms Default (not labeled on the screen)- Identify the incoterms that should normally exist
for documents associated with the customer.

NOTE: When a document is created and associated with a customer, the incoterms in that
document will be copied from the customer file; however, the incoterms may be changed on the

document after its creation.
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NOTE: To complete the incoterms default field, the appropriate incoterms code must be listed in
the Incoterms (FOB/CIF...) List. To access this table, left-click Administration from the toolbar, go
to Tables List by Name, and left-click Incoterms (FOB/CIF...).

NOTE: The default value for the Incoterms Default field (when new accounts are created) is
managed within the Company Setup. To set up the default Incoterms Default, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Default Incoterms Default may be identified on the
Setup tab.

# Company Setup DS

l: X « =
Cancel 0K  Option

Counters ] Modules ] Lirnits ] System Alerts ] General Settings ] Document Settings ] WOMNT Settings } tdemo Corvert
Accounting Settings ] Printing Settings ] Stock W /H Settings ] M andatory Fields ] S50/P0 Line changes settings
Conzalidatar Settings I PMR Ajrcraft Ext ] Flight Log E=t ] Hide Line Types ] Publications Est. Infa

General ] wWH/Doc 1 Defaults i Customer Docs ] Vendor Docs ] Tanes I Charges I Corvert ] P/ Ext
Add Mizc to Stock Cost ock Default
. - Additional Defaults
Shipping vl Parts: |7 Std Condition :| NE |
Bt Frt - Labor [ Std Unit Measure || EA s e
v ur 5t. arranty
Deean Fri [ A Stack Std Type | STK
Insurance [+ Lat Charge : v Base Cumenc '|LISD J Sales: 1 |Years -
and Charge :W : " =] OH/Repait B [Months =
: Cap Cost: v User Price Label :|M5LP eI
Hazhat : [
N acoteinaiCeheFF.0.0 Auto Create P/ fiom lines inta stock <[~
Stock Delault W/H & Location |ncaterms Default m Allows Duplicate PA < v
WAHMNo: oo e Publish Stack Parts : v
Location : | 000537 o . L

1. Left-click the incoterms default field containing the ellipses .
2. The Incoterms (FOB/CIF...) List search window will appear.

3. Select the appropriate incoterms (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

Ship Via - Identify the carrier that your organization will use most usually.

NOTE: To complete the Ship Via field, the carrier must be listed in the Ship Via List. To access this
table, left-click Administration from the toolbar, go to General Tables List by Code, and left-click
Ship Via.

NOTE: When a document is created and associated with a customer, the Ship Via in that
document will be copied from the customer file; however, the Ship Via may be changed on the

document after its creation.

1. Left-click the Ship Via field containing the ellipses =,
2. The Ship Via List search window will appear.

3.  Select the appropriate carrier (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).
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iv.  Over Ship by - Identify the percentage of the ordered quantity that the customer may receive
above the quantity ordered if received from your organization. The spinner arrows = may also
be used to adjust the number in whole number increments.

NOTE: The default value for the Over Ship by field (when new accounts are created) is managed
within the Company Setup. To set up the default Over Ship by percentage, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Default Over Ship by may be identified on the Customer
Docs tab.

LONSOIOSON 5 erings | FMH | AclaEs QLLOGEHC | HIeLne iypes | FUDICANONS kXL IR0 I
General I WHDoc ] Defaults ] Setup Custamer Docs 1 “endor Daocs ] Taxes 1 Charges 1 Corwert ] PN Ext 1

Al te Cust Cod
emnate Lustomer odes Show Zero Price/Qhy as History : v

Al Code |41 Code A3 Code : 413 Code Print COD Amaunt on PickTkt: [
A2 Code : |&)t2 Code Altd Code : [2ltd Code Contact Counter: [~
Create Late Charge Invoices: [
Customer Currency : |USD Auto Sales Tax Calc. Cuote Prefix [AIIDW Ower Shipment by - DS: zl
f* Mon aT
Interamnany Areont - T & FurnWat Mistomer Aendnr Search | ahele \

EXAMPLE: If the Over Ship By field is set to 10%, then if a quantity of 100 ea is ordered by the
customer, then when the order is picked, up to 110 ea (100 ea + (100 ea * 10%)) may be shipped.

If the Over Ship By field is set to 0%, then a maximum quantity of 100 ea may be shipped.

0. Complete shipments only check box - Mark the check box as "checked" if your organization is not
allowed to fulfill sales orders in partial shipments.

p.  System Contacts Counter check box - Mark the check box as "checked" if contact numbers should be
assigned by the system for contacts associated with the customer.

NOTE: If the check box is marked as "checked", each new contact will be assigned the next contact
number in the contact counter.

If the check box is not marked as "checked", each new contact will be assigned a contact number by the
user.

NOTE: The default value for the System Contacts Counter field (when new accounts are created) is
managed within the Company Setup. To set up the default Systems Contacts Counter, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults. The
Company Setup window will appear. Default System Contact Counter may be identified on the
Customer Docs tab.

LONFQIaS0ar 2 &mngs | i | Eallie i A QurlLog Cx | Mg LINg | ypes | FUDNCAnons L X Ihra |
General I wH/Doc ] Defaults ] Setup Customer Docs \ Wendor Docs ] Tares } Charges } Corrvert ] P/ Ext }

Alb te Cusk Cod
emate Customer Codes Show Zero Price/Gty as Histoy : v

A1 Code : |Al Cods At3 Code |41t Code Frint COD Amount on FickTkt: [~
Alt2 Cods < [412 Code Altd Code : [Ad Code
Create Late Charge Invoices ;
Customer Currency : |USD Auto Sales Tax Cale. Guote Prefis Allove Dwer Shiprment by : 03: 4
* Mon aT
Intrrramnany Areoont - T " Furnat Cietamer Aendnr Search | ahale ‘
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q. Create Late Charge Invoices check box - Mark the check box as "checked" if late charge invoices should
be allowed to be created for the customer.

NOTE: The default value for the Create Late Charge Invoices field (when new accounts are created) is
managed within the Company Setup. To set up the default Create Late Charge Invoices, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults. The
Company Setup window will appear. Default Create Late Charge Invoices may be identified on the
Customer Docs tab.

Lonsolidator S ettings | FPMH | Awrcrattbxt | Fhghtlogkwt | Hideline lppes | Fublications Ext. Inta |
General I WHDoe ] Diefaults ] Setup Customer Docs 1 ‘“Yendor Daocs ] Tanes 1 Charges 1 Corwert ] P/ Est 1
Al te Cust Cod

emnate Lustomer -odes Shaw Zera Price/Qty as Histary : v

Al Code : |AK Code Alt3 Code ;|43 Code Print COD Amount on PickTkt: [
42 Code : [412 Cods £lt4 Code : |44 Code Eontact Counter: |_
| Cieate Late Charge Irwvoices - ||
Customer Currency : |USD Auto Sales Tax Cale. Quate Prefix Allowe Ower Shipment by 03: %
+ Mon
Inbarmmrarzmn Aeemnt - T 7 Furm b uT Poimbmrmme i bmun e ©maenl | abele ‘
r. End Use(r) Statement group box - This group box is part of a module which is currently in development,

please ignore.

i Required check box -
ii. Last User -

iii. Review Date -

s. Automated Quote to RFQ check box - This check box was created as part of a custom requirement,
please ignore.
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5. Setup Tab
General I Delaults Financials I Status ] Tax ] Migc. Charges ] Quality 1 eCommerce ] Ext. Search ] Repair C »
Meazures Convert Exchange Defaults -
. Core Charge Up Front : v
Weight to
L gth i ,—_| Ingert Core Value in Note Field [if not zera) : W
SR Return Core "within : 253: Days
“Wolume to:
Exchange/Core Cost SetUp
Contract Mo |
Labar Charges -
Add | Edi | Delete Import/E=port File Type | j
Cost Code | Shit | Reg Charge | Owertime Charg
<Mo data to displays Do not Mark Doc images automatically on printing : W
&

a.  Measures Convert group box

i Weight to - identifies the weight unit of measure to which weights on documents associated with
the customer will be converted.

NOTE: To complete the Weight to field, the unit of measure must be listed in the Weight List. To
access this table, left-click Administration from the toolbar, go to General Tables List by Code,
and left-click Weight.

1. Left-click the Weight to field containing the ellipses .

2. The Weight List search window will appear.

3.  Select the appropriate unit of measure (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

NOTE: For weight conversions to be calculated, a weight conversion must exist that includes both

the unit of measure that the weight is being converted from and the unit of measure identified in
the Weight to field.

Weight conversions are managed in the Convert Weight List. To access this table, left-click
Administration from the toolbar, go to Conversion Tables, and left-click Weight.
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ii. Length to - identifies the length unit of measure to which lengths on documents associated with
the customer will be converted.

NOTE: To complete the Length to field, the unit of measure must be listed in the
Length/Width/Height List. To access this table, left-click Administration from the toolbar, go to
General Tables List by Code, and left-click Length/Width/Height.

1. Left-click the Length to field containing the ellipses .
2. The Length/Width/Height List search window will appear.

3. Select the appropriate unit of measure (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

NOTE: For length conversions to be calculated, a length conversion must exist that includes both
the unit of measure that the length is being converted from and the unit of measure identified in
the Length to field.

Length conversions are managed in the Convert Length List. To access this table, left-click
Administration from the toolbar, go to Conversion Tables, and left-click Length.

iii. Volume to - identifies the volume unit of measure to which volumes on documents associated
with the customer will be converted.

NOTE: To complete the Volume to field, the unit of measure must be listed in the Volume List. To
access this table, left-click Administration from the toolbar, go to General Tables List by Code,
and left-click Volume.

1. Left-click the Volume to field containing the ellipses E.
2. The Volume List search window will appear.

3.  Select the appropriate unit of measure (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

NOTE: For volume conversions to be calculated, a volume conversion must exist that includes both
the unit of measure that the volume is being converted from and the unit of measure identified in
the Volume to field.

Volume conversions are managed in the Convert Volume List. To access this table, left-click
Administration from the toolbar, go to Conversion Tables, and left-click Volume.
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b. Contract No - Identify the default contract number associated with the customer. [20-character limit]

tab.

LONZONOaI0r 2Engs

Altemnate Customer Codes

Al Code : |A11 Code
Al2 Code : |42 Code

Custamer Currency : [USD

Intercompany Account: [

rrari | AICLE X grLLog Xl |
Wendor Docs ] Tares } Charges Corrvert ] P/ Ext }

General I WwH/Doc ] Defaults ] Setup

Alt3 Code : [41t3 Code
Altd Code : |4ltd Code

Auto Sales Tax Calc.

* Mon
" EuroVat

NOTE: The number in the Contract No field will be copied to the REF2 field in the header of all
documents associated with the customer.

NOTE: The REF2 field label may be modified in the Company Setup. To modify the label for this field,
left-click Administration from the toolbar, go to System Setup, then left-click on System General
Defaults. The Company Setup window will appear. The label may be identified on the Customer Docs

FIOE LINE | ypes 1 FUDICANoNS £ Info

Show Zero Price/Qty as History : v
Frint COD Amaount on PickTkt: [
Contact Counter: [~

Create Late Charge Invoices : [

Guote Prefis Allovs Dwer Shiprment by : 03 %
a7

CugtomerVendor Search Label:

" Local State/City

Flight D perations Factor Labels

Document References / Transfer to Purchasing Docs
User Table

Label Mask Transfer Driven Table Setup || ~ pone
1_|DurHef# | Transfer: ¥ Active:[  Update Table| || & 1
| Transfer: [ Actve:[  Update Table C2
3.|P|o\ect | Transfer: ¥ Active:[  Update Table L3
Il 4_|Contract | Transfer: ¥ Active:[  Update Table i

Calrolabe Piseonmk bur Mizrallamanns Chanme Nrean Fri

Feedinto| —S ales Person Commission by

11 (41
(" Doc & Line| | ¢ Doc (& Line
121 [5]

" Doc & Line| | ¢ Doc 8 Line

131
" Doc & Line

Hamnd Charne

C. Labor Charges group box - Identify default l[abor rates to be applied when labor is performed on

component work orders and maintenance work orders for the customer.

i Add a default labor rate

1. Left-click the Add button within the Labor Charges group box.

2. The Labor Rate window will appear.

“

P
#® Labor Rate =

X v

" Cancel 0K

Cost Code :
Shift:

Feq Charge oo
Owertime Charge - 0.00

=

a. Cost Code - Identify the cost code associated with the labor rate.

NOTE: To complete the Cost Code field, the cost code must be listed in the W.O. Cost
Setup. To access this table, left-click Administration from the toolbar, go to Work
Order Tables List, and left-click Cost Categories.

This table may also be accessed by the following: left-click Administration from the
toolbar, go to Heavy Maintenance -XL Tables List, and left-click Cost Categories.
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b. Shift - Identify the shift associated with the labor rate.

NOTE: To complete the Shift field, the cost code must be listed in the Shift List. To
access this table, left-click Administration from the toolbar, go to Work Order Tables
List, and left-click Shifts.

This table may also be accessed by the following: left-click Administration from the
toolbar, go to Heavy Maintenance -XL Tables List, and left-click Shifts.

C. Reg. Charge - Identify the amount to be charged per regular hour for the labor rate.
d. Overtime Charge - Identify the amount to be charged per overtime hour for the labor
rate.
3. Left-click the OK button in the Labor Rate window toolbar to save the labor rate and close

the Labor Rate window
ii. Edit a default labor rate

1. Left-click the line within the grid to highlight the labor rate that needs to be edited and left-
click the Edit button; or double-click the line within the grid.

2.  The Labor Rate window will appear.
3. Make the appropriate changes.

4, Left-click the OK button in the Labor Rate window toolbar to save the labor rate and close
the Labor Rate window

iii.  Delete a default labor rate - Left-click the line within the grid to highlight the labor rate that
needs to be deleted and left-click the Delete button.
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d. Exchange Defaults group box

i Core Charge Up Front check box - Mark the check box as "checked" if the your organization
charges the customer for cores in exchange transactions (as if your organization will not receive a
core) until the core is actually received by your organization (at which time your organization
process a credit or refund for the core).

NOTE: The default value for the Core Charge Up Front check box (when new accounts are
created) is managed within the Company Setup. To set up the default Core Charge Up Front
check box, left-click Administration from the toolbar, go to System Setup, then left-click on
System General Defaults. The Company Setup window will appear. Default Core Charge Up
Front check box may be identified on the Modules tab.

= — = =3 <
@ Company Setup l P S
X v =
Cancel 0K  Option
Accounting Settings ] Printing Settings ] Stock W /H Settings ] tdandatary Fields I 50/P0 Line changes settings
Conszolidatar Settings ] PMR ] Aircraft Ext ] Flight Log E=t 1 Hide Line Types ] Publications Ext. Info
General 2 HD ] Defaults ] Setup ] Customer Daocs I “endor Docs ] Taxes ] Charges ] Convert 1 P#M Ext
Counters | Modules Limits] System Alerts ] General Settings ] Document Settings ] WwO/MNT Settings ] tema Convert
Exch Defaal

Core Charge Up Front : [

Irsert Core Value in Mote Field [if not zera) : [v
Return Core Withir - SDS: Daps Exchange/Core Cost Setlp ‘

Ditectaries | Gner?nNn Transier Filalst Niractor | S ales FRIL Breckhacinn FOEL RS Gnae 2000 ] ERL nwantan o |

ii. Insert Core Value in Note Field (if not zero) check box - Mark the check box as "checked" if the
core value should be automatically entered into the Note field on documents requiring a core
that are associated with the customer.

iii.  Return Core Within - Identify the number of days that your organization allows the customer to
return cores in exchange transactions. The spinner arrows =] may also be used to adjust the
number in whole number increments.

NOTE: The default value for the Return Core Within field (when new accounts are created) is
managed within the Company Setup. To set up the default Return Core Within value, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Default Return Core Within value may be identified on

the Modules tab.
7 — = — A
# Company Setup Pl
X « =
Cancel 0K Option
Accounting Settings ] Printing Settings ] Stock ‘w'/H Settings ] tdandatory Fields I 50/P0 Line changes settings
Consolidator Settings ] PHR ] Aircraft Eut ] Flight Log Ext 1 Hide Line Types ] Publications Ext. Info
General A o ] Defaults ] Setup ] Customer Daocs I “endor Docs ] Taxes ] Charges ] Convert 1 P/M Ext
Counters | Modules Limitsl System Alerts ] General Settings ] Dacument Settings ] WO/MNT Settings ] Mema Convert

Exchange Defaults
Care Charge Lip Frant -

Inzert Care Walue in Nate Field [if nat zera] : [V
IHetum Care ‘within : 303: Days] Exchange/Core: Cost Setllp

Directories | Gner?MiN Transiar Filafel Mirmctan | Sales FRLL Burehasinn ERLD RS Snae 2000 ] FR Inerton o |
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e. Import/Export File Type - Identify the type of file that should be looked for when importing files and
created when files associated with the customer are exported

i Left-click the drop down arrow _~lin the Import/Export File Type field.
ii. Left-click the appropriate selection from the list of file types.

f. Do not Mark Doc images automatically on printing check box - Mark the check box as "checked" if
attachments linked to documents associated with the customer should not be marked to print
automatically in the print window.

NOTE: It may be necessary that particular images linked to part numbers and/or bin locations are
attached to all quotes, sales orders, pick tickets, invoices, component work orders, and/or maintenance
work orders when associated with the customer. The list of required images may be populated in the
print window automatically within the "Customer Required Image Types" option discussed separately in
this procedure.
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6. Financials Tab

Ganerall Delaults] SetUpStatus] Tax ] Mise. Charges] Quality

# Aect Financials |Terms TaxIDn:l

1 BCommerce] Ext. Saarch] Repair C »

Customer Curency$ 1:|usp LSA DOLLAR Resale Cert:|
GL Acct: | 400-00-00 SALES OF GOODS Credit Card :
Salesmen Accounts
i Doz Coe L[ @ NG Giobat [~ CredtLini] 5] 0
Discount [%] | 0.00
2 0.0000%| ¢ D& L| | & NO G
i Order [$] : 0.00
3 D000%| DG L|| & NC G MinLine (§) 000
4. 00000%| ¢ D6 L|| & W¢ G | Calc Disc by Discount by,
* * Doc
L% 00000z DG L) | & NCG ((: Egase € Lie

Default Late Charge GL Account

a. Acct Financials button - Left-click the Acct Financials button. The Financial information for [Customer]

window will appear displaying a predetermined set of information about the customer.

unlimited custom reporting options

NOTE: The information provided in the Financial information for [Customer] window and the format in
which it is displayed cannot be modified; however, there are multiple canned reports available as well as

& ~
Financial information for [ ] 4 @
A
‘Payments Close

Sales Order Info Irenices Info
Total: 0.00 Total : n.oo
YI.0: 0.00 YTD: 0.00
Last Year : 0.00 Last Year: o000
Last Order Amount - 0.0 Last Invoice Amaount : 0o
Invoices Posted [AR] : 0.00
Back DiderYalue : 0.00
Open Iy, Total : 0.00
Lact Drder Date : Mot Found Open Credit [4R] 000
Crexit Limit$] 000 Open Credit Total : 0.00
Last Invaoice Date : Mot Found
Dizcount [%] 0.an
Terms : Credit Limit Details | || Paymens Siatistics |
Open Invoices :
Total: 000 0-30: 0.00 6080 0.00
Ticketed : 0.00 30-B0: 000 90+ 0.00
|Year |Business Line |Platform Currency Budget Forecast Mate
<Ma data ta displays
Kl | []

i Payments - Left-click the Payments button in the Financial information for [Customer] window

toolbar to view all payments received from the customer.
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ii. Credit Limit Details - Left-click the Credit Limit Details button. The Customer Credit Limit
Balance window will appear displaying the calculated open credit balance.

r__‘ Customer Credit Limit Balance [ = )
1

: Crncy  Close

| Open Invaices | 0.oo Usb

Invaices From Open 'Work Orders | noo UsD

Irvvoices From Closed Wwork Orders | 0.00 Ush

Invaices From Open Maintenance | ooo UsD

Invaices From Closed Maintenance | 0.00 UsD

Pick Tickets Mot Invoiced ‘et | 0.00 UsD

Pick Tickets From Work Orders | 000 Ush

Open Sales Orders | 000 UsD

Account Open Credit | 000 ust

Total Credit Used [Inv+Tki-Credit] : poo UsD

Future Payment Value : | oo UsSD

Account Credit Limit : oo uso

Open Credit Balance : 000 UsD

b A

1. Left-click the Open Invoices button on the Customer Credit Limit Balance window to view
invoices that have not yet been fully paid by the customer.

2. Left-click the Invoices From Open Work Orders button on the Customer Credit Limit
Balance window to view invoices associated with open component work orders that have
not yet been paid by the customer.

3. Left-click the Invoices From Closed Work Orders button on the Customer Credit Limit
Balance window to view invoices associated with closed component work orders that have
not yet been paid by the customer.

4. Left-click the Invoices From Open Maintenance button on the Customer Credit Limit
Balance window to view invoices associated with open maintenance work orders that have
not yet been paid by the customer.

5. Left-click the Invoices From Closed Maintenance button on the Customer Credit Limit
Balance window to view invoices associated with closed maintenance work orders that
have not yet been paid by the customer.

6. Left-click the Pick Tickets Not Invoiced Yet button on the Customer Credit Limit Balance
window to view sales order pick tickets that have been not yet been invoiced to the
customer.

7. Left-click the Pick Tickets From Work Orders button on the Customer Credit Limit Balance
window to view component work order pick tickets that have been not yet been invoiced
to the customer.

8. Left-click the Open Sales Orders button on the Customer Credit Limit Balance window to
view Sales Orders that have been not yet picked or invoiced to the customer.
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9. Left-click the Account Open Credit button on the Customer Credit Limit Balance window to
view credits that have been issued to the customer but not yet redeemed.

10. Left-click the Future Payment Value button on the Customer Credit Limit Balance window
to view payments that have been received from the customer, but have not yet been
deposited or applied.

iii.  Payments Statistics - Left-click the Payments Statistics button. The Payment Statistics window
will appear displaying on time and overdue payments by the customer.

@ Payments Statistics =
© Close
- T
0-30: 3080 B0-90: 90120 120+:
On Time : 0.00 0.00 0.00 0.00 0.00
% 0f Total: 0.00% 0.00% 0.00% 0.00% 0.00%
Ayg. Days 0
Ower Due 0.00 0.00 0.00 0.00 0.00
% 0f Total: 0.00% 0.00% 0.00% 0.00% 0.00%
Awg. Daps il

NOTE: The range for which statistics are displayed may be modified by identifying a start date in
the From field and/or an end date in the To field.

1. From - Identify the date from which the statistics should begin being compiled.
a. Left-click the drop down arrow _~lin the From field.
b. The date widget will appear.

C. Left-click the date that corresponds to the date from which the statistics should begin
being compiled.

NOTE: If the From field is left blank, statistics will begin upon the first transaction associated
with the customer.

2.  To - Identify the date to which the statistics should finish being compiled.
a. Left-click the drop down arrow ~lin the To field.
b. The date widget will appear.

C. Left-click the date that corresponds to the date to which the statistics should finish
being compiled.

NOTE: If the To field is left blank, statistics will finish upon the last transaction associated
with the customer.
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b. Customer Currency - Identify the currency used by the customer.

NOTE: To complete the Customer Currency field, the appropriate currency must be listed in the Currency
List. To access this table, left-click Administration from the toolbar, go to General Tables List by Name,
and left-click Currency.

i Left-click the ellipses =l in the Currency field.
ii. The Currency List search window will appear.

iii.  Select the appropriate currency (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

C. GL Acct - Identify the general ledger account that should be used in sales transactions associated with
the customer.

NOTE: To complete the GL Acct field, the appropriate bank must be listed in the GL Accounts List. To
access this table, left-click Financials from the toolbar, go to Administration, and left-click GL Accounts
Table.

NOTE: The default value for the GL Acct field (when new accounts are created) is managed within the
Accounting Setup. To set up the default GL Account value for new customers, left-click Financials from
the toolbar, go to Administration, then left-click on Accounting Setup. The Accounting Setup window
will appear. Default GL Acct (for accounts receivable) value may be identified on the Fiscal Year Periods

tab.
#® Accounting Setup P
&6 @ X o0
Edit Opt Close
Fiscal Year Periods 1 Late Charges I Delaults]
General :
Fizcal Year Beging : |1/1/2012 Current Open Fiscal Year: | 2012 ‘.';i)
’ #/R GL anct -Hr o |4UD'DD'DD I Periods : 12 Current : 13:
A/ GL Acct - Line |4DD-DD-DD Fram To Closed &R AP GL
4/P GLAcet Hdr - [500.00.00 Period 1: [171/2012 [13172m2 r - r
AP GL Acct - Line: |500-00-00 Period 2: [27172012 272972012 - rr
Retained Earnings : | 300-02-00-01 Perind 3: |3f‘| 2012 |3f3'| 22 | i .
Past to Closed Periods : [V
Post ta Pre Closed Year: [ Period 4: |4f1 famz |4f'30#’201 2 i e
Period 5: |5f1 s2ma |5f31 f2mz r - r
Period : |Bf’1 s2ma |8f’30f’201 2 r - r
Period 7:[7/1/202 [7i3172m2 r
Sales Purchasing Period 8: [8/1/2012 |z/31 72012 r rrr
AutaPost to A/R : [ AutoPast to 4P [ .
Post Receivers By : Period 9: |9f1/2012 |8f30f2012 ' i
Post To Stock Date Period 10 |1 041/2mz2 |1 0/31/20m2 r rrr
Post Invoices By : FostVend. Invoices By : Period 17 : |‘I1J‘I s2mz2 |‘I1J3EI!2D12 r - - -
(Invsice Date |Verd. Invcice Date Period 12: [12/1/20012 femiaz - ©
Post B.b.A By Fost Claims By :
|Approved Date |Appmvad Date
Post'w'/H Tranzfer By :

Left-click the GL Acct field.

The Currency List search window will appear.
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iii.  Select the appropriate currency (left-click the line within the search screen and left-click OK; or

double-click the line within the search screen).

d. TaxID # - Identify the customer's tax identification number (optional).
e. Resale Cert - Identify the customer's resale certificate number (optional).
f. Credit Card - Identify the customer's default credit card for payment (optional).
NOTE: To complete the Credit Card field, the appropriate credit card must be listed in the customer's
Credit Card List. To access this table, left-click Opt from the Customer File window toolbar and left-click
W. Credit Cards.
i Left-click the Credit Card field.
ii. The Credit Card List search window will appear.
iii.  Select the appropriate credit card (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).
g. Salesmen Accounts group box -
i Salesman 1 line - may be used to identify the primary contact within your organization and/or to
identify a commission for that primary contact.
1. Salesman 1 field - Identify the employee who should appear on sales documents as "Our
Contact" in the event that the customer needs to contact your organization regarding the
document.
NOTE: To complete the Salesman 1 field, the appropriate user must be listed in the Users
List. To access this table, left-click Administration from the tool bar, go to Pentagon Users
and Groups, and left-click User List.
Steps for creating a user may be found in the procedure "Creating a User" within the System
Administration section of this manual.
a. Left-click the Salesman 1 field.
b. The Users List search window will appear.
C. Select the appropriate user (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).
2. Percentage field - Identify the percent commission that the user identified in the Salesman
1 field should receive for sales to the customer.
3. Document vs. Line radio buttons - Identify whether the commission percentage is based
upon the document amount or line amount.
a. D - Left-click the radio button to the left of the D label to identify that the
commission percentage is based upon the document amount.
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b. L - Left-click the radio button to the left of the L label to identify that the commission
percentage is based upon the line amount.

4, Net vs Gross radio button - Identify whether the commission is based upon the net amount
of the document/line or the gross amount of the document/line.

a. N - Left-click the radio button to the left of the N label to identify that the
commission percentage is based upon the net amount of the document/line.

b. G - Left-click the radio button to the left of the G label to identify that the
commission percentage is based upon the gross amount of the document/line.

NOTE: All values identified on the Salesman 1 line are default values for documents associated
with the customer. All values may be changed on the actual document if necessary.

ii. Salesman 2 - Salesman 5 lines - may be used to identify commission for sales employees.

1.  Salesman field - Identify the employee who will receive commission on sales to the
customer.

NOTE: To complete the Salesman field, the appropriate user must be listed in the Users List.
To access this table, left-click Administration from the tool bar, go to Pentagon Users and
Groups, and left-click User List.

Steps for creating a user may be found in the procedure "Creating a User" within the System
Administration section of this manual.

a. Left-click the Salesman field.
b. The Users List search window will appear.

C. Select the appropriate user (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

2. Percentage field - identify the percent commission that the user identified in the Salesman
field should receive for sales to the customer.

3. Document vs. Line radio buttons - Identify whether the commission percentage is based
upon the document amount or line amount.

a. D - Left-click the radio button to the left of the D label to identify that the
commission percentage is based upon the document amount.

b. L - Left-click the radio button to the left of the L label to identify that the commission
percentage is based upon the line amount.

4. Net vs Gross radio button - Identify whether the commission is based upon the net amount
of the document/line or the gross amount of the document/line.

a. N - Left-click the radio button to the left of the N label to identify that the
commission percentage is based upon the net amount of the document/line.
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b. G - Left-click the radio button to the left of the G label to identify that the
commission percentage is based upon the gross amount of the document/line.

NOTE: All values identified on the Salesman 2 - Salesman 5 lines are default values for documents
associated with the customer. All values may be changed on the actual document if necessary.

h. Global check box and Credit Limit field

i Global check box - Mark the check box as "checked" if the credit limit identified in the Credit
Limit field applies to all customer files with the same account number combined (i.e. sub-account

numbers will be ignored).

NOTE: If the Global check box is marked on multiple customers who have the same account
number but different sub-account numbers, the global credit limit will be set at the sum of the
values identified in the Credit Limit field for those customer files.

ii. Credit Limit field - Identify the amount of credit that your organization is willing to extend to the

customer.

i Calc Disc by radio buttons and Discount field

Conzolidator Settings \ Hide Line

Altemnate Customer Codes

Al Code : |AK Code
AlZ Code : |42 Code

Alt3 Code - [AI3 Code
Altd Code : |Ald Code

Auto Sales Tax Calc.

Custorner Currency : [USD Quate Prefix
¥ + Mon o7
Intercompany Account : [ {" Euro¥at

Types | Publications Ext. Infa

PRRE | AicaftEs ghtlogE=t |
General I WHDoe ] Defaults ] Setup ‘Yendor Daocs ] Taxes 1 Charges 1 Corwert ] P/ Est 1

Show Zero Price/Qhy as History : v
Print COD Amaunt on PickTkt: [~
Contact Counter: [~

Create Late Charge Irnvoices : [

Allove Ower Shiprment by : [ 4

Customer”/endor Search Labels

" Local State/City

Flight O perations Factor Labels

Document References f Transfer to Purchasing Docs

User Table Feed inta

Label Maszk Transfer Driven Table Setup |  pjge
1_|DurHEH¢ | Transfer: ¥  Actve:[  Update Table| || & 1
2.|YOUIF!BN¢ | Transfer: [ Active: [~ Update Table|| © 2

3
3 [Project [ Transfer: ¥ Active:[”  Updale Tabls

4
4|Contract | Transfer: W Active [ Update Table

Calculate Dizcount by Mizcellaneous Charge Ocean Frt

|| (v Doc " Line * Doc " Line * Doc " Line

Amount Dizcount by Air Frt Insurance

% & & Doc O Line # Doc (" Line

Account

Sales Person Commission by

(" Doc &= Line| |  Doc (* Line
12} ]

" Doc % Line| | ¢ Doc (+ Line
131

" Doc &+ Line

Hand Charge

+ Doc " Line

Hazhat

 Doc (7 Line

NOTE: Values identified concerning discounts are default values for documents associated with the
customer. All values may be changed on the actual document if necessary.

NOTE: The default value for the Calc Disc by field (when new accounts are created) is managed within
the Company Setup. To set up the default Calc Disc by value, left-click Administration from the toolbar,
go to System Setup, then left-click on System General Defaults. The Company Setup window will
appear. Default Calc Disc by value may be identified on the Customer Docs tab.

i To identify that the standard discount is calculated based upon a percentage:

1. Calc Disc by radio button - left-click the radio button to the left of the % label to identify

that the default discount is calculating using a percentage.
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2. Discount field - identify the percentage of the default discount.
ii. To identify that the standard discount is a fixed amount:

1. Calc Disc by radio button - left-click the radio button to the left of the By $ label to identify
that the default discount is a fixed amount.

2. Discount field - identify the amount of the default discount.
iii.  Toidentify that the standard discount is based upon a standard discount code:

1. Calc Disc by radio button - left-click the radio button to the left of the Code label to identify
that the default discount is based upon a standard discount code.

2. Discount field - identify the amount of the default discount.

NOTE: To complete the Discount field when the Code radio button is selected in the Calc
Disc by group box, the appropriate currency must be listed in the Discount Code List. To
access this table, left-click Administration from the toolbar, go to General Tables List by

Name, and left-click Discount Code.

a. Left-click the Discount field.
b. The Discount Code List search window will appear.

C. Select the appropriate code (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).
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j Discount by radio button

i Doc - Left-click the radio button to the left of the Doc label to identify that the discount is based

upon the document amount.

ii. Line - Left-click the radio button to the left of the Line label to identify that the discount is based

upon the line amount.

Consolidator Settings |

Altemnate Customer Codes

Al Code : |&11 Code
Al2 Code : |42 Code

Alt3 Code : [41t2 Code
Altd Code : |4ltd Code

Auto Sales Tax Calc.

Customer Currency : Quote Prefis
| USD & Non ’QT_
Intercompany Account: [ " Euro'at
" Local State/City
Document References # Transfer lo Purchasing Docs
Feed intor
User Table
Label Mask Transfer Driven Table Setup || ~ pgne
1_|DurHef# | Transfer: ¥ Active:[  Update Table| || = 1
2 |Y0urF|em | Transfer: [~ Active:[”  Update Table Cz
3
3.|P|o\ect | Transfer: W Active:[  Update Table
4
4_|Contract | Transfer: ¥ Active:[  Update Table
Calculate Discount by Miscellaneous Charge Ocean Frt
 Doc O Line & Do Line Doz Line
mount Discount by Air Frt Insurance
% > % @ Doc " Line * Doc (" Line
Account

Hide Line Types |

PMR | AizaftEs ight Log Ext |
General I wH/Doc ] Defaults ] Setup Wendor Docs ] Tares } Charges } Corrvert ] P/ Ext }

NOTE: The default value for the Discount by field (when new accounts are created) is managed within
the Company Setup. To set up the default Discount by value, left-click Administration from the toolbar,
go to System Setup, then left-click on System General Defaults. The Company Setup window will
appear. Default Discount by value may be identified on the Customer Docs tab.

Publications Ext. Infa |

Show Zero Price/0ty as History : v
Frint COD Amaount on PickTkt: [
Contact Counter : [~

Create Late Charge Invoices : [

Allovs Dver Shiprment by : 02 %

Customerendor Search Labels

Flight O perations Factor Labels

Sales Person Commiszion by

" Doc & Line| | ¢ Doc 8 Line
121 [5]

(" Doc & Line " Doc + Line
131

(" Doc & Line

Hand Charge

+ Doc 7 Line

Hazhat

(# Doc (" Lline

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS

Creating a Customer Account
Rev 0, 06/29/2012
Page 37 of 103




/\
Nt

PENTAGON

SOFTWARE EMPOWERING THE ENTERPRISE

to the customer.

Min Order - Identify the minimum document amount that your organization allows on sales documents

Company Setup. To set up the default Min Order

NOTE: The default value for the Min Order field (when new accounts are created) is managed within the

value, left-click Administration from the toolbar, go

to System Setup, then left-click on System General Defaults. The Company Setup window will appear.
Default Min Order value may be identified on the Customer Docs tab.

LONSOIOSM0n 5 erings | FMH | ArcIamEw QLLOOERC | HIOELME 1ypes | FUDNICANONS E XL IR0 I
General I WHDoe ] Defaults ] Setup ‘Yendor Daocs ] Taxes 1 Charges 1 Corwert ] P/ Est 1
Alt te Cust Cod

emnate Zustomer -odes Show Zero Price/Qhy as History : v

Al Code : |AK Code Alt3 Code - [AI3 Code Prirt COD Arnount o PickTkt: [
A2 Code : [412 Cods £lt4 Code : |4lt4 Code Contact Counter: [
Create Late Charge Irnvoices : [
Customer Currency : |USD Auto Sales Tax Cale. Quate Prefix Allows Ower Shipment by [ 4
+ Mon aT
Intercompany Account : [ {" Euro¥at CustomerVendor Search Labels
(" Local State/City = =
Document References / Transfer to Purchasing Docs . filghtliperariosliactonlabel
User Table Feedinto| —~Sales Person Commission by
Label Maszk Transfer Driven Table Setup |  pjge
(" Doc &= Line| |  Doc (* Line
1.|Our Reft Transfer: W Active:[  Update Table| || & 1
[ | [ TEZEET el B
2 |Your Fieft | Transfer: [~ Active: [~ Update Table 2 " Doc % Line| | ¢ Doc (+ Line
3
3.|F'n:uec:l | Transfer: ¥ Active:[  Update Table 131
4 " Doc &+ Line
4 |Contract | Transfer: W Active [ Update Table
Calculate Dizcount by Mizcellaneous Charge Ocean Frt Hand Charge
(= Doc " Line & Doc " Line * Doc " Line + Doc " Line
Amount Dizcount by Air Frt Insurance Hazbd at
3% & & Doc O Line # Doc (" Line  Doc (7 Line
Account
Type: | J Priarity : J
Min Sales Order Amount Per Fiating :
Total Order : 0.00| Line Order 000
New Accounts
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I Min Line - Identify the minimum line amount that
customer.

your organization allows on sales documents to the

NOTE: The default value for the Min Line field (when new accounts are created) is managed within the
Company Setup. To set up the default Min Line value, left-click Administration from the toolbar, go to
System Setup, then left-click on System General Defaults. The Company Setup window will appear.
Default Min Line value may be identified on the Customer Docs tab.

LONSOIOSM0n 5 erings | FMH | ArcIamEw QLLOOERC | HIOELME 1ypes | FUDNICANONS E XL IR0 I
General I WHDoe ] Defaults ] Setup ‘Yendor Daocs ] Taxes 1 Charges 1 Corwert ] P/ Est 1
Alt te Cust Cod

emnate Zustomer -odes Show Zero Price/Qhy as History : v
Al Code : |AK Code Alt3 Code - [AI3 Code Prirt COD Arnount o PickTkt: [
A2 Code : [412 Cods £lt4 Code : |4lt4 Code Contact Counter: [

Create Late Charge Irnvoices : [
Customer Currency : |USD Auto Sales Tax Cale. Quate Prefix Allows Ower Shipment by [ 4
+ Mon aT
Intercompany Account : [ {" Euro¥at CustomerVendor Search Labels
(" Local State/City = =
Document References / Transfer to Purchasing Docs . filghtliperariosliactonlabel
User Table Feedinto| —~Sales Person Commission by
Label Maszk Transfer Driven Table Setup |  pjge
(" Doc &= Line| |  Doc (* Line
1.|Our Reft Transfer: W Active:[  Update Table| || & 1
[ | [ TEZEET el B
2 |Your Fieft | Transfer: [~ Active: [~ Update Table 2 " Doc % Line| | ¢ Doc (+ Line
3
3.|F'n:uec:l | Transfer: ¥ Active:[  Update Table 131
4 " Doc &+ Line
4 |Contract | Transfer: W Active [ Update Table
Calculate Dizcount by Mizcellaneous Charge Ocean Frt Hand Charge
(= Doc " Line & Doc " Line * Doc " Line + Doc " Line
Amount Dizcount by Air Frt Insurance Hazbd at
3% & & Doc O Line # Doc (" Line  Doc (7 Line
Account
Type: | J Priarity : J
Min Sales Order Amount Per Fiating :
Total Order : 0.00 |Line Order 000 I
New Accounts
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7.

Status Tab
Ganerall Delaultsl SetUpI Financials Tax I Mise. Chargesl Qua\ityl BCommercel Ext. Saarchl FRepair [ 4 | »
A t Sup ded by [new ] —Approval Inf tion [approved by]
Account Approves
e |2
£ I _I |_| O e & No
—Added by

User Name ipames “wiehster

Mame :| James \Webster

Date & Time :|E/28./2012 125724 PM

Last Modified by

~Hold Inf ion [hold by)

Account on Hol
& Yes " No

User Name 1pamas ‘wiebster

Date & Time :|B./28./2012 3:25:46 Pid

Mare :| James Wwebster

a. Account Superseded by (new account) - Identify the customer account that supersedes the customer

account (if applicable).

superseded customer with any document.

NOTE: If a customer account has been superseded, a Confirm dialog box will appear indicating that the
customer account that was selected has been superseded. The user may continue to associate a

b.  Added by - Displays the user who created the customer account.

C. Last Modified By - Displays the user who last modified the customer account.
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d. Approval Information (approved by) group box

NOTE: An account that is not approved may not normally be associated with documents. However,
each user may be given the right to send quotes to customers whose accounts are not approved if their
user account is setup properly.

To allow a user to send quotes to customers whose accounts are not approved, left-click Administration
from the toolbar, go to Pentagon Users & Groups, then left-click Users List. The Users List search
window will appear. Left-click the line that corresponds to the user for whose settings are to be
adjusted and left-click the OK button or double-click the line that corresponds to the user for whose
settings are to be adjusted. The user's User/Employee Information window will appear.

The user may be given rights to send quotes to customers whose accounts are not approved by marking
the check box labeled "Allow to Quote Customers on Hold or Not Approved" on the Doc Security tab as
"checked".

#® User/Employee Information

o Ferdm

Add  Edit  Del  Prev  MNext

User Code:|DU1 Mr!Ms:|M[_ First Mame

Last Mame

Personal Info ] Login Securiy Doz Security 1 Appravals

Sales Purcha
Overide Hold Customers : W

Allow to Hold Sales Documents A0 Mnt W Al
Allow to Hold Customers : [

Override Credit Limit : [v Show *

Allovs to Quate Customers Al
on Hold or Mot Approved : v
Sell Below Min Price in 5.0./Quotes v

Disallow to Print PT &bave Credit Limit [~ t
Share Custamer : [V

Other

Wi Commizsinne - o
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e

i Account Approved - Identify the approval status of the customer account.

the Customer Docs tab.

LONSOIOSM0n 5 erings | FMH | o GRELpOERC | HIOELINE 1ypes | FUDNICANONS E XL IR0
General I WHDoe ] Defaults ] Setup ‘Yendor Daocs ] Taxes 1 Charges 1 Corwert ] P/ Est 1
Alt te Cust Cod

emnate Zustomer -odes Show Zero Price/Qhy as History : v

Al Code : |AK Code Alt3 Code - [AI3 Code Prirt COD Arnount o PickTkt: [
A2 Code : [412 Cods £lt4 Code : |4lt4 Code Contact Counter: [
Create Late Charge Irnvoices : [
Customer Currency : |USD Auto Sales Tax Cale. Quate Prefix Allows Ower Shipment by [ 4
+ Mon aT
Intercompany Account : [ {" Euro¥at CustomerVendor Search Labels
(" Local State/City = =
Document References / Transfer to Purchasing Docs . filghtliperariosliactonlabel
User Table Feedinto| —~Sales Person Commission by
Label Maszk Transfer Driven Table Setup |  pjge
(" Doc &= Line| |  Doc (* Line
1.|Our Reft Transfer: W Active:[  Update Table| || & 1
! ! Q 12} ]
2 |Your Fieft | Transfer: [~ Active: [~ Update Table 2 " Doc % Line| | ¢ Doc (+ Line
3
3.|F'n:uec:l | Transfer: ¥ Active:[  Update Table 131
4 " Doc &+ Line
4 |Contract | Transfer: W Active [ Update Table
Calculate Dizcount by Mizcellaneous Charge Ocean Frt Hand Charge
(= Doc " Line & Doc " Line * Doc " Line + Doc " Line
Amount Dizcount by Air Frt Insurance Hazbd at
3% & & Doc O Line # Doc (" Line  Doc (7 Line
Account
Type: | J Priarity : J
Min Sales Order Amount Per Fiating :
Total Order : 0.00 Line Order 000
New Accounts
Custormer Mot OnHald : I {Customer Approved : [
Aircraft Active - [

NOTE: The default value for the Account Approved field (when new accounts are created) is
managed within the Company Setup. To set up the default Account Approved value, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Default Account Approved value may be identified on

If the Customer Approved check box is marked as "checked", then the Account Approved will be

marked as "Yes" for all new customer accounts.

If the Customer Approved check box is not marked as "checked", then the Account Approved will

be marked as "No" for all new customer accounts.

1.  Yes - the customer account is approved for use.

2. No - the customer account is not approved for use.

Name - displays the user who last modified the approval status of the customer account.

NOTE: Any user may approve a customer account.

Date - displays the date and time the approval status of the customer account was modified.

Note button -

1. Left-click the Memo button.

2.  The Memo Editor window will appear. Left-click the Edit button to add notes.

3. Type the memo.
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4. Left-click the OK button in the Memo Editor window toolbar to save the message.

5.  When the Memo field is not blank, the light bulb % on the appropriate button will be
highlighted in yellow % .

e. Hold Information (hold by) group box

NOTE: An account that is on hold may not normally be associated with documents. However, each user
may be given the right to send quotes to customers whose accounts are on hold if their user account is
setup properly.

To allow a user to send quotes to customers on hold, left-click Administration from the toolbar, go to
Pentagon Users & Groups, then left-click Users List. The Users List search window will appear. Left-
click the line and left-click the OK button (or double-click the line) that corresponds to the user for whose
settings are to be adjusted. The user's User/Employee Information window will appear.

The user may be given rights to send quotes to customers whose accounts are on hold by marking the
check box labeled "Allow to Quote Customers on Hold or Not Approved" on the Doc Security tab as
"checked".

# User/Employee Information

e o N e

Add  Edit  Del  Prev  MNext

User Code:lbm Mr#Ms:lM[_ First Mame

Last Name

Personal Info ] Login Security  Doc Security 1 Appravals
Sales Purcha
Overiide Hold Customers : [W
Allow to Hold Sales Documents/A0 /Mt : [ Al
Allow to Hold Customers : [v
Qverride Credit Limit: [ Show'!
Allovs to Quate Customers Al
on Hold or Mot Approved : v
Sel Below Min Price in 5.0./Quotes : v
Disallow to Print PT &bove Credit Limit [~ t
Share Customer ; [¥
Other

Wie Commizsinne - o
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i Account on Hold - Identify the hold status of the customer account.

Customer Docs tab.

NOTE: The default value for the Account on Hold field (when new accounts are created) is
managed within the Company Setup. To set up the default Account on Hold value, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults.
The Company Setup window will appear. Default Account on Hold value may be identified on the

marked as "No" for all new customer accounts.

LONSOIOSM0n 5 erings | FMH | o GRELpOERC | HIOELINE 1ypes | FUDNICANONS E XL IR0 I
General I WHDoe ] Defaults ] Setup ‘Yendor Daocs ] Taxes 1 Charges 1 Corwert ] P/ Est 1
Alt te Cust Cod

emnate Zustomer -odes Show Zero Price/Qhy as History : v

Al Code : |AK Code Alt3 Code - [AI3 Code Prirt COD Arnount o PickTkt: [
A2 Code : [412 Cods £lt4 Code : |4lt4 Code Contact Counter: [
Create Late Charge Irnvoices : [
Customer Currency : |USD Auto Sales Tax Cale. Quate Prefix Allows Ower Shipment by 03: %
+ Mon aT
Intercompany Account : [ {" Euro¥at CustomerVendor Search Labels
(" Local State/City = =
Document References / Transfer to Purchasing Docs . filghtliperariosliactonlabel
User Table Feedinto| —~Sales Person Commission by
Label Maszk Transfer Driven Table Setup |  pjge
(" Doc &= Line| |  Doc (* Line
1.|Our Reft Transfer: W Active:[  Update Table| || & 1
[ | [ TEZEET el B
2 |Your Fieft | Transfer: [~ Active: [~ Update Table 2 " Doc % Line| | ¢ Doc (+ Line
3
3.|F'n:uec:l | Transfer: ¥ Active:[  Update Table 131
4 " Doc &+ Line
4 |Contract | Transfer: W Active [ Update Table
Calculate Dizcount by Mizcellaneous Charge Ocean Frt Hand Charge
(= Doc " Line & Doc " Line * Doc " Line + Doc " Line
Amount Dizcount by Air Frt Insurance Hazbd at
3% & & Doc O Line # Doc (" Line  Doc (7 Line
Account
Type: | J Priarity : J
Min Sales Order Amount Per Fiating :
Total Order : 0.00 Line Order 000
New Accounts
Custorer Mot On Hald : [ | Customer Approved : [
Aircraft Active s |

If the Customer Not On Hold check box is marked as "checked", then the Account on Hold will be

If the Customer Not On Hold check box is not marked as "checked", then the Account on Hold will
be marked as "Yes" for all new customer accounts.

1. Yes - the customer account is on hold.

2. No - the customer account is not on hold.
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ii. Name - displays the user who last modified the hold status of the customer account.

NOTE: Only particular users may change the hold status of a cutomer account.

To allow a user to remove the hold status from customer accounts, left-click Administration from
the toolbar, go to Pentagon Users & Groups, then left-click Users List. The Users List search
window will appear. Left-click the line and left-click the OK button (or double-click the line) that
corresponds to the user for whose settings are to be adjusted. The user's User/Employee
Information window will appear.

The user may be given rights to remove the hold status from customer accounts by marking the
check box labeled "Override Hold Customers" on the Doc Security tab as "checked".

#® User/Employee Information

o Ferdm

Add  Edit  Del  Prev  MNext

User Code:|DU1 s :|M[_ First Marm
Last Mam

Personal Info ] Login Security Approval
Sales Purcl

Overide Hold Customers : ¥/
Allow to Hold Sales Documents WO /RnE !

Allove to Hold Customers
Override Credit Limit
Allow ta Quote Custamers

<l =l

Sho

on Hold ar Mot Approved

Sell Below Min Price in 5.0./Quates
Disallow to Print PT &bave Credit Limit [~
Share Custamer : [V

<%

Other

PRTRRNP S S

To allow a user to place a hold status on customer accounts, left-click Administration from the
toolbar, go to Pentagon Users & Groups, then left-click Users List. The Users List search window
will appear. Left-click the line and left-click the OK button (or double-click the line) that
corresponds to the user for whose settings are to be adjusted. The user's User/Employee
Information window will appear.

The user may be given rights to place a hold status on customer accounts by marking the check
box labeled "Allow to Hold Customers" on the Doc Security tab as "checked".

# User/Employee Information

P e R s TR

Add  Edit  Del  Prev  Mext

User Code:|DU1 [INEES :|M[_ First Marm

Last Nam

Personal Info ] Login Securily Approval

Sales Purcl
Overiide Hold Customers : [w

Allaw to Hold Sales Documents/Af0/Mnt : v i
Allow to Hold Customers : [¥

Overnde Credit Limi ; v Shou
Allow to Quote Customers
on Hold or Mat Approved : [v
Sell Below Min Price in 5.0./Quotes : v
Disallow to Print PT &bove Credit Limit [~
Share Customer ; [¥

Other

DTN T o
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ii.  Date - displays the date and time the hold status of the customer account was modified.
iv.  Note button -

1.  Left-click the Memo button.
The Memo Editor window will appear. Left-click the Edit button to add notes.

Type the memo.

> wnN

Left-click the OK button in the Memo Editor window toolbar to save the message.

5. When the Memo field is not blank, the light bulb ¥ on the appropriate button will be
highlighted in yellow % .
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8. TaxTab
Ganerall Delaults] SetUp] Financialsl StatusMisc. Charges] Qua\itﬂ eCommerce | Ext. Saarch] Repair C »

Taxd:|FDT = AddtoTotal: W Sub Total Taxable : ¥
TaxB:|5TT - AddtoTotal: [ Sub Total Taxable : ¥ TaxonTax: W
Taxl: | Addto Total: ¥
Tax A
Reqistration Na. ; | Account Tax Entity : [
Updated : - Wi T Exemption applicable : [

alid Until : -

a. Tax A line

NOTE: If there is no primary tax applied to sales to the customer, all fields on the Tax A line may be
ignored except to ensure the Add to Total check box is not marked as "checked".

NOTE: All values identified on the Tax A line are default values for documents associated with the
customer. All values may be changed on the actual document if necessary.

i Tax A - identify the primary tax that is applied to sales to the customer.

NOTE: To complete the Tax A field, the appropriate tax must be listed in the Tax List. To access
this table, left-click Administration from the toolbar, go to Documents Tables List by Code, and
left-click Tax List.

NOTE: The default Tax A field value for new customer accounts is managed within the Company
Setup. To set up the default value, left-click Administration from the toolbar, go to System Setup,
then left-click on System General Defaults. The Company Setup window will appear. The default
Tax A value may be identified on the Taxes tab.

Longoldator Hetings | FME | Arcrart B st | Flight Log E st | Hide Line | ypes | Fubications E &L Into |
General ] WwH/Doc ] Detaults ] Setup } Customer Docs ] Yendor Docs i Eharges ] Convert P/ Ext ]

Tax Title - |Tax

Taxd: |FDT -=|| Addto Tatal: [V

TaxB: |5TT | Addto Total: W TazonTax: [
TaxC: |CIT «| Addto Total: W

Tatal Tax by
&+ Doc " Line
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ii. Add to Total check box - Mark the check box as "checked" if the tax identified in the Tax A field
should be applied to sales to the customer.

NOTE: If the Add to Total check box is marked as "checked", the tax identified in the Tax A field
will be applied to sales to the customer.

If the Add to Total check box is not marked as "checked", the tax identified in the Tax A field will
not be applied to sales to the customer.

NOTE: The default Tax A Add to Total check box value for new customer accounts is managed
within the Company Setup. To set up the default value, left-click Administration from the

toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax A Add to Total check box value may be identified on the

Taxes tab.
Lonsoldator Hethings | FMH | Agrcratt Ext | Flight Log Ext | =3 Fublications Ext. Info |
Generall WHDoc ] Defaults ] Setup ] Customer Docs ] ‘Yendor Docs | 1 Corrvert P Ext 1
Tax Title | Tax
TaxB: |5TT | AddtoTotal: W TaxonTax: [
TaxC:|CIT wo| Add to Total: ¥
Total Tax by
& Doc " Line
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Sub Total Taxable check box - Mark the check box as "checked" if the tax is to be applied to sales
to the customer before miscellaneous charges are applied.

NOTE: If the Sub Total Taxable check box is marked as "checked", the tax identified in the Tax A
field will be applied to sales to the customer before miscellaneous charges are applied. In other
words, miscellaneous charges that are applied as a percentage will be based upon the sale to the
customer plus the tax applied to that sale.

If the Sub Total Taxable check box is not marked as "checked", the tax identified in the Tax A field
will be applied to sales to the customer after miscellaneous charges are applied. In other words,
miscellaneous charges that are applied as a percentage will be based upon the sale to the
customer not including the tax applied to that sale.

NOTE: The default Tax A Sub Total Taxable check box value for new customer accounts is
managed within the Company Setup. To set up the default value, left-click Administration from
the toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax A Sub Total Taxable check box value may be identified on
the Charges tab.

Lonsoldator Sethngs | FMH | Arcrattkst | Fight Logkxt | Hide Line | ypes Fublications k. Into |
General I WHDoe ] Defaults ] Setup ] Custormer Docs ] ‘Yendor Daocs ] Taxes Corwert ] PN Est 1

Sub Total Tax | Miscl Charge - Misc4 Charge

Narme : Shipjng il Mare : Insur:nce frint:
. ’ Add to Tatal : [V ’ Add to Tatal : [
TaxB: ¥ Calculate by: Taxa: Calculate by: Tand T
. {+ Amaount TaxB:[" {+ Amaunt TaxB:["

TaxC: ¥ . s
C % TaxC:[™ C % TaxC:[™

Line Ch. Misc2 Ch Misch Ch

: Addto Total | : E bddto Total:
1loas Calculate by Tawa Calculate by Tauwn

b. Tax B line

NOTE: If there is no secondary tax applied to sales to the customer, all fields on the Tax B line may be
ignored except to ensure the Add to Total check box is not marked as "checked".

NOTE: All values identified on the Tax B line are default values for documents associated with the
customer. All values may be changed on the actual document if necessary.
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i Tax B - identify the secondary tax that is applied to sales to the customer.

NOTE: To complete the Tax B field, the appropriate tax must be listed in the Tax List. To access
this table, left-click Administration from the toolbar, go to Documents Tables List by Code, and
left-click Tax List.

NOTE: The default Tax B field value for new customer accounts is managed within the Company
Setup. To set up the default value, left-click Administration from the toolbar, go to System Setup,
then left-click on System General Defaults. The Company Setup window will appear. The default
Tax B value may be identified on the Taxes tab.

Lonsoldator Settings | FMH | Aurcraft Bxt | Flight Log Ext | ] | Fublications E&t Into |
General ] ‘WH/Doc ] Defaults ] Setup 1 Customer Docs ] Wendor Docs | il Charges ] Convert P/M Ext ]
Tax Title : | Tax
Taxh: [FDT | Addto Total: W
TaxB:|5TT wof | Addto Total: W TaxonTax: [
TawC: |CIT | Addto Total: [V
Tatal Tax by
&+ Doo " Line

ii. Add to Total check box - Mark the check box as "checked" if the tax identified in the Tax B field
should be applied to sales to the customer.

NOTE: If the Add to Total check box is marked as "checked", the tax identified in the Tax B field
will be applied to sales to the customer.

If the Add to Total check box is not marked as "checked”, the tax identified in the Tax B field will
not be applied to sales to the customer.

NOTE: The default Tax B Add to Total check box value for new customer accounts is managed
within the Company Setup. To set up the default value, left-click Administration from the
toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax B Add to Total check box value may be identified on the
Taxes tab.

Longohdator setlings | FMH | Arcratbest | Flght Logext | Hide:
General I WH/Doe ] Defalts ] Setup ] Customer Docs ] Wendor Doce |

s | Fublicatons L. Int |
Charges 1 Corwert P/ Est 1

Tax Title : | Tax
Taxd: |FDT | Addto Tatal: ¥

TaxB: |5TT || Addto Tatal: W |Taxon Tax: [

TaxC: |CIT «o| Addto Tatal: W

Total Tax by
@+ Doc " Line
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iii.  Sub Total Taxable check box - Mark the check box as "checked" if the tax is to be applied to sales
to the customer before miscellaneous charges are applied.

NOTE: If the Sub Total Taxable check box is marked as "checked", the tax identified in the Tax B
field will be applied to sales to the customer before miscellaneous charges are applied. In other
words, miscellaneous charges that are applied as a percentage will be based upon the sale to the
customer plus the tax applied to that sale.

If the Sub Total Taxable check box is not marked as "checked”, the tax identified in the Tax B field
will be applied to sales to the customer after miscellaneous charges are applied. In other words,
miscellaneous charges that are applied as a percentage will be based upon the sale to the
customer not including the tax applied to that sale.

NOTE: The default Tax B Sub Total Taxable check box value for new customer accounts is
managed within the Company Setup. To set up the default value, left-click Administration from
the toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax B Sub Total Taxable check box value may be identified on
the Charges tab.

Lonsoldator Sethngs | FMH | Arcrattkst | Fight Logkxt | Hide Line | ypes Fublications k. Into |
General I WHDoe ] Defaults ] Setup ] Custormer Docs ] ‘Yendor Daocs ] Taxes Corwert ] PN Est 1

Su.ll:-n T:lallv'[ax :wcl. [él:.alge P -7 :hscll. li:halge Pt 17
DLk ame: |>ippng Addto Total o | | OTE - [nerance fidd to Total 7
Calculate by: Taxa ™ Calculate by: Taxa ™
. {+ Amaount TaxB:[" {+ Amaunt TaxB:["
TaxC: ¥ . s
C % TaxC:[™ C % TaxC:[™
Lo O M e | WS
: Addto Total | : E bddto Total:
1loas Calculate by Tawa Calculate by Tauwn
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iv.  Tax on Tax check box - Mark the check box as "checked" if Tax B is to be applied after Tax A is
applied and inclusive of Tax A.

NOTE: If the Tax on Tax check box is marked as "checked", the tax identified in the Tax B field will
be applied to sales to the customer after Tax A is applied. In other words, Tax B will be based
upon the sale to the customer plus the Tax A applied to that sale.

If the Tax on Tax check box is not marked as "checked", the tax identified in the Tax B field will be
applied to sales to the customer before Tax A is applied. In other words, Tax B will be based upon
the sale to the customer not including the Tax A applied to that sale.

NOTE: The default Tax B Tax on Tax check box value for new customer accounts is managed
within the Company Setup. To set up the default value, left-click Administration from the
toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax B Tax on Tax check box value may be identified on the Taxes

tab.
LONSOIgEton Hetings | FMH ] ArRCrEmEXt | FightLogbExt | Hideline lypes | FUDICENCNS EXL 1N |
General I WH/Doe ] Defaults ] Setup ] Cugtorner Docs ] Wendor Docs Al Charges 1 Corrvert P/M Ext 1
Tax Title | Tax
Taxd: |FDT | Addto Tatal: W
TaxB: |5TT AddloTotaI:I?
Tax C:|CIT «o| Add to Total : v
Total Tax by
* Doc " Line
c. TaxCline

NOTE: If there is no third tax applied to sales to the customer, all fields on the Tax C line may be ignored
except to ensure the Add to Total check box is not marked as "checked".

Also, Tax Cis only applicable to transactions where taxes are applied by line as a fixed amount per
quantity. Setup of Tax C is necessary only if taxes are applied by line as a fixed amount per quantity on
documents associated with the customer.

NOTE: All values identified on the Tax C line are default values for documents associated with the
customer. All values may be changed on the actual document if necessary.
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i Tax C - identify the tax that is applied to sales to the customer.

NOTE: To complete the Tax C field, the appropriate tax must be listed in the Tax List. To access
this table, left-click Administration from the toolbar, go to Documents Tables List by Code, and
left-click Tax List.

NOTE: The default Tax C field value for new customer accounts is managed within the Company
Setup. To set up the default value, left-click Administration from the toolbar, go to System Setup,
then left-click on System General Defaults. The Company Setup window will appear. The default
Tax C value may be identified on the Taxes tab.

Lonsoldator Settings | FMH | Aurcraft Bxt | Flight Log Ext | ] | Fublications E&t Into |
General ] ‘WH/Doc ] Defaults ] Setup 1 Customer Docs ] Wendor Docs | il Charges ] Convert P/M Ext ]
Tax Title : | Tax
Taxh: [FDT | Addto Total: W
TaxB:|5TT ~o| AddtoTotal: ¥ TaxonTas: [
TawC: |CIT =o| | Add to Total: [V
Tatal Tax by
&+ Doo " Line

ii. Add to Total check box - Mark the check box as "checked" if the tax identified in the Tax C field
should be applied to sales to the customer.

NOTE: If the Add to Total check box is marked as "checked", the tax identified in the Tax C field
will be applied to sales to the customer.

If the Add to Total check box is not marked as "checked", the tax identified in the Tax C field will
not be applied to sales to the customer.

NOTE: The default Tax C Add to Total check box value for new customer accounts is managed
within the Company Setup. To set up the default value, left-click Administration from the
toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax C Add to Total check box value may be identified on the
Taxes tab.

Longohdator setlings | FMH | Arcratbest | Flght Logext | Hide:
General I WH/Doe ] Defalts ] Setup ] Customer Docs ] Wendor Doce |

s | Fublicatons L. Int |
Charges 1 Corwert P/ Est 1

Tax Title : | Tax
Taxd: |FDT | Addto Tatal: ¥

TaxB: |5TT | AddtoTotal: W TaxonTax: [

TaxC: |CIT «o|| Add to Tatal : W

Total Tax by
@+ Doc " Line
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iii.  Line Sub Total Taxable check box - Mark the check box as "checked" if the tax is to be applied to
sales to the customer before miscellaneous charges are applied.

NOTE: If the Sub Total Taxable check box is marked as "checked", the tax identified in the Tax A
field will be applied to sales to the customer before miscellaneous charges are applied. In other
words, miscellaneous charges that are applied as a percentage will be based upon the sale to the
customer plus the tax applied to that sale.

If the Sub Total Taxable check box is not marked as "checked", the tax identified in the Tax A field
will be applied to sales to the customer after miscellaneous charges are applied. In other words,
miscellaneous charges that are applied as a percentage will be based upon the sale to the
customer not including the tax applied to that sale.

NOTE: The default Tax C Line Sub Total Taxable check box value for new customer accounts is
managed within the Company Setup. To set up the default value, left-click Administration from
the toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup
window will appear. The default Tax C Line Sub Total Taxable check box value may be identified
on the Charges tab.

Lonsoldator Sethngs | FMH | Arcrattkst | Fight Logkxt | Hide Line | ypes Fublications k. Into |
General I WHDoe ] Defaults ] Setup ] Custormer Docs ] ‘Yendor Daocs ] Taxes Corwert ] PN Est 1

Sub Total Tax— | Miscl Charge S Misc4 Charge -
Taxs ¥ Name : | Shipping Addto TPDI:':‘ :g Name : |Insurance Add to TPo”tr;: E
TaxB: ¥ Calculate by: Taxa: Calculate by: Tand T
TanC v {* Amount TaxB:[" {+ Amaunt TaxB:["
C % TaxC:[™ C % TaxC:[™
Line Charge Mizc2 Charge 5 Mizch Charge >
- Frint : [v Frint : [v
Mame : |Air Frt add 1o Total | ¥ Mame : [Hand Charge dd to Total: ¥
1o Calculate by Tawa Calculate by Tauwn
d.  Tax A group box
i Registration No -
ii. Updated -
iii.  Valid Until -
e. Account Tax Entity check box -
f. VAT Exemption applicable check box -
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9. Misc. Charges Tab

Ganerall Delaults] SetUp] Financialsl Status] Tax Qua\itﬂ BCommerce] Ext. Saarch] Repair C »
Miscellaneous Charge REUrance
& Doct Line AddTH v Frint: v Taxé: [ & Doct Line, AddTH N Print: Tasa: [
Tarb: [ TaxB:[
 By3i % . @ By$i %
v [NV I3 0.00 TaC
Air Frt Hand Charge
& Doct Ling| AT Pl Tad:lT o e o] AddT W Print: Tara:T
TaxB: [ TaxB:["
& By3C % 000 oo % BeSC % 000 Tavc:l™
Ocean Fit Hazh at
& Doc Line| AddTH:F Piirt: @ Tawd T & Doot Line Add Tt : ¥ Print ;v Tawh: [
TaxB:[" TaxB:[~
% X
o B 0.00 TaxC:[ 2 Byt 0.00 TaxC:[

a. System Defaults for New Customer Accounts

This section describes the default values and settings for each miscellaneous charge that are managed
within the Company Setup. These values and settings are copied to new customer accounts when they
are created; however, all of these values and settings may be changed within the customer file (except
the labels) if necessary. To set up the default values and settings, left-click Administration from the
toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup window
will appear.

i Name - The label associated with each miscellaneous charge can be modified on the Charges tab
of the Company Setup window.

Lonsolidatar b etings | PMH | Arcratest | bightLogkst | HideLine |ypes Fublications EXE. Inta |
General I WHDoc ] Defaults ] Setup ] Custormer Docs ] “endor Daocs ] Taxes Charges ] Corwert ] PN Ext 1

Sub Total Tax || _Misc] Charge - Misc4 Charge
anh: ame  |Shipping Add to Total: v | |[Lame: [Imsurence Add o Toldl: ¥
TaxB: ¥ Calculate by: Taxa: Calculate by: Tand
. {+ Amount TawB: [ {+ Amount TawB: [
TaxC: [V . -
C % TaxC:I™ C % TaxC:[™
Line Charge — A : Print - ¥ sl H = dh Print : W
ame: JAirFr Add to Tetal: [ | | [Lome /750 -narme Add ta Total:
1[Pars Calculate by: Taxa [ | | Calculate by: Tand: [
{* Amount TaxB:[ {s Amount TaxB:[
% TaxC:[ % TaxC:[
2 |Labor
Mis harge Misch Charge
Prirt : [ Print : [
| Lot Charge Calculate by: Tand [ | | Calculate by Tand: [
{* Amount TaxB:[" (@ Amaunt TawB:["
C % TaxC:[ C % TaxC:[

NOTE: The miscellaneous charges labels will be applied in all windows where miscellaneous
charges appear and will be labeled identically in reference to both customers and vendors.
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ii. Document or Line - Identifies whether the miscellaneous charge should calculated based upon
the document as a whole or each individual line of the document. This default setting is

managed on the Customer Docs tab of the Company Setup window.

Lonsolidator Sethngs | PMH | AgcrEtbbs ghilogk=t | Hide Line | ypes | Fublications Ext. Info |
General I WwH/Doc ] Defaults ] Setup Wendor Docs ] Tares } Charges } Corrvert ] P/ Ext }
Alt te Cust Cod

etnate Lustomer -oces Show Zero Price/Qty as History : v

A1 Code : |Al Cods Alt3 Code : |41t3 Code Frint COD Amount on FickTkt: [
Alt2 Code ; |A12 Code Alt4 Code : |44 Cods Contact Counter: [
Create Late Charge Invoices : [
Cusgtomer Currency : |USD Auto Sales Tax Cale. Guote Prefis Allove Dwer Shiprment by : 0=z
* Mon [}
Intercompany Account: [ " EuroVat Customerendor Search Labels
" Local State/City
Document References / Transfer to Purchasing Docs . Flight Operations Factor Labels
User Table Feedinto| —S ales Person Commission by
Label Mask Transfer Driven Table Setup | ~ pone r Doe @ Li & Dos & Li
oc {3 Line oc (¢ Line
1.|Dur Rt Transfer: ¥ Active:[”  Update Table| || & 1
[ | [Besgovzis & B
2 |Ynur Reftt | Transfer: [ Active:| Update Table 2 " Doc & Line| | ¢ Doc 8 Line
{3
3.|P|o\ect | Transfer: ¥ Active:[  Update Table 131
4 " Doc & Line
4_|Contract | Transfer: ¥ Active:[  Update Table
Calculate Discaunt by Miscellaneous Charge Ocean Frt Hand Charge
# Doc " Line @ Doc " Line # Doc " Line (# Doc (" Line
Amount Dizcount by Air Frt Insurance Hazhat
% % @ Doc O Line & Doc O Line * Doc (7 Line
Account

NOTE: The labels for miscellaneous charges mentioned previously will appear on this tab, but not
until settings are saved by left-clicking the OK button in the Company Setup window toolbar and
re-opening the Company Setup.

NOTE: This default setting applies only to customer documents. A similar default setting is made

on the Customer Docs tab for customer documents.

iii.  ByS$ or% - |dentifies whether the miscellaneous charge should be a fixed amount that is applied
or a percentage that is calculated. This default setting is managed on the Charges tab of the

Company Setup window.

LUNSUILEI 3B | e

General I WHDoe ] Defaults ] Setup ]

HILIILERL | rugniLogese |

FIUE Line | ypes LUNGAUUTES £ AL 1T I
Customer Docs ] ‘Wendor Doce ] Tanes Charges ] Corwert ] PN Ent

Su.ll:-n T:l.allv'[ax :iscl. [é:.alge Pt -7 :isc#‘ li:halge Pirt -T7
L8 ame: |sheeng Add to Total o | | LoMS - newrance fdd to Total 7
TaxB: ¥ Calculate by: Taxs [ Calculate by: Taxa ™
. {+ Amaount TaxB:[" {+ Amaunt TaxB:["
TaxC:v o .
C % TaxC:[" C % TaxC:["
Line Ch. Misc2 Ch Misch Ch,
it Mol Mt
; addto Total |7 : J bddto Total:
1[Partz Calculate by: Taxs Calculate by: Tans: [~
* Amount TaxB:[™ % Amount TaxB:[™
C % TaxC:[™ C % TaxC:[™
2 |Lahnl
Mizc3 Ch Misch Ch
se K 20s Prirt - [+ se K =L Print : [¥
Name : |Ocean Frt Mame : |HazMat
sl Add to Total : ¥ Add to Total : v
ot Charge Calculate by: Tawd [ Calculate by: Tawh [
' Amaount TaxE:[ " Amount TaxB: [
C % TaxC:[ C % TaxC:[

NOTE: The default for each miscellaneous charge will be applied identically in reference to both
customers and vendors.
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iv.  Add Ttl - Identifies whether the miscellaneous charge should be added to the total of documents.
This default setting is managed on the Charges tab of the Company Setup window.
LU LI SR ] rrn 1 Hicigi o 1 Figric LUy cxt 1 FHUe LIrie | s LUNGAUUTEE CEL 1T ]
General | WwH/Doc | Defaults | Setup | Customer Docs | Wendor Docs | Tares Corrvert | P/ Ext
~Sub Total Tax— [ Miscl Charge Pt 7 ~Misc4 Charge Fint - I#
Tanh ;v Name'IShlpp\ng Mame : [Insurance

TaxB: V¥ rCalculate by ———————— Tawd [ | | Calculate by—————— Tawd [
R * Armount TaxB:[" % Arnount TaxB: [

TaxC: v 2 -,
% TaxC:" | | % TaxC:["
Line Charge—— —:isc:ZI CAhT:n?u Fiirt ¥ —:isc5. [;hu:dggh Pt 7
ame: [&iFi Addto Tatal e | oo [Hananage Add to Total: @
1.|F'arls rCalculate by:———————— Tawd [ | | Calculate byr———————— Tant [
@+ Amaount TaxB:[C % Armount TaxB:["
% TaxC:[ cx TaxC:["

2.|Labcu
~Misc3 Charge ~Misch Charge

Printt :Iv Print : [V
N :ID Ft N : [HazMat
3[Lateh o il dd o Taia 7] | o7 e [Add o Total: ]
.|Lot Charge ~Caloulate by TanA Ll Calculate by: Taus:
i+ Amaount TaxB:[" @& Amount TaxB:[”
C Tawr: 7| |LE % Lo

NOTE: The default for each miscellaneous charge will be applied identically in reference to both
customers and vendors.

V. Print - Identifies whether the miscellaneous charge (if greater than $0.00) should be printed on
documents.
LUMSUILELL 2 BT s |TWE ] GO ER | PITRLOMER | P LI s LLGEUUTS T AL T |
General | WHDoc I Defaults I Setup I Customer Docs I “endor Docs I Taxes Corwert I P Ext

[ Sub Total Tax || Miscl Charge  Misc4 Charge

. N Print : v l— |_FF"‘”t i
Tand ¥ NamE-ISWDD Add to‘mH Name: [Insurance Add to Tatal : v

ing
TaxB: ¥ Calculate by:————————— Taws ™ Calculate by: Tawa: ™
TanC: ¥ Il émount TaxB: ™ o ?mount TaxB:["
% TaxC:" | | % TaxC:I™
rLine Charge [ Mizc? Charge Mizch Charge

= Pt : || . I_ |_HF‘rint i
MName : IAlr Frt Add to‘mv Mame : [Hand Charge Add to Total v

1.|Parls Calculate by: Tand [ Calculate by: TaxA:
i+ Amaount Tank: [ i Amount TaxB: [
% TanC: | [LC % TaxC:[C

2.|Labo|

~Mizc3 Charge —Mizch Charge

' Prirt : [V l— |_HPrint:|7
MName : IDcean Ft add tolmv Mame : HazMat Add to Total 1@

Calculate by: Tand [ | | Calculate by Tand: [~
' Amount TaxB:[" | | & Amount TanB:[~
L TaxC:[ Cz TaxC:[

3.|Lot Charge

NOTE: The default for each miscellaneous charge will be applied identically in reference to both
customers and vendors.
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vi.  Tax A - Identifies whether Tax A should be applicable to the miscellaneous charge.

LUMNSUILALL 3 B s |orWR ] MIGEER | FIRLOMERC | P L e LUNGAUUTES £ AL 1T 1
General | WHDoe I Defaults I Setup I Custormer Docs I ‘Yendor Daocs I Taxes Corwert I P/ Est
i e N

awh |=heeng Addta Total: 7 ' Addto Tatal : ¥

TanB: v Calculate by:——————— Calculate by:—————————
TaxC:# o .fmount TaxB: o emount TaxB:
% TaxC:" | |[LC % TaxC:[

i Line Charge || Misc2 Charge i Misch Charge
¢ Mame : |Air Frty Pint: ¥ Mame : HandyEIharge Print: ¥
Add to Tatal : ¥ Add to Total : ¥
1_'? Calculate by:————————— Calculate by:————————
& Amount Taxb: & Amaount TaxB:
% TaxC: 7| [LO % TaxC:[
2|Lahnl
Mizc3 Charge Misch Charge

Nae : |Dcean Frt Piirt : ¥ Narne - [Hazhat Prirt : v

3(Lot Charge I Add to Total : ¥ Add to Tatal : W
flsCha

Calculate by Calculate by
& Amount TawB: m TaxB:
C % TaxC: | [LC % TaxC:["

NOTE: The default for each miscellaneous charge will be applied identically in reference to both
customers and vendors.

vii. Tax B - Identifies whether Tax B should be applicable to the miscellaneous charge.

LUMNSUILALL 3 B s |ormE ] AIGEER | FIIRLUMER. | P L e UL AU ERL T 1
General | WHDoe I Defaults I Setup I Custormer Docs I ‘Yendor Daocs I Taxes Corwert I PN Est

_Su.ll:-n T;lally'[ax— —:iscl. [éll‘::lgu Pt v —:isc#‘ li:hmgu Pt 7
e ame: [SFieping Addta Tatal o | | 1 0S - [Inswranee dd o Tatal | #
TaxB: W Calculate by Taws [ | | Caloulate by———————— Tand [
TaxC: [ o .fmount o emount
% TaxC: % TaxC:
rLine Charge [ Misc2 Charge Misch Charge

T Prirt : v . l— Print: [V
Name : IAlr Frt Addto Tatal 7 Mare : [Hand Charge Add to Total: [V
1 IF rCalculate by:—————— Taxa [~ | [ Calculate by Tand: [

@+ Amount & Amaunt
% TawC: o Taxl:
2.|Labo|
== e
3-IW N i Add to Total : v y ; Add to Total: W
Calculate by:————————— Tawd: Calculate by: Taud
i Amount @ Amount
C % TarC: Cx TawC:

NOTE: The default for each miscellaneous charge will be applied identically in reference to both
customers and vendors.
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viii.

General | WHDoe I Defaults I Setup I

HILIILERL |

FIUE Line | ypes
Customer Docs I ‘Wendor Doce I Tanes

rugniLogese |

ULILAUUTES EXL 0

Corwert I PN Ent

Sub Total Tax— | Miscl Chf:lgu Fit [? Mizc4 Charge Pt [#
Tand v MName : |Shipping dd to Total | ¥ Mame : |Insurance addto Tata @
TaxB: ¥ Calculate by:—————— Tand [ Calculate by Tand [
TanC: [V £+ Amount TanB: & Amount TaxB: [

;f‘ % Lf‘ %
i Line Charge || Misc2 Charge i Misch Charge
¢ Mame : |Air Frty Pint: ¥ Mame : HandyEIharge Print: ¥
Addto Tatal : v Add to Total: ¥
I = T — Tawd [ | [[Coloulateby———————  Taa
& Amount TaxB:[ || & Amount TaxB: [
. .
2|Lahnl
~Misc3 Charge ~Misch Charge
Name : Dceagn Fit int:[¥] MNare : HazMuat itz
BIW Add to Total : v Add to Total : W
Calculate by —— Tawd: [ Calculate by Tawh:[
& Amount TawB: & Amaunt TaxE:
CE CE

Tax C - Identifies whether Tax C should be applicable to the miscellaneous charge.

LUNSUILEI 3B | ormng

NOTE: The default for each miscellaneous charge will be applied identically in reference to both
customers and vendors.

NOTE: Tax C is only applicable when the miscellaneous charge is calculated based upon the
individual line of the document.
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b. Document Defaults for Documents Associated with the Customer

Miscellaneous Charge
& Doct” Line| AddTH v Print: v Taxs: [
TaxB:[

o EySe 2 UL P
This section describes the default values and settings for each miscellaneous charge that are managed
within the customer account. These values and settings are copied to documents associated with the
customer when they are created; however, all of these values and settings may be changed within the
document if necessary.

NOTE: This procedure will discuss the set up of a single miscellaneous charge. The remaining
miscellaneous charges are set up in an identical manner.

i Document or Line radio button- Identifies whether the miscellaneous charge should calculated
based upon the document as a whole or each individual line of the document.

ii. By $ or % radio button - Identifies whether the miscellaneous charge should be a fixed amount
that is applied or a percentage that is calculated.

iii. $or%field

1. If the "$" is selected in the By $ or % radio button, identify the fixed amount of the
miscellaneous charge.

2. If the "%" is selected in the By $ or % radio button, identify the percentage that should be
used to calculate the miscellaneous charge.

iv.  Add Ttl check box - Identifies whether the miscellaneous charge should be added to the total of
documents.

V. Print check box - Identifies whether the miscellaneous charge (if greater than $0.00) should be
printed on documents.

vi.  Tax A check box - Identifies whether Tax A should be applicable to the miscellaneous charge.
vii.  Tax B check box - Identifies whether Tax B should be applicable to the miscellaneous charge.

viii. Tax C check box - Identifies whether Tax C should be applicable to the miscellaneous charge.
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10. Quality Tab
Financials] Stalusl Tax ] Mizc. Charges eCommerce | Ext Search | Repair Cerlificatas] F‘relerences] 4

150 - Certification Level : ‘ Last Survey : =2
Certified By [ Agency] : ‘ Next Survey : -
Certification Ma. : ‘ New Survey Sent an =2
Certification Expired an : - Mew Survey Fleceived : -
Standard Transportation time : Days
(A Contact :
Title : Ext: G Mema § MNote
a. ISO Certification - This information is associated with third-party ISO certification.

i ISO - Certification Level - Identify the standard for which the customer is certified.

ii. Certified By (Agency) - Identify the agency that certified the customer.

iii.  Certification No - Identify the certification number issued by the certifying agency.

iv.  Certification Expired on - Identify the date that the certification will expire for the customer.

b.  Survey Information - This information is associated with quality surveys of the customer conducted by
your organization.

i. Last Survey - Identify the date on which the last survey was accepted (received from the
customer and reviewed for compliance). Left-click the Last Survey field. The date widget will
appear. Left-click the date that corresponds to the date on which the last survey was conducted.

ii. Next Survey - Identify the date on which the next survey should be conducted. Left-click the
Next Survey field. The date widget will appear. Left-click the date that corresponds to the date
on which the next survey should be conducted.

iii.  New Survey Sent on - Identify the date on which the last survey not accepted was sent to the
customer. Left-click the Next Survey field. The date widget will appear. Left-click the date that
corresponds to the date on which the last survey not accepted was sent to the customer.

NOTE: This field should be blank if the most recent survey has been received from the customer
and found to be compliant.

iv.  New Survey Received on - Identify the date on which the last survey not accepted was received
from the customer. Left-click the Next Survey field. The date widget will appear. Left-click the
date that corresponds to the date on which the last survey not accepted was received from the
customer.

NOTE: This field should be blank if the most recent survey has been received from the customer
and found to be compliant.

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWER SYSTEMS e METALS Creating a Customer Account
Rev 0, 06/29/2012
Page 61 of 103



5 PENTAGON

\/ SOFTWARE EMPOWERING THE ENTERPRISE

C. Other Quality Information

i Standard Transportation time - Identify the standard number of days that it takes a carrier to
transport products from your organization to the customer.

ii. QA Contact - this field allows a quality control contact to be identified for the customer.

NOTE: The QA Contact field is inactive until the customer account is saved and placed into
[Editing] mode. If the Customer File window still displays "New Account" in the title bar, left-click
the OK button in the Customer File then left-click the Edit button in the Customer File window
toolbar.

NOTE: To complete the QA Contact field, the appropriate contact must be listed in the Contacts
for the customer. To access this table, left-click the Cntct button from the Customer File window
toolbar.

Steps for creating customer contacts may be found in the "Contacts" section of this procedure.

1. Left-click the ellipses =/in the QA Contact field.
2. The Contacts search window will appear.

3.  Select the appropriate contact (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

NOTE: The Title and Ext fields will be populated from the Contacts when the QA Contact field is
completed.

iii. Memo button
1. Left-click the Memo button.

2.  The Memo Editor window will appear. Left-click the Edit button to add notes.

w

Type the memo.
4. Left-click the OK button in the Memo Editor window toolbar to save the message.

5. When the Memo field is not blank, the light bulb % on the appropriate button will be
highlighted in yellow % .

iv. Note button
1. Left-click the Note button.

2.  The Memo Editor window will appear. Left-click the Edit button to add notes.

w

Type the note.
4, Left-click the OK button in the Memo Editor window toolbar to save the message.

5. When the Note field is not blank, the light bulb % on the appropriate button will be
highlighted in yellow % .
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11. eCommerce Tab

Financwa\sl Statusl Tax I Mise. Chargesl Quality Ext. Searchl Fiepair Certificatesl F’referencesl 4 | »

Account Login :

User 1D : I
Password : I

Shipping/nwoices
[~ Show Open Invoices
[~ Show Shipments Status

wiork Orders :
[~ Show Job Step/Status
[~ Show Completion D ate

Stock Queny :
[~ Show Qiy

[ Show Sell Price

™ Show Tracedmages

The eCommerce tab contains setup information for the SilverHawk E-Commerce module.

Quote / R.F.Q.
™ Show Quote Status
I lssue Quote OrLine
™ Show RAFQ Sources

Puichage Orders :
[~ Show P.O. Status
I~ Accept OnLine P.0.

I
™ Show Fi.M.A Status
[ Issue Ri.M.4 on Line

Kitting :
|7 [ Alow Kit Building

Commerce Module" within the General System section of this manual.

NOTE: Instructions on setup and use of the SilverHawk E-Commerce module in the procedure "SilverHawk E-
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Ext. Search Tab
Financwa\s] Status] Tax ] Misc. Eharges] Quality] eCommerce Hepair Eertificates] F’references} LI_

User Def ,7 Subsidiary : ,7

Aircraft Type ,7 Branches : ,7

ain Lo ,7 US Branch ,7

‘Y'ears in Bus. '7 European Branch : '7

CED ,7 Asian Brach : ,7

President ,7 Afrizan Branch : ,7

Contraller '7 Iid East Branch : '7

Reverue ,7 Syrnbiol : ,7

Industry ,7 SP Rating : ,7

Milbary: [ 0B RAating: [

The fields located on the Ext. Search tab are user defined. The labels may be changed and each field may be

set up as a simple character field or as a table driven field.

NOTE: This procedure will describe the setup of a single user defined field on the Extended Info tab. This
procedure applies identically to all fields on the tab.

NOTE: Ext. Search field labels are managed within the Company Setup. To modify the field label, left-click
Administration from the toolbar, go to System Setup, then left-click on System General Defaults. The
Company Setup window will appear. Left-click the Customer/Vendor Search Labels button on the Customer
Docs tab.

LU UL DRI |ormmog U Line | ppes 1 UL SUUT S E L T 1

JETTETET vgcE |
General ] ‘WH/Daoc ] Defaults ] Setup “endor Docs ] Taxes ] Charges ] Convert I P/M Ext ]

Alternate Customer Codes

Al Code : |[BEEEIREE

Alt3 Code : |Branch

Show Zera Price/ty as History : v
Print COD Amount on Pick Tkt

Contact Counter

il
il
HE

Altd Code - |Section

Auto Sales Tax Calo.

AltZ Code - |ILS Code

Create Late Charge Invoices

Customer Curency : [USD Cuote Frefix Allave Over Shipment by : 03: %
&+ Mon o7
Intercompany Account : [ " EuraVat ( Customer/Vendar Search Labels

" Local State/City
Document References / Transfer to Purchasing Docs
User Table

MNrivan

Flight Operations Factar Labels
Sales Perzon Commiszion by

Feed into

1 ahal Haol Tranckar Tahle Setun ||~ W

Ext. Search field labels may be identified in the Customer/Vendor Search Labels Window.

<
# Customer/Vendor Search Labels - -t - M
X'V
Cancel QK
Label Mask User Table Driven Table Setup
01. ‘USB' Def ‘ Active [ Update T able
0z ‘Aircraﬂ Type ‘ Active [ Update T able
03 ‘Main Loc ‘ Active [ Update Table
N V=R I PR [T A |

Left-click the cursor into the appropriate field in the Label column and type the label that should appear on
the Ext. Search tab.
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NOTE: A mask may be set up to allow any alphanumeric character or limit to a number only for each character
position and mandate what punctuation and spacing must appear in the data within the field.

" Customer/Vendor Search Labels - -t L ﬁ
g
Cancel QK
Label Mask User Table Driven Table Setup

m_‘User Dref :} Active [ Update Table

02, ‘Aircraft Type ‘ Active [ Update T able:
03 ‘Main Loo ‘ Active [ Update Table:

JE (N ] PRNTIE . [P S|

Left-click the cursor into the appropriate field in the Mask column and identify the mask using "A" or "a" for
alphanumeric, "9" for number only, and any punctuation and/or spaces (i.e. 99-999-9999, AA 99.99,

A9/AA9999). NOTE: In this procedure, it is assumed the label for the table driven field on the Extended Info
tab is "User Def."

If the field is a simple character field, left-click in the field and type the value.

NOTE: If a mask is applied to the field, the punctuation that was entered in the mask in the Company
Setup will appear when the cursor is placed in the field. A single underline will appear for each
alphanumeric character or number that was entered in the mask in the Company Setup.

If the field is table driven:

NOTE: In this procedure, it is assumed the label for the table driven field on the Ext. Search tab is "User
De_f. n

NOTE: Any of the fields on the Ext. Search tab may be set up as table driven.

<
# Customer/Vendor Search Labels - - e -_— u
o
Cancel OK
Label Mask User Table Driven Table Setup
lij] |User Def | Update Table
0z |Aircraft Type | Active: [ Update Table
03 |Main Loc | Active: [ Update Table
TS ] PO Virdie, Tt

Left-click the check box in the User Table Driven column associated with the appropriate field to mark it

as "checked." If the check box is marked as "checked," a table of codes and associated descriptions may
be setup for use in that field.

NOTE: To complete the User Def field, the appropriate code must be listed in the User Def List. To
access this table, left-click Administration from the toolbar, go to Table Driven List, go to
Customer/Vendor Search Labels List and left-click User Def.
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The User Def List may also be managed within the Company Setup. Left-click Administration from the
toolbar, go to System Setup, then left-click on System General Defaults. The Company Setup window

will appear. Left-click the Customer/Vendor Search Labels button on the Customer Docs tab and left-

click the Update Table button associated with the User Def field.

<
# Customer/Vendor Search Labels 0 - et - ﬂ
o
Cancel OK
| Label Mask | | User Table Driven Table Setup |

lij] IUser Def I Active: [ | Update Table J

0z IAircraft Type I Active: [ Update Table

0z IMain Loc I Active: [ Update Tablel

TS T PO Virdie, Tt

i Left-click the User Def field (table driven fields will have an ellipses =l in them).
ii. The User Def List search window will appear.

iii.  Select the appropriate code (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS Creating a Customer Account

Rev 0, 06/29/2012
Page 66 of 103



5 PENTAGON

\/ SOFTWARE EMPOWERING THE ENTERPRISE

13. Repair Certificates
Financwa\s] Status] Tax ] Mise. Charges] Quality] eCommerce | Ext. Search F’references} 4

Add | Freferred | Delete |
Code ‘ Marmne | Prefered ‘

<Ma data to display>

The information on the Repair Certificates tab identifies the types of certificates that your organization may
issue with the parts that are sold to the customer.

NOTE: To complete the MFG/Repair Certificates tab, the appropriate certificate(s) must be listed in the
JAR/EASA/FAR Certificate List. To access this table, left-click Administration from the toolbar, go to General
Tables List By Code, and left-click JAR/EASA/FAR Certificate List.

a. Add certificates
i Left-click the Add button at the top of the Repair Certificates tab.
ii. The JAR/EASA/FAR Certificate List search window will appear.

iii.  Select the appropriate certificate (left-click the line(s) within the search screen and left-click OK;
or double-click the line within the search screen).

b. Identify the preferred certificate

i Left-click the certificate on the Repair Certificates tab that should be the preferred (default)
certificate.

ii. Left-click the Preferred button. The check box in the Preferred column will be marked as
"checked".

NOTE: Only one certificate may be marked as preferred.

C. Delete certificates
i Left-click the certificate on the Repair Certificates tab that needs to be deleted.

ii. Left-click the Delete button at the top of the Repair Certificates tab.
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14. Preferences Tab

Slatusl Tax I Misc. Chargesl Qualit_l,ll eCommerce | Ext. Search | MFG/Repair Certificates 4 | »

Do not receive messages via Email: [

Recsive RFOAPO as SM5 [

The check boxes on this tab are associated with the Pentagon Parts Network module.

NOTE: As of Build 8.5.54.82, the Pentagon Parts Network module was in development and unavailable for
distribution. The value of the check boxes does not affect the system in any way.

a. Do not receive messages via Email check box

b. Receive RFQ/PO as SMS check box
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15. Contacts

The system maintains a list of contacts for each customer.

NOTE: If a customer is also a vendor, the contact list will be applicable to both the customer file and the
vendor file.

a. Creating a New Contact.

i Left click the Cntct button on the Customer File window toolbar.

i

Cntet

ii. The Contacts search window will appear. Left-click the Add button.

@ Contacts [E=H E=R(Ex5
start itn - -] Customer Type: |All
Customer Rating : All "'" Al
Customer Priority : 'All ""a All
Customer Region : All "'" Al

[Dirag a column header here to group by that colurn

‘ Code | Salutel Lazt Name | First Name | Title |Count|y | Telephone

<Mo data o display>

< |

ol
@, E f Cinze ‘

NOTE: If the Contacts List window is open (another contact is being viewed), the process for
creating a new contact can also be initiated by left-clicking the Add button on the Contacts List
window toolbar.

Bl F ¢ = 2 4

: Add Edit  Delete Prev Next Callx Default Cancel oK Close

‘ @ Contacts List @

General |

| ade - 10T Remate Pacosnn - ™ HaldAnackve |
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iii.  The [Add] Contacts List window will appear.

# [Add] Contacts List ==

K

Cancel QK

General ]

Code || Femote Password : I HoldAnactive

Salutation : = Tel: | E
First Mame: : | Cel :|
Middle Mame : | Faw: |
Last Mame : | E-Mail : |
Title :
Depariment :—_| Shipment Motifications Via : © e @ Blile fos (@ Heh
Birth Date : ’—L‘

[ oo |
»

iv. General tab

1.

Code - identify the contact with a code that is used internally to your organization
(mandatory). [4-character limit]

NOTE: The most common values used for the Code field are consecutive whole numbers

(with or without leading zeros).

Remote Password - will be used to give the contact access to the SilverHawk E- Commerce
module.

NOTE: As of Build 8.5.54.82, individual contact access to the SilverHawk E-Commerce
module was in development; therefore, no value is required in the Remote Password field,
nor does a value being placed in that field affect the system in any way.

Hold/Inactive check box - identify whether the contact is active with the customer/vendor.

NOTE: This field will also affect SilverHawk E-Commerce module. If the Hold/Inactive check
box is marked as "checked", then the contact account will be locked.

A contact on hold or inactive will also not appear in the contact list for selection on the

General tab or the Quality tab of the Customer File window.

Note - If the Hold/Inactive check box is marked as "checked", the Note field will appear.
Identify the reason why the contact is on hold or inactive (optional). [30-character limit]

Salutation - Identify the salutation of the contact.

NOTE: To complete the Salutation field, the appropriate salutation must be listed in the
Salutation Code List. To access this table, left-click Administration from the toolbar, go to
General Tables List by Code, and left-click Salutation.

The salutations will appear in ascending code number order.
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a. Left-click the drop down arrow ~|in the Salutation field.
b. Left-click the appropriate selection from the list of salutations.
6. First Name - Identify the first name of the contact (mandatory). [25-character limit]

7. Middle Name - Identify the middle name or initial of the contact (optional). [10-character
limit]

8. Last Name - Identify the last name (or surname) of the contact (optional). [25-character
limit]

9. Title - Identify the title of the contact. [30-character limit]

10. Department - Identify the department that the contact works in for the customer.

NOTE: To complete the Department field, the appropriate department must be listed in the

Department Code List. To access this table, left-click Administration from the toolbar, go

to General Tables List by Code, and left-click Department.

a. Left-click the ellipses = in the Department field.

b. The Department Code List search window will appear.

C. Select the appropriate code (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

11. Birth Date - Identify the birth date of the contact (optional).

a. Left-click the Birth Date field. The date widget will appear.

b. Left-click the date that corresponds to the date on which the last survey was
conducted.

12. Calls Categories button - Identify the categories that apply to the contact (optional).
NOTE: The calls category may used to filter contacts when creating customer or vendor
labels for marketing (or other) purposes in the Label Master module. This filtering is the
only purpose for the Calls Categories button.

a. Left-click the Calls Categories button.
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b. The Contact Calls Categories window will appear.

@ Contact Calls Categories 2

= R 1

Add Delete Close

| Categary | Narne

<Ma data ta displays

| 4

C. Add a call category

NOTE: To add a call category, the appropriate category must be listed in the Calls
Category List. To access this table, left-click Administration from the toolbar, go to
General Tables List by Code, and left-click Call Tracking.

i Left-click the Add button on the Contact Calls Categories window toolbar.
ii.  The Calls Category List will appear

iii. Select the appropriate category (left-click the line within the search screen and
left-click OK; or double-click the line within the search screen).

d. Delete a call category

i Left-click the category on the Contact Calls Categories grid that needs to be
deleted.

ii. Left-click the Delete button on the Contact Calls Categories window toolbar.

e. Left-click the Close button on the Contact Calls Categories window toolbar to save
the categories and close the Contact Calls Categories window.

13.  Memo button -
a. Left-click the Memo button.
b. The Memo window will appear.
C. Type the memo.
d. Left-click the Close button in the Memo window toolbar to save the message.

e. When the Memo field is not blank, the light bulb % on the appropriate button will
be highlighted in yellow % .
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14.

Tel and Ext fields - Identify the telephone number and the corresponding extension number
for the contact.

15. Cell - Identify the cellular telephone number for the contact.
16. Fax - Identify the fax number for the contact.
17. E-Mail - Identify the e-mail address for the contact
18. Shipment Notifications Via radio button- Identify how this contact should be notified when
sales pick tickets (for customers) and purchase shippers (for vendors) are closed.
a. None - no notification.
b. E-Mail - email notification to the address identified in the E-Mail field.
C. Fax - fax notification to the fax number identified in the Fax field.
d. Both - email notification to the address identified in the E-Mail field and fax
notification to the fax number identified in the Fax field.
V. Left-click the OK button on the Contacts List window toolbar to save the contact information.
vi.  Left-click the Close button to close the Contacts List window.
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b. Select Default Contacts for Documents
i Left-click the Default button on the Contacts List window toolbar.

2

Default

ii. The Default contact per document window will appear.

@ Default contact per document @
=
Clear  Close
Contact Code  [Caontact Mame Company Diivizion Diepartment
om John Doe 1
(|
W ‘Dncument Category bdark ”Dncument Type |Ma|k
f|F.F.0. R.F.0.
||[P-0. 0/H And Repair A.F.G
Purchasze Shipper FFO Proforma
|| Receiver Exchange R.F.0
||| Purchase Invaice In Houze Requisition
Clairm
Furchase Phone Order
Advize OF Delivery
Statement

iii.  ldentify the documents for which the contact is the default point of contact for the
customer/vendor.

NOTE: The list on the left is the document category. If the contact is the default contact for any
document type within the category (the list on the right), the check box applicable to that
category must be checked.

For example, there are five (5) document types in the document category "R.F.Q." For the
contact to be identified as the default contact for an "O/H And Repair R.F.Q", both the check box
for the document category and the check box for the document type must be marked as
"checked".

Marking the document type as "checked" while leaving the document category not marked as
"checked" will not set the contact as the default contact for that document.

1. Left-click the document category name (in the left column) to view the document types
that are associated with that category (in the right column).

2. Left-click the check box next to the document category on which the contact should be the
default contact to mark the check box as "checked".

3. Left-click the check box next to the document type on which the contact should be the
default contact to mark the check box as "checked".
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iv. Left-click the Clear button to clear all selections for the contact.

NOTE: The clear button will ensure that all check boxes are not marked as "checked" for the

contact.

V. Left-click the Close button to save the default contact settings for the contact and close the
Default contact per document window.
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C. Deleting a Contact
i Left-click the Delete button on the Contacts window toolbar.

=

Delete

ii. A Confirm dialog box will appear and will ask "Delete Contact?" Left-click the Yes button

Confirm E
P | Delete Contact?
o/

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS Creating a Customer Account
Rev 0, 06/29/2012
Page 76 of 103



/‘\
Rt

PENTAGON

SOFTWARE EMPOWERING THE ENTERPRISE

16. Bill To Addresses

Bill To addresses associated with customers will be used to indicate the location to send invoices for sales.

a. Creating a new bill to address
i Left-click the Bill button in the Customer File to

=

Bill

The Bill To list search window will appear. Left-

olbar.

click the Add button.

Drag a column header here to group by that colurmn

Location M| Location C| Mame | Address 1 | ddress 2 | Add

(@ BilTo List . ~ l=lal = J
Start With 5 =]
Max Search Result Lines :|5U 3:

ress 3| State |County | City |Country %

<Mo data to display>

<

| [ Add ||

| i
El &l f ]S I x LCancel

iii.  The Bill to File window will appear.

” " —
& Bill To File - af™™ I ‘ ==
¢ Add Edit Del  Default  Prev Next Srch Optn  Cancel 0K Close

il Code : | Active: [~ SPEC2000:
|| Address | Misc: Ehalgasl Taxes |
Name:l Prefi : I
Address:l Tell: I Ext :I
I Address? Tel2: Ext :I
Address3 Fal :
City: st:f ] zip Fan2:
Region : _I | Sita:
County: Country - | =l shpvia: [ -
Contact :I _I |
Memo |
Eap web: |
EMail: |
S . ¥
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b. Header

i Bill# - Identify the Bill To address with a code that is used internally to your organization
(mandatory). [4-character limit]

NOTE: The system will assign the next available consecutive whole number automatically when
Bill To addresses are created; however, that number may be changed at any time prior to saving
the Bill To address.

NOTE: The most common values used for the Bill# field are consecutive whole numbers (with or
without leading zeros).

ii. Code - The Code field is used only for customers that require that a DD250 accompany sales
orders.

NOTE: The Code field associated with the Bill To address will print in Block 12 of the DD250 when
the pick ticket is associated with the customer.

iii.  Active check box - Left-click the Active check box to mark it as "checked" and identify that the Bill
To address is active.

NOTE: If the Active check box is not marked as "checked", then the Bill To address will not be
available for selection on claims documents.

iv.  SPEC2000 - As of build 8.5.54.82, this field may be ignored on Bill To addresses.
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C. Address Tab

[ @ 5illTo File [
X v
Cancel 0K
Bl | Code | Acfive: [~ SPEC2000:
@M\sc. Eharges] Taxes 1
Mame | Prefis:
Address: | Tell: Ext
Address2 | Tel2: Ext
Address3: | Faxl
City: | st ] zips Fax2 |
Fegion: Sita |
Caunty : | Courtry ‘ J Ship Via
Contact :
web: |
By E-Mai: |
= — — —

i Address group box

NOTE: All fields within the address group box will be copied from the primary address group box
on the General tab of the customer file.

1. Name - Enter the full customer name. This field is mandatory but may be modified at any
time. [60-character limit]

2. Address fields (Address, Address2, Address3) - Enter the customer's full bill to address
(including street, PO Box, suite number, apartment number, etc.). [40-character limit per
line]

3. City - Enter the customer's bill to address city. [30-character limit]

4. State (St) - Identify the customer's bill to address state.

NOTE: To complete the State field, the appropriate state must be listed in the State List. To
access this table, left-click Administration from the toolbar, go to General Tables List by
Code, and left-click State.

a. Left-click the ellipses =l in the St field.
b. The State List search window will appear.

C. Select the appropriate State (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

5. ZIP - Enter the customer's bill to address ZIP Code. [12-character limit]
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6. Region - Identify the region in which the customer's bill to address is located (optional).

NOTE: To complete the Region field, the appropriate region must be listed in the Region
List. To access this table, left-click Administration from the toolbar, go to General Tables
List by Code, and left-click Region.

a. Left-click the ellipses ==/ in the Region field.
b. The Region List search window will appear.

C. Select the appropriate Region (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

7. County - Enter the county in which the customer's bill to address is located (optional). [20-
character limit]

8.  Country - Identify the country in which the customer's bill to address is located (optional).

NOTE: To complete the Country field, the appropriate country must be listed in the Country
List. To access this table, left-click Administration from the toolbar, go to Tables List by
Name, and left-click Country/Origin.

a. Left-click the ellipses =l in the Country field.
b. The Country List search window will appear.

C. Select the appropriate Country (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

9. Contact - this field allows an accounts payable contact to be identified for the customer.

NOTE: To complete the Contact field, the appropriate contact must be listed in the Contacts
for the customer. To access this table, left-click the Cntct button from the Customer File
window toolbar.

Steps for creating customer contacts may be found in the "Contacts" section of this
procedure.

a. Left-click the ellipses lin the Contact field.
b. The Contacts search window will appear.

C. Select the appropriate contact (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

ii. Phone/fax group box

NOTE: All fields within the phone/fax group box will be copied from the primary address group
box on the General tab of the customer file (except the Sita and Ship Via fields).
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1. Prefix - May be used to identify any sort of prefix required for contacting the customer via
phone or fax. These prefixes may include country codes, long distance codes, and/or area
codes [8-character limit]

NOTE: Only use this field if the prefix applies to all phone and fax numbers in the phone/fax
group box.

NOTE: The Prefix field is copied from the Area field on the General tab of the customer file.

2. Tel and Ext fields - Identify accounts payable telephone numbers and their corresponding
extension numbers for the customer.

3. Fax fields - Identify accounts payable fax numbers for the customer.
4.  Sita - Identify the SITA address for the customer's bill to address.

5.  Ship Via - Identify the carrier that your organization should use to send sales
documentation.

iii.  Memo button
1. Left-click the Memo button.
2.  The Memo Editor window will appear. Left-click the Edit button to add notes.
3.  Type the memo.
4, Left-click the OK button in the Memo Editor window toolbar to save the message.

5. When the Memo field is not blank, the light bulb % on the appropriate button will be
highlighted in yellow % .

iv.  Computing group box
1. Web - Identify the URL of the customer's website.

2. E-mail - Identify the accounts payable e-mail for the customer.

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWER SYSTEMS e METALS Creating a Customer Account
Rev 0, 06/29/2012
Page 81 of 103



5 PENTAGON

\-/ SOFTWARE EMPOWERING THE ENTERPRISE

d. Misc. Charges Tab

NOTE: As of Build 5.4.54.82, these values and settings are not copied to documents regardless of
process; therefore, this tab may be ignored. Modification of the values and settings will not affect the

operation of the system in any way.
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e. Taxes Tab

NOTE: As of Build 5.4.54.82, these values and settings are not copied to documents regardless of

process; therefore, this tab may be ignored. Modification of the values and settings will not affect the
operation of the system in any way.
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17. Ship To Addresses

Ship To addresses associated with customers will be used to indicate the location to ship sales orders.
a. Creating a new ship to address

i Left-click the Ship button in the Customer File toolbar.
|

Ship
ii. The Ship To list search window will appear. Left-click the Add button.

i — e

Start With :| =]

# Ship To List

i ax Search Result Lines :|5U 3:

[irag a column header here to group by that column

| Location Nl Location C | Mame |Address 1 |Addrass 2 |Addless 3 | State | County |Cil_l,l |Cuunlry |\

<Muo data to display>

| ol
&I 0K I X Cancel

iii.  The Ship To File window will appear.

# Ship To File o — ==

-
@S B e g Ee% v B
: Add Edit Del  Default “Prev ext Srch Optn  Cancel 0K Close

® Shiptt: | Code | Active: T~ SPEC2000:
Address | Mizc. Chargesl Tares I
Mame I Frefix I
Address I Teld I Ext :I
fidldress2 Tel2 Ext :|
Address3 Fanl :
City st ez Fan2:
Region _I | Sita :
County | Bomstm: | =00 By shiovia: | |
Contact I _I |
Shipping Instructions |
Web: |
By EMail: |
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b. Header

i Ship# - Identify the Ship To address with a code that is used internally to your organization
(mandatory). [4-character limit]

NOTE: The system will assign the next available consecutive whole number automatically when
Ship To addresses are created; however, that number may be changed at any time prior to saving
the Ship To address.

NOTE: The most common values used for the Ship# field are consecutive whole numbers (with or
without leading zeros).

ii. Code - The Code field is used only for customers that require that a DD250 accompany sales
orders.

NOTE: The Code field associated with the Ship To address will print in Block 13 of the DD250 when
the pick ticket is associated with the customer.

iii.  Active check box - Left-click the Active check box to mark it as "checked" and identify that the
Ship To address is active.

NOTE: If the Active check box is not marked as "checked", then the Ship To address will not be
available for selection on pick tickets.

iv.  SPEC2000 - As of build 8.5.54.82, this field may be ignored on Ship To addresses.
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et

C. Address Tab

-

@ Ship To File =
oG
Cancel oK
 shiptt: | Code ;| tctive: [~ SPEC2000:
Misc. Charges ] Taves I
Newae ‘ Prefis:

BBy Address : ‘ Tell: Ext:
Address2 ‘ Tel2: Ext:
Address3: ‘ Fanl :

City: | st =] zin Fan2:
Region : Sita:
Counly : | Bt | | Ship Via
Contact :
wieh: |
By E-Mai: |

Address group box

NOTE: All fields within the address group box will be copied from the primary address group box
on the General tab of the customer file.

1. Name - Enter the full customer name. This field is mandatory but may be modified at any
time. [60-character limit]

2. Address fields (Address, Address2, Address3) - Enter the customer's full ship to address
(including street, PO Box, suite number, apartment number, etc.). [40-character limit per
line]

3. City - Enter the customer's ship to address city. [30-character limit]

4.  State (St) - Identify the customer's ship to address state.

NOTE: To complete the State field, the appropriate state must be listed in the State List. To

access this table, left-click Administration from the toolbar, go to General Tables List by

Code, and left-click State.

a. Left-click the ellipses = in the St field.

b. The State List search window will appear.

C. Select the appropriate State (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

5. ZIP - Enter the customer's ship to address ZIP Code. [12-character limit]
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6. Region - Identify the region in which the customer's ship to address is located (optional).

NOTE: To complete the Region field, the appropriate region must be listed in the Region
List. To access this table, left-click Administration from the toolbar, go to General Tables
List by Code, and left-click Region.

a. Left-click the ellipses ==/ in the Region field.
b. The Region List search window will appear.

C. Select the appropriate Region (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

7. County - Enter the county in which the customer's ship to address is located (optional). [20-
character limit]

8.  Country - Identify the country in which the customer's ship to address is located (optional).

NOTE: To complete the Country field, the appropriate country must be listed in the Country
List. To access this table, left-click Administration from the toolbar, go to Tables List by
Name, and left-click Country/Origin.

a. Left-click the ellipses =l in the Country field.
b. The Country List search window will appear.

C. Select the appropriate Country (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

9. Contact - this field allows a receiving department contact to be identified for the customer.

NOTE: To complete the Contact field, the appropriate contact must be listed in the Contacts
for the customer. To access this table, left-click the Cntct button from the Customer File
window toolbar.

Steps for creating customer contacts may be found in the "Contacts" section of this
procedure.

a. Left-click the ellipses lin the Contact field.
b. The Contacts search window will appear.

C. Select the appropriate contact (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

ii. Phone/fax group box

NOTE: All fields within the phone/fax group box will be copied from the primary address group
box on the General tab of the customer file (except the Sita and Ship Via fields).
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1. Prefix - May be used to identify any sort of prefix required for contacting the customer via
phone or fax. These prefixes may include country codes, long distance codes, and/or area
codes [8-character limit]

NOTE: Only use this field if the prefix applies to all phone and fax numbers in the phone/fax
group box.

NOTE: The Prefix field is copied from the Area field on the General tab of the customer file.

2.  Tel and Ext fields - Identify receiving department telephone numbers and their
corresponding extension numbers for the customer.

3. Fax fields - Identify receiving department fax numbers for the customer.
4.  Sita - Identify the SITA address for the customer's ship to address.

5.  Ship Via - Identify the carrier that your organization should most usually use to ship items
to the customer.

iii.  Memo button
1. Left-click the Memo button.
2.  The Memo Editor window will appear. Left-click the Edit button to add notes.
3.  Type the memo.
4, Left-click the OK button in the Memo Editor window toolbar to save the message.

5. When the Memo field is not blank, the light bulb % on the appropriate button will be
highlighted in yellow % .

iv.  Computing group box
1.  Web - Identify the URL of the customer's website.

2. E-mail - Identify the receiving department e-mail for the customer.
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d. Misc. Charges Tab

This section describes the default values and settings for each miscellaneous charge that are managed
within the ship to address.

Addless Taxes ]

Doc. Sub Tatat
Tanh: v TaxB: v TaxC: v
Shipping et Insurance et
an an
* By O Byx * By O Byx
Print : [w TaxB:[ Print : [w TaxB:[
000 pedea 7o TawC: 000 addtoTd W TakC:
ir Frt Tah Hand Charge Tah
an an
& By O Byx & By O Byx
Pint : v Taxb:[™ Pint : v Taxb:[™
000 g o TH. TawC: [~ 000 pgdto T ¥ TawC: [~
Ocean Frt Taen Hazhat Taen
an iy an iy
“ By$ (" Byx “ By$ (" Byx
Prirtt : v TaxB: [ Prirtt : v TaxB: [
0.00 addto TH. v TanC:l~ 000 pddto TH. . TanC:l~

NOTE: All fields on the Misc. Charges tab will be copied from the Misc. Charges tab of the customer file
(except the fields within the Doc Sub Total group box).

i Doc. Sub Total group box

1. Tax A check box - Mark the check box as "checked" if the tax is to be applied to sales to the
customer before miscellaneous charges are applied.

NOTE: The value of the Tax A check box will be copied from the Sub Total Taxable check box
associated with Tax A on the Taxes tab of the customer file.

2. Tax B check box - Mark the check box as "checked" if the tax is to be applied to sales to the
customer before miscellaneous charges are applied.

NOTE: The value of the Tax B check box will be copied from the Sub Total Taxable check box
associated with Tax B on the Taxes tab of the customer file.

3.  Tax Ccheck box - Mark the check box as "checked" if the tax is to be applied to sales to the
customer before miscellaneous charges are applied.

NOTE: The value of the Tax C check box will be copied from the Line Sub Total Taxable
check box associated with Tax C on the Taxes tab of the customer file.
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ii. Miscellaneous Charges

Miscelaneous Charge
« Byy O ByXx

Tawd:[
Frint : [v TaxB:["
000 sddto TH.: [P TanC:l™

NOTE: This procedure will discuss the set up of a single miscellaneous charge. The remaining
miscellaneous charges are set up in an identical manner.

1. By $ or % radio button - Identifies whether the miscellaneous charge should be a fixed
amount that is applied or a percentage that is calculated.

2. S or % field

a. If the "S" is selected in the By $ or % radio button, identify the fixed amount of the
miscellaneous charge.

b. If the "%" is selected in the By $ or % radio button, identify the percentage that
should be used to calculate the miscellaneous charge.

3. Print check box - Identifies whether the miscellaneous charge (if greater than $0.00) should
be printed on documents.

4. Add Ttl check box - Identifies whether the miscellaneous charge should be added to the
total of documents.

5.  Tax A check box - Identifies whether Tax A should be applicable to the miscellaneous
charge.

6. Tax B check box - Identifies whether Tax B should be applicable to the miscellaneous
charge.

7. Tax C check box - Identifies whether Tax C should be applicable to the miscellaneous
charge.
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e. Taxes Tab

Address ] Mise. Charges

Tares

Taxa:|FDT | &dd To Total: [ Sub Total Taxable | ¥
TanB:|sTT | Add ToTotal:[ Sub Tatal Taxable : v Taxon Tax: v

TaxC:|CIT | Add ToTatal: [

Tax A
Registration No. |

Updated : -
“alid Until : -

i Tax A line

1.

Tax A - identify the primary tax that is applied to sales to the customer.

NOTE: To complete the Tax A field, the appropriate tax must be listed in the Tax List. To
access this table, left-click Administration from the toolbar, go to Documents Tables List by
Code, and left-click Tax List.

2. Add to Total check box - Mark the check box as "checked" if the tax identified in the Tax A
field should be applied to sales to the customer.

3.  Sub Total Taxable check box - Mark the check box as "checked" if the tax is to be applied to
sales to the customer before miscellaneous charges are applied.

ii. Tax B line

1. Tax B -identify the secondary tax that is applied to sales to the customer.
NOTE: To complete the Tax B field, the appropriate tax must be listed in the Tax List. To
access this table, left-click Administration from the toolbar, go to Documents Tables List by
Code, and left-click Tax List.

2. Add to Total check box - Mark the check box as "checked" if the tax identified in the Tax B
field should be applied to sales to the customer.

3.  Sub Total Taxable check box - Mark the check box as "checked" if the tax is to be applied to
sales to the customer before miscellaneous charges are applied.

4. Tax on Tax check box - Mark the check box as "checked" if Tax B is to be applied after Tax A
is applied and inclusive of Tax A.
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iii. Tax C line

1. Tax C - identify the tax that is applied to sales to the customer.

NOTE: To complete the Tax C field, the appropriate tax must be listed in the Tax List. To
access this table, left-click Administration from the toolbar, go to Documents Tables List by
Code, and left-click Tax List.

2. Add to Total check box - Mark the check box as "checked" if the tax identified in the Tax C
field should be applied to sales to the customer.

iv.  Tax A group box

1. Registration No -

2. Updated -
3.  Valid Until -
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18. Remit To Addresses

Remit To addresses associated with customers will be used to indicate the location to send credit memos or

refunds for RMAs.

a. Creating a new remit to address

i. Left-click the Remit button in the Customer File toolbar.

Remit

ii. The Remit To list search window will appear. Left-click the Add button.

@ Remit To List

HEIEE)

Start With - =]

\ Location N| Lacation C | Mame \ Address 1

|AddressZ |Address§ \State |County |Dty |E0unt|_u \\

ax Search Result Lines :|5U 3:

<MNo data to dizplay:

l = Add ||

I
&l x LCancel
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iii.  The Remit to File window will appear.

|
|
]

@ Remit To File

»

e M T R e Y e [y SRR [

1
Add Edit Del  Default Prev Mext §-|ch Optn  Cancel 0K Close

s Remitt : | Code : | Active: [~ SPEC2000: Paid by wire: [~ Paid by 8CH : [

Remit Changes |

Address | Misc. Chargesl Tanes |

Nama.l Prefix : I
Address:l el I e l_
. Tel2: S
Address3: el
City - St :I _I Zip I Fanz
Region : _I | Sita
County : I Country I J Ship Yia lﬁ
Contact :I J |
I ema |
‘wieh: I
E-Mail: |
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b. Header

vi.

Remit# - Identify the Remit To address with a code that is used internally to your organization
(mandatory). [4-character limit]

NOTE: The system will assign the next available consecutive whole number automatically when
Remit To addresses are created; however, that number may be changed at any time prior to
saving the Remit To address.

NOTE: The most common values used for the Remit# field are consecutive whole numbers (with or
without leading zeros).

Code - As of build 8.5.54.82, this field may be ignored on Remit To addresses.

Active check box - Left-click the Active check box to mark it as "checked" and identify that the
Remit To address is active.

NOTE: If the Active check box is not marked as "checked", then the Remit To address will not be
available for selection on RMAs.

SPEC2000 - As of build 8.5.54.82, this field may be ignored on Bill To addresses.

Paid by wire check box - Mark the check box as "checked" to identify that the remit to file is
setup to send payments to the customer via a wire transfer transaction.

NOTE: When the Paid by wire check box is marked as "checked", the Bank Information tab will
appear. Instructions on completing the Bank Information tab are provided in this procedure.

Paid by ACH check box - Mark the check box as "checked" to identify that the remit to file is
setup to send payments to the customer via an Automated Clearing House transaction.

NOTE: When the Paid by ACH check box is marked as "checked", the ACH Information tab will
appear. Instructions on completing the ACH Information tab are provided in this procedure.

NOTE: The Paid by wire and Paid by ACH check boxes cannot both be marked at the same time.
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C. Address Tab

( @ Remit To File &J
il o
Cancel 0K
) Remitt - | Code : | Active: [ SPEC2000: Posid by wirs : [ Poaid by ACH : [
Remit Changes
M\sc. Charges] Taxes 1
Mame - | Prefix :
Address | Tell: Ext
Address2 | Tel2: Ext
Address3: | Faxl
City : | 5t:| J Zip | Faxz
Fegion: Sita
Caunty : | Courtry ‘ J Ship Via
Contact :
web: |
E-Mail: |

i Address group box

NOTE: All fields within the address group box will be copied from the primary address group box
on the General tab of the customer file.

1. Name - Enter the full Customer name. This field is mandatory but may be modified at any
time. [60-character limit]

2. Address fields (Address, Address2, Address3) - Enter the customer's full remit to address
(including street, PO Box, suite number, apartment number, etc.). [40-character limit per
line]

3. City - Enter the customer's remit to address city. [30-character limit]

4, State (St) - Identify the customer's remit to address state.

NOTE: To complete the State field, the appropriate state must be listed in the State List. To

access this table, left-click Administration from the toolbar, go to General Tables List by

Code, and left-click State.

a. Left-click the ellipses = in the St field.

b. The State List search window will appear.

C. Select the appropriate State (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

5. ZIP - Enter the customer's remit to address ZIP Code. [12-character limit]
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6. Region - Identify the region in which the customer's remit to address is located (optional).

NOTE: To complete the Region field, the appropriate region must be listed in the Region
List. To access this table, left-click Administration from the toolbar, go to General Tables
List by Code, and left-click Region.

a. Left-click the ellipses ==/ in the Region field.
b. The Region List search window will appear.

C. Select the appropriate Region (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

7. County - Enter the county in which the customer's remit to address is located (optional).
[20-character limit]

8. Country - Identify the country in which the customer's remit to address is located
(optional).

NOTE: To complete the Country field, the appropriate country must be listed in the Country
List. To access this table, left-click Administration from the toolbar, go to Tables List by
Name, and left-click Country/Origin.

a. Left-click the ellipses =l in the Country field.
b. The Country List search window will appear.

C. Select the appropriate country (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

9. Contact - this field allows a claims contact to be identified for the customer.

NOTE: To complete the Contact field, the appropriate contact must be listed in the Contacts
for the customer. To access this table, left-click the Cntct button from the Customer File
window toolbar.

Steps for creating customer contacts may be found in the "Contacts" section of this
procedure.

a. Left-click the ellipses =!in the Contact field.
b. The Contacts search window will appear.

C. Select the appropriate contact (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).
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ii. Phone/fax group box

NOTE: All fields within the phone/fax group box will be copied from the primary address group
box on the General tab of the customer file (except the Sita and Ship Via fields).

1. Prefix - May be used to identify any sort of prefix required for contacting the customer via
phone or fax. These prefixes may include country codes, long distance codes, and/or area
codes [8-character limit]

NOTE: Only use this field if the prefix applies to all phone and fax numbers in the phone/fax
group box.

NOTE: The Prefix field is copied from the Area field on the General tab of the customer file.

2. Tel and Ext fields - Identify seller or accounts receivable telephone numbers and their
corresponding extension numbers for the customer.

3. Fax fields - Identify seller or accounts receivable fax numbers for the customer.
4.  Sita - Identify the SITA address for the customer's remit to address.

5.  Ship Via - Identify the carrier that your organization should use to send credit memos and
payments to the customer.

iii.  Memo button
1. Left-click the Memo button.
2.  The Memo Editor window will appear. Left-click the Edit button to add notes.
3.  Type the memo.
4, Left-click the OK button in the Memo Editor window toolbar to save the message.

5. When the Memo field is not blank, the light bulb % on the appropriate button will be
highlighted in yellow % .

iv.  Computing group box
1.  Web - Identify the URL of the customer's website.

2. E-mail - Identify the seller or accounts receivable e-mail for the customer.
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d. Misc. Charges Tab

NOTE: As of Build 5.4.54.82, these values and settings are not copied to documents regardless of
process; therefore, this tab may be ignored. Modification of the values and settings will not affect the

operation of the system in any way.
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e. Taxes Tab

NOTE: As of Build 5.4.54.82, these values and settings are not copied to documents regardless of

process; therefore, this tab may be ignored. Modification of the values and settings will not affect the
operation of the system in any way.
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f. Bank Information Tab
Bank Account
Btk = GIRD Netherands): [

Address :

City :

Country :

M ational

SWwIFT Code

Account Mo,

5t: Zip

1B4M - |
150 Code

Currency : |USD == US4 DOLLAR
Bank 1D :

Bank - Identify the bank to which the wire transfer will be sent when the remit to address is
selected on RMAs.

NOTE: To complete the Bank field, the appropriate bank must be listed in the General Banks List.
To access this table, left-click Financials from the toolbar, go to Administration, and left-click
General Banks List.

NOTE: The Address, City, St, Zip, Country, ISO Code, National Bank ID, and Swift Code fields will
be populated from the information within the General Banks List.

1. Left-click the ellipses = in the Bank field.
2. The General Banks List search window will appear.

3.  Select the appropriate bank (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

Bank Account group box

1.  GIRO (Netherlands) check box - Mark the check box as "checked" if the transaction is a giro
transfer.

2. Account No - Identify the account number into which funds should be transferred when the
remit to address is selected on RMAs.

IBAN - Identify the international bank account number for the account into which funds should
be transferred when the remit to address is selected on RMA:s.

iv.  Currency - Identify the currency in which funds should be deposited into the customers's bank
account.
NOTE: To complete the Currency field, the appropriate currency must be listed in the Currency
List. To access this table, left-click Administration from the toolbar, go to General Tables List by
Name, and left-click Currency.
1. Left-click the ellipses | in the Currency field.
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2. The Currency List search window will appear.

3. Select the appropriate currency (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).
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g. ACH Information Tab

Account Mame : |

Account Nurnber :

Tranzaction Code :

Bank Name :

Routing Nurber :

i Account Name - Identify the name of the account where the ACH payment will be sent when the
remit to address is selected on RMAs.

ii. Account Number - Identify the account number of the account where the ACH payment will be
sent when the remit to address is selected on RMAs.

iii.  Transaction Code - Identify the ACH transaction code.

NOTE: To complete the Transaction Code field, the appropriate code must be listed in the ACH
Payment Transaction Code List. To access this table, left-click Financials from the toolbar, go to

Administration, go to ACH Payment Setup, and left-click Transaction Code.

1. Left-click the ellipses =] in the Transaction Code field.
2.  The ACH Payment Transaction Code List search window will appear.

3.  Select the appropriate code (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

iv.  Bank Name - Identify the name of the bank where the ACH payment will be sent when the remit
to address is selected on RMAs.

V. Bank Name - Identify the routing number associated with the bank where the ACH payment will
be sent when the remit to address is selected on RMAs.
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