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Overview

10)

11)

The PMX User’s Guide offers step-by-step instructions to guide
you through installation, set-up and maintenance of the
Purchasing Management eXtra system.

This manual is divided into the following chapters:

Getting Started

Customizing the
Corporation Record

Other Control Files

System Security

Housekeeping

Importing Data Files

Fax Module

Email Routing

Bar Code Interface

Email Interface

Exporting Data Files

Offers step-by-step instructions for
installing the PMX system on your
computer. Also provides a brief overview
on the system’s Master Files and the
sequence in which they should be
implemented.

Describes the Corporation record screens
used to determine your company’s
operating policies and procedures for the
PMX system.

lllustrates the 20 additional Control File
record types available in PMX and offers
instructions on how to implement each
one. These record types are optional and
may be implemented as needed.
Describes PMX’s security and password
features. Used to define valid users for
PMX and determines their access to
various functions within the system.
lllustrates various data file utility functions
that must be performed periodically for
system maintenance.

Offers record specifications and
procedures for importing existing data files
such as Vendor and Material records, to
your PMX system.

Covers the installation and operation of
PMX’s Fax Module.

Describes functionality to send email
messages for requisition approvals.
Outlines installation and procedures used
by PMX for bar code interface with Data
Collection Terminals.

Describes functionality to email purchase
orders and request for quotations to
vendors.

Offers record specifications and
procedures for exporting purchasing,
receiving and inventory transaction
information from your PMX system.
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Installing PMX

Before installing PMX, please make sure that your computer
meets the minimum configuration requirements listed below:
Intel Pentium 4 1.8 GHz processor or equivalent
512 Megabytes (MB) of RAM

At least 1000 MB available disk space on the server
Windows 2000 or higher

CD-ROM drive

To install PMX, please follow the steps outlined below.

If you are running PMX in full screen with screen resolution set to
800 X 600, we recommend changing your taskbar’s properties to
the following. Right click on your taskbar and select Properties
on the pop up menu. Make sure your computer is not set to
Keep the taskbar on top of other windows. If the Taskbar is
set to appear on top, it may obscure the selection buttons that
appear near the bottom of the PMX data entry screens.
Alternatively, you may configure the Taskbar to ‘Auto-hide’,
causing the taskbar to disappear when not in use.

Taskbar and Start Menu Propetties d |

Taskbar | Start Menu|

— Tazkbar appearance

e L
G | 7 welcome..,

¥ Lock the taskbar
[ auto-hide the tazkbar
[ Keep the taskbar on top of other windows

[ Group similar taskbar buttons
¥ Show Quick Launch

— Motification area

() e 1:23 PM
i

¥ Show the clock

Y'ou can keep the naotification area uncluttered by hiding iconhs that you

have naot clicked recently.
Customize... |

¥ Hide inactive icons

o ]

Cancel | Apply |
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2) Insert the Purchasing Management eXtra Installation CD into
your CD-ROM drive.

3) From the Windows Start menu choose Run. Type the command
E:\PMX Setup.exe, and then choose OK. Remember that if your
CD-ROM drive carries a designation other than E:, substitute the
appropriate drive letter.

Another alternative is to select the Browse option and double-
click on the PMX Setup.exe program located in the root folder.

Run A b1

= Type the name of a program, Folder, document, or
5 Inkernet resource, and Windows will open it Faor you,

CIpEn: I E:\PM¥ Sebup.exe j

Ik I Zancel | Browse, ., |

4) The installation process will start.
Then press Next.

B sctup - Pax = =101 %}

Welcome to the PMX Setup
Wizard
Thig vl ingtall PV or your comprter

It i recorererclod thal pou clote of cthel spplcations befire
CoOnirLrs

%

Chck Mot 1o cordrus o Carcnl 1o e Selup

e

Al

]
-
= |
(]
pa—)
e
.
—
[
s
o |
aar?
p e
-
 jp=
o
—
—
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et
—
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= |
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. ] _ comn |

Getting Started 1-5



5) In the textbox, enter a location where you wish to store the PMX
software. By default, the installation process creates a folder
named PMX on the root of C drive. Sub-folders APBRIDGE and
REPORTS are also created.

Then press Next.

il
Selact Destmation Location "‘-” ‘
Wiee shiukd FA#H bo il » BellwetherSoftware

] Soh wilinatal PHES oo the folowng fokder

T cordinis, clek best 1F pou wolld Boe by salact & difensnd (olde. chek Beowes.

Iﬁ Biowes, |

Arbrasl 1,2 ME of fes disk spoce i requinsd

¢ Back Bt Canced |

6) The message box pops up, if the given PMX folder does not
already exist. Then press Yes to confirm.

Folder Does Mok Exist |

The Folder:

9
\:/ P

does nok exist, wiould vou like the Folder to be created?

e |
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7) In the textbox, enter a location where you wish to store the PMX
data files. By default, the installation process creates a subfolder
named DATA under the PMX program folder.

Then press Next.

Sioix
Gelect PMX Data Folder E

Whete should PMEX dals fes be instalad? : BellwetherSoftware

Siect the [older iy wrech Sebup should msial PR data Bles, then cick Mest
P [sta Folkde

[CPreasatal Bowse_|

« Back Hest Cancel |

8) The Installation process creates a PMX program shortcut in the
start menu, the default folder name is PMX.
Then press Next.

Sioi%
Select Start Menu Folder E

Wihsre shonid 5 sbup place he plogram's shollcuts? : mms&m‘:’arﬂ
*a

Sehap vl cioahe e program’s shomouts i e fodowang Start W eru foldes

T cortings. click Mest 1 pou would Bk bo select & difersnd (older. clck Beowse.

P Biowee._ |

« Back Hest Cancel |
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9) Make sure information listed here is correct.
Then press Install.

i1
Aeady to lnitall ‘d 9
Sehup i row ready 1o beg sl aling FMOY on you » BellwetherSoftware
Compe e &#

Chek: Inakall ko cordinus with the matalation, or chick Black # wou wark B ieview o
charge any selting:

[ Drstnaton locaton =]
CNPME [P progenm loldes|

: TA: [Pl dista fobder]

“Start Memu Iolder,
P

Inlormabcn m FMEFATH DAT:
WEAM

CAPREODATAN
CAPREAREFTIRTSY
CAPMEVAPERIDGEY

g .

<Back Concel_|

10) A status screen will appear on your screen as the installation
transfers the required files to your computer.

=loi =
Imztalling ‘.J ‘
Pleaze wal whis Setup nstal P onyour computee. o BeliwetherSoftware
o L
Exaciing fles
PR prouber ee
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11) Once the installation is complete, the following screen will
display. Press Finish to exit the installation.

B setup - PR — =i{0] x|
Completing the PMX Setup Wizard

Sehup hat trished ridaling PR on you competer. The
apkcahion may be Launched by csiechng the rolabed o

Chek Fnich b e Setup,

—_—
"o
=
| -
o
€4
——
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e
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——
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=
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|
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12) The installation automatically creates a PMX Software shortcut
on your desktop as shown below.

B

P
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Creating a Database for PMX — SQL Server 2000 version only

To set up a SQL Server 2000 database for PMX please follow
the steps outlined below. NOTE: The PMX database needs to
be created on a SQL server that has a case insensitive collation.
You must specify "Mixed Mode Authentication" under Properties,
Security tab of SQL Server if not done during installation.

Create a new database, build the PMX database tables and Stored Procedures
1) Open SQL Enterprise Manager and click on Databases folder.

2) Click on Tools and then SQL Query Analyzer.

P A koo s | Tock Wikl W =8| =]

o ME X ConTrasuvslionsedes ¢ :Ea

RN b ] i

Forad
Froosdurss

Py Bl
Sl &
i

Cetuds
Bachs Dstabissw. ..

Rstors D ah e
ST Condeduraon Fropedtes Eﬁ.

Pelanaga 300 Zaover Mamegen... e LmrCuirad

= Firsiiwe:
Exitanal Toow... 1

R

R - B

o
]
3
]

barpedn
o TESTa
@ 1| Diska Tiarsfamestion Sevicas :l |
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3)

4)

Click on File and then Open.

=10l
Fhs Edt Cumry Toch Wandow Help

Ly — ko tg,u, | b B [Dmme =] & WG| R E
cHht

4l |1|:I
Ready AT B PATPS (EE) bestsr [DOODD [ies ol ol s

ol a A EACT S ik e g et owsdeea || |

Browse to the SQL script titled Create_ NEW_PMX_2000.SQL in
the root of the installation CD. This script will create a new
database and build the PMX database tables. Click on the script
and then click on the OPEN button.

Fin Edt Cuery Tock Window Hal

[ - oF )BT 2 M 38 o0 ([ - o b B ([T e = W R e

Flunmse  [Doess HEW_FUE_2000:0) i |
Files o bpe |y Filaz ["=]) =l Lancal I

Fila larwaad: i -

" s

Rty TR0 POTPY. (55) rechw [ OO0 [roes bnlColl o
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5) Click the Green Triangle button to execute the script.

LETTTE =l0lx

Fim Ecé Cumry Toch ‘Windea  Halp
- EE S (@t w [ = @YW FE

= ety - FAT ivesier PAT Rat - 0\ RERART &% RELEASE ool Wiy vrie_REwm B oRoloal resd-o (=]
Bo_nmddiogin *PRITSEE 0% P EI
oo

ap_mddlogin *PRXDE
GO

CREARTE DATABASE PAXDATA
GO

USE PRXDATA
GO

ap_mdduasc ' PHAUIEF
GO

ap_mddrolerarher H'dh_dstscesdar PRXISER

GO

ap_mddrolerarbec N'db_dstsscitac FRIUSER

GO

ap mdduxsc 'PHAGE PHRXGE =
4] | "

uncesetull loadsd sy b CIMERENTIASFEL EE sl lraste_NEW_ D000 50, FOT(RDD PATPSCES) wedsr |DOODD Nmwes Lol 0od g

Carmctioa: 1 &

6) Close the SQL Script and then close SQL Query Analyzer

7) Repeat steps 1 thru 5 to build the PMX stored procedures.
Choose the SQL script titted STORPROC.SQL instead of
Create_NEW_PMX _2000.SQL in step 4.

8) Close the SQL Script and then close SQL Query Analyzer

9) Proceed to the Section titled Completion of PMX Database
setup for SQL 2000 and 2005 versions and follow the
instructions in the topic Create an ODBC source connection
on all workstations.
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Creating a Database for PMX — SQL Server 2005 version only

To set up a SQL Server 2005 database for PMX please follow
the steps outlined below. NOTE: The PMX database needs to
be created on a SQL server where you must specify "Mixed
Mode Authentication" under Properties, Security tab of SQL
Server if not done during installation.

Create a new database, build the PMX database tables and Stored Procedures

1) Open SQL Server Management Studio and click on Databases
folder.

B, bsiceosalt SOL Gerwes Fanaoement Stedio Eupress

R BRE e Took Window Cowerdy  Help
Qhentuery | | 65 i 0 |0 (O B2 S

HEm 3 & 4 & 7 |t ]
= |jfh PATISQUEPRESS (501 Sarear 0L 1298 - FRTPS
=3

% [ Tratan Catubasnn | Databases

5 [ Auessee

FATSL ENPRESS Catubunay 2 [tewnds]
B (3 Saouriky

=1 (23 Sarver Chmcts

I [0 Peplcation [

1 Marsgurart 8 Syshere [bves
| rLwan
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2) Click on File and then Open and then Open

A MR, S Sewes MITIETEN Shwin ERgHess =100
A | BB %ma Took  Window  Cowemiy  Help
4 cConact Obmet Explorr... 0§ B ‘j.&
81 tomectatea Bk IR | Sumvary =]
= ; 2 3 & 7 [l
[ owen v e, ame |
[ | Databases
bl e sokimni s PATYSLEXPRESS Databazan 2 rals)
Zavm Sohbanl An..
@ e e ] [T |
| L Sstars Do
| srar
Facark Ml
it
4| | ® |
Ay &

3) Browse to the SQL script titled Create_NEW_PMX_2005.SQL in

the root of the installation CD. This script will create a new

database and build the PMX database tables. Click on the script

and then click on the OPEN button.

Aa BR wsa Todk  Window  Conweanty  Help
L vewoeny | iy a0 B E

SussEE =
Sdm 23X | 2 2 7 ]
= [ifh PATISCAEPAE=E (500 Sarear 0.0, 1360 - PATa |
¢ e COCEE——— i
H1 3 tanxky »
1 7 Savar Ohjerkn ki [ = O A X e T ek
132 e p [
H1 23 Wiaracmrard E AR e
)
L Sy Crass FEW PV %M
= ]
Vi Promcts  |2rSTORPRES sl
i
M Coanpies
Filan ol bypn; I...:*_:"--ul j
1 I |
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4) Click the Red Exclamation Point Execute button to execute the

i 1=
s Bl Yea oy Took  Window  Cowwanty  Help
ey | L | w0 BEE
51 Yy | et -,( U5 o | %5 | 27 oy f‘j-:‘j = il'ilA_ |
T - (el )R, _Pr1a_ b sl Sy | -
S ® e 3 i 3
= i PATISCUEPRAESE (301 Sarvar B.0L 1259 - FATFA e tes .
& o | This aceips way be cunoanly ons s
B (3 Sacaky
B [0 Sarvar okt
B (3 Rapcalicn
i (23 Managurard
Ir W amlmct from ay=.agl logins whacs naxs FPRXUSEE
CREATE LOGIN [PMXUSER] WITH FASBNCAD #5', DEFANLT_DATABASE- [méscer), DEFAL
oo
I u amlmct 7 from aya.agl_logina whecs ness = 'PEADE
CBEATE LOGIN [PHEDB] WITH PASSNCHD-N DEFAULT_DATABASE= [®aacer]). DEFAULT_LAHGET
GO
Ir W amlmct from ays.databasss whecs naxos
CREATE CATABASE FHEDATA
GO
USE PRXDATA
18]
CREATE SCHEKA PHXUSER
rrrrrrrrrrrrrr =
1] | o
m | o] |87 Corracied PATSOLESFAESS LORTH)  PAT'PWD mate D000 |Dioes
Ay ni i “hl M

5) When the Query executes successfully, close the SQL script file.

6) Repeat steps 1 thru 5 to build the PMX stored procedures.
Choose the SQL script titted STORPROC.SQL instead of
Create_ NEW_PMX_2005.SQL in step 3.

7) When the Query executes successfully, close the SQL Script file.

8) Proceed to the Section entitled Completion of PMX Database
setup for SQL 2000 and 2005 versions.
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Completion of PMX Database setup for SQL 2000 and 2005 versions

Create an ODBC source connection on all workstations

1) From the work station’s desktop go to Control Panel,
Administrative Tools, Data Sources (ODBC). Switch to the
System DSN tab and click on the Add button.

£"10DBC Data Source Administrator ] 2=l
Uger DSk - System DN | File DSH I Driversl Trau:ingl Connection F'u:u:ulingl About I

Syztemn Data Sources;

I [Ciriver - Add. .

SEL Server
Croztal Beposzitony Microzoft dccess Driver [C Remove |
LocalServer SOL Server
MetSOE. SEL Server Configure... |
M arthind SHL Server
priedata SEL Server
RIIM45 SOL Server !
RUMN47 SOL Server

SHLSERVER SHL Server
i}lnmn Sarnnle Natabaze 2003 Microenft & ccess Digwer HLI
4 ]

f

an ODBC System data source stores information about how bo connect to
the indicated data provider. & System data zource is visible to all uzers
on thiz maching, including MT services.

K. Cancel Apply Help
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2) For SQL 2000 databases, select SQL Server for the data source
driver and click the Finish button. For SQL 2005 databases,
select SQL Native Client for the data source driver and click the
Finish button.

Create Mew Data Source ﬂ

Select a driver for which vou want to zet up a data source.

M ame | 1 :I
Microzoft Farados Diver [".db | 4,
Microzoft Paradox-Treiber [*.db ] 4.
Microzoft Test Dinver [“kat; * cav) 4,
Microzaoft Test-Treiber [*.tet: *.cav) 4.
Microzoft Wisual FoxPra Driver 1.
Microzoft Visual FosPro-Treiber 1.
Power SOL Intermet Driver 1.
SCL Mative Client 21
SOL Server 2
1 | | 3

< Back I Finish I Cancel |

3) Enter PMXDATA for the data source name. Select the SQL
Server that has the PMX Database and click the Next button.

Create a Mew Data Source to SOL Server i il

Thiz wizard will help vou create an ODEC data source that you can use to
connect to SOL Server,

YWhat name do pau want to use to refer to the data source?

Mame: |PM<DATA

Howw do pou want to describe the data source?

Description: I

“Which SUL Server do pou want bo connect to?

Server IYDur_SGL_S Ever ;I

Finizh I Meut > Cancel Help

Getting Started 1-17



4) Select SQL Server authentication with Login ID of PMXUSER
and Password of GO%PMX$5. Click the Next button.

Microsoft SQL Server DSM Configuration B 5'

How shiould SCIL Server wenfy the authenticit_l,l of the Iagin 10y

7 w/ith Windows NT authentication using the network login 1D,

= With SEL Server authentication using alogin 1D and password
entered by the uzer.

Ta change the nebaark fbram used to communicate with SOL Server,
click Client Configuration.

Client Configuration. .

i;u:unnect to SCIL Server to obtain default settings for the
v - ) : :
- additional !:__pnf}guratlnn aptions.

Login ID: [PMXUSER

RERRERHE

Fazsword: I

< Back I Mest » I Cancel Help

5) Change the default database to PMXDATA. Click on the Next
button and then the Finish button.

Microsoft SQL Server DSN Configuration 8 ll

¥ Change the default database ta:
[PHADATA =]

[ &ttach database filename:

7 [Ereateternporany stored procedures fof prepared SEL statements
and drapithe stered procedues

& nly wher vou disconmest

wwhen you digsannect andias appropniate while pouae
copnecied.

V' Use AMS| quoted identifiers.
v Use &AM5I nullz, paddings and wamings.

1 g the faloven SEL Semver if the prmang SEL Senver s not
=L L |[= 0]l

< Back I Mest » I Cancel Help
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6) Click the Test Data Source button to make sure the DSN

connection is setup properly. Then click the OK buttons to get
back to the Administrative Tools screen. If you click the X (exit)

button the connection will not be saved.

SQL Server ODBC Data Source Test _EI

— Test Resultz

Microsoft SHL Server ODBC Driver Yerzion 03851177 .il
Running connectivity tests.

Attempting connection

Connection establizhed

“erifling: option settings

Dizconnecting from server

TESTS COMPLETED SUCCESSEULLY!

Load the required startup data in the database tables

1) Be at one of the workstations that has the DSN connection
established to the PMX database.

2) From the Windows Run command type the command

C:\PMX\LOADDB.EXE and click the OK button. If the drive
where the PMX software resides has a designation other than

C:, substitute the appropriate drive letter.

run 2|

= Type the name of a program, Folder, document, or
5 Interrnet resource, and Windows will open it far you,

=~

K, I Cancel | Browse, ., |

Getting Started



3) Four screens, similar to the following, will display as the four
SQL tables are being loaded with the required startup data.

Mow loading required Corporation data please wait

4) After all tables have been loaded with the required startup data
the following screen will display. Click on the OK button and you
will be returned to the desktop.

Finished x|

P data file load has completed

Please Note: It is strongly recommended that you set up a backup plan for the
PMXDATA database and a maintenance plan that analyzes the
Indexes on the tables and rebuilds them when necessary.

1-20
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Installing Crystal Report Writer Runtime Files for PMX

The Crystal Report Writer Runtime Files are used by PMX to
print enhanced purchase order, request for quotation and
requisition document formats. They are also used to print
inventory tags and bar codes in the Inventory Module. These
runtime files must be installed on each workstation that will
print any of the above-mentioned items.

To install the Crystal Report Writer Runtime Files, please make
sure to close all applications you may be running and then follow
the steps outlined below.

Insert the Purchasing Management eXtra Installation CD into
your CD-ROM drive.

From the Windows Start menu choose Run. Type the
command: E:\\CRYSTAL\SETUP, then choose OK. Remember
that if your CD-ROM drive carries a designation other than E:,
substitute the appropriate drive letter.

Another alternative is to select the Browse option and double-
click on the SETUP.EXE program located in the CRYSTAL
folder.

Run |

Type the name of a program, folder, document, or [nternet
rezource, and Windows will open it far pou.

Open: IE:'\EHYS TALYSETUH j

] 4 I Cancel | Browse. .. |
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3) After a few moments, the following screens appear. Click OK to
continue.

Copying Files, please stand by

3 Crystal 9 Reporting Tools Setup x|

@ Welcome to the Crystal 9@ Reporting Tools installation prograrm,
2=

Setup cannot install system files or update shared files if thew are in use,
Before proceeding, we recommend that wou close any applications wou may
be running.

Exit Setup |

4) After the files are copied, the install displays the destination
directory of C:\PMXCRW\. Accept this default by clicking the
button to begin the install process.

3 Crystal 9 Reporting Tools Setup x|
Begin the installation by clicking the butkon below,

h

-
Click this button ta install Crystal 9@ Reporting Tools software to the specified
destination directory,

Directory:
’7C:'I,PM><CRW'I, Change Directory

Exit Setup

1-22
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5) A status box will appear on your screen as the installation
process transfers the required files to your computer.

1 Crystal 9 Reporting Tools Setup x|
Ciestination File:

C:\Program Filest Comman FilesiCrystal Decisionsi2, 0bintuzFext, di

7

Cancel

6) The installation process may encounter one or more files on your
system that are newer than the one being copied. It
recommends that you keep your existing file. Take this
recommendation by clicking the Yes button to continue.

¥ersion Conflict x|

4 file being copied is not newer than the file currently on your
syskem, It is recommended that vou keep your existing file,

File name:  "CHWINDOYW S syskem3z expsry dll

Description: "Wisual Basic for Applications Runtime - Expression
Setvice

Your version: '6.0,72,9539"

Do you want to keep this file?

ko Mo ko Al

7) After the installation has completed the following screen will be
displayed. Click the OK button and you will be returned to your
desktop.

Crystal 9 Reporting Tools Setup El

Crystal 9 Reporting Tools Setup was completed successfully,

Installation is now complete. You are ready to log on to the PMX
system.
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Troubleshooting

Crystal must have the most current operating system files
installed. If the installation detects some older files you will get
the next message. Click OK to allow the installation to update
these older system files.

Setup g'

Setup cannot continue because some syskem files are out of date on vour system, Click
! K if you would like setup to update these files For wou now, Yoo will need to restark
Windows befare wou can run setup again, Click cancel bo exit setup without updating

system files,
o]4 | Cancel

You will then get the following message to restart Windows.
You must do this first and then restart the Crystal Installation.
Click Yes to restart Windows.

' Do you wank ko restart Windows now? IF vou choose o', you will not be able to run
. setup again until after the swstem is rebooted at a later time.

Yes Mo |

If the installation does not run the second time you will have to
go to Microsoft’s web site and download the latest updates for
your operating system. Or run Windows Update from the Start
menu.
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Installing the PDF Report Setup for PMX

3)

The PMX software can be set up to generate reports in PDF
format for Preview and Print capabilities. This feature is
especially useful in solving the printing problems that arise due
to incompatibility issues between software, operating systems,
and print drivers. To enable this feature refer to the “System
Information Record” section of Chapter 3. To use this feature
you also need to run the PDF Report Setup program. This
installation must be performed on each workstation that will
access the PMX software. System requirements are Adobe
Reader and Microsoft .NET 1.1 framework (included in setup).

To install the PDF Report Program, please make sure to close all
applications you may be running and then follow the steps
outlined below.

Insert the Purchasing Management eXtra Installation CD into
your CD-ROM drive.

From the Windows Start menu choose Run. Type the
command: E:\\PDF\SETUP, then choose OK. Remember that if
your CD-ROM drive carries a designation other than E:,
substitute the appropriate drive letter.

Another alternative is to select the Browse option and double-
click on the SETUP.EXE program located in the PDF folder.

Run 2|

— Type the name of a program, Folder, document, or
Interrnet resource, and Windows will open it far you,

Cpen: | E:\PDFYSETUR| =|

K, I Cancel | Browse, ., |

After a few moments, the following screen appears. Click OK to
continue.

PMX Report Setup x|

M_?/ Tao skark PRy Repaort Sekup, click QK. To quit withaut instaling, click Cancel,

2K I Cancel |
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3) Then the following screen appears. Click Next to continue.
_[5ixd
Welcome to the PMX Report Setup Wizard

BellwetherSoftware |

The inztaller will guide pou through the ztepe required toinztall Ph: Beport on pour computer.

WARMIMNG: Thiz computer program iz protected by copyright law and international treaties.
rauthorized duplication or distribution of this program. or any portion of it may resultin severe civil
arcriminal penalties, and will be prosecuted to the maximun extent pozzible under the law.

Cancel | ¢ Back | M et » I

4) If other PMX users will be accessing the computer check the
“Everyone” button to install PMX Report for anyone who uses the
computer. Leave the destination directory setting. Click Next to
continue.

|,§ PME Report i

Select Installation Folder

=10 %]

BellwetherSoftware

T he inztaller will inztall P: Beport ta the following folder.

T install in this folder, click "Mext. Ta install to a different folder, enter it below or click "Browse",

Folder:
C:AProgram FileshBelwether Software Pz Beport®, Browze. . |

DiskCost.. |

Install Prex Report for yaurself, of far anpone wha uses this compliter:

" Evenone
* Justme

Cancel < Back | M et » I
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5) The Confirm Installation screen displays. Click Next to start the
installation.

i PMYX Report i ST
153

Confirm Installation

BellwetherSoftware

The installer iz ready to install P Repart on wour computer.

Click "Mext"" ta start the installation.

Cancel | < Back | Mext > I

6) A status box will appear on your screen as the PMX Report is
being installed.

el
Installing PMX Report

BellwetherSoftware

Ph= Report iz being installed.

Fleaze wai...

Cancel I ¢ Hack | [iEst > |
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7) After the installation has completed the following screen will be
displayed. Click the Close button.

iG]

Installation Complete

BellwetherSoftware

Phd= Report has been successfully inztalled.

Click "Clase’’ ta ex,

Please uze \Windows pdate to check for any critical updates to the MET Framewark.

Eance! | ¢ Hatk

8) It is recommended that you run a Windows Update to make sure
the .Net Framework has all the latest service packs and patches
installed. Click the OK button and you will be returned to your
desktop.

PME Report Setup 5[

PM# Report Setup succeeded, It is highly recommended to run a Windows Update, now, It will make sure Met Framework has

all the latest service packs and patches installed.

Installation is now complete.
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Logging on to PMX for the First Time

Please Note:

The first time you log on to the system, PMX will ask you to
assign a Master Password and to create at least one Password
Security record for the system administrator. You will be
creating additional Password Security records later to identify
other uses to the PMX system.

The initial security file allows the system administrator to log
on to the system, where he or she may proceed with the creation
of control files to customize the system, as described in chapters
2 and 3. The Master Password allows the system administrator
to access commands on the Utilities menu, where additional
Password Security records may be created to allow other users
to log on onto the system (described in chapter 4). The Ultilities
menu is also used to perform other housekeeping tasks as
described in chapter 5, or to import files as described in chapter
6.

If your workstation is running any kind of power management
utility, it should be disabled before starting PMX.

To open the PMX application, begin by double clicking on the
PMX desktop icon.

Another way to start PMX: use the Run option from the
Windows Start menu and enter the command
C:\PMX\SCROUTER.EXE, then choose OK. Remember that if
PMX was stored on another drive or using a different folder
name, substitute accordingly to match your installation.

You may also create a shortcut on the desktop to access PMX.

Run 2|

— Type the name of a program, Folder, document, or
Inkernet resource, and Windows will open it Faor you,

Open: | PRI SCROUTER. EXE| =]

Ik I Zancel | Browse, ., |

Getting Started 1-29



2) After launching PMX;, the following screen will appear. Make
sure you follow the steps outlined to assign a Master Password
and create a Password Security record for the system
administrator.

Welcome to PMX for Windows!
To establizh secunty, pou must create a master secunty
pazsword and at least one uzer zign-on record. Begin by
entering a master pazsword below. This pazsword can
be up to 10 characters in length. Be sure to record it and
then keep it in a zafe place. You will need it to make

future changes to the user sign-on filel

M azter Password: ||

Confirm Pazsword: |

oK E it

Type the Master Password you wish to use in the space
provided. Confirm your Master Password by entering it again in
the Confirm Password field. Then click the OK button or press
the Enter key.

Important Protection of the Master Password is critical to the security of the
PMX system. Access to this password should be limited to
system administrative staff only. The Master Password must be
unique.

3) After entering the Master Password, the message below is
displayed. Click OK or press the Enter key to proceed to the
Password Security record screen, shown on the next page.

INFORMATION =l

Mow create a user zecurnty record for access to the PMe spstem. Thiz new uzer should
be given access ta the UTILITIES MEML with maintehance rights o PASSWIORD
SECURITY and RESET WORKSTATION ID'S.
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i Password Security ==l E3
Fil=  Swstem Menu  Utiities Menu  Search  Help

Clear Delete Previous

"Hequired Info

— User Data

— Module Authonty
7 Barchasing [T Ear Coding

Password: I

= Beceiving I=| Accounts Bayable

= Requisitions I Fax

5| Hequestfor Quotation, [N ¥arehouse Management

=} Inwventory; =l Master Fles

= Email I~ | Utilities

[T | Sestem Sdmimstraton,

o W e =T N A N [ A R T

4) Type the desired three-character ID in the User ID field, then
click the OK button or press the Enter key. Your cursor will
move to the Password field. Enter the password to be utilized
when the system administrator logs on to the PMX system.

Please Note: Do not confuse the password on the Password Security record
screen with the Master Password defined previously. The
password entered here allows the individual user associated with
the User ID — in this case, the system administrator — to log on to
the system and to access authorized modules. The Master
Password is an additional security measure. It must be entered
whenever a user with the appropriate security clearance wishes
to access options on the Utilities menu. The Master Password
and Password Security record password must be different.

5) Refer to the “Creating an Employee Password Security Record”
section in chapter 4 for the specifics on setting up Password
Security records.

Important: At a minimum, you must give the system administrator
maintenance rights to the Password Security options (off the
Utilities Authority screen). Otherwise, he will not be able to sign
back in to PMX to change his access rights or create security
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records for other users.

6) After completing the first security record, choose Save. PMX will
clear the Password Security record screen, awaiting the next
entry.

7) After creating all the desired security records for this initial phase
of the system installation process, click the Exit button on the
Security record screen. PMX will then display the User Sign-On
screen, described in the next section.
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Logging On to the PMX System

Please Note:

After the initial logon procedure, described in the previous
section, all users should follow the instructions outlined in this
section to log on to PMX on a daily basis.

If your workstation is running any kind of power management
utility, it should be disabled before starting PMX.

To start PMX, begin by opening the Bellwether Software Group
and select the PMX option.

s Febuild Data Files

Another way to start PMX: use the Run option from the
Windows Start menu and enter the command
C:\PMX\SCROUTER.EXE, then choose OK. Remember that if
PMX was stored on another drive or using a different folder
name, substitute accordingly to match your installation.

You may also use a shortcut on the desktop to access PMX.

Run 2 x|

— Type the name of a program, Folder, document, ar
3 Internet resource, and Windows will open it for wou,

Cpen: | CH\PMEISCROUTER EXE| |

(0] 4 I Cancel | Browse, .. |
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2) PMX will display the Sign-On screen shown below.

o i i) el i T [ .
Prtet Usashdng Hesssaes TP Umanine 39 Sararmas PR = Alm  Mlar M= ey

Purchasing

Management

eXtra

&
Bellwether

Sorfiware (arpoeation

BN & B Cotsrghl JI0F

Each PMX user must enter his or her unique ID and Password
on this screen. Entries in the User ID and Password fields will

appear as asterisks(***).
3) There will be a brief pause as the system files are loaded.

- AP WrsheouMost Lt ModerFia Ve Haelo

Purchasing

Managemeni

extra

&
Bellwether

Software (arporation

A B Cobsoohi 2006

You are now ready to begin working in PMX.
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Exiting the PMX System

Important:

To shut down the Purchasing Management eXtra system, exit
back to the PMX Main screen. Click on the X in the upper right
corner of the window or press Alt F4.

o ichasieg Masogement ctiva

L we i

Purchasing

Managemeni

eXtrs

&
Bellwether

Software (arporation

enion B Crdsnght 06

If any other PMX screens are open, the system will display a
message warning that it can not shutdown if there are any
windows within PMX still open. Close the windows by pressing
the ESC key, selecting the Exit button, or clicking on the X in the
upper right corner of the window. If you wish the data on any
screen to be saved, remember to press the Save button before
closing that window.

WARNING! E

Frix cannot shutdown while one or mare of its windows are still open. After pressing OF,
zave all autstanding work. and then exit the system,

When all the PMX windows have been closed, the system will
return you to your desktop.

Make sure the PMX system is completely shut down before
turning off your computer.
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Reinstalling Initialized PMX Data Files — Express version only

Warning!

The data records used by PMX are stored in the sub-folder
named DATA, located under the PMX folder. You may have
renamed these folders during the installation process. Each time
you enter or edit a record, PMX will record the changes and
additions in the DATA sub-folder.

At some point you may wish to retrieve the original (initialized)
data files. For example, you may have created sample data
while training or testing the PMX system. Now you are ready to
“go-live” and wish to clear out the sample data and start over.

Once you began production work in PMX, restoring initialized
files is NOT recommended.

To re-install the original contents of the DATA sub-folder, please
follow the steps outlined below.

If PMX is running, exit from the program.

Back up the contents of the DATA sub-folder. The following
steps will destroy all data existing in the DATA sub-folder.

Unzip the \PMX\DATA\INITFIL.ZIP file and allow files to be
overlaid with same filename.

Choose the Run option from the Windows Start menu. Type the
command: C:\PMX\UPDTMOD.EXE and click OK or press the
Enter key. Remember that if PMX was stored on another drive
or using a different folder name, substitute accordingly to match

Run 2| x|

- Type the name of a program, folder, document, ar
Internet resource, and Windows will open it for you,

Open: | C:\PMEALUPDTMOD  EXE =]

Ik I Zancel | Browse, ., |

1-36

Getting Started



Uninstalling the PMX System

SQL version only

To uninstall the PMX system go to Control Panel, Add or
Remove, and select PMX (Remove Only). The uninstall does
not remove the PMX folders. To permanently remove the PMX
system from your computer, you simply delete the PMX folder
and all sub-folders.

To uninstall the Crystal 9 Runtime files go to Control Panel, Add
or Remove, and select Crystal 9 Reporting Tools.

To uninstall PMX PDF Report go to Control Panel, Add or
Remove, and select PMX Report.

On the SQL server delete the PMXDATA database and from the
Security Logins delete PMXUSER and PMXDB.
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Setting Up the PMX Master Files

After successfully installing PMX on your computer and logging
on to the system, you are ready to customize the system to suit
your needs. Up to seven types of Master Files may be
implemented as you set up your PMX system: Catalog,
Commodity Code, Control, Inventory, Kit, Material and Vendor
files.

Catalog File

Commodity Code

Control File,.. »
Inventory File

Kit File

Material File

Vendor File

Reports... k

Control Files

The Control Files are the first Master File types to be created.
These files allow PMX to support your special operating
environment with no need for custom programming. There are
22 Control Files as shown below.

Corporation

1099 Code

Bank Code

Eill-To Code
Commaodity Code Vendaor
Employee

G/L Account Code
Global Dictionary
Itern Mumber Translation
Job Mumber

P.O. Type

Project Mumber
Receiving Dept.
Ship-To Code
Spedial Text
System Information
Tax Code

Terms Code

Third Party ERP
UM Translation
Vendor Group
Vendor Type

The Corporation record is the only required Control File. Refer
to chapter 2 for instructions for setting up your Corporation
record (S).
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Other Master Files

Catalog File

Please Note:

If you do not need the functions performed by any of the optional
Control Files, there is no need to add them. However, you must
create the Corporation record before moving on to any of the
remaining Control Files. The optional files can be added
immediately after creating the Corporation record or at a later
time, as needed. Please look into the optional files as they may
enhance the performance of the PMX system.

For example, before starting to create requisitions, purchase
orders, requests for quotations and warehouse orders, you may
find it useful to pre-define such information as Bill-To and Ship-
To addresses, Project and Job Numbers, General Ledger
Account Codes, etc. By developing these Control Files in
advance, repetitive data entry tasks are eliminated. This also
ensures consistent usage of data entry fields and greatly
enhances PMX’s reporting and tracking abilities.

Refer to chapter 3 for instructions on setting up these optional
control files.

In addition to the Control Files, six additional Master Files appear
on the Master Files menu: Catalog, Commodity Code, Inventory,
Kit, Material and Vendor Files. All of these files are optional
except for the Vendor File. These files may be created at any
time after creating the Corporation record(s).

While the additional Master Files are briefly described below, the
creation and maintenance of these files is covered in the PMX
QuickStart Guide. Typically, only system administrative staff has
access to the PMX Control File screens. In most companies, a
variety of users may enter and edit other Master File records.
Your company’s policies on creation and maintenance of the
PMX Master Files will be determined by the Security settings you
choose (as described in chapter 4).

Material records can also be grouped into catalogs for ordering
purposes. A catalog can contain up to 9,999 items. ltems may
be stored in multiple catalogs. Once a catalog is established,
users can search and list catalog items by entering either the
Catalog Code or the first few characters of the catalog
description.

Catalog security settings allow users to requisition or order
only items in their specific catalogs. Users who are not restricted
to specific catalogs can requisition and order all catalog items.

For more information on Catalog Files, see the PMX
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Commodity Code File

Inventory File

Kit File

Material File

Please Note:

QuickStart Guide.

Use the Commodity Code File to record valid Commodity Codes,
commodity descriptions and the primary buyer and vendor for
each commodity group. PMX uses the Commodity Code File to
validate Commodity Codes entered on material records,
purchase orders and requisitions. PMX also uses the primary
vendor in conjunction with the Commodity Vendor records,
described in chapter 3, to list on-line all authorized vendors for a
specific commodity. For more information on the Commodity
Code File, see the PMX QuickStart Guide.

If you have installed PMX'’s optional Inventory Module, the
Inventory record stores standard inventory information for
inventory items such as warehouse and stocking locations, re-
order points, re-order quantity and minimum/maximum stocking
levels. For more information on the Inventory File, see the PMX
QuickStart Guide.

Before adding an item to the Inventory File, a record must first be
created on the Material File. PMX will automatically transfer
Material information such as Material Description, Standard Unit
Cost, Unit of Measure, Commodity Code, etc. from the Material
File to the Inventory File. Multiple Inventory records can be
added for each Material record, one for each warehouse the
material item is stored in.

Another useful inventory management tool is the Kit File, which
helps you track products that require assembly or special
packaging before they can be disbursed. Once the components
of a Kit are identified, PMX tracks inventory levels for all kit
components as you issue, return and adjust kits.

Before an item can be identified as a part of a kit, it must first
exist on the Inventory File. Kit Files are only available if you
have installed PMX’s Inventory Module.

For more information on Kit Files, see the PMX QuickStart
Guide.

Use the PMX Material File to create an on-line catalog of items
that your company commonly purchases. You may record such
information as the material description, unit of measure,
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Vendor File

Please Note:

economic order quantity, standard unit cost, tax status and so
forth for each item.

Once a Material record is created, standard ordering
information is automatically populated on purchase orders,
requisitions and requests for quotation. Simply enter the
product’s unique Iltem Number and PMX fills in the remaining
ordering information.

Material records can be categorized into like commodity
groups for ordering and reporting purposes. Assign common
Commodity Codes to specific groups of material records. For
example, you may want to assign a common Commodity Code
to all of your supply items. Users can then easily retrieve an on-
line listing of all supply items by entering the Commaodity Code
for this category, or typing the first few characters of the
commodity description.

You must assign a unique ID number to each material item.
This ID number may be from 1 to 10 characters long and may
contain alphabetic or numeric characters. If using strictly
numeric characters, consider using the same number of
characters in each ID, keeping the sequence in sync. Example:
if your numbers range from 1 to 1000, enter 0001 for “1”, 0010
for “10”, 0100 for “1007, etc.

Keep in mind that you do not have to create Material records
before implementing PMX. If desired you can add new Material
records ‘on the fly’ when generating purchase orders,
requisitions or request for quotations.

If you operate in a single-corporation environment, the
corporation number will automatically be filled in for you. If you
operate in a multiple-corporation environment and you are
adding the record ‘on the fly’, the corporation number will default
from the corporation you are working in at the time. All Material
records are used across corporations no matter what is in the
corporation number field on the record. You cannot have the
same material record entered in different corporations.

If you have an existing material or parts file on another
computing system, that information can be transferred
electronically to PMX using the Import utility, described in
chapter 6.

The Vendor File contains a unique record for each vendor from
whom materials and services are purchased. These records
contain standard information such as the vendor’s name,
address, shipping information and payment terms. Once a
vendor record is created, vendor information does not need to be
input again on purchase orders or requests for quotation. Simply
enter the vendor’s ID code and PMX does the rest!
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Please Note:

You must assign a unique ID number to each vendor on the
Vendor File. This ID number may be from 1 to 10 characters
long and may contain alphabetic or numeric characters. If using
strictly numeric characters, consider using the same number of
characters in each ID, keeping the sequence in sync. Example:
if your numbers range from 1 to 1000, enter 0001 for “1”, 0010
for “10”, 0100 for “100”, etc.

Keep in mind that you do not have to create Vendor records
before implementing PMX. If desired you can add new Vendor
records ‘on the fly’ when generating purchase orders or request
for quotations.

If you operate in a single-corporation environment, the
corporation number will automatically be filled in for you. If you
operate in a multiple-corporation environment and you are
adding the record ‘on the fly’, you can add the vendor record in
the corporation you are working in at the time. You could
alternately make the vendor accessible to all corporations by
entering 000 in the corporation number field. If the corporation
number is other than 000, that vendor record is only accessible
when working in that corporation. You can have the same
vendor number on multiple records as long as the corporation
numbers are filled in. You can not have a vendor record with a
corporation number of 000 and one with the corporation number
filled in for the same vendor number.

If you have an existing vendor file on another computing system,
that information can be transferred electronically to PMX using
the Import utility, described in chapter 6.
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A/P Info

Additional A/P Info
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Edit Options

Corporation Record Report







Overview

This chapter offers detailed instructions for customizing your
company’s Corporation record. This customization specifies
exactly how you wish PMX to operate. You must create this
record before you can implement any of the remaining Control
File record types or Master Files in the PMX system.

A three-digit identification number is the only required entry
when creating a Corporation record. PMX comes with a default
set of operating rules to get you up and running. You can edit
these default operating rules at any time by accessing the
Corporation Record Control file.

Your first consideration is the number of Corporation records
to create. PMX can operate in a single- or multi-corporation
environment. While most PMX users require only one
corporation, multi-corporation environments allow you to
distinguish between different operating entities within your
company. Each corporation is identified by a unique Corporation
Record number and can have its own operating policies, editing
rules and default settings. Corporation data may be processed
simultaneously or individually.

To create a Corporation record, follow the steps outlined
below.

First, select the Master Files button from the PMX Master
Menu.

BFd: Tn w o AP e M LTl Aleites Flsr Vers pein

Purchasing
Management

eXirs

‘s
Bellwether

Saftwiare (arporation

fespinndl B Copighl JTOR
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Choose the Control File option from the Master Files menu.

Catalog File

Commadity Code

Control File. .. r
Inventory File

Kit File

Material File

Vendor File

Reports... b

Choose the Corporation option from the Control File menu.

Corporation

1099 Code

Bank Code

Bill-To Code
Commaodity Code Vendar
Employee

G/L Account Code
Global Dictionary
Item Mumber Translation
Job Mumber

P.Q. Type

Project Mumber
Receiving Dept.
Ship-To Code
Spedal Text
System Information
Tax Code

Terms Code

Third Party ERF
UM Translation
Vendor Group

Vendor Type

In addition to the primary Corporation Info screen, shown on
the next page, you will find nine additional data entry
screens pertaining to the Corporation record:
e Additional Corporation Info-1
Additional Corporation Info-2
Requisition Info
Receiving Info
A/P Info
Additional A/P Info
Inventory Info
Edit Options
Additional Edit Options
Each will be described in turn after the Corporation Info
screen.
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Corporation Info

Use the standard data entry and editing techniques described
in chapter 2 of the PMX QuickStart Guide to complete or edit
the Corporation record screens.

The data fields are described in sequence, as appearing on
the screen.

w Lorparation Becord

Kams: |TEST CORPORATMIN Py In Wear |17

Date Erdoimd: | 07/2201955 Conmst Accl. Pesnd |57 ,'11“

(Felmshie v Assges PLDL M

hipTaCok 120 7| Lact PA. & Aazigned: | [F

SHil-Te Cos il w Amsgs B F.OL M

Speciel Tt Cade: 130 7 | Lact AF A B Aazigned: | &

. wih 7 © Allgs P, Dusin Dhasge
T Adiza AP ate DRange

: Raa 7
S PO Dhosipe Wi

[sn 7| zonewm ~ By Dindaaslt iz Uz B0

w Tawable Deelash
* Mlza Dineed APQFHE Change
Al Mglaple Wendioos i PDL g T B

Field Description

Corporation
3 digits You must assign a unique identification number to each
Corporation record you create in PMX. The Corporation
number may be any numeric value from 001 to 999.
Name
25 characters Enter the name of the corporation (company or division) in this
field. This is the name that will appear on all documents
pertaining to this corporation.
Date Entered
8 digits PMX automatically enters the date on which the Corporation
MMDDCCYY or DDMMCCYY record was created in this field. You may override the default
entry by typing a new date in the format MMDDCCYY or
DDMMCCYY (depending on the date format you select on the
Additional Corporation Info-2 screen, described later in this
chapter).
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Please Note:

Ship-To Code
7 characters

Bill-To Code
3 characters

Special Text Code
3 characters

You cannot enter the default Ship-To, Bill-To, Special Text,
Buyer, Expeditor, Terms Code, or Purchasing G/L Acct settings
when you initially create the Corporation record. Because
these fields refer to existing data records, you must first create
those records then return to the Corporation record screen to
specify your desired defaults. You will find instructions for
creating these records on the Optional Control files in chapter 3
of this manual.

You may specify a default shipping location in this field to
indicate the location to which items should be delivered. You
must enter a Ship-To Code which has already been stored in a
Ship-To record on the Optional Control file, described in
chapter 3 of this manual.

Enter a Ship-To Code only when you have a single shipping
address or when you have multiple shipping addresses but
wish to designate one as the default shipping address.

The default Ship-To code will display when entering
purchase orders, requisitions, request for quotations (as the
reply-to code), inventory master and transactions (as the
warehouse code), and warehouse orders (as the ship-from
warehouse and the ship-to code). The default can be
overridden.

You may specify a default billing location in this field to indicate
the location to which invoices should be delivered. You must
enter a Bill-To Code which has already been stored in a Bill-To
record on the Optional Control file, described in chapter 3 of
this manual.

If your shipping and billing addresses are the same, leave
this field blank. Enter a Bill-To Code only when you have a
single billing address or when you have multiple billing
addresses but wish to designate one as the default billing
address.

The default Bill-To code will display when entering purchase
orders and requisitions. The default can be overridden.

You may specify a default Special Text Code in this field to
specify standard text that you wish to include whenever you
review or print a purchase order, requisition, request for
quotation or warehouse order entered for this corporation. You
must enter a Special Text Code which has already been stored
in a Special Text Record on the Optional Control file, described
in chapter 3 of this manual.

2-6
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Buyer ID
3 characters

Expeditor ID
3 characters

Terms Code
3 characters

Purchasing G/L Acct
20 characters

You may specify a default Employee Code in this field to
indicate your default buyer. You must enter an ID code which
has already been stored in an Employee record on the
Optional Control file, described in chapter 3 of this manual.

Enter a Buyer ID only when you have a single buyer, or
when you have multiple buyers but wish to designate one as
the default buyer.

The default Buyer ID code will display when entering
purchase orders, requisitions, request for quotations, and
warehouse orders. The default can be overridden.

You may specify a default Employee Code in this field to
indicate your default expeditor. You must enter an ID code
which has already been stored in an Employee record on the
Optional Control file, described in chapter 3 of this manual.

Enter an Expeditor ID only when you have a single
expeditor, or when you have multiple expeditors but wish to
designate one as the default expeditor.

The default Expeditor ID code will display when entering
purchase orders, requisitions, request for quotations, and
warehouse orders. The default can be overridden.

You may specify a default Terms Code in this field to indicate
your default payment terms. You must enter an ID code which
has already been stored in a Terms Code record on the
Optional Control file, described in chapter 3 of this manual.

The default Terms Code will display when entering
purchase orders, requisitions, and request for quotations. If
there is a default Terms Code on the Vendor Master record for
the vendor used on these documents, that Terms Code will
display instead. The default can be overridden.

You may specify a default G/L Account code in this field to
indicate your default Purchasing General Ledger Account.
You must enter a G/L Account code which has already been
stored in a G/L Account Code record on the Optional Control
file, described in chapter 3 of this manual.

The default G/L Account Code will only display when
entering purchase orders. The default can be overridden.
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Periods in Year
2 digits

Current Acct. Period
6 digits (MMCCYY)

Assign P.O. Nbr
Yes or No

Last P.O. # Assigned
9 digits

Assign RFQ Nbr
Yes or No

Last RFQ # Assigned
9 digits

Allow P.O. Date Change
Yes or No

Specify the number of accounting periods in your calendar
year. Accounting periods are normally uniform in length so
management can compare data, calculate taxes and conform
with the reporting requirements of government agencies. In
PMX, transactions can be expensed to either a 12- or
13-accounting period cycle.

This field indicates the accounting period in which transactions
are expensed. You may specify the desired month and year in
these fields to indicate the current accounting period.

The accounting period entered here will display on the
purchase order and requisition additional line information
screens. It will be carried from the purchase order through to
invoice entry. You may override the default period on the
requisition, purchase order or at invoice entry.

An X in this check box indicates that you wish PMX to
automatically assign purchase order numbers. Leave the
check box blank if you wish the operator to enter the purchase
order number.

Enter a value in this field only if you have checked the Assign
P.O. Nbr check box, described above. PMX will add 1 to this
value to assign the next P.O. Number.

An X in this check box indicates that you wish PMX to
automatically assign RFQ numbers. Leave the check box
blank if you wish the operator to assign RFQ numbers.

Enter a value in this field only if you have checked the Assign
RFQ Nbr check box, described above. PMX will add 1 to this
value to assign the next RFQ Number

When you create a new P.O., PMX automatically enters the
current date in the P.O. Date field and you can override it at
that time. An X in this check box indicates that you wish PMX
to allow the user to change the date on the P.O. after it has
been saved. Leave the check box blank and PMX will not
allow the user to change the date on the P.O. after it has been
saved.
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Allow RFQ Date Change
Yes or No

Assign P.O. Change Nbr
Yes or No

Buyer Default is User ID
Yes or No

Taxable Default
Yes or No

Allow Closed RFQ/Bid Change
Yes or No

Allow Multiple Vendors in
P.O.s from RFQs
Yes or No

When you create a new RFQ, PMX automatically enters the
current date in the RFQ Date field and you can override it at
that time. An X in this check box indicates that you wish PMX
to allow the user to change the date on the RFQ after it has
been saved. Leave the check box blank and PMX will not
allow the user to change the date on the RFQ after it has been
saved.

The P.O. change number indicates the number of times a
purchase order has been revised. An X in this check box
indicates that you wish PMX to automatically track the number
of P.O. changes, and print that value on P.O. documents.
Leave the check box blank if you wish the operator to assign
P.O. change numbers.

An X in this check box indicates that you wish PMX to
automatically place the current user’s ID code (entered when
logging on) in the Buyer ID field on the P.O. Header Info
screen. When this option is selected, the user can NOT
override the Buyer ID Code.

An X in this check box indicates that the corporation is typically
taxed on every item purchased. Leave this field blank if most
items purchased are not taxable. The default will display when
entering new items on the Material File. It will also display
when entering a purchase order, requisition or warehouse
order line for an item that is not on the Material File. The
default can be overridden.

An X in this check box indicates that you wish PMX to allow
users to be able to modify a request for quotation or bid once
the RFQ has been closed.

An X in this check box indicates that you wish PMX to allow
users to be able to create multiple P.O.s from a single RFQ
line.

Customizing the Corporation Record
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Additional Corporation Info — 1

Use the Additional Corporation Info-1 screen to specify
additional default settings and G/L Account Code hierarchy
levels for your system.

You may access this optional screen from the other
Corporation Info screens by choosing the Addl Corp Info-1
button. Notice that the Addl Corp Info-1 button changes to
Corporation Info when the Additional Corporation Info-1 screen
is displayed. You may choose this button to return to the
primary Corporation Info screen.
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Field Description

Export Options The 3 check boxes in this portion of the Additional Corporation
Info-1 screen indicate what information you want written to
export files. Refer to chapter 11, Exports, for the file layouts.

P.O. Export
Yes or No An Xin this check box indicates that you wish PMX to record
all additions, changes, deletions and voids to purchase orders
in an export file located in your data directory.
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Receipt Export
Yes or No

Transaction Export

Yes or No
Material Defaults
G/L Account Code
Yes or No
Quantity
Yes or No

Unit of Measure
Yes or No

Unit Price
Yes or No

An X in this check box indicates that you wish PMX to record
all additions, changes and deletions to receipts in an export file
located in your data directory.

An X in this check box indicates that you wish PMX to record
all inventory transactions in an export file located in your data
directory.

The 4 check boxes in this portion of the Additional Corporation
Info-1 screen indicate if you want the default values for these
fields on the material record displayed whenever you create a
requisition, request for quote, or purchase order line for an item
on the Material file.

An X in this check box indicates that you wish PMX to display
the default G/L Account Code (from the Material record) when
entering a purchase order, requisition, request for quotation, or
warehouse order line for an item on the Material file. The
default can be overridden.

An X in this check box indicates that you wish PMX to display
the default Economic Order Quantity (from the Material record)
when entering a purchase order, requisition, request for
quotation, or warehouse order line for an item on the Material
file. The default can be overridden.

An X in this check box indicates that you wish PMX to display
the default Unit of Measure (from the Material record) when
entering a purchase order, requisition, request for quotation, or
warehouse order line for an item on the Material file. The
default can be overridden.

An X in this check box indicates that you wish PMX to display
the default Unit Price (from the Material record) when entering
a purchase order, requisition or warehouse order line for an
item on the Material file. The default can be overridden.

Customizing the Corporation Record
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RFQ Options

Unit Price Default
Yes or No

Account Hierarchy

Select this option if you wish PMX to automatically enter a
default unit price for each line item on an RFQ. PMX will
extract this default value from the Material Record for each
item in the RFQ. If, however, the item record has Primary
Vendor Information entered and the primary vendor corporation
and primary vendor number are the same as the corporation
number and vendor number on the RFQ line being created,
PMX will extract the default value for the unit price from the
Primary Vendor Information for that item. If Primary Vendor
Information does not exist, the system will check to see if any
alternate vendors exist for this item and corporation. If so, the
PMX will extract the default value for the unit price from the
Alternate Vendor file.

An X in this check box indicates that you wish PMX to
automatically enter a vendor’s default unit price for each line
item on an RFQ.

You may use these fields to define your company’s General
Ledger Account structure. These hierarchy levels are used in
the G/L Account Code Analysis Report off the Purchasing
Reports Menu and the A/P G/L Account Code Analysis Report
off the A/P Interface Reports Menu. Both of these reports are
described in the PMX QuickStart Guide.

G/L Account structures may be divided into as many as six
levels. Enter the name (maximum of 6 characters) of each
level in the Description column, and the length of each level in
the Length column. The total of all the length entries can NOT
exceed 20. The sample below illustrates a G/L Account
structure with five hierarchy levels with a total length of 17.

G/L Account Structure

DP 200 350 8010 AE435
bV REGION
DEPT
CSTCTR
ACCT
2 3 3 4 5

2-12

Customizing the Corporation Record



Additional Corporation Info — 2

Use the Additional Corporation Info-2 screen to access more
corporate operator rules, as shown on the screen below.

You may access this optional screen from the other
Corporation Info screens by choosing the Addl Corp Info-2
button. Notice that the Addl Corp Info-2 button changes to
Corporation Info when the Additional Corporation Info-2 screen
is displayed. You may choose this button to return to the
primary Corporation Info screen.
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Field Description

Reports Net Amount Formula Choose one of the following options from the list box to
determine how PMX calculates the net amount on certain PMX
reports and documents.

Gross Amount

Gross Amount + Tax

Gross Amount + Freight

Gross Amount + Tax + Freight

Gross Amount — Discount

(Gross Amount — Discount) + Tax

(Gross Amount — Discount) + Freight

(Gross Amount — Discount) + Tax + Freight
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Email Server Name

SMTP Authentication Info

User ID

Password

Update Material Cost at P.O.

Entry
Yes or No

Update Catalog Prices when

Material Cost changes
Yes or No

Enter your email server name. PMX allows entry of up to 50
characters. Examples: secure.smtp.email.msn.com,
smtp.win.net, etc.

The 2 entry fields in this portion of the Additional Corporation
Info-2 screen allow you to enter pertinent SMTP information.
These fields are used during the email process for Purchase
Orders, Requisitions, and Requests for Quotes. The
authentication fields are passed to the email server to verify the
emails being sent are legitimate emails.

Enter a valid email address for the email server entered in the
Email Server Name field. PMX allows entry of up to 200
characters. Most email servers require only the user name and
NOT the entire email address. Example; if the email address
were info@bellwethercorp.com you would only enter info.
Enter the password for the email address entered in the SMTP
Authentication User ID field. PMX allows entry of up to 15
characters.

An X in this check box indicates that you wish PMX to track the
unit cost entered on purchase orders to define the standard
unit cost of material items. If the unit cost entered on a P.O.
differs from the standard unit cost recorded on the Material

File, PMX will update the Material File to reflect the change in
price. It will also update the standard unit cost on any
associated Inventory records, if the user has the Inventory
Module. Leave this box blank if you wish the standard unit cost
on the item’s Material Record to remain unchanged, even if
that cost has been overridden on an individual P.O.

An X in this check box indicates that you wish PMX to change
the price on all catalog items whose cost has changed on the
material file. If the standard unit cost is changed on the
material file, PMX will update the appropriate catalog file
records to reflect the change in price. Leave this box blank if
you wish the item’s catalog price to remain unchanged, even if
the standard unit cost has been changed on the material file.
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Update Vendor Unit Price at
PO Entry
Yes or No

Date Format

Buyer Limit

An X in this check box indicates that you wish PMX to update
the vendor’s item unit price to match the unit price used by the
item on the PO. Line. If the unit price entered on a P.O. line
differs from the unit price recorded in the associated Primary
Vendor Information or alternate vendor’s Item Number
Translation record for this item, PMX will update the vendor’s
unit price to reflect the change in price at line time. Leave this
box blank if you wish the unit price in the Primary Vendor Info
or Item Number Translation Record to remain unchanged,
even if that price has been overridden on an individual P.O.

Choose one of the following options from the list box to define
the date format to be used throughout the PMX system.

Option Description
MMDDCCYY American date format
DDMMCCYY European date format

Buyer limits can be recorded in the Control File’s Employee
records. PMX monitors buyer limits during the P.O. creation
process and can alert you when a P.O. total exceeds the buyer
limit. Choose one of the following options from the list box to
define how you want buyer limits to work. For more
information, see the description of the Employee record in
chapter 3.

Option Description

No Buyer Limit PMX takes no action if P.O. total
exceeds the set buyer limit.

Over Limit...Warning PMX displays a warning message if

P.O. total exceeds the set buyer
limit. Processing will continue.
Over Limit...Error PMX displays an error message if
P.O. total exceeds the set buyer
limit. Processing will not continue
until the error condition is corrected.
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Text Window Size Choose one of the following options from the list box to define
the width of text windows used for entering special text,
material additional description, instructions and line text on
purchase orders, requisitions, request for quotations and
warehouse orders. When you review or print any of the above
the text will come out in the same length as entered.

Option Description

30 30 position text lines
45 45 position text lines
60 60 position text lines

Purchasing Budget Info Budget amounts and budget periods can be recorded in the
Control File’s G/L Account Code records. PMX tracks actual
expenses during the requisitioning and ordering process and
can alert you when actual expenses exceed the budget
amount. Choose one of the following options from the list box
to define how you want budget control to work in Purchasing.
For Requisition Budget Control information, see the Req info
screen of the corporation record. For more information, see
the description of the G/L Account Code record in chapter 3.

Option Description

No Budget Control PMX takes no action if actual
expenses exceed the set budget
limit.

Over Budget...Warning PMX displays a warning message if
actual expenses exceed the set
budget limit. Processing will
continue.

Over Budget...Error PMX displays an error message if
actual expenses exceed the set
budget limit. Processing will not
continue until the error condition is
corrected.
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Determine Budget Period Choose one of the following options from the list box to define
Using how you want to determine the budget period for budget
control:

e P.O. Date — PMX update the accumulated budget
amount based on the P.O. Date for Purchasing Budget
Control, or Requisition Date for Requisition Budget
Control

¢ Revised Delivery Date — PMX updates the accumulated
budget amount based on the Revised Delivery Date of
the P.O. or Requisition.

Display Budget Info The check box in this portion of the Additional Corporation Info-
2 screen indicates if you want PMX to display budget
information at the bottom of the P.O. line screen during
document creation or maintenance.
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Requisition Info

If you are using PMX’s Requisition module, complete the
Requisition Info screen, shown below, to establish default

settings for the module.
This screen is accessed by selecting the Req Info button at

the bottom of the Corporation Record screen.
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Field

Email Alerts

Email Requisitioner When

Requisition is Approved
Yes or No

Requisition is Ordered
Yes or No

Requisition is Received
Yes or No

Email Buyer When
Requisition is Approved

Yes or No

Requisition Number Info

Assign Req. Nbr
Yes or No

Last Req. # Assigned
9 digits

Description

The check boxes in this grouping allow you to control when
and to whom an email is sent based on the disposition of the
requisition.

These 3 check boxes allow you to dictate when an email is
sent to a requisitioner based on the disposition of the
requisition.

An X in this check box indicates that you wish PMX to
automatically send an email to the requisitioner when the
requisition has been approved.

An X in this check box indicates that you wish PMX to
automatically send an email to the requisitioner when the
requisition has been converted to a P.O.

An X in this check box indicates that you wish PMX to
automatically send an email to the requisitioner when the
requisition has been received.

This check box allows you to dictate when an email is sent to a
buyer based on the disposition of the requisition.

An X in this check box indicates that you wish PMX to
automatically send an email to the buyer when the requisition
has been approved.

The fields in this portion of the Requisition Info screen indicate
if you want PMX to automatically assign the next requisition
number, and if so, what number to use as the last requisition
number in use.

A check in this box indicates that you wish PMX to
automatically generate the next available requisition number.

Enter a value in this field only if you have checked the Assign
Req. Nbr check box, described above. PMX will add 1 to this
value to assign the next requisition number.

Customizing the Corporation Record
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Delivery Date

Do Not Calculate
Yes or No

Current Date + User Entry
Yes or No

Requisition Budget Control

The 2 check boxes in this portion of the Requisition Info screen
indicate if you want PMX to calculate delivery dates on the
requisitions or not. The check boxes are mutually exclusive.
You can check one or the other but not both.

An X in this check box indicates that you do not wish PMX to
calculate a default delivery date for you.

An X in this check box indicates that you wish PMX to calculate
a default delivery date for you by adding a specified number of
days to today’s date. Enter the number of days to be used in
the calculation in the entry box. The default delivery date can
be overridden on a requisition.

Budget amounts and budget periods can be recorded in the
Control File’s G/L Account Code records. PMX tracks actual
expenses during the requisitioning and ordering process and
can alert you when actual expenses exceed the budget
amount. Choose one of the following options from the list box
to define how you want budget control to work in Requisitions.
For Purchasing Budget Control information, see the Additional
Corp Info-2 screen of the corporation record. For more
information, see the description of the G/L Account Code
record in chapter 3.

Option Description

No Budget Control PMX takes no action if actual
expenses exceed the set budget
limit.

Over Budget...Warning PMX displays a warning message if
actual expenses exceed the set
budget limit. Processing will
continue.

Over Budget...Error PMX displays an error message if
actual expenses exceed the set
budget limit. Processing will not
continue until the error condition is
corrected.

Over-Budget...Approval PMX displays a warning message if
actual expenses exceed the set
budget limit. Processing will
continue and a requisition line will be
flagged as “pending approval” until
the line is approved.

Note:
An approval hierarchy must be
established for the line’s
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Display Budget Info

Req. Default is User ID
Yes or No

Copy Req. Instr to P.O.
Yes or No

Stock Requisitions

requisitioner ID or project number to

enable approver routing. The line

will be routed sequentially to each

approver in the approval hierarchy.
The check box in this portion of the Requisition Info screen
indicates if you want PMX to display budget information at the
bottom of the requisition line screen during document creation
or maintenance.

An X in this check box indicates that you wish PMX to
automatically place the current user’s ID code (entered when
logging on) in the Req. ID field on the Requisition Header Info
screen. When this option is selected, the user can NOT
override the Req. ID Code.

An X in this check box indicates that you wish PMX to
automatically copy Requisition header instructions to a P.O.
when creating a P.O. from a requisition. NOTE: This option is
only effective when copying lines from the same requisition to a
P.O.

Choose one of the following options from the list box to define
how you want Item Requisitions to be handled at save time.
NOTE: Quantity Available = Quantity on Hand - Quantity
Allocated + Quantity on Order + Quantity Requisitioned.

Option Description

No Stock Requisitions Item requisition lines are always
processed as standard requisition

lines.
Stock Regs Or If the quantity available (see
Purchase Reqgs definition above) for an item is

greater than zero, the item
requisition line is flagged as a stock
requisition and the item will be pulled
from inventory.

If the quantity available (see
definition above) for an item is zero
or below, the item requisition line is
processed as a standard requisition
line which can be converted to a
purchase order.

Stock Requisitions Only  All item requisition lines are flagged
as stock requisitions.
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Requisition G/L Account Code

20 characters You may specify a default G/L Account Code in this field to
indicate your default Requisitioning General Ledger Account.
This field cannot be entered when initially creating a
Corporation record. It refers to a G/L Account Code which has
already been stored in a G/L Account Code record on the
Optional Control file, described in chapter 3 of this manual.
The default G/L Account Code will only display when entering
requisitions. The default can be overridden.

Requisition Approval Options Choose one of the following options from the list box to define
how you want the Requisition Approval process to work. You
can set up Approvers on the Requisitioner’'s Employee record
and the Project Number record in the Optional Control files,
described in chapter 3 of this manual. If both are present PMX
will use the approvers off the Project Number record.

Option Description

No Approvals No approval is necessary for a
requisition item. PMX flags the
requisition with an ‘approved’ status.

Use Minimum Hierarchy Requisitions must be approved
sequentially by each approver in the
approval hierarchy until PMX
encounters an approver with the
proper dollar authorization. If the
requisition exceeds the approval
dollar limit of all approvers, PMX
flags the requisition as ‘Over $ Limit'.

Use Entire Hierarchy Requisitions must be approved
sequentially by each approver in the
approval hierarchy. The requisition
remains on-hold until the last
approver in the hierarchy has
approved it. If the requisition
exceeds the approval dollar limit of
all approvers, PMX flags the
requisition as ‘Over $ Limit’.

Use Approver with Requisitions will be routed directly to

Proper Dollar Limit the first approver in the approval
hierarchy with the proper dollar
authorization. If the requisition
exceeds the approval dollar limit of
all approvers, PMX flags the
requisition as ‘Over $ Limit’ at save
time for the requisition.

2-22 Customizing the Corporation Record



Item Requisition Approval
Options

Amount Approval Options

Approval Options for P.O.s
from Requisitions

Choose one of the options from the list box to define how you
want the Item Requisition Approval process to work. You can
set up Approvers on the Requisitioner's Employee record and
the Project Number record in the Optional Control files,
described in chapter 3 of this manual. If both are present PMX
will use the approvers off the Project Number record. See the
Requisition Approval Options, described above, for a
description of the approval methods.

Choose one of the following options from the list box to define
which requisition amount to use when approving requisitions.

Option Description

Approve by Requisition  Each requisition line is compared to

line the purchase dollar limit of the
requisitioner or the approval dollar
limit of an approver before that line is
flagged with an “approved” status for
that employee.

Approve by Requisition  The total of all line amounts in a

total requisition is compared to the

purchase dollar limit of the
requisitioner or the approval dollar
limit of an approver before each line
is flagged with an “approved” status
for that employee.

Choose one of the following options from the list box to define
how to select requisitions for the process which creates P.O.s
from requisitions.

Option Description
Select if Req. line is Select any approved requisition line
approved which meets the selection

parameters you have entered.
Select if entire Req. is Only select approved requisition
approved. lines which meet the selection
parameters you have entered when
all of the lines in that requisition have
been approved.
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Restrict Requisition Access

to:

If you wish to restrict access to requisitions to a particular
category of employees, select from the following categories
those employees who will have access to requisitions. If no
categories are selected, all employees will have access to
requisitions.

Option Description

Originator PMX will allow the Requisitioner ID
on the requisition to access the
requisition.

Approvers PMX will allow any employee in the

approval hierarchy of any line of the
requisition to access the requisition.

System Administrators  PMX will allow any employee
identified as a System Administrator
to access the requisition.
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Receiving Info

Delivery Schedule

If you are using PMX’s Receiving module, complete the
Receiving Info screen, shown below, to establish default
settings for the module.

This screen is accessed by selecting the Rec Info button at
the bottom of the Corporation Record screen.

1s* Corporation Record

File Search Help

—Required Info

Previous

=0l x|

Corporation: I 009

— Receivi
— Delivery Schedul

g Info

Days Early

SRR
1
-1

Days Late

-
1
141

Ewaluation Weights ———————— — Display Options

Price: I 3 v Quantity Ordered

Quantity: I 33 [V Quantity Received

Delivery: I 33

[+ Quantity Bemaining

-

tity Wariance
Lower % Upper %

[0 [0

I” Receiver Default is User ID ¥ Cost Information

|¥ Receipt Required
I~ Bypass P.0. Instructions on A/P Beceiving Report
¥ Email Buyer When P.0. is Received

Receiving Ticket/Bar Code Labels

v Print Cost on ticket

Print Options: |Whole page - 1 item per ticket j

Calculate Delivery Perf Using: Il'_‘ iginal Delivery Date j

Field Description

The delivery schedule contains early, on-time and late delivery
ranges and their associated percentages. The system uses
this schedule to calculate the Percent On-Time on the Vendor
Performance Report (off the Receiving Reports Menu) and to
calculate the Percent On-Time on the Product Line screen (on
the Vendor Record off of the Master Files Menu). You must
enter the complete Delivery Schedule if you want to use this
feature. If you leave the Delivery Schedule set to all zeros, the
Percent On-Time will come out as 100%.
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Days Early/Days Late
2 digits

Percent
3 digit

Please Note:

Quantity Variance
Lower % / Upper %
3 digits

Please Note:

Enter the desired upper and lower ranges in these fields to
specify the number of days early or late a delivery may be
received.

Indicate what percentage deliveries that fall within this range
will receive.

Deliveries that fall outside the Days Early or Days Late ranges
specified above receive the Percent value accorded to the
maximum number of days early or late that you have specified.
For example, for the delivery schedule shown on the previous
page, deliveries received more than 9 days early would receive
a 70% while deliveries received more than 12 days late would
receive a 50%.

You may also specify a delivery schedule in each item’s
Material record. PMX uses the delivery schedule specified in
the Corporation record only when a delivery schedule has not
been defined for a particular item on the Material file.

Use these two fields to define acceptable variances between
the purchase order quantity and receipt quantity. PMX
displays a warning message for receipts falling outside the
specified variance limits. For example, for the variance limits
shown on the previous page, a warning message would display
if the quantity received is less than the quantity ordered and
the difference is greater than 10% of the quantity ordered. In
this example, if you ordered 100 and received 90 or more, you
would not get a warning. If you received less than 90 you
would get a warning. Because the Upper field is set to 0, the
system would always display a warning message if you
received more than you ordered. You can set the Lower field
to O if you want to be warned whenever you receive less than
you ordered. However, if you want to use this feature, you
must enter a value in at least one of the fields. If both fields
are set to zeros PMX will accept any shipment without
displaying a warning message.

You may also specify quantity variance limits in each item’s
Material record. PMX uses the variance limits specified in the
Corporation record only when no variance limit has been
defined for a particular item on the Material file.
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Evaluation Weights

Price
3 digits

Quality
3 digits

Delivery
3 digits

Receiver Default is User ID
Yes or No

Receipt Required
Yes or No

PMX is currently NOT using this feature. In a future release,
PMX will use these 3 fields to rate a vendor’s performance
based on Price, Quality and Delivery.

You are allowed to enter a value in these fields at this time.
If you choose to do so, the total of the three fields must equal
100. You may also specify evaluation weights in each item’s
Material record. PMX will use the evaluation weights specified
in the Corporation record only when they have not been
defined for a particular item on the Material file.

PMX will calculate price points by dividing the unit price on the
purchase order by the Standard Unit Cost listed for each item’s
Material Record, described in chapter 3 in the PMX QuickStart
Guide. The resulting percentage will be multiplied by the price
factor to calculate price points. If you do not use the Material
File, enter a value of 0 in the price field.

PMX will calculate quality points by dividing the number of
acceptable, non-damaged items received by the total number
of items received. The resulting percentage will be multiplied
by the quality factor to calculate quality points.

PMX will use the values you specify in the Delivery Schedule
fields, described above, to rate the vendor’s delivery
performance. The delivery percentage will be multiplied by the
delivery factor to calculate delivery points.

An X in this check box indicates that you wish PMX to
automatically place the current user’s ID code (entered when
logging on) in the Receiver ID field on the Material Receipt
screen. When this option is selected, the user can NOT
override the Receiver ID Code.

An X in this check box indicates that you want the system to
default to requiring a receipt entry to close a purchase order
line. Leave the check box blank if you want the system to
default to not requiring a receipt entry to close a purchase
order line. The default will display when entering new items on
the Material File. It will also display when entering a purchase
order or requisition line for an item that is not on the Material
File. The default can be overridden.
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Bypass P.O. Instructions on
A/P Receiving Report
Yes or No

Email Buyer when P.O. is
Received
Yes or No

Receiving Ticket/
Bar Code Labels

Print Cost on ticket
Yes or No

Please Note:

Print Options

Calculate Delivery
Performance Using

An X in this check box indicates that you want the system to
bypass printing the P.O. Instructions on the A/P Receiving
Report. Leave this check box blank if you want to print the
P.O. Instructions on the A/P Receiving Report.

An X in this check box indicates that you wish PMX to
automatically send an email to the buyer when the P.O. has
been received.

These two fields determine if a Bar Code Label or what type of
Receiving Ticket will print.

An X in this check box indicates that you wish PMX to print the
unit price, extended amount, and total cost for the items

received on the Receiving Ticket. Leave the check box blank if
you do not wish these costs to appear on the Receiving Ticket.

The total cost for the items received will only appear if the Print
Option chosen is Whole page — Multiple items.

Choose one of the following options from the list box to
determine if a Bar Code Label or what type of Receiving Ticket
will print.

e Do not print ticket or labels

Half page — 1 item per ticket

Whole page — 1 item per ticket

Whole page — Multiple items

Bar Code Labels

Choose one of the following options from the list box to define
how PMX should calculate the delivery performance of a
vendor.

Option Description

Original Delivery Date PMX will compare the Original
Delivery Date entered on the PO to
the Receipt Date when calculating
the vendor’s delivery performance.
PMX will compare the Revised

Delivery Date entered on the PO to

Revised Delivery Date
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Display Options

Quantity Ordered
Yes or No

Quantity Received
Yes or No

Quantity Remaining
Yes or No

Cost Information
Yes or No

the Receipt Date when calculating
the vendor’s delivery performance.
If the delivery date has never been
changed, Original and Revised
Delivery Dates are the same.

The 4 check boxes in this portion of the Receiving Info screen
are used to determine if PMX will display the associated fields
on the Material Receipt screen and on a Review PO from the
Material Receipt screen.

An X in this check box indicates that you wish PMX to display
the Quantity Ordered. Leave the check box blank if you do not
wish the Quantity Ordered displayed.

An X in this check box indicates that you wish PMX to display
the Quantity Received. Leave the check box blank if you do
not wish the Quantity Received displayed.

An X in this check box indicates that you wish PMX to display
the Quantity Remaining. Leave the check box blank if you do
not wish the Quantity Remaining displayed.

An X in this check box indicates that you wish PMX to display
the Cost Information. Leave the check box blank if you do not
wish the Cost Information displayed.
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A/P Info

If you are using PMX’s Accounts Payable Interface module,
complete the A/P Info screen, shown below, to establish
default settings for the module.

This screen is accessed by selecting the A/P Info button at
the bottom of the Corporation Record screen.

+* Corporation Record M= E
File Sustern bMenu  Control File Menu  Search  Help

Delete FPrevious

Corporation: IIJI]S K

¥ Assign Youcher Number Bank Code: I ? |
Last Batch Number: I Last Youcher Number: I 1099 Code: I B |

Default G/L Account Code

. AP A b
Freight Amount: IPmlale over lines j ceoun I

= Dizcount Account: |
Tax Amount: IPlDlale over lines Vl

Tax Account: |

Distribution: IEmss - Post discount j

Freight Account: I

Percent Amount
[0 [ o

Lower Amt Upper Amt
I 1] I 1]

Lower % Upper %

o Jo_

Price Yariance
|7 "Unil Price Amount "Unil Price 2 —————— ’—Uppm Extended Price

Addl AP Info I

Corp Info Req Info AP Into Edit Dptions

Field Description

Assign Batch Number
Yes or No An X in this check box indicates that you wish PMX to
automatically assign Batch Numbers on the A/P Batch
Information screen. Leave the check box blank if you wish the
operator to enter the Batch Number.

Last Batch Number
5 digits Enter a value in this field only if you have checked the Assign
Batch Number check box, described above. PMX will add 1 to
this value to assign the next Batch Number.
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Assign Voucher Number
Yes or No

Last Voucher Number
6 digits

Bank Code
3 characters

1099 Code
2 characters

Freight Amount

The Voucher Number is a unique control number assigned to
each invoice processed by the A/P module. An X in this check
box indicates that you wish PMX to automatically assign a
Voucher Number to each invoice. Leave the check box blank if
you wish the operator to assign the Voucher Number.

Enter a value in this field only if you have checked the Assign
Voucher Number check box, described above. PMX will add 1
to this value to assign the next Voucher Number.

You may specify a default Bank Code to indicate the bank
responsible for paying invoices. This field cannot be entered
when initially creating a Corporation record. It refers to a Bank
Code which has already been stored in a Bank Code record on
the Optional Control file, described in chapter 3 of this manual.

The default Bank Code will display when entering invoices.
The default can be overridden.

You may specify a default 1099 Code to indicate a specific
category for 1099 reportable income. This field cannot be
entered when initially creating a Corporation record. It refers to
a 1099 Code which has already been stored in a 1099 Code
record on the Optional Control file, described in chapter 3 of
this manual.

The default 1099 Code will display when entering invoices.
The default can be overridden.

Choose one of the following options from the list box to indicate

how you wish PMX to distribute freight charges.

e Prorate over lines

e Distribute to acct , when you choose this option you must
indicate the account to which freight charges are to be
distributed in the Freight Account field, described later in
this section.
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Tax Amount

Distribution

Default G/L Codes

Please Note:

A/P Account
20 characters

Discount Amount
20 characters

Tax Account
20 characters

Choose one of the following options from the list box to indicate

how you wish PMX to distribute tax charges.

e Prorate over lines

e Distribute to acct , when you choose this option you must
indicate the account to which tax charges are to be
distributed in the Tax Account field, described later in this
section.

Choose one of the following options from the list box to indicate

how you wish PMX to credit discounts.

e Net — Prorate discount

e Gross — Post discount, when you choose this option you
must indicate the account to which discounts are to be
distributed in the Discount Account field, described later in
this section. You must also indicate the accounts payable
liability account for the offsetting credit entry in the A/P
Account field, described later in the section.

Use the following 4 fields to specify the default accounts to
which various invoice charges are to be distributed. You may
override these default account settings during invoice entry.

To choose the desired general ledger accounts, you may
click on the ? button to the right of the fields to look up account
data.

These fields cannot be entered when initially creating a
Corporation record. They refer to G/L Account Codes which
have already been stored in the G/L Account Code records on
the Optional Control files, described in chapter 3 of this
manual.

Use this field to indicate the default accounts payable liability
account for offsetting credit entries.

Use this field to indicate the default accounts payable discount
account to which discounts are to be distributed.

Use this field to indicate the default accounts payable tax
account to which taxes are to be distributed.
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Freight Account
20 characters

Price Variance

Unit Price Amount
5 digits

Unit Price %
3 digits

Upper Extended Price
3 /7 digits

Please Note:

Use this field to indicate the default accounts payable freight
account to which freight charges are to be distributed.

These fields allow you to define acceptable variances between
the unit price and extended price on the purchase order and
the unit price and extended price on the invoice. A warning
message is displayed for invoices falling outside any of these
three ranges or variance limits.

The Lower Amount price is the amount by which the invoice
line item unit price may not be less than the purchase order
line item unit price. The Upper Amount is the amount by which
the invoice line item unit price may not exceed the purchase
order line item unit price. The Lower and Upper Amount fields
do not contain decimal points.

The Lower % is the ratio by which the invoice line item unit
price may not be less than the purchase order line item unit
price. The Upper % is the ratio by which the invoice line item
unit price may not exceed the purchase order line item unit
price. To enter a value of 1% in this field, type 001. To enter a
value of 10%, type 010.

The Percent is the ratio by which the line item extended price
on the invoice may not exceed the line item extended price on
the purchase order. The Amount is the number of dollars by
which the line item extended price on the invoice may not
exceed the line item extended price on the purchase order.
The Amount field does not contain decimal points.

You may also specify price variance limits in each item’s
Material record. PMX uses the variance limits specified in the
Corporation record only when no variance limit has been
defined for a particular item on the Material file.
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Additional A/P Info

Use the Additional A/P Info screen to create user-defined data
entry fields for the Invoice Entry screen. Use these custom
invoice header and invoice line fields to pass information to
your Accounts Payable system.

You may access this optional screen by choosing the Addl
A/P Info button at the bottom of the A/P Info screen. Notice
that this screen has a A/P Info button that you may choose to
return to the primary A/P Info screen.

+* Corporation Record H=] E3
File  System Menu  Control File Menu Search  Help

Clear Delete Frevious

" Required Info

Corporation: I nog

—Additional A/P Info

— Usger Defined Info

— Invoice Header Fields
Field Name

1 IUSEH FLD
2. IUSEH FLD
3

g

—Invoice Line Fields
Field Name

[UsER1
o

USER 2

-
2]
=

L=
)
-

1717

1
2
3 IUSER 3
4 IUSEH 4
AJP Info |

Corp Info Reg Info Bec Info AP nfo In¥ Info Edit Options

Field Description

Invoice Header Fields You may create as many as 3 user-defined fields in the Invoice
Header portion of the Invoice Entry screen.

Field Name
10 characters Enter the name of the user-defined field in the Field Name
column.

Length
2 digits Enter the length of the user-defined field in the Length column.
Each field may be up to 19 characters in length.
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Invoice Line Fields

Field Name
9 characters

Length
2 digits

You may create as many as 4 user-defined fields in the Invoice
Line portion of the Invoice Entry screen.

Enter the name of the user-defined field in the Field Name
column.

Enter the length of the user-defined field in the Length column.
Each field may be up to 19 characters in length. The total
length for all 4 user-defined invoice line fields cannot exceed
27 characters.
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Inventory Info

If you are using PMX’s Inventory module, complete the
Inventory Info screen, shown below, to establish the default
settings for the Inventory module and the Warehouse Order
module.

This screen is accessed by selecting the Inv Info button at
the bottom of the Corporation Record screen.
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Description

Inv Trans Duplicated Fields

Consumer
Yes or No

The 5 fields listed in this portion of the Inventory Info screen
refer to fields that can be entered on the Inventory Transaction
or the Kit Component Transaction screen. The check box will
be used to determine if PMX will duplicate that field for the user
as he moves from transaction to transaction within a session.
You can override any of the duplicated fields. If you override
the field the new value will be what is duplicated on the next
transaction.

An X in this check box indicates that you wish PMX to duplicate
the Consumer field. Leave the check box blank if you do not
wish to have the Consumer field duplicated.
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G/L Account Code
Yes or No

Miscellaneous
Yes or No

Job Number
Yes or No

Receiving Dept.
Yes or No

Allow Transaction Date
Change
Yes or No

Allow Quantity On-Hand
Change
Yes or No

Lot Expiration Date Required
Yes or No

Shipper Default is User ID
Yes or No

An X in this check box indicates that you wish PMX to duplicate
the G/L Account Code field. Leave the check box blank if you
do not wish to have the G/L Account Code field duplicated.

An X in this check box indicates that you wish PMX to duplicate
the Miscellaneous field. Leave the check box blank if you do
not wish to have the Miscellaneous field duplicated.

An X in this check box indicates that you wish PMX to duplicate
the Job Number. Leave the check box blank if you do not
wish to have the Job Number field duplicated.

An X in this check box indicates that you wish PMX to duplicate
the Receiving Dept. field. Leave the check box blank if you do
not wish to have the Receiving Dept. field duplicated.

PMX automatically enters the current date in the date field
when you start a new Inventory Transaction or Kit Component
Transaction Session. An X in this check box indicates that you
wish PMX to allow the user to change the transaction date.
Leave the check box blank and PMX will not allow the user to
change the transaction date.

An X in this check box indicates that you wish PMX to allow the
user to manually change the quantity on-hand on the Inventory
Master. Leave the check box blank and PMX will not allow the
user to manually change the quantity on-hand on the Inventory
Master.

An X in this check box indicates that PMX will require the user
to enter a lot expiration date when entering a lot number and
quantity for an inventory item in this corporation.

An X in this check box indicates that PMX will use the default
shipper id stored on the corporation record when starting a new
inventory transaction. NOTE: This field is not yet available.

Customizing the Corporation Record 2-37



Calculate Inventory Cost At Choose one of the following options from the list box to
determine when and how PMX calculates inventory costs.

Warehouse Order Info

Assign W.O. Nbr
Yes or No

Option

Description

Material Receipt

Material Receipt,
Include Freight

Material Receipt,
Include Tax

Material Receipt,
Include Tax and
Freight

Invoice Entry

Invoice Entry,
Include Freight

Invoice Entry,
Include Tax

Invoice Entry,
Include Tax and
Freight

P.O. Cost

P.O. Cost + Pro-Rated Freight
Charges

P.O. Cost + Tax Amount
P.O. Cost + Tax Amount +
Pro-Rated Freight Charges

Invoice Cost

Invoice Cost + Pro-Rated Freight
Charges

Invoice Cost + Tax Amount

Invoice Cost + Tax Amount +
Pro-Rated Freight Charges

The 5 fields listed in this portion of the Inventory Info screen

are used to establish default settings for the Warehouse Order

module.

An X in this check box indicates that you wish PMX to

automatically assign Warehouse Order numbers. Leave the
check box blank if you wish the operator to enter the
Warehouse Order numbers.

Last W.O. # Assigned
9 characters Enter a value in this field only if you have checked the Assign
W.O Nbr field, described above. PMX will add 1 to this value
to assign the next W.O. Number
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Assign W.O. Change Nbr
Yes or No

Buyer Default is User ID

Yes or No

Receipt Required

Yes or No

Unit Price Default

Line Sequence

The W.O. change number indicates the number of times a
warehouse order has been revised. An X in this check box
indicates that you wish PMX to automatically track the number
of W.O. changes and print that value on W.O. documents.
Leave the check box blank if you wish the operator to assign
W.O. change numbers.

An X in this check box indicates that you wish PMX to
automatically place the current user’s ID code (entered when
logging on) in the Buyer ID field on the W.O. Header Info
screen. When this option is selected, the user can NOT
override the Buyer ID Code.

An X in this check box indicates that you want PMX to default
to requiring a receipt entry to close a warehouse order. Leave
the check box blank if you want the system to default to not
requiring a receipt entry to close a warehouse order. The
default will display when entering a line on the warehouse
order. The default can be overridden.

Choose one of the following options from the list box to
determine Unit Price default calculation.

Option Description

Average Price PMX uses the Average Unit Cost
from the Inventory Record as the
default unit price for the item.

Current Price PMX uses the Current Unit Cost
from the Inventory Record as the
default unit price for the item.

Standard Price PMX uses the Standard Unit Cost
from the Inventory Record as the
default unit price for the item.

Choose one of the following options from the list box to
determine the sequence of W.O. lines on the W.O., backorder,
and packing slip documents.

Option Description

WO Line Number PMX prints the W.O. lines on the
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Edit Options

W.O., backorder, and packing slip
documents in W.O. Line Number
Sequence.

Primary Location PMX prints the W.O. lines on the
W.O., backorder, and packing slip
documents in Primary Location
Sequence

Use the Edit Options screens to determine the validity of
entries made on PMX data entry screens. Before a record is
saved, data entered on the screen will be validated using the
edit options established here. If a data entry error occurs, PMX
displays an error message and the fields in error are
highlighted in red.

The Edit Options are entered in the two screens shown below.
The first screen is accessed by selecting the Edit Options
button at the bottom of the Corporation Record screen. The
second screen is accessed by choosing the Addl Edit Options
button at the bottom of the Edit Options screen.
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The Edit Options are divided into seven parts.

Section Function
Purchasing Controls the treatment of selected fields
on the Purchase Order data entry
screens.
Edit Options Receiving Controls the treatment of the Receiver
Screen ID field on the Material Receipt Entry
screen.
Vendor Controls the treatment of the Vendor

Type and Vendor Group fields on the
Vendor record entry screen.

A/P Interface Controls the treatment of selected fields
on the Invoice Entry screen.

Requisitions Controls the treatment of selected fields
on the Requisition data entry screen.

Warehouse Controls the treatment of selected fields
Addl Edit Options on the Warehouse Order date entry

Screen screens.

Inventory Controls the treatment of selected fields
on the Inventory Transaction entry
screen.

Four general edit options are available:

Customizing the Corporation Record 2-41



1. The field is required but its contents are not validated. PMX
ensures that the field is not left blank. If the field is blank,
the system displays an error message and will not accept
the record until an entry is made.

2. Do not validate. The field is optional and may contain any
entry.

3. The field is required and its contents are validated. PMX
ensures that the field is not blank and that the entry is
present on the related Control File. If the field is blank or
contains an invalid entry, PMX will not accept the record
until a valid entry is made.

4. The field is optional but if an entry is made its contents are
validated. PMX ensures that any entry made is present on
the related Control File. If the field contains an invalid
entry, PMX will not accept the record until a valid entry is
made or the field is spaced out.

PMX can only verify the validation of a field if there is a
corresponding Control File for that field. Options 1, 2, 3 and 4
are available for the fields that have a corresponding Control
file. Only options 1 and 2 are available for the fields that do not
have a corresponding Control File.

The edit options for the following fields are the exceptions:

Purchasing and Requisitions Delivery Date. Must be a 3.
Purchasing and Requisitions Prepaid Freight. Must be a 3
or4.

e Purchasing and Requisitions Special Text Code. Must be a

2or4.

A/P Interface Alternate Payee. Must be 2 through 4.

A/P Interface Duplicate Invoice. Must be 2 through 4.

A/P G/L Account Code. Must be 2 through 4.

A/P Tax Code. Must be 2 through 4.

A/P User ID. Must be 2 through 4.

Inventory Unit of Measure. Must be 1 or 3.

Purchasing, Requisition and Warehouse G/L Account Codes

have the following 5 options:

1. The Account Code is required on both the Header and Line
records but its contents are not validated. PMX ensures
that the field is not left blank. If the field is blank, the
system displays an error message and will not accept the
record until an entry is made.

2. The Account Code is optional on both the Header and Line
records and is not validated. The field is optional and may
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contain any entry.

3. The Account Code is required on both Header and Line
records and its contents are validated. PMX ensures that
the field is not blank and that the entry is present on the
related Control File. If the field is blank or contains an
invalid entry, PMX will not accept the record until a valid
entry is made.

4. The Account Code is optional on both the Header and Line
records but if an entry is made its contents are validated.
PMX ensures that any entry made is present on the related
Control File. If the field contains an invalid entry, PMX will
not accept the record until a valid entry is made or the field
is spaced out.

5. The Account Code is optional on the Header record but
required on the Line record and its contents are validated.
PMX ensures that any entry made on the Header record is
present on the related Control File. If the field on the
Header record contains an invalid entry, PMX will not
accept the record until a valid entry is made or the field is
spaced out. PMX ensures that the field is not blank on the
Line record and that the entry is present on the related
Control File. If the field on the Line record is left blank or
contains an invalid entry, PMX will not accept the record
until a valid entry is made.

When all the options have been set, select the Save button to
update the Corporation Record, or select a button from the
bottom of the Corporation Record screen to access a different
screen.
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Corporation Record Report

PMX provides a detailed report that lists the options you have
selected for each corporation record in the Control File. You
may wish to print and file configuration settings for future
reference. This hard-copy of your settings may be used if
settings have been changed and you have lost track of how
PMX used to be configured. Or, in the event of hardware
disaster and no backups, this report will be a useful tool in
getting your system back up and operational. To print this
report, follow the steps outlined in this section.

First, select the Master Files button from the PMX Master
Menu.
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Choose the Reports option from the Master Files menu.

Catalog File

Commodity Code

Control File. .. r
Inventory File

Kit File

Material File

Vendor File

Reports... k

Choose the Control File Reports option from the Master
File Reports menu.

Catalog File Repaort

Commodity Code Report

Control File Reports... 3
Inventory File Report

kit Components Report

Material File Report

Vendor File Report

Choose the Corporation Report option from the Control
File Reports menu.

Corporation Report

1099 Report

Bank Code Repart

Bill-To Code Report
Commodity Code Vendor Repart
Employee Report

G/l Account Code Report
Itern Mumber Trans. Report
Job Mumber Report

P.Q. Type Report

Project Mumber Report
Receiving Dept. Report
Ship-To Code Report
Special Text Report

Tax Code Report

Terms Code Report

Third Party ERF Report
I/ Trans. Repart

Vendor Group Report

Vendor Type Report
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After choosing the Corporation Report option from the Control
File Reports menu, the following screen displays:

B Corporation Report Options
File  Sustem Menu  Reports Merw Help
Clear Print Setup Ezit

— Selection Criteria

Corporation: (009 | {Seiect Corps |

If you operate in a single corporation environment, PMX will fill
in the Corporation Number automatically. If you operate in a
multi-corporation environment, you can select one, several, or
all Corporations to report on.

After the corporation selection has been made, you can view
the report, before printing, by pressing the Preview button.
Choose the Print button to print the report. There will be 6
pages for every corporation selected. The report contains all
the business rules currently selected for the corporation.
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Overview

In the previous chapter you customized your company’s
Corporation record to set up your system’s operating policies
and procedures. The remaining items on the Control file menu
let you record commonly used information such as billing and
shipping addresses, employee IDs, P.O. and Vendor Types, and
so forth. These optional records are used throughout the system
to make data entry more efficient and to improve data accuracy.
Each of these optional Control File records is described in the
following pages as presented on the Control File menu.

To access the optional PMX Control Files, follow the steps
outlined below.

First, select the Master Files button from the PMX Master
Menu.
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Choose the Control File option from the Master Files menu.

Catalog File

Commaodity Code

Control File... »
Inventory File

kit File

Material File

Vendor File

Reports... 4

Choose the desired button from the Control File submenu to
access the data entry screens described on the following
pages.

Corporation

1095 Code

Bank Code

Bill-To Code
Commaodity Code Vendor
Employee

G/L Account Code
Global Dictionary
Item Mumber Translation
Job Mumber

P.Q. Type

Project Mumber
Receiving Dept.
Ship-Ta Code
Special Text
System Information
Tax Code

Terms Code

Third Party ERP
LM Translation
Vendor Group
Vendor Type

Please Note: The procedures for adding, changing, deleting and reactivating
Control File records are identical to the file-handling techniques
you use for working with other types of data records in PMX.
For a detailed description of these file-handling techniques, see
the PMX QuickStart Guide.
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1099 Code Record

The Federal Government requires each company to track and
report monies paid to non-employees. Use the 1099 Code
record screen, shown below, to create a list of valid 1099
payment categories. After defining at least one valid 1099
Code, one may be identified as the default on the Corporation
Record A/P Info screen (described in chapter 2). PMX
automatically assigns this 1099 Code to each invoice entered
into the system. The default 1099 Code may be overridden at
invoice entry.

Please Note: 1099 Code records are optional. They can be added to the
Control file at any time after Corporation set up.

= 1099 Code Record [_ (O] x|
File  System benu  Contral File Menu  Search  Help

Clear Delete Previous

" Required Info

Corporation: 1099 Code: l:lll

1099 Code Info

1099 Description:
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Field

Corporation
3 digits

Please Note:

1099 Code
8 characters

1099 Code Description
35 characters

Description

The Corporation Number links the 1099 Code record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

1099 Code records can be made available to all corporations

by entering 000 in the corporation field on the 1099 Code
record.

You must assign a valid 1099 Code to each 1099 Code record.

You may use this optional field to assign a descriptive name to
each 1099 Code stored on the 1099 Code record.

3-6
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Bank Code Record

Please Note:

Field

Use the Bank Code record screen, shown below, to create a
listing of valid banks used to pay invoices. After defining at
least one valid Bank Code, one may be identified as the default
on the Corporation Record A/P Info screen (described in
chapter 2). PMX automatically assigns this Bank Code to each
invoice entered into the system. The default Bank Code may
be overridden at invoice entry.

Bank Code records are optional. They can be added to the
Control file at any time after Corporation set up.

[ Bank Code Record =] E3

File  Spstem Menu  Control File Menu  Search  Help

Clear Delete Previous

Corporation: Bank Code: l:lll

" Required Info

—Bank Code Info

Bank Mame:

Description

Corporation
3 digits

Bank Code
3 characters

Bank Name
30 characters

The Corporation Number links the Bank Code record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must assign a unique ID code to each Bank Code record.

You may use this optional field to assign a descriptive name to
each Bank Code stored on the Bank Code record.
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Bill-To Records

Please Note:

Use the Bill-To record screen, shown below, to store one or
more billing addresses for each corporation on the Control file.
When adding a Bill-To record, a unique ID code must be
assigned to that record. Once a billing address is stored, you
can simply enter the appropriate Bill-To code on each
purchase order rather than entering the entire address.

Bill-To address info is only needed if the Corporation’s Bill-
To and Ship-To addresses are different.

After defining at least one valid Bill-to record, one may be
identified as the default on the Corporation Record Info screen
(described in chapter 2). PMX automatically assigns this Bill-
To code to each purchase order and requisition entered into
the system. The default Bill-To may be overridden at purchase
order and requisition entry.

Bill-To records are optional. They can be added to the Control
file at any time after Corporation set up.

! Bill-To Code Record _ O] x|
File SystemMenu Contol File Menu  Search  Help

Delete Previous

Corporation: [[TTi| Bill To Code: | ll

" Required Info

— Bill-To Code Info

Company Name:

Address Line 1:

Address Line 2:

Address Line 3:

City:
State:

Zip Code:

3-8
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Field

Corporation
3 digits

Bill-To Code
3 characters

Company Name
30 characters

Address Lines
30 characters each

City
23 characters

State
2 characters

Zip Code
9 digits

Description

The Corporation Number links the Bill-To record to an existing
Corporation record. If you operate in a single-corporation
environment, PMX will automatically supply the Corporation
number.

You must assign a unique ID code to each Bill-To Code record.
Enter the name of the billing location as you wish it to appear,
on the printed P.O.

You may enter up to 3 lines of address information. This
information will be stored and printed on P.O. documents.
PMX suppresses blank address lines when printing purchase

orders.

Enter the name of the city in this field.

Enter the two-character state abbreviation in this field.

Enter the five- or nine-digit postal Zip Code in this field.
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Commodity Code Vendor Records

Please Note:

Use the Commodity Code Vendor record screen, shown below,
to define alternate vendors for a commodity code group.

Before creating a Commodity Code Vendor record, you
must create the associated Commodity Code and Vendor
records. Use procedures described in the PMX QuickStart
Guide. One primary vendor may be defined for each
commodity code group as you create the Commodity Code
record. To define additional vendors for that commodity code
group, use the screen below.

PMX uses the Commodity Code record in conjunction with
the Commodity Code Vendor record, shown below, to list on-
line all authorized vendors for a specific commodity code. This
list can be accessed for vendor selection on requisitions,
purchase orders and requests for quotations.

Commodity Code Vendor records are optional. They can be
added to the Control file at any time after Corporation set up.

B Commodity Code Yendor Record [_ (O] x|
File  System Menu  Control File Menu  Search Help

Clear Previous

Required Info

Corporation:

Commodity Code: &
Yendor Humber: ? | Comm Cd Yendor Sealchl

3-10
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Field

Description

Corporation
3 digits

Commodity Code
5 characters

Vendor Number
10 characters

The Corporation Number links the Commodity Code Vendor
record to an existing Corporation record. If you operate in a
single-corporation environment, PMX will automatically supply
the Corporation number.

Enter the ID code of the Commodity Code group for which you
wish to assign the alternate vendor. You must enter a
Commodity Code that already has been entered on the
Commodity Code File.

Enter the ID code of the vendor whom you wish to identify as
an alternate vendor for the commodity code group. You must
enter a Vendor Number that has already been recorded on the
Vendor File.

Commodity Code Vendor Search Button

Use the Commodity Code Vendor Search button to see a
listing of existing Commodity Code groups and their alternate
vendors, as shown below.

B Commodity Code Vendor Record Search M= E3
File Search Help

Clear

Selection Critenia
Corporation:
Commodity Code:

Vendor Mumber:

e [N s |
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Employee Records

Use Employee records to identify employees who will be using
the PMX system. While Employee records are optional you
must create an Employee record for the following:

e Any employee you wish to designate as the default buyer or
expeditor on the Corporation Record Info screen (see
chapter 2).

e Any employee with access to create requisitions when the
‘Req Default is User ID’ option is enabled on the
Corporation Record Requisition Info screen (see chapter 2).

e Any employee with access to enter material receipts when
the ‘Receiver Default is User ID’ option is enabled on the
Corporation Record Receiving Info screen (see chapter 2).

¢ Any employee you wish to specify as an approver in the
‘Requisition Approval Hierarchy’ section of another
employee’s record (see the description of Approver Ids on
the following page) .

e Any employee you wish to specify as an approver in the
‘Project Approval Hierarchy’ section of a Project Number
record. (see the Project Number Records section of this
chapter.) .

Please Note: Employee records are optional. They can be added to the
Control file at any time after corporation set up. While the
Employee record is optional, you must create a Password
Security record for each person who will use the PMX system.
The procedures for creating and maintaining Password
Security records are described in chapter 4 of this manual.
The Employee record should use the same ID code as his
corresponding Password Security record.
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* Employee Record ;Iglil

File Search Help

Delete

Previous

— Required Info

Corporation: IDDQ il Employee ID: IWJA ll

— Employee Info

Employee First Mame: IWILLMH — Requisition Approval Hierarchy
Approver ID1: I E
Employee Last Hame: IAHNULD| BE _I

: I 2
Employee Phone Number: | Approver ID2: _I

Purchase Dollar Limit: | Approver ID3: I ll
Approval Dollar Limit: | Approver ID4: | 2|
Proxy Approver: i Approver ID5: I—il

Route Email to Proxy Approver:

Suspend Requisition Approval:
Active Directory Uszer I1D:

Email Address:

Field

Corporation
3 digits

Employee ID
3 characters

Employee First Name
10 characters

Employee Last Name
12 characters

Employee Phone Number
20 characters

Description

The Corporation Number links the Employee record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must assign a unique code to each Employee record.
Commonly, the Employee ID consists of the individual’s initials.
Enter the employee’s first name in this field.

Enter the employee’s last name in this field.

Enter the employees phone number in this field. Optional.
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Purchase Dollar Limit
13 digits

Approval Dollar Limit
13 digits

Proxy Approver

Route Email to Proxy
Approver

Suspend Requisition
Approval

Please Note:

Indicates an employee’s purchase/requisition dollar limit.
Optional field. Formatted: 9(13), decimal resides after the 13%"
position.

e Effect on P.O.s: Based on the value of the Buyer Limit
option on the Additional Corporation Info-2 screen, the
operator is alerted with a warning or error message if the
P.O. being maintained exceeds the buyer’s purchase dollar
limit. If this field is not populated or the buyer limit option is
set to “No Buyer Limit”, the buyer has no dollar limit.

o Effect on Requisitions: If a requisition is created that
exceeds this number, it is placed on “pending approval”
status until all the designated approvers have approved the
requisition. If this field is not populated, all requisitions
must go through the approval process. Be aware that the
Requisition Approval option on the Corporation record must
be set to something other than ‘No Approvals’ to cause
PMX to place requisitions on “pending approval” status.

Indicates an approver’s requisition approval dollar limit.
Optional field. Formatted: 9(13), decimal resides after the 13"
position.

o [Effect on Requisitions: If a requisition is created that
requires approval, it is placed on “pending approval” status
until all the designated approvers have approved the
requisition. This amount is the maximum amount for which
an approver has authority to approve a requisition. If this
field is not populated, the employee has no authority to
approve requisitions. Be aware that the Requisition
Approval option on the Corporation record must be set to
something other than ‘No Approvals’ to cause PMX to place
requisitions on “pending approval” status.

Enter the Employee ID of an individual who can approve
requisitions in place of this employee. Optional.

When this option is selected an email alerting approvers of
requisitions needing attention will be sent to the Proxy
Approver in place of this employee.

When this option is selected, the employee is bypassed in the
approval hierarchy processing

If both the Route Email to Proxy Approver and Suspend
Requisition Approval boxes are checked the Suspend
Requisition Approval feature takes precedence,
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Active Directory User ID
255 characters

Email Address
255 characters

Approver IDs
3 characters

Enter the Microsoft Active Directory User ID for this employee.
Optional. See the PMX Interface with Microsoft Active
Directory section in Chapter 4 for a complete description of the
interface.

Enter the employee’s e-mail address in this field. Optional.
Used in the requisition approval process to alert approvers of
requisitions needing attention. See Chapter 8 (E-mail Routing)
for a complete description of the E-mail Requisition Approvals
process.

Enter the Employee IDs of the individuals responsible for
approving the requisitions entered by this employee. Optional.
Approvers must already exist on the Employee ID file. Up to
five levels of approvers may be entered. There are four
Requisition Approval options on the Corporation Record
Requisition Info screen:

e No Approvals: no approval is necessary for a requisition
item. PMX flags the requisition with an ‘approved’ status.

e Use Minimum Hierarchy: requisitions must be approved
sequentially by each approver in the approval hierarchy
until PMX encounters an approver with the proper dollar
authorization. If the requisition exceeds the approval dollar
limit of all approvers, PMX flags the requisition as ‘Over $
Limit’.

e Use Entire Hierarchy: requisitions must be approved
sequentially by each approver in the approval hierarchy.
The requisition remains on-hold until the last approver in
the hierarchy has approved it. If the requisition exceeds the
approval dollar limit of all approvers, PMX flags the
requisition as ‘Over $ Limit'.

e Use Approver with Proper Dollar Limit: requisitions will be
routed directly to the first approver in the approval hierarchy
with the proper dollar authorization. If the requisition
exceeds the approval dollar limit of all approvers, PMX flags
the requisition as ‘Over $ Limit’ at save time for the
requisition.

Optional Control Files 3-15



G/L Account Code Records

Use the G/L Account Code record screen shown below to
record valid General Ledger Account Codes. PMX uses these
codes to check the validity of the G/L account codes entered
on purchase orders, requisitions, request for quotations,
warehouse orders, inventory transactions and invoices. After
defining at least one valid G/L Account code, one may be
identified as the default Purchasing G/L Acct on the
Corporation Record Info screen, the default Requisition G/L
Account Code on the Corporation Record Requisition Info
screen, and as the default A/P Account, Discount Account, Tax
Account and Freight Account Codes on the Corporation
Record A/P Info screen. (See chapter 2). PMX will assign
these defaults to the purchase orders, requisitions, and
invoices when they are entered. The default code may be
overridden.

You may also store thirteen budget amounts and thirteen
budget periods on each G/L Account Code record. PMX tracks
actual expenses during requisitioning and ordering. An alert is
provided when expenses exceed the specified budget amount
for a G/L Account Code. Depending on the option selected on
the Corporation Record, you may instruct PMX to continue
processing or to suspend processing when budget amount is
exceeded. For more information, see Budget Control options
on the Additional Corporation Info-2 screen in chapter 2.

Buadged Peiind Thine Ripfipet Presiod Sin
P [ Tes | P'-'il Thes |

Vednde 7= 77| 1Peetned 1 |

Please Note: General Ledger Account Code records are optional. They can
be added to the Control file at any time after corporation set up.
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Field

Description

Corporation
3 digits

G/L Account Code
20 characters

G/L Account Code Description
30 characters

Please Note:

Budget Control Amount
11 digits

Budget Period
8 characters

Budget Accumulated Amount
12 digits

The Corporation Number links the G/L Account Code record to
an existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must enter a unique identification number for each
General Ledger Account Code record.

You may use this optional field to describe the General Ledger
Account.

Thirteen sets of Budget Periods are contained in the Budget
Info portion of the Account Number record screen.

Use this field to record the budget dollar limit for each G/L
Account Code. Formatted: 9(9)V9(2). Decimal is implied
between ninth and tenth digits.

Use these two fields to record the beginning and ending dates
of the budget period. Enter the dates in the format
MMDDCCYY or DDMMCCYY, depending on the date format
you selected on the Corporation record.

This field is used by PMX to record the accumulated actual
expenses incurred during the recorded budget period for each
G/L Account Code. You will be alerted when this accumulated
amount exceeds the Budget Control amount. Formatted:
9(10)V9(2). Decimal is implied between tenth and eleventh
digits.
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Global Dictionary Records

Use the Custom Field Names screen, shown below, to assign
your own names to selected fields in the PMX system. When
you enter a custom name for a field, PMX will change the
name of that field on screens and reports throughout the
system.

If you operate in a multiple-corporation environment and want
to enter one record of custom names to apply to all
corporations, you can do so, or you can enter custom names
for desired corporations.
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Field

Description

Corporation
3 digits

Customized Long Field
Names
Variable

Customized Short Field
Names
Variable

If you operate in a single-corporation environment, PMX will
automatically supply the Corporation number. If you operate
in a multiple-corporation environment you can enter 000 for the
Corporation and enter one record to apply to all corporations,
or you can enter the correct Corporation Number for this set of
Custom Names

Enter (right justify) the desired name for your custom field in
this column, next to the standard PMX field name. For
example, if you wish the Consumer field to be listed as the
User field, simply type User in the data entry field to the right of
the Consumer field. You can then sort and track material
usage data by employing the User field in your selection
criteria.

Enter an abbreviated name for your custom field in this column.
PMX will use this short name on screens and reports where
space does not allow the full name to appear.

Choose the Addl Custom Names button at the bottom of the
screen to access a second list of field names that may be
customized in the PMX system. The screen shown below lists
the additional fields that may be customized.
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" Custom Field Names
File Help Search

Clear Delete Save Mext

Required Info

Corporation: J

Additional Custom Info

Default Short Customized 5hort
Default L ong Field Hames Customized Long Field Names Field Hames Field Names

Inzpection Code ] Insp Cd
Job Mumber Job Mbr

M aster Agreement Mumber Mstr Agree i
Miscellaneous Misc

P.0. Type PO Type

Parent Duns Number Parent Duns #
Project Humber Proj Hbr
Receiving Dept Rew Dept

Req ID/Mame Req ID

Routing Code R outing

Ship-To Code Ship-To

Tax Code 2 Tax Cd 2

Yendor's Item Mumber Vendor ltem #

Yendor Type ¥ndr Typ

Custom Mames
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Item Number Translation Records

Please Note:

Whenever you add an item to PMX’s Material File you assign a
unique internal identification code to that item. Usually, the
vendors supplying the item have assigned different item
numbers (or manufacturer’s part numbers) to describe the
same material item. Use the Item Number Translation record
to cross-reference your internal item number to the vendor’s
item number.

Then vendor’s item number will appear on the Material
Receipt Entry screen, alongside the item number assigned in
the PMX Material record. Also, the vendor’s item number and
your internal item number will print on requisition, purchase
order and request for quotation documents.

You may also define the primary vendor supplying an item
that vendor’s item number, and that vendor’s unit price in the
Material record. PMX uses the Material record in conjunction
with the Item Number Translation record, shown below, to list
on-line all authorized vendors for a specific item. This list can
be accessed for vendor selection on requisitions, purchase
orders and requests for quotations.

Item Number Translation records are optional. They can be
added to the Control file at any time after Corporation set up.
However, you must create the associated Material and Vendor
records before creating the Item Number Translation record.

IR M b T latises Record
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Field

Corporation
3 digits

Item Number
15 characters

Vendor Number
10 characters

Vendor Item Number
15 characters

Vendor Unit Price
13 digits
Vendor Unit of Measure

3 characters

Description

The Corporation Number links the Item Number Translation
Record to an existing Corporation record. If you operate in a
single-corporation environment, PMX will automatically supply
the Corporation number.

Enter your company’s identification number for the material
item. You must enter an ID number that has already been
defined on the Material File.

Enter your company’s identification number for the vendor.
You must enter an ID number that has already been defined on
the Vendor File.

Enter the vendor’s identification number for the item in this
optional field. PMX will print this item number along with your
internal item number on all P.O.s and RFQs issued to that
vendor. PMX will also display this item number, along with
your internal item number, on the Material Receipt entry
screen.

Enter the vendor’s unit price for the item in this optional field.
This field is DISPLAY ONLY and can not be changed. ltis

always the same value as the unit of measure for the item on
the material record.

Translation Record Search Button

Use the Item Number Translation Record Search button to see
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a cross-listing of Vendor Item Numbers and PMX Item
Numbers, as shown below.

+ Item Humber Translation Record Search

File Search Help

Selection Criteria

Corporation:
Item Mumber:

Yendor Humber:

Uendor's Uendor's Uendor's

Uendor Hbr Item Humber Item Price UDH Item Humber

1888 81 HUHMBER 1808.0888
ADDONFLY13 ua2 ADDONFLY13 5A0.0080
POHSTRY4 U@2 POHSTRYY4 123456789 .0123

u18688 An-10888 360.0080

uzese an-10888

1888 AB-1789

FAXMOW AB-1789

u1e88 PAT 1

u18881 PAT 1

u18882 PAT 1

u18883 PAT 1

u18884 PAT 1

uzena

u3iena

vyana

usaaa

u7eee

ugena

uoasa 1

UENDOR 1888 PCG

[ S R R N )

Job Number Records
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Please Note:

If your company tracks purchases or material usage by job,
use this data entry screen to define valid Job Number Codes.
PMX uses these Job Number records to check the validity of
Job Numbers entered on purchase orders, requisitions,
requests for quotations, warehouse orders, inventory
transactions, and invoices. You may also link each Job
Number to a predefined G/L Account Code to automatically
track material usage by G/L Account Code.

Job Number records are optional. They can be added to the
Control file at any time after Corporation set up. However, if
you wish to link a Job Number to a specific G/L Account Code,
you must create the G/L Account Code record before you can
link it to the Job Number record. Refer to the G/L Account
Code section of this chapter for details on setting up the G/L
Account Code records.

= Job Number Record M=l

File  System Menu  Control File Menu  Search  Help

Clear Previous

R ired Info

’7 Corporation: Job Mumber: l:lll

—Job Number Info

Description: |

G/L Account Code: | |i|

Field Description
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Corporation
3 digits The Corporation Number links the Job Number record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.
Job Number
7 characters Enter a unique identification code for each job for which you
wish to track material usage and expenditures.
Description
30 characters You may use this optional field to describe the job.

G/L Account Code

20 characters You may link the Job Number Code to a G/L Account Code in
order to track material usage by G/L Account Code. If you use
this optional field, you must enter a G/L Account Code that has
already been defined on the G/L Account Code record screen.
Use the ? button to the right of the G/L Account Code field to
look up valid G/L Account Codes.

Once this link is established, PMX automatically assigns

this G/L Account Code to each inventory transaction entered
for this Job Number. You may override the default G/L
Account Code during inventory transaction entry.
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P.O. Type Records

Please Note:

Field

If your company tracks purchases by specific catetgories or
types, use this screen to define valid P.O. Type codes. PMX
uses P.O. Type records to check the validity of P.O. Type
codes entered on purchase orders and requisitions.

P.O. Type records are optional. They can be added to the
Control file at any time after Corporation set up.

P Tppe k=in

Description

Corporation
3 digits

P.O. Type
4 characters

P.O. Type Description
20 characters

The Corporation Number links the P.O. Type record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must enter a unique P.O. Type code for each type of
purchase order you define.

You may use this optional field to describe the purchase order
type.
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Project Number Records

Please Note:

If your company tracks purchases and material usage by
project, use this data entry screen to define valid Project
Number Codes. PMX uses these Project Number records to
check the validity of Project Numbers entered on purchase
orders, requisitions, requests for quotations, warehouse orders,
inventory transactions and invoices.

Project Number records are optional. They can be added to
the Control file at any time after Corporation set up.

[ Project Humber Record [_ O] x]
File  Systern Menu  Control File Menu  Search  Help

Clear Delete Previous

R ired Info

’V Corporation: Project Humber: [ il OK I

— Project Humber Info

Description: |

— Project App I Hierarchy

Approver 1D1: l:lﬂ
Approver |1D2: l:lj
Approver ID3: l:lﬂ
Approver |D4: l:lﬂ
Approver |1D5: l:lﬂ
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Field

Corporation
3 digits

Project Number
10 characters

Project Description
30 characters

Approver IDs
3 characters

Description

The Corporation Number links the Project Number record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must enter a unique ID code for each project you define.

You may use this optional field to describe the project

Enter the Employee IDs of the individuals responsible for
approving the requisitions entered for this project (optional).
Approvers must already exist on the Employee ID file. Up to
five levels of approvers may be entered. If Approver IDs are
entered on both the Project Number record and the
Requisitioner's Employee record, PMX will use the Approver
IDs on the Project Number record. There are four Requisition
Approval options on the Corporation Record Requisition Info
screen:

e No Approvals: no approval is necessary for a requisition
item. PMX flags the requisition with an ‘approved’ status.

e Use Minimum Hierarchy: requisitions must be approved
sequentially by each approver in the approval hierarchy
until PMX encounters an approver with the proper dollar
authorization. If the requisition exceeds the purchase
dollar limit of all approvers, PMX flags the requisition as
‘Over $ Limit'.

e Use Entire Hierarchy: requisitions must be approved
sequentially by each approver in the approval hierarchy.
The requisition remains on-hold until the last approver in
the hierarchy has approved it. If the requisition exceeds the
purchase dollar limit of all approvers, PMX flags the
requisition as ‘Over $ Limit’.

e Use Approver with Proper Dollar Limit: requisitions will be
routed directly to the first approver in the approval hierarchy
with the proper dollar authorization. If the requisition
exceeds the purchase dollar limit of all approvers, PMX
flags the requisition as ‘Over $ Limit’ at save time for the
requisition.
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Receiving Department Records

If your company tracks material usage by receiving
department, use this screen to define valid Receiving
Department Codes. PMX uses the Receiving Department
records to check the validity of Receiving Department Codes
entered on inventory transactions and warehouse orders. You
may also link each Receiving Department Code to a predefined
G/L Account Code to automatically track usage by G/L Account
Code.

Please Note: Receiving Department records are optional. They can be
added to the Control file at any time after Corporation set up.
However, if you wish to link a Receiving Department to a
specific G/L Account Code, you must create the G/L Account
Code record before you can link it to the Receiving Department
record. See the G/L Account Code section of this chapter for
more details on setting up the G/L Account Code records.

B Receiving Dept. Record M=
File  System Menu  Contral File Menu  Search Help

Clear Delete Previous

R ired Info

’7 Corporation: Receiving Dept.: I ? I

— Receiving Dept. Info

Receiving Dept. Description:l |

G/L Account Code: | |l|

Miscellaneous: I:I
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Field

Description

Corporation
3 digits

Receiving Department
10 characters

Description
30 characters

G/L Account Code
20 characters

Miscellaneous
8 characters

The Corporation Number links the Receiving Department
record to an existing Corporation record. If you operate in a
single-corporation environment, PMX will automatically supply
the Corporation number.

Enter a unique identification code for each department for
which you wish to track material usage and expenditures.

Enter a description of the Receiving Department code in this
optional field.

You may link the Receiving Department Code to a G/L Account
Code in order to track expenditures by G/L Account Code. If
you use this optional field, you must enter a G/L Account Code
that has already been defined on the G/L Account Code record
screen. Use the ? button to the right of the G/L Account Code
field to look up valid G/L Account Codes.

Once this link is established, PMX automatically assigns
this G/L Account Code to each inventory transaction entered
for this Receiving Department. You may override this default
G/L Account Code during inventory transaction entry.

This field is a user-defined field whose name can be
customized by using the Global Dictionary. If entered, this field
will be displayed on the Inventory Transaction screen along
with the G/L Account Code.
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Ship-To Records

Use the Ship-To screen, shown below, to store one or more
receiving addresses for each corporation on the Control File.
When adding a Ship-To record, a unique ID code must be
assigned to that record. Once a receiving address is stored,
you can simply enter the appropriate Ship-To Code on each
purchase order, requisition, request for quotation and
warehouse order. Ship-To code records are also used to
store warehouse locations for your Inventory. You enter these
‘Warehouse Codes’ on warehouse orders, inventory master
records and inventory transactions. PMX uses the Ship-To
code entered on the purchase order and warehouse order to
determine what warehouse the item should be received into or
issued out of.

After defining at least one valid Ship-To record, one may be
identified as the default on the Corporation Record Info screen
(described in chapter 2). PMX automatically assigns this Ship-
To code to each purchase order, requisition, request for
quotation, warehouse order, inventory master record, and
inventory transaction entered into the system. The default
code may be overridden.

Please Note: Ship-To records are optional. They can be added to the Control

file at any time after Corporation set up.

i Ship-To Code Record M=
File  System Menu  Control File Menu  Search  Help

Clear Delete FPrevious

" Required Info

Corporation: Imm Ship-To Code: I ll

—5hip-To Code Info
Company Hame: I

Address Line 1: |

Address Line 2: I

Address Line 3: I

City: |
State: | |
ZipCode: |
TaxCode: [ |
Last Whse Session Assigned: [

[~ Track Inventory
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Field

Corporation
3 digits

Ship-To Code
7 characters

Company Name
30 characters

Address Lines
30 characters each

City
23 characters

State
2 characters

Zip Code
9 digits

Tax Code
4 characters

Last Whse Session Assigned
8 digits

Track Inventory

Description

The Corporation Number links the Ship-To record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

Each Ship-To record must have a unique ID code.

Enter the name of the delivery location as you wish it to print
on your formal documents (purchase orders, requisitions,
requests for quotations and warehouse orders).

You may enter up to three lines of address information. This
information will be stored and printed on your formal
documents. PMX suppresses blank address lines when
printing these documents.

Enter the name of the city in this field.

Enter the two-character state abbreviation in this field.

Enter the five- or nine-digit postal Zip code in this field.

The Tax Code links the Ship-To record to a pre-defined Tax
Code record. You must enter the Tax Code record on the
Control File before entering the Tax Code on the Ship-To
screen. PMX uses the tax percent specified in the Tax Code
record to calculate sales tax on orders shipped to this Ship-To
location.

When on-hand inventory is tracked at this Ship-To location,
PMX uses this field to store the last inventory Transaction
Session number used for this location. This field is maintained
by the PMX system and is not a user-entry field. This field only
displays if the Inventory Module has been purchased.

When this option is selected, inventory is tracked for this
warehouse. This field only displays if the Inventory Module has
been purchased.
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Special Text Records

Field

Use Special Text records to store standard paragraphs or
“boilerplate” text. After entering this text in the Special Text
record, you can include it on P.O.s, requisitions and requests
for quotations simply by entering the associated Special Text
Code. You may also add a Special Text Code to the
Corporation and Vendor records. The associated text lines will
then appear on all P.O.s, requisitions and requests for
quotations for the corporation or selected vendor.

B Special Text =] E3

File  System Menu  Control File Menu  Search  Help

Clear m Previous

"Hequiled Info

Corporation: Special Text Code: l:lll

Special Text

Description

Corporation
3 digits

Text Code
3 characters

Special Text Window
30/45/60 character lines
maximum 30,000 characters

The Corporation Number links the Special Text record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must enter a unique Text Code for each special text
record stored on the Control File.

Text can be entered in lines of 30, 45 or 60 characters. To
define line length, see Text Window Size on the Additional
Corporation Info-2 Screen in Chapter 2.
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System Information Record

Please Note:

The System Information record lets you define a range of
global rules for such actions as date formats, catalog security,
corporation security, usage of the Enter key and E-mail
Requisition Approvals. You may also use this screen to define
how PMX edits Vendor Groups, Vendor Types and Terms
Code across corporations.

The System Information record applies to all corporations on
the PMX system. If you have defined more than one
Corporation record, any changes made on this screen will be
reflected across all corporations. Date Format is the exception
(see note below).

w" Syatem InTorssalfon Recsdd

De Dapians
Daim Fosmat |Emngean - DDMMITYY -

Crstusp Facton Jowect 2 deygl pear
8z be preceaand ar ceslusy 1900) ]

Vimcler Bids Siervs Mam- HTTEA||

| Catsbeg Seowity Edit Dptiens
# Comatisn Secaity

| Enber Kiop 4ot 56 Tk

= E-mail Benistion Appaval:

| B Lise Mem Allsoatisns

I ltee Active Damcto

| Cinals Fegons in POF bmal

Field

‘Wandmr Acioce Caipe

Description
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Date Format
MMDDCCYY or DDMMCCYY

Please Note:

Century Factor
2 digits

Please Note:

Vendor Bids Server Name

Catalog Security
Yes/No

Corporation Security
Yes/No

Choose the date format (American or European) that you wish
to use from the list box. All date fields on PMX data entry
screens and reports will reflect the date format selected.

This is the default date format for any corporation being added.
You may override this default on each Corporation Record (see
the Corporation Record Addl Corp Info-2 screen described in
chapter 2). PMX will use the date format entered here in
screen displays when users request information without
entering a selection for corporation number.

Enter the lowest 2 digit year to be interpreted as being in
century 1900.

All dates are entered with only two positions for the year, but
are stored on data files with two more positions for the century.
The Century Factor determines whether 19 or 20 is stored in
the two position century

Examples: If the Century Factor is 50 and 03 is entered for the
year of the date, the year is stored as 2003.

If the Century Factor is 50 and 91 is entered for the year of the
date, the year is stored as 1991.

If the Century Factor is 50 and 50 is entered for the year of the
date, the year is stored as 1950

If your company uses a PMX database (SQL) and has installed
the optional Requests for Quotation module and Web RFQ
Vendor Bids module, enter your Vendor Bids Server Name in
the field provided. Vendors will receive emailed RFQs with a
link to this site for entry of RFQ vendor bids.

Use this check box to turn catalog security on or off. When this
box is checked, users who are recorded on the Catalog
Security record may only requisition or order items from a
predefined set of catalogs. See the Catalog Security section in
Chapter 4 for a complete description of Catalog Security
procedures

Use this check box to turn corporation security on or off.
Should not be turned on if you are set up in a single
corporation. When this box is checked, users can only access
records in the corporation(s) for which they are set up. See the
Corporate Security section in Chapter 4 for a complete
description of Corporation Security procedure
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Enter Key Acts as Tab
Yes/No

E-mail Requisition Approvals

Yes/No

P.O. Line Item Allocations

Yes/No

Use Active Directory
Yes/No

Create Reports in PDF format

Yes/No

PMX defaults to using the Enter key as the Save button on
data entry screens. If desired, PMX may be configured to treat
the Enter key like a Tab key. When this box is checked,
pressing the Enter key will cause PMX to move the cursor
forward to the next data entry field.

Use this check box to turn on E-mail Requisition Approvals.
See Chapter 8 (E-mail Routing) for a complete description of
the E-mail Requisition Approvals process.

This box will be disabled if you have not purchased the
Requisition Module.

Use this check box to turn on the capability of allocating P.O.
line item information between one of three allocation categories
(Distribution Account, Job Number, or Project Number).

Note: Only corporate users can activate P.O. Line Item
Allocations. When P.O. Line Item Allocations are activated, at
save time Purchasing Management extra will automatically
update the Report Net Formulas Amount option on each
corporation record to “Gross Amount:”.

Note: You will not be allowed to allocate a P.O. line if the item
is a stock item or flagged for serial number or lot number
tracking. Additionally, you will not be given the opportunity to
allocate a line if the corporation has Budget Control processing
turned on in the Additional Corporation Information —2 screen.

When this checkbox is set on, access to the PMX software will
be determined by Microsoft’s Active Directory security process.
Users will not login to PMX using their PMX User ID and
password. See the PMX Interface with Microsoft Active
Directory section in Chapter 4 for a complete description of the
interface procedure.

When this checkbox is set on the PMX software will generate
reports in PDF format for Preview and Print capabilities. You
must also run the PDF Report Setup program for this feature to
work properly. See the Installing the PDF Report Setup for
PMX section in Chapter 1 for details on the installation.
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Edit Options

If you operate in a multi-corporation environment, the three edit
options on this screen are used to validate the contents of the
Vendor Type, Vendor Group and Terms Code fields entered on
cross-corporation Vendor records.

Please Note: Vendor records can be made available to all corporations by
entering 000 in the Corporation field on the Vendor record.

Edit Option Meaning

1 Field entry is required. Do not validate.

2 Field entry is optional. Do not validate.

3 Field entry is required. Validate it against the
appropriate control file.

4 Field entry is optional. If entered, validate it

against the appropriate control file.
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Tax Code Records

Please Note:

Field

Corporation
3 digits

Tax Code
4 characters

Tax Percent
5 digits

Taxing Authority
15 characters

Use the screen shown below to record sales tax percentages.
PMX uses the tax percentages to calculate the sales tax on all
taxable items. The total calculated sales tax can be printed on
your purchase order and requisition documents. You may also
link a Tax Code to one or more Ship-To records to establish
the specific tax percent at each Ship-To location. See the
section on Ship-To records earlier in this chapter.

Tax records are optional. They can be added to the Control file
at any time after Corporation set up.

Description

The Corporation Number links the Tax Code record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

You must assign a unique code to each Tax Code record to
identify the taxing authority.

Enter the percentage of tax owed to the taxing authority.
Formatted 9(3)V9(2). Decimal is implied between the third and
fourth digits. Example: if the tax is 5.25%, enter 5.25.

If desired, you may enter a description of the taxing authority.
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Terms Code Records

Please Note:

Use the Terms Code Record screen, shown below, to store a
list of standard payment terms to be used for calculating
invoice payment dates. When you add a Terms Code record
to the Control File, you must assign a unique ID code to that
record. Once you store a set of payment terms, you only need
to enter the Terms Code on each purchase order, requisition,
request for quotation and invoice, rather than the complete
payment terms.

After defining at least one valid Terms code record, one may
be identified as the default on the Corporation Record Info
screen (described in chapter 2) or on the Vendor Master record
(described in the PMX QuickStart Guide). PMX will
automatically assign this Terms Code to each purchase order,
requisition, request for quotation and invoice entered into the
system. If a Terms Code default exist on both the Corporation
record and the Vendor record PMX will use the one off the
Vendor record. The default code may be overridden.

Terms Code records are optional. They can be added to the
Control file at any time after Corporation set up.

= Terms Code Record M=l E3

File  Spstem Menu  Control File Merw Search  Help

relete Previous

" Required Info

Corporation: Terms Code: l:lll

— Terms Info

Terms Type Descrnption Digc X% Digc Dayz Due Daps

Nomal 2| I O
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Field

Corporation
3 digits

Please Note:
Terms Code
3 characters

Terms Type
(list box)

Description

The Corporation Number links the Terms Code record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number. If you operate in a multi-corporation
environment and wish this Terms Code record to be available
to cross-corporation Vendor records, enter 000 in the
Corporation field.

Vendor records can be made available to all corporations by
entering 000 in the Corporation field on the Vendor record.

You must assign a unique identification code to each set of
payment terms defined.

Choose one of the following options from the Term Type list
box:

Terms Type Description

End-of-Month  Shows your payment is due on the last day of
the month following the invoice date. The
system will calculate the last day of the month
accordingly.

Late Charge A late charge is assessed if you do not pay the
full amount within a fixed number of days after
the invoice date. Enter the number of days in
the Due Days field, the number of late days in
the Disc Days field, and the late charge percent
in the Disc % field.

Normal You must pay the full amount within a fixed
number of days after the invoice date. Enter
the number of days in the Due Days field. If a
discount is available from this vendor for paying
the full amount within a fixed number of days
after the invoice date, you may also type the
number of days in the Disc Days field and the
discount percent in the Disc % field.

Proximo Shows your payment due on a certain day of
the month. Enter the day of the month in the
Due Days field. The invoice is due by that day
in the month following the invoice date. No
discount is available.
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Description
30 characters

Please Note:

Disc%
4 digits

Disc Days
3 digits

Due Days
3 digits

Enter a description of the Term Code in this field (2% 10, net
30; 2% 10t EOM, etc.). This description is displayed when a
Terms Code is entered into the system.

The content of the following three field varies depending on the

Term Type you have selected.

Used by Normal and Late Charge term types. Formatted
9(2)V9(2). Decimal is implied between the second and third
digits. Example: if the discount is 2.5%, enter 2.5.

Used by Normal and Late Charge term types.

Used by Normal, Proximo and Late Charge term types.
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Unit of Measure Translation Records

Please Note:

Use the screen shown on the next page to record valid units of
measure (U/M). PMX uses these units of measure to check
the validity of units of measure entered on PMX transactions.
You may also use this same screen to store formulas to
convert one unit of measure to another. PMX uses the
formulas you enter to perform the following functions:

Module Function

Receiving When receiving U/M is different than the
ordering U/M, PMX converts the receiving U/M
to the ordering U/M. After performing this
conversion, PMX compares the quantity
received to the quantity ordered.

Inventory When the receiving U/M is different than the
stocking U/M, PMX converts the receiving U/M
to the stocking U/M. In addition, when the
issuing U/M is different than the stocking U/M,
PMX converts the issuing U/M to the stocking
U/M. After performing either of these
conversions, PMX updates the total quantity on
hand.

U/M Translation records are optional. They can be added to
the Control file at any time after Corporation set up. However,
if you wish to apply the U/M conversion to a particular material
item, you must create the Material record before creating the
Unit of Measure Translation record. (See the PMX Quickstart
Guide for more information on creating a Material record).

If you are using this Control file for validation purposes only (no
conversion) the U/M From and U/M To fields are the same.
The operand is multiply and the factor is 1.
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Field

Corporation
3 digits

U/M From
3 characters

UM To
3 characters

Item Number
15 characters

Operand
(list box)

B Unit of Measure Translation Record [_ (O] x|
File Systern Menu  Control File Menu  Search  Help

Clear Previous

Required Info

Corporation: U/M From: | ?l UM Ta: I:Ill

Item Number: | |;| Translation Record Search I

— Unit of Measure Translation Info

Operand:

Description

The Corporation Number links the U/M Translation record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number.

Specify the unit of measure you wish to convert from. For
example, if you are converting from dozen to each, you might
enter DZ in this field.

Specify the unit of measure you wish to convert to. For
example, if you are converting from dozen to each, you might
enter EA in this field.

Enter an ltem Number only when the U/M translation formula is
unique to a particular material item. For example, a roll of
Type 1 cable might equal 200 feet while a roll of Type 2 cable
might equal 100 feet.

Select the appropriate mathematical operand to translate one
unit of measure to another. For example, when converting
dozen to each you would use the M operand along with a
factor of 12.
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Factor

9 digits Specify the mathematical factor to be used along with the
Operand described above, to translate one unit of measure to
another. Formatted 9(5)V9(4). Decimal is implied between the
fifth and sixth digits. For example, when converting dozen to
each, you would use a factor of 12 along with an Operand of
M.

Please Note: When the U/M From is the larger unit, the operand is Multiply
or Add. When the U/M From is the smaller unit, the operand is
Divide or Subtract.

Translation Record Search Button

Use the Translation Record Search button to see a listing of
conversion formulas stored on the Control File, as shown
below.

= Unit of Measure Search _ O] x|
Fille Search Help

Clear

Selection Criteria

Corporation:

Item Number: |

"ER D2 Diuvide 120808
IN3  IN3 HMultiply 1.8600
LB LB Hultiply 1.86808

ETE| e
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Vendor Group Records

Please Note:

Field

Vendor Group Records link vendors for reporting purposes.

For example, if several vendors operate under a common
corporate “umbrella”, you may wish to define them as members
of a common vendor group. If you wish to assign a Vendor
Group code to a Vendor record, you must create the Vendor
Group record before entering the Vendor Group code on the
Vendor record screen. See the PMX Quickstart Guide for
more information on creating Vendor records.

Vendor Group records are optional. They can be added to the
Control file at any time after Corporation set up.

= Yendor Group Becord [ _ (O] x|

File  System Menu  Control File Menu  Search  Help

Clear Previous

Required Info

’;ﬁolpolalion: Yendor Group: |:|l|

—¥endor Group Info

¥endor Group Description:

Description

Corporation
3 digits

Please Note:

The Corporation Number links the Vendor Group record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number. If you operate in a multi-corporation
environment and wish this Vendor Group record to be available
to all cross-corporation Vendor records, enter 000 in the
Corporation field.

Vendor records can be made available to all corporations by
entering 000 in the Corporation field on the Vendor record.
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Vendor Group
6 characters Enter a unique number to identify the Vendor Group.

Vendor Group Description
20 characters You may enter a description of the Vendor Group in this

optional field.
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Vendor Type Records

Please Note:

Use the Vendor Type records to create your own classification
system for categorizing vendors according to your unique
needs. For example, you might create categories for small
business vendors, minority vendors and so forth. Using the
vendor classification feature, you can run special versions of
PMX’s standard reports showing purchasing activity for specific
categories of vendors. If you wish to assign a Vendor Type
code to a Vendor record, you must create the Vendor Type
record before entering the Vendor Type code on the Vendor
record screen. See the PMX Quickstart Guide for more
information on creating Vendor records.

Vendor Type records are optional. They can be added to the
control file at any time after Corporation set up.

= Yendor Type Record - (O] =]

File  System Menu  Control File Menu  Search  Help

Clear Delete Previous

Required Info
’;ﬁmpolalion: Yendor Type: [ ?I

—¥endor Type Info

Vendor Type Description:
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Field

Corporation
3 digits

Please Note:
Vendor Type
3 characters

Vendor Type Description
20 characters

Description

The Corporation Number links the Vendor Type record to an
existing Corporation record. If you operate in a single-
corporation environment, PMX will automatically supply the
Corporation number. If you operate in a multi-corporation
environment and wish this Vendor Group record to be available
to all cross-corporation Vendor records, enter 000 in the
Corporation field.

Vendor records can be made available to all corporations by
entering 000 in the Corporation field on the Vendor record.

Enter a unique identification code to identify the Vendor Type.

You may enter a description of the Vendor Type in this optional
field.
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Control File Reports

If desired, you can print the contents of your PMX Control File
for review. To print a Control File Report, please follow the
steps outlined below.

Catalog File

Commodity Code

Control File... r
Inventory File

Kit File

Material File

Vendor File

Reports... k

Choose Reports from the Master Files menu.

Catalog File Repaort

Commodity Code Report

Control File Reparts. .. »
Inventory File Report

kit Components Report

Material File Report

Vendar File Report
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Choose Control File Reports from the Master File Reports
menu.

Corporation Report

1099 Report

Bank Code Repart

Bill-To Code Report
Commodity Code Vendor Report
Employee Report

G/ Account Code Report
Itern Mumber Trans. Report
Job Mumber Report

P.Q. Type Report

Project Number Repart
Receiving Dept. Report
Ship-To Code Report
Spedal Text Report

Tax Code Report

Terms Code Report

Third Party ERP Report
UM Trans. Repart

Vendor Group Report
Vendar Type Report

Choose the desired report from the Control File Reports menu.
PMX will display a report options screen, like the one shown
below, that you can use to select the specific Control File
records you wish to print.

= Bill- To Code Report Options
File  Swstem Menu  Reports Menu  Search  Help

Clear Pont 5 etup Exit

—Selection Criteria

Select
All

Corporation: |:| Select Corps | [Multiple corps selected]

Bill-To Code Range: v ? | Thru ? |
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Printing Control File Records by Corporation

If your company operates in a multi-corporation environment,
you may indicate which corporation records you wish to print
by typing the corporation ID number in the Corporation field.
Click on the Select Corps button to choose two or more sets
of corporation records. The Select Corps button appears only
if you are operating in a multi-corporation environment

Printing Selected Control File Records

In addition to choosing which corporation’s records you wish to
print, you may also specify the range of records you wish to
print for each corporation. Simply enter the beginning and
ending record numbers in the Range fields. Use the ? button
to help you choose the desired record ranges if needed.

To print all of the Control File records for the selected
corporation(s), leave the Select All check box selected.
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Purchasing Management eXtra
User’s Guide

4 — PMX Security

Overview

Creating a Password Security Record

Creating a Password Security Record from an Existing Security Record
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Overview

Before an operator may log on to PMX, the system administrator
must create a Security record to identify that user to the system.
This Security record defines the unique code and password that
each user must enter before logging on to the system. It also
determines which PMX functions each user may perform by
defining which menus and options that user may access.

This chapter guides you through the procedures required to
set up Password Security records, Catalog Security records, and
Corporate Security records. It also documents the steps you will
need to take if you want to interface with Microsoft Active
Directory in conjunction with the Password Security record. The
remaining options available on the PMX Utilities Menu are
covered in chapter 5, Housekeeping and Chapter 6, Imports.
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Creating a Password Security Record

You must use the Password Security option to assign a unique
user ID and password to each PMX user before he or she can
log on to the PMX system. You may change a user’s
password and access privileges at any time by altering his or
her Password Security record. However, you cannot alter the
user’s ID (except by deleting it, then re-creating it).

To create a new Password Security record, please follow
the steps described in this section.

Maintain System Files... »
Catalog Security

Clear Ownership IDs
Corporate Security
Password Security

Reset Workstation IDs
sers Logged On PMX

Req. Approval Email Log
Imports. .. k

Choose the Password Security button from the PMX Utilities
menu. PMX will display a dialog box prompting you to enter
the Master Password before allowing you to proceed to the
Password Security record screen.

Entry of the Master Password iz required to
maintain security records.

Maszter Pazsword: Il

DK Change | Exit

Type the Master Password, then choose OK. For security
purposes, the characters you type will appear as asterisks (*)
in the dialog box.

If you wish to change the current Master Password, choose
CHANGE. Enter the new Master Password. Confirm the new
password by entering the Confirm Password. Select OK to
save the new Master Password.
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Please Note:

Once you have successfully entered the Master Password,
PMX will display the screen shown below:

i+ Password Security
File  Spstem Menu  Utilities Menw  Search  Help

Delete Previous

" Required Info

—UWszer Data

— Module Authority
= Purchasing 7| Ear Coding
Password: I

= Beceiving I=| Accounts Payable

I Bequisitions = Fax

T Bequestfor Quotation =] YWarehouse Management

= Inventony: I=| Master, Files

= Email I= Utilities

= System Administraton

(ool el el ezl el sl el sl el vl sl

Until a 3-character User ID code is entered, all options are
disabled. First, enter the User ID code you wish to view or edit.
(User ID cannot begin with spaces, contain embedded blanks,
or contain any of the following characters: *?.\) Press the
Enter key or OK button to initiate the process.

If you create an Employee record and/or a Corporate Security
record for this employee, make sure that you assign the same
ID code to each related record.

For example: if this employee will also be listed in the
optional Employee File, described in chapter 3 of this manual,
you should ensure that the same 3-character ID is assigned to
both records. By using the same ID for both the Employee
record and the Password Security record, you ensure that the
employee’s name is correctly listed on the PMX Security
Report.

In addition, if you create an associated Employee record for
each Password Security record, you may use PMX’s search
facility to look up the employee’s Password Security record by
entering his or her name (as recorded on the Employee record)
on the Employee Search screen.

Fill in the employee’s password. The log on process requires
each user to enter a password in addition to his User ID. The
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password may be up to 10 characters.

Use the check boxes on the right side of the screen to
determine which modules the user may access. Each
checkbox represents one of the modules on the PMX Master
Menu. Only those modules that are currently available in your
version of PMX will be available for selection. The remaining
Module Authority options will be dimmed.

As a default, no checkboxes are selected, indicating the user
will be unable to access any of the options on the PMX Master
System Menu. Click on the desired checkboxes to activate
them. To deactivate a selection, simply click on the checkbox
a second time. You may also use the Tab key to move from
one box to the next, then press the Space Bar to select or
deselect each option.

Checking a box on the Module Authority screen gives the user
access to that particular PMX Menu, but not to the individual
options on that menu. You must also choose the related
section button at the bottom of the Password Security record
screen for each menu that you have “enabled”. (If you check
System Administrator, however, the user is given automatic
access to all individual options behind any Module Authority
that is checked.)

After choosing the modules you wish the employee to
access, click on the selection buttons at the bottom of the
screen. Note that the corresponding section button at the
bottom of the screen becomes available only after you have
activated the corresponding checkbox in the Module Authority
portion of the screen.

As an example, choose the PUR button to access the
Purchasing Authority screen for our sample Security record.
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Important:

B Password Security M= E3
File  System Menu  Utilties Menu  Search Help

Delete

B

— Purchazing Authority

Maint Inquire Hone
Standard P.0.: . “ Print P.0. Document:

Blanket P.0.: -
I

Blanket P.0O. Status Report:
Release against a Blanket P.0.: G/L Acct Anaylsis Report:
P_0. Analysis Report:

P.0_"s from Previous Orders: P.0_ Maintenance Report:

«
&
P.0."z from Requisitions: %
«
«

P.0.'s from BFQ"s: Purch. Price Yanance Report:

ERC R R R RN

Automated History Card: Yendor Analysis Report:
Material on Order:

Material on Contract:

i e hin Bie Bie Bie Bie Tl Bie |

Review P.0. Document:

woo 1 ey || aea |l nea || mv | oan 8 aear]l rax s ) wor ) un |

All of the access options for the Purchasing Authority module
are initially set to None. Until you specify otherwise, the user
will be unable to access any of the options on the Purchasing
Menu. You may also choose to grant the user authority to
inquire against selected data records without the ability to
actually alter those records.

In addition, PMX lists the related reports available for each
module. Choose the desired options to indicate which reports
you wish the user to be able to preview and print. The sample
screen on the previous page shows the Purchasing Authority
screen with all of the purchasing options enabled.

After enabling the desired options, you may click on another
selection button at the bottom of the screen to continue the
selection process for any other menus that you have enabled
on the primary Module Authority screen. To return to the
Module Authority screen, click the MOD button.

The Master Files Authority screen and the Utilities Authority
screen both have several additional screens. Make sure to
check the access rights on all of these additional screens.

After completing the authorization process for this user be sure
to click the Save button before exiting the screen or creating
another Password Security record.
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Creating a Password Security Record from an Existing Security Record

Periodically you may want to create a Password Security
record for an employee whose access rights will be the same
or nearly the same as an existing employee’s. This is helpful
when a group of employees need to be added to the security
file and they all are to have the same or similar access rights.

Simply enter the ID code of the employee whose access
rights are to be duplicated in the User ID field of the Password
Security record screen. Click OK and PMX will display the
desired record.

Select Save As from the File Menu. The dialog box below
will appear on the screen.

Save Mew Uszer ID |
Uzer ID: I
0K Cancel |

Enter up to 3 characters to identify the new user to the system.
Select OK. This is the ID the user will enter when logging on to
the system. A unique ID code must be assigned to each user.
Once a unique ID is entered, a security record with the
same security rights as the original ID entered will be created
for the new ID. This new record can be changed or saved as is.
Enter the password that the employee must use to log on
to the system. This password can be up to ten characters.
If the newly created ID is to have the same security rights as
the original ID entered, click the Save button. Otherwise,
follow the procedures outlined on the previous pages to modify
the record. Then choose Save to record your changes
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Changing, Deleting, or Printing a Password Security Record

Please Note:

From time to time you may need to print an employee’s
Password Security record or modify it in order to assign new
access rights. If an employee is no longer to have access to
the PMX system, you must delete that employee’s Password
Security record. By deleting the record, you invalidate the
logon ID and password that he used to enter the system.

Modifying or deleting an employee’s Password Security
record is just like editing any other file. Simply type the
employee’s ID code in the User ID field of the Password
Security record screen. Click OK and PMX will display the
desired record.

Follow the procedures outlined on the previous pages to
modify the record. Then choose Save to record your changes.

To delete an employee’s Password Security record choose
Delete. PMX will display the dialog box shown below, asking
you to verify the deletion.

Delete Confirmation

Do you want to delete thiz User DY Presz Cancel to exit.

Cancel |

Whenever you delete an employee's Password Security record
the system will automatically delete an associated Catalog
Security or Corporation Security record if they exist. If you add
this employee back on the Password Security file the system
will not automatically add them back on the Catalog Security
and Corporation Security files.
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To print an employee’s Password Security record choose Print
from the File Menu. PMX will display the window shown
below.

i User ID Report Options

File  Sestem Menu  Search  Help
Clear Print 5etup

—Selection Criteria

Select
All

Uszer ID: Fl—ﬂ Thru I—ﬂ

Specify the range of User IDs to print, or mark the Select All
checkbox. Use the ? buttons to help select the appropriate
record range, if necessary. (See “Looking Up Password
Security Records” below).

If desired, use the Print Setup button to set additional print
parameters for this report.

Select the Preview button to display the report on screen
before printing it. To print the report, select the Print button.

There will be 18 pages for every User ID selected. The
report contains all the access rights currently selected for the
user.

Choose Exit to close the report options window and return
to the Password Security screen.
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Looking Up Password Security Records

When modifying or deleting a Password Security record, you
may wish to see a list of existing records to aid you in selecting
the record you want. You may access the User ID Search
screen either by clicking on the ? button to the right of the User
ID field on the Password Security record screen or by choosing
the User ID option from the Search menu.

PMX will display the lookup window shown below.

+ User ID Search
File Help

Clear

Selection Criteria

Uszer ID: I 1) % |

Last Mame Telephone
L02-555-1234
L82-555-4321
CA2-555-7800
LB2-555-3454
ANTHONY STRATHHORE L82-555-7431
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Creating Catalog Security Records

Important

PMX'’s Catalog Security system allows you to regulate what
items users may requisition or purchase by restricting access
to on-line Catalog Files. Once a user is added to the Catalog
Security File, he or she will only be allowed to requisition or
purchase items contained in the specified Catalog File(s). Use
the Catalog Security record to specify which catalogs each
user may access. If you omit a User ID from the Catalog
Security record, that user will have access to all catalogs. If
you do include a User ID, that user will be able to access only
those catalogs you have specified.

Use the Catalog Security option on the Control File System
Information Record screen (described in chapter 3) to enable
or disable catalog security. When catalog security is disabled,
users may requisition or purchase items from any catalog,
regardless of their catalog status.

You must create both the Password Security record and the
Catalog File records before you can create a Catalog Security
record for a PMX user. The process for Password Security
records is described earlier in this chapter. The procedures for
developing a Catalog File are outlined in chapter 2 of the
QuickStart Guide.

Once a user has been added to the Catalog Security File, that
user will no longer be able to add, change or delete a Catalog
record or Catalog Security record.

Maintain System Files,., #
Catalog Security

Clear QOwnership IDs
Corporate Security
Password Security

Reset Workstation IDs
Lsers Logged On PMX

Req. Approval Email Log
Imports... 4

Choose the Catalog Security button from the PMX Utilities

menu. PMX will display a dialog box prompting you to enter
the Master Password before allowing you to proceed to the

Catalog Security record screen.
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Entry of the Master Paszword iz required to
maintain catalog security records.

Master Password: |

oK Exit |

Type the Master Password, then choose OK. For security
purposes, the characters you type will appear as asterisks (*)
in the dialog box.

Once you have successfully entered the Master Password,
PMX will display the Catalog Security screen, shown below.

Enter the User ID, then press Enter or OK. PMX will display a
listing of available catalogs, as shown on the next page.
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Simply click on the catalog file(s) that you wish the user to
access. To deselect a highlighted catalog, click on it again.
The Select All or Deselect All buttons will speed up the
process.

After the desired files have been highlighted, choose Save to
update the Catalog Security record. PMX will clear the screen
to await your next entry.
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Creating Corporate Security Records

PMX'’s Corporate Security feature allows you to regulate what
corporations users may access. Use the Corporation Security
option on the Control File System Information Record screen
(described in chapter 3) to enable or disable corporation
security. Once corporation security is enabled, the user will not
be able to access any records until you set him up on the
Corporation Security File.

Please Note: You must create the Password Security record before you can
create a Corporate Security record for a PMX user. That
process is described earlier in this chapter.

Maintain System Files... #
Catalog Security

Clear Ownership IDs
Corporate Security
Password Security

Reset Workstation IDs
Users Logged On PMX

Reg. Approval Email Log
Imports... k

Choose the Corporate Security button from the PMX Utilities
menu. PMX will display a dialog box prompting you to enter
the Master Password before allowing you to proceed to the
Corporate Security record screen.

Entry of the Master Paszword iz required to
maintain corporate security records.

Master Password: |

oK Exit |

Type the Master Password, then choose OK. For security
purposes, the characters you type will appear as asterisks (*)
in the dialog box.
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Please Note:

Once you have successfully entered the Master Password,
PMX will display the Corporate Security screen.

Enter the User ID, then press Enter or OK. PMX will display a
listing of available corporations, as shown below.

[ Corporate Security M=

File  System Menu  Utilities Meny  Seach  Help

Clear Previous

User ID:

" Required Info

Corporation Hame
CORFORATION 0881
CORFORATION NUMBER 2

CORP 08688 FOR PHH SYSTTEST
TEST CORPORATION
DEMO CORPORATION
DEMO_CORPORATION

Simply click on the corporation(s) that you wish the user to
access. To deselect a highlighted corporation, click on it again.
The Select All or Deselect All buttons will speed up the
process.

Any user set up with access to all corporations is considered a
corporate user. When corporation security is enabled only
corporate users can maintain records that have 000 entered as
their corporation number, meaning they are accessible for use
by all corporations. Records that can be set up this way are:
the Vendor Master record and the Vendor Type, Vendor
Group, Terms Code and 1099 Code control records.

After the desired corporations have been highlighted, choose
Save to update the Corporation Security File. PMX will clear
the screen to await your next entry.
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PMX Interface with Microsoft Active Directory

After you have set up the Password Security and Employee
Control records for your employees you can enable the feature
which allows the PMX system to interface with Microsoft Active
Directory and use the Microsoft Active Directory login. When
your employees bring up the PMX software this feature
eliminates the entry of the ID and Password login set up for
them in the Password Security file.

In the documentation for creating the Password Security and
Employee Control records you are instructed to make sure that
you assign the same ID code to each related record. This ID
code ties the records together. To interface with Microsoft
Active Directory you need to enter the employee’s Microsoft
Active Directory User ID on his Employee Control record.
Refer to the “Employee Records” section of Chapter 3. The
Employee Control record ID code will in turn tie his Microsoft
Active Directory User ID to his Password Security record.

Once all the Employee Control records are updated with the
Microsoft Active Directory User IDs you can enable the
Interface to Microsoft Active Directory feature in the PMX
system. Refer to the “System Information Record” section of
Chapter 3.

Problems with the PMX Interface with Microsoft Active Directory

You may occasionally experience problems with the PMX
Interface with Microsoft Active Directory where no one is able
to get into the PMX system. This could occur, for example, if
the Microsoft Active Directory User IDs were changed before
you had a chance to update them on the Employee Control
records. There is a Backdoor into the PMX system. Sign onto
a workstation as the Administrator. Then bring up the PMX
system. It will not use the Interface with Microsoft Active
Directory feature but instead prompt you for the Password
Security ID and Password login. To allow the other employees
to sign into the PMX system using the prompt for the Password
Security ID and Password you need to disable the Interface
with Microsoft Active Directory feature. Refer to the “System
Information Record” section of Chapter 3.
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Overview

There are a number of housekeeping functions that the system
administrator will need to perform regularly to keep PMX running
efficiently. In this chapter you will find instructions for performing
the following housekeeping operations:

v

Reorganizing and Rebuilding data files for optimal

processing. Also used to recover lost or damaged files.
Express version only.

Clearing Ownership ID’s allows reset of data file ownership

ID’s in the event of a system failure.

Resetting Workstation ID’s allows reset of operator logon ID’s

in the event of a system failure.

A listing of users logged on to PMX may be accessed by

choosing the Users Logged On PMX option.

System File maintenance options include: changing codes

on files, archiving purchase orders, purge of system files,

condense of system files and accessing archived P.O’s.

For every function described in this chapter, except Reorganizing
and Rebuilding Data Files, start off by choosing the Utilities
button from the PMX Master Menu.

Maintain System Files,., #
Catalog Security

Clear QOwnership IDs
Corporate Security
Password Security

Reset Workstation IDs
Users Logged On PMX

Req. Approval Email Log
Imports... 4

Please Note: The Security functions are described in chapter 4 of this manual.
The Import functions are described in chapter 6.
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Reorganizing and Rebuilding Data Files — Express version only.

Please Note:

Most of the records created in PMX are stored in indexed data
files. All data files usually reside in the DATA sub-folder under
the PMX folder. Because these files are accessed and
updated repeatedly in the course of normal system processing,
data may become fragmented. As a result, the system
administrator may need to reorganize data files periodically to
free up disk space and improve system performance.

The reorganize utility may be run at any time to ensure the
most efficient processing in PMX. It is a good idea to run the
reorganize utility after deleting numerous records in a data file.
This frees up disk space occupied by the delete records.

If you experience a system failure or other processing error
while PMX data files are open, data files may become corrupt.
The rebuild utility will recover corrupted files by rebuilding file
indexes and reorganizing data as needed, to ensure the
integrity of your data files. Anytime you get an error with a file
status of 9/0041, that indicates a corrupt index. You would
need to run this utility to “rebuild” the indexes on the file in
error.

If a data file has been corrupted, the rebuild procedure can
only recover valid data from the damaged file; other data may
be lost. To guard against potential loss of data, we strongly
recommend that you create backup copies of your PMX data
files before running rebuild or reorganize utilities.

The same procedure is used to run both the reorganize and
rebuild utilities. Please follow the steps outlined below to
reorganize or rebuild one or more PMX data files:

Open the Bellwether Software group and select the Rebuild
Data Files option. Alternately, you may choose the Start
button, then select Run. Type the command line
F:\PMX\USREBLD.EXE, then choose OK. Note that if PMX
was installed on a drive designation other than F, please
specify the appropriate drive letter.

Run EE

Type the name of a program, folder, or document, and
“Windows will open it for pou.

Open; |F:'-F'M><‘-\USHEBLD.E><E =

Ok I Cancel Erowze. .. |
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As soon as the program is started, the following warning
message will appear. Make sure that all users are logged off
PMX, then click the OK button to proceed with the
reorganize/rebuild procedure.

WARNING! E3

take zure all Pie userz are logged off before continuing this
process. Do yow wizsh to continue?

A second warning message will appear, as shown below.
Please make sure the data files you wish to rebuild or
reorganize have been copied to another storage device before
proceeding. If you have not yet backed up the necessary files,
click the No button and do so before proceeding. Otherwise
click the Yes button to proceed.

WARNING! =

The following process will destroy and then rebuild files. [t iz strongly
recommended that you back up all data filez prior ta running this
procesz. Continue’?

The utility will next display the selection window shown below.
Click on the desired option to indicate whether you wish to
rebuild or reorganize data. Choosing Exit will exit you from the
rebuild/reorganize utility.
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Next, you will see a listing of the data files located on your
PMX DATA sub-folder. Choose the file(s) you wish to
reorganize or rebuild, then click the Rebuild button to proceed.
This button will read Reorganize if you chose the Reorganize
option on the previous screen.

Select file for processing E

File Hame Description of File

APBATCH A/P Batch File HE

APHDR A/P Header File

APLHR AfP Line File

CATALOG Catalog HMaster File

CATSEC Cataleog Security File -

COMH Commodity Haster File

CRFP109 10899 Code File

CRPACT Distribution Account File

CRPBIL Bill-To Code File

CRPBKC Bank Code File

CRPDPT Receiving Department File

CRPEHP Employee Code File

CRPENT Corporation Control File

CRPITH Item Mumber Trans & Comm Uendor File

CRPJOB Job Number File

CRPPR.I Proniect Humher File s

g o
Bebuild I Select All LCancel

Alternatively, you may choose the Select All button to rebuild
or reorganize all of your PMX data files. If you choose Select
All, the utility program will display a dialog box (shown below)
to verify your selection. Click Yes to continue.

@ All filez have been zelected for proceszsing. s this comrect?

You will see a series of status messages as the utility rebuilds
or reorganizes the selected data file(s). After the reorganize or
rebuild process is complete, the following message displays.
Click OK or press the Enter key to acknowledge the successful
completion of the rebuild or reorganize procedure.

Rebuild of APBATCH was successful.
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Please Note:

If you press the ESC button during the rebuild or reorganize
procedure, PMX will display a warning message to verify that
you wish to discontinue processing of any remaining files that
were selected for processing.

This action will not change the status of any files that have
already been rebuilt or reorganized. The rebuild or reorganize
procedures cannot be reversed after a data file has been
processed. The processed data file can be replaced with the
backup file you created before running the rebuild or
reorganize procedure.

After acknowledging the “successful run” message, PMX
returns to the screen displaying files to be selected for
processing. More files may be selected or select the Exit
button to exit completely.
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Clearing Ownership IDs

When a network user accesses a PMX record, he or she is
said to “own” that record. Once the record has been saved,
the system clears the record for use by another user on the
network. Occasionally, however, a system error may occur
that prevents PMX from properly releasing ownership
associated with a data record. For example, if a power outage
prevents PMX from shutting down properly, some data records
may remain attached to a user’s operator ID, even though the
user is no longer accessing that record. When this error
condition occurs, the system administrator must clear the
ownership ID on that record before other users can access it.
To clear ownership IDs on records in one or more files,
begin by choosing Clear Ownership IDs from the Utilities
menu. After presenting the master password authorization
screen, PMX will present a utility screen as shown below.

Select
All

UserID: ¥ || LI

Accountz Payable

3

Catalog

Employee

G/L Acconut Cdoe
Inyentory

Jbo Humber

FProject Humerb
Purchasing

Beceiving

Request For Quotations

Requizitions

b T S T T T T i B T

Warehouse Orders

Clear 1D= |

If the entire network went down you would want to clear all
Ownership ID’s. In this case, check the Select All box for User
ID and make sure all users are logged off the PMX system
before you press the Clear ID’s button. If you only need to
clear the Ownership ID’s for a given user, enter his ID in the
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User ID field and make sure that user is logged off the PMX
system before you press the Clear ID’s button.

Resetting Workstation IDs

PMX keeps track of which operators are using the system at all
times, ensuring that two or more users cannot be logged on
simultaneously under the same operator ID. When an operator
logs off of PMX, the user ID is cleared. Once this ID is cleared,
the user may log back on to the system. When system
processing is terminated under an abnormal situation, user IDs
may not be cleared properly. When the user tries to bring PMX
back up he may get the message that his ID is already in use.
He has the option at that time to reset his own ID and go on. If
the networked crashed, the system administrator can use the
Reset Workstation ID’s command on the Utilities menu to
manually clear user IDs so that all users may log in normally.

To reset one or more workstation IDs, please follow the
steps outlined in this section.

Choose the Reset Workstation IDs command from the PMX
Utilities Menu.

PMX will prompt you to enter the master password before
proceeding. Type the appropriate password, then click OK or
press the Enter key.

Entry of the Mazter Pazsword iz required to
reset workstation 1Dz

Master Pazsword: |
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Type the three-character logon ID of the operator whose 1D
you wish to clear, then click the Reset ID button or press the

Enter key.

B Rezet Workstation IDs
File  Help

Clear

Workstation 1D: l:l

If a number of users were logged on to PMX when the system
failure occurred, you may wish to choose the Reset All IDs
button to ensure that all operator IDs are cleared. If this option
is selected, PMX will display the warning message shown
below. Please make sure that all users are logged off PMX,
then click Continue to proceed.

WARNING!

Make sure all users are logged off before continuing this process.

Continue |
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After workstations have been reset, PMX will display the
confirmation message shown below. Click OK to acknowledge
that workstation IDs have been cleared.

JOB SUCCESSFULL

All'wfarkstation 10s have been rezset.

After acknowledging the “successful run” message, PMX
returns to the screen where workstation IDs may be entered or
all IDs may be cleared. More workstation IDs may be selected
or select the Exit button to exit completely.
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Monitoring Users Logged on to PMX

Select the Users Logged on to PMX option from the Utilities
Menu. To see all users currently logged on to the PMX
system, leave the User ID field blank and press OK. The
informational screen shown below is useful when you need to
ensure that all users are logged off of the system before
performing system maintenance procedures. If you want to see
if a particular user is logged into the system, enter his ID in the
User ID field and press the OK button. If he is not logged in you
will get a “No Matching Records” message.

1 Uszers Logged on PMX

File  System benu  Utlities Menu  Search  Help

Clear

" Selection Criteria

User ID: I_LI OK |

First Hame Last Hame Telephone

5-12 Housekeeping



Maintaining System Files

Choose the Maintain System Files option from the PMX

Utilities Menu.

Maintain System Files options include:

Archive Purchase Orders
Change Commdoity Cdoe
Change Corporakion Mumber
Change GfL Acconuk Cdoe
Change Itern Murmber
Change Terms Code
Change Yendar Mumber
Change Yendor Mumber on PO,
Condense Swstem Files. ..
Purge Syskem Files, .,

Access archived PLO.s..,

Housekeeping
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Changing Codes on Files

In chapter 3 of this manual, you learned how to create a variety
of Control File records to identify Corporation Numbers,
Commodity Codes, G/L Account Codes, and so forth. From
time to time you may need to revise one of these codes.

For example, suppose your company is revising its
Commodity Code structure and you need to change all
references to commodity SUOO1 to COMO1. If you were to
delete the old commodity record and create a new one, all
references to the existing commodity record would be lost.
Instead, you can instruct PMX to revise all references to the
existing record throughout the system.

The procedures for changing a Commodity Code, Corporation
Number, G/L Account Code, Iltem Number, Terms Code, and
Vendor Number and are all the same. We will step through
changing a Commodity Code as an example.

Choose Change Commodity Code option from the Maintain
System Files menu.

PMX presents a reminder that all users should be logged off
the system. Once all users are logged off the system, select
Continue to proceed.

WARNING!

M ake zure all uzers are logged off before continuing this process.

Continue |

After confirming that all users are logged off, PMX presents a
reminder to back up the system.

WAHNING!

The fallawing procedure makes changes bo multiple
files. &ll Ph= data files should be backed up befare

cantinuing with thiz process.
Cancel |
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Please Note:

If your files are backed up, choose Continue to proceed to the
Change Commodity Codes screen, shown below.

B Change Commodity Codes
File  Syster Menu  Maintain System Files Menu  Help

lection Criteria

Oild Commodity Code: I:I
Mew Commodity Code: I:I

Process |

Now, simply enter the old Commodity Code and the
replacement code in the fields provided. Please note: the
replacement code can not already exist on the file. Choose the
Process button to proceed.

PMX will display a confirmation message after the change is
complete. Choose OK to return to the Change Commodity
Codes screen. After entering all desired commodity code
changes are complete, chose Exit to return to the PMX Master
System menu.

JOB SUCCESSFUL!

Commodity Code Change waz successful

When changing Corporation, G/L Account Codes, Item
Numbers, Terms Codes or Vendor Numbers, please keep in
mind that PMX will not change any codes that have already
been passed to the A/P Interface Invoice Bridge. Please
process all Invoice Bridge files before changing any of these
codes.
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Change Vendor Number on Existing P.O.

PMX provides the capability of changing a vendor number on a
P.O. that has already been created. For example, suppose
you have created a P.O. with many lines and you suddenly
realize the P.O. is for the wrong vendor. Rather than deleting
the sizeable P.O. and re-creating it with a new vendor number,
you can simply change the vendor number on the P.O.

To change the vendor number on an existing P.O., begin
by choosing the Change Vendor on Existing P.O. option from
the PMX Maintain System Files Menu. PMX presents a
reminder that vendor defaults for the new vendor will not be
carried down to the existing P.O. Select Continue.

WARMNING!

Changing wendor number on an exigting P.0. changes OMLY the
vehdor nurmber an the PO, Defaultz stored in the Yendar M azter
record for the new wendar number are MOT camed down bo the P.O.

MOTE: “Yendor number can not be changed on standard POz
with receipt activity ar on blanket POz with releaze activity, &lzo,
the vendor number can not be changed on any voided P.O..

Cantinug Cancel
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The following screen appears.

Enter the corporation number and P.O. number of the P.O.
whose vendor number you wish to change. Press TAB. The
Vendor number and name currently assigned to the P.O. are
displayed.
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Enter the new vendor number for the P.O. The vendor
name for the new vendor number displays on the screen.

Hizw Yondm Mams:  BRAMTREE APPLIARLE CEMTER

===

Select Process. The new vendor number is assigned to
the P.O. and the screen is automatically cleared.
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Archive Purchase Orders

The Archive Purchase Orders function is used to move
selected purchase orders from the active files to archived files.
Be aware that ALL purchase orders meeting the selection
criteria are removed, regardless of their status.

The Access Archived Purchase Orders option on the Maintain
System Files menu may be used to view archived purchase
orders.

Your company must determine frequency to run this function.
Depending on the volume of purchase orders generated, once
a month may be required or once a year may be sufficient.

In preparation for using the Archive Purchase Orders function,
two steps must be performed: a-Make sure all users are out of
the PMX system and b-Backup the PMX system.

Choose the Archive Purchase Orders option from the PMX

Maintain System Files Menu. PMX presents a reminder that all
users should be logged off the system. Press Continue.

WARNING!

M ake zure all uzers are logged off before continuing this process.

Continue |

After confirming that all users are logged off, PMX presents a
reminder to back up the system. Press Continue.

WARNINGI
Backup all P files before continuing with this process.

Cancel |
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If the archive files already exist in the PMX Data folder, the
following message appears:

P.0. ARCHIVED FILES EXIST!

The "POARCH" files already exizt. Presz Continue to add ta the
exizting files, presz Create Mew to create new archived files, ar
presz Cancel to exit this program.

Create Mew | | Cancel I

To add the newly archived purchase orders to the existing
archive files, select the Continue button.

To create new archive files, press the Create New button.
This option will wipe out the existing archive files.

If you wish to store the newly archived purchase orders in
separate files, but haven’t backed up the existing archive files,
press the Cancel button to exit. Backup the existing archive
files, then delete them from the PMX Data folder. Archived
purchase order files are named POARCH.DAT and
POARCH.IDX. Be sure to label the backed up files as to what
they contain based on the selection criteria entered on the
run(s) in which they were created.

The next screen allows selection of purchase orders to be
archived.

[ Archive Purchase Orders

File  Spstem Menu  Maintain Spstem Files Menu  Search  Help

Clear

— Selection Criteria

Select
All

Corporation:
P.0O. Mbr. Range: v |:|l|
P.0. Date Range: v I:I
P.0. Type Range: [v I:lll
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If the Process button is selected before any selection criteria
has been entered, a final confirmation screen will display.

CONFIRMATION TO ARCHIVE ALL RECORDS

Al purchasze orders and receipts for selected corporation(z) will be
archived. Presz Continue ta begin this process or Cancel bo et

thiz meszage.
Cancel |

If Continue is selected, PMX will archive selected purchase
order records. After processing is complete, the following
confirmation screen displays, indicating the number of records
processed.

JOB SUCCESSFUL!

3 Purchase Order Header record(s] successfully archived.
75 Purchase Order Line record(s) successfully archived.

4 Purchaze Order Test record(s] succezsfully archived.

14 Recept record(z] succezsfully archived.

Upon completion of archive, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be run at a
later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

HOTICE!

Purchaze Order and Receipt files should now be condenzed
to releaze unused dizk space. Press Continue to run the
condenze procedure now. | you zelect Cancel, vou zhould
proceed to the Condense Systems Files Menu.

Cancel |

Periodically, you may decide to backup the archive files and
delete them from the PMX Data folder. The archived purchase
order files are named POARCH.DAT and POARCH.IDX. Be
sure to label the backed up files as to what they contain based
on the selection criteria entered on the run(s) in which they
were created.
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Purge System Files

The Purge System Files menu is available on the Maintain
System Files menu, accessed by choosing the Utilities menu
from the main PMX screen.

Purge options include:

Accounts Payable Files

Commodity Code

Control Files. .. »
Inventory Transaction File

Kit File

Material Files

Reguisition Files

RFQ Files

Vendor Files
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Accounts Payable Files

In preparation for purging the Accounts Payable files, two steps
must be performed: a-Make sure all users are out of the PMX
system and b-Backup the PMX system.

Choose the Accounts Payable Files option from the PMX
Purge System Files Menu.

PMX presents a reminder that all users should be logged off
the system. Press Continue.

WARHNING!

take zure all uzers are logged off before continuing this process.

Cantinue |

Next, a reminder to back up the system before proceeding.

WAHNING!

The follawing procedure purges multiple files. All P
data filez zhould be backed up before continuing with

this process.
Cancel |
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The next screen shows Accounts Payable purge selection
criteria.

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

COMFIRMATION TO PURGE ALL RECORDS

Al A4P records far selected corporation(s] will be purged. Press
Continuwe to begin this process or Cancel bo exit this message.

Cancel |

If Continue is selected, PMX will purge selected Accounts
Payable records. After processing is complete, the screen
below displays. Indicates number of records removed.

PURGE COMPLETE!

1 A/P Header record(z] successfully purged.
1 AP Line recard(z) zuccezzfully purged.
2 AP Batch recard(z] successfully purged.
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Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

MOTICE!

Account Payable filez zhould now be condenzed to
releaze unuzed disk zpace. Press Continue to run

the condensze procedure now. | pou zelect Cancel,

wou zhould proceed to the Condense Systemsz Files Menu,

Cancel |
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Commodity Code File
In preparation for purging the Commodity Code file, two steps
must be performed: a-Make sure all users are out of the PMX
system and b-Backup the PMX system.

Choose the Commodity Code File option from the PMX Purge
System Files Menu.

PMX presents a reminder that all users should be logged off
the system. Press Continue.

WAHRNING!

Make sure all users are logged off before continuing this process.

Continue

Next, a reminder to back up the system before proceeding.

WARNING!

Backup all Pk data files befare continuing!

Cancel |
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The next screen shows Commodity Code purge selection
criteria.

= Purge Commodity Code File
File  Spstem Mernw Purge Syetem Files Meny  Search  Help

Selection Criteria

Select
All

Comodity Code Range: 7 | | 2|t [ ||

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIERMATION TO PURGE ALL RECORDS

AL Commadity Code recordz will be purged.  Frezs Continue
to begin thiz proceszs or Cancel to exit this mezszage.

Cancel |

If Continue is selected, PMX will purge selected Commodity
Code records. After processing is complete, the screen below
displays. Indicates number of records removed.

PURGE COMPLETE!

1 Commodity Code record(z] successfully purged.
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Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

T he Commaodity Code file should now be condenzed to
releaze unugzed disk space. Press Continue bo run

the condense procedure now, [ pou zelect Cancel,

wou should proceed to the Condenge Svstems Files Merw.

LCancel

......... frrrii S s
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Control Files

In preparation for purging the Control Files, two steps must be
performed: a-Make sure all users are out of the PMX system

and b-Backup the PMX system.
Choose the Control Files option from the PMX Purge System

Files Menu.

The following screen shows an option for each control file that
may be purged:

Corporation

1093 Code

Bank Code

Bill-To Code
Commaodity Code Vendor
Employes

G/L Account Cade
Global Dictionary
Ttem Mumber Translation
Job Mumber

P.Q. Type

Project Mumber
Receiving Dept.
Ship-Ta Code
Special Text
System Information
Tax Code

Terms Code

Third Party ERP
LM Translation
Vendor Group
Vendor Type

The process to purge each control file is the same. Purging of
Corporation Control Files will be detailed to illustrate the

process used for each control file.

Choose the Corporation option from the Purge Control Files

menu.

PMX presents a reminder that all users should be logged off

the system.

WARNING!

M ak.e zure all uzers are logged off before continuing this process.

Continue |

Housekeeping
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Next, a reminder to back up the system before proceeding. Be
aware that only records marked for deletion will be purged.
This is true for all Control files.

WARNING!

&l Corporation records marked for deletion for zelected
caorporation[z] will be purged. All Pk data files should
be backed up before continuing with this process.

LCancel |

Next, PMX requires the corporation number for which control
records are to be removed.

= Purge Corporation File
File  System Menu  Purge Control Files Mery  Help

Selection Criteria

Corporation:

Finally, PMX shows a confirmation screen indicating when
purge is complete. If records were removed, the total number
of purged records is shown.
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PURGE COMPLETE!

1 Corporation record(z) successfully purged.

Upon completion of the purge, it is recommended that the files
be condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

HNOTICE!

The Corporation file should now be condenzed to releaze
unuzed dizk zpace. Press Continue ba run the condense

procedure now. If pou select Cancel, you zhould proceed
ta the Condense Sypstems Filez Menu.

LCancel |
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Inventory Transaction File

In preparation for purging the Inventory Transactions File, two
steps must be performed: a-Make sure all users are out of the
PMX system and b-Backup the PMX system.

Choose the Inventory Transaction File option from the PMX
Purge System Files Menu.

PMX presents a reminder that all users should be logged off
the system.

WARNING!

Make sure all users are logged off before continuing this process.

Continue |

Next, a reminder to back up the system before proceeding.

WAHRNING!

The following procedure purges multiple files. Al P
data files zhould be backed up before continuing with

thiz process.
Cancel |
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The next screen shows Inventory Transaction purge selection
criteria.

[ Purge Inventory Tranzaction File

File  Sysztem Menu  Purge System Files Menu Search Help

— Selection Criteria

Select
All

Corporation:
Warehouse Range: ¥ i | Thiu I:Ill

Kit Number Range: [+ ﬂ Thiru ﬂ
Item Mumber Range: [ ﬂ Thiu ﬂ
Trang Date Range: ¥ I:l Thiu I:l

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIRMATION TO PURGE ALL RECORDS

dLL [mwentomy Tranzactions records for selected corporation|z)
will be purged. Press Continue to begin thiz process or Cancel

ko exit thiz mezzage.
LCancel |

If Continue is selected, PMX will purge selected Inventory
Transaction records. After processing is complete, the screen
below displays. Indicates number of records removed.
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PURGE COMPLETE!

1 record(z] successfully purged.

Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

[nwentory Tranzaction files should now be condensed to
releaze unused dizk space. Prezs Continue to un the
condense procedure now. | you zelect Cancel, you should
proceed to the Condenze Spztems Files Menu,

Cancel |
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Kit File

In preparation for purging the Kit File, two steps must be
performed: a-Make sure all users are out of the PMX system
and b-Backup the PMX system.

Choose the Kit File option from the PMX Purge System Files
Menu.

PMX presents a reminder that all users should be logged off
the system.

WARNING!

M ake zure all uzers are logged off before continuing this process.

Continue |

Next, a reminder to back up the system before proceeding.

WARNING!

Backup all PM: data files befare continuing!

Cancel |
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The next screen shows Kit purge selection criteria.

= Purge Kit File
Fil=  System Menu  Purge System Files Menu  Search  Help

— Selection Criteria

Select
All

Corporation:
Kit Mumber Range: [v/ ﬂ Thru ﬂ

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIRMATION TO PURGE ALL RECORDS

ALL Eit records for zelected corporation(z] will be purged. Press
Continue to begin this process or Cancel to exit this meszage.

Canicel |

If Continue is selected, PMX will purge selected Inventory
Transaction records. After processing is complete, the screen
below displays. Indicates number of records removed.
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PURGE COMPLETE!

Mo it File records purged.

Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

The Eit file should now be condensed to release unused disk
gpace. Presz Continue ta run the condensze procedure now,
I[f pou zelect Cancel, pou zhould proceed to the Condenze

Systemns Files Menu.
Cancel |
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Material Files

In preparation for purging the Material Files, two steps must be
performed: a-Make sure all users are out of the PMX system
and b-Backup the PMX system.

Choose the Material Files option from the PMX Purge System
Files Menu.

PMX presents a reminder that all users should be logged off
the system.

WARNING!

M ake zure all uzers are logged off before continuing this process.

Continue |

Next, a reminder to back up the system before proceeding.

WAHNING!

The following procedure purges multiple files. Al Phi
data files should be backed up before continuing with

this process.
Cancel |
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The next screen shows material purge selection criteria.

= Purge Material Files
File  Swstem File  Purge System Files Menu  Search Help

—5Selection Criteria

Select
All

Only Records Marked for Deletion: ¥

Item Number Range: v | ‘ﬂ Thru ‘ ‘ﬂ
Commodity Code Range: [v I:Ill Thru l:lll

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIRMATION TO PURGE ALL RECORDS

Al M atenial ltermz, Serial Mumbers, and lnventony recards will be purged.
Prezs Continue to beain this process or Cancel bo exit thiz meszage.

Cancel |

If Continue is selected, PMX will purge selected material
records. After processing is complete, the screen on the next
page displays. Indicates number of records removed.
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PURGE COMPLETE!

E b aterial recard(z] successfully purged.

1 Maternial Text record(z] succeszfully purged.

3 lrventom record(z] succeszsfully purged.
Mo Senal Mumber Recordz purged.

Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

t aterial files zhould now be condenzed to releaze unuzed
dizk zpace. Presz Continue to run the condenze procedure
now. |F pou zelect Cancel, you should proceed to the

Caondenze Systems Files Menu.
Cancel |
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Requisition Files

In preparation for purging the Requisition Files, two steps must
be performed: a-Make sure all users are out of the PMX
system and b-Backup the PMX system.

Choose the Requisition Files option from the PMX Purge
System Files Menu.

PMX presents a reminder that all users should be logged off
the system.

WARNING!

Make zure all uzers are logged off before continuing this process.

Continue |

Next, a reminder to back up the system before proceeding.

WARMING!

The following procedure purges multiple files. Al Phi
data files ghould be backed up before continuing with

thiz process.
Cancel |
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The next screen shows requisition purge selection criteria.

= Purge Requisition Files
File  System Menu  Purge Svstem Files Menu  Search  Help

— Selection Criteria

Select

All

Corporation:

Req. Date Range: [ I:l Thru I:l
P.D. Type Range: ¥ I:lil Thru ?

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIRMATION TO PURGE ALL RECORDS

ALL Reguistion records for zelected corporation(z] will be purged.
Presz Continue ta begin this process or Cancel ko exit thiz mezzage.

Cancel |

If Continue is selected, PMX will purge selected Requisition
records. After processing is complete, the screen on the next
page displays. Indicates number of records removed.
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PURGE COMPLETE!

3 Requizition Header recaord(z] successtully purged.
4 Requisition Ling record(z] successfully purged.

Mo Requizition Test records purged.

Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

Requisition filez zhould now be condenzed to releaze unused
dizk zpace. Press Continue torun the condense procedure
hiow, |f pou zelect Cancel, pou should proceed to the

Condense Systemsz Files Menu,
Cancel |
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RFQ Files

In preparation for purging the RFQ (Request for Quotation)
Files, two steps must be performed: a-Make sure all users are
out of the PMX system and b-Backup the PMX system.

Choose the RFQ Files option from the PMX Purge System
Files Menu.

PMX presents a reminder that all users should be logged off
the system.

WARNING!

Make zure all uzers are logged off before continuing this process.

Continue |

Next, a reminder to back up the system before proceeding.

WARNING!

The following procedure purges multiple files, Al Phis
data filez should be backed up before continuing with

thiz process.
Cancel |
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The next screen shows RFQ purge selection criteria.

= Purge RFQ Files
File  System Menu  Purge Sustem Files Meny  Search  Help

~ Selection Cnitena

Select

All

Corporation:

RFQ Date Range: vl I:I Thru I:I
P.0. Type Range: ¥ I:ILl Thru ?

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIRMATION TO PURGE ALL RECORDS

ALL RFQ records for zelected corporation|z] will be purged. Press
Continue to begin this proceszs or Cancel to exit thiz message.

Cancel |

If Continue is selected, PMX will purge selected RFQ records.
After processing is complete, the screen below displays.
Indicates number of records removed.
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PURGE COMPLETE!

5 RFQ Header record(z] successtully purged.
25 RFQ Line record(2] zuccezsfully purged,
1 RFQ Test record(z) succezsfully purged.

Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

The RF( filez should now be condensed ta release unuzed
dizk space. Press Continue to run the condensze procedure
now. IF pou zelect Cancel, you should proceed to the

Condense Systems Files Menu,
Cancel |
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Vendor Files

In preparation for purging the Vendor Files, two steps must be
performed: a-Make sure all users are out of the PMX system
and b-Backup the PMX system.

Choose the Vendor Files option from the PMX Purge System
Files Menu.

PMX presents a reminder that all users should be logged off
the system.

WARHMING!

take sure all users are logged off befare continuing thiz process.

Continue |

Next, a reminder to back up the system before proceeding.

WARMING!

The following procedure purges multiple files. Al Phi
data files ghould be backed up before continuing with

thiz process.
Cancel |
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The next screen shows vendor purge selection criteria.

= Purge Yendor Files
File  System Menu  Purge Svstem Files Menu  Search  Help

—Selection Criteria

Select
All

Corporation:

Only Records Flagged for Deletion: [~

Yendor Type Range: ¥ l:lll Thru l:lll
Vendor Humber Range: [ ﬂ Thru ﬂ

Yendor Zip Code Range: v I:I Thru I:I

If the Process button is selected without entering any selection
criteria, a final confirmation screen will display.

CONFIRMATION TO PURGE ALL RECORDS

AL Yendor and Yendor Maote records for selected corporation(s)
will be purged. Press Continue ta begin this process or Cancel o

erit this meszage.
Cancel |

If Continue is selected, PMX will purge selected vendor
records. After processing is complete, the screen on the next
page displays. Indicates number of records removed.
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PURGE COMPLETE!

B Wendar record(z] successfully purged.

Mo Wendor Motes purged.

Upon completion of purge, it is recommended that the files be
condensed to free unused disk space. The condense
operation may be performed immediately or may be selected
from the Maintain System Files menu at a later time.

Please Note: The condense operation is not available to users
whose PMX files reside on a database.

NOTICE!

T he Yendar files zhould now be condenzed to releaze unused
dizk space. Prezs Continue to run the condense procedure
fot. [ pow gelect Cancel, you should proceed to the

Condenze Systems Files Menu.
LCancel |
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Condense System Files

Please Note: This option is not available to users whose PMX files reside on
a database.

The Condense System Files menu is available on the Maintain
System Files menu, accessed by choosing the Utilities menu
from the main PMX screen.

Condense System Files options include:

Accounts Payable Files I

Commodity Code File

Control Files. .. |
Inventary Transaction File

Kit File

Material Files

P.0. Files

Requisition Files

RFQ Files

Venidor Files

The procedures for condensing Accounts Payable, Commodity
Code, Control, Inventory Transaction, Kit, Material, P.O.,
Requisition, RFQ and Vendor files are all the same. We will
step through condensing a Commodity Code as an example.

Choose Commodity Code File option from the Condense
System Files menu.

PMX presents a reminder that all users should be logged off
the system. Once all users are logged off the system, select
Continue to proceed.

WAHNING!

M ake sure all uzers are logged off befare continuing this process.

Continue |
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After confirming that all users are logged off, PMX presents a
reminder to check available disk space.

WARNING!

Make sure you have adequate disk zpace on vour workztation
hard drive far a termpaorary copy of the file(z] being condensed.
&l Phd files should be backed up before continuing with

this process.
Cancel |

If you have adequate disk space, choose Continue to proceed.

PMX will display a confirmation message after the condense
operation is complete. Choose OK to return to the PMX
Master System menu.

CONDENSE COMPLETE!

1 Commiodity Code record(z] succeszsfully condensed.
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Access Archived Purchase Orders

Once purchase orders have been removed from active files,
they are stored in archive files. If the archive files have been
removed from your system, they must be restored to the PMX
data directory to view archived purchase orders. The archived
purchase order file names are: POARCH.DAT and
POARCH.IDX.

The Access Archived P.O.s menu is available on the Maintain
System Files menu, accessed by choosing the Utilities menu
from the main PMX screen.

Access Archived P.O.s options include:

Automated History Card
Blanket P.O. Status Report
G/l Account Code Analysis
P.0. Analysis Report
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Automated History Card

[ Archived Automated History Card M= E3
File  System bMenu  Access Archived P.O = Menu  Search  Help
Clear FPrint Setup Exit
Selection Criteria
Colp: Ship To: l:l 7 | Item Numbel:| | 7 |
Buyer ID:I:I 7 I Proj Nbr: 7 |Dlder Date: | |Thru | |
Job Nhr:l:l v I Vendor: e |
Rls|Line |Undr Hame |Vendor Hbr|Item Desc.|Ordr Date] Qt
i 8082 | LIGHTHING FLOOR DIFF| B6/24/708
a89 | PO-288] | 881 |LIGHTHING |AS8088 |CLEAR PLAS| B6/724798] 6888
aag | PO-288] | 883 |LIGHTHING |nS-888 |158 WATT B| B6/724/08] Lo.6808
aag | PO-288] | 885|LIGHTHING |AS5888 |LONG CHAIH| B6/24/98] L4o.0888
aag | PO-288] | 884|LIGHTHING |A5888 |HODULE LIG| B6/24/98] Z20.0088
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
| | | | | | | |
4]|< N

This option allows the search of archived purchase orders and
list selected orders in reverse date sequence (most recent
purchase first).

Choose Automated History Card option from the Access
Archived P.O.s menu.

When this option is selected, a reminder first displays. The
message warns that the POARCH files must be loaded in the
PMX data directory.

WARNING!

Before cantinuing with this program, make sure the carrect

POARCH files exist and are located in the zame directory
where PM= data files reside.

Contine |

After confirming wish to continue, the following screen displays.
Selection criteria is entered in the top portion of the screen,
then select the OK button to submit.

If the Print Card option is pressed, the records selected will be
printed.
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Blanket P.O. Status Report

This option allows searching of archived purchase orders to
retrieve blanket & blanket release orders.

Choose Blanket P.O. Status Report option from the Access
Archived P.O.s menu

When this option is selected, a reminder first displays. The
message warns that the POARCH files must be loaded in the
PMX data directory.

WARNING!

Before continuing with thiz program. make sure the correct

FOARCH filez exizt and are located in the same directony
where PM= data files reside.

Continue |

After confirming your wish to continue, the following screen
displays, presenting quite a few search options.

= Archived Blanket P.0. Status Report Options H=E
File  System Menu  Access Archived P.O.g Menu  Search  Help
Print Setup

— Sort Options Report Dptions
Page Break

Report Sequence: |P-0- Number ﬂl Type: |Delai| j| r

— Selection Criteria
Select
All

Corporation: I:I Select Corps | [All corps selected)

Buyer ID: [ I:Ill

Vendor Mumber Range: v l:lil Thiu I:Iil
P.0. Mumber Range: ¥ |:|l| Thru |:|l|
Item Mumber Range: |ﬂ Thru | | ? |
P.0. Type Range: ? Thru I:Ill
Expiration Date Range: Thiu I:l

Rls. Order Date Hange:
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Once criteria has been entered, the report may be previewed
or printed. Sample preview:

\ Preview Report =]

File Help

A|
CORFORATION: 009 ARCHIVED ELAMEET F.0. ETATUS FEPORT FREE :
FHRECELE F.0. WUHEER. ZEQUENCE DRIE: !
F.0. VERDOE. BUWER. QUANTL T UURNTI T  OBFDER DT/ EXF DT/ ELAl
RUHEER. HRHE LIKE ID ITEH NUHEER IESCRIPTION SHIF-T0  ORDERED RECEIVED ELZE DT IUE DATE TU/H FEL]
41 ERAINTREE 2FFLI 001 "AR ASERNER TEST ITEH FLAG 100 S.0000 0527497 09/01/97 EA
FEL 001 LINE 001 TR ASERHER. TEST ITEH FLAG 100 Z.0000 2.0000 0&¢27,037 08701737 EA
LINE 001 QUANTITY FEHATHING 3.0000 AHOTNT FEHRINIHG
PO NUHEER 41 TOTRL AHOUNT CONTRACTED
FELEASED
EEHRINING
JC-05 LIGHINING ELECT 001 WiE BAR-2000 LONG CHRIN HOZ 100 40,0000 O8¢50 12531785 Eh
FEL 001 LINE 001 TR AR-2000 LONG CHRIN W02 100 200000 0531458 10/15 /58 Eh
FEL 001 LINE 002 TR RF-2000 LONG CHAIN WOZ 101 5.0000 05 31066 12/01f55 ER
LIKE 001 QUANTITY FEHAIHTHG 15.0000 AHOTHT REHRINTHG
JC-05 LIGHINING ELECT 002 "R BE-1739 T-BOLT ELOOR H 100 S0.0000 0531448 12/31/8% BEh
JC-05 LIGHIMING ELECT 003 WOR AC-3000 FLOOR DIFFUSER 100 100000 0 #3158 12)31758 ER
FEL 001 LINE 003 TR AC-3000 FLOOR. DIFFUSER 100 60000 0831488 11/15/58 Eh
LINE 003 QUARNTITC FEHAINING 4.0000 RHOUNT FEHRINING il
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G/L Account Code Analysis

This option allows searching of archived purchase orders by
G/L account code information.

Choose G/L Account Code Analysis option from the Access
Archived P.O.s menu

When this option is selected, a reminder first displays. The
message warns that the POARCH files must be loaded in the
PMX data directory.

WARNING!

Before continuing with this program, make sure the comect
POARCH files exizt and are located in the zame directary
where P& data files reside.

Continue |

After confirming your wish to continue, the following screen
displays, presenting first level of search criteria.

FFFERE

The AddI Criteria button is available if the G/L Account Code
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hierarchy levels are set up on the Corporation Control record.
The following example screen shows the three levels of
division, department and account.

Clear Print Setup

—Additional 5election Criteria

— G/L Account Code Hierarchy

Select
Description All

DIV I |

DEPT 4 |

ACCT i |

~CteinJJ_Peosen |

Once criteria has been entered, the report may be previewed
or printed. Sample preview:

i Preview Report _ (O]

File= Help
-
CORPORATION: 009 BRIHIVED 6/L ACCOUNT COLE FEPURT PRIE: j
FIERDIT JOE WUHEEE. SE(UENCE DATE: 1
O, URDER EHOUNT 0ED
/L ACCOUNT CODE  JUE MER FROJ MER EEQ ID NUMEER FLS LKE LRIE VENDOE: MEHE ITEH IESMRIPTION  INVOICE &
™0l 00¢ 10/26,/92 LAWGON COHPRNY — JUNE l
™0l 005 10/26/92 LAWGON COHPRNY HORE JUME ht
™01 005 10/26/92 LAWGON COHPENY HOBE JUME |
11001 Po-2 001 0501487 AEC CORPORATION V-BOLT FLOCE HOUNT Xt
11001 Fo-5 002 043057 ERAINTREE HPPLIA U-EOLT FLOCE HOUNT Xt
11001 Po-6 002 05 /04,57 ERAINTREE APPLIA U-EOLT FLOCE HOUNT 300
11001 Fo-7 002 0571557 ERAINTREE APPLIA U-EOLT FLOCE HOUNT Xt
11001 Po-3 001 05/20/87 AEC CORPORATION V-BOLT FLOCE HOUNT Xt
11001 FO-15 001 03/15/57 LAWSON COHPENY  U-BOLT FLOCE HOUNT 38
11001 Fo-15 001 02/15/57 FRRT CORPORATION U-EOLT FLOCE HOUNT 30
11001 Po-20 001 01/15/57 LIGHINING ELECTR U-EOLT FLOCE HOUNT =5
11001 Fo-21 001 12/15/56 LAWGON COHPENY  U-BOLT FLOCE HOUNT 38
11001 Po-22 001 11/15/56 LIGHINING ELECTR U-EOLT FLOCE HOUNT =5
11001 ™01 001 10/26/92 LAWGON COHPENY  U-BOLT FLOCE HOUNT Xt
11001 TOTID 001 03/24/96 LAWSON COHPENY  U-BOLT FLOCE HOUNT Xt
11001 FO-T0ID 001 08924096 LAWEON COHPANY  U-BOLT FLOOR HOUNT 3
11001 JC-05 001 002 05/25/59 LAWEON COHPANY  U-EOLT FLOOER HOUNT 22t
21002 FO-1 001 05,0457 ABC CORFORATION LONG CHAIN NOSE FLIER 22t
21002 FO-7 001 05,15y457 ERAINTREE AFFLIA LONG CHAIN HOZE FLIER 3
21002 FO-3 001 041557 ERAINTREE AFFLIA LONG CHAIN NOZE FLIER S
21002 JC-06 001 0531455 ERAINTREE AFFLIA LONG CHAIN NOSE FLIER S
21002 F0-15 001 0522457 HART CORPORATION LONG CHAIN NOSE FLIER S
21002 JC-05 001 001 05/25/59 LAWEON COHPANY LONG CHRIN HOSE FLIER 15
31003 F0-10 001 04,10y57 ERAINTREE AFFLIA FLOOR DIFFUSER ¥
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P.O. Analysis Report

This option allows searching of archived purchase orders using
a wide variety of criteria.

Choose P.O. Analysis Report option from the Access
Archived P.O.s menu

When this option is selected, a reminder first displays. The
message warns that the POARCH files must be loaded in the
PMX data directory.

WARNING!

Before continuing with thiz program. make sure the correct
FOARCH filez exizt and are located in the same directony
where PM: data files reside.

Continue |

After confirming your wish to continue, the following screen
displays, presenting quite a few search options.

= Archived Purchaze Order Analyzis Report Options [_ (O] x]
File  Swustem Menu  Accesz Archived P.0 .z Menu  Search  Help
Clear I Prnt Setup | Exit

—Sort Options Report Dptions Page
Primary Sequence: | P.0. Number j| Blegk
Type:| Detail j| il
Secondary Sequence: | j|

—Selection Criteria

Corporation:

Buyer ID Range:
Ship To Code Range:
Order Date Range:

Yendor Humber Range:
P.0. Humber Range:

Item Humber Range:

Project Humber Range:

Job Humber Hange:

Commodity Code Range:

¥endor Type Range:

EURE U I B I KR B U

P.0. Type Range: [

Preview
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Once search criteria has been entered, the purchase orders
may be previewed or printed. Sample preview:

i Preview Report _ (O]

File= Help

FO-3

P-4

FO-5

FO-6

CORPORATION: 009

ool

ool

ool
[ule]

ool
[ule]

05,0457

a5,/01457

04 /1057

04 /15,457

04 /30,457

0504457

05 /15,57

0520087

04 /15,457

05 J3LrEE

REC CORPORETI 0N

BEC CORPORATT O

HERT CORPORATIO

LIGHTHING ELECT

ERAINTREE AFFLI

ERAINTREE AFFLI

ERAINTREE AFFLI

AEC CORFORATION

ERAINTREE AFFLI

ERAINTREE AFFLI

F.0. HUHEER. SEQUENCE

AR-2000

BE-1783

AD-4000

AE-5000

AD-4000
BE-1783

AE-5000
BE-1783

AR-2000
AE-1753

AE-1753

AR-2000

AR-2000
AE-1753

LOMG CHAIN HOSE T

U-BOLT FLOOE HOTH

ATR FILTER

HOOULE LIGHT

ATR FILTER
U-BOLT FLOOE HOTH

HOOULE LIGHT
U-BOLT FLOOE HOTH

LOWG CHARIN WOSE F
U-BOLT FLOOE. HOUW

U-BOLT FLOOE. HOUW

LOWG CHARIN WOSE F

LOWG CHARIN WOSE F
U-BOLT FLOOE. HOUW

BRCHIVED FURCHASE OFLER ZMALYSIZ REPORT

0

50

20

20

25
50

20
40

50
50

50

40

40
50

Qoo

alilile}

alilile}

alilile}

alilile}
alilile}

alilile}
alilile}

D000
D000

D000

D000

D000
D000

QUEHTI Ty =
FECEIVED T/H ILV DATE O

20

20

20
40

20
3

50

L0000 BR 04020 /57

L0000 BA 05,005 /57

L0000 BA - 05011057
L0000 BA - 05011057

L0000 BA 05015 /57
L0000 BA 05015 /57

0000 Ef 0600457

-
PAGE:
[

DATE:

ER 05,12/88

ER 05/11/387

ER 05728787
ER 05728787

ER 05701787

ER  10y15/&5
ER  10y15/&5 bl
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Overview

Please Note:

The Imports Menu allows you to import or “upload” data into
PMX. The import options allow for an electronic interface so
that you don’t have to manually enter data in PMX.

The system uploading information must send the data in a
specific format outlined in this chapter.

To access the Imports Menu, follow the steps outlined below.

Choose the Utilities button from the PMX Master Menu.

Maintain System Files,., #
Catalog Security

Clear Ownership IDs
Corporate Security
Password Security

Reset Workstation IDs
LIsers Logged On PMX

Req. Approval Email Log
Imports... 4

Choose the Imports Menu button from the PMX Utilities Menu.

To Maintain Addl. Matl, Text
To Maintain G/L Account Codes
To Maintain Material Items

To Maintain Vendors

To Upload Inventory. Trans.
To Upload Receipts

To Upload Requisitions

To Upload Standard P.O.5

To Maintain Inventaory

Choose the desired button from the Imports Menu to access
the import programs described on the following pages.

Bellwether CANNOT support external data that was
imported into PMX by any means other than the imports
described in this chapter.
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Import to Maintain Additional Material Text

This import program allows another system to maintain
additional material text. PMX can receive this information and
store along with other Material information.

Please Note: Additional Material Text is optional and can be added as
needed.

Overview of the import Additional Material Text process:

e Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

¢ Run Import to Maintain Additional Material Text program.
The import program reads the file and validates the
information before updating the PMX databases.

Import Additional Material Text File Format

The Import Additional Material Text File must be formatted as
follows:

Position Length Format Field Required?

1 1 Alphanumeric | Transaction code Y

A =Add
C =Change
D = Delete

Note: not case sensitive, will accept either upper or
lower case values

2-4 3 Numeric Corporation Y

The Corporation Number links the Additional Material
Text to an existing Corporation Record. If you operate
in a single-corporation environment, you must still
supply a Corporation Number in the import record.

5-19 15 Alphanumeric | Iltem Number Y

Iltem Number must exist on the Material file in the
corporation entered above.

20-30019 30,000 | Alphanumeric | Additional Material Text N

All 30,000 bytes are not required to be filled. You may
populate as much of this field as required for an item
number.

Please Note: This import file layout may be of variable length depending on
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the length of the ‘Additional Material Text’ field.

The Additional Material Text field must be populated for the
“add” or “change” transaction codes.

Import Additional Material Text Procedure

Steps required to import additional material text:

Step Action

1. Format Import Additional Material Text file.

2. Place the import file in the same directory as the rest
of the PMX data files. File name must be
MTXIMP.DAT

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

o0 |w

Select “Import to Maintain Additional Material Text”.

Once you select the “Import to Maintain Additional Material
Text” option PMX reminds you to place the import file in the
appropriate folder:

Import to Maintain Addl M atenial Text

Before continuing with thiz program, make sure an impork
raterial text file named MTHIMP.DAT exists and i located in
©OAPRENDATAN

After the Import button is selected, the import file is validated.
If all import records pass validation, the PMX database is
updated. Number of records processed is displayed.

@ Records Proceszed

9 Record(z] Successfully Procezsed
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If any of the import records failed validation , the number of
records in error will display. The PMX database is updated
with all records that pass validation. The Troubleshooting
section at the end of this chapter can help you identify the
problem with records that do not pass validation.

Import Becords in Error

9 Import record(z] in emror
1 Import record[s] zuccessfully proceszed

Error report has been generated.

Print |
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Import to Maintain General Ledger Accounts

Please Note:

This import program allows another system to maintain valid
General Ledger Account Numbers. PMX can confirm the
validity of general ledger account numbers entered on
purchase orders, requisitions, requests for quotations and
invoices.

Refer to the chapter “Optional Control Files — G/L Account
Code Records” for information on manually setting up G/L
Account Codes.

General Ledger Account Codes are optional and can be added
as needed.

Overview of the import G/L Account code process:

¢ Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

e Run Import to Maintain G/L Accounts program. The import
program reads the file and validates the information before
updating the PMX databases.

Import General Ledger Account File Format

The Import General Ledger Account File format is shown
below. The import file can be an ASCII file or a spreadsheet
file.

The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Position

Length

Format

Field Required?

1

Alphanumeric

Transaction code Y

A =Add
C =Change
D = Delete

Note: not case sensitive, will accept either upper or lower
case values

2-4

Numeric

Corporation Y
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The Corporation Number links the Account Code to an
existing Corporation Record. If you operate in a single-
corporation environment, you must still supply a
Corporation Number in the import record.

If G/L account number is to be used across corporations it
must be set up in each corporation.

5-24

20

Alphanumeric

Account Number Y

Each G/L account must have a unique identification
number.

25-54

30

Alphanumeric

Description N

Describes the G/L account.

55-66

12

Numeric

Period One N
Budget Control Amount 9(9)V9(2)
Implied decimal between ninth and tenth digits.
Sign trails budget control amount.

67-79

13

Numeric

Period One N
Budget Accumulated Amount 9(10)V9(2)
Implied decimal between tenth and eleventh digits.
Sign trails budget accumulated amount.

80-87

Numeric

Period One N
Budget Period From Date CCYYMMDD

88-95

Numeric

Period One N
Budget Period Thru Date  CCYYMMDD

96-107

12

Numeric

Period Two N
Budget Control Amount 9(9)V9(2)
Implied decimal between ninth and tenth digits.
Sign trails budget control amount.

108-120

13

Numeric

Period Two N
Budget Accumulated Amount 9(10)V9(2)
Implied decimal between tenth and eleventh digits.
Sign trails budget accumulated amount.

121-128

Numeric

Period Two N
Budget Period From Date CCYYMMDD

129-136

Numeric

Period Two N
Budget Period Thru Date  CCYYMMDD

Please Note:

Spaces in any of the fields (that are not required) on an “add”
transaction will result in spaces in the file.

Spaces in any of the fields (that are not required) on a
“change” transaction will not change the existing fields in the
file.

Asterisks in any of the fields (that are not required) on a
“change” transaction will space out the existing fields in the file.
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Import General Ledger Account Code Procedure

Steps required to import General Ledger Account Codes:

Step Action
1. Format Import General Ledger Account file.
2. Place the import file in the same directory as the rest

of the PMX data files. File name must be
ACTIMP.DAT(ASCII file) or ACTIMP.CSV
(Spreadsheet file.)

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

o0 |w

Select “Import to Maintain G/L Accounts”.

Once you select the “Import to Maintain G/L Accounts” option,
PMX reminds you to place the import file in the data
subdirectory created when the Purchasing Management eXtra
software was installed. (If defaults were used in the install, this
directory is named \PMX\DATA\.)

Import to Maintain G/L Acconut Cdoes

. Thiz program importz an ASCH file named .ﬁ.ETII'~:-1F'.D.-'l'-.T or a
zpreadsheet file named ACTIMP.CSY. Before u:u:untinui_ng,

make zure vaur impart file exists and iz located in
WPRAEADAT AN,

Select appropriate process below,

Import Spreadzheet File l

After the Import button is selected, the import file is validated.
All import records that pass validation update the PMX
database. Number of records successfully processed is
displayed.

[ Becords Proceszzed

9 Hecord[z] Succeszfully Proceszsed

If any of the import records failed validation, the number of
records in error will display. The Troubleshooting section at
the end of this chapter can help you identify the problem.
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Import to Maintain Material Items

Please Note:

This import program allows another system to maintain the
Material File. This file contains an on-line catalog of items that
your company commonly purchases. If an item is listed in the
Material File you will not have to re-enter standard ordering
information on purchase orders, requisitions, or requests for
quotations.

Listing items in the Material File is optional. Items can be
added as needed.

Overview of the import Material ltems process:

¢ Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

¢ Run Import to Maintain Material ltems program. The import
program reads the file and validates the information before
updating the PMX databases.

Import Material Items File Format

The Import Material file format is shown below. The import file
can be an ASCII file or a spreadsheet file.

The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Position

Length

Format

Field Required?

1

Alphanumeric

Transaction code Y
A = Add

C =Change
D = Delete

Note: not case sensitive, will accept either upper or lower
case values

2-4

Numeric

Corporation Y
The Corporation Number links the Account Code to an
existing Corporation Record. If you operate in a single-
corporation environment, you must still supply a
Corporation Number in the import record. See note below
regarding corporation number.

5-19

15

Alphanumeric

ltem Number Y
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20-49 30 Alphanumeric | Description N
Describes the item.
50-54 5 Alphanumeric | Commodity Code N
55-57 3 Alphanumeric | Unit of Measure N
58-70 13 Numeric Standard Unit Cost 9(9)V9(4) N
Decimal is implied between the ninth and tenth digits.
71-77 7 Alphanumeric | Routing Code N
78-87 10 Numeric Economic Order Quantity 9(6)V9(4) N
Decimal is implied between the sixth and seventh byte.
88-107 20 Alphanumeric | G/L Account Code N
108 1 Alphanumeric | Taxable N
Y = Yes, item is taxable
N = No, item is not taxable
Blank = If item being imported is new, the Taxable Default
for Corporation will be used for item. If item being
imported already exists, a blank in this field will not
change the taxable value on the record.
Note: not case sensitive, will accept either upper or lower
case values.
109-111 3 Numeric Primary Vendor Corporation N
If you are running with multiple corporations, the Primary
Vendor Corporation links the item to its primary vendor by
the Corporation ID to which the vendor is assigned.
If left blank, defaults to the Corporation of the item.
112-121 10 Alphanumeric | Primary Vendor Number N
This must be an existing vendor ID on the vendor master
file.
122-136 15 Alphanumeric | Primary Vendor ltem N
ID assigned to the item by the primary vendor.
137-149 13 Numeric Primary Vendor Unit Price 9(9)V9(4) N
Decimal is implied between the ninth and tenth digits.
150 1 Alphanumeric | Stock Item N

Y = Yes, item is stocked

N = No, item is not stocked

Blank = If item being imported is new, the Stock ltem
Default for Corporation will be used for item. If item being
imported already exists, a blank in this field will not
change the stock item value on the record. (Note: The
value for Stock ltem Default is "Y" if you have purchased
the Inventory Module; otherwise it is "N".)

Note: not case sensitive, will accept either upper or lower
case values.

Please Note:

If you are running with multiple corporations all material
records are available to all corporations regardless of the
corporation number. It is recommended that the corporation
number be consistent. The same material record cannot be
created with different corporation numbers.

Spaces in any of the optional fields on an "add" transaction will
result in spaces in the file except in the cases of Taxable and
Stock Item fields. See individual fields above.

Import
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Spaces in any of the optional fields on a “change” transaction
will not change the existing fields in the file.

Asterisks in any of the optional fields on a "change" transaction
will space out the existing fields in the file except for Taxable
and Stock Item fields. These fields cannot be spaced out and
will render an error if an asterisk is entered in these fields.

The Commodity Code, Unit of Measure, and the G/L Account
Code fields are validated based on the fields’ Edit Option
values in the Control File for the specified Corporation Number.
For example, if the edit option for one of these fields requires
an entry, you must import the record with an entry in that field.

Import Material ltems Procedure

Steps required to import Material Items:

Step | Action
1. Format Import Material Items file using another
information system.
2. Place the import file in the same directory as the rest

of the PMX data files. File name must be
MTLIMP.DAT (ASCII file) or MTLIMP.CSV
(Spreadsheet file.)

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

A el I

Select “Import to Maintain Material Items”.

Once you select the “Import to Maintain Material ltems” option
PMX reminds you to locate the import file in the appropriate
folder:

Import to Maintain Matenal Items

Thiz program importz an ASCH file named MTLIHP:D.-’-'-.T ara
spreadsheet file named MTLIMP.CSY. Before u:u:untinu_ing,

rake sure your import file exists‘and is located in
SPHAADATAL. .

Make appropriate selection below.

Import Spreadsheet File !

After the Import button is selected, the import file is validated.
If all import records pass validation, the PMX database is
updated. Number of records processed is displayed.
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[ Becords Proceszzed

9 Hecord[z] Succeszfully Proceszsed

If any of the import records failed validation, the number of
records in error will display. The PMX database is updated
with all records that pass validation. The Troubleshooting
section at the end of this chapter can help you identify the
problem with records that do not pass validation.

Import Becords in Error

3 Import Record(s] in Error

5 Records imported. Error report has been generated.

Preview Print
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Import to Maintain Vendors

This import program allows another system to maintain the
Vendor File information. Any time you wish to issue a request
for quotation or a purchase order to that vendor, you need only
enter the desired ID code to recall all information for that
vendor.

Please Note: A vendor is required on any P.O. Vendors can be added as

Import Vendors File Format

needed.
Overview of the import Vendors process:

e Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

e Run Import to Maintain Vendors program. The import
program reads the file and validates the information before
updating the PMX databases.

The Import Vendor Inventory file format is shown below. The
import file can be an ASCII file or a spreadsheet file.

The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Position

Length

Format

Field Required?

1

Alphanumeric

Transaction code Y
A = Add

C =Change
D = Delete

Note: not case sensitive, will accept either upper or lower
case values

2-12

11

Alphanumeric

DUNS Number N

13-15

Numeric

Corporation Y
If you operate in a single-corporation environment, you
must still supply a Corporation Number in the import
record.
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If you are operating in a multiple-corporation environment

and you want the vendor to be accessible across

corporations, enter “000”.

If running with multiple corporations and you do not wish

the vendor accessible to all corporations, enter the

corporation number. Create one record for each

corporation and vendor.
16-25 10 Alphanumeric | Vendor Number Y
26-55 30 Alphanumeric | Vendor Name N
56-85 30 Alphanumeric | Address 1 N
86-115 30 Alphanumeric | Address 2 N
116-145 30 Alphanumeric | Address 3 N
146-168 23 Alphanumeric | City N
169-183 15 Alphanumeric | State N
184-192 9 Alphanumeric | Zip N
193-211 19 Alphanumeric | Contact Name N
212-231 20 Alphanumeric | Phone Number N
232-235 4 Alphanumeric | Extension N
236-254 19 Alphanumeric | 2" Contact Name N
255-274 20 Alphanumeric | 2" Contact Phone Number N
275-278 4 Alphanumeric | 2" Contact Extension N
279-281 3 Alphanumeric | Vendor Type N
282-287 6 Alphanumeric | Vendor Group N
288-302 15 Alphanumeric | FOB Point N
303-321 19 Alphanumeric | Ship Via N
322-331 10 Alphanumeric | FreeForm Terms N
332-334 3 Alphanumeric | Terms Code: Freeform Terms and Terms Code are N

mutually exclusive.
335-337 3 Numeric Alternate Payee Vendor Corporation N

This field must be “000” or match the corporation field.
338-347 10 Alphanumeric | Alternate Payee Vendor Number N
348-348 1 Alphanumeric | Fax/Email Flag — F = Fax, E = Email, blank = neither N
349-368 20 Alphanumeric | Fax Phone Number N

Required if Fax/Email flag is set to F
369-418 50 Alphanumeric | Email Address N

Required if Fax/Email Flag is set to E

Please Note: The Vendor Type and Vendor Group are edited based on the
value in the edit option of the control file for the corporation
number specified. Example: if the edit option for one of these
fields requires an entry, the user must import the record with an
entry in this field.

Import Vendor File Procedure

Steps required to import Vendor information:

Step | Action
1. Format Import Vendor file using another information
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system.

2. Place the import file in the same directory as the rest
of the PMX data files. File name must be
VENIMP.DAT.(ASCII file or VENIMP.CSV
(Spreadsheet file.)

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

o0 AW

Select “Import to Maintain Vendors”.

Once you select the “Import to Maintain Vendors” option PMX
reminds you to locate the import file in the appropriate folder:

Import to Maintain Yendorz

Thiz program imparts an A5CI file named UENIHF‘.DI—\T o &
spreadsheet fle named YENIMP.CSY. Befare n:l:untinuing,

make sure your impart file exists and iz located in
YPREADATAY,

Select appropriate process below,

Import Spreadsheet File

After the Import button is selected, the import file is validated.
If all import records pass validation, the PMX database is
updated. Number of records processed is displayed.

= Records Processed

9 Hecord[z] Succeszsfully Proceszed

If any of the import records failed validation, the number of
records in error will display. The PMX database is updated
with all records that pass validation. The Troubleshooting
section at the end of this chapter can help you identify the
problem with records that do not pass validation.

Import BRecords in Error

3 Import Record(s] in Error

5 Records imported. Error report has been generated.

Preview Print
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Import to Upload Inventory Transactions

This import program allows another system to notify PMX of
reductions in inventory. This will keep the PMX inventory
balances accurate.

Overview of the import Inventory Transactions process:

¢ Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

e Run Import to Upload Inventory Transactions program. The
import program reads the file and validates the information
before updating the PMX databases.

Import Inventory Transactions File Format

The Import Inventory Transactions File format is shown below.
The import file can be an ASCII file or a spreadsheet file.

The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Position | Length | Format Field Required?

1-3 3 Numeric Corporation Y

The Corporation Number links the Inventory Transaction
to an existing Corporation Record. If you operate in a
single-corporation environment, you must still supply a
Corporation Number in the import record.

4-10 7 Alphanumeric | Warehouse Number Y

Must be a valid warehouse number in the “ship to”
configuration.

11-13 3 Alphanumeric | Shipper ID N
14-21 8 Numeric Issue Date Y
The issue date format must be: CCYYMMDD.
If no date is supplied the import program will write the
current date in the transaction.
22-36 15 Alphanumeric | ltem number Y

Iltem number must be valid in the inventory file for the
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warehouse and corporation in this transaction.

37-49 13 Numeric Quantity issued 9(9)V9(4) Y
Decimal is implied between the ninth and tenth digits

Quantity issued cannot be zero, negative or non-numeric

50-52 3 Alphanumeric | Unit of Measure Y

If unit of measure in this transaction does not match the
unit of measure on the inventory master file, a conversion
record must exist.

53-72 20 Alphanumeric | G/L Account Code N
73-82 10 Alphanumeric | Receiving Department N
83-89 7 Alphanumeric | Job Number N
90-101 12 Alphanumeric | Consumer N
102-110 9 Alphanumeric | Stock Requisition Number N
111-113 3 Numeric Stock Requisition Number Line Number N
Import Inventory Transaction File Procedure
Steps required to import Inventory Transactions:
Step Action
1. Format Import Inventory Transactions file using
another information system.
2. Place the import file in the same directory as the rest

of the PMX data files. File name must be
TRNIMP.DAT(ASCII file) or TRNIMP.CSV
(Spreadsheet file.)

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

|0 B|w

Select “Import to Upload Inventory Transactions”.

Once you select the “Import to Upload Inventory Transactions”
option PMX reminds you to place the import file in the
appropriate folder:

Import to Upload Inventory Tranzactions
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Thiz program importz an A5Cl file named TRMIMP.DAT or a
gpreadzheet file named TRMIMP.CSY. Before continuing,
make gure vaur import file existe and iz located in

WPhld4NFILE 54,
Select appropriate process below.

Import ASLI File ! Impont Spreadsheet File

After the appropriate import button is selected, the import file is
validated. If any of the import records would reduce the
balance on an inventory record to below zero a warning will be
displayed.

B Megative Items Found Ed

9 records processed.

One or more will reduce inventory to below zero.
Do you wizh to continue?

Prexiew Print E xit

If all import records passed validation, the PMX database is
updated. Number of records processed is displayed.

[ Becords Proceszzed

9 Hecord[z] Succeszfully Proceszsed

If any of the import records failed validation, the number of
records in error will display. The Troubleshooting section at
the end of this chapter can help you identify the problem.
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Import to Upload Receipts

This import program allows another system to notify PMX of
increases in inventory due to receipt of incoming product. This
will keep the PMX inventory balances accurate.

Please Note: The Inventory Module is not required for this process.
Receipts may be imported simply to close out purchase orders.

Overview of the import Upload Receipts process:

e Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

e Run Import to Upload Receipts program. The import
program reads the file and validates the information before
updating the PMX databases.

Import Receipts File Format
The import file can be an ASCII file or a spreadsheet file.
The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Position | Length | Format Field Required?

1-3 3 Numeric Corporation Y

The Corporation Number links the Receipt Transaction to
an existing Corporation Record. If you operate in a single-
corporation environment, you must still supply a
Corporation Number in the import record.

4-12 9 Alphanumeric | P.O. Number Y
13-15 3 Numeric P.0O. Release Document Number Y
16-18 3 Numeric P.O. Release Line Number Y
19-21 3 Numeric P.O. Line Number Y
22-24 3 Numeric P.0O. Release Number Y
25-32 8 Numeric Receipt Date CCYYMMDD N
If not supplied, PMX uses current date as Receipt Date.
33-35 3 Alphanumeric | Receiver ID N
36-47 12 Alphanumeric | Packing Slip Number N
48-50 3 Alphanumeric | Unit of Measure N
51-60 10 Numeric Quantity Accepted 9(6)V9(4) Opt.

Implied decimal between sixth and seventh digits.
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61 1 Alphanumeric | Quantity Accepted Sign. Opt.
Quantity Accepted is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

62-71 10 Numeric Quantity Rejected 9(6)V9(4) Opt.
Implied decimal between sixth and seventh digits.

72 1 Alphanumeric | Quantity Rejected Sign. Opt.
Quantity Rejected is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

73 1 Numeric Shipment Code N
P = Partial Shipment
C = Complete Shipment

Please Note:

Import Receipts Procedure

The Receiver ID and Unit of Measure are edited based on the
value in the edit option of the control file for the corporation
number specified. Example: if the edit option for one of these
fields requires an entry, the user must import the record with an
entry in this field.

At a minimum, either Quantity Accepted or Quantity Rejected

may be filled. Both are not required but at least one must be
filled.

Steps required to import Receipts:

Step Action

1. Format Import Receipts file using another information
system.

2. Place the import file in the same directory as the rest
of the PMX data files. File name must be
RECIMP.DAT

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

o0 AW

Select “Import to Upload Receipts”.

Once you select the “Import to Upload Receipts” option PMX
reminds you to place the import file in the appropriate folder:
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Import to Upload Receipts

Thiz program importz an A5CH file named BECIMP.DAT ar a
zpreadsheet file named RECIMP.CSY. Before continuing,
make zure your import file exiztz and iz located in

SPhEAIWFILE SN,
Select appropriate procezs below,

Import Spreadsheet File |

After the appropriate Import button is selected, the import file is
validated. If all import records pass validation, the PMX
database is updated. Number of records processed is
displayed.

[ Becords Proceszzed

9 Hecord[z] Succeszfully Proceszsed

If any of the import records failed validation, the number of
records in error will display. The Troubleshooting section at
the end of this chapter can help you identify the problem.
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Import to Upload Requisitions

Please Note:

This import program allows Requisitions to be maintained in

another system, then imported into PMX. The Import

Requisition file contains an on-line catalog of requisitions
requested.

Overview of the import Requisition process:

Import Requisition File Format

Requisitioned items must be listed in the Material Master File.

Host system formats information to be imported in PMX.
Import file is placed in the appropriate folder on the PMX

computer.

Run Import to Upload Requisitions program. The import
program reads the file and validates the information before

updating the PMX databases.

The Import Requisition file must be formatted as follows:
The import file can be an ASCII file or a spreadsheet file.
The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below

Position | Length | Format Field Required?
1-3 3 Numeric Corporation Y
The Corporation Number links the Requisition to an
existing Corporation Record. If you operate in a single-
corporation environment, you must still supply a
Corporation Number in the import record. See note
below regarding corporation number.
4-12 9 Alphanumeric | Requisition Number Y
Must be unique. This number cannot already exist in the
Requisition File.
13-15 3 Numeric Line number Y
16-23 8 Numeric Requisition Date CCYYMMDD N
If not filled, import fills with current date.
24-31 8 Numeric Date Needed CCYYMMDD Y
32-38 7 Alphanumeric | Ship-To Code N
39-41 3 Alphanumeric | Bill-To Code N
42-59 18 Alphanumeric | Ship Via N
60-74 15 Alphanumeric | FOB Point N
75-78 4 Alphanumeric | P.O. Type N
79-88 10 Alphanumeric | Project Number N
Import 6-23




89-91 3 Alphanumeric | Prepaid Freight N
92-101 10 Alphanumeric | Suggested Vendor Number N
102-120 19 Alphanumeric | Vendor Contact N
121-135 15 Alphanumeric | Vendor’s Item Number N
136-155 20 Alphanumeric | G/L Account Code N
156-162 7 Alphanumeric | Job Number N
163-165 3 Alphanumeric | Buyer ID N
166-177 12 Alphanumeric | Buyer Name N
178-180 3 Alphanumeric | Expeditor ID N
181-192 12 Alphanumeric | Expeditor Name N
193-195 3 Alphanumeric | Requisitioner ID N
196-207 12 Alphanumeric | Requisitioner Name N
208-222 15 Alphanumeric | Iltem Number Y

Must be valid in Material Master file. If an ltem Number

is not provided, the Import program will fill the Item

Number field with an asterisk (*).
223-227 5 Alphanumeric | Commodity Code N
228-257 30 Alphanumeric | Material Description N
258-267 10 Numeric Quantity 9(6)V9(4) Y

Decimal is implied between the sixth and seventh digits.

A quantity of “zero” is not valid data. If a quantity is not

supplied (or zero), the quantity on the requisition created

will default to the ‘Economic Order Quantity’ found on the

Material Master file for the item. If the ‘Economic Order

Quantity’ is not filled, the import will be rejected. A

quantity should be provided.
268-270 3 Alphanumeric | Unit of Measure N
271-281 11 Numeric Unit Price 9(7)V9(4) N

Decimal is implied between the seventh and eighth digits.

If a unit price is not supplied, the unit price on the

requisition created will default to the ‘Unit Price’ found on

the Material Master file for the item.
282-288 7 Numeric Discount Amount 9(5)V9(2) N

Decimal is implied between the fifth and sixth digits.

Discount Amount and Percentage are mutually exclusive.

Populate one field or the other. PMX will not accept a

requisition with both fields filled.
289-292 4 Numeric Discount Percent 99V99 N

Decimal is implied between the second and third digits.

Discount Amount and Percentage are mutually exclusive.

Populate one field or the other. PMX will not accept a

requisition with both fields filled.
293-299 7 Alphanumeric | Routing Code N
300-305 6 Alphanumeric | Current Accounting Period N

Formatted: MMCCYY
306 1 Alphanumeric | Receipt Required N

Y = Yes, receipt is required

N = No, receipt is not required

If this field is not populated at import, default from

Material Master or Corporation Control is moved in to the

newly created requisition.
307 1 Alphanumeric | Inspection Required N
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Y = Yes, inspection is required
N = No, inspection is not required

If this field is not populated at import, default from
Material Master or Corporation Control is moved in to the
newly created requisition.

308-313 6 Alphanumeric | Inspection Code N

—_

314 Alphanumeric | Taxable N

Y = Yes, item is taxable
N = No, item is not taxable

If this field is not populated at import, the default from
Material Master or Corporation Control is moved in to the
newly created requisition.

315 1 Numeric Priority Code N

A default value of “1” is populated in the newly created
requisition if this field is not filled at import.

Please Note: Corporation number is a required field. It must be numeric and
existing on PMX’s Corporation record. Corporation may not be
flagged for deletion.

The appropriate fields will be validated based on configured
Requisitions Edit Options, entered on the Corporation Control
record.

Import Requisition Procedure

Steps required to import Requisitions:

Step | Action
1. Format Import Requisition file using another
information system.
2. Place the import file in the same directory as the rest

of the PMX data files. File name must be
REQIMP.DAT or REQIMP.CSV

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

@B |

Select “Import to Upload Requisitions”.

Once you select the “Import to Upload Requisitions” option
PMX reminds you to locate the import file in the appropriate
folder:
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Import to Upload Requisitions

T hiz program importz an 5T file named REQIMP.DAT or a
spreadshest file named REQUIMPECSY. Befare continuing,
rake-sure your impork file exists and iz lozated in
EAPMEADATAN,

Select appropriate process below,

Import Spreadsheet File I

After the Import button is selected, the import file is validated.
If all import records pass validation, the PMX database is
updated. Number of records processed is displayed.

[ Becords Proceszzed

9 Hecord[z] Succeszfully Proceszsed

If any of the import records failed validation the number of
records in error will display. The Troubleshooting section at
the end of this chapter can help you identify the problem.

6-26

Import



Import to Upload Standard Purchase Orders

Please Note:

This import program allows Standard Purchase Orders to be
maintained in another system, then imported into PMX. The
Import Standard Purchase Orders file contains an on-line
catalog of standard purchase orders.

Ordered items must be listed in the Material Master File.
Overview of the import Standard Purchase Order process:

¢ Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

¢ Run Import to Upload Standard Purchase Orders program.
The import program reads the file and validates the
information before updating the PMX databases.

Import Standard Purchase Order File Format

The Import Standard Purchase Order file must be formatted as
follows. The import file can be an ASCII file or a spreadsheet
file.

The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Position | Length | Format Field Required?
1-3 3 Numeric Corporation Y
The Corporation Number links the Purchase Order to an
existing Corporation Record. If you operate in a single-
corporation environment, you must still supply a
Corporation Number in the import record. See note
below regarding corporation number.
4-12 9 Alphanumeric | Purchase Order Number Y
Must be unique. This number cannot already exist in the
Purchase Order File.
13-15 3 Numeric Line number Y
16-23 8 Numeric Purchase Order Date CCYYMMDD N
If not filled, import fills with current date.
24-31 8 Numeric Delivery Date CCYYMMDD Y
32-39 8 Numeric Closed Date CCYYMMDD N
Required if the line has been received complete.
40-46 7 Alphanumeric | Ship-To Code N
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47-49 3 Alphanumeric | Bill-To Code N
50-67 18 Alphanumeric | Ship Via N
68-82 15 Alphanumeric | FOB Point N
83-86 4 Alphanumeric | P.O. Type N
87-96 10 Alphanumeric | Project Number N
97-99 3 Alphanumeric | Prepaid Freight N
DST = Included in price
Y = Prepaid by vendor
N = 3 Party Carrier
Blank = No freight charges
If this field is not populated at import, default from Vendor
Master is moved in to the newly created Purchase Order.
100-109 10 Alphanumeric | Vendor Number Y
110-128 19 Alphanumeric | Vendor Contact N
129-143 15 Alphanumeric | Vendor’s ltem Number N
144-163 20 Alphanumeric | G/L Account Code N
164-170 7 Alphanumeric | Job Number N
171-173 3 Alphanumeric | Buyer ID N
If this field is not populated at import, default from Vendor
Master is moved in to the newly created Purchase Order.
174-185 12 Alphanumeric | Buyer Name N
If this field is not populated at import, default from Vendor
Master is moved in to the newly created Purchase Order.
186-188 3 Alphanumeric | Expeditor ID N
If this field is not populated at import, default from Vendor
Master is moved in to the newly created Purchase Order.
189-200 12 Alphanumeric | Expeditor Name N
If this field is not populated at import, default from Vendor
Master is moved in to the newly created Purchase Order.
201-203 3 Alphanumeric | Requisitioner 1D N
204-215 12 Alphanumeric | Requisitioner Name N
216-230 15 Alphanumeric | Item Number Y
Must be valid in Material Master file. If an ltem Number
is not provided, the Import program will fill the Item
Number field with an asterisk (*).
231-235 5 Alphanumeric | Commodity Code N
236-265 30 Alphanumeric | Material Description N
266-275 10 Numeric Quantity Ordered 9(6)V9(4) Y
Decimal is implied between the sixth and seventh digits.
A quantity of “zero” is not valid data. If a quantity is not
supplied (or zero), the quantity on the Purchase Order
created will default to the ‘Economic Order Quantity’
found on the Material Master file for the item. If the
‘Economic Order Quantity’ is not filled, the import will be
rejected. A quantity should be provided.
276 1 Alphanumeric | Quantity Ordered Sign N
Quantity Ordered is assumed to be a positive quantity
unless a value of “-“ is entered in this field.
277-286 10 Numeric Quantity Received 9(6)V9(4) N
Decimal is implied between the sixth and seventh digits.
287 1 Alphanumeric | Quantity Received Sign N
Quantity Received is assumed to be a positive quantity
unless a value of “-“ is entered in this field.
288-290 3 Alphanumeric | Unit of Measure N
The quantity ordered and quantity received MUST be in
the same unit of measure.
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291-301

11

Numeric

Unit Price 9(7)V9(4)

Decimal is implied between the seventh and eighth digits.

If a unit price is not supplied, the unit price on the
Purchase Order created will default to the ‘Unit Price’
found on the Material Master file for the item.

302

Alphanumeric

Unit Price Sign
Unit Price is assumed to be a positive quantity unless a
value of “-“ is entered in this field.

303-309

Numeric

Discount Amount 9(5)V9(2)
Decimal is implied between the fifth and sixth digits.

Discount Amount and Percentage are mutually exclusive.

Populate one field or the other. PMX will not accept a
Purchase Order with both fields filled.

310

Alphanumeric

Discount Amount Sign
Discount Amount is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

311-314

Numeric

Discount Percent 99V99
Decimal is implied between the second and third digits.

Discount Amount and Percentage are mutually exclusive.

Populate one field or the other. PMX will not accept a
Purchase Order with both fields filled.

315-321

Alphanumeric

Routing Code

322-327

(N

Alphanumeric

Current Accounting Period
Formatted: MMCCYY

328

Alphanumeric

Receipt Required

Y = Yes, receipt is required
N = No, receipt is not required

If this field is not populated at import, default from
Material Master or Corporation Control is moved in to the
newly created Purchase Order.

329

Alphanumeric

Inspection Required

Y = Yes, inspection is required
N = No, inspection is not required

If this field is not populated at import, default from
Material Master or Corporation Control is moved in to the
newly created Purchase Order.

330-335

Alphanumeric

Inspection Code

336

Alphanumeric

Taxable

Y = Yes, item is taxable
N = No, item is not taxable

If this field is not populated at import, the default from
Material Master or Corporation Control is moved in to the
newly created Purchase Order.

337-340

Alphanumeric

Tax Code 1

If this field and Tax Percent 1 field are not populated at
import, default from Vendor Master is moved in to the
newly created Purchase Order.

341-344

Numeric

Tax percent 1 99V99
Decimal is implied between the second and third digits.

Import
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345-348

Alphanumeric

Tax Code 2

349-352

BN

Numeric

Tax percent 2 99V99
Decimal is implied between the second and third digits.

353

Numeric

Priority Code

A default value of “1” is populated in the newly created
Purchase Order if this field is not filled at import.

354

Alphanumeric

Override Matching Variance Limits

Identifies policy for accepting over/under shipments for
this line. Used in conjunction with Variance Limits set up
in Material Master and Corporation records.

Y = Under/over shipments for this line will not be
accepted

N = The Variance Limits parameters will be used to
determine acceptable under/over shipments.

A default of “N” is populated in the newly created
Purchase Order if this field is not filled at import.

355

Alphanumeric

Can be Prepaid

Y = Line can be invoiced before receipt
N = Line cannot be invoiced before receipt

A default of “N” is populated in the newly created
Purchase Order if this field is not filled at import.

356-366

11

Numeric

Invoice Amount 9(9)V9(2)
Decimal is implied between the ninth and tenth digits.

Total dollar amount invoiced for this P.O. line.

367

Alphanumeric

Invoice Amount Sign
Invoice Amount is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

368-378

11

Numeric

Invoice Quantity 9(7)V9(4)
Decimal is implied between the seventh and eighth digits.

Total quantity invoiced for this P.O. line.

379

Alphanumeric

Invoice Quantity Sign
Invoice Quantity is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

380-382

Alphanumeric

Terms Code

User-defined code which references P.O. payment terms
information. Used to calculate discount and net
payments.

Terms Code and Free-form Payment Terms are mutually
exclusive. Populate one field or the other. PMX will not
accept a Purchase Order with both fields filled.

If this field and Free-form Payment Terms field are not
populated at import, default from Vendor Master is
moved in to the newly created Purchase Order.

383-392

10

Alphanumeric

Free-form Payment Terms
Description of payment terms for the P.O.

Free-form Payment Terms and Terms Code are mutually
exclusive. Populate one field or the other. PMX will not
accept a Purchase Order with both fields filled.
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393-400 Numeric Estimated Freight Amount 9(6)V9(2) N
Decimal is implied between the sixth and seventh digits.
401 Alphanumeric | Estimated Freight Amount Sign N

Estimated Freight is assumed to be a positive amount
unless a value of “-“ is entered in this field.

Please Note:

Corporation number is a required field. It must be numeric and
existing on PMX’s Corporation record. Corporation may not be
flagged for deletion.

The appropriate fields will be validated based on configured
Purchasing Edit Options, entered on the Corporation Control
record.

Import Standard Purchase Orders Procedure

Steps required to import Standard Purchase Orders:

Step | Action

1. Format Import Purchase Order file using another
information system.

2. Place the import file in the same directory as the rest

of the PMX data files. File name must be
POIMP.DAT(ASCII file) or POIMP.CSV (Spreadsheet
file.)

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

o0 AW

Select “Import to Upload Standard Purchase Orders”.

Once you select the “Import to Upload Standard Purchase
Orders” option PMX reminds you to locate the import file in the
appropriate folder:

Import to Upload Standard Purchase Orders

Thiz program importz an ASCH file named POIMP.DAT or a
gpreadsheet file named POIMP.CSY. Before continuing,
mak.e zure vour impart file exists and iz located in
WPRENDATAN,

Select appropriate process below,

Import ASCI File | Import Spreadsheet File I

After the Import button is selected, the import file is validated.
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If all import records pass validation, the PMX database is
updated. Number of records processed is displayed.

B Becords Processed

9 Record[z] Successfully Proceszed

If any of the import records failed validation, the number of
records in error will display. The PMX database is updated
with all records that pass validation. The Troubleshooting
section at the end of this chapter can help you identify the
problem with records that do not pass validation.

Import Records in Error

3 Import Becord(z] in Ermor

5 Records imported. Ermror report has been generated.

Print |
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Import to Maintain Inventory

Please Note:

Import Inventory File Format

This import program allows another system to maintain the
Inventory File. This file contains stocking information on
material items.

Listing items in the Inventory File is optional. Items can be
added as needed.

Overview of the import Inventory process:

¢ Host system formats information to be imported in PMX.

e Import file is placed in the appropriate folder on the PMX
computer.

¢ Run Import to Maintain Inventory program. The import
program reads the file and validates the information before
updating the PMX databases.

The Import Inventory file format is shown below. The import
file can be an ASCII file or a spreadsheet file.

The ASCII file must be formatted exactly as shown below.

Fields in the Spreadsheet file must be comma delimited and
entered in the sequence listed below. Decimals in the
Spreadsheet file must be entered instead of implied. Fields in
the Spreadsheet file can vary from the size listed below but will
be converted to the size shown below.

Positio
n

Length

Format

Field Required
?

1

Alphanumeric

Transaction code Y
A = Add

C = Change
D = Delete

Note: not case sensitive, will accept either upper or lower
case values

Numeric

Corporation Y
The Corporation Number links the import record to an
existing Corporation Record. If you operate in a single-
corporation environment, you must still supply a
Corporation Number in the import record.

5-19

15

Alphanumeric

ltem Number Y
Must be a valid Item Number on the Material File.

20-26

Alphanumeric

Warehouse Code Y
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Must be a valid Ship-to code on the Ship-to control file.

27-36 10 Alphanumeric | Primary Location N

37-46 10 Alphanumeric | Alternate Location N

47-59 13 Numeric Quantity on Hand 9(9)V9(4) N
Decimal is implied between the ninth and tenth digits.

60 1 Alphanumeric | Quantity on Hand sign N
Quantity on Hand is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

61-71 11 Numeric Minimum Quantity 9(7)V9(4) N
Decimal is implied between the seventh and eighth digits.

72-84 13 Numeric Maximum Quantity 9(9)V9(4) N
Decimal is implied between the ninth and tenth digits.

85-96 12 Numeric Reorder Point 9(8)V9(4) N
Decimal is implied between the eighth and ninth digits.

97-106 10 Numeric Economic Order Quantity 9(6)V9(4) N
Decimal is implied between the sixth and seventh digits.

107 1 Alphanumeric | ABC Code N

108-110 3 Alphanumeric | Stocking Unit of Measure N

111-113 3 Alphanumeric | Buyer ID N

114-124 11 Numeric Standard Unit Cost 9(7)V9(4) N
Decimal is implied between the seventh and eighth digits.

125 1 Alphanumeric | Standard Unit Cost sign N
Standard Unit Cost is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

126-136 11 Numeric Current Unit Cost 9(7)V9(4) N
Decimal is implied between the seventh and eighth digits.

137 1 Alphanumeric | Current Unit Cost sign N
Current Unit Cost is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

138-148 11 Numeric Average Unit Cost 9(7)V9(4) N
Decimal is implied between the seventh and eighth digits.

149 1 Alphanumeric | Average Unit Cost sign N
Average Unit Cost is assumed to be a positive quantity
unless a value of “-“ is entered in this field.

Please Note: Corporation number is a required field. It must be numeric and
existing on PMX’s Corporation record. Corporation may not be
flagged for deletion.

Spaces in any of the fields (that are not required) on an “add”

transaction will result in spaces in the file.

Spaces in any of the fields (that are not required) on a

“change” transaction will not change the existing fields in the

file.

Asterisks in any of the fields (that are not required) on a

“change” transaction will space out the existing fields in the file.
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Import Inventory Procedure

Steps required to import Inventory records:

Step | Action
1. Format Import Inventory file using another information
system.

2.. | Place the import file in the same directory as the rest
of the PMX data files. File name must be INVIMP.DAT
(ASCII file) or INVIMP.CSV (Spreadsheet file.)

Sign in to PMX.

Select “Utilities” menu.

Select “Imports” menu.

o0k w

Select “Import to Maintain Inventory ltems”.

Once you select the “Import to Maintain Inventory” option PMX
reminds you to locate the import file in the appropriate folder:

Import to Maintain Inventory

Thiz program impaortz an ASCl file named [NVIMP.DAT ar a
zpreadsheet file named IMVIMP.CSY. Before continuing,
make sure your impaort file exists and iz located in
WPRAEADAT AN,

Select appropriate proceszs below.

Import ASCII file I Import Spreadszheet File I

After the Import button is selected, the import file is validated.
If all import records pass validation, the PMX database is
updated. Number of records processed is displayed.

B Becords Processed

9 Record[z] Successfully Proceszed

If any of the import records failed validation, the number of
records in error will display. The PMX database is updated
with all records that pass validation. The Troubleshooting
section at the end of this chapter can help you identify the
problem with records that do not pass validation.
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Import Records in Emmor

3 Import Becord(z] in Ermor

5 Records imported. Ermror report has been generated.

Print |
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Troubleshooting

This section describes troubleshooting procedures if any of
your import records are rejected. After your import run is
completed, PMX lets you know if any records were rejected.

i Import Becords in Error

6 Import Record(z] in Error

Mo records imported. Error report has been generated.

Print |

The following screen shows a sample Import to Maintain
Material Items run with rejected records:

€ Preview Report [_ (O] =]

File Help

MHTHTLIH IMPORT TO MAIHTAIN HATERIAL ITEHS PAGE : -
DATE: B6/2

Rec Hbr Columns..Columns..Columns..Columns..Columns. .Columns. .Columns. .Colu
1 2 3 L} 5 6
1234567890123456789012345678901234567890123456789012345678901234567
aee1 ABBINEW ITEHO DESCRIPTION FOR NEW ITEHM@ BOX@000001 000
ERROR: HMNTMATL - 1128: Corporation Record not found

Rec Hbr Columns. .Columns. .Columns. .Columns. .Columns. .Columns. .Columns. .Colu

1 2 3 L 5 [i]
1234567890123456789012345678901234567890123456789012345678901234567
aees DB8YAA-1008 NEW DESCRIPTION FOR AB-1789 188081EA

ERROR: Item Hot Found on File

Rec Hbr Columns. .Columns. .Columns..Columns. .Columns. .Columns. .Columns. .Colu
1 2 3 L} 5 6

1234567890123456789012345678901234567890123456789012345678901234567

aee7 1]

ERROR: HHTHMATL - 1128: Corporation Record not found

7 RECORD{S) READ FROM THE FILE

LCancel

Reasons your import records may be rejected:

¢ Required field does not contain a value.

¢ Required fields contain data that is inconsistent with the
PMX databases. Example: a record contains an item that
is not on the Item Master file.

e Field(s) contain incorrect values. Example: a numeric field

contains alpha characters.
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Overview

This fax module was developed using Windows Fax, which is a
Windows component that is not installed by default during
Windows setup. See Windows Help documentation for “Fax” for
a description of Windows Fax and installation instructions.

The PMX Fax module lets you fax requests for quotation and
purchase orders directly to vendors. This chapter offers
procedures for installing the Fax module and setting up your
PMX system to send faxes. Step-by-step instructions appear for
faxing PMX documents.

After installing the Fax module, you will enter purchase orders
and requests for quotations as usual. If the vendor is set up as a
fax vendor, when you press the Save button to update purchase
orders, you may optionally ‘Update and Fax’. Likewise, when
entering vendors on a request for quotation and the vendor is set
up as a fax vendor, you may optionally ‘Update and Fax'.
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Installing the Fax Module

Please Note

See the Windows Help documentation for Windows Fax
installation instructions. (Search on “Fax”.)

Windows Fax must be installed on each workstation that
will be faxing purchase orders or requests for quotes.

Before proceeding to PMX faxing, test your Windows Fax

installation:

e Open or create any brief document with Microsoft Word,
WordPad or Notepad.

e Click on File and then Print.

¢ In the printer selection box, select Fax and the Send Fax
Wizard will appear.

e Follow the Wizard’s instructions and enter the Name and
Fax Number of the fax recipient. (If you are unsure of the
fax number to use, enter our fax number 502-423-8963.)

e For your initial test, you do not need to enter any Cover
Page information.

e When you select Finish in the Fax Wizard, Microsoft Fax
will attempt to fax your document.

e Your fax should be sent automatically.

Use the Fax Console to verify your fax was sent successfully:

e Click on Start, All Programs, Accessories, Communications,
Fax, Fax Console

e Select the Sent Iltems Folder.

e You should see your fax listed in this folder. If it is not
there, check the Outbox Folder and view the status column
for information regarding the fax status.

e |If your fax cannot be sent successfully, please view Help in
Microsoft Fax Console for detailed information on fax setup
and fax assistance information.

e When you have successfully sent a fax and viewed that fax
in the Sent Item Folder of Fax Console, you are ready to
proceed with faxing in PMX.

7-4
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Other Fax Considerations

Below is a list of considerations to remember when using the
Fax module:

+ Wendor Record

File:

’VColpolation:

Required Info

Windows Fax requires a cover page. The PMX default fax
cover page is installed in your PMX root directory and is
named FaxCover.cov. This cover page can be edited and
customized using Fax Cover Page Editor, which can be
accessed by selecting Start, All Programs, Accessories,
Communications, Fax, Fax Cover Page Editor.

When PMX passes the document to Microsoft Fax for
faxing, the document will momentarily appear in a Word
document screen which will then disappear as the actual
faxing process begins.

To set up a vendor to receive faxes, use the Vendor Record
screen and select the FAX radio button. The vendor’s fax
number must also be input in the FAX field. Valid values
are numbers 0-9 only. Do not enter dashes or blank
spaces. When the FAX radio button is selected, the
following window appears. Enter the default choice on how
you wish faxes to be processed.

IS[=1 3

Syztem Menu  Master Files Menu  Search  Help

FPrevious

Yendor Number: |1IJIJIJ ? |

009

~ ¥endor Info

Vendor Short Name: |BHAINTHEE APPLIANCE

Phone Humber 1: I

Phone Humber 2: I

ron noie looanev s e

Fax Default Choices for P.0. Update [ X]

Fax Dptions
[~ Update Only

Yendor Hame: |BHAINTHEE APPLIANCE CENTER
Vendor Address: |DOVER DIVISION
|13I]I] JOHNSON WAY
|BUILDING 5
City/State: |Ll]UI5VILLE

Zip: [40222

[~ Update and Print

ENTUCKY .
[~ Update and Flag for Later Printing

[v Update and Fax

7] cancel |

Contact Mame 1: |[BOB ARNOLD

Ext: I

' E-mail
¢ Meither FAX nor E-mail

Contact Name 2: I

Ext: I
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Whichever PMX print format you use is the format that will
be faxed (see the example at the end of the chapter). If you
are printing a customized purchase order document, the
Fax module will send the fax in that format.
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Faxing a Purchase Order/Request for Quotation

Please Note:

1)

2)

Please follow the instructions below to fax a purchase order or
request for quotation using the Fax module.

The procedures for faxing purchase orders and requests for
quotation are almost the same. In the procedure for faxing
purchase orders, described here, you start from the Purchasing
menu. When faxing requests for quotations, you start from the
Request for Quotation menu.

When a purchase order is saved and the vendor is flagged as
a faxing vendor (see chapter 2 of the QuickStart manual for
details) you will have the Update and Fax option to choose in
addition to the Update and Print. You may select both options
and PMX will print the document and fax it to the vendor.

UPDATE OPTIONS

Update Options

(W Update Only
[ Update and Print
Bl Update and Flag for Later Printing

[ Update and Fax

Cancel

Select options by clicking in the box to its left then click OK.

When a request for quotation is saved, the fax is automatically
sent to all vendors flagged for faxing on the RFQ Vendors
screen (see chapter 9 of the QuickStart manual for details.)
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Review the Fax Log

Periodically you may wish to review the fax log to check on the
status of faxes that were selected for transmission. This
option is available from both the Purchasing Menu and
Request for Quotation Menu.

Standard P.O.

Blanket P.O.

Release against a Blanket PO
P.0.'s from Requisitions
P.0.'s from Previous Orders
P.0.'s from RFQ's
Automated History Card
Material On Order

Material On Contract

Review P.O. Document
Review Email Log

Review Fax Log

Print P.O. Document
Reports... 4

Choose the Review Fax Log option from the Purchasing or
Quotations Menu.

The Sent Items folder is the archive for all successfully sent
faxes. A sample Sent Items folder is shown below. The
original folder list is displayed with the earliest date/time
showing first. The folder list can be sorted in varying
sequences for each column.

7-8
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Clearing the Fax Log

Each time a document goes through the fax process, an entry
is made in the Fax log in the Sent Items folder. It is
recommended that the Fax Log be cleared periodically to
remove old information. If the Fax Log becomes too large, fax
performance may be adversely effected.

1) Choose the Review Fax Log option from the Purchasing or
Quotations menu.

2) Choose the Sent Items folder.

Por Hulp, pram 1 2 [ara S Fmmch

3) Highlight the lines you wish to delete (multiple lines may be
highlighted by holding down the shift key) and select Delete.
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Sample Fax Document

A sample document, in the PMX demo format, is shown below.

REGUEST FOR QUOTE

TH S LUAMEERNMIULET SRRLOR DL
.N.I.IMCE'% B LS F LOXtkL
QIR AT RO RS

Bellwether

Sofeware
Comuoration No. FAX-RFO3
DATE: owimi
YENDOR NOL 00000 PAGE: 1

REPLY BY: 121210
VENDOR: 32 CORPORATION

255 HEW CASTLE ROoD

REPLY TOr: LalH WAREHOUSE
DEMO CORRPORATION

SUITEGF 1212 PRESTOH HESH WY
LOUEEVILLE Y aleer2 LOUEVILLE K alger
Ship W4 F.0.B Prepald Frelg Regulsitlan vendar Cantact & Phi
LOU EEVILLE UFs RED JOAMES SMITH
Buver Dellvery Dat Terms O/L Accaunt W Job WMumbe Pralect Numbs
EILL OH DERSOH 121200 010 WD
Line Ciuantity um Hem Number/Description Unit Price Annourt Tax
1 dan | ESA ME-1TER b
U-BOLT FLOOR WOUKHT
EHLACCT: (a0
TOTAL

AUTHOREED SKEHATURE
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Overview

PMX provides the capability to send email messages for
requisition approvals, by authorized users. This chapter
describes configuration and use of this feature.

The PMX Email Routing feature requires your computer to
be configured properly for electronic messaging. This
configuration requires installing and configuring the proper
operating system components.

Operating system and components to send/receive email
messages must be set up using that provider’s instructions.
Software packages such as Microsoft Exchange or Outlook
may be utilized to send emails from the PMX system.

Please note: The PMX Email Routing feature runs in conjunction with the
email software installed on your desktop (such as Microsoft’s
Outlook, Lotus Notes, etc.). Your email system must be
installed, configured and operational for PMX’s Email Routing
feature to work properly. PMX posts messages that need to be
sent directly to the outgoing (SMTP) mail server.

Your email system must support SMTP message protocol to
use PMX Email Routing. In an Exchange server environment,
the SMTP virtual server must be created under the SMTP
connector.
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PMX Corporation Email Configuration

Prior to sending emails, the outgoing mail server name (SMTP)
must be configured for the corporation(s) using this feature.
Contact your system administrator or ISP for this name.

First, choose the Master Files option from the main menu.

o PirPigrisie) B i (R feeil £X114

Purchasing

Manageme 18

eXtra

)
Bellwether

Software (arpomion

Next, choose the Control File option.

Catalog File

Commodity Code

Control File. .. r
Inventory File

Kit File

Material File

Vendor File

Reports... k
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Choose the Corporation option from the Control File menu.

If you are running in a single-corporation environment the

Corporation
1095 Code
Bank Code
Bill-To Code

Commaodity Code Vendor

Employes

G/L Account Cade

Global Dictionary
Item Mumber Translation

Job Mumber
P.Q. Type

Project Mumber
Receiving Dept.,
Ship-Ta Code

Special Text

System Information

Tax Code
Terms Code

Third Party ERP
LM Translation
Wendor Group

Vendor Type

Corporation Record will come up automatically. If you are
running in a multi-corporation environment you must enter the
corporation number and press the OK button to display the
Corporation Record.

= Corporation Record M= E

File  System Menu  Control File Merw  Search  Help

Delete

Hext

Previous

Exit

Required Info

— Corporation Info

UETA|TEST CORPORATION

Periods In Year:

Date Entered: |07/22/1986

Current Acct. Peniod: 7

Buyer ID: m
Expeditor 1D: m
Teims Code: m 2.50/10-N30

Purchasing G/L Acct: |

ship-To Code:[100 | 2|
Bill-To Code: |:|l|
Special Text Code: -_I

?
?

£

2]

[~ Assign P.0O. Nbr

Last P.0O. # Azsigned:

I~ Assign B.F.Q. Nbr

Last R.F.Q # Assigned: lII

[~ Allow P.0. Date Change
[~ Allow RFQO Date Change
[v Assign P.0. Change Nbr
[~ Buyer Default is User ID
[~ Taxable Default

Addl Corp Info - 1| 'Addl Corp Info - 2 |

[~ Allow Closed RFQ/Bid Change
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Choose the Addl Corp Info - 2 option. The Additional
Corporation Info - 2 screen displays. Fill the Email Server
Name field with your email server name.

» Corporation Record
File Search Help

Delete Previous Exit

Required Info

Corporation: J

Additional Corporation Info - 2

GELILER LY DR T B (B ross Amount - Discount] + Freight hd

Email Server Name: |69.20.32.20
SMTP Authentication Info
Usger ID: |

Password:

| Update M aterial Cost at PO Entry Date Format: |American - MMDDCCYY ﬂ

[~ Update Catalog Pricez when Material Cost changes Buyer Limit: |Mo Buyer Limit -

[ Update ¥endor Unit Price at PO Entry Text Window Size: (30
Purchasing Budget Info
Budget Control: |No Budget Control

Determine Budget Period: |P-D- Date

[ Digplay Budget Info

Corporation Info | Addl Corp Info - 1 |

In the field “SMTP Authentication User ID”, enter a valid email
address for the server displayed in the Email Server Name
field. PMX allows up to 200 characters in this field. Most email
servers require only the user name and NOT the entire email
address. Example; if the email address were
info@bellwethercorp.com you would only enter info.

In the field “SMTP Authentication Password”, enter the
password for the email address entered in the “SMTP
Authentication User ID” field. PMX allows up to 15 characters
for this field.

Once the email server name and the SMTP Authentication Info
have been entered, press the Save button to save changes.
Then, press the Exit button to return to the PMX Master Menu.
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PMX Requisition Approval Options

There are two options that you need to set before you can use
the PMX Email Routing feature. First, you must enable the
Email Requisition Approvals option on the System Information
record. Second, you must select the Requisition Approval
Option that you want to use on the Corporation record. Please
follow the steps outlined below to set these two options.

Enabling Email Requisition Approvals

Choose the Master Files option from the PMX Master menu.

o Pinp Pigrisimy #00 iaipe foes il #5104

Purchasing

Management

eXtr:

B
Bellwether

Saltware {arpuaion

formmn 4T Lopmghl Xil:

Choose the Control File option from the Master Files menu.

Catalog File

Commadity Code

Control File. .. r
Inventory File

Kit File

Material File

Vendor File

Reports... b
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Choose the System Information option from the Control File
menu.

Corporation

1095 Code

Bank Code

Bill-To Code
Commaodity Code Vendor
Employes

G/L Account Cade
Global Dictionary
Ttem Mumber Translation
Job Mumber

P.0. Type

Project Mumber
Receiving Dept.
Ship-Ta Code
Special Text
System Information
Tax Code

Terms Code

Third Party ERP
LM Translation
Vendor Group
Vendor Type

Enable the E-mail Requisition Approvals check box on the
System Information Record screen to turn on approval routing.

w Syaleim |nTormsation Recsdd

Dase Diplisns
Dhain Fromat: | TR0 Co TR -

Coslusy Factos Poweo F depl pear
%z be preceaand ar ceshusy 19800} ]

| Cotahg Seowiing

e Coppmalion Secerity

| Endei Kig sots b Tal

+ E-mail Begeiohizn Agpavalc
I BT L Rem AR s
[ Ure fuctevs Danciosy

| Cresls Aopons o PFDF Saimel
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Please note:

Requisition Approval Options

The System Information record applies to all corporations on
the PMX system. Any corporation that is set up for requisition
approval will use the Email Routing feature once this check box
has been enabled.

Press the Save button on the System Information Record to
save changes. Then, press the Exit button on the System
Information Record and you will be sent back to the PMX
Master menu.

Choose the Master Files option from the PMX Master menu.

o Pinp Pigrisimy #00 iaipe foes il #5104

Purchasing

Management

eXtira

®
Bellwether

Saltware {arpuaion
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Choose the Control File option from the Master Files menu.

Catalog File

Commodity Code

Control File. .. r
Inventory File

Kit File

Material File

Vendor File

Reports... k

Choose the Corporation option from the Control File menu.

Corporation

1095 Code

Bank Code

Bill-To Code
Commodity Code Vendor
Employee

G/l Account Code
Global Dictionary
Item Mumber Translation
Job Mumber

P.O. Type

Project Mumber
Receiving Dept.
Ship-To Code
Spedal Text
System Information
Tax Code

Terms Code

Third Party ERP
UM Translation
Vendor Group
Vendor Type

If you are running in a single-corporation environment the
Corporation Record will come up automatically. If you are
running in a multi-corporation environment you must enter the
corporation number and press the OK button to display the
Corporation Record.
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+ Corporation Record
File Search Help

Delete HNext Frevious E xit

Required Info
Corporation:

Corporation Info
LEUTSICORPORBATION 001 Periods In Year: |12
Date Entered: | 0640771991 Current Acct. Period: |05 , |1992
Default:
sladts W Assign P.0. Nbr
1Ship-To Cod: [001 2| Last P.0. # Assigned: 13
1Bill-To Cod: [002 2| v Assign R.F.0. Nbr
Special Text Code: Wﬂ Last B.F.Q # Asszigned: L1}
Buyer ID: Wﬂ [~ Allow P.0_ Date Change
[ Allow RFQ Date Change
1Expeditor I:  |wJA ﬂ
v Agsign P.0. Change Mbr
[emtede: ﬂ [ Buper Default iz Uszer ID
Purchasing 1G/L Acc: | ﬂ v Taxable Default
[~ Allow Cloged RFQ/Bid Change
Addl Corp Info - 1 | Addl Corp Info - 2 | v Allow Multiple Vendors in P.0_s from RFQs

Choose the Reg Info button from the Corporation Record
screen to access the Requisition Info screen.
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Select your approval option from the Requisition Approval
Options drop down list.
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ikireny Dak:
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The four options for Requisition Approval are:
e No Approvals: no approval is necessary for a requisition
item. PMX flags the requisition with an ‘approved’ status.

¢ Use Minimum Hierarchy: requisitions must be approved
sequentially by each approver in the approval hierarchy
until PMX encounters an approver with the proper dollar
authorization. If the requisition exceeds the approval dollar
limit of all approvers, PMX flags the requisition as ‘Over $
Limit’.

e Use Entire Hierarchy: requisitions must be approved
sequentially by each approver in the approval hierarchy.
The requisition remains on-hold until the last approver in
the hierarchy has approved it. If the requisition exceeds the
approval dollar limit of all approvers, PMX flags the
requisition as ‘Over $ Limit'.

e Use Approver with Proper Dollar Limit: requisitions will
be routed directly to the first approver in the approval
hierarchy with the proper dollar authorization. If the
requisition exceeds the approval dollar limit of all approvers,
PMX flags the requisition as ‘Over $ Limit’ at save time for
the requisition.
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Select your approval option from the Item Requisition
Approval Options drop down list. The four options available
are the same as for Requisition Approval Options described
above.

Select your amount approval option from the Amount
Approval Options drop down list.

The two options for Requisition Amount Approval are:

e Approve by Requisition line: Each requisition line amount
is compared to the purchase dollar limit of the requisitioner
or approval dollar limit of an approver before that line is
flagged with an “approved” status for that employee.

e Approve by Requisition total: The total of all line amounts
in a requisition is compared to the purchase dollar limit of
the requisitioner or the approval dollar limit of an approver
before each line is flagged with an “approved” status for
that employee.

Select your option for listing available approved requisitions

from the POs from Requisitions Approval Options drop

down list.

The two options for POs from Requisitions are:

e Select if Req. Line is approved: Any approved requisition
line which meets the selection parameters you have
entered will be listed on the screen.

e Select if entire Req. is approved: Only lines from
requisitions with all lines approved and which meet the
selection parameters you have entered will be listed on the
screen.

Press the Save button to save the changes you have just
made to the corporation record. If you are running in a multi-
corporation environment enter the number for the next
corporation record that you need to change. Once you have
changed all the corporation records press Exit.
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PMX Employee Configuration

Every employee who can create or maintain a requisition plus
all employees listed as approvers must be configured for email
processing. The steps below outline the requirements.

Choose the Master Files option from the PMX Master menu.

o Pinp Pigrisimy #00 iaipe foes il #5104
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Choose the Control File option from the Master Files menu.

Catalog File

Commodity Code

Control File. .. r
Inventory File

Kit File

Material File

Vendor File

Reports... k
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Choose the Employee option from the Control File menu

Corporation

1095 Code

Bank Code

Bill-To Code
Commodity Code Vendor
Employee

G/L Account Code
Global Dictionary
Item Mumber Translation
Job Mumber

P.0. Type

Project Mumber
Receiving Dept.
Ship-To Code
Spedal Text
System Information
Tax Code

Terms Code

Third Party ERP
UM Translation
Vendor Group
Vendor Type

If you are running in a single-corporation environment the
Corporation Number will come up automatically. If you are
running in a multi-corporation environment you must enter the
Corporation Number. Enter the Employee ID of the
employee’s record that you want to change. Press the OK
button and the information from the employee record will
display.

Emslayns Fist Hasee: TIINATTZ
Emplayos Laal Hame: [SMDERSDM
Emplorgen Panes Busher: |
Puschsan Dollar Limit: |
Appmaval Dollar Lotz |
e
Floste Emal ts Fioey Agpesver:
Sussnsd Fosisisos Apsiosat |

Aidve Mareion Uge B: |

Emal Safcleess:
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Enter the employee’s dollar limit in the Purchase Dollar Limit
field. Formatted 9(13), decimal resides after the 13" position.

If the employee is a requisitioner, anytime he enters a
requisition line that exceeds this amount, that line is put on
hold and must go through the approval process. An email
message is sent to the appropriate approver in his Requisition
Approval Hierarchy (dictated by the ‘Requisition Approval
Option’ selected on the Corporation record)..

Enter the employee’s approval dollar limit in the Approval
Dollar Limit field. Formatted 9(13), decimal resides after the
13! position.

If the employee is an approver, he has the authority to
approve requisition lines that do not exceed this amount.

If the employee is an approver you can assign a different
approver to approve requisitions in his place. Enter that
approver's Employee ID in the Proxy Approver field. If you
check the Route Email to Proxy Approver box emails will be
sent to the Proxy Approver instead of this employee. If you
check the Suspend Requisition Approval box this employee
will be skipped in the approval process and an email will be
sent to the next approver in the approval hierarchy. The
Suspend Requisition Approval feature takes precedence
over the Proxy Approver feature.

Enter the employee’s email address in the Email Address
field. The address can be up to 50 characters long.

If the employee is a requisitioner, enter the Employee IDs of
the individuals responsible for approving the requisitions that
he creates in the Approver ID fields. Up to five levels of
approvers may be entered.

Press the Save button to save the changes you have just
made to the employee record. Enter the corporation number
and employee ID of the next employee record that you need to
change. Once you have changed all the necessary employee
records press Exit.
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Using PMX Email

Sending PMX Email

After the corporation and employees are configured you are
ready to begin using the PMX Email Routing feature. PMX
Email runs without operator intervention based on system
configuration.

As soon as the requisition is saved, the email is automatically
sent. No other action is required. The message “Processing
email...Please wait” displays.

While approving or rejecting requisitions, email is not sent until
the session is complete. All accumulated emails are
automatically sent when the clear or exit button is pressed. At
that time, the “Processing email...Please wait” displays.

PMX maintains a log of all requisition approval emails. Details
about the email such as: sender, recipient, email addresses,
date and time, requisition and line number and status are
stored.

If an email processing error occurs, a descriptive error
message displays. The error message is also stored in the
requisition approval email log for the requisition line.

Please refer to the Troubleshooting section for details on error
messages and techniques to track down problems.
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Troubleshooting

If you think emails are not being sent or received:

1. Check the email address that was entered on the Employee
record for both the sender and all approver employees.

2. Check the Requisition Approval Email log, using the
procedures listed below.

3. Check the error messages section for additional help, page
8-21.

Requisition Approval Email Log

Select the Utilities option from the PMX Master menu.
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8-18 PMX Email Routing



Select the Req. Approval Email Log option from the Utilities
menu.

Maintain System Files... #
Catalog Security

Clear QOwnership IDs
Corporate Security
Password Security

Reset Workstation IDs
IUsers Logged On PMX

Req. Approval Email Log
Imports... k

The Requisition Approval Email Log displays.

B Requisition Approval Email Log |_ (O] x|

File  System Menu | Utlities Meny  Search  Help

Selection Critenia

l:E"I:'Z Req. #: E | Email me:|:|i| Email To:|:|_?l

Req |D3|:Ii| Stalus: EmaiIDate:l | Thru | |
Buyer ID:l:I_?I

Req Hbr |Lin|Req ID|Byr|Email From|Email To|Email Date|Email Time|Status
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Options available on the Requisition Approval Email Log
screen:

Option Description

Addl Info Use the additional info button to display
additional email information, including error
messages described in the following section.

Rev. Approvers | The review approvers button displays
approvers and approval dates for the
highlighted log record.

Delete Used to delete the highlighted log record.

Delete All Used to delete all log records that meet the
entered selection criteria.

Prev Page Scrolls to previous page of log records that
meet the entered selection criteria.

Next Page Scrolls to next page of log records that meet

the entered selection criteria.

PMX logs every time a requisition is emailed. The top portion
of the screen allows entry of selection criteria to focus on
specific emails by searching on one or a combination of the
following:

e Corporation. Search by corporation if your PMX system is
set up to support multiple corporations.

¢ Requisition Number. Search by a specific requisition

number.

Email From. Search by email sender.

Email To. Search by email recipient.

Requisitioner ID. Search by requisitioner ID.

Status. Search by status: All, Completed or Failed.

Email date. Search by date email was issued. A date

range may be supplied.

e Buyer ID. Search by Buyer ID.
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Error Messages

The following error messages may appear when the requisition
is “saved” and PMX is trying to send the email:

Message

Corrective Action

Email Server Name has not been entered
on Corporation Record for Corporation
XXX. Cannot process email.

Go to the Corporation record and enter
the email server name, as described in
the “PMX Corporation Email
Configuration” section of this chapter.

Over $ Limit for Project Approvers for line
nbr XXX. Cannot process email.

Amount exceeds dollar limit for all
approvers for project. Modify purchase
dollar limit(s) in approval hierarchy for
project.

Cannot process email due to Suspended
Project Approver(s) for line XXX.

Modify approval hierarchy for project.

Over $ limit for Requisitioner Approvers
for line nbr XXX. Cannot process email.

Amount exceeds dollar limit for all
approvers for requisitioner. Modify
purchase dollar limit(s) in approval
hierarchy for requisitioner.

Cannot email due to Suspended
Approver(s) for line XXX.

Modify approval hierarchy for
requisitioner.

Email address has not been entered on
employee record for approver XXX for
line number XXX. Cannot process email.

The employee identified as the next
approver in approval hierarchy does not
have a PMX email address. Enter
employee’s email address as described
in the “PMX Employee Configuration”
section of this chapter.

Over $ Limit for Approvers for Project
XXX in Corporation XXX. Cannot
process email.

Amount exceeds dollar limit for all
approvers for project. Modify purchase
dollar limit(s) in approval hierarchy for
project.

Cannot email due to Suspended
Approver(s) for Project XXX.

Modify approval hierarchy for project.

Over $ Limit for Approvers for
Requisitioner XXX in Corporation XXX.
Cannot process email.

Amount exceeds dollar limit for all
approvers for requisitioner. Modify
purchase dollar limit(s) in approval
hierarchy for requisitioner.

Email address has not been entered on
employee record for requisitioner XXX for
line number XXX. Cannot process email.

The employee identified as the
requisitioner does not have a PMX email
address. Enter employee’s email
address as described in the “PMX
Employee Configuration” section of this
chapter.

Cannot connect to SMTP server: XXX.
SEE msgis: XXX.

Check Email Server Name and SMTP
Authentication Info entries on the
Corporation Control record for

PMX Email Routing
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correctness. Refer to the “PMX
Corporation Email Configuration” section
of this chapter. In an Exchange server
environment, the SMTP virtual server
must be created under the SMTP
connector. Most email servers require
only the user name (not entire email
address) as the Authentication User ID.

Cannot send email. SEE msgis: XXX.

PMX experienced a problem after
connecting with the SMTP server.
Authentication may be required. Check
to make sure the SMTP Authentication
Info entry fields are filled in on the
Corporation Control record. Refer to the
“‘PMX Corporation Email Configuration”
section of this chapter.
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Overview

PMX’s Bar Code Interface uses bar codes and a data
collection device to count items for physical inventory or to
record stock requisition issues out of inventory. PMX updates
inventory records to reflect new inventory balances.

Features of the Bar Code Interface include:

e The Bar Code Interface may be used to print bar code
reports/labels to be used in the physical inventory count or
to record stock requisition issues. The bar code
reports/labels, by default, print in code 39.

e Physical counts are performed using the data collection
terminal. Item number is scanned and quantity is entered.
After counting is complete, information is uploaded from the
device to PMX. Count information is held, pending variance
review.

Variances are printed and manually analyzed. Items may
be recounted or updated in PMX’s Inventory Master.

Once inventory counts have been validated, PMX may be
updated to reflect new inventory totals.

Remember that all inventory operations should be
suspended while the physical count is in process. You
could end up with invalid inventory balances if on-hand
quantities are changing while the physical count is being
performed.

e Stock requisitions ready to be issued can be selected for
printing of pick tickets. The pick tickets can be reprinted in
various report sequences with either detail lines or total
lines.

A portable scanner is used to record the items issued out of
inventory for the stock requisitions on the pick ticket report.
For each total line on the pick ticket, an item number is
scanned and the total quantity issued is entered.

After each pick ticket item number is scanned and
quantities are entered, the scanned issue count is uploaded
from the device to PMX. PMX will generate an inventory
issue transaction record for each stock requisition line that
has been picked. All pertinent information from the stock
requisition will be applied to the inventory issue transaction.
Stock requisition totals will be updated with the quantity
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issued.

Please note: Additional hardware and software are required to use this
feature. Please refer to the “Additional Requirements” section
for details.
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Additional Requirements and Software Installation

Hardware

Third Party Software

Label Stock

Printer Configuration

The Data Collection Terminal must be able to scan bar codes
printed in code 39. It is used to create the scanned file of
physical inventory counts and stock requisition issues. Each
scanned record consists of an item number (maximum of 15
positions), followed by a comma, and the quantity (maximum of
15 positions; a negative sign if applicable and maximum of 9

to the left and 4 to the right of the decimal point).

If using PMX to print our default bar codes, we recommend
using a DeskJet or LaserJet printer. Either will produce good
quality bar codes. We have customized the bar codes to print
on our clients thermal printers.

A serial (RS232) cable is required. This cable is used to
connect the Data Collection Terminal to the PC’s serial port for
transfer of information. Please refer to the Data Collection
Terminal documentation for specifications and connection
instructions.

The Data Collection Terminal should come with software. This
software must be installed on at least one PC to communicate
the count information back to PMX. You may also use this
software to change settings on the devices.

If using PMX to print bar codes, the bar code fonts must be
installed on your workstation. Four Skan Pack fonts are
included on the PMX Installation CD in the \Crystal\Fonts
folder.

PMX may print bar codes on a report or labels. The report
prints on normal 8 72" X 11” paper. The labels, by default, print
on Avery form #5262. This formisa 1 1/3 X 4” label with 14
labels per sheet. The system can be customized to print on
your labels.

The printer used to print PMX bar codes (if using this feature)
must be added to your workstation. If the printer you plan to
use is already installed, you are ready to begin. You can
confirm printer installation by bringing up the Windows Start
menu on your workstation. Select Settings and then Printers.
You should see the printer listed.
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Create Bar Code Labels

Material should be bar coded to facilitate the counting process.
This section describes steps required to print bar code labels
using PMX.

Select the Inventory button from the Main PMX menu.
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Choose the Bar Code Interface button from the PMX
Inventory menu

Inventory Transactions

kit Component Transactions
Warehouse Transfers
Inventory Status Inguiry
Usage History Inguiry

Bar Code Interface... »
Reports... 4
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Choose the Create Bar Codes button from the PMX Bar
Coding menu.

Create Bar Codes

Import Physical Count
Lipdate Physical Count
Physical Count Variance Rpt
Print 5tk Req Picking Ticket
Imnport Pick Ticket Issues

[ Create Bar Codes

Fil=  Sysztem Menu  Irventors Menw  Search Help

— Processing Dptions

Processing Options: | Report

= — Labels
— Selection Cntena Repo

Select
All

Corporation:
Warehouse Code:

ABC Code Range:
Commdoity Cdoe Range:

Date Entered Range:

Item Number Range:

Create

PMX’s processing options allows for printing a report or labels.
Corporation and Warehouse Code entries are required.

After the print selection criteria is entered, press the Create
button. The report / labels are printed on the configured
printer. The printed report is illustrated on the next page.
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Sample Reports

This illustration shows how a barcode report should print.

FMIBCCET

EARECODE ! ITHMN NMUNMEBEER

* n B -1 7 B & *

BARE CODH EEFOERET DATEH: Ve!'2000

FaCH

MATERIAL DESCEIFTICMN

U-ECQLT FLOOR NMOUMNT

This illustration shows how a barcode report would print when
the fonts have not been installed. You need to install the four
Skan Pack fonts which were included on the PMX Installation
CD in the \Crystal\Fonts folder.

EAR CCODEH F I THMN MUMNMMEBHE

*AB-1789

BEaR CODE EEFORT DaAaTE: MVMesZ000D

FalH

MiAaTHRIAL DCESCEREIFTICHS

]

U-EDLT FLOOFR MDOUMNT
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Performing Physical Inventory Count

1)

2)

3)

4)

The Data Collection Terminals make the counting process
easy. The wireless unit allows flexibility and the use of bar
codes facilitates data entry.

Remember that PMX accepts only one corporation and
warehouse when importing count information. The count
should be organized so that Iltem Numbers for one corporation
and warehouse are counted, then uploaded. Then items for
another corporation and warehouse may be counted.

The counting procedure is outlined below:

If the previous count has not been “erased” from the device,
you may want to erase this file. If the previous count is not

erased, it will be uploaded to PMX again when this count is

completed.

Press the function key to perform counting operations

The device first asks for the Item Number. The Item Number
may be scanned or manually entered. Scanning is the easiest
method, but manual entry is allowed if the bar code cannot be
scanned. NOTE: You may also scan a UPC code representing
the vendor's item number. PMX will automatically check the
item translation file and convert the scanned UPC code into the
corresponding item number that is stored on the PMX material
file.

Next the operator is prompted to enter the quantity found.

Device comes back to prompting for the next ltem Number. It
is the counting operator’s responsibility to make sure each Item
Number is counted.

After the operator has completed counting, the data must be
uploaded to PMX. See the ‘Upload Physical Inventory Count
to PMX’ section for details.
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Upload Physical Inventory Count to PMX

Create Data File

1)

2)

3)

During the counting process, Item Numbers and quantities
were input into the Data Collection Terminal. Now, that
information must be transferred to PMX. There are several
steps involved in the upload:

e Extract data from Data Collection Terminal to a file on the
computer.
e Import the count data into PMX.

Details of each step are covered in this section.

Connect the Data Collection Terminal to the workstation (PC)
where the Data Collection Terminal software has been
installed. This software must be run to extract the data from
the device and create a file on the PC. The documentation that
came with the device and software will provide details.

Be aware that if the upload file already exists on your
workstation, the Data Collection Terminal software may
append the new data to the existing file. If you do not wish the
new count to be added to the existing file, you must first delete
or rename the existing upload file.

The steps required are:

Connect the workstation (PC) to your Data Collection Terminal
using a serial cable.

Go to the workstation and, using the Data Collection Terminal
software, select to upload.

The Data Collection Terminal software may allow you to
view/edit the upload file. You may wish to view or edit the
count results before importing into PMX.
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Import Physical Count

Select the Inventory button from the Main PMX menu.
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Choose the Bar Code Interface button from the PMX
Inventory menu

Inventory Transactions

Kit Component Transactions
Warehouse Transfers
Inventaory Status Inguiry
Usage History Inguiry

Bar Code Interface... r
Reports,., 4

Choose the Import Physical Count button from the PMX Bar
Coding menu.

Create Bar Codes

Import Physical Count
Update Physical Count
-Physical Count Variance Rpt
Print Stk Req Picking Ticket
Import Pick Ticket Issues
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The PMX Import Physical Count screen is displayed. The
Corporation Number and Warehouse Code for the Item
Numbers to be imported must be entered. When ready to
import, select the Import button to begin processing.

w" Impeat Physical Count
File Sesvh  Help
Lloim Pt Salup Emit

Browse to the location of the upload file, click on the upload file
to highlight it, then press the Open button to select it.

Select file to import

Lok in: | (59 DaTA ~| = @EefE-

My Recent
Documents

Fdy Computer
tedy Mehwork, File name: lUF'LDAD j Open l
Flaces
Files of type:- IText Diocurnerts [t _:! Cancel I
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When processing is complete the following screen displays.

IMPORT SUCCESSFUL!

15 Record(z] Read
11 Record(z] Succeszsfully Proceszed

4  Record(z] In Error

Note: In the event the import was unable to process any of the
count transactions an error report is generated. If an item
number imported is configured for a warehouse code other
than the code entered on this screen, the count will not be
processed.
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Print Physical Inventory Count Variances

After counts have been uploaded, use the Count Variance
Report to confirm count results. This report lists each Item
Number where the quantity count is different from PMX'’s
expected inventory on-hand balance.
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Select the Inventory button from the Main PMX menu.

Inventory Transactions

Kit Component Transactions
Warehouse Transfers
Imventary Status Inguiry

Usage History Inguiry
Bar Code Interface... r
Reports... g

Choose the Bar Code Interface button from the PMX
Inventory menu

Create Bar Codes

Import Physical Count
Update Physical Count
-Physical Count Variance Rpt
Print 5tk Req Picking Ticket.
Import Pick Ticket Issues

Choose the Physical Count Variance Report button from the
PMX Bar Coding menu.
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Sample Report

= Physical Count Yariance Report H=] E3
File  System Menu  |nventory Menu  Search  Help

Clear Prnt Setup

— Report Options

Report Type: |A“ Items

Report Sequence: |Walehnuse

—Selection Critenia

Select
All

Corporation:
Warehouse Range: [V I:l_l Thru I:lll
Commodity Code Range: v v I:l_l Thru I:lll

Item Humber Range: ¥ | | 7| Thru | |ﬂ

The above screen displays. You can select the report type and
sequence the variances are printed in. It may be easier to
work with smaller groups of items at a time.

Report type options: Report Sequence options:
All ltems Iltem Number
Scanned Items Warehouse

Unscanned items

After the report options and selection criteria are entered, you
can view the report, before printing, by pressing the Preview
button. Choose the Print button to print the report.

Corporation: 009 Physical Count Variance Report Page: 1

PMBCVAR Warehouse Code Sequence Date: 09/05/00

WAREHOUSE ITEM NUMBER DESCRIPTION QTY ON HAND PHYSICAL COUNT DIFFERENCE $OVER/UNDER
100 AA-1000 TEST ITEM #1 12.0000 10.0000 2.0000- 16.66-
100 ABC-1789 TEST ITEM #2 23.0000 24.0000 1.0000 4.34
100 AE-3000 TEST ITEM #3 .0000 1.0000 1.0000 .00
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Performing Physical Inventory Recounts

After reviewing the variance report, you may decide one or
more Item Numbers need to be recounted. There are two
ways to get the revised counts into PMX:

e Erase data from the device, then go use the device to
recount the necessary Item Numbers. The new counts
may be uploaded to PMX.

¢ If you only have one or two items to be recounted, this
option may be easier. Manually count, then change the
quantity found in the upload file using the Data Collection
Terminal software. Re-import and validate again with the
variance report.
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Update PMX Inventory Balances

This step should only be performed after the variances have
been validated. Once this program is run, current on-hand
inventory balances are overlaid with the new physical counts.
When updating, the count can only contain information for one
corporation at a time.
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Select the Inventory button from the Main PMX menu.

Inventory Transactions

Kit Component Transactions
Warehouse Transfers
Imventary Status Inguiry
Usage History Inguiry

Bar Code Interface... r
Reports... g

Choose the Bar Code Interface button from the PMX
Inventory menu

Create Bar Codes

Import Physical Count
Update Physical Count
Physical Count Variance Rpt
Print Stk Req Picking Ticket.
Impart Pick Ticket Issues

Choose the Update Physical Count button from the PMX Bar
Coding menu.
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= Update Phyzical Count

Fil=  Suystern Menu  Inwentorp Menw  Segarch  Help

Selection Criteria

Corporation:
‘warehouze Code From: ? I Thru ? |

Process |

The above screen displays.

You must specify the Corporation Number. A range of
Warehouse Codes may also be entered.

After the selection criteria is entered, press the Process button
to begin processing.

After the update is complete, the Inventory Master will reflect
new on-hand quantities. A few “clean-up” steps may be done
to aid the next count:

¢ Remove the upload file from the workstation.
e Perform the Erase File function on each Data Collection
Terminal.
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Print Stock Requisition Picking Ticket

Once a stock requisition has been approved, it is ready to be
picked from inventory. You simply select the line items to be
picked and print the lines in the desired format and report
sequence. Selected lines can then be reprinted in different
formats and report sequences until the pick ticket issues have
been imported.

i eXira
7 Flegs RS Irweninge BP Washogebpe Lilter Plute Rl Vew W

Purchasing

Managemeni

extra

&
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Saltwane Garpuration

A7 Copwght 206

Select the Inventory button from the Main PMX menu.

Inventory Transactions

kit Component Transactions
Warehouse Transfers
Inventory Status Inguiry
Usage History Inguiry

Bar Code Interface... »
Reports... 4

Choose the Bar Code Interface button from the PMX
Inventory menu

Create Bar Codes
Import Physical Count
Update Physical Count
Physical Count Variance Rpt
Print Stk Req Picking Ticket.
Impart Pick Ticket Issues
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Choose the Print Stock Requisition Picking Ticket button
from the PMX Bar Coding menu.

1 Print Stock Requizition Picking Ticket

File  System Menu  Inventory Meny  Search  Help

—

Report Options
lrﬂepml Sequence:lltem Mumber j Report T}'IJEZIDetaiI Report ﬂ Page Break: [ ‘

Selection Criteria

Corp: "mu Status: IAII Requisitions j Ship-From: I ll

ReaDI:[ 2| Req ] 2| DivDtae: Thiu |
Rev Detp: ? |
Req Hbr |Lin|] Item Humber | Item Description | Quantity |[UOH

4| < > [
Print All Lmes Review Eeq) Erint: Selected LinesI Prey) Page Hext Page

The Print Stock Requisition Picking Ticket screen appears.
This search screen allows you to select the requisition lines
you wish to include in the pick tickets. PMX offers several
ways to locate the desired requisitions and several ways to
print them.
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The top portion of the screen allows entry of options for the
Picking Ticket report:

e Report Sequence. Select from the drop down list the
sequence in which you wish selected requisition lines to
appear on the report.

e Report Type. Select from the drop down list the type of
report you wish to print.

e Page Break. Select the Page Break check box if you wish
to force a page break after each break in the selected
report sequence.

The top portion of the screen also allows entry of selection
criteria to focus on specific categories of requisition lines to be
printed and picked:

e Corporation. Search by corporation if your PMX system is
set up to support multiple corporations.

e Status. Search by status: All Requisitions, Back Orders,
or New Requisitions.

e Ship From. Search by Warehouse Code where picking will
take place. Only one Warehouse Code is allowed per
session.

¢ Requisitioner ID. Search by requisitioner ID.

¢ Requisition Number. Search by a specific requisition
number.

e Delivery date. Search by the date when delivery is
required. A date range may be supplied.

e Receiving Department. Search by the department where
the item is to be delivered.

After the criteria have been entered and requisition lines are
displayed, the following options are available on the Print Stock
Requisition Picking Ticket screen:

PMX Bar Code Interface 9-21



Option Description

Print All Selects for printing all lines that meet the
Lines entered selection criteria.

Review Req_ Displays the entire requisition for a
highlighted requisition line.

Print Selects for printing all lines that have been
Selected highlighted.
Lines

Prev Page | Scrolls to previous page of requisition lines
that meet the entered selection criteria.

Next Page | Scrolls to next page of requisition lines that
meet the entered selection criteria.

i Print Stock Requisition Picking Ticket

File  Spstem benu  Inwventory Menu  Search  Help

Clear Print Setup

Reprint Ticket Options
Report Sequence:lltem Humber j Report Type: I Vl Page Break: [

Reprint Preview I Cancel I

Ernt All Lmes Heview Beq. ] A ] Prev)Hage Hext Page

After the criteria have been entered and the report has been
printed, the above Reprint Ticket Options screen displays. You
can reprint the selected requisition lines as many times as
desired in any of the sequences and options.

To view the reprinted lines before actually printing them, press
the Review button. Choose the Reprint button to reprint the
selected lines.

You will not be allowed to select more line items to be picked
from this warehouse until the current pick ticket issues have
been imported.
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Sample Report

CORPORATION: 001

LBMSTRQP

ITEM NUMBER/
ITEM DESCRIPTION
AA-1000

BLOWER MOTOR, 2HP

AA-1000
BLOWER MOTOR, 2HP

QUANTITY
REQUESTED

4.000

STOCK REQUISITION PICKING TICKET

ITEM NUMBER SEQUENCE
SHIP-FROM WAREHOUSE: 001

PRIMARY LOCATION/ REQ REQ
U/M ALTERNATE LOCATION NBR LIN REQ DI RCV DETP

EA TOP SHELF I-001 002 WJA DEPT. A
MIDDLE SHELF

EA TOP SHELF I-002 001 SPW DEPT. B
MIDDLE SHELF

EA FOR ITEM NUMBER AA-10000 BLOWER MOTOR, 2HP

PAGE:

DATE:

CONSUMER

SERVICE

REPAIRS

REQ DATE/

DLV DTAE

05/22/03
12/31/03

05/23/03
12/31/03

07/23/03

1

PMX Bar Code Interface
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Import Pick Ticket Issues

Create Data File

1)
2)

3)

This step should only be performed after inventory has been
picked to satisfy stock requisition pick tickets. During the
picking process, picked item numbers and quantities were
input into the Data Collection Terminal. That information must
now be transferred to PMX.

There are several steps involved in the import process:

e Extract data from Data Collection Terminal to a file on the
computer.
e Import the scanned data into PMX.

Details of each step are covered in this section:

Connect the Data Collection Terminal to the workstation (PC)
where the Data Collection Terminal software has been
installed. This software must be run to extract the data from
the device and create a file on the PC. The documentation that
came with the device and software will provide details.

Be aware that if the upload file already exists on your
workstation, the Data Collection Terminal software may
append the new data to the existing file. If you do not wish the
new count to be added to the existing file, you must first delete
or rename the existing upload file.

The steps required are:

Connect the workstation (PC) to your Personal Data Collection
terminal using a serial cable.

Go to the workstation and, using the Data Collection Terminal
software, select to upload.

The Data Collection Terminal software may allow you to
view/edit the upload file. You may wish to view or edit the
count results before importing into PMX.
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Import Pick Ticket Issues

e e

Select the Inventory button from the Main PMX menu.

ioiy AP Washoebger Uties Mol Aler Ve e

Purchasing

Manapeme nt

eXxtra

@
Bellwether

Sultwane forpuration

] g ghl Tk

Inventory Transactions

Kit Component Transactions
Warehouse Transfers
Inventaory Status Inguiry
Usage History Inguiry

Bar Code Interface...
Reports,.,

Choose the Bar Code Interface button from the PMX

Inventory menu

Create Bar Codes

Import Physical Count
Update Physical Count
-Physical Count Variance Rpt
Print Stk Req Picking Ticket
Import Pick Ticket Issues

Choose the Import Pick Ticket Issues button from the PMX

Bar Coding menu.

PMX Bar Code Interface
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i Import Pick Ticket lzzues =] E3

File  System Menu  Inventorp Meny  Search  Help

Print Setup

— Selection Criteria
Corporation: ([II|

warehouse Code: I 2 |

— lssue Info

Shipper ID: IWJA

Create Import Records I

The above screen displays.

You must specify the Corporation Number and Warehouse
Code of the item numbers to be issued and imported.

Enter the Shipper ID.

When ready to create the import records, select the Create
Import Records button to begin processing.

Select file to import E”‘E

Look in: | =3 DATA R I = s

My Fecent
Documents

by Metwork File name: |UF'LD.L‘-.D l] Open |
Flaces

Files of type:- ] Test Documents [* ki) _:] Cangel

Browse to the location of the upload file, click on the upload file
to highlight it, then press the Open button to select it.
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While processing, multiple entries for any item will be totaled
and the total will be issued to the stock requisitions being
picked. If insufficient inventory has been picked and more than
one requisition requested the item, the total picked will be
prorated and divided among the requisitions.

If the Create Import Records process was unable to process
any of the scanned data transactions, or if any of the inventory
has to be prorated and divided among requisitions, PMX prints
an exception/error report. The report displays the item number
and quantity entered.

If the quantity has been prorated, import records are created
with the prorated quantity.

A summary window will appear for the Create Import Records
process. You can decide to begin the import process or to
cancel the import process. A sample summary window follows.

i Import Pick Ticket lssues

File  System Menu  Inwventory Menu  Search  Help

Print Setup

CREATE IMPORT RECORDS RESULTS
Scanner Record(s] Read.
Scanner Record(s] Successfully Processed.
Import Record(z] Created.

Record(g] in Exception/Emor. Report has been generated.

Freview I Import I

After choosing to begin the import process, PMX calls the
Import to Upload Inventory Transactions function to process
and apply the import records that have been created. This user
must have security access to run the Import Inventory
Transactions option under the Utilities Menu.
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After the pick ticket issues have been imported, the
corresponding stock requisition picking tickets are deleted.
The Inventory Master will reflect new on-hand quantities.
Stock requisitions will reflect the quantity issued.

A few “clean-up” steps may be performed to aid the next import
of stock requisition pick tickets:

¢ Remove the upload file from the workstation.

e Perform the Erase File function on each Data Collection
Terminal.
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Overview

Please note:

PMX has an optional feature, if purchased, to send email
attachments of Purchase Orders or Requests For Quotations
to your vendors instead of faxing them. This chapter describes
configuration and use of this feature.

The PMX Email Interface feature requires your computer to
be configured properly for electronic messaging. This
configuration requires installing and configuring the proper
operating system components.

Operating system and components to send/receive email
messages must be set up using that provider’s instructions.
Software packages such as Microsoft Exchange or Outlook
may be utilized to send emails from the PMX system.

The PMX Email Interface feature runs in conjunction with the
email software installed on your desktop (such as Microsoft’s
Outlook, Lotus Notes, etc.). Your email system must be
installed, configured and operational for PMX’s Email Interface
feature to work properly. PMX posts messages that need to be
sent directly to the outgoing (SMTP) mail server.

Your email system must support SMTP message protocol to
use PMX Email. In an Exchange server environment, the
SMTP virtual server must be created under the SMTP
connector.

Whichever of PMX’s print format you use is the format that
will be emailed (see the example at the end of the chapter). If
you are printing a customized purchase order document, the
Email module will send the email in that format.
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PMX Corporation Email Configuration

Prior to sending emails, the outgoing mail server name (SMTP)
must be configured for the corporation(s) using this feature.
Please refer to chapter 8, section entitled “PMX Corporation
Email Configuration” for detailed procedures.

PMX Employee Configuration

Each employee entering purchase orders and requests for
quotation must have an email address configured. The steps
below outline the requirements:

Choose the Master Files option from the PMX Master menu.

y7 Purchasing Management eXtra . ,;lg]ll

Purchasing Receiving Requisitions RFQ's Inventory A/F Warehouse Mgmt Utlities Master Files Help

Purchasing

Management

eXtra

B_ellwother

ftware (0rporalmn
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Choose the Control File option from the Master Files menu.

Corporation

1095 Code

Bank Code

Bill-To Code
Commaodity Code Vendor
Employes

G/L Account Cade
Global Dictionary
Ttem Mumber Translation
Job Mumber

P.0. Type

Project Mumber
Receiving Dept.,
Ship-Ta Code
Special Text
System Information
Tax Code

Terms Code

Third Party ERP
LM Translation
Wendor Group
Vendor Type

Choose the Employee option from the Control File menu

Corporation

1095 Code

Bank Code

Bill-To Code
Commadity Code Vendor
Employee

G/L Account Code
Global Dictionary
Ttem Mumber Translation
Job Mumber

P.0. Type

Project Mumber
Receiving Dept.,
Ship-Ta Code
Special Text
System Information
Tax Code

Terms Code

Third Party ERP
LM Translation
Wendor Group
Vendor Type
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If you are running in a single-corporation environment the
Corporation Number will come up automatically. If you are
running in a multi-corporation environment you must enter the
Corporation Number. Enter the Employee ID of the
employee’s record that you want to change. Press the OK
button and the information from the employee record will
display.

Enter the employee’s email address in the E-mail Address
field. The address can be up to 255 characters long.

Ermplayes First Kame: TITNEY
Emplayes Losl Hame: [AMDERSON
Emplopen Phoss Husber: |
Puschaan Doller Limt: |
Agpmeval Dollar Lik: |
Proep dppeever: [ 7|
Flosie Emal te Frozy Aggmever: T
Supend Fogusios Sppmeat |

Aoiepe: Darniosy Lges Wi |

Press the Save button to save the changes you have just
made to the employee record. Enter the corporation number
and employee ID of the next employee record that you need to
change. Once you have changed all the necessary employee
records, press Exit.

10-6
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PMX Vendor Configuration

You must flag the vendor as an Email vendor and enter the
Email address for that vendor. Please follow the steps outlined
below.

Choose the Master Files option from the PMX Master menu.

y7 Purchasing Management eXtra Nl ,;lg]ll

Purchasing Receiving Requisitions RFQ's Inventory A/F Warehouse Mgmt Utlities Master Files Help

Purchasing

Management

eXtra

R
Bellwether

Software (orporation

Werzion 47 Copyright 2003

Choose the Vendor File option from the Master Files menu.

Catalog File

Commadity Code

Control File. .. 3
Inventory File

Kit File

Material File

Vendor File

Reports... 3
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If you are running in a single-corporation environment the
Corporation Number will come up automatically. If you are
running in a multi-corporation environment you must enter the
Corporation Number. Enter the Vendor Number of the vendor
record that you want to change. Press the OK button and the
information from the vendor record will display.

= Vendor Record o [=] B3

File  System Menu  Master Files Menu  Search  Help

Delete Previous

Corporation: Yendor Humber:

" Required Info

ptecuten (i E-mail Default Choices for P.0. Update ']7
Vendor Name: |BHAINTFIEE APPLIANCE CENTER E-mail Options
Vendor Address: |[:'|:“".EH DIVISION [~ Update Dnly :|
|13l]l] JOHNSON WAY ¥ Update and Print
|BUILDINE 5 [~ Update and Flag for Later Printing EI
City/State: [LOUISVILLE ||KENTUEKY 7 Update and E-mail
Zip: 40222
Wendor Short Mame: |BHAINTFIEE APPLIANCE Cancel | :|
Contact Hame 1: |BDB ARNOLD

Phone Number 1:| | Ext: CFAX | |
Contact Mame 2: |  E-mail | |
Phene Number 2- | Ext: " Meither FAX nor E-mail

Flag the vendor as an email vendor by selecting the email
button. The ‘E-mail Default Choices for P.O. Update’ window
will appear. (See the screen displayed above). Select the
option(s) that you wish the system to default to when you save
a Purchase Order or add a vendor to a Request For Quotation.
More than one option may be selected. After you have made
your selection(s) press the OK button.
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The ‘E-mail Default Choices for P.O. Update’ windows will
disappear. Enter the vendor’'s email address. The address
can be up to 50 characters long. The entry field will scroll to
the right as you type.

+ Yendor Record M=] 3

File  Swstem Menu  taster Files Menu  Search  Help

Delete Previous

Corporation: [009 Yendor Number: |1l]l]l] ?l

—¥endor Info

"Hequired Info

VWS RRAIN TREE APPLIANCE CENTER] F.B.0. Piont: |LOUISVILLE
Vendor Address: | DOVER DIVISION Ship Via: |nuADwAY EXPRESS |+|
1300 JOHNSON WaY
I V¥nedro Tpye: I il
|BUILDING 5 _ )
Pre-Paid Freight: INune j
City/State: |LOUISVILLE |KENTUCKY
Zip: |4ﬂ222 Terms Code: I il
Vendor Short Mame: |BRAINTREE APPLIANCE Feer-From Trems: |

Contact Name 1: [BOB ARNDLD

Phone Number 1: I Ext: | ' FAX |
' E-mail |
i+ MNeither FAX nor E-mail

Contact HName 2: I

Phone Number 2: I Ext: |

Press the Save button to save the changes you have just
made to the vendor record. Enter the corporation number and
vendor number of the next vendor record that you need to
change. Once you have changed all the necessary vendor
records press Exit.
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Using PMX Email

After the vendor records are configured you are ready to begin
using the PMX Email Interface feature. When you save a
Purchase Order or add a vendor to a Request For Quotation
you will have a new option to send it as an email attachment.

In the example displayed below, the default options ‘Update
and Print’ and ‘Update and E-Mail’ came in from the Vendor
record when the Save button was pressed to save the
Purchase Order. The default options can be overridden. In the
example displayed below, the Purchase Order will print and be
emailed to the vendor once the OK button is pressed.

In this example, the vendor will receive an email with the
‘Subject’ field containing ‘P.O. 20913’, an attachment named
‘PO_20913.PDF’ and the message ‘Attached is purchase order
number 20913 requiring your attention’.

Note: Request for Quotation attachments are named
RFQ_XXX where XXX is the RFQ number.

B Standard Purchase Order - New =i=1E3
Filz  Supstem Menu  Purchasing Meny  Search Help

Clear |Qelele Line Hext P.0O. | FPrev P.0O. | E it

Required Info
Yendor Hame and Address
Corporation: BRAINTREE APPLIAMCE CENTER
P.0. Number 20913 2 DOVER DIVISION
LOUISVILLE KENTUCKY 40222

P.0O. Total LIgvENSgidyin, iy

—Line Item Info i
Update Options

W Update Only

Line = Item Humber Commodi
(N | GG 2 [rooor | P

Quantity u/M Unit Price W Update and Flag for Later Printing
50.0000 EA ? 7.5000 .
I—I I_I_l [ Update and E-Mail

Delivery Date G/L Account Code
|ua;3ufzuuu | |u11u|]1

2] [ TR

Header Info Addl HDR Info Addl Line Info
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Sending PMX Email

Troubleshooting

As soon as the purchase order or request for quotation is
saved, the email is automatically sent.

PMX keeps a log of all vendor emails sent. Details about the
email such as: sender, recipient, email addresses, date/time
stamp, buyer ID, purchase order/request for quotation number
and status are stored.

If an email processing error occurs, an error message is stored
in the email log for the purchase order/request for quotation.

Please refer to the Troubleshooting section for details on error
messages and techniques to track down problems.

If you think emails are not being sent or received:

1. Check the email address that was entered on the Vendor
Master record.

2. Check the purchasing email log, using the procedures listed

on the next page. Use the same procedures to check on
requests for quotations; simply replace the reference
purchase order number with the request for quotation
number.

3. Check the error messages section for additional help, page

14.
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Purchase Order Email Log

Select the Purchasing option from the PMX Master menu.

+¢* Purchasing Management eXtra ;lglﬁl

Purchasing Reoa\nng Requisitions RFQ’S Inventory AP Warehouse Mgmt Utilities  Master Files He1p

Purchasing

Management

extra

R
Bellwether

Software (orporation

7 Col

003

Select the Review Email Log option from the Purchasing
menu.

Standard P.O.

Blanket P.O.

Release against a Blanket PO
P.0.'s from Requisitions
P.0.'s from Previous Orders
P.0.'s fram RFQ's
Automated History Card
Material On Order

Material On Contract
Review P.Q. Document
Review Email Log

Review Fax Log

Print P.O. Document

Reports... ]
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The screen below is displayed. PMX logs each purchase order
or request for quotation attempt. The top portion of the screen
allows filtering of log contents to focus on emails by searching
on one or a combination of the following:

e Corporation. Search by corporation if your PMX system is
set up to support multiple corporations.

e P.O. Number. Search by a specific purchase order

number.

Email From. Search by email sender.

Buyer ID. Search by buyer ID.

Status. Search by status: All, Completed or Failed.

Email date. Search by date email was issued. A date

range may be supplied.

e Vendor. Search by Vendor Number.

i Purchase Order Email Log M= E
File  Syztem Menu  Purchasing Menu  Search Help

Clear

Selection Criteria

Corp: IW P.O. #: I—ll Email From: I—ll

Buyer ID:I ll Status: IAII 'I EmaiIDate:l Thiu |
Vendor: I LI

PO HMbr |R1ls|Byr|Email From| VUendor |Email Date|Email Time|Status
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Options available on the Purchase Order Email Log screen:

Option

Description

Addl Info

Use the additional info button to display
additional email information, including error
messages described in the following section.

Delete

Used to delete the highlighted log record.

Delete All

Used to delete all log records that meet the
entered selection criteria.

Prev Page

Scrolls to previous page of log records that
meet the entered selection criteria.

Next Page

Scrolls to next page of log records that meet

the entered selection criteria.

Error Messages

Below is a list of some of the more common messages that
may come out in the email log:

Message

Corrective Action

Email Server Name has not been entered
on Corporation Record for Corporation
XXX.

Go to the Corporation record and enter
the email server name, as described in
the “PMX Corporation Email
Configuration” section of Chapter 8.

Email address has not been entered or it
is invalid on Vendor Record for Vendor
XXX.

The specified vendor does not have a
valid email address listed in PMX. Go to
the vendor record and enter a valid email
address, as described in the “PMX
Vendor Configuration” section of this
chapter.

Email address has not been entered or it
is invalid on employee record for XXX.

The employee who entered the purchase
order/request for quotation does not
have a valid email address listed in PMX.
Enter employee’s valid email address as
described in the “PMX Employee
Configuration” section of this chapter.

Cannot connect to SMTP server: XXX.
SEE msg is: XXX.

Check Email Server Name and SMTP
Authentication Info entries on the
Corporation Control record for
correctness. Refer to the “PMX
Corporation Email Configuration” section
of Chapter 8. In an Exchange server
environment, the SMTP virtual server
must be created under the SMTP
connector. Most email servers require
only the user name (not entire email
address) as the authentication User ID.
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Cannot send email. SEE msg is: XXX.

PMX experienced a problem after
connecting with the SMTP server.
Authentication may be required. Check
to make sure the SMTP Authentication
Info entry fields are filled on the
Corporation Control record. Refer to the
“‘PMX Corporation Email Configuration”
section of Chapter 8.
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Sample Email Document

A sample document, in the PMX demo format, is shown below.

BE" Weth ar REQUEST FUR GUOTE

TH & LML CRMET ORRLORSL
.N.LIMCE% B LLE SF XLk
SLER A R RS

Software
Comuoration Mo. FAX-RFO3
DATE: oxi7
YWENDOR NOL 03000 PAGE: 1

REPLY BY: 121200

WENDOR: 3vZ CORPORATION REPLY TL: WAH WOREHOUSE
2053 HEW CASTLE RonD DEMOCORPORATION
SUITE&F 1212 PRESTON HESHYu0Y
LOUESVILLE Ky aleeee LOUISWILLE K deee:
Ship W4 F.O.E Prepald Frelg Requlsltlan Vendar Cantact B Phe
LOUEVILLE UFs RED JAMES SMITH
Buver Dellvery Dat Terms G/l Accaunt W Job Mumbe Pralect Numbs
ElLLAHDERESOH 121200 SO-HI0
Line Buantity um e Number/Description Unit Price Anount Tax
1 40 | EM ME-17ER W

U- BOLT FLOOR WOUKNT
LS CT: a0

TOTAL

AUTHORDZED SIEHATURE
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Overview

PMX may be configured to automatically export information
about Purchase Orders, Receipts or Inventory Transactions
whenever changes are made to these files (add, change,
delete, void, etc.). Refer to the Additional Corporation Info - 1
section in chapter 2 of this manual to enable or disable the
export features discussed in this chapter.

This export functionality allows you to export data from PMX to
another system. The export options allow for an electronic
interface so that you don’t have to manually enter data from
PMX into another system. The system receiving this
information must accept the data in the format outlined in this
chapter, and as necessary, convert it to the format that system
expects.
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Export Purchase Orders

This export program extracts purchase order information for
notification to another system. An exported file is created by
PMX when the Corporation Control File option for P.O. Export
is turned on. A record is created any time a P.O. line is
updated (added, changed, deleted or voided).

The Exported Purchase Orders File name is EXPPO.DAT and
it is stored in the same directory as the other PMX data files.

PMX either adds export records to an existing file or creates a
new one if it does not already exist. It is up to the user to
delete the export file from the PMX data directory once it has
been transferred to the other system.

Exported Purchase Order File Format

The Export Purchase Order File must be formatted as follows:

Position

Length

Format

Field

1-3

Numeric

Corporation

Links the purchase order to a corporation.

4-12

Alphanumeric Purchase Order Number

Field is right justified.

13-15

Numeric

Blanket Release Document Number

For Blanket Release documents, this field contains the number
associated with which release against the Blanket P.O. it is on (001 for
1st, 002 for 29, etc).

For all other documents this field contains zeros.

16-18

Numeric

Blanket Release Line Number

For Blanket Release documents, line number is sequentially assigned
by PMX for each line on the release document.

For all other documents this field contains zeros.

19-21

Numeric

P.O. Line Number

For Blanket Release documents, this field contains the line number on
the Blanket the release is against.

For all other documents, line number is sequentially assigned by PMX
for each line on the document.

22-24

Numeric

Blanket Line Release Number

For Blanket Release documents, this field contains the number
associated with which release against the Blanket line it is on (001 for
1st, 002 for 2M, etc.).
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For all other documents this field contains zeros.

25-34 10 Alphanumeric Vendor Number
Unique number or code identifying the vendor from whom the material
is ordered.
35-64 30 Alphanumeric Vendor Name
The official vendor name stored in the PMX Vendor Information
record.
65-67 3 Alphanumeric Buyer ID
A unique code used to link the buyer for the P.O. Line to the employee
file.
68-79 12 Alphanumeric Buyer Name
Contains the P.O. Buyer Name.
80-94 15 Alphanumeric ltem Number
The unique number or code which is used to identify material ordered.
95-98 4 Alphanumeric P.O. Type
The user-defined field used to classify P.O.s into groups.
99-103 5 Alphanumeric Commodity Code
The user-defined code which represents a general category or group
of material items.
104-133 30 Alphanumeric Material Description
The first 30 positions of text that describes material ordered.
134-143 10 Numeric Original Quantity Ordered
Formatted 9(6)V9(4)
Decimal is implied between the sixth and seventh digits.
Contents will vary depending on the EXPORT ACTION CODE in the
export record.
Add: Contains Zero.
Change, Delete, or Void: Contains the quantity ordered at the time
the P.O. line was last saved, prior to this action.
144 1 Alphanumeric Original Quantity Ordered Sign
Contents will vary based on ORIGINAL QUANTITY ORDERED.
e Contains “+” when ORIGINAL QUANTITY ORDERED value is
zero or greater.
e Contains “-“ when ORIGINAL QUANTITY ORDERED value is less
than zero.
145-154 10 Numeric Quantity Ordered

Formatted 9(6)V9(4)
Decimal is implied between the sixth and seventh digits.

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add or Change: Contains the quantity ordered at the time the P.O.
line was saved.

Delete or Void: Contains the quantity ordered at the time the P.O.
line was last saved, prior to this action.
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155

Alphanumeric

Quantity Ordered Sign

Contents will vary depending on QUANTITY ORDERED.

e Contains “+” when QUANTITY ORDERED value is zero or
greater.

e Contains “-“ when QUANTITY ORDERED value is less than zero.

156-165

10

Numeric

Quantity Received
Formatted 9(6)V9(4)
Decimal is implied between the sixth and seventh digits.

Contains the total quantity received for the P.O. Line.

166

Alphanumeric

Quantity Received Sign

Contents will vary depending on QUANTITY RECEIVED.

e Contains “+” when QUANTITY RECEIVED value is zero or
greater.

e Contains “-“ when QUANTITY RECEIVED value is less than zero.

167-169

Alphanumeric

Original Unit of Measure
Refers to either a user-defined or standard measurement.

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add: Not filled, contains spaces.
Change, Delete, or Void: Contains the unit of measure code at the
time the P.O. line was last saved, prior to this action.

170-172

Alphanumeric

Unit of Measure
Refers to either a user-defined or standard measurement.

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add or Change: Contains the unit of measure code at the time the
P.O. line was saved.

Delete or Void: Contains the unit of measure code at the time the
P.O. line was last saved, prior to this action.

173-183

11

Numeric

Unit Price
Formatted 9(7)V9(4)
Decimal is implied between the seventh and eighth digits.

184

Alphanumeric

Unit Price Sign

Contents will vary based on the value of UNIT PRICE.
e Contains “+” when UNIT PRICE value is zero or greater.
e Contains “-“ when UNIT PRICE value is less than zero.

185-195

11

Numeric

Extended Amount
Formatted 9(9)V9(2)
Decimal is implied between the ninth and tenth digits.

Contains the extended amount for the P.O. line. PMX calculates
automatically.

196

Alphanumeric

Extended Amount Sign
Contents will vary depending on the value of EXTENDED AMOUNT.

e Contains “+” when EXTENDED AMOUNT value is zero or greater.
e Contains “-“ when EXTENDED AMOUNT value is less than zero.
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197-200

Numeric

P.O. Line Discount Percent
Formatted 9(2)V9(2)
Decimal is implied between the second and third digits.

Percentage to be used when calculating the applicable discount for the
P.O. line.

Note: P.O. Line Discount Percent and P.O. Line Discount Amount are
mutually exclusive fields. When one is populated, the other should be
Zeros.

201-207

Numeric

P.O. Line Discount Amount
Formatted 9(5)V9(2)
Decimal is implied between the fifth and sixth digits.

The actual discount amount for the P.O. line.
Note: P.O. Line Discount Percent and P.O. Line Discount Amount are

mutually exclusive fields. When one is populated, the other should be
ZEeros.

208

Alphanumeric

P.O. Line Discount Amount Sign

Contents will vary based on the value of P.O. LINE DISCOUNT

AMOUNT.

e Contains “+” when PO LINE DISCOUNT AMOUNT value is zero
or greater.

e Contains “-“ when PO LINE DISCOUNT AMOUNT value is less
than zero.

209-216

Numeric

Delivery Date
Formatted: CCYYMMDD

Original entry for expected delivery date.

217-224

Numeric

Revised Delivery Date
Formatted: CCYYMMDD

Contains the Last entry for delivery date. If no changes were made to
the expected delivery date, this field contains the same value as
DELIVERY DATE.

225-244

20

Alphanumeric

Distribution Account

Contains the General Ledger account code this P.O. line is charged
against.

245-256

12

Alphanumeric

Requisitioner Name

Contains the Requisitioner Name on the P.O. line.

257-259

Alphanumeric

Requistioner ID

Unique code linking the requistioner on the P.O. line to the Employee
file.

260-274

15

Alphanumeric

Vendor’s Item Number

Iltem Number the Vendor uses to reference the material ordered.

275

Alphanumeric

Inspection Required

Identifies if inspection notice is required prior to closing the purchase
order.

Y = Inspection notice is required.
N = Inspection notice is not required.
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276-278

Alphanumeric

Expeditor ID

Unique code linking the Expeditor on the P.O. line to the Employee
file.

279-290

12

Alphanumeric

Expeditor Name

Contains the Expeditor Name on the P.O. line.

291-297

Alphanumeric

Routing Code

User-defined field which is used to specify where an item is to be
routed upon delivery.

298-303

Alphanumeric

Inspect Code

User-defined code representing a specific inspection procedure for the
P.O. line.

304

Numeric

Priority Code

User-defined code used to classify ordered item’s priority.

305

Alphanumeric

Receipt Required
Identifies if a receipt is required to close the P.O. line.

Y = Receipt is required.
N = Receipt is not required.

306-311

Alphanumeric

Accounting Period
Formatted: MMCCYY

Represents the proper accounting period to expense the material.

312

Alphanumeric

Taxable

Indicates tax status of material on P.O. line.
Y = ltem is taxable.
N = Item is not taxable.

313

Alphanumeric

Override Matching Variance Limits

Identifies policy for accepting over/under shipments for this line. Used
in conjunction with Variance Limits set up in Material Master and
Corporation records.

Y = Under/over shipments for this line will not be accepted.
N = The Variance Limits parameters will be used to determine
acceptable under/over shipments.

314-321

Numeric

P.O. Line Closed Date
Formatted: CCYYMMDD

Represents the date on which the last of the material was received for
the line, closing the P.O. Line.

322

Numeric

P.O. Class
PMX internal code used to distinguish class of P.O.

Valid values:
1 = Standard P.O.
3 = Blanket P.O. or Blanket Release

323

Alphanumeric

Can Be Prepaid

Y = Line can be invoiced before receipt
N = Line cannot be invoiced before receipt

324-331

Numeric

P.O. Date
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Formatted: CCYYMMDD

Represents the date the P.O. was entered into the PMX system.

332-342

11

Numeric

Blanket Line Accumulated Release Amount
Formatted: 9(9)V9(2)
Decimal is implied between ninth and tenth digits.

For Blanket documents, this field contains the accumulated dollar
amount ordered (via releases) against this Blanket line.

For all other documents this field contains zero.

343

Alphanumeric

Blanket Line Accumulated Release Amount Sign

Contents will vary based on the value of BLANKET LINE

ACCUMULATED RELEASE AMOUNT.

e Contains “+” when BLANKET LINE ACCUMULATED RELEASE
AMOUNT value is zero or greater.

e Contains “-“ when BLANKET LINE ACCUMULATED RELEASE
AMOUNT value is less than zero.

344-346

Numeric

Blanket Line Last Release Number

For Blanket and Blanket Release documents, this field contains the
number of the last release issued against the blanket line.

For Standard P.O.’s this field contains zeros.

347-354

Numeric

Date Last Revised
Formatted: CCYYMMDD

Contains the date the P.O. Line was last modified.

355-362

Numeric

Blanket Release Date
Formatted: CCYYMMDD

For Blanket Release documents, this field contains the date the
Blanket Release was first created.

For all other documents this field contains zeros.

363-369

Alphanumeric

Ship To Code

User-defined code which references the ship to name and address for
the P.O. Line.

370-377

Numeric

Blanket Expiration Date
Formatted: CCYYMMDD

For Blanket and Blanket Release documents, this field contains the
date after which you cannot issue a release against the Blanket.

For Standard P.O.s this field contains zeros.

378-384

Alphanumeric

Job Number

User-defined code which charges a P.O. Line to a particular job
number.

385-395

11

Numeric

Invoice Amount
Formatted: 9(9)V9(2)
Decimal is implied between ninth and tenth digits.

Total dollar amount invoiced for this P.O. Line.

396

Alphanumeric

Invoice Sign
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Contents will vary based on the value of INVOICE AMOUNT.
e Contains “+” when INVOICE AMOUNT value is zero or greater.
e Contains “-“ when INVOICE AMOUNT value is less than zero.
397-407 | 11 Numeric Invoice Quantity
Formatted: 9(7)V9(4)
Decimal is implied between seventh and eighth digits.
Contains the total quantity invoiced for this P.O. Line.
408 1 Alphanumeric Invoice Quantity Sign
Contents will vary based on the value of INVOICE QUANTITY.
e Contains “+” when INVOICE QUANTITY value is zero or greater.
e Contains “-“ when INVOICE QUANTITY value is less than zero.
409-418 10 Alphanumeric Project Number
User-defined code which charges a P.O. Line to a particular project.
419-422 | 4 Alphanumeric Tax Code
User-defined code representing a tax percentage to be used when
calculating taxable amount on a taxable P.O. Line.
423-426 | 4 Numeric Tax Percent
Formatted: 9(2)V(2)
Decimal is implied between second and third digits.
Tax Percentage to be used when calculating tax amount on a taxable
P.O. Line.
427-430 | 4 Alphanumeric Tax Code 2
User-defined code representing an additional tax percentage to be
used when calculating taxable amount on a taxable P.O. Line.
431-434 | 4 Numeric Tax Percent 2
Formatted: 9(2)V(2)
Decimal is implied between second and third digits.
Additional Tax Percentage to be used when calculating tax amount on
a taxable P.O. Line.
Please Note: Positions 435-534 contain information from the P.O. Header
record associated with this P.O. Line record.
435-437 | 3 Numeric P.O. Change Number
Number of times the P.O. has been amended.
438-440 3 Alphanumeric P.O. Bill To Code
User-defined code which references the bill to name and address for
the P.O.
441-459 | 19 Alphanumeric Vendor Contact Name
Name of the contact person at the vendor’s site.
460-477 | 18 Alphanumeric P.O. Ship Via
Method of shipment used for the P.O.
478-492 15 Alphanumeric P.O. FOB Point
FOB Point for the P.O.
493-495 |3 Alphanumeric P.O. Prepaid Freight
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Contents will vary based on freight charges associated with the P.O.
DST = Included in price

Y = Prepaid by vendor

N = 3 Party Carrier

Blank = No freight charges

496-503

Numeric

P.O. Freight Amount
Formatted: 9(6)V9(2)
Decimal is implied between the sixth and seventh digits.

This is the estimated freight for the entire P.O.

504

Alphanumeric

P.O. Freight Amount Sign

Contents will vary based on the value of P.O.FREIGHT AMOUNT.

e Contains “+” when P.O.FREIGHT AMOUNT value is zero or
greater.

e Contains ““ when P.O.FREIGHT AMOUNT value is less than
Zero.

505-514

10

Alphanumeric

P.O. Free-form Payment Terms

Description of payment terms for the P.O. P.O. FREE-FORM
PAYMENT TERMS and P.O. TERMS CODE are mutually exclusive
fields. When one of these fields is entered, the other is not filled.

515-517

Alphanumeric

P.O. Terms Code

User-defined code which references P.O. payment terms information.
Used to calculate discount and net payments. P.O. FREE-FORM
TERMS and P.O. TERMS CODE are mutually exclusive fields. When
one of these fields is entered, the other is not filled.

518-524

Numeric

P.O. Discount Amount

Discount amount entered for the entire P.O.

525

Alphanumeric

P.O. Discount Amount Sign

Contents will vary based on the value of P.O. DISCOUNT AMOUNT.

e Contains “+” when P.O. DISCOUNT AMOUNT value is zero or
greater.

e Contains “-“ when P.O. DISCOUNT AMOUNT value is less than
Zero.

526-532

Alphanumeric

P.O. Ship To Code

User-defined code which references the ship to name and address for
the P.O.

533

Alphanumeric

P.O. Acknowledgement Required

Specifies whether an “Acknowledgement Required” message prints on
the purchase order document.

Y = Print message on purchase order

N = Do not print message on purchase order

534

Numeric

P.O. Separate Handling

Allows a P.O. to be separated into a “set” of all P.O.s issued to this
vendor. Optional field. Valid values are 1 through 9.

535

12

Alphanumeric

Master Agreement Number

This field is provided for user reference purposes only.

547

Alphanumeric

Export Passed Indicator

PMX always loads “N” at the time the export record is created. You
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can have your transfer process change the value of this field to
indicate that the record has been passed. You may want to do this if
you choose not to delete the export file from the PMX data directory
every time you transfer data.

548

Alphanumeric

Export Action Code

A = P.0O. Line was added to the system.

C =P.0. Line was changed

D = P.O. Line was deleted from the system
V = P.0O. Line was voided

549-556

Numeric

Export Date Stamp
Formatted: CCYYMMDD

Date record was created.

557-562

Numeric

Export Time Stamp
Formatted: HHMMSS

Time of day export record was created.

11-12
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Export Receipts

This export program extracts receipt information for notification
to another system. An exported file is created by PMX when
the Corporation Control File option for Receipt Export is turned
on. Arecord is created any time a Receipt is updated (added,
changed or deleted).

The Exported Receipts File name is EXPREC.DAT and it is
stored in the same directory as the other PMX data files.

PMX either adds export records to an existing file or creates a
new one if it does not already exist. It is up to the user to
delete the export file from the PMX data directory once it has
been transferred to the other system.

Exported Receipts File Format

The Export Purchase Order File must be formatted as follows:

Position

Length

Format

Field

1-3

Numeric

Corporation

Links the receipt to a corporation.

4-12

Alphanumeric Purchase Order Number

Field is right justified.

13-15

Numeric

Blanket Release Document Number

For a receipt on a Blanket Release, this field contains the number
associated with which release against the Blanket P.O. it is on (001 for
1st, 002 for 2, etc.).

For all other receipts this field contains zeros.

16-18

Numeric

Blanket Release Line Number

For a receipt on a Blanket Release, line number is sequentially
assigned by PMX for each line on the release document.

For all other receipts this field contains zeros.

19-21

Numeric

P.O. Line Number

For a receipt on a Blanket Release, this field contains the line number
on the Blanket the release is against.

For all other receipts, line number is sequentially assigned by PMX for
each line on the purchase order.

22-24

Numeric

Blanket Line Release Number

For a receipt on a Blanket Release, this field contains the number
associated with which release against the Blanket line it is on (001 for
1st, 002 for 29, etc.).
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For all other receipts this field contains zeros.

25-31

Alphanumeric

Receipt Number

Receipt Number is sequentially assigned by PMX for each receipt on
the purchase order line.

32-46

15

Alphanumeric

ltem Number

The unique number or code which is used to identify material received.

47-54

Numeric

Receipt Date
Formatted: CCYYMMDD

Date entered during the receiving process.

55-57

Alphanumeric

Receiver ID

Unique code linking the person responsible for receiving this shipment
of material to the Employee file.

58-69

12

Alphanumeric

Packing Slip Number

Optional field containing the packing slip number associated with this
receipt.

70-72

Alphanumeric

Receipt Unit of Measure

Refers to either a user-defined or standard measurement.

73-82

10

Numeric

Original Quantity Accepted
Formatted 9(6)V9(4)
Decimal is implied between the sixth and seventh digits.

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add: Contains Zero.
Change or Delete: Contains the quantity accepted at the time the
receipt line was last saved, prior to this action.

83

Alphanumeric

Original Quantity Accepted Sign

Contents will vary based on ORIGINAL QUANTITY ACCEPTED.

e Contains “+” when ORIGINAL QUANTITY ACCEPTED value is
zero or greater.

e Contains ““ when ORIGINAL QUANTITY ACCEPTED value is
less than zero.

84-93

10

Numeric

Quantity Accepted
Formatted 9(6)V9(4)
Decimal is implied between the sixth and seventh digits.

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add or Change: Contains the quantity accepted at the time the
receipt line was saved.

Delete: Contains the quantity accepted at the time the receipt line
was last saved, prior to this action.

94

Alphanumeric

Quantity Accepted Sign

Contents will vary depending on QUANTITY ACCEPTED.

e Contains “+” when QUANTITY ACCEPTED value is zero or
greater.

e Contains “-“ when QUANTITY ACCEPTED value is less than zero.

95-104

10

Numeric

Original Quantity Rejected
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Formatted 9(6)V9(4)
Decimal is implied between the sixth and seventh digits.

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add: Contains zero.
Change or Delete: Contains the quantity rejected at the time the
receipt line was last saved, prior to this action.

105

Alphanumeric

Original Quantity Rejected Sign

Contents will vary depending on ORIGINAL QUANTITY REJECTED.

e Contains “+” when ORIGINAL QUANTITY REJECTED value is
zero or greater.

e Contains “-“ when ORIGINAL QUANTITY REJECTED value is
less than zero.

106-115

10

Numeric

Quantity Rejected

Contents will vary depending on the EXPORT ACTION CODE in the
export record.

Add or Change: Contains the quantity rejected at the time the receipt
line was saved.

Delete: Contains the quantity rejected at the time the receipt line was
last saved, prior to this action.

116

Alphanumeric

Quantity Rejected Sign

Contents will vary depending on QUANTITY REJECTED.

e Contains “+” when QUANTITY REJECTED value is zero or
greater.

e Contains “-“ when QUANTITY REJECTED value is less than zero.

117-122

Numeric

Voucher Number

Unique number representing a Voucher that was entered for an
invoiced receipt.

123-125

Numeric

Invoice P.O. Line Number

P.O. Line Number for an invoiced receipt.

126-145

20

Alphanumeric

Carrier Name

Not currently used.

146-165

20

Alphanumeric

Freight Bill

Not currently used.

166-195

30

Alphanumeric

Notes - Not currently used.

196

Alphanumeric

Export Passed Indicator

PMX always loads “N” at the time the export record is created. You
can have your transfer process change the value of this field to
indicate that the record has been passed. You may want to do this if
you choose not to delete the export file from the PMX data directory
every time you transfer data.

197

Alphanumeric

Complete or Partial Indicator

C = Receipt line is complete
P = Receipt line is partially received
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Please Note: Positions 198-248 contain information taken from the P.O. Line
record associated with this receipt record.

198-207

10

Alphanumeric

P.O. Line Vendor Number

Unique number or code which is used to identify the vendor from
whom the material was ordered.

208-214

Alphanumeric

P.O. Line Ship To Code

User-defined code which references the ship to name and address.

215-224

10

Alphanumeric

P.O. Line Project Number

User-defined code which charges a P.O. line to a particular project.

225-231

Alphanumeric

P.O. Line Job Number

User-defined code which charges a P.O. line to a particular Job
Number.

232-242

11

Numeric

P.O. Line Unit Price
Formatted: 9(7)V9(4)
Decimal is implied between the seventh and eighth digit.

243

Alphanumeric

P.O. Line Unit Price Sign

Contents will vary depending on P.O. LINE UNIT PRICE.

e Contains “+” when P.O. LINE UNIT PRICE value is zero or
greater.

e Contains “-“when P.O. LINE UNIT PRICE value is less than zero.

244-248

Alphanumeric

Commodity Code

The user-defined code which represents a general category or group
of material items.

249

Alphanumeric

Export Action Code

A = Receipt line was added
C = Receipt line was changed
D = Receipt line was deleted

250-257

Numeric

Export Date Stamp
Formatted: CCYYMMDD

Date export record was created.

258-263

Numeric

Export Time Stamp
Formatted: HHMMSS
Time of day export record was created.
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Export Inventory Transactions

This export program extracts inventory transaction information
for notification to another system. An exported file is created
by PMX when the Corporation Control File option for
Transaction Export is turned on. A record is created any time
an inventory transaction occurs.

The Exported Inventory Transaction File name is EXPISS.DAT
and it is stored in the same directory as the other PMX data
files.

PMX either adds export records to an existing file or creates a
new one if it does not already exist. It is up to the user to
delete the export file from the PMX data directory once it has
been transferred to the other system.

Exported Inventory Transaction File Format

The Export Inventory Transaction File must be formatted as
follows:

Position

Length

Format

Field

1-3

Numeric

Corporation

Links the inventory transaction to a corporation.

4-10

Alphanumeric Ship to Warehouse

For transactions created in the Inventory transaction, Kit transaction
and PO Receipt processes this is the warehouse in which the
transaction took place.

For Warehouse Transfer Out transactions this is the warehouse the
material was transferred from.

For Warehouse Transfer In transactions this is the warehouse the
material was transferred to.

If the transaction was generated in the Warehouse Order Shipping
process this is the Ship-from Warehouse.

If the transaction was generated in the Warehouse Order Receiving
process this is the Ship-to Warehouse.

11-19

Alphanumeric Warehouse Order Number

Field is right justified.

If the transaction was generated in the Warehouse Order module, this
field contains the Warehouse Order Number.

In all other instances this field is blank.

20-28

Numeric

Session Number
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Sequentially assigned by PMX. Used to group inventory transactions.
Once a session has been saved, you can only generate adjustments
to existing transactions in that session.

29-31

Numeric

Line Number

Sequentially assigned by PMX for each line within the session.

32-51

20

Alphanumeric

Serial Number

If the item is flagged for serial number tracking this field contains the
serial number for the item involved in the transaction.

In all other instances this field is blank.

52-66

15

Alphanumeric

ltem Number

The unique number or code which is used to identify the material
involved in the transaction.

On the Kit transaction itself this field is blank. An additional
transaction record is generated for every item in the kit. These
transactions will have the item number filled in.

67

Alphanumeric

Action Code

| =lIssue

R = Return

A = Adjustment

T = Receipt

X = Warehouse Transfer Out
Y = Warehouse Transfer In

68-75

Numeric

Inventory Transaction Date
Formatted: CCYYMMDD

Represents the date the transaction occurred.

76-83

Alphanumeric

Shipper ID

A unique code used to link the shipper entered on the transaction to
the employee file.

84-88

Alphanumeric

Commodity Code

The user-defined code which represents a general category or group
of material items.

89-94

Alphanumeric

Stock Unit of Measure

Refers to either the user-defined or standard measurement in which
the material is stocked.

95-99

13

Numeric

Quantity
Formatted: 9(9)V9(4)
Decimal is implied between the tenth and eleventh digits.

100

Alphanumeric

Quantity Sign

Contents will vary depending on QUANTITY.
e Contains “+” when QUANTITY value is zero or greater.
e Contains “-“ when QUANTITY value is less than zero.

101-110

10

Alphanumeric

Receiving Department

Generally used in Issue and Return transactions to indicate the
department the material is issued to or being returned from.

111-117

Alphanumeric

Job Number
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User-defined code which charges a transaction to a particular Job
Number.

118-129

12

Alphanumeric

Consumer

Generally used to describe the end-user of the material.

130-149

20

Alphanumeric

Distribution Account

Contains the General Ledger account code this transaction is charged
against.

150-156

Alphanumeric

Transfer Warehouse

For Warehouse Transfer Out transactions this is the warehouse the
material was transferred to.

For Warehouse Transfer In transactions this is the warehouse the
material was transferred from.

If the transaction was generated in the Warehouse Order Shipping
process this is the Ship-to Warehouse.

In all other instances this field is blank.

157-169

13

Numeric

Standard Unit Cost
Formatted 9(9)V9(4)
Decimal is implied between the seventh and eighth digits.

The Standard Unit cost that was on the Inventory Master file record at
the time the transaction was created.

170

Alphanumeric

Standard Unit Cost Sign

Contents will vary depending on STANDARD UNIT COST.

e Contains “+” when STANDARD UNIT COST value is zero or
greater.

e Contains ““ when STANDARD UNIT COST value is less than
Zero.

171-183

13

Numeric

Current Unit Cost
Formatted: 9(9)V9(4)
Decimal is implied between the seventh and eighth digits.

The Current Unit Cost that was on the Inventory Master file record at
the time the transaction was created.

184

Alphanumeric

Current Unit Cost Sign

Contents will vary depending on CURRENT UNIT COST.

e Contains “+” when CURRENT UNIT COST value is zero or
greater.

e Contains “-“ when CURRENT UNIT COST value is less than zero.

185-197

13

Numeric

Average Unit Cost
Formatted: 9(9)V9(4)
Decimal is implied between the seventh and eighth digits.

The Average Unit Cost that was on the Inventory Master file record at
the time the transaction was created.

198

Alphanumeric

Average Unit Cost Sign

Contents will vary depending on AVERAGE UNIT COST.
e Contains “+” when AVERAGE UNIT COST value is zero or
greater.
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e Contains “-“ when AVERAGE UNIT COST value is less than zero.

199-213 15 Alphanumeric Kit Number

The unique number or code which is used to identify the kit involved in
the transaction.

On the Kit transaction itself and the additional transaction records
generated for every item in the kit, this field contains the kit number.

In all other instances this field is blank.

Please Note: Positions 214-259 contain the key information used to link the
inventory transaction generated in the P.O. receipt process to
the P.O. Receipt record. These fields will contain blanks or
zeros for all other inventory transactions.

214-216 3 Numeric P.O. Receiving Corporation Number
217-225 9 Alphanumeric P.O. Receiving P.O. Number
Field is right justified.
226-228 3 Numeric P.O. Receiving Release Document Number
229-231 3 Numeric P.O. Receiving Release Line Number
232-234 3 Numeric P.O. Receiving Line Number
235-237 3 Numeric P.O. Receiving Release Number
238-244 7 Numeric P.O. Receiving Receipt Number
245-259 15 Alphanumeric Asset Tag Number
Another number that can be used, in addition to the serial number, to
track a material in inventory.
Please Note: Positions 260-274 are only filled for issue transactions
generated in the Warehouse Order (WO) Shipping process.
These fields will contain blanks or zeros for all other inventory
transactions.
260-262 3 Numeric W.O. Shipping Corporation
263-271 9 Alphanumeric W.O. Shipping W.O. Number
Field is right justified.
272-274 3 Numeric W.O. Shipping W.O. Line Number
Please Note: Positions 275-289 are only filled for transactions generated for
Stock Requisitions. These fields will contain blanks or zeros for
all other inventory transactions.
275-277 3 Numeric Stock Requisition Corporation Number
278-286 9 Alphanumeric Stock Requisition Number
Field is right justified.
287-289 3 Numeric Stock Requisition Line Number

Please Note: Positions 290-306 are only filled for issue transactions
generated in the Warehouse Order (WO) Shipping process and
transactions generated for Stock Requisitions. These fields will
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contain blanks or zeros for all other inventory transactions.

290-302

13

Numeric

Back Order Quantity
Formatted: 9(9)V9(4)
Decimal is implied between ninth and tenth digits.

This field contains the quantity left on-order when you are not able to
ship the entire quantity requested on a Warehouse Order, or issue the
entire quantity requested on a Stock Requisition.

303

Alphanumeric

Back Order Quantity Sign

Contents will vary depending on BACK ORDER QUANTITY.

e Contains “+” when BACK ORDER QUANTITY value is zero or
greater.

e Contains ““ when BACK ORDER QUANTITY value is less than
Zero.

304-306

Alphanumeric

Back Order Quantity Unit Of Measure

This field contains the user-defined or standard measurement in which
the material has been back ordered.

Please Note:

Positions 307-337 contain the key information used to link the

inventory transaction generated in the Warehouse Order (WO)
Receiving process to the Warehouse Order (WO) Receipt
record. These fields will contain blanks or zeros for all other
inventory transactions.

307-309

Numeric

W.O. Receiving Corporation Number

310-318

Olw

Alphanumeric

W.O. Receiving W.O. Number

Field is right justified.

319-321

Numeric

W.O. Receiving Release Document Number

322-324

Numeric

W.O. Receiving Release Line Number

325-327

Numeric

W.O. Receiving Line Number

328-330

Numeric

W.O. Receiving Release Number

331-337

Numeric

W.O. Receiving Receipt Number

338-345

QOIN|[W(W(W|w

Alphanumeric

Misc.

This is a user-defined field.

346

Alphanumeric

Export Passed Indicator

PMX always loads “N” at the time the export record is created. You
can have your transfer process change the value of this field to
indicate that the record has been passed. You may want to do this if
you choose not to delete the export file from the PMX data directory
every time you transfer data.

347

Alphanumeric

Export Action Code
A = Added record

Because PMX requires an audit trail when dealing with inventory you
cannot change or delete an inventory transaction. You can only create
an adjustment transaction to reverse the affect of a previous
transaction. Therefore, all inventory transactions are new records
(add action code).

348-355

Numeric

Export Date Stamp
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Formatted: CCYYMMDD

Date export record was created.

356-361 Numeric Export Time Stamp
Formatted: HHMMSS
Time of day export record was created.
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