Purchasing Management eXtra

QuickStart Tour

Table of Contents

CHAPTER 1: INTRODUCTION 11
Welcome! 1-3
System Requirements 1-12

CHAPTER 2: GETTING STARTED 2-1

Installing the PMX Quickstart Tour 2-3
Conventions 2-14

Setting Up the Master Files 2-15

Lesson 1: The Control File 2-16

Lesson 2: The Vendor File 2-19

Lesson 3: The Material File 2-33

Lesson 4: The Inventory File 2-39
Lesson 5: Other Master Files 2-45

CHAPTER 3: PURCHASING MODULE 3-1

Purchasing Module Overview 3-3

Lesson 1: Creating Purchase Orders 3-4

Lesson 2: Purchase Order Maintenance 3-27

Lesson 3: Adding Vendor and Material Records “On the Fly” 3-34
Lesson 4: Creating P.O.s from Previous Orders 3-35

Lesson 5: Automated History Card 3-41
Lesson 6: Management Reports 3-44
Lesson 7: Change Vendor Number on Existing P.O. 3-60

CHAPTER 4: RECEIVING MODULE 41
Receiving Module Overview 4-3

Lesson 1: Material On Order 4-4

Lesson 2: Receipt Entry 4-7

Lesson 3: Material Receipts Summary 4-17
Lesson 4: Receiving Reports 4-19

CHAPTER 5: REQUISITIONING MODULE 5-1

Table of Contents 1




Requisitioning Module Overview

Lesson 1: Creating a Requisition

Lesson 2: Approving a Requisition

Lesson 3: Creating a P.O. from a Requisition
Lesson 4: Requisition Status Inquiry

Lesson 5: Requisition Status Report

CHAPTER 6: INVENTORY MODULE

Inventory Module Overview

Lesson 1: Incrementing Quantity on-Order and Quantity On-Hand
Lesson 2: Inventory Transactions

Lesson 3: Warehouse Transfers

Lesson 4: Usage History Inquiry

Lesson 6: Kit Component Transactions

Lesson 7: Inventory Reports

CHAPTER 7: WAREHOUSE MODULE

Warehouse Overview

Lesson 1: Creating a Warehouse Order

Lesson 2: Printing W.O. Documents

Lesson 3: Verifying a Shipment

Lesson 4: Checking the Status of Open Warehouse Orders
Lesson 5: Receiving a Warehouse Order

Lesson 6: Processing Back Orders

Lesson 7: Management Reports and Shipping Labels

CHAPTER 8: A/P INTERFACE MODULE
A/P Interface Overview

Lesson 1: Invoice Entry

Lesson 2: Invoice Maintenance

Lesson 3: Management Reports

CHAPTER 9: REQUEST FOR QUOTATIONS MODULE
Request for Quotations Module Overview

Lesson 1: Creating a Request for Quotation

Lesson 2: RFQ Maintenance

Lesson 3: Printing, Faxing and E-Mailing RFQ Documents
Lesson 4: Recording Vendor Bids

Lesson 5: Reviewing Vendor Bids

Lesson 6: Creating P.O.s from RFQs

Lesson 7: Creating RFQs from Previous RFQs

Lesson 7: Reviewing RFQ Status

Lesson 8: RFQ Reports

5-3
5-5
5-13
5-14
5-20
5-24

6-1
6-3

6-8
6-14
6-17
6-20
6-21

71

7-3

7-4
7-12
7-15
7-19
7-22
7-25
7-28

8-1
8-3
8-4
8-8
8-12

9-1

9-3

9-4
9-13
9-14
9-15
9-21
9-24
9-28
9-33
9-34

Table of Contents



Purchasing Management eXtra

QuickStart Tour
Chapter 1

Introduction

WELCOME!

Employee Password Security
Easy-to-Use Data Entry Screens
PMX Menu Bar

Online Help

Command Buttons

Search Buttons

Selection Buttons

Instant Access to your Current and Historical Data
Online Queries

Management Reports

Report Writer

Interfaces with Your Existing Systems
Standard Purchase Order
Customized Purchase Order

SYSTEM REQUIREMENTS
Sample Purchase Order

[ G L G G G QL QI G §
[ 1
WIN DN, DO OCOOCOONOOOP~WLOW

—_— - _ A
1
—_— _ A A A

Chapter 1: Introduction

1-1



1-2

QuickStart Tour



Welcome!

Please Note:

Important:

Employee Password Security

Welcome to Purchasing Management eXtra (PMX), the software
system designed exclusively for purchasing professionals. PMX
contains nine modules, featured on the System menu shown below.

w»* Purchasing Management eXtra E'rng'
Purchasing Receiving Requisitions RFQ's Inventory AP Warehouse Mgmt  Utilities  Master Filas  Help

Purchasing

Management

eXtra

()
Bellwether

Software (orporation

You can use the Purchasing, Inventory and Request for Quotations
(RFQ) modules each as a standalone unit, or combine them with
the other modules as a part of a fully integrated system. You can
install a few modules now and add more when you are ready.

When all modules are used together, the Purchasing module
collects data from the Request for Quotations and Requisitions
modules. In turn, the Purchasing module feeds data to the
Receiving, Inventory, and Accounts Payable (A/P) Interface
modules.

The Master Files and Utilities featured on the PMX system menu
are included with the Purchasing, Inventory, and Quotations
modules.

OBefore launching into the QuickStart Tour in Chapter 2, please
take the time to review the PMX system overview in this chapter.

Chapter 1: Introduction
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System administrators may set up employee passwords and access
codes to deny specific employees access to any of the secondary
menus. For example, an employee who is classified as a Receiver
might have access to all of the functions on the Receiving menu but
be restricted from accessing functions on the Purchasing menu. In
addition, an employee may be allowed access to selected options
on a secondary menu, but be denied access to other options on the
same menu.

Please refer to the PMX online user’s guide for more information
about password security.

Easy-to-Use Data Entry Screens

Most important, PMX is easy to use because it was designed to
work the way purchasing professionals think. For example, shown
below is PMX’s Vendor Record screen. You can use this screen to
add, modify, and delete Vendor Records.

Many of the screen elements should look familiar to you—they are
part of the graphical interface common to all Microsoft Windows
applications. The following pages briefly highlight the four
highlighted screen elements specific to PMX.

»* Wendor Record EI @'E

File Search Help

Delete Mext | Previous | Exit

Required Info

Corporation: ¥Yendor Number: J

Yendor Info
Vendor Name:[XYZ CORPORATION F.0.B. Point: [UPS RED
Vendor Address:[MONARCH BUILDING Ship Via: [LOUISVILLE |
[2225 NEW CASTLE ROAD Vendor Type: [SBV ﬂ
_ ISUITE 6 Pre-Paid Freight: |None ~|
City/State: || DUISVILLE 33
Zip:[40222 Terms Code: [001 2 | 5.00/10-N30
Vendor Short Name: | XvZ CORPORATION Free-Form Terms: |
Contact Name 1:[JIM FOX
Phone Number 1: [(502)729-2929 Ext:[933 O FAX [
Contact Name 2: | £ E-mail
Phone Number 2:| Ext ’— i+ MNeither FAX nor E-mail
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PMX Menu Bar

The contents of the PMX menu bar are the same for any screen
that is currently active on your desktop. The menu bar, shown
below, appears when the Vendor Record screen is active.

File Search Help

When you activate the File, Search or Help menus, PMX displays a
drop-down listing of available commands. If a command name is
dimmed, that command is not currently available for selection.

¢ Yendor, Record [Z| [E| rz|

Buyer ID Next | Previous | Exit

Expeditor 1D

| Special Text Code wdor Number: || ﬂ L

Terms Code

Tax Code

Ve vendor Number
Wendaor Group F.0.B. Point: l—
Wendor Type | Ship Via: | J
: Yendor Type: ’—J
- Pre-Paid Freight: | J
Zip: ’7 Termz Code: l— J
Yendor Short Name: | Free-Form Terms: |
Contact Name 1: |
Phone Humber 1:| Ext: ’— o
Contact Name 2: | b |
Phone Number 2: | Ext: ’— L

The second menu option on the menu bar takes you directly to the
PMX secondary menu that you used to access the current active
screen. For example, when you use the Master Files menu to
access the Vendor Record screen, then this command will read
Master Files Menu, as shown below. (By the same token, if you
used the Purchasing menu to access the Standard P.O. screen, this
menu option would read Purchasing Menu.)

Chapter 1: Introduction
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Online Help

Use these tabs to
navigate the context-
sensitive help system.

Command Buttons

Master Files

Zatalog File

Commodity Code

Control File. .. »
Inventory File

kit File

rlaterial File

Yendor File

Reports... 4

Each PMX screen is described in detail on the context-sensitive
online help system shipped with PMX. To access online help,
choose the Help command from the PMX menu bar, or press the

F1 key. PMX will display the help topic related to the current active
window.

File Search Help

After accessing the Help system, you may browse the online help
by using the Contents, Index and Search tabs on the left side of the
help browser window. For more information on using PMX help
effectively, click on the Contents tab and select the topic entitled
The HTML Help Viewer.

= [ T ap—— o b -
W7 Hizlbwzthed Saftware Paic hasheg M

sl eREre Viersism 4.7

& & I

Hide Prid Dol

Conbent | ipden | Guusch |

welcome o Purchasing Management extral

Abipast Frangh arsire] Farage meant
Thet HTHL HRp Wisaes
|70 b iy ¥ by PR ) ks
|7 kdrey thes Bearoh Feghss
Exiting the Sy stem
Pledar Filss
Purchasing Module
Asipsitiore: Moduls
Qutstions Fadibks
Rusceivirg Moduks
Irégatory Module

Weloome b the Purchaing Fanapamant aXirs enline bl sysham, Tou oan soess this helg
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The command buttons that appear below the menu bar on each
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PMX data entry screen perform such file-handling tasks as saving
and deleting records and clearing the data entry screen.

Clear | Delete I Save I Hext |Elevious| Exit I

You may select these buttons by clicking or by pressing the Alt key
in conjunction with the underlined mnemonic letter on each button.
For example, to issue the Clear command, you would press Alt-c.

Each button is briefly described on the next page:

Chapter 1: Introduction
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Button

Description

Clear

Delete

Save

Next

Previous

Exit

Clears the data entry screen of any
existing data without saving any changes
you have made to the data record. An
empty data entry screen appears, ready
for entry or retrieval of the next record.

Deletes the record that is currently
displayed on your screen. When you
delete a record, the screen is automatically
cleared for entry or retrieval of the next
record.

Saves the data record that is currently
displayed on your screen. If you create a
new record, it will be added to PMX'’s
database. If you revise an existing record,
that record will be updated. When you
save a record, the screen is automatically
cleared for entry or retrieval of the next
record.

Clears the current record from the data
entry screens and displays the next record
in numerical/alphabetical sequence by
record ID.

Unless you issue the Save command
before selecting Next, any changes you
have made to the current data record will
be lost when the next record is displayed.

Clears the current record from the data
entry screens and displays the previous
record in numerical/alphabetical sequence
by record ID.

Unless you issue the Save command
before selecting Previous, any changes
you have made to the current data record
will be lost when the previous record is
displayed.

Closes the data entry screens and returns
you to the PMX screen or menu that was
used to access the current screen.

Search Buttons A ? symbol appears next to many data entry fields, indicating that a
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Selection Buttons

search window is available for that field. Search windows help you
to locate the data you need without having to remember all of the ID
codes associated with each data record.

Use the selection buttons at the bottom of PMX screens to display
related data entry and review screens. The contents of these
selection buttons vary according to the screen that is currently
active on your desktop. For example, on the Vendor Record screen
you'll find the following four buttons:

Use these buttons to display related information and access data
entry screens pertaining to the current record.

Instant Access to your Current and Historical Data

Online Queries

PMX efficiently stores multiple years of purchasing and inventory
usage history in its real-time database. You can view historical and
current transactions online, or print them on standard reports.

With PMX, every detail of every transaction goes into the database
automatically. All of your purchasing information is held in real-time
status, so it is always current and available for snapshot viewing or
to generate reports.

For example, when you need to know the status of open P.O.s,
PMX provides up-to-the-second information. Requisitioners can
also check the status of their requisitions quickly and easily. When
you need to check the data underlying a summary total, PMX lets
you instantly “drill down” to the desired level of detail. In an instant,
you can go from a summary total to the supporting purchase order.

To give you instant access to the PMX database, a complete set of
online query screens is available. To illustrate, let’s take a look at
the Automated History Card, shown on the next page.

Chapter 1: Introduction
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List specific groups of P.O.s by
entering your selection criteria in
these fields. You can use any single
parameter or a combination of
parameters to narrow your selection
even further. PMX lists only those
records that meet the parameters
you specify.

In this example, notice that PMX
provides a summary of each P.O.
line item issued to Vendor A2000

in the first quarter of 2004.

%" Autsmatad Hislory Card
Fie Sparh  Help
Clem | Frist §etep Exit

00 | &5 CEFME n

| DiEE e DR &1 nan
|00 RS CRETRE a1 nnn
| DiEE e DR &1 nan
| DEF EEL CREFRE |1 nnn

HIMLE LIE| 0216505

JORLE I RESIES TR
JELBMER HOT | NZA16505 ]
IHETSL FoLB)EEMESIE]
JELESE FLEG] OSSN

|0 | ERsIHIEEE J&FOOn
| DM [EERIHTEEE [&FO00
J o JLIGETHIHE |&50an
ORZJLIEETHIME [&5000
AR LIGETHIHG |&50an
[ OBELIEETHIME [&5000
IR ILIEETHIHE 185 00n

JORLE I RESIES TR
JERLEE M Z18STs |
JELESE FLAES)DE/TLITE]
IFLIE RIFF) BESTRTE]
150 WalT )08/ ThiTE|
IHISLE LIG) BeSThrFE]
ILBHE CEa IHI D8/ Th T

Use the left and right scroll buttons
to bring additional columns of
summary data into view.

To review an entire purchase order,
Highlight the desired record from the
List, then choose Review P.O.

Use the Print Card button to
Print a hard copy of the
Automated History Card list.
Management Reports PMX comes with a complete set of management reports. Each
report has a Report Options screen that lets you tailor the report to
your needs. You select the desired report sequences and totals
before printing or reviewing the data online. You can also select
specific items to print or review and combine current and historical
information in the same report. To illustrate, let's take a look at the
Purchase Order Analysis Report Options screen shown on the next

page.

QuickStart Tour



Select primary and secondary
report sequences and totals by
choosing the desired sort options
from the drop down list boxes.

Select specific groups of records
for printing by entering your
selection criteria here. You can
specify any single parameter or
use a combination of parameters
to narrow your selection even
further. PMX prints only those
records that meet the parameters
you specify. If you do not specify
any parameters, PMX will print all
of the records.

Report Writer

w Purchese Duder Analysis Begort Optionm

In addition to a wide range of built-in management reports, PMX’s
Report Writer allows you to design custom reports using information
stored in the PMX database. Special features include:

v Create column-style management reports with up to 20
columns

v Reports may include computed data fields and literal text
strings

v Print multiple subtotals and a grand total

v Sort report data by number, character, or date sequence in
ascending or descending order

v Enter selection parameters at runtime to isolate and print only
the desired information.

Interfaces with Your Existing Systems

The best purchasing software packages don't just operate in a
stand-alone environment. PMX interfaces with a variety of systems
to quickly become an integral part of your current data processing
environment.

PMX interface options allow you to:
v Export data to virtually all types of databases and spreadsheets

v Export data to your accounting, inventory, and MRP systems
v Export invoices created in PMX to your accounts payable

Chapter 1: Introduction 1-11



Standard Purchase Order

Customized Purchase Order
Forms

System Requirements

system for payment

v Export, purchase orders, material receipts, and inventory
transactions to your ERP system

v Import vendor, part, account code, material receipt, and
requisition information from your existing systems into PMX

PMX comes with a standard form for laser printers, which is also
illustrated at the end of this chapter. The number of copies that can
be printed and the length of the form are determined by the print
parameters that you set in PMX.

If you wish to use your present (or planned) P.O. form, at a cost,
Bellwether Software can customize the print format to your exact
specifications.

Operating Systems

Single-user or multi-user versions are available for 32-bit operating
systems, including Windows 2000, XP. Most PC-based networks
are supported, including Windows 2000/2003 server.

Hardware Requirements

A Windows-class PC with a 1.8 GHz processor and 512 Mb RAM is
recommended. Typical hard disk requirements range from 500 to
1000 Mb on the network file server as well as 250 Mb on each client
workstation.

Additional Requirements

The optional E-mail module requires a SMTP mail server
connection. The Fax module requires a standard faxing device.
PDF reports requires .NET Framework 1.1 installed

Remote Access

PMX can be accessed remotely using the following popular
application servers:

¢ Windows 2000/2003 Server

¢ Windows NT Terminal Server

¢ Winframe and MetaFrame by Citrix

Database
PMX’s SQL version requires Microsoft SQL Server 7.0 or higher to
be installed on your file server. PMX’s Express version uses
File/Server technology and does not require additional database
software.

QuickStart Tour



Bellwether

Software
Corporation

VENDOR NO. A1000

PURCHASE ORDER

THIS NUMEER MUST AFFEAR ON
ALL INVOICES, BILLS OF LADING
AND PACHAGES

No. PO-200

DATE: 03/10/03
PAGE: 1

VENDOR: ABC CORPORATION SHIP TO: MAIN WAREHOUSE
2225 NEW CASTLE ROAD DEMO CORPORATION
SUITE 6B 1212 PRESTON HIGHWAY
LOUISVILLE KY 40222-5483 LOUISVILLE KY 40222
Ship VA F.OE Prepakd Freight Requisitioner Vendor Contact & Phone
AIR FREIGHT LOUISVILLE JOHM SMITH 458-6T89
Buyer Deedivery Date Tems GIL Account Mo. Job Number Project Number
PAUL XAVIER 03/13/05 5.00/10-N30
Ling Quantity UM |tem Number/Description Unit Price Amount Tax
1 31 EA  |AA-1000 381.00 1.143.00 Y
BLOWER MOTOR 2HP, 450 RPM
Machined steel aear clamps
must be 45 percent steel and
meet all specifications for
stress testing. Must be
machined to within .0100 inch
tolerance.
2 12 | EA |METAL FOLDING CHAIRS 24 .50 294.00 Y
Grey steel frame with vinyl
seat and back.
SUBTOTAL $1.437.00
TAX 57.48
TOTAL $1.404 45

AUTHORIZED SIGNATURE

Chapter 1: Introduction
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Installing the PMX QuickStart Tour

Before installing the PMX QuickStart tour, please make sure that
your computer meets the minimum configuration requirements
listed below:
e Pentium processor
64 megabytes (MB) of RAM
At least 150 MB available disk space
Windows 98 or higher
VGA display — small fonts, 65536 colors
CD-ROM drive
Mouse

PLEASE NOTE: This version of the QuickStart Tour is intended for single-user
usage only. Please do not attempt to install this demo on a
network. If you would like more information about using PMX on a
network, please contact Bellwether Software at (602) 426-5463.

To install the QuickStart Tour, please follow the instructions below:

1. From the Windows Start Menu, choose Settings\Taskbar &
Start Menu and deselect the Taskbar Always on Top
option. 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 use the
Auto Hide option to hide the task bar when not in use.

Taskbar Properties E E

Taskbar Options | Start Menu Programsl

Nz
Sound Re

‘Wardpac

S

™ Auto hide

[~ Show smallicons in Start menu

¥ Show Clock

] 4 I Cancel Apply
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2. Insert the Purchasing Management eXtra Demo CD in your
CD-ROM drive.

3. Choose Run from the Windows Start Menu and type
E:\WINSTALL in the command line, as shown below.
(Specify the appropriate drive letter for your computer.)
Choose OK to proceed. You may also use Windows
Explorer to access the CD-ROM drive and choose
WINSTALL to begin installation.

Run EHE

Type the name of a pragram, falder, document, or Internet
rezource, and YWindows will open it for pou,

[
QK. I Cancel | Browse... |

4. The installation utility will build a directory named
PMXDEMO on your C: drive with subdirectories named
APBRIDGE, BITMAPS, REPORTS, and DATA. Choose
Start to proceed with the installation.

._= PMX Demo Installation

Destination Directaory

C:APM=DEMO

Required: 112121 K .
Available; 1630724 K Drowse. . |

Enit

5. A progress bar will appear on your screen as the installation
utility transfers the required files to your computer.

._= PMX Demo Installation

Unpacking: C:APMADEMONAIOT 33T M.DLL

I 25% |

6. When the installation is complete, choose OK to proceed.

2-4
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._= PMX Demo Installation

Inztallation was completed successfully

10026

7. Crystal Reports runtime files will be installed next. These
files are required to print POs and REQs out of the PMX
system. If you do not wish to install these files remove the
check from the Run Installed Application box and click OK.
Otherwise, click OK and you will automatically be sent to
step 3 of the next section “Installing Crystal Report Writer
Runtime Files for PMX”.

42, PMX Demo Installation

Pz Diemo installation has completed,
Crystal Reports runtime files installation will now start.
Thiz iz required if you want to print POs or REQs.

W Fun Installed &pplication

8. The installation utility will automatically build a Bellwether
Software Demo group window with program icons, as shown
below. It will also create a Bellwether Software shortcut on
your desktop.

&0 Purchasing Management eXtra Demuéﬁ ] =] B

File Edit Yiew Favorites Tools Help E

dmBack » = - | Qhsearch [Folders o4 | Bz x & 2

Address I - Purchasing Management exkra Demo j e

P Dermo ninstall

Purcl;asing
Management eXtra
Demo

Select an item to view its descripkion,

See also

My Docurments

Iy Mebwork Places
My Cormputer

|2 object{s) 1.68 KB |@. Ty Computer A
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Installing Crystal Report Writer Runtime Files for PMX

1)

2)

3)

The Crystal Report Writer Runtime Files are used by PMX to print an
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 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 EHE

Type the name of a program, folder, document, ar Intemet
rezource, and Wwindows will open it for you.

Open:  [E:ACRYSTALVSETUR =

Ok I Cancel | Browse. . |

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

i o

Copying Files, please stand by.
Processing dbghelp.dil (6 of 6)
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Troubleshooting

s% Crystal Reporting Tools Setup

@ Welcome to the Crystal Reporting Tools installation pragram,
F—

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

Exit Setup

4) After the files are copied, the install asks where the Crystal Report
Writer report files should be stored.

Bt inctalython b clcking the button e

|
% ik thi bt b instl Ot Rspaating Took: softnass b the peiliad
= oastinstian dirackary.

Cirnchary:
P, Change vy

Epit 3800

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

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.

O iF wou would like setup to update these files For wou now, You will need to restart
Windows befare wou can run sekup again, Click cancel to exit setup without updating
syskem files,

"j Setup cannat continue because some system files are out of date on your system, Click
L

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

] Do you want ta restart Windows now? IF vou choose 'Ma’, you will nok be able to run
v sefup again unkil after the svskem is reboated 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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Logging on to the PMX System

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

Alternatively, you can access PMX by choosing the Run command

from the Windows Start Menu and typing the command line
C:\PMXDEMO\SCROUTER.EXE, as shown below.

CAPM=DEMONVSCROUTER exe |

PMX will display the following sign-on screen.

+ Piiehsling daiagiest o% i

Purchasing
Manarement

eXtr:

@
Bellwether
Saltware (arparation

Ve 7 Do AN

Normally, each PMX user would type his or her unique user ID and
password on this security screen. For purposes of the Demo,
however, simply type PMX in both fields, then choose OK or press
the Enter key. For security purposes, your entries will appear as
asterisks (***).

PMX will display the master system menu on the next page:
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Exiting the PMX System
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When you are ready to shut down the PMX system, simply access
the PMX master system menu, then press the Esc key or click on
the X button in the upper-right corner of the PMX windows. If any
other PMX screens are open on your desktop, the system will
prompt you to close those windows before exiting.

The sample data records used in the PMX QuickStart Tour are
located on the subdirectory named DATA, located in your
PMXDEMO directory. As you walk through each lesson in
Chapters 3 and 5, PMX will record your changes and additions to
the demo files and store them in the DATA subdirectory.

At some point, you may wish to retrieve the original demo files.
For example, if another user wishes to walk through the QuickStart
Tour, you can retrieve the original files in order to repeat the
sample lessons. Also, if you experience a system failure that
damages your data files, you may wish to reinstall the contents of
the DATA subdirectory.

1. If PMX is running, exit from the program.
2. Press the Start button on the main Windows screen, and

choose RUN. Key in C:PMXDEMO\DATA\XDEMOFIL on
the command line and press the OK button.
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Run 2 x|

Tupe the name of a program, folder, docurment, or [nternst
resource, and ‘windows will open it for pou,

Open:  |C\PMXDEMO'DATASDEMDFIL =

QK. I Cancel | Browse... |

3. The XDEMOFIL Choice screen appears asking you if you
want to load the data files. KeyinY.

"% XDEMOFIL - CHOICE

% This batch file will load all demo files except security.
* Is this what you want to do???
Please enter ¥ or MH_

4. When the data files are loaded, the following screen
appears. Click the X key in the upper-right corner to exit
the screen.

GRPDPT.IDX
FAXID. IDX
UHPRCPTS. IDR
GRPJOB.IDX
CATALOG. IDR
CATSEC.IDX
GRPBKC.IDX
GRP109.IDX
WOHEADER. ID}
WOLINE.IDX
WOTERT. IDR
WOREG. IDX
CRPTRH. IDX
POLADL.IDX
THIRDP.DAT
THIRDP.IDX
SWITCHES . DMO
SWITCHES.STD
EMAILR{. IDR
EMAILPO. IDX
EMAILRFQ.IDR
EMAILRO.DAT
EMAILPO.DAT
EMAILRFQ.DAT
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Removing the QuickStart Tour from your PC

To permanently remove the PMX program and data files from your
computer, please follow the instructions below.

1. Right click on the Start Button from your main systems
window. Select Explore.

2. Gotothe C: drive and select the PMX Demo folder

B ] Caraara X 12 P
EHZ Esnfhatn Fibs Foades BALT 1220 PH
B1i_] Emmuzr Fila Fridan BN 1219 P
2 Galeg®s Fibs Fdded BALAT 1220 P
1] Laurchil e SHE Mioarckdccas:Da_ 234000 34154
BH_] Mazgsa WE Cosd PHOTOFSH. /7200 442 M
' Hpa 1KE lcon BB S AN
B Hami IE LBA Fis TAMIT 11324
g':"”“"“"'“ SE CHF Fin 152260 124
= | Coortcd ok TE FFTFie 2 BT AN
E"E' :“:;':;'I | Crertbier ot 1#E FFT Fin A5 519 M
o i | Cartagid 1RE FFTFie BB 452 4
5 Erceband | Dyt SE FFT Fia 152500 3 AN
150 Erecmbund Gabe | 1000w o WEE FFT 15250 32 4
L0 CaboniCopp 52 ] Copadac gt S%E FPTFim 125N B AN
5 L0 Cawanbiah Dt | S1C00i ot THE FFTFE 15250 227 4
8- Corsrsan Finz | Copard it I¥E FFTFim 10250 32 AW
5L Camag | Cate i TKE IDM File R 1T AN
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-1 desch W] Chricn NKE I[N Fla 12M5595 4410 4K
5L Encanpaz ] Cogbucraien gt THE T Fls W 54 PN
L1 pmzinad ] Chagen e AEKE LB Fla 52, Bl P
L Cwntenat Con ) o) v g FE G Fi T3 M PN

R il | T XE GAT Fia 719 S0 PH
i 131K TOFEH TN L P

3. From the File Menu, select Delete.
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The following screen appears:

Confirm Folder Delete

4. Click Yes to delete the files.

Chapter 2: Getting Started
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CONVENTIONS

PLEASE NOTE:

Operating from a Keyboard

PLEASE NOTE:

Tab Key vs. Enter Key

Symbols

Bellwether's PMX system uses the same conventions and operating
procedures as most standard Windows software. Throughout this
manual, we assume familiarity with basic Windows terminology and
procedures. If you have questions concerning basic mouse and
keyboard techniques, using menus and windows, navigating,
entering and editing data, or working in dialog boxes, please refer to
your Microsoft Windows User’s Guide.

All mouse operations in PMX are performed with the left mouse
button.

All menu options, selection buttons, and other commands in PMX
can be selected either by clicking the left mouse button or by typing
a key combination. If you prefer to use the keyboard for some
functions, notice that the “key letter” or mnemonic for each
command is underlined on your screen. You can access these
functions by pressing and holding the Alt key while typing the
desired letter. For example, from the PMX Master menu, you can
choose the Purchasing button either by clicking on it or by typing
Alt-p. PMX will then display the Purchasing Module submenu. You
can select items from this menu by clicking or by typing the
underlined mnemonic for the desired command.

There is no need to press Alt when choosing an item from a PMX
submenu. Simply type the underlined letter to select the desired
button. These are the only buttons in PMX that do not require the
Alt key.

The default setting in the PMX demo system is that when you press
the Enter key, it is equivalent to saving or updating a transaction.
Pressing the Tab key move the cursor forward to the next data
entry field. In the production version of the system, you may select
a Control File operating rule that instructs PMX to treat the Enter
key like the Tab key. When this option is selected, you may use
either key to move the cursor forward one field at a time.

The following two symbols are used throughout the tutorial to call

attention to data that is displayed by the system or actions that you
are instructed to perform.

Represents data that you are instructed to enter, commands

’ Represents information displayed by the system.

or options to select, etc.
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Setting up the Master Files

The foundation of the PMX system is a group of seven master files.
These files contain information about how you want PMX to
function, who you buy from, what you buy, who does the buying,
and so forth. The following pages describe the type of information
stored on each Master File.

After successfully installing PMX on your computer and logging on
to the system, you are ready to set up the Master Files. To begin,
your screen should display the PMX Master menu. Please follow
the instructions below.

Er ik i i anspamanl 2l E-JEE

Burchicing  Aeosving  Aegusition: - RRON [reenlony . AP Ceyshoice ik LilEs Mader Rer Bl )

Purchasing

Management

eXtr:

L
Bellwether
Sltware (arporation

Vv 4. Dot 200

A Choose Master Files to display the Master Files Menu.

atalog File
Commodity Code
Zonkral File. ..

Irventory File
kit File
Material File

Vendor File

Reports... L4

B Let's examine the Control File. From the Master Files Menu,
choose Control File to display the Control File Menu shown on the
next page.
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Lesson 1: The Control File

Only the Corporation Record is
required to run the PMX system.

IMPORTANT!

The first master file that you will create is the Control File. This file
allows PMX to support your special functional requirements with no
need for custom programming. The Control File contains the 22
record types shown below.

Corporation

v

1099 Code

Bank Code

Bill-To Code
Carrmodity Code Wendar
Employes

G/l Account Code
Global Dictionary
Item MNumber Translation
Job Mumber

PO, Type

Project Number
Receiving Dept.
Ship-To Code
Special Text
Systerm Information
Tax Code

Terms Code

Third Party ERP
11/ Translation
Wendor Group
Vendor Tvpe

The Corporation Record is the only required Control File Record
type. If you do not need the functions associated with any of the
optional record types, you do not need to add these records to your
Control File. However, you will find that many of the optional record
types add additional functionality to the PMX system.

For example, before you begin creating requisitions, purchase
orders, requests for quotations, and warehouse orders, you may
find it useful to predefine such information as Ship-To Address,
Project and Job Numbers, General Ledger Account Codes. By
developing these record types in advance, you eliminate repetitive
data entry tasks, ensure consistent usage of data entry fields, and
greatly enhance PMX’s reporting and tracking abilities.

Bellwether Software has already entered a complete set of
operating rules in the Control File for this QuickStart Tour. You will
not need to modify the Control File to use the sample lessons.
However, to illustrate the functionality and flexibility of the PMX
system we will briefly review the most frequently used Control File
record types, described below.
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Control
Record Type

File Description

Corporation

Global Dictionary

Employee

Project Number

Job Number

G/L Account Code

U/M Translation

Ship-To

The Corporation Record is the heart of

the PMX system. It is the only record type

that you are required to create before

implementing PMX. This record type

allows you to control such factors as

system edit options, default settings,

business operating rules, etc.

Use this record type to create customized

field names on your data entry screens.

¢ Use the Employee Record to store the
names, ID codes, phone numbers,
and e-mail addresses of company
employees.

¢ Use this record type to list valid
Project Numbers to track purchases
or material usage by Project Number.

¢ Use this record type to list valid Job
Numbers to track purchases or
material usage by Job Number.

¢ Use this record type to list valid
Account Codes to track purchases or
material usage by general ledger
account.

¢ Use this record type to store formulas
for the conversion of one unit of
measure to another (feet to inches).

¢ Use this record type to store your
company’s receiving addresses. Store
multiple Ship-To addresses if items
are shipped to more than one location
(multiple warehouses, remote sites,
satellite offices, etc.). Assign a unique
ID code to each Ship-To record.
Enter this code on your requisitions,
purchase orders, requests for
guotations, warehouse orders, and
inventory transactions, and PMX
automatically fills in the relevant
address information for you.

Chapter 2: Getting Started
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Control File File Description (continued)
Record Type

Commodity Vendor The Commody Vendor Record lets you
define authorized vendors for specific
commondity groups (such as office
supplies, equipment, etc.). PMX uses the
Commodity Vendor Records to list online
all authorized vendors for a specific
commodity.  This online list can be
accessed for vendor selection on
requisitions, purchase orders, and
requests for quotations.

Special Text PMX allows you to store standard
paragraphs or “boilerplate” text in Special
Text Records. You assign a unique ID
code to each Special Text record. To
include this text on a P.O. or other
document, simply enter the desired
Special Text Code.

Item Number + Different vendors use different ID

Translation numbers for the same material item.

Use the Item Number Translation
record to cross-reference your
vendors’ ID numbers (or
manufacturers’ part numbers) to your
internal Item Number. PMX can list
your internal Item Number along with
the vendors’ or manufacturers’ part
numbers on RFQ, purchasing and
receiving documents.

Processing Multiple Corporations

PMX can operate in a single or multi-corporation environment.
Although most PMX users operate as a single corporation, multiple
Control Files can be established to distinguish between different
entities within your corporation. This capability allows each
corporation to implement its own policies and editing rules.
Corporations can be processed individually or they can be
consolidated.

End of Lesson 1
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Lesson 2: The Vendor File

PLEAse NoTe:  [If you are interested only in evaluating PMX’s Inventory Module, you
can skip this lesson and proceed to Lesson 3, on page 2-33.

The two main pieces of information you must provide on any P.O.
are the vendor from whom you wish to make your purchase and the
items you wish to buy. PMX helps you automate both of these tasks
by providing a set of master files to store commonly used vendor and
material data. In this lesson, we will review the main features of the
Vendor File. In Lesson 3, we will cover the creation of Material
Records before moving on to the actual creation of a purchase order
in Chapter 3.

You store standard information about a vendor only one time in
PMX. Then, any time you wish to issue a request for quotation or
purchase order to that vendor, you need only enter the desired ID
code to recall all of the pre-stored information.

PLease NoTe:  |f you currently have vendor data on your mainframe (or any other in-
house computer) you can download it to PMX’s Vendor File using
the PMX File Import Utility. Also, you can add records to the Vendor
File “on the fly” as you create purchase orders and request for
quotations..

Creating a New Vendor Record
Let’s begin by adding a new Vendor Record to PMX’s Vendor File.
We will describe the types of information stored on the Vendor File
and show you how to create and modify Vendor records.

Starting from the PMX System Menu, please follow the steps
outlined on the following pages to create a new Vendor Record.
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A To access the Vendor Record screen, choose Master Files from the
Master Files Menu. PMX will display the Master Files Menu, shown
below.

Master Files

Zatalog File
Commodity Code
Control File. .. r
Imventory File
Kit File
Material File

Vendor File

Reports. .. g

B On the Master Files Menu, choose Vendor File to display the Ven-
dor Record screen, shown on the next page.
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Each PMX screen can be
described in detail by choosing the
Help command.

Click here to record additional
vendor information such as Duns
Number, Alternate Payee, efc.

Click here to open a window for
storing vendor number and

comments. Vendor Notes are for —|

internal use and do not print on the
P. O.

Click here to display two years of

purchasing history totals for this__

vendor.

Click here to see a cumulative
listing of items that have been
purchased from this vendor.
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A quick glance at the Vendor Record screen tells you a great deal
about some of the features in PMX. Most of the information on this
screen is optional. Only the Vendor Number and the Vendor Name
fields are required.

As you can see, the Corporation Number assigned to our sample
company is already entered in the Corporation field. You need to
enter a value in this field only if your company uses multiple
corporations to distinguish between various operating units. (Only
one sample corporation has been set up in the QuickStart tour.)
Notice that the cursor automatically appears in the blank Vendor
Number field.

Let's add Vendor A1000 (ABC Corporation) to the Vendor File.
Type A1000 in the Vendor Number field.

Choose OK to create a new Vendor Record. Notice that the cursor
automatically appears in the blank Vendor Name field in the Vendor
Info portion of the screen. If you had entered the ID number of an
existing Vendor on the Vendor File, PMX would display the
information already entered for that vendor. Since this is a new
Vendor Number, the Vendor Info portion of the screen remains
blank, awaiting entry of the new record. Please follow the steps
outlined below to enter the new vendor data.

Chapter 2: Getting Started
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Type ABC CORPORATION in the Vendor Name field, and then
press the Tab key to move the cursor to the first Vendor Address
field.

You can also simply click in the appropriate field to move the cursor.

Type 2225 New Castle Road in the first Vendor Address field, and
click in the second Vendor Address field.

Type Suite 6B in the second Vendor Address field, and then click in
the City field.

Type LOUSVILLE in the City field, and then press the Tab key to
move the cursor to the State field.

Type KY in the State field, then click in the Zip field.
Type 40222 in the Zip field.

Notice that the first 20 characters of the Vendor's name
automatically appear in the Vendor Short Name field. The Vendor
Short Name is used to sort the Vendor file alphabetically and to look
up Vendor Records when the Vendor Number is not available. You
can overwrite the default Short Name with another name or alias if
you wish.

Choose Save. PMX saves the record, clears the screen and returns
to the Vendor Number field to await your next entry.
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Changing an Existing Vendor Record

Using the Lookup Feature to
Retrieve a Vendor Record

A

Revising a vendor Record is a simple procedure—just call up
the record that you wish to change, enter the desired
modifications, then save the record.

To illustrate, let's change ABC Corporation’s Zip Code from
40222 to 40222-5463. We’'ll also add John Smith as the Vendor
Contact, Louisville as the FOB point, and AirFreight as the
default method of shipment.

Let's assume we do not know ABC Corporation’s assigned
Vendor Number. We will use the Vendor Number Search
feature to find the desired record.

A blank Vendor Record screen should be visible on your screen
after completing the previous exercise. If this screen is not
already displayed, access the Master File menu and choose
Vendor File to display the data entry screen.

" Wendew Becord
B Seah bk

Notice that the cursor appears in the blank Vendor Number field
in the Required Info portion of the window. Choose the ? Button
to the right of the Vendor Number field to display the Vendor
Number Search screen shown on the next

page.
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Notice that the cursor appears in the Vendor Short Name field.
Search for a Vendor by entering the first few characters of the
Vendor name or you may list all authorized Vendors for a
specific item or commodity. You may also use the OK button to
see a listing of all Vendors currently in the Vendor File.

B To search for ABC Corporation, let's choose OK. PMX returns a
summary of all Vendor Records, as shown below.

w Winder Himder Sesach
He Sgah  Help

The first record on the search screen is

always highlighted. You can choose it ELLEH LD
by pressing Enter or by choosing the | ] Wearker cuericaL coreogarion

ED LLOYD
Cryay EUE 0°REAL

BRATHTAREE CORPORATIOH A2 HOB DESEHSIT
§ele?t bUtton TO Ch'OOSQ' anOther HART CORFORATION AR DK HCOOREALD
record, highlight the desired line, then LAWSOH & CORPARY i el BILL GREAUER
LIGHTHIKG ELECTRIC COHPARY A% HELIESR JACKEOH

choose Select. You may also double- Y2 CORPORATION
click on the desired record to select
and retrieve it.

GEL S 2] JAKES SHITH

C Because the first item in the list is automatically highlighted, you
may simply click on the Select button to choose ABC
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You can speed up the purchasing
process by e-mailing or faxing
purchase orders and requests for
quotations directly to your vendors.
Flag a vendor as an “e-mail” or “fax”
vendor by entering an e-mail address
and/or fax number. Each time you
create a P.O. or RFQ for one of these
vendors, PMX automatically transmits
an electronic document to your vendor.

Editing the Vendor Record

Corporation or double click on ABC Corporation.

PMX retrieves the existing vendor data and displays it on your

screen, as shown below.
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N SIMTE §B
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Once the data is displayed on your screen, editing an existing
record is simply a matter of overwriting the existing field entries with
new data. When you save the record, your update will be recorded
on the Vendor File. To illustrate, please follow the steps listed on
the next page.
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Classifying a Vendor

=" Wanidst Record

Be Sgorh el
| Pl Diedete v
Rgquised balo

Wi baln
Vimclsr Hams: AHC COAPDRATIDN
Wand Addesaz: 735 MEW CASTLE DA
SIMTE §B

Visdder Tope: || 7|
: . Pro-Pai Feight e -
Cipfolote | LIRS ELLE LA I
T w2 Taimar Cade: 7

Wessilad Ghiil Hame: ARC COH
Confact Mama 1: jisik SamlH

Phane Hembe 1; £195789 | oA
Ganteod Mowe = O Eemal
Phistee: Rl 2 Ext | < Muither Fa sor E-mail

[ravon oo T et s N i i B Paseatioe |

In the Contact Name 1 field, type JOHN SMITH, then click in the
Phone Number 1 field.

Type 459-6789 in the Phone Number 1 field, and then press the
Tab key again to move the cursor to the Ext field. Type 301, click in
the FOB Point field.

In the FOB Point field, type LOUISVILLE, and click in the Ship Via
field.

Type AirFreight in the Ship Via field.

This useful management tool allows you to classify vendors into
categories, such as minority vendors, small business vendor, etc.
Using the vendor classification feature, you can run specialized
versions of PMX reports to show purchasing activity for selected
vendor categories. To illustrate this capability, let’s classify ABC
Corporation as a small business vendor, using PMX’s Vendor Type
search feature to locate the appropriate Vendor Type code.

Continuing with the Vendor Record screen shown on the previous
page, choose the ? Button to the right of the Vendor Type field to
display the search screen shown on the next page.
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PLease NoTE: Vendor Type Codes and their descriptions are user-defined and are
stored in PMX’s Control File. For purposes of the demo, a set of
Vendor Type Codes has been pre-stored on the Control File.

I Double-click on vendor type SBV to choose the desired code.
J PMX closes the search window, retrieves the selected Vendor Type

Code, and displays it in the appropriate field on your data entry
screen, as shown below.
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Adding Vendor Notes
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Finally, before saving our revisions, lets add a note to the Vendor
Record. Please follow the steps outlined below.

You can enter as many as 30,000 characters of free-form notes and
comments for each record on your Vendor File. Vendor Notes are for
internal use only and do not print on your P.O. document. Use this
note file to store comments or special instructions pertaining to
individual vendors.

K Choose Vendor Notes to display an empty text window.

Use this space to attach
internal notes and free-form
comments to a VUendor Record.

0OK | Cancel ‘ |

L Type the text lines shown above, then choose OK to save the note

and return to the Vendor Record screen.
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M On the Vendor Record screen, choose Save to store the note along
with your other modifications to the Vendor Record. PMX will
automatically clear the screen, returning the cursor to the blank
Vendor Number field to await your next entry.

PLEAse NoTE: |n addition to internal vendor notes, you can designate special P.O.
instructions for any vendor by entering a Special Text Code on the
Additional Vendor Info screen. The Special Text Code refers to a
standard text entry that has been pre-stored on the Control File.

These instructions are automatically printed each time you issue a
purchase order to that vendor. To create special text entries, use the
Special Text command located on the Control Files menu. You
may enter Special Text Codes directly on individual purchase order
data entry screens as needed.

Displaying Vendor History Statistics

To illustrate the wealth of vendor statistics maintained by PMX, a
vendor named Braintree Corporation has been vpreloaded into the
vendor file, with a history of purchases. Please follow the instructions
on the next page.

A blank Vendor Record screen should be visible on your screen after
completing the previous exercise. If this screen is not already
displayed, access the Master Files Menu and choose Vendor File
to display the data entry screen.
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N Choose the ? Button to the right of the Vendor Number field to
display the Vendor Number Search screen shown below:

w Wiznder Hisber Sesach

O Type B (for Braintree Corporation) in the Vendor Short Name field.

P Choose OK to initiate the search. PMX will return a list of vendors
whose names begin with the letter B, as shown on the next page.
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Q Double-click on Braintree Corporation. (You may also highlight the
desired vendor, then choose the Select button.)

PMX will close the search window and display the selected record on
the Vendor Record screen, as shown below.
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R Choose the History Totals button. The Vendor Record screen,
shown below, displays two years’ worth of purchasing history totals
for this vendor. This information is automatically maintained in PMX’s

database.
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S Choose Exit to return to the PMX System menu.

End of Lesson 2
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Lesson 3: The Material File

Use the Material File to create an online catalog of items that your
company regularly purchases. Each item’s standard ordering
information can be stored in the Material File for immediate retrieval.
Once you have recorded an item, you need only enter the item’s ID
code on any of PMX’s data entry screens. The item’s standard
ordering information is immediately retrieved and entered for you.

Of course, you do not have to create a Material Record for every
item you purchase. PMX also allows you to create P.O.s for items
without Material Records, when you wish to make “spot buys.” In
addition, you can add records to the Material File “on the fly” as you
build a purchase order.

PLeASE NoTE:  |If you currently store material data on your mainframe (or any other
in-house computer) you can download it to PMX using the File
Import Utility described in the online help.

Creating a New Material Record

Let’s begin by adding a new Material Record to PMX’s Material File
to identify Item Number AA-1000, a blower motor. We will describe
the types of information stored in the Material File and show you how
to create a Material Record.

Starting from the PMX System menu, please follow the steps
outlined on the next page to create a new Material Recgrd

+ Burchasing Mansgemen i

Pagchiang. Ao ERTs - |
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®
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Chapter 2: Getting Started 2-33



A To access the Material Record screen, begin by choosing Master
Files from the PMX System menu. PMX will display the Master Files
Menu shown below.

Master Files

Zatalog File
Commodity Code

Control File, .. r
Imwventory File
kit File
Material File

Yendor File
Reports... L4

B When you choose Material File from the Master Files Menu, PMX
will display the Material Record screen, shown below.

Each PMX screen can be
described in detail by choosing the  pue— "
Help command. [ro s tee
Ll

Click here to record additional
material information such as
quantity and price variance limits
and vendor evaluation parameters

Most of the information on this screen is optional. Only the Item
Number and one line of Material Description are required.
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C Notice that the Corporation Number assigned to our demo company
is already entered in the Corporation field. You need to enter a value
in this field only if your company uses multiple corporations to
distinguish between various operating units. (Only one sample
corporation has been set up in the QuickStart tour.)

Let's add Item Number AA-1000 (Blower Motor) to the PMX Material
File. We will assign this item to the Equipment commodity group.

D Type AA-1000 in the Item Number field.
E Choose OK to create a new Material Record.

Notice that the cursor appears in the blank Commodity Code field in
the Material Info portion of the screen. If you had entered the ID
code of an existing Material Record, PMX would display the
information entered for that item. Since this is a new Item Number,
the Material Info portion of the screen remains blank, awaiting a new
entry.

The optional Commodity Code field lets you group like items for
online listing and reporting purposes. Let's assume that we want
item number AA-1000 to be part of the “equipment” commodity
group, but we do not know the appropriate code for that commodity

group.

F Choose the ? Button to the right of the Commodity Code field to
access the Commodity Code Search screen, shown below.

w" Comtimiddiy Code Stanch

Copeodity Code Description
EMRIFHEHT

T

G Because the first item in the list is automatically highlighted, you may
simply press Enter or choose Select to retrieve Commodity Code
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EQO001 from the search list. (You may also double click on the
desired line to retrieve the Commodity Code information and return
to the Material Record screen.)

H PMX automatically displays the selected Commodity Code on your
Material Record screen.
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Please follow the steps outlined below to enter the Material
Description for Item AA-1000.
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Please Note:

J

You may enter up to 30,000
characters of descriptive
information in this window to
appear on all purchase orders
entered for an item. Also, the size
of this window is determined by
settings in PMX’s Control File
(options are 30, 45, or 60
characters.)
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Press the Tab key twice to move the cursor to the Material
Description field, then type BLOWER MOTOR 2HP, 450 RPM.

You can also simply click on the appropriate field to move the cursor.
To add more descriptive information about this item, choose the

Addl Desc button to the right of the Material Description field. PMX
will display a blank Additional Material Description text window.

K ditionsd Maleris] Descriphise

FACHIRED STEEL BEAR CLAMPE
HUST BE A5 PERGEHT STEEL AHKD
KEET ALL SPECIFICATIORE FOR

STRESS TESTIHG. HUST BE
FACHIRED TO WITHIK . @9@@ IKCH
TOLERAKCE .

0K Camis] Dot

K Type the descriptive text shown above, and then choose OK to add

your entry to the Material Record. PMX will record your entry and
return to the Material Record data entry screen.
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Click in the to the Economic Order Quantity field. Type 3, and then
click in the Unit of Measure field.

Type EA in the Unit of Measure field, then click in the Standard Unit
Cost field.

Type 381 in the Standard Unit Cost field.

Uncheck the Stock Item flag. (An item is automatically added to
inventory when the Stock Item flag is checked.)

Choose Save to store the new Material Record and clear the
Material Record screen to await your next entry.

Choose Exit to return to the PMX System menu.

As with Vendor Records, revising a Material Record is a simple
procedure—simply call up the Record you wish to change, enter the
desired modifications, then save the record. (This process is
illustrated for Vendor Records in Lesson 1.)

End of Lesson 3
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Lesson 4: The Inventory File

PLEASE NOTE:

PLEASE NOTE:

A

If you are not evaluating PMX’s Inventory Module, you can skip this
lesson and proceed to Lesson 5.

Your first step in setting up your inventory management system is to
select the items that you want to track and control in the Inventory
Module. You do this by creating an Inventory Record.

Storing items on the Inventory File is easy, as you'll see in the
following lesson. To illustrate let’s track the stock levels and usage
history for item number AC-2000, Clear Plastic Safety Glasses.
(This item has already been stored on the Material File.) We’'ll
create two Inventory Records for this ltem—the first to track
inventory at the main warehouse (Warehouse 100) and the second
to track inventory at a secondary warehouse location (Warehouse
200).

You may add an Item to the Inventory File only after you have
created a Material Record for that item. Also, an item can be added
to inventory immediately after creating the Material Record, as
illustrated page 2-34.

To begin, your screen should display the PMX Syg

B ok B e AL isgerramd @i
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Choose Master Files to access the Master Files Menu, shown on
the next page.
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Master Files

Catalog File

Commiodity Code

Contral File, ., E
Kit File

Material File

Yendor File
Reports. .. k

B Choose Inventory File to access the Inventory Record screen,
shown below.
The Inventory Screen can be
described in detail by choosing the
Help Command' w" I sy Pl oo
e

e

C Type AC-2000 in the Item Number field. Notice that the default
Warehouse Code, 100, already appears in the Warehouse Code
field. (The Warehouse Code is equivalent to the Ship-To Code on
the Standard Purchase Order screen. This Ship-To Code has been
pre-stored on the Control File.)

D Choose OK to accept the default warehouse selection. As you can
see in the sample screen on the following page, PMX displays the
pertinent data from the Material and Ship-To records for this item.
All you need to do is add the relevant stocking information.
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PMX draws the item description from the Material Record and
displays it at the top of the screen. The Economic Order Quantity,
Commodity Code, Unit of Measure, and Standard Unit Cost are also
extracted from the Material Record. The warehouse name and
address are extracted from the Ship-To record for Warehouse 100.

You may override any of the default inventory information on the
Inventory Record. For example, if you wish to use a stocking unit of
measure that is different from the ordering U/M specified on the
Material record, you may revise the Stocking U/M field. PMX will
perform all of the necessary U/M conversions for you.

Let’'s specify a primary storage location and standard reordering
point for item AC-2000.
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E Your cursor will automatically appear in the Primary Location field.
Type J-115 in this field.

F Click in the Reorder Point field, then type a 3.

G Choose Save to store the new Inventory Record. PMX will update
the Inventory File and clear the screen to await your next entry.
Now, let’s create a second Inventory Record to track stock levels for
item AC-2000 at Warehouse 200.
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Type AC-2000 in the Item Number field, and then press the Tab
key.

I Type 200 in the Warehouse Code field.

Choose OK to display the pertinent data from the Material and Ship-
To Records, as shown below.
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As before, PMX fills in the Item Description, Warehouse Info,
Economic Order Quantity, Commodity Code, Stocking U/M, and
Standard Unit Cost.

e Do ot ' pickowss
DLEAR PLASTIC SAFETY BLASSES

| b caneumamion

K Your cursor will automatically appear in the Primary Location field.
Type C-210 in this field.

L Click in the Reorder Point field, then type a 3.
M Choose Save to store the new Inventory Record.
N Choose Exit to return to the PMX System menu.

In Chapter 3, we will enter a purchase order and receipt for this item
and see how PMX can help us to track on-order and on-hand
inventory balances.

End of Lesson 4
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Lesson 5: Other Master Files

The Catalog File

Catalog Record Screen

The Catalog File, Commodity File, and Kit File are optional Master
Files and are not required to run the PMX system. You only need to
create records for these Master Files if you need the specific
functionality offered by that file.

This lesson offers an overview of each optional Master File and the
types of data that can be stored in them. No data entry is required.

Sub-sets of material items stored in the Material File can be grouped
into catalogs for requisitioning and ordering purposes. A single
Catalog Record may contain up to 9,999 material items. Material
items may be assigned to more than one Catalog Record. Once a
catalog is established, users can list all catalog items online simply
by entering the catalog’s ID code or the first few characters of the
catalog name.

Password security is available at the Catalog record level. This
allows you to restrict certain uses to ordering items only from
specific catalogs. Users who are not set up with catalog security
records can order all material items.

To access the Catalog Record screen, shown on the next page,
choose Master Files from the PMX System menu. Then choose
Catalog File from the Master Files Menu. Use this screen to define
the material items in a catalog.
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Each field of the Catalog Record is described in detail in the PMX
online help system. To learn more, simply display the Catalog
Record screen and press the F1 key.

Use the Commodity File to record valid Commodity Codes and
descriptions. PMX uses the Commodity File to validate Commodity
Codes entered in Material Records.

If you wish to group Material Records by Commodity Code, you will
find it more convenient to create the desired Commodity Code
Records before creating the related Material Records.

To access the Commodity Code Record screen, shown on the next
page, choose Master Files from the PMX System menu, and then
choose the Commodity Code button. Use this screen to record
valid commodity codes for grouping material items.
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Each field of the Commodity Record is described in detail in the
PMX online help system. To learn more, simply display the
Commodity Record screen and press the F1 key.

A kit is a product that requires assembly or special packaging before
it can be shipped. The Kit Record screen, illustrated on the next
page, allows you to record the contents or components of each item
in the Kit File.

Kit Transactions (issues, returns and adjustments) affect on-hand
inventory of kit components only. The number of components
affected is calculated by multiplying the number of kits allocated by
the number of components required to build the kit

The Kit File is used only in the Inventory Module.
To access the Kit Record screen, choose Master Files from the

PMX System menu, then choose Kit File. Use this screen to define
the components that make up each kit.
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PLEASE NoTE: Each field of the Kit Record is described in detail in the PMX online
help system. To learn more, simply display the Kit Record screen
and press the F1 key.

End of Lesson 5
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Overview

The Purchasing Module with Vendor Management is the heart of
the PMX system. You can run the Purchasing module as a
standalone unit, or use it with the other modules as part of a fully
integrated procurement system. When used with the other modules,
the Purchasing module collects data from the Requisitions and
Request for Quotations modules. In turn, the Purchasing module
feeds data to the Receiving, Inventory, and Accounts Payable
Interface modules.

Major functions of the Purchasing module include the capability to:

v

Use comprehensive Vendor and Material files to minimize data
entry of purchase orders and help to ensure consistency in P.O.
data.

Add records to the Vendor and Material Files “on the fly” during
P.O. entry.

Generate orders for items with or without item numbers.
Generate new P.O.s from requisitions, requests for quotations,
and existing purchase orders.

Generate blanket purchase orders and releases against blanket
P.O.s.

Check budget balances while generating P.O.s.

Manually assign purchase order numbers, or allow PMX to
automatically assign them.

Enter up to 30,000 characters of informational text to be printed
at the top or bottom of your purchase order document.

Pre-store frequently used blocks of text and includes them on
any P.O. by entering appropriate Special Text Code.

Use a text-editor word-wrap feature to enter lengthy P.O. text.
Specify multiple delivery dates, job numbers, project numbers,
expense account codes, and ship-to addresses on a single P.O.
Print, fax or e-mail P.O.s.

Automatically calculate sales tax on all taxable items on a P.O.
Use an automated history card to display pertinent information
about previous purchases.

Use a complete set of management reports to analyze your
purchasing totals over any date range.

Let’s look at some of these features in the QuickStart Tour.

Chapter 3: The Purchasing Module 3-3



Lesson 1: Creating Purchase Orders

PMX substantially reduces the time required to create a purchase
order because most of the information needed on the P.O. can be
automatically retrieved and printed by the system. In addition,
PMX’s integrated design gives you instant access to all Vendor
File and Material File data during purchase order entry.

This lesson will step you through the purchase order creation
process. You will begin to see how PMX uses the information
stored in the Vendor File, Material File, and Control Files to
automate the purchasing process.

Example 1: Creating a Sample P.O.

Creating a P.O. is as easy as specifying the vendor you wish to
buy from and the items you want to purchase. You create
purchase orders in two parts, using the P.O. Header Info and the
P.O. Line Item Info screens. To familiarize you with these two data
entry screens, let's begin by creating a sample purchase order for
the two items listed below. You recorded the first item (AA-1000)
on the Material File in Chapter 2, Lesson 3; the second item has
not been stored on the Material File. We will purchase these items
from ABC Corporation, the vendor you stored in the Vendor File in
Chapter 2, Lesson 2.

1) Three Blower Motors (Item number AA-1000)
2) 12 Metal Folding Chairs (No item number)
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On the PMX System Menu, choose Purchasing to display the
Purchasing Menu, shown below.

Purchasing ﬂ
Standard PO,

Blanket PO,

Release against a Blanket PO
P.0.'s From Requisitions
P.0.'s From Previous Orders
P.0.'s From RFO's
Autamated Histary Card
Material On Order

Material On Conkrack

Revigw PO, Docurnent

Review Email Log

Feview Fax Log

Print P. 21, Dacument

Reports. .. k

From the Purchasing Menu, choose Standard P.O. to display a
blank Standard Purchase Order screen. This is the first of two
screens you will use to create the purchase order.
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Each PMX screen can be described

in detail by choosing the Help
command or by pressing the F1
key. For more information, see
pages 1-6.

Click here to record additional P.O.
Header data, such as Requisitioner
and Expeditor IDs, discounts, and

freight charges

Click here to record primary Line

Item Information about the material

that you wish to purchase.

Click here to record additional Line

re

Item information, such as routing
instructions, inspection
quirements, and priority settings.

PLEASE NOTE:
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Click here to open a text window
Click here to see a preview of the for storing special instructions to
Printed P.O. document. be printed on the P.O. document

Notice that the cursor automatically appears in the P.O. Number
field. Type PO-200, and then press Tab to move to the Vendor
Number field or simply click in the Vendor Number field.

The only required PO Header Information is the P.O. Number and
Vendor Number. If desired, you can select a Control File “operating
rule” to instruct PMX to automatically assign P.O. numbers for you.
User-defined edit rules on the Control File determine whether the
remainder of the information on the P.O. entry screens is optional
or required. In the demo, only the P.O. Number and Vendor
Number are required.

Type A1000 in the Vendor Number field, then choose OK. (A1000
is the vendor number we assigned to ABC Corporation in the
previous chapter.)

As shown on the next page, PMX retrieves the standard vendor
information you stored in the Vendor File, along with system-
default information preloaded into the Control File.
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PMX draws the primary Ship-To
and Bill-To codes and pre-stored
addresses from the Control file and

enters them for you.

PMX draws standard vendor
information from the Vendor File
and enters this information for you.
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You can use PMX’s Global Dictionary to rename data fields. Once
renamed, all PMX screens and reports will reflect your custom field
names. See the online help manual for more details.
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The cursor initially appears in the Ship-To Code field. Click in the

Chapter 3: The Purchasing Module
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Delivery Date field and type 031305 to specify the date by which
the materials we are about to order are needed.

Let’s assume that our Header Info is complete at this point. Next,
we’ll add the Line Item Information to let PMX know what items we
wish to purchase.

Choose Line Item Info to display the second data entry screen,
illustrated below.
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Notice that PMX automatically enters the first line item number,
001, in the Line field. The cursor appears in the Item Number field.

Type AA-1000 in the Item Number field, and then press the Tab
key.

PMX responds by entering for you the standard ordering
information that you stored in the Material File for Item Number
AA-1000 in the previous chapter. You can override any of this
standard ordering information with your own entries on any
individual P.O. line.
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H Notice also that PMX enters the Economic Order Quantity from the
Material Record in the Quantity field. (Of course, you can change
the default value on any order.) The system automatically
calculates the extended amount for the P.O. line and displays a
running total as you add line items to the purchase order.

I PMX automatically applies all of the data entered on the Header
screen to all line items in the purchase order. However, you can
make entries in these fields to override the default header
information with different data for any individual line item.

J Choose the down arrow button to the right of the Line field to record
the first line item and clear the Line Item Info screen for the next
item. You may also press the ¥ key on your keyboard to proceed
to the next line.

As you can see in the sample screen on the next page, PMX
enters line number 002 for you and repositions the cursor in the
Item Number field.
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PLEASE NOTE:

w Slandesd Peschese deder
Fle Sgarth Hep
Chem | Duhsie Line| Sewn PO, Muet PO, Peex PO, Epl
Vender Hame and Sdteszs
AEC DORPORATIN

2% WP ICARTLE POADR
LANSVILLE KY #8c1332

Pl Tatal  10BETE

e T s TN DT e

If you need to return to line number 001, press the up arrow button or
use the 1 key to display the previous line item. By the same token,
you can use the gown arrow button or the ¥ key to move forward
through a series of line items on a multi-line P.O. Also, if you want
a quick review of the P.O. Header and all Line items entered thus
far, choose Review P.O.

Buying Materials Without An Item Number

Some of the items you purchase may not have item numbers
assigned to them. Other items may be “spot buys” that you do not
want to add to your Material File. To illustrate how to purchase
materials without an item number, let's add 12 metal folding chairs
to our order.
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w Slandesd Peschese deder
Fle Sgarth Hep
Chem | Duhsie Line| Sewn PO, Muet PO, Peex PO, Epl

Vindsr Kame and Sddeeaz
AE DORPORATION
2% WP ICARTLE POADR
LANSVILLE KY #8c1332

Pl Tatal  10BETE

Ly - Bem B Commndity Cade aterial Duccrigtisn :
| L |:|. | | Bl N T8 0L Class| |
[ uH Wl Piboe ¥ (Lot

—

T eI

K Click in the Material Description field, then type METAL FOLDING
CHAIRS.

L Notice that an asterisk (*) appears in the Item Number field to
indicate that you are ordering an item that is not stored in the
Material File (that is, an item that has no Iltem Number assigned to
it).

M Choose Addl Desc to display a blank Additional Line Description
window. You can use this text window to enter further descriptive
information about the item.

[ Additional Line Description E

-

Grey steel frame with winyl
seat and back.|

|
0K Cancel | Delete |

PLEAsSeE NoTE: PMX text window sizes may be defined in the Control File to
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Printing a P.O. Document

display 30, 45, or 60 characters per line.

Type the text lines shown on the previous page, and then choose
OK to return to the Line Item Info screen.

w Slandesd Peschese deder
Fle Sgarth Hep
Clem | Dwhsie Line | Sowm PO, Bast PA°

Vindsr Kame and Sddeeaz
AFL DORFORATIIR

bl
[
7| [METAL FOLDING CHARIS |

L. @ .

Jok Rembe Shig-To Cade

Tl 7

T T

To complete the P.O. Line, click in the Quantity field and type 12.
Click in the U/M field.

Type EA in the U/M field, and then click in to the Unit Price field.

Type 24.50 in the Unit Price field, and then press the Tab key.
Notice that PMX automatically extends the amount for you and
adjusts the P.O. total.

Choose Save P.O. to record the purchase order header and line
item information. (You may also type Alt-s or press the Enter key
to save the record.) PMX will display the dialog box shown on the
next page.
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PLEASE NOTE:

You may print a P.O. document immediately after the purchase
order is completed or you may print it later, using the Print P.O.
Document command on the Purchasing Menu. To print a copy of
the sample P.O. we just created, please follow the instructions
outlined on the next page.

The Print P.O. Document command on the Purchasing menu
allows you to batch print all unprinted purchase orders as well as
unprinted amended P.O.s. This function is not illustrated in the
QuickStart Tour.

UPDATE OPTIONS

Update Options
W Update Only

[ Update and Print

W Update and Flag fu'-'F'rinling

Choose the Update and Print option from the Update Options
dialog box.

Choose OK to print the P.O. document. PMX will call the Windows
Print Setup program to execute the print command.

After executing the print command, PMX will return you to a blank
Standard Purchase Order Header Info screen to await your next
entry.

The printed P.O. is illustrated on the next page.
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Bellwether

Software

Corporation

VENDOR NO. A1000

PURCHASE ORDER

THIS HUMBER MUST AFPEAR ON
ALL INWOICES, BILLS OF LADING
AND PACHAGES

No. P0O-200

DATE: 03/10/02
PAGE: 1

VENDOR: ABC CORFORATION SHIP TO: MAIN WAREHOUSE
2225 NEW CASTLE ROAD DEMO CORPORATICON
SUITE 68 1212 PRESTON HIGHWAY
LOUISVILLE KY 40222-5483 LOUISVILLE KY 40222
Ship VA F.O.B Prepaid Freight Requisiioner Vendor Contact & Phone
AIR FREIGHT LOUISVILLE JOHMN SMITH 459-6789
[Buryer Dedrvery Date Tems. GIL Account No. Job Number Project Number
PALIL XAVIER 03/13/02 5.00/10-N30
Line Quantity UM |tem Number/Description Unit Price Amount Tax
1 3| BEA |AA-1000 381.00 1,143.00 Y
BLOWER MOTOR 2HP, 450 RFM
Machined steel aear clamps
must be 45 percent steel and
meet all spacifications for
stress testing. Must be
machined to within .0100 inch
tolerance.
2 12 | EA |METAL FOLDING CHAIRS 24.50 294.00 Y
Gray steal frame with vinyl
seat and back.
SUBTOTAL $1.437.00
TAX 57.48
TOTAL $1.494 .48

AUTHORIZED SHGNATURE
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You can speed up the purchasing process by e-mailing or faxing

Faxing and purchase orders. You specify in PMX’s Vendor File which vendors

E-Mailing Documents will be “e-mail” or “fax” vendors. Each time you issue a P.O. to one
of these vendors, PMX immediately transmits the document.

Standard Purchase Order Form

PMX comes with a standard form for laser printers.

If you wish to use your present (or planned) P.O. form, Bellwether
Software can customize the print format to your exact
specifications for an additional cost.
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Example 2: Using PMX’s Search Facility

PMX’s search facility lets you look up Master File information and
then move selected data onto your purchase order screen with just a
click or a keystroke. Each of the ? buttons that appear to the right of
the data entry fields on the P.O. screens represents a search screen
that you can use to retrieve Master File data. You can also access
the desired lookup menus from the Search Menu, shown below.

File Re=El
Bill-To Code
Buyer ID
Commodity Code

Expeditor ID

L Account Code
Ttern Murmber

Job Mumber

PO, Murnber

PO, Type

Project Mumber
Req ID/Mame
Ship-To Code
Special Text Code
Special Text CodeZ
Special Text Coded
Special Text Coded
Tax Code 1

Tax Code 2

Tetms Code

i

Yendor Number

To illustrate PMX’s search and retrieval capabilities, let’s purchase a
color monitor for an IBM 486 PC. We'll buy the monitor from
Braintree Corporation and ship it to Warehouse #3, using the search
facility to fill in the vendor information, warehouse location, and
general ledger account to which the monitor will be charged.

To begin, your screen should display a blank Standard Purchase
Order Header Info screen. If this screen is not visible, choose
Standard P.O. from the Purchasing Menu.
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w Slandesd Perchese deder

B Sgeth Help

T e el el il
Tax Codn 1: | RN E L

TaxCodwd [ | Tawxd|

A Type PO-201 in the P.O. Number field, and then click in the vendor
Number field.

B Choose the ? Button next to the Vendor Number field, or choose
Vendor Number from the Search Menu to display the lookup screen
shown on the next page.

Use the Vendor Number Search screen to browse through your
Vendor File and select a vendor for posting to the P.O. Header Info
screen. You can search for vendors by entering the first few
characters of the vendor's name. You can also use this search
screen to locate authorized vendors for specific material items or
commodity groups.
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w Wiziided Hisler Sesich
B Sgah  Help
Clam Egmit

C Type B for (Braintree Corporation) in the Vendor Short Name field.

D Choose OK to initiate the search. PMX will return a list of vendors
whose names begin with the letter B, as shown below.

w Wiziided Hisler Sesich
B Sgah  Help
Clam Egmit
B eleriben Dalesa
Wendad Shail Fame:

Beathericed e o e 8: Kl |

Aot Vissdeis (o Commndity Cade: J

Tenpr Hame Tenipr Hpr Peadpr [pabact

BAKER, ROTH, WILLER, B LLOYD @89 Chdds ED LLOYD
BARKER CHEHIGAL CORPORATIOH % LTITED SUE 0°HEAL
BRAIKRTREE CORFORATIOH BOB DEZERE]

PLeASE NoTE: Before selecting a Vendor for the P.O. you can view the complete
Vendor Record by choosing the Display Vendor Record button on
the Vendor Number Search screen. This is particularly useful when
you want to review the complete vendor record and related notes
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PLEASE NOTE:

before retrieving the vendor data. After viewing the Vendor record,
you can return to the search screen and continue where you left off.

To choose Braintree Corporation, highlight the desired line from the
search window, then choose Select. You may also double-click on
the desired record. PMX will automatically return to the Standard
Purchase Order screen and post the relevant vendor data, as
illustrated below.

w* Standesd Peschese dvder - Hew

Vindsr Kame and Sddeeaz
FAAINTHEE CORPORATION
DIFER 50N
LANSVILLE KY #8c1332

Visacler Costact: [E0B DESEMSE
P Date: | SCAIEMS
P01, Chengs Musher: |

Ship Wi [ FREIGHT - P, Type: 7
FALE. Pt LOUSVALE dob Mumber: | Kl
Peapuid Freight | tume =] Fesjent Musber: 7|
Buper (DM ame G 7 |[ANSER BAL Arermer Cace: il
Tesss Coger 001 7| mananua Special Tt Dade: ] (il 1]
Foen-Foun Toana: | Vs Coda 1: | 3| Tez: [EX
TaxCod 2 [ 7| Tai:

I ICOTE s DTN T e

Notice that PMX automatically displays Braintree’s standard vendor
information on the Header Info portion of the screen. Of course, you
may overwrite any of this standard vendor information with your own
information on any individual purchase order. PMX also displays
default information pre-stored on the Control File, such as the
primary Ship-To Code, Buyer, and Payment Terms.

Next we’ll overwrite the default Ship-To location shown above and
route the color monitor to Warehouse #3.

Choose the ? Button next to the Ship-To Code field to display a

listing of available ship-to locations, as shown on the next page.

To quickly locate a Ship-To location in a specific city, enter the first
few characters of the location in the City field.
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%" Ship-To O

Be Sgah Help
Clam Egmit
Salecins Critenia

Coop Company Haws

LOUTSUILLE

LOUTEUILLE
LOUTEUILLE

@9 EOUTHEAETERH HEEII'JWIL OFFICE
0 WA1H WMREHOUSE

B9 WAREHDUEE 32
B0 WREHOUSE H3

G Highlight Warehouse #3, then choose Select (or double-click on the

desired record). PMX automatically closes the search window and
returns you to the P.O. screen.

w Slandedd Peschese dvder - New

Flie Seath  Hedp

Mt PO, PrevPO Esl

BEkTe Code: |
Debreary Date

Ghop FREIGHT -
FALA. Pont  LOUSS¥LLE

Peopaid Fesightt: |Mozs B
Buper Bblames: PHX 7 |[R0WER

Teswa Codec 001 7| nsnanum
FotoFous Toma: [

Yumda Hame and Adidcaz
ERAINTHEE CORPORATIDN
DOWER WWESEIR
LANSVILLE KY 8821332

Wisaclar Cosluct: |00 DESEMS]
Pl Date: [B2AENS

1]
S T Coe _|\_|‘—J 7

Tax Code 1: | 7| TaEl 4w
Tox Con 2 [ 7| Tmzx

et oo botn BN Liso pemiato B o B AosiemP 0. B R0 Insectoss B Altachaosts |

H Notice that the ID code 300 now appears in the Ship-To Code field
along with the notation Warehouse #3. Also notice that the Tax
Percent is automatically entered once you enter the Ship-To Code.
When you store default Tax Codes on the Control File Ship-To
Record, PMX automatically enters the tax percent on your P.O.
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w° Standerd Perchese dvder - Hew
Fle Seanh Hedp

Cluan Hest PO, | [Pewwe PO

Hepder Inis

Ship-Te Cofe: 300 L IESE EX
BT Coder | 7

Dabvery Dale 1313105
Shp WA (AW FREIGHT -
FALA. Pant:  LOUSSWRLLE
Prepaid Fezight |Muss E
Buper IDMlame: (PR 7 |[SAVSER
Tesws Cofe- 031 7| 5a0/ins3s

FeeoFomm Tewma: |

Wandar Hame and Sddeeas
ERAAINTHEE CORPSATION
DDWER HWISHIR
LOUNSVILLE EY 8232

Wender Contact: |[EOB DESENS]
PO Date: 02716405
P 0. Chengs Musher
[ 7]
Job Musher: | 2 n
Pesject Musbe. T

AL Accoen Cede: 7
s Tenceie 7| 7 9
Tax Code 1: | il Tan%1: 480

Tax Code - Ll Tax i X

PO Tipe:

CITrn T I T O e

I Click in the delivery Date field, and then type 031305.

Next, let's expense the color monitor we are about to purchase to the
DP Training School Expense account.

PLEASE NOTE:

The G/L Account Information, like the Project Number and Job

Number, can be entered with the P.O. Header Information or with the
Line Item Information. When you want to specify one account for all
line items, enter the Account Code with the Header Info. When you
want to specify multiple G/L Account Codes on a single P.O., enter
the Account Code with the Line Item information. (If you do enter
default G/L Account Code on the Header Info screen, you can
overwrite that account code any single P.O. Line on the Line Item

Info screen.)

J Choose the ? Button next to the G/L Account Code field to display all
of the valid G/L Account Codes, as shown on the next page.

Once

IMPORTANT! You can use PMX’s Global Directory to rename data fields.
renamed, all PMX screens and reports will reflect your custom field
names.

PLEASE NOTE:

To quickly locate a specific G/L Account Code, enter the first few

characters of the account description in the G/L Account Code Short

Description field.

Chapter 3: The Purchasing Module
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w Lail Fcrpgmd Cade Bagrch
O Zgach Help
Ll EEN
Gdeg tian Deless

BIL Apopint Code Fhint Dosighen |

L b PR L

B TEATHIHE SC8NM. EXFEHSE
HISCELLSBHEMSD EXFEMIE
BFFICE SWFFLIES

FERATIHE IWFFLIED

Bl HATEE]SLE

10FnnE
111Eks
1nEnm
Esnm
10zEnhL

K Highlight DP Training School Expense, then choose Select.

PMX automatically closes the Search window and returns to the P.O.
Header Info screen. As you can see in the sample screen below, the
account record you selected has been posted to the G/L Account

Code field.

+ Standesd Perchease dedier - Hew

Hest PO, | [Pewwe PO

ShpTeCode 300 7| waAEROUSE B2
OR-T4 Code | K

Dabreery Dabe  05A W15

Ship VA a9 FREIGHT =

FALA. Pant:  LOUSSWRLLE

Paapaid Fesight: |Moms B

Buper IDMlame: (PR 7 |[SAVSER
Teaws Cofe 001 il KNI

FeeoFomm Tewma: |

Wandar Hame and Sddeeas
ERAAINTHEE CORPSATION
DDWER HWISHIR
LOUNSVILLE EY 8232

Wissddar Costact: [E0B DESENSI

PO Date: 02716405
P 0. Chengs Musher

PO Tepe | T
Job Musher: | 2

Pesject Musbe. T

P O ] k] 1

Tax Codu 1: | T TeE A

Tax Coda 2 Ll TaxX X

CITrn T I T O e

L This completes the P.O. Header Info screen. Next, to order the color
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monitor, choose Line Item Info to display the Line Item Info data
entry screen shown below:

w° Standerd Perchese dvder - Hew
Fle Seanh Hedp
Clew | Delete Ling| Sawm PO, Mot PO Peev PO, Ezit

Wandar Hame and Sddeeas
ERAAINTHEE CORPSATION
DDWER HWISHIR
LOUNSVILLE EY 8232

TN T s T D T

Notice that your cursor appears in the Item Number field. Choose
the ? Button next to this field to look up the Item Number for color
monitors. The system returns the screen shown on the next page.

There are several ways to complete searches from this screen. The
system can only complete one search criteria at a time. You may
enter the first few characters of the item’s Material Description, the
Key word, Vendor Item Number, the Catalog Code, or the Item’s
Commodity Code. Listed below is an example of the one of the
options available:

1. Key a C in the Matl Short Description field, and choose OK. (You
may enter one or more alpha letters.) The system returns a list of
items beginning with the alpha letter(s) you keyed.
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it N !
CLEAE FLASTIC TAFETT GLASIES &L-Fhnn &, Annn - B sHnm

i HIHI I - IEH Wi CH-5Sann 1. 0000 E&  Eqam

N Double-click on the entry for color monitors to retrieve that record and
return to the Line Item Info screen. As you can see in the sample
screen at the top of the next page, all of the standard ordering
information pre-stored in the Material File for this item has been
entered on the order screen for you. If desired, you can overwrite any
of this default data.

=" Slandesd Pedchese dedier - New
Fle Seanh  Hedp
Clom | Delete Line| Sows PO, | Mot PO, Prow PO

EHAINTHEE CIMPORATION
DOWER DET5MIN
LDUNEVILLE KY 89232

Lane Ihem |nite:
[N°"] — Bom Mumber Commodity Cade Material Ducciphisn
| _*Ij | 7| E *| [COL0R somToR - = s

Dusnsly U Entesded fomowni

el ER 7 [ R on

Dy Date A Accaust Codu
[y [ 10z Kl

[ tectorato Y saniwi o Y aaioe e B resewro [ 0 intion B atoshacnis

O Notice that the G/L Account Code you entered with the P.O. Header
information is automatically posted to this item. Like the other pre-
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stored standard ordering information, you may overwrite the Account
Code, if desired. You may also store an Account Code on the
Material Record. PMX will automatically post the specified Account
Code for you whenever you order that item.

This completes the purchase order. Before saving and printing the
P.O. document, let's take a moment to review the data we have
entered.

P Choose Review P.O. to display the Purchase Order Review screen
shown on below. Use the horizontal and vertical scroll bars to see the
entire P.O.

w* Fvvien Purchass Order Docemens

D Cpticrg Sgarch  Help
| | | e | FO: FOH hg it Dt (BN
Wissihi Shig-To
EFRAIrTREE COAPORATION WAREHOLUSE 33
DIVER DRASIOH DE 140 CORFTI AT IO
1300 J 0 H W=D ity 347 MOFT=AH AVE.
BLALDING EDD LOLAEVILLE K dIE 3
Coniact BOE DESERSE] EliTo
T slnphora: Eit
Shap W AR FREIBHT
FO8: LOLARYILLE Tope:
Tewsi: G O0VI0HZD
Bigs 2MER Fasg Ex oty HE: Frmght=
Li H E
ne Origfling Item Himbher fDescription linit Price AmGUnT | Tax
1 1] CH-Lid A5, i s, Y  |a

Ef| COLOAR HOHITOR - TBW R84
DELTUERY DATE: @3/93/85
GAL ACCT: ndaess

SUBTOTAL SAcE_ o
TA% 5,
P.0. TOTAL Sann. @

Q When you have finished reviewing the P.O., choose Exit to return to
the Standard Purchase Order Header Info screen.

Chapter 3: The Purchasing Module 3-25



w Standerd Perchese Dvder - Hew R
Fle Seanh  Hedp
Chem | Duiete Lina| Seew P 0. Mo P 0. | Prw 0. | Em

Wender Hame and Addeeaz
EFAINTHEE CORPTEATIDN
DOWER VTSR
LOUISVILLE EY 892

Material Ducciphisn
e | |COLOR MOKETOR - B ARE

U Ut Prige Entesded fomowni

A 7| [ ERoE [ R on

Dty Date B Accsust Code
|samans | wnznez

[ tectorato Y saniwi o Y aaioe e B resewro [ 0 intion B atoshacnis

R Choose Save P.O. to record the P.O. Header and Line Item
information. PMX will display the dialog box shown below.

UPDATE OPTIONS

Update Options
W Update Only

[ Update and Print

W Update and FIa er Printing

LCancel

S Choose the Update and Print option in the Update Options dialog
box.

T Choose OK to initiate printing. When printing is complete, PMX will
return you to a blank P.O. Header Info screen to await your next
entry.
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Lesson 2: Purchase Order Maintenance

From time to time, you will need to revise an existing purchase
order. You may wish to add new line items, delete existing line
items, or edit existing ordering information on the P.O. document.
PMX allows you to revise any purchase order once you have
entered it into the system—either before or after it is printed.

As with new P.O.s, you can print an amended P.O. immediately
after making your revisions, or you can print it later using the Print
P.O. Document command on the Purchasing Menu. (This
command, which is not illustrated in the QuickStart Tour, prints all
unprinted P.O.s as well as unprinted amended P.O.s).

You may also need to delete or void a purchase order occasionally.
When you delete a P.O., PMX immediately removes the record
from the P.O. file, allowing you to reuse the P.O. number. When
you void a P.O., PMX does not actually remove the record from the
P.O. file right away. Instead, it flags the record for deletion but
retains it for audit trail purposes until you use the purge procedures
(described in chapter 4 of the PMX User's Guide) to physically
delete the record. Thus, you have the opportunity to reactivate a
P.O. that has been voided up until the time you permanently purge
the record from the P.O. file.

This lesson will step you through the P.O. maintenance process. As
you will see, you do not need to learn any complex new procedures
for P.O. maintenance. You use the same data entry screens to
revise, delete, void, and reactive existing orders that you used to
create P.O.s in previous lessons.

The P.O. Maintenance Report contains an audit trail of purchase
order maintenance activity covering any user-defined date range.
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Adding a Line Iltem to a P.O.

A

B

PLEASE NOTE:

After completing Lesson 1, your screen should display a blank
Standard Purchase Order Header Info screen. If this screen is not
visible, choose the Standard P.O. button from the Purchasing menu.

Please follow the steps outlined on the following pages to add an
additional line item to the purchase order you created in Lesson 1 (PO-
200).

' Slandedd Paerchase (e der

Fie Searh Hedp

Sab Musher, |
Pasject Miswhai:
GAL Arcoent Cade:

E

1

7
G
T Codln 1: | | tmmrT
TaxCodwd [ | Tawx®|

Specsal Text Cade:

Type PO-200 in the P.O. Number field.

Choose OK to retrieve the P.O. PMX displays the P.O. Header
information as it was originally entered into the system in Lesson 1.

There is no need to enter a Vendor Number in the Required Info portion
of the screen when retrieving an existing P.O. PMX automatically fills in
the Vendor Number along with the rest of the information stored on the
P. O. Record.
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%" Slandesd Pudchese Oy dei
Fle Sech Help
Clm | Dsbets PA. | Soewn PO, | Must PO, Prev PO Exl

Vasder Costact: | FIHEM SHITH
P Date: |

F.0. Change Musher: |

Shp¥i [am FREGHT = PO Te | 7
FALE. Pt |LOUSSVALLE Foby Muwber: | Kl
Pospsid Fusight. |Propuis by wunddst v Pusjecibusber 7
Bupsr (Diblames PR 7 |WasiEm BAL Accrerd Cada: |
Tosss Cofc 0 7| pgnonsas Special Tt Cade: | 7|1 7 9|

Fopo F o T o T Codu 1 i' Tae X1 400
Tax Crdn | Macxx[

=T T Ty TN TS T

You can add, change, or delete any of the Header Info fields—with the
exception of the Vendor Number—by moving the cursor to the
appropriate field(s) and performing the necessary maintenance. Use
the screen selection buttons at the bottom of the Standard Purchase
Order screen to access the other P.O. screens and make any
necessary revisions. After saving the revised P.O., you can print the
amended P.O. document.

To see the entire P.O. before adding any revision, choose Review P.O.
PMX will display the review screen shown on the next page.
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w Fevdera Purchass Order ocwmend

s Cpiorg Sgech Help
| | | ExR FO: FO2N Chg [T
Vel Shig-To
AT CORFORATION A WAFEHDLIEE
Z2SHEW CASTLE ALAD DEMO CORFORATION
SiATE A 1212 PREETIIH HIGHWEY
LOUEWLLE Ey 4122 LOLAGYILLE K dE2
Cordact JOHH SMITH EdiTo
T nlaphona: 453-£769 Es:
S higs e AFFFEIGHT
FO: LOLVSVILLE Tope:
Tewss: OVIHHED
HBips: SWER P9] o b HEE Fimight-
Line| Oty ok Item Hushir/Description Unit Price AROURT | Ta
S —
1 A AR-1EER 301, 8 1,903, 88 |Y |

EA| HLOWER HOTOR 2HP, 55@ APH

Hachine steel gear claws will
b 8% percent steel and meet
all specifications For stress
Teating. HUst be machined To
within @288 inch tolerance,
DELIVERY DATE: @a/15/8%

a 12| METAL FOLDTHG CHATRE an_sa 2088 |¥
EA| gray steel Frame with vingl

crool and hark

When you have finished reviewing the original P.O., choose Exit to
return to the Header Info screen.

%" Slandesd Pudchese Oy dei
Pl Spch Hedp
Clm | Dsbets PA. | Soewn PO, | Must PO, Prev PO Exl

Vasder Costact: | FIHEM SHITH
P Date: |

F.0. Change Musher: |

Shp WA FREIGHT | P, Tipe

FALA. Fant: | LOUSSWILLE

Poopaid Fosight: |Fropsid by wosder |
Buper (/Mame: PR 7 |[MOGER
Tesws Cofec 001 7| panansm

FeeoFoom Tesmat |

_ﬁ"“ﬂ"“"'l'-" mu _mmlrh _ﬂ-:-;hul'tl, _pu_mw _."H,.!!.H

Before adding a third line item to the purchase order, let's add a note
describing the change. Begin by choosing P.O. Instructions. PMX will
display a blank P.O. Instructions text window.
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= P.0. Instructions

This P.0. has been amended to |=]
include a third line item.

F Type the text lines shown above, and then choose OK to save the note.
PMX will close the text window and return you to the Header Info
screen.

G Next, choose Line Item Info to display the Line Item Info data entry

screen, shown below.

%" Slandesd Pudchese Oy dei
He Sgorth Help
Clm | Delete Line| Soewn PO, | Muest PO, Prev PO Exl

Ling ltem Inds
[1°E] . Fom Mumber Matznal Duccnghien
[ ’Ij. J 7| [FL vz HOTOR. 21, 459 R

Dissivsly UM
LT EA T

[ — .
[sarams |

TN T (RS

As you can see, PMX displays the first line item on the purchase order.
If the P.O. contains many line items, you can choose the ? Button next
to the Line field to see a listing of all line items for this P.O. When you
select the line item you want to revise from the search screen, PMX will
display the desired line item on the data entry screen.
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Once the desired line item appears, you can add, change, or delete any
of the existing line item information, with the exception of the Item
Number, by moving the cursor to the appropriate field(s) and
performing the necessary maintenance. To delete the entire line item,
choose Delete Line.

Please follow the instructions below to add a new line item to PO-200.
H Press the down arrow key twice to display Line 003. PMX clears the

remainder of the Line Item Info screen to await your next entry, as
shown below.

% Standesd Peechese deder

|carvaes

T DT R DTN O R

I Type AC-2000 in the Item Number field, and then press the TAB key.
PMX will display the standard ordering information prestored in the
Material File for item number AC-2000, as illustrated on the following

page.
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' Slandedd Perchese (vder

LamTnzig Matznal Duccnghien
Bl T i| |CLEAR PLASTIC SAFETY GLAFSES
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[ — . B Acosust Coda
[sarams |
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PMX automatically fills in all of the necessary ordering information for
Clear Plastic Safety Glasses. Assuming that we want to accept all of
the default ordering information, this completes the purchase order.

J Choose Save P.O. to store your entries. PMX will display the Update
Options dialog box shown below.

UPDATE OPTIOMS
Update Dptions
W Update Only

Update and Print

W Update and Flag-ar Printing
| I |

o UK=

K Choose the Update and_Print option.
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L Choose OK to initiate printing, following the procedures outlined earlier.

When you print your purchase order, the P.O. Change Number (001)
shown near the top right-corner of the document indicates the number
of times the purchase order has been amended. After printing, your
screen should display a blank Standard Purchase Order Header Info
screen. Choose Exit to return to the PMX System Menu.

End of Lesson 2
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Lesson 3: Adding Vendor and Material Records “On the Fly”

When you issue a purchase order to a vendor that has never been
entered into the Vendor File, PMX allows you to add that vendor “on
the fly” as you are creating the P.O. You do not have to display any
PMX menus to access the Vendor File screen. The system handles
this step automatically, then draws the new vendor information into
the current P.O. for you.

Similarly, if you want to order an item that has not yet been added
to the Material File, you can add the item “on the Fly” as you create
the P.O. PMX will permanently add the record to the Material File
and draw the appropriate data onto the Standard Purchase Order
Line Item Info screen.

End of Lesson 3
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Lesson 4: Creating P.O.s from Previous Orders

Once you have created a purchase order for an item, subsequent
buys become much faster. PMX maintains detailed historical
information on all previous orders, giving you a detailed “history
card” of previous purchases for the item you want to buy.

As you will see, PMX'’s “copy” feature allows you to quickly create a
new purchase order from any previous orders to dramatically
reduce purchase order preparation time.

In Lesson 1, Example 2, you created a purchase order for item
Number CM-5000. Let’s create a second order for this item, using
PMX'’s copy feature. When you copy a P.O., the original purchase
order is not altered in any way. You can copy the same P.O. as
many times as you like.

After completing Lesson 3, your screen should display the PMX
System Menu.

A

+ Punchal werrrend gXira

Pt Hegsv] BRE[ B Wwsheps gt LEdes pluierFler Vs Help

Purchasing
Management

extra

@
Bellwether

Sl tware (arporedion

17 Cipsgh Tk

A Choose Purchasing to display the Purchasing Menu, shown on the
next page.

3-36 Chapter 3: The Purchasing Module



B

List specific groups of P.O.’s by
entering your selection criteria here.
PMX lists only those P.O.’s tha
meet the parameters you specify.

Purchasing

Standard P.O.

Blanket P.O,

Release against a Blanket PO
P.3.'s From Requisitions
P.0.'s fram Previous Crders
P.0.'s from RFQ's
Automated History Card
IMaterial On Order

Material On Contract

Review P.C. Document
Review Email Log

Review Fax Log

Print P, Document
Reports,.. k

On the Purchasing Menu, choose P.O.s from Previous Orders to
display the lookup screen, shown below.

w Ciste POOUs fraomn Proviees PO

Caipc Fhig- T | Bom Mumber: 7|
Buper I * o M| 7| Dot Dtz | Thau |
D L ] (o ]

Corp] P.0. Bhr [Uendoe Bhe]  Uendor Haee [Order_Date |0ty Ordered|Uis

As you can see PMX gives you a variety of selection parameters for
locating the P.O. you wish to duplicate. In addition to searching for
a previously ordered item, you can look for P.O.s issued to a
particular vendor, orders shipped to a particular warehouse, and so
forth.

As you might guess, the more parameters you enter, the more PMX
will narrow the resulting listing to reflect only those P.O.s that meet
your specific requirements.

Notice that the cursor initially appears in the Ship-To field. Click in
the Item Number field, and then type CM-5000.
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v Cieate PSS Brein Previsess P

D Choose OK to initiate the record search.

As shown below, PMX displays summary information from PO-201,
the only purchase order for item numbers CM-5000. (As your
purchase history accumulates, the lookup screen will show multiple
orders for the specified item.)

v Cieate PSS Brdin Previsss P

Corp] P.0. Hbr |Uenpdor Bhye Hendor Hape Order Dake |0 Ordered | U/H

PLeEASE NoTE: | you wish to see the entire P.O. before copying it, choose Review
P.O.
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E Since the desired record is already highlighted in the search
window, just choose Copy P.O. to duplicate PO-201. (You may also
double-click on the record you wish to duplicate.)

As shown below, PMX displays a dialog box in which you may enter
the new P.O. Number. You may also change the Vendor Number
and Delivery Date for the new P.O., if desired.

F Type PO-204 in the Purchase Order field.
Corporation: ’—
P. 0. Number: ’—ﬂ

Wendor Humber: | A2000 ﬂ

Delivery D ate] 5/05
(0]4 ancel |

G Choose OK to display the duplicated P.O. on your screen. If
desired, you can make further changes to the new P.O. as needed
before saving it.

+ Stamdard Purchase Order - Mew

Vosidsi Bame sad Adidasds
ERAINTAEE CORPORATIDN
DIWER (TSR
LOANSVILLE EY #8232

Ghip-Te Code 21 7 | WAREBOUSE B3 Wendm Cantact: ADE DESERS
HA-Ta G | 7] P, [aler 32217

Desbeveip Dpder | 0361515 P [Range Remies

5 hep WA ﬁ FHEIGHT =\ P Teger [ il
FALB. Pot | LOISS¥LLE Ak b 7
Prapaisl Fesight: | 360 paity caitier Progect Reme- 7

Huger [Dfblame: PR 7 | 30NER B/ Accoust Code 102007 i
Toss Cofe 061 7| SOMARKI Spucial Taxt Lo | 21 %]
FroeFaim Teime | Toxs Cade 1 7| Teszy (a0
Tes Cods 2 2| TmEz|

PLEASE NOTE:  You may review the entire P.O. prior to saving it simply by choosing
Review P.O.

H Let's assume that the newly created P.O. is complete and needs no
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further modifications. Choose Save P.O. to store the new purchase
order. PMX will display the Update Options dialog box, shown
below.

UPDATE OPTIONS

Update Options
|m| Update Only

Update and Print

|mjUpdate and Flag faclatar Printing

I Select the Update and Print option.

J Choose OK to initiate printing. Follow the procedures outlined in
this section to print the P.O. document.

After printing the P.O., PMX automatically returns to the Create
POs from Previous Orders lookup screen. (Notice your new P.O. is
also listed.)

Corp] P.0. Fhr [Uendor Bhre| Uendor Hame |Order Date |0ty Ordered|UsH
Fa-201|azn0n FRAIHIEEE CIEFREATIN] DZF16S05 1. 00nnjES

Besiw P00 Capy PO,

K Choose Exit to close the lookup window and return to the PMX
System Menu.

End of Lesson 4
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Lesson 5: Automated History Card

PMX maintains detailed information on all purchase orders entered
into the system and can instantly display this information on your
screen.

In this lesson, you will see PMX’s P.O. History File in action. As you
enter P.O. information into the system, PMX automatically updates
this file with detailed historical information on all of your orders.

To begin, your screen should display the PMX System Menu.
Please follow the instructions below to view the purchasing history
for Vendor Number A1000 (the vendor you created in Chapter 2,
Lesson 2).

et LEERs . Plpier Al Wesd Heln

Purchasing

Management

eXlrs

@
Bellwether

Sl tware (arporetion

] il Copsghl T06

A On the PMX System Menu, choose Purchasing to display the
Purchasing Menu illustrated on the next page.
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List specific groups of P.O.s by
entering your selection criteria here.
You can use any single parameter
or a combination of parameters to
narrow your selection even furth
PMX lists only those P.O.s that
meet the parameters you specify.

Purchasing

Standard P.O,

Blanket P.O,

Release against a Blanket PO
P.0.'s from Requisitions

P.0.'s From Previous Qrder
P..'s From RFQ's
Automated History Card

IMaterial On Order

Material On Contract

Review P.C. Document

Review Email Log

Review Fax Log

Print P, Document

Reports,.. k

On the Purchasing Menu, choose Automated History Card to
display a blank Automated History Card screen.

& Aaidmnsied History Card
B Sgah Help
Clem | Prist Swtep Emit

Click in the Vendor field, then type A1000.

Choose OK to initiate the search.

PMX responds with a summary of each purchase order line item
issued to the specified vendor. (In this case, the only purchase
order issued to ABC Corporation is PO-200, the three-line P.O. we
updated in Lesson 2. As your purchasing history accumulates, of
course, more data will appear on the Automated History Card
screen.)
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%" Autamatad History Card

B Sgarh  Help

PMX displays a one-line summary
of each P.O. Line Item that meets

the selection criteria. { “F00]__ 10D 1AET CORFRE1E1 00D uu
- i eSOl e ann 1. anan
|

15
JHETSL FoLEBjRF/E/05)

| O0F&EC CREFRE &1 000 JTLERE FLET] B2 18S05]

Choose the arrow button to display
additional summary information for
each P.O. line.

You can choose Print Card to print
a hard copy of the History Card
display.

E To review the entire purchase order, simply highlight any P.O. Line
from the list, then choose Review P.O. PMX displays the selected
P.O. You may also double-click on any line to see the related P.O.

wt [Evirw Purchaze Order locmmend
[l Opliorg Sgarch  Hep
| | |_Eon

FO: FOEN Chg i
Wissdi Shig-Ta

AALC DORFORAT 0K HLAIH WRFEHOUSE

225MEW CASTLE ROAD
EiNTE 68
LOUEWILLE F* #02

Cordsct JOHH S TH

CE A0 CORFTIAAT 10/
1212 PREETOH HEHwY
LOLNEVILLE B EEE
Eali-To

Tulaphorac 433 ETEQ TS
S hip Vi AIRFREIGHT
FOR: LOLAEYILLE Tope:
Teawwy GOOSIOHZD
Bigs: =VER Resq Cx bl HEe Fraight-

Linge I;II:H.FIJI]H Item Hisher/Description Unit Price

—_—
1 A AR-Tiga ELEI 2
EA| BLOWER HOTOR 2HF, aS& RPR

ARGLAE | Tasx
1,003,88 |Y |-

Wachine steel gear claws will
hie B5 pereent steel and meet
all specifications For stress
testing. MUSE be machined To
within .@2#@ inch tolerance,
DELTUERY DATE: @3 15/ 8%

2 12| HETAL FOLODIHG CHATRS 2658
ER| gray steel &rape with wingl

cfool and hanb

0508 |V

F After reviewing the P.O., choose Exit to return to the Automated
History Card display. Choose Exit again to return to the PMX
System Menu.

End of Lesson 5
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Lesson 6: Management Reports

PMX maintains a detailed history of all purchase orders entered into
the system and can produce reports to help you select, organize,
and analyze purchasing data. PMX’s management reports can
access this historical data to track dollars purchased by multiple
categories, such as vendor, item, buyer, job number, vendor type,
project number, general ledger account code, etc. User-defined
report sequences, totals, and selection parameters allow you to
tailor each report to your department’s specifications.

This lesson will step you through the reports available in the
Purchasing Module. You will begin to see that all the information you
require is at your fingertips.

After completing Lesson 6, your screen should display the PMX
System Menu. Instructions for accessing and printing PMX
management reports begin on the next page.

On the PMX System Menu, choose Purchasing to display the
Purchasing Menu, illustrated below.n

Purchasing

Standard PO,

Blanket PO,

Release against a Blanket PO
P.0.'s fram Requisitions
P.0.'s from Previous Orders
P.0.'s Ffrom RFG's
aukarnated Histary Card
TMaterial On Order

fMaterial On Contract

Review PO, Document
Review Email Log

Rewview Fax Log

Print P, Document
Reports. .. ]
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A On the Purchasing Menu, choose Reports to display the
Purchasing Reports submenu shown below.

Blanket P.0. Status
G/L Account Code Analysis

P.0. Maintenance
Purchase Price Variance
Yendor Analysis

To print a management report, click on the desired button to display
the Report Options screen for the report you wish to print. You use
this screen to select and print specific groups of purchase orders
and to specify the sort order for the selected records.

To illustrate, let’s print a copy of the P.O. Analysis Report.
(Additionally, you can create an export file containing data for each
of the report's detail lines. The export file can be imported into a

spreadsheet and manipulated within the spreadsheet.)

B Choose P.O. Analysis to display the screen shown below.

« Purchase Order Amalysis Hepaef Opdisns

Fia Sasch Hap

Select primary and secondary _— [P0 e o Pt

report sequences and totals by ; ——|
choosing the desired sort options =

from the drop down list boxes.

Safect Caupe | [Hultiphe vaips setecte]
Thes 7
Select specific groups of records 4 - L
for printing by entering your Mt
seletion criteria here. You can =
specify any single parameter or use -

a combination of parameters to _— :: .
narrow your selection even further. a4 Thee
PMX prints only those records that : o] Thea |
meet the parameters you specify. If  —— Thes

you do not enter any selection wl | Thes
parameters, PMX will print all of the

records.

PLease NoTe:  All PMX Report Options screens are very similar. If you learn to use
the P.O. Analysis Report screen, you will know how to generate all
PMX reports.

QuickStart Tour 3-45



Let’s print the P.O. Analysis Report in Vendor Number sequence.
We will list only those materials ordered after 12/31/2004.

C Click on the Primary Sequence list box to activate it, then choose
the Vendor Number option.

« Purchase Order Amalysis Repest Optises

Pl Seach Hap
[ Pl Pliat & chwp Es

Select “Detail” or “Summary’.

Detail prints each selected P.O. line
item and Summary prints summary
total only.

D Click on the first Order Date Range field, and then type 010105
Leave the Thru field blank to indicate that you wish to print all
records from January 1, 2005 to the present.
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« Purchase Order Amalysis Reparf |
Fia Samch Halp
el Piad & otep

i-hnl
Eugm B0 Range: ~
Feq B0 Range: ~ J
Fhig-To Code Range »

Dodies Diate Rangs: | 00105
PO Mismbei Rsnge: +
Wandm Mumhn Range: ¥ L|
Mok Agme 8 Rangs: ¥
Bem Mimhei Ranger ~
Fegject Mumhn Range: =
Jab Musmbe Rangs:
Commality Caide Ranger ~

PLEASE NOTE: If you do not specify a secondary print sequence, PMX will sort the
report in the primary sequence only. If you do not specify any
selection criteria, PMX will include all of the available records in the
printed report.

Select Print Settings

Each PMX Report Options screen has a Print Setup command
button, which allows you to select the type of printer, the number of
lines per page, and the option of displaying the Windows Print Setup
screen each time you print. PMX stores these default print settings
for each employee.

Before printing the report, let's take a brief look at the Print Setup
options available in PMX.

E Choose Print Setup to display the screen shown below.
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PLEASE NOTE:

w® PMX Print Setup
File Help

PMX Prnint Setup for Employee

Employee 1D: ’W
Print File Name: |PMANLEPT
Default Lines Per Page: ’EIB— [Use 47 for Landscape]
Requested Lines Per Page: ’EIB—

v Display Windows Print Setup before printing

The default settings you select will become the suggested settings
for each report that you print in PMX.

If you choose the Display Windows Print Setup before printing
option, the system will display the Windows Print Setup dialog box
each time you issue a print request.

Each report is actually written to a file on your PMX Reports
directory, which is then passed to your Windows printing system.
The report file name is initially set by PMX, but you may temporarily
modify the default report name by typing a new entry in the Report
File Name field. The report with the temporary name will remain in
the PMX/REPORTS sub-directory until you delete it. When stored
under its default name the current report remains on file only until
the next time the report is printed.

Before printing, we recommend that you enable the Window Print
Manager. The Print Manager lets you install and configure printers,
connect to network printers, etc. (You must install the required
printer driver before printing in PMX.) The Print Manager also works
in the background, sending documents to the printer while you
continue working. You can use it to monitor and change the print
status of your reports. Please see your Microsoft Windows User’'s
Guide for more information about the Print Manager.

After making any needed changes to the PMX Print Setup screen,
choose OK to return to the Report Options screen.
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« Purchase Order Amalysis Hepaef Opdisns
Fia Samch Halp
el Piad & otep Es

[
Copemtion. 199 Salecn Con |

Ewyw B0 Rangm: + 17}
Fen D Range = ¢
Shig-To Code Ranger «
Doics Date Banger | DUNTE
PO Mushei Ranger + |
Wandm Mumhn Range: ¥
[T p—
Bem Mimhei Ranger ~
Fegject Mumhn Range: =
Jab Musmbe Rangs:
Commality Caide Ranger ~
Vender Type Range: ~
Pl Tipe Range ~

G Choose Print to initiate printing or choose Export to initiate creation
of an export file containing data for each of the report's detail lines.
(The export file can be imported into a spreadsheet and manipulated
within the spreadsheet.) The P.O. Analysis report is illustrated on
the next page.

H Choose Exit to return to the PMX System Menu.
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Sample Purchase Order Analysis Report

CORPORATION:

PMANLRPT

P.O.
NUMBER

RLS

009

LNE

BL100

PO-201

PO-204

PO-203

001
001

001
002
003

001
002

001

001

001

ORDER
DATE

03/10/05

03/14/05
03/14/05

03/10/05

03/12/05

03/12/05

PURCHASE ORDER ANALYSIS REPORT

ITEM NUMBER

ABC CORPORATION PMX AA-1000
PMX *
PMX AC-2000
TOTALS FOR VENDOR NUMBER

BRAINTREE CORPO PMX AA-1000
PMX AE-3000

BRAINTREE CORPO PMX CM-5000

BRAINTREE CORPO PMX CM-5000

TOTALS FOR VENDOR NUMBER

BRONSON MANUFAC PMX MB-5000

TOTALS FOR VENDOR NUMBER

TOTALS FOR CORPORATION

GRAND TOTALS

A1000

22000

B1000

009

VENDOR NUMBER SEQUENCE

DESCRIPTION

BLOWER MOTOR 2HP,
METAL FOLDING CHA
CLEAR PLASTIC SAF

BLOWER MOTOR 2HP,
150 WATT BULB FOR

COLOR MONITOR - I

COLOR MONITOR - I

MOTOR BRUSHES

5 PO's

PAGE: 1
DATE: 03/15/05
QUANTITY QUANTITY AMOUNT

ORDERED RECEIVED U/M DLV DATE  ORDERED
3.0000 EA 03/13/05 1143.00
12.0000 EA 03/13/05 294.00
6.0000 DZ 03/13/05 375.00
1,812.00%*%
2.0000 EA 03/19/05 762.00
50.0000 EA 03/19/05 175.00
1.0000 EA 04/10/05 350.00
1.0000 EA 04/10/05 350.00
1,637.00%*%
12.0000 EA 04/20/05 215.40
215.40%%
3,664.40%*
8 PO LINES 3,664.40%%
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Blanket P.O. Status Report

Each of the remaining Purchasing Module Report Options screens are
illustrated on the following pages, along with a sample page from each
printed report. (No data entry is required for the following illustrations.)

Use the Blanket P.O. Status Report Options screen to select report
sequences and totals for the Blanket P.O. Status Report. You can
use the Selection Criteria to print specific groups of purchase
orders.

Sort options include:

e P.O. Number
e VVendor Number
e Buyer ID

v Blaniad Pol Sesdin Bagart Opifan
Fe Seanh Heln
Cloam Pont Solug Emt

Feeqmii Dalians
Type: | Dotail

Ampost Sogmmace: F.0 Musho
Suhmction Culusa

Coipas e

Bay WD |

Vende Bembo: Flasge: 4

P, Bembod Flasge: L+
Iz Hembe Aange: [+

Pl Typu Flasge: F+ |

E speratos [haln Hasge: - |

Ais. Dider Do Aasne: b+ |

The Blanket P.O. Status Report, illustrated on the next page, lists
blanket items and releases issued against blanket items. The report
is printed in P.O. Number sequence.
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Sample Blanket P.O. Status Report

CORPORATION: 009

PMBLKRPT
P.O. VENDOR
NUMBER NAME

BL100 BRAINTREE CORPO
REL 001 LINE 001

BL100 BRAINTREE CORPO
REL 001 LINE 002

BLANKET P.O. STATUS REPORT

P.0O. NUMBER SEQUENCE

BUYER QUANTITY

LINE 1ID ITEM NUMBER DESCRIPTION SHIP-TO ORDERED
001 PMX AA-1000 BLOWER MOTOR 2 100 30.0000
PMX AA-1000 BLOWER MOTOR 2 100 2.0000
LINE 001 QUANTITY REMAINING 28.0000

002 PMX * OFFICE SUPPLIE 100
PMX AE-3000 150 WATT BULB 100 50.0000
LINE 002 QUANTITY REMAINING R A KKK

PO NUMBER BL100

CORPORATION 009

QUANTITY
RECEIVED

PAGE:

DATE:

ORDER DT/ EXP DT/

1

03/15/05

03/13/05 03/19/03 EA
03/14/05 03/19/05 EA

AMOUNT REMAINING

03/13/05 03/19/05
03/14/05 03/19/05 EA

AMOUNT REMAINING

TOTAL AMOUNT CONTRACTED

RELEASED
REMAINING

TOTAL AMOUNT CONTRACTED

RELEASED
REMAINING

11430.
762.

10668.

1000.
175.

825.

12,430.
937.
11,493,

12,430.
937.
11,493.

BLANKET AMT/
RLSE DT DUE DATE U/M RELEASE AMT

00
00

00

00
00

00

00
00
00

00
00
00
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G/L Account Code Analysis Report
Using the G/L Account Code Analysis Report Options screen to create
a variety of divisional and departmental accounting reports. You can
sequence and total the accounting reports by any level (or segment) of
your General Ledger account structure. Use the selection Criteria to
select specific groups of purchase orders.

PLEASE NOTE: Your company’s unique General Ledger Account structure can be
defined in the Control File. PMX can accommodate up to a 20-
character, six-level account structure. After your accounting structure
is defined, your account levels appear on the print request screen.

Primary and secondary sort options include:
[ )
[ )
[ ]
[ ]
[ )
[ )
[ )
[ ]
[ ]
[ )

+ WL Account Code Amayisks Repsat Dptises

Job Number

Project Number

Vendor Number

18t Level Account Structure
2" Level Account Structure
3 Level Account Structure
4% Level Account Structure
5t Level Account Structure
6" Level Account Structure
All Levels

Use the Addl Criteria button at the bottom of the screen to select
specific levels or segments of your account structure.
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Sample G/L Account Code Analysis Report

CORPORATION: 009

PMDSTRPT

G/L ACCOUNT CODE

JOB NBR PROJ NBR REQ ID

G/L ACCOUNT
JOB NUMBER

P.O.
NUMBER RLS LNE

011001
011001
011001
102002
102002

**JOB NUMBER

*x

P0O-200 001
PO-200 002
P0O-200 003
P0O-203 001
PO-900 001
PO-900 004
PO-900 005
BL100 001 001
PO-900 002
PO-900 003
BL100 001 002
PO-201 001
P0O-204 001

CODE REPORT

SEQUENCE

ORDER

DATE VENDOR NAME

ITEM DESCRIPTION

PAGE:

1

DATE: 03/15/05

AMOUNT ORDERED/
INVOICE AMOUNT

03/10/05 ABC CORPORATION
03/10/05 ABC CORPORATION
03/10/05 ABC CORPORATION
03/12/05 BRONSON MANUFACT

06/24/98 LIGHTNING
06/24/98 LIGHTNING
06/24/98 LIGHTNING
03/14/05 BRAINTREE
06/24/98 LIGHTNING
06/24/98 LIGHTNING
03/14/05 BRAINTREE
03/10/05 BRAINTREE
03/12/05 BRAINTREE

ELECTR
ELECTR
ELECTR
CORPOR
ELECTR
ELECTR
CORPOR
CORPOR
CORPOR

TOTAL AMOUNT ORDERED

GRAND TOTAL AMOUNT ORDERED

BLOWER MOTOR 2HP, 450
METAL FOLDING CHAIRS
CLEAR PLASTIC SAFETY
MOTOR BRUSHES

CLEAR PLASTIC SAFETY
MODULE LIGHT

LONG CHAIN NOSE PLIER
BLOWER MOTOR 2HP, 450
FLOOR DIFFUSER

150 WATT BULB FOR FIX
150 WATT BULB FOR FIX
COLOR MONITOR - IBM 4
COLOR MONITOR - IBM 4

1,143.
294.
375.
215.
375.
250.
300.
762.

12.
175.
175.
350.
350.

4,776.

4,776.

00
00
00
40
00
00
00
00
50
00
00
00
00

9Q**

9Q**
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Purchase Order Maintenance Report

The Purchase Order Maintenance Report Options screen, illustrated
below precedes the Purchase Order Maintenance Report. Use the
print request screen to select new purchase orders, amended
purchase orders, voided purchase orders, or all of the above. You can
use the Selection Criteria to choose specific groups of purchase
orders. Print options include:

Additions
Changes

Voids

All Maintenance

w" Paichase Dvdar Mefatssante Begor] Optian

He Zeanh Help
Ll Pant Salug Exmit

The P.O. Maintenance Report is illustrated on the next page. It offers
a detailed audit trail for all purchase orders or selected groups of
purchase orders. The report is printed in P.O. Number sequence.
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Sample Purchase Order Maintenance Report

CORPORATION: 009

PMMNTRPT
P.O. CHG P.O.
NUMBER NBR CLASS
PO-200
LINE ITEM NUMBER
001 AA-1000
002 =
003 AC-2000

ORDER

DATE

SHIP TO

COMM.

MAINT. VENDOR
DATE NUMBER

BUY
ID

SHIP VIA

PMX AIR FREIGHT

PURCHASE ORDER MAINTENANCE REPORT

FOB POINT

PAGE:

DATE: 03/1

TAX TAX

5/05

JOB NBR PAYMENT TERMS CODE COD2 SHIP-TO

LOUISVILLE

--- TEXT LINES

5.00/10-N30 100

This P.O. has been amended to
include a third line item.

MATERIAL DESC. DLV DATE  QUANTITY U/M
UNIT PRICE

BLOWER MOTOR 2HP, 03/13/05 3.0000 EA
381.0000

METAL FOLDING CHAI 03/13/05 12.0000 EA
24.5000

CLEAR PLASTIC SAFE 03/13/05 6.0000 DZ
62.5000

** TOTAL **

GROSS AMT

375.

1812.

00

00

DISCOUNT TAX AMT 1 FREIGHT NET AMOUNT
TAX AMT 2

o 45.72 llBBj;;

11.76 305.76

15.00 390.00

1884.48
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Purchase Price Variance Report

Use the Purchase Price Variance Report Options screen, shown
below, to select report sequences and totals for the Purchase Price
Variance Report. Use the Selection Criteria to print specific groups
of purchase orders.

Sort options include:

Buyer ID

Item Number
P.O. Number
Ship-To Code
Vendor Number

%" Paichese Price Vasfance Beagarl Optiom
Fle Zesth Help
Ll FPprt Salug Emit

Copuratos: [ 0

(TR — 7|
Buper Ik Flasge: L4 7|
Il Hembm Aasge: [ 7]

Ship-T# Code Aasge: 4 | 7]

P Daie Aasge: |2

The Purchase Price Variance report is illustrated on the next page.
It compares the actual price on your purchase order to the standard
price assigned to the item in the Material File. PMX also calculates
the dollar variance and percent variance for each item.
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Sample Purchase Price Variance Report

CORPORATION: 009

PMPURVAR

P.O.

NUMBER RLS LNE

BL100O

PO-200

PO-201
PO-203
PO-204
PO-900

001 001
001 002
001
003
001
001
001
001
002
003
004
005

VENDOR BUYER
NUMBER ID
A2000 PMX
A1000 PMX
A2000 PMX
B1000 PMX
A2000 PMX
A5000 WJIA
CORPORATION

GRAND TOTAL

ITEM NUMBER

AA-1000 EA 2.00
AE-3000 EA 50.00
AA-1000 EA 3.00
AC-2000 DZ 6.00
CM-5000 EA 1.00
MB-5000 EA 12.00
CM-5000 EA 1.00
AC-2000 DZ 6.00
AC-3000 EA 10.00
AE-3000 EA 50.00
AE-5000 EA 20.00
BB-1789 EA 40.00

009 TOTALS

P.0O. NUMBER SEQUENCE

PURCHASE

PURCHASE PRICE VARIANCE REPORT

TOTAL

PURCHASE

4482.

.00
.50
.00
.50
.00
.95
.00
.50
.25
.50
.50
.50

90

PAGE: 1

DATE: 03/15/05

STANDARD TOTAL DOLLAR PERCENT
UNIT COST STANDARD VARIANCE VARIANCE
381.00 762.00 .00 .00
3.50 175.00 .00 .00
381.00 1143.00 .00 .00
62.50 375.00 .00 .00
350.00 350.00 .00 .00
17.95 215.40 .00 .00
350.00 350.00 .00 .00
62.50 375.00 .00 .00
1.25 12.50 .00 .00
3.50 175.00 .00 .00
12.50 250.00 .00 .00
7.50 300.00 .00 .00
4482.90 .00 .00

4482.90 .00 .00

NOTE: Asterisks indicate that the purchased item is not on the material file or a unit of measure translation record is missing.
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Vendor Analysis Report

Use the Vendor Report Analysis Report Options screen shown
below, to select vendor purchases over two date ranges for
comparative purposes.

%" Viznder Amalvsls Repsat Dptisas
Fie Zearth Help
Ll FPprt Salug

Visnrler Humben Flangs: 7 | 7|

Flst Order Dale Aasge: & |

Sucomd Dider ate Aange: o |

Wends Type Hasge: ~ il

The Vendor Analysis Report is illustrated on the next page. It
compares vendor purchases in the first date range to vendor
purchases in the second date range.
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Sample Vendor Analysis Report

CORPORATION: 009

PMVENANL

VENDOR NBR/ # OF
VENDOR NAME ORDRS
A1000 1

ABC CORPORATION

A2000 3

BRAINTREE CORPORATION

B1000 1

BRONSON MANUFACTURING

——————— 01/01/05 THRU 12/31/05 —=-==========~

VENDOR ANALYSIS REPORT

AMOUNT DISC ——-SHIPMENTS-- PERCENT # OF

ORDERED AMOUNT ON-TIME LATE ON-TIME ORDRS
1,812.00
1,637.00
215.40

PAGE: 1

DATE: 03/15/05

—————— -00/00/00 THRU 00/00/00 —============~

AMOUNT DISC
ORDERED AMOUNT

——-SHIPMENTS-- PERCENT
ON-TIME LATE ON-TIME

End of Lesson 6
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Lesson 7: Change Vendor Number on Existing P.O.

PMX provides the capability of changing the vendor number on a
P.O. that has already been created.

In this lesson, you will learn how to change the vendor number on
an existing P.O.

To begin, your screen should display the PMX System Menu.
Please follow the instructions below to change the vendor number
on PO-200 (the P.O. you created in Lesson 1 above).

et LEERs . Plpier Al Wesd Heln

Purchasing

Management

eXlrs

®
Bellwether

Sl tware (arporetion

il Copsghl T06
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A On the PMX System Menu, choose Purchasing to display the
Purchasing Menu, shown below.

Purchasing
Standard P.O.
Blanket P.O.
Release against a Blanket PO
P.0.'s from Requisitions
P.0.'s from Previous Orders
P.0L's from RFQ's
Automated History Card
Katerial On Order
Material On Contract
Review P.O. Document
Review Email Log

Feview Fax Log ﬂ
Print P.Q. Document

Change Yendor Mumber an P.O,

Reports... r

From the Purchasing Menu, choose Change Vendor Number on

B P.O. to display the Change Vendor screen.
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» Change Yendor Mumber on P.O.

Each PMX screen can be |Fik searh Hap
Clzan Emit

described in detail by choosing the

Help command or by pressing the
F1 key.

Notice that the cursor automatically appears in the P.O. Number
field. Type PO-200, and then press Tab to move to the New
Vendor Number field or simply click in the New Vendor Number
field. Once the P.O. Number has been entered, the system
automatically displays the current vendor name and number from

the P.O.
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» Change Yendor Mumber on P.O.
Filk Scarch Halp
Lica Exit

Click here to review the P.O. with
current vendor number.

C Notice that the cursor automatically appears in the P.O. Number
field. Type PO-200, and then press Tab to move to the New
Vendor Number field. Once the P.O. Number has been entered,
the system automatically displays the current vendor name and

number from the purchase order.

3-64 Chapter 3: The Purchasing Module



« Change Vendor Mumber on P.O.
Filh Scarch Halp
Liew Exit

Fgis Weniol Mame: W2 DORPORATHOR

Frevazwe P} | " Pearzeaa

Click here change to change the
current vendor number on the P.O.
to the new vendor number entered
on the screen.

D Enter New Vendor A3000 and then press Tab. The system will
automatically display the name of the new vendor.

Choose Process or Alt-p to change the vendor number from A1000
on the P.O. to A3000.

QuickStart Tour 3-65



3-66 Chapter 3: The Purchasing Module



Purchasing Management eXtra

QuickStart Tour
Chapter 4

Receiving Module
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LESSON 3: MATERIAL RECEIPTS SUMMARY
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Closed Purchase Orders Report
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4-23
4-24
4-25
4-27
4-28
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Overview

PLEASE NOTE:

The integrative power of the PMX system becomes even
more apparent with the addition of the Receiving module.
There is no longer any need to file a copy of the purchase
order to act as a receiving document. Just call up the P.O.
and enter the quantity-received and quantity-rejected amounts
online.

When you enter material receipts online in PMX, the system
automatically updates the status of open purchase orders. If
you use the Receiving module in conjunction with the
Inventory module, the system also updates the on-hand
quantity for each inventory item received and reduces the on-
order quantity.

If it is not practical to use a terminal in the receiving area, you
can use a system-produced receiving worksheet to record
receiving data for later entry into the Receiving module.

Major functions of the Receiving module include the ability to:

e Enter receipts on line as material is received.

e Enter multiple partial receipts for the same purchase order
line.

e Enter receipts using a different unit of measure from the
unit of measure entered on the purchase order. PMX
automatically performs the U/M conversion for you.

e Print receiving tickets to accompany received items.

e Maintain vendor performance ratings based on your
weighting factors for delivery, quality, and price.

e Instantly display receipt information and the status of open
purchase orders on your screen.

e Print receiving reports showing the receipt history for any
user-defined date range.

e Print expediting reports that show open purchase order
items that are scheduled to be received, purchase order items
that are overdue, and purchase orders that are closed.

The Receiving Module is optional. It can be installed at the
same time as the Purchasing module, or it can be added later,
as needed.
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Lesson 1: Material on Order

The Material on Order function is one of the most basic tools
for a buyer. Use it to display open orders and their due dates.
Before entering any receipts, let’s take a look at this useful
inquiry function.

To begin, your screen should display the PMX System Menu.
Please follow the instructions below to display the Material on
Order screen.

A

v FrEsaring Mo =Kl

Purchasing - Beosiing  Aecusdiany  FRQw

Purchasing
Management

eXtra

i
Bellwether

Soltware Catporation

Vi 4T Cipysgi JOT

Choose Receiving to display the Receiving Menu, shown
below.

Makerial Feceipt

Makerial Receipts 5
Unplanned Receiptﬁ
Material On Order

Reports... k

Choose Material On Order to display the Material On Order
screen shown on the next page.
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wt Materigd On Ovder

i Sgarch  Hels

The Selection Criteria entered here Clean Egit
lets you choose which group of Feleosion Cierls :
open purchase orders you wish to o Bl P
display. You may enter any singl_e> Shop-Ta: || L Vesde
selection parameter or a duk Kb | 7 P M
combination of selection parameters
to narrow your search. Corp| P.0. Bhr|Rl=|Lin|Uendor Fhr 1tem Hupher ] Ordered |UfsH] D1y Dake

Let’s begin by displaying all open purchase orders.

C Choose OK to display a one-line summary of each open P.O.
line.

wt Materigd On Ovder

s Zgach Hel

Corp| P.0. Bbr|Rls|Lin|Uendor Bbr| Ites Busber [0ty Ordered]UsH] Dl Date
Fl-nn LA ER T

|nnzjE1nnn 1 ANARNJES | 03515005
| nEEj&Einnn |EC-Fnnn SONRNEEE | REASS0E
| A &Z000 JTH-5000 ANARJES | B335
| B jEEann JEH-5nan SHnnjER | REOSS0E

| 0 &5 AN | &C-Fnnn ANARET | BES A58
| D asann jt-Fnon SOOORJES | oEs 010
| ARz &5 000 J&E-F000 ANARJES | BES A58
| D a5 A0 J&E-50an LOnnjES | 0ES 0000
| ns &S nnn JEE-1TER ANNNJES | BES A6

Choose the right arrow button to list

additional summary information. g3

Often, you may wish to display the complete P.O. in order to
see more detailed information concerning materials on order.
To illustrate, please display the P.O. document for P.O. 200.
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D |f the P.O. number PO-200 is not already highlighted, click on
any P.O. line item to highlight. Choose Review P.O. to
display the complete P.O. document, shown below.

w Fevirs Purchase Order ocamend E
D Cplicrg Sgarch  Help
| | | e P P38 [ha it Dt (AENS
Wissahi Shig-To
SALC DORFOAATION A H WERFEHDOLEE
IS REW CASTLE A& D 1400 DR LT 0k
SIATE 8 1212 PREETOH HEHwWY
LOUERILLE By S LCLNEVILLE B JIEEE
Conlact J0HH 34 TH Eli-To
Tulaphora: 453-ETES Est
3 hip Y ARFREIGHT
FOR: LOLAEYILLE Tope:
Teaws: 5 DOVT0-HED
Bips MVER Ry 2 Aoy HEbw Fraight-
Linge l]l:H.‘UI]ﬂ Item Husher/Description linit Price ARGUNT | Tax

B ——

A AR- A i a8, 003,88 |Y |=
Efi| HLOWER HOTOR 2HP, a5@& APH

Machine steel gear claws will
b 85 percent steel and meet
all specifications #or stress
testing. Hust be machined To
within .@@®@ inch tolerance,
DELTUERY DATE: @3 15/ 8%

2 12| HETAL FOLODIHG CHATRS 2658 205 0 |¥
ER| gray steel Frame with wingl

cfool and hanb

E When you are finished reviewing the P.O. document, choose
Exit to return to the Material On Order screen.

wt Materigd On Ovder

Cin Zgarch  Hel

Corp| P.0. Bhr|R1s|Lin|Uendor Bhre|  Item Huphber | Ordered|UfH] Dlu Date
RN ER Y ] LNNNRiES | OESS0S

jnnzj&Etnon 1= ANANJES | 031505
jnakj&Etnan |&C-Ennn LONNRYEE JEEASS0E
|0 &Fnn JTH-5 000 ANARJES | AZA1ES TS
| o jEEnan JEH-5Snan SONnnjER JOEASS0E

| M &5 00 | &C-Fann ANARIRT | BES IS0
| M Esann jEt-Eaan SANRRJES | oEs oS
[ il JSE-F000 ANARJES | BRSS9
| ik E5nan J&E-5S0an LONnnjES | 0ES ISR
| nms | Esnnn |EE-1TER ANONJES | BES IS0
] ]
1 1

3 b

F Choose Exit to return to the PMX System Menu.

End of Lesson 1
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Lesson 2: Receipt Entry

To enter a receipt, first display the related purchase order
information on the screen. You then enter your receiving
information on the same screen. This is similar to recording
the quantity received and quantity rejected counts on a “hard”
copy of the purchase order. The difference is that no physical
copy of the order needs to be sent to the receiving area, filed,
and later extracted and matched.

In this lesson you will see how to use the purchase orders you
created in prior lessons to take the purchasing process one
step further into receiving.

Example 1: Entering the First Receipt

Let’s begin by entering a receipt against PO-200, the
purchase order you created in Lesson 3 of the previous
chapter.

To begin, your screen should display the PMX System Menu.
Please follow the instructions outlined below to enter your first
receipt.

v, Furgsaring il =5 |

Purchesing - Hsmfang  Argusfiany PR [rawniory AP Marshoum bgret LRl Made Mler  Help

Purchasing
Manageme it

extra

[
Bellwether

Sultware farporstion

e LT Do JOT3
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A On the PMX System Menu, choose Receiving to display the
Receiving Menu, shown below.

Receiving ﬂ
Makerial Receipt

Material Feceipts Summary
IUnplanned Receipks

Material On Order

Reports... k

B On the Receiving Menu, choose Material Receipt to display a
blank Material Receipt screen.

Each PMX screen can be described
in detail by choosing the Help w Materish Rocwipt
command or by pressing the F1 key

C Notice that the cursor appears in the P.O. Number field. Type
PO-200, then press the Tab key to move to the Receipt
Number field.

PMX automatically enters a 1 in the Receipt Number field,
since this is the first receipt we have entered against this
purchase order. (If you wish to revise a receipt that you have
already entered, you can overwrite the Receipt Number.)

D Choose OK to display the ordering information for the first line
item on PO-200, as shown on the next page.
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PLEASE NOTE:

If you do not know the P.O. Number or Receipt Number, you
can click on the ? Button to the right of the P.O. Number or
Receipt Number field or choose the appropriate command
from the Search Menu to initiate a search for the desired P.O.
and Receipt Numbers.

w Materish Beceipl - Hew

Weivlon Mo gl Adiioss

AR DORPORATHIN
2% WE'w CASTLE Rla
LIANISVILLE

Notice the Receiver ID is entered for you.

The cursor bypasses the optional Receipt Date, and Packing
Slip fields and is positioned in the Quantity Accepted field.
(PMX automatically enters the current system date in the
Receipt Date field. You may override the default date, if
desired.)

Notice that the Item Number, Material Description, and
Ordering U/M for the first line item on the P.O. are shown in
the display-only fields in the bottom portion of the screen.

As you can see, a 3 (the number of Blower Motors we
originally ordered) initially appears in the Quantity Remaining
field, since we have not yet entered any receipts against this
line item.

If desired, you can review the complete P.O. document
anytime during receipt entry. To illustrate this feature, choose
Review P.O. to display the requested P.O. document, as
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shown below.

wt [Evirw Purchaze Order locmmend
[l Opliorg Sgarch  Hep
| | |_Eon

Wissdi
AALC DORFORAT 0K
225MEW CASTLE ROAD
CiRTE 8
LOUEWILLE F* #02
Cordsct JOHH S TH
Tulaphorac 433 ETEQ
S hip Vi AIRFREIGHT
FOR: LOLAEYILLE
Teawwy GOOSIOHZD
Bigs: =VER Resq Cx

FO: FOEN Chg i Ciatec LA ENS

Shig-Ta

HLAIH WRFEHOUSE

CE A0 CORFTIAAT 10/
1212 PREETIH HEHwhy
LOLNEVILLE B EEE

EillTo
Es

Tope:
bl HEe Frmght-

1 AR- 1

2 12| HETAL FOLODIHG CHATRS 2658
ER| gray steel &rape with wingl

cfool and hanb

Linge l]l:H.FIJI]H Item Hisher/Description Unit Price
—
3

EA| BLOWER MOTOR ZHF, aS® APl

Wachine steel gear claws will
hie B5 pereent steel and meet
all specifications For stress
testing. Must
within .@2#@ inch tolerance,
DELTUERY DATE:

b machined To

B SRS

g,

AROLUNE | Tax
1,003,8 |Y |-

0508 |V

w Materis] Aeceipl - Hirw

Wieiiloe Mome sl Sidioss

AR DORPORATHIN
2% WE'w' CASTLE Rallalk
LIANSVILLE

Fackng 5bp Musber:

When you have finished reviewing the P.O., choose EXxit to
return to the Material Receipt screen.

* Complote 5hpmsst

ELIMSEA WOTOR 7P, 4G PM EA

T Pl 5§ hipmest

LIEL ] iy Rempsiag

Fegiinng iy Reosined

00N
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PLEASE NOTE:

In this example, there is no need to make an entry in the
Receiving U/M field. You use this field only when the receiving
unit of measure is different from the ordering unit of measure.
In this case, the receiving and ordering U/Ms are the same.
When they are different, simply override the default unit of
measure with the receiving unit of measure. PMX
automatically performs the unit of measure conversion for
you.

Notice that PMX automatically selects the Complete Shipment
button on the right side of the screen to show that all of the
items for this line have been received.

When the quantity received is equal to or greater than the
quantity ordered, PMX assumes that the shipment is complete
and the line item can be closed. Otherwise, the system flags
the shipment as partial. You can override these settings by
choosing the Complete Shipment or Partial Shipment
button for any individual line item.

In the information area at the bottom of the screen, PMX also
calculates the quantity remaining and received, based on the
values you have entered in the Quantity Accepted and
Quantity Rejected fields.

To receive the next line item, choose the down arrow button to
the right of the P.O. Line field. PMX displays the ordering
information for the second P.O. line, as shown on the next

page.
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w Materis] Aeceipl - Hirw

Wieiiloe Mome sl Sidioss

AR DORPORATHIN
225 WE's' CASTLE FallALX

FAucmpt Date: (20 E05
Packang Sip Mumber:

METAL FOLDIRE CHasAS

N Notice that a 12 (the original order quantity) initially appears in
the Quantity Remaining field at the bottom of the screen,
since we have not yet entered any receipts against this line
item. This time, let’s enter a partial receipt against the line
item.

w Materish Beceipl - Hew

Weivlon Mo gl Adiioss

AR DORPORATHIN
2% WE'w CASTLE Rla
LIANISVILLE

O Type a 6 in the Quantity Accepted field, then press the Tab
key.
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P

PLEASE NOTE:

Notice that the Partial Shipment option remains selected,
since only 6 of the 12 items we ordered have been received.
(If you override this setting by choosing Complete Shipment,
PMX will treat this line as closed, even though all items have
not been received.)

At the bottom of the screen, PMX displays the new Quantity
Remaining and Quantity Received values, based on our entry
in the Quantity Accepted field.

To receive the next line item, choose the down arrow button to
the right of the P.O. Line field. PMX displays the ordering
information for item number AC-2000, as shown on the next

page.

w Materis] Aeceipl - Hirw
Eim Syt Feru FecsihingBa Sgarch B

Wieiiloe Mome sl Sidioss

AR DORPORATHIN
FEH MEW CASTLE RIMD
LIANSVILLE

Flogept Date: 0053014
Packing Shp M

+ Patsall S hopemassl

UM lssiitg igsntity Floestod Lompite 5 hopmassl
7] [T

Eh 7| | ED8OR

gl el [hegoeipins. LIEL ] iy Rempsiag
METAL FOLDIRE CHasAS EA AT

Rt iy Reosined
E.0R0N

Type a 6 in the Quantity Accepted field, then press the Tab
key.

If the P.O. contains many line items and you only want to
receive against a few lines, you can click on the ? Button to
the right of the P.O. Line field to see a listing of all line items
for this P.O. When you select the line item you want to receive
against from the search screen, PMX will display the desired
line item information on the Material Receipt screen.

Choose Save to store the receipts and clear the screen for
your next receipt entry.
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Receiving Tickets: If desired, PMX can automatically print a Receiving Ticket
after each receipt is entered into the system. The printing of
Receiving Tickets is optional and is determined by an
operating rule in the Control File. The QuickStart Tour is not
set up to print Receiving Tickets.

Example 2: The Auto Receive Feature

When it is visually apparent that all of the materials ordered
have been received and you do not want to enter the quantity-
received count for each line item, you can use the Auto
Receive feature to receive against the entire P.O. To illustrate,
let’'s enter an automatic receipt transaction against purchase
order number PO-900. (This purchase order has been pre-
loaded into the system for you.)

To begin, your screen should display a blank Material Receipt
screen. If this screen is not visible, choose Material Receipt
from the Receiving Menu. Notice that the cursor appears in
the P.O. Number field.

+ Madeifa | Ferafpt
B Sawch Hep
Ll Pant Solug

A Type PO-900, then press the Tab key to move to the Receipt
Number field. (PMX will automatically enter a 1 in the Receipt
Number field for you.)

B Choose OK to retrieve the P.O. information for PO-900.
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Choose Auto Receive.

You will see a series of status messages on your screen as
PMX processes each line of the receipt. When all of the
receipt transactions have been completed, the system will
save the receipt transactions and clear the screen to await
your next entry.

Choose OK.

5 Line[s] success ceived
D

The system returns a blank Material Receipt screen.
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E Choose Exit to close the Material Receipt screen and return
to the PMX System Menu.

Next, let’s take a look at the Material Receipts Summary
screen to review the receiving information for the items we
just received.

End of Lesson 2
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Lesson 3: Material Receipts Summary

Another useful management feature in the Receiving Module
is the Material Receipts Summary screen. Use this screen to
display up-to-the-second receiving information for selected
receipt transactions. Use the Selection Criteria to choose
which group of receipts you wish to display. You may enter
any single selection parameter or a combination of
parameters to narrow your selection.

Let’s review the receiving information for PO-900, the
purchase order we just received in the previous lesson.

o PureBerilie ¢ A anll 2Eira E-L_Er;;

Bt (IRl Frasion; BFs [wenioey AP Wachossipd Ules MadeFes bl

Purchasing

Management

eXtire

&
Bellwether

Sultware (arparation

Verme 4 Coopg 201

A On the PMX System Menu, choose Receiving to display the
Receiving Menu, shown below.

Makerial Feceipt

Makerial Feceipts Summary
IUnplanned Receipks

Material On Order

Reports... k

B On the Receiving Menu, choose Material Receipts Summary
to display a blank Material Receipts Summary screen like the
one shown on the next page.
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Lz Exit

List specific groups of receipts by et
entering your selection criteria here. Comge [ 0115 Shig-Tu | C [
PMX lists only those receipts that Rewm: | 7| PO K [FO0 ———

meet the parameters you secify.

Aok Rl 7| Wand |

El

F.l. Her [Bac]Lis]Pesder Hor]Sesdr Hime|

Ttem Hember | Ttem Besc |50]5Sip-

C Click in the P.O. Nbr field, then type PO-900.

D Choose OK to display a summary of the receipt transactions
entered in the previous lesson, as shown below.

w" haleris] Beceipis E b
He Sewh e
Clam Egmit

Comge [ 1115 ShigTor |

I

-Hlﬁ'.l
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Notice that PMX lists a summary of
each P.O. line item received against —»<
PO-900

Pl M B [Lis] Bemder Mbr | Bende Hame |

L LGHTHIHG
LIOHTHIKD
LIGHTHIHG
LIOHTHIKD
LIGHTHIHG

Ttem Menber | Tbem Besc |5E]5hdp-

AL - iy
AE- 3
AE -5y
BE-1TED

CLEAR PLAST|G
FLOOR DIFFU
5@ WATT BU
HODULE L1GOH
LOKG CHATH

Choose the right arrow button to list

additional receiving information..

E Choose Exit to close the Material Receipt screen and return
to the PMX System Menu.

End of Lesson 3
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Lesson 4: Receiving Reports

PMX maintains a detailed history of all receipt information
entered into the system and can produce reports to help you
select, organize, and analyze receiving data. User-defined
report sequences, totals, and selection criteria allow you to
tailor each report to your department’s specifications.

This lesson will step you through the reports available in the
Receiving Module.

Receiving

Material Receipk

Material Receipks Summary
Unplanned Receipts
Material On Order

A To access the Receiving reports, choose Reports. . . from the
Receiving Menu. PMX will display the Receiving Reports
submenu, shown below.

AP Receiving Report
Clased P.Q, Report

Open PO, Skakus Report
Creerdue PO, Stakus Report
Receiving Report

Yendor Performance Report

Choose the desired button to display the print options screen
for the report you wish to print.

Each of the Receiving module report options screens is
illustrated on the following pages.
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Accounts Payable Receiving Report

The Accounts Payable Receiving precedes the Accounts
Payable Receiving Report Options screen, shown below. This
screen allows you to select report sequences and totals. Use
the Selection Criteria to define your own parameters for
printing specific groups of reports.

%" Accounts Fayahle Beceivieg Begart Opifoms

Fle  Systers Miend  Reports Pl 3swch  Heln
Cloam Pont Solug Emt

The Accounts Payable Receiving Report is illustrated on the
next page. The Accounts Payable Receiving Report prints
purchase order and receiving information. You can use this
data to match an invoice to a purchase order and receipt. The
report is generated in Vendor Number sequence and prints
one purchase order per page.
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Sample Accounts Payable Receiving Report

CORPORATION: 009

PMAPRECV

PO NBR/ PO DATE/ VENDOR NUMBER/
CHG NBR CLASS NAME

LINE
NO

-200 03/10/05 A1000

001 STANDARD ABC CORPORATION

ITEM NUMBER/
ITEM DESCRIPTION

BLOWER MOTOR 2HP, 450 RPM
Machined steel gear clamps
must be 45 percent steel and
meet all specifications for
stress testing. Must be
machined to within .0100 inch
tolerance.

METAL FOLDING CHAIRS

Grey steel frame with vinyl
seat and back.

AC-2000
CLEAR PLASTIC SAFETY GLASSES

ACCOUNTS PAYABLE RECEIVING REPORT

VENDOR NUMBER SEQUENCE
P.0O. NUMBER PO-200
RECEIPT NUMBER 1

G/L ACCOUNT CODE/

PURCHASE ORDER COMMENTS REC F.0.B. POINT

PMX 5.00/10-N30 TX:
AIR FREIGHT

PMX LOUISVILLE

This P.O. has been amended to
include a third line item.

QTY ORDER/ SHP DATE

EA 3.0000 C 03/15/05 Y

3.0000 TX: TAX
EA 12.0000 P 03/15/05 Y

6.0000 TX: TAX
DZ 6.0000 C 03/15/05 Y

6.0000 TX: TAX

BYR/ PAYMENT TERMS/ TAX INFORMATION/

TAX G/L ACCOUNT CODE/
U/M QTY RECVD P/C RECEIVED FLG  TAX INFORMATION

PAGE: 1

DATE: 03/15/05

TOTAL AMOUNT/
SHIP-TO TAX AMT/FRT AMT

100 1665.00
DISCOUNT AMOUNT
AMOUNT RECEIVED

1143.00

147.00

375.00

Chapter 4: The Receiving Module
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Closed Purchase Orders Report

The Closed Purchase Orders Report precedes the Closed
Purchase Orders Report Options screen, shown below. This
screen allows you to select report sequences and totals. Use
the Selection Criteria to define your own parameters for
printing specific groups of closed P.O.s.

Sort options include:

Buyer ID
Commodity Code
ltem Number
Job Number
P.O. Number
P.O. Type
Project Number
Ship-To Code
Vendor Number

v Clivedl Pawchese Dvdiers Bagart Opifons
Pl Sysheww Mendd  ReportyPswd  Zssch Help
Ll FPprt Salug Emit

Bopmil:
Shep-Te Code Aaege:

Dydei Dabe Aasge:
Veade Rembe Aasge: [
P, Rl Hasge:

Il Wembes Aasge: =
Progescl Membel Hasge:
dzh Mumber Bange-
Commodity Code Bange: =

The Closed Purchase Orders Report is illustrated on the
following page. This report lists purchase order line items that
are closed.
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Sample Closed Purchase Orders Report

CORPORATION: 009 CLOSED PURCHASE ORDERS REPORT - P.0.'S ONLY PAGE: 1
PMCLOSED P.O. NUMBER SEQUENCE DATE: 03/15/05
P.O. ORDER BYR QUANTITY QUANTITY AMOUNT
NUMBER  RLS LNE  DATE VENDOR NAME ID ITEM NUMBER DESCRIPTION ORDERED RECEIVED U/M DLV DATE  ORDERED
PO-900 01 06/24/98 LIGHTNING ELECT WJA AC-2000 CLEAR PLASTIC SAF 6.0000 6.0000 Dz 08/01/05 375.00
002 WJA AC-3000 FLOOR DIFFUSER 10.0000 10.0000 EA 08/01/05 12.50
003 WJA AE-3000 150 WATT BULB FOR 50.0000 50.0000 EA 08/01/05 175.00
004 WJA AE-5000 MODULE LIGHT 20.0000 20.0000 EA 08/01/05 250.00
005 WJA BB-1789 LONG CHAIN NOSE P 40.0000 40.0000 EA 08/01/05 300.00
CORPORATION 009 TOTAL AMOUNT ORDERED 1,112.50%*
GRAND TOTAL AMOUNT ORDERED 1,112.50%*
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Open Status Report

The Open Purchase Orders Status Report precedes the
Open Purchase Orders Status Report Options screen, shown
below. This screen allows you to select report sequences
and totals. Use the Selection Criteria to define your own
parameters for printing specific groups of open P.O.s.

(Additionally, you can create an export file containing data for
each of the report's detail lines. The export file can be
imported into a spreadsheet and manipulated within the
spreadsheet.)

Sort options include:

Buyer ID
Commodity Code
Delivery Date
Item Number
P.O. Number
P.O. Type
Project Number
Ship-To Code
Vendor Number

w Dlpes Mafchese Ovder Status Regort Options
Fie Seath Help
Lizas FPant Sslug Emt

Amoent Colemnc | Ao lideied '|

Sufect Cooga | Pltpln compa asincind)
[+

Shin-Ts Code Flasge: | |

2

Thiy
Ditbosery Dain Fasge, ~ T
Vinder Hembm Aasge: + Thiu

P Wi Hasgs, ~
[T T
Fasject Musbey Range: = |

Jah Mumbar Rangs: |
Commediy Code Rasgs: +
PA0. Typs Rang
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The Open Purchase Status Report is illustrated on the
following page. This report prints open orders scheduled for
delivery during a specified period. You can use this
information for inventory planning and cash flow projections
as well as purchase order tracking and expediting.
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Sample Open Status Report

CORPORATION: 009

PMOPENPO

P.O.

NUMBER RLS LNE

BL100

PO-200

PO-201

PO-203

PO-204

001 001

001 002

002

001

001

001

VENDOR NAME

BRAINTREE CORPO

ABC CORPORATION

BRAINTREE CORPO

BRONSON MANUFAC

BRAINTREE CORPO

PMX

PMX

PMX

PMX

PMX

OPEN PURCHASE ORDER STATUS REPORT

P.0O. NUMBER SEQUENCE

QUANTITY
ITEM NUMBER DESCRIPTION ORDERED
AA-1000 BLOWER MOTOR 2HP 2.0000
Machined steel gear clamps
AE-3000 150 WATT BULB FO 50.0000
* METAL FOLDING CH 12.0000
CM-5000 COLOR MONITOR - 1.0000
MB-5000 MOTOR BRUSHES 12.0000
CM-5000 COLOR MONITOR - 1.0000
CORPORATION 009

QUANTITY ORDER
RECEIVED DATE DLV DATE
03/14/05 03/19/05
03/14/05 03/19/05
6.0000 03/10/05 03/13/05
03/10/05 04/10/05
03/12/05 04/20/05
03/12/05 04/10/05

TOTAL AMOUNT ORDERED

GRAND TOTAL AMOUNT ORDERED

PAGE:

1

DATE: 03/15/05

AMOUNT

U/M ORDERED

EA 762
EA 175.
EA 294.
EA 350.
EA 215.
EA 350.

2,146.

2,146.

00

00

40

00

40**

40**
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Overdue P. O. Status Report

The Overdue Purchase Order Status Report precedes the
Overdue Purchase Order Status Report Options screen,
shown below. This screen allows you to select report
sequences and totals. Use the Selection Criteria to define
your own parameters for printing specific groups of overdue
P.O.s.

Sort options include:

Buyer ID
Delivery Date
Expeditor ID
P. O. Number

%" Owerdue Peschese Ouder Seatis Bepart Opifon
Pl Sysheww Mendd  ReportyPswd  Zssch Help
Ll FPprt Salug Emit

The Overdue Purchase Order Status Report is illustrated on
the following page. This report lists orders not received by the
vendor’s committed due date.
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Sample Overdue P. O. Status Report

CORPORATION: 009 OVERDUE PURCHASE ORDER STATUS REPORT PAGE: 1
PMOVRDUE P.O. NUMBER SEQUENCE DATE: 03/15/05
P.O. VENDOR QUANTITY QUANTITY ORDER UNIT PRI DAYS
NUMBER RLS LNE NAME ITEM NUMBER DESCRIPTION ORDERED RECEIVED DATE DLV DATE U/M PRICE CDE LATE
PO-200 002 ABC CORPORATION * METAL FOLDING C 12.0000 6.0000 03/10/05 03/13/05 EA 24.5000 1 2
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Receiving Report
The Receiving Report precedes the Receiving Report
Options screen, shown below. This screen allows you to
select report sequences and totals. Use the Selection Criteria
to define your own parameters for printing specific groups of
reports.

(Additionally, you can create an export file containing data for
each of the report's detail lines. The export file can be
imported into a spreadsheet and manipulated within the
spreadsheet.)

Sort options include:

Commodity Code
ltem Number
Job Number
P.O. Number

P. O. Type
Project Number
Receipt Date
Ship-To Code
Vendor Number

w Receiviag Report Option
Fie Seath Help
Lizar FPant Sxlug Ewmt

Aegon Sequescs; P00 Mumher E

Selori
L]

Duet Thigaeiis -
Ciere =
Comossten | Sedoct Cows | Puiipin copa auiecind)

Fhig-To Gace Rarger | 7 Thew 7]

Foteipt Dote Range: | Thes
VenémMusher Range = [ 7 wu [ 7
PO Musber Fange | | 7]
Bem Musher Range: « |
Pasgeot Musber Range: = |
Jsh Musher Range: ¥ |
Cammodit Cads Range: + | K2
PO Type e w [ 7|

The Receiving Report is illustrated on the following page.
This report lists materials received during a specified time
period.
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Receiving Report

CORPORATION: 009

PMRECRPT

P.O. VENDOR NUMBER/
NUMBER LIN PO TYPE VENDOR NAME

PO-200 001 A1000

ABC CORPORATION

002 A1000

ABC CORPORATION

003 A1000

ABC CORPORATION

PO-900 001 A5000
LIGHTNING

002 A5000
LIGHTNING

003 A5000
LIGHTNING

004 A5000
LIGHTNING

005 A5000
LIGHTNING

ELECT

ELECT

ELECT

ELECT

ELECT

100

100

100

100

100

RECEIPT
SHIP-TO NUMBER COMM CD DESCRIPTION

1

1

-

-

-

-

-

-

RECEIVING REPORT

P.0O. NUMBER SEQUENCE

ITEM NUMBER/ P.O.
UNIT PRICE RC UM QTY RCVD

EQO001 AA-1000

BLOWER MOTOR 2H
*

381.0000

24.5000

METAL FOLDING C

SU001 AC-2000

62.5000

CLEAR PLASTIC S
P.O. TOTAL AMOUNT RECEIVED

SU001 AC-2000

62.5000

CLEAR PLASTIC S

SU001 AC-3000

1.2500

FLOOR DIFFUSER

SU001 AE-3000

3.5000

150 WATT BULB F

SU001 AE-5000
MODULE LIGHT
SU001 BB-1789

12.5000

7.5000

LONG CHAIN NOSE
P.O0. TOTAL AMOUNT RECEIVED

CORPORATION 009

DZ
DZ

DZ
DZ
EA
EA
EA
EA
EA
EA
EA
EA

PO UM/ QTY ORD/

TOTAL AMOUNT RECEIVED

PAGE:
DATE :
AMOUNT SHP
RECEIVED  P/C
3.0000 1143.00 C
3.0000
12.0000 147.00 P
6.0000
6.0000 375.00 C
6.0000
1,665.00%%
6.0000 375.00 C
6.0000
10.0000 12.50 ¢
10.0000
50.0000 175.00 ¢
50.0000
20.0000 250.00 C
20.0000
40.0000 300.00 C
40.0000
1,112.50%%
2,777.50%%
2,777.50%%

GRAND TOTAL AMOUNT RECEIVED

1

03/15/05

DT RCVD/
EARLY/LT

03/15/05
2LATE

03/15/05
2LATE

03/15/05
2LATE

03/15/05
52LATE
03/15/05
52LATE
03/15/05
52LATE
03/15/05
52LATE
03/15/05
52LATE

4-30

QuickStart Tour




Vendor Performance Report

The Vendor Performance Report precedes the Vendor
Performance Report Options screen, shown below. This
screen allows you to select report sequences and totals. Use
the Selection Criteria to define your own parameters for
printing specific groups of records.

Sort options include:

Buyer ID

ltem Number
P.O. Number
P. O. Type
Ship-To Code
Vendor Number

w" Windes Ferfomsance Bagart Opifon
File  Syshors Fendd  Beports Meng  Zsach  Help
Cloam Pont Solug Emt

Feogodt Sequosos; P00 Mumha

Seeleoraos Ciigiis

Blanket PO+
Shamedud P v

Caipmiainm: |

(Te S — K Thes | Kl
liew Bomes Rasge: = [ 7 The | 7]
Shp T Code flasge: < [ 7] T [ 7]
Qider Datn Aange: « | Thes |
P.0 Typn Aasge: v | 1| Thea | Kl

PO, Wembes Flasge: ¥ [ 7| e [ 7|

The Vendor Performance Report is illustrated on the
following page. This report details each vendor’s delivery
and quality performance percentages.
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Vendor Performance Report

CORPORATION: 009

PMVENPER

P.O.
NUMBER

BL100

PO-200

PO-201

PO-203

PO-204

PO-900

RLS LNE

ORDER
DATE

VENDOR
NAME

001 001
001 002

001
002
003

001
001
001
001
002
003

004
005

03/14/05
03/14/05

03/10/05

03/10/05
03/12/05
03/12/05

06/24/98

BRAINTREE CORPORATIO

ABC CORPORATION

BRAINTREE CORPORATIO

BRONSON MANUFACTURIN

BRAINTREE CORPORATIO

LIGHTNING ELECTRIC C

VENDOR PERFORMANCE REPORT

PMX
PMX
PMX

PMX

PMX

PMX

WJA

WJA

WJA
WJA

P.0O. NUMBER SEQUENCE

AA-1000
AE-3000

AR-1000
*

AC-2000
CM-5000
MB-5000
CM-5000
AC-2000
AC-3000
AE-3000

AE-5000
BB-1789

DESCRIPTION

BLOWER MOTOR 2HP, 450 R
150 WATT BULB FOR FIXTU

BLOWER MOTOR 2HP, 450 R

METAL FOLDING CHAIRS

CLEAR PLASTIC SAFETY GL

COLOR MONITOR - IBM 486

MOTOR BRUSHES

COLOR MONITOR - IBM 486

CLEAR PLASTIC SAFETY GL

FLOOR DIFFUSER

150 WATT BULB FOR FIXTU

MODULE LIGHT

LONG CHAIN NOSE PLIERS
CORPORATION

GRAND TOTAL

QUANTITY
RECEIVED

009

.0000
.0000
.0000

.0000
.0000
.0000
.0000
.0000

EA

EA

EA

DZ
EA
EA
EA
EA

03/19/05
03/19/05

03/13/05
03/13/05
03/13/05
04/10/05
04/20/05
04/10/05
08/01/05
08/01/05
08/01/05
08/01/05
08/01/05

TOTALS

PAGE:

DATE :

1

03/15/05

PCT

90.
90.
90.

50.
50.
30.
50.
50.

47.

47.

00
00
00

00
00
00
00
00

16

16

PCT

100.
100.
100.

100.
100.
100.
100.
100.

100.

100.

ON-TIME ACCPT

00
00
00

00
00
00
00
00

00

00

End of Lesson 4
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Overview

PLEASE NOTE:

Online Approvals

Requisition Maintenance

Purchase Order Creation

P.O. Consolidation and
Splitting

Creating Requests for
Quotations

Individual user departments can create requisitions from an online
catalog, or in a free-form mode. Requisitioners can be located
anywhere on the business enterprise and individual users with
granted security can access the system through their PCs. A
multi-level, online approval process prevents items from being
ordered before all necessary sign-offs are obtained. You may
print formal purchase requisitions, if desired, or you may handle
the entire process in a paperless mode.

Requisitions can be imported directly from the PMX Inventory
Module for items at or below their reorder points. Requisitions can
also be imported from your existing systems into PMX.

A multi-level online approval process prevents items from being
ordered prior to all necessary sign-offs. Approvals are
automatically routed to the next approver, based on hierarchy
level.

Once in the system, a requisition can be changed until it is
converted into a purchase order. You can change existing
requisition information, add new items to the requisition, and
delete existing items from the requisition.

Before converting requisitions to purchase orders, you can review
requisition information online in a variety of ways, including by
commodity, item, buyer, requisition number, requisitioner, and
date required. You can review requisition summary information or
the complete requisition. You can convert requisitions to purchase
orders without rekeying any of the original requisition information.
Before launching the actual order, you can review the complete
order on your screen and make any necessary changes or
additions.

Multiple requisitions for similar material or services can be
consolidated into a single purchase order, or a single requisition
can be split among multiple vendors on multiple purchase orders.

Instead of converting requisitions directly to purchase orders, you
can convert requisitions to RFQs for selected vendors. After you
make your bid award, the original requisition information and the
successful vendor’s bid information can be converted to a
purchase order without rekeying any information.
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Requisition Status You can view on your screen an up-to-the-second status of

Status Reports

requisitions, including expected delivery date, back-order
conditions, and assigned buyer.

PMX keeps detailed information on all requisitions entered into
the system and can report the status of each requisition. To
isolate the desired information, the system can print:

All requisitions

Approved requisitions
Requisitions pending approval
Ordered requisitions
Received requisitions
Requisitions copied to RFQs
Rejected requisitions

* & & & O o o

To further isolate the desired information, PMX can print selected
requisitions, requisitioners, buyers, P.O. numbers, items, and
dates.
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Lesson 1: Creating a Requisition

As you'll see in the following lesson, creating a requisition in PMX
is quite similar to creating a purchase order. However, the user is
not required to enter most header info. (Control File edit options
determine which header fields the requisitioner must enter.). By
the same token, optional line item information such as Shipping
information and G/L Account Code may be entered either by the
requisition or by the buyer when the P.O. is created.

Let’s begin by creating a requisition for two items:

1) Two Module Lights (Item Number AE-2000)
2) Two Color Monitors (No item number)

The first item has been pre-stored in the Material File. You'll see
how easy it is to select an item from PMX’s Material File. The
second item is a “spot buy” and carries no item number. We will
enter the pertinent ordering data directly onto the Requisition Line
Item Info screen.

In Lesson 2 and 3, you'll see how easy it is to approve the
requisition and then convert it into a purchase order.

To begin, your screen should display the PMX System Menu.
Choose the Requisitions button to display the Requisitions Menu
shown below.

A Choose Requisitions to access the Requisitions screen shown

below.
Requisitions n
Requisitions

Item Requisitions

Requisition &pprovals
Requisition Skatus Inguiry
Print Requisition Document
Requisition Skatus Report
Suspend Requisition Approyal
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PLEASE NOTE:

+ Reguisitisn (Reg. |
Rl Sawch Halp

Type R-500 in the Requisition Number field, and then choose OK
to create a new requisition. Your cursor will automatically move to
the Requisitioner ID/Name field.

If desired, you can select a Control File operating rule to instruct
PMX to automatically assign requisition numbers for you.

Each PMX screen can be described
in detail by choosing the Help
command.

+ Reguisitism [Req ) - Mow
R Sawch Hep

Ao IDMase: [Puri 7| |
Sengested Vendo |
Distevaiy Dot [B2/1785
Shep-Ta Coder | 7
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C

PLEASE NOTE:

As you can see, Req ID (PMX), requisitioner name (Xavier), and
Delivery Date (current date plus two days) are entered for you.
(Please Note: These three options are determined by Control File
Options selected for this demo.)

This completes the header information for this requisition. Next,
let’s requisition our first item, Module Lights. We’'ll use the lookup
feature to choose Module Lights from PMX’s online catalog.

Choose Free Form Items to proceed to the Line Item Info screen,
shown below.

+ Reguisitisa Ry | - How
R Sawch Wen
Ouar | Pebetn Lisn | Savw Aug, | Moot Fug, | Brov Aoy Ex

Flegied Inte

ITTE T O T YT T

You can use PMX’s Global Directory to rename data fields. Once
renamed, all PMX screens and reports will reflect your custom
field names.

Notice that the cursor appears in the ltem Number field. Click on
the ? Button to the right of this field to look up the item number for
Module Lights.

PMX displays the search screen, shown on the next page. You
can search for items by entering the first few characters of the
item’s Material Description, Key Word, Catalog Code, or
Commodity Code. Since Module Lights have been pre-assigned
to the Supplies catalog, we’'ll enter Catalog Code SU001 on the
Item Number Search screen to narrow our catalog search.
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PLEASE NOTE:

PLEASE NOTE:

w e Mamb Sarch
e Seah Heln
Lo Emit

If you do not know the Catalog Code for Supplies, choose the ?
Button to the right of the Catalog field. PMX will display an
additional search screen, allowing you to look up the Catalog
Code by entering the first few characters of the Catalog
Description.

Type SU001 in the Catalog field.

Choose OK to display all items in the supply catalog, as shown on
the next page.

User security can be established for individual catalogs. PMX can
then streamline requisition entry by automatically displaying all
items in the user’s catalog. No selection input is necessary.
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H Double-click on item number AE-5000, to extract the pertinent
data from the Material Record and enter it on your Requisition
Line Item Info screen, as shown below.

+ Reguisitisa Ry | - How
Fis eych Hdo
Ouar | Deebetn Lisn | Savn Fug, | Mot g, | Brev g

Flegied Inte

[— [P —
| [MEE F [sopule ussT

Uit Pricer

ess [ o v s o e [ esomnes O e s I s

I Click on the Quantity field, then type a 20 to indicate that you wish
to order 20 module lights. When you press the Tab key, PMX
automatically recalculates the Extended Amount and displays the
current requisition total.

Chapter 5: The Requisitions Module 5-9



J This completes the line item information for our first item. Choose
the gown arrow k€Y to enter the ordering information for the two color
monitors.

PMX displays 002 in the Line field and clears the remainder of the
screen, awaiting entry of your next line item.

K Since the next item is a “spot buy” and has no Material Record,
click the Material Description field, then type COLOR MONITOR
15-INCH.

+ Reguisitien [Reg ) - How
R Sawch Weo
Cuar | [eebetn Lims | Sovn Ay, | fest g, | Brev s

Aopied ity

T T T DT e

L Next, click on the Addl Desc button to display a blank Additional
Material description window.

«* | Additional Line Description rz|

Includes swivel base and surge
protector outlet for six other
devices|

oK ‘ Cancel |
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M  Type the descriptive text shown in the window, and then choose
OK to return to the Line Item Info screen.

+ Reguisitieon Reg ) - How
Rz Sagch Hen
Duar  Dalutn Line | Servn Flug | Hecet Flus | Brev Alus.

Aopsed lnis

Ll
e

Aae
R MO RETIR-16 BMCH |
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T
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N Click the Quantity field, then type a 2. Click on the U/M field.
O Type EA in the U/M field, and then click on the Unit Price field.

P Type 800 in the Unit Price field, and then press the Tab key. As
you can see in the sample screen shown above, PMX
automatically extends the purchase amount for this line and
displays the new requisition total.

Q This completes our sample requisition. To save the requisition
record, chose Save Req. PMX will display the Update Options
dialog box, shown below.

UPDATE OPTIONS

Update Options —
[ Update Only

(W Update and Print

[m|Update and Flag for Later Printing

(W Update and §u:ﬂ

UK
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R,S If desired, you may print the completed requisition to retain a hard
copy for reference purposes. However, as you'll see in the
following lessons, the requisition can be processed in a purely
paperless mode. Chose the Update Only option, then choose OK
to save requisition R500.

+ Reguisitian Reg. |

R Fswch HEn

et Al | Prov Ang Ezl

T After saving the record, PMX displays a blank Requisition Header
Info screen, awaiting your next entry. Choose Exit to return to the
PMX System Menu.

End of Lesson 1
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Lesson 2: Approving a Requisition

Select specific groups of requisitions by
entering your selection criteria here.
PMX lists only those requisitions that
meet the parameters you specifiy.

When active, a requisition selection list

will appear in this area. You may choose %

one or more lines from the selection list
by clicking on each desired line, then
pressing the appropriate button below.

Click the Review Approvers button to
review the approvers for the selected
requisition line.

Click the Approve button to record your
approval for the selected requisitions.

PMX places requisitions “on hold” when the requisition’s dollar
amount exceeds the requisitioner’s authorized purchase limit.
Requisitions on hold may not be converted to P.O.’s until
someone with the proper purchase dollar limit approves them.

You may record up to five levels of requisition approval. Using
E-mail, PMX automatically routes each requisition to the next
approver in the user-defined approval hierarchy. All approvers
for a requisition can “approve” it, but the requisition is only
authorized when approved by the person who can authorize
the total dollar amount

Once a requisition is approved, it is electronically routed to
purchasing. Rejected requisitions can be electronically routed
back to the original requisitioner.

To approve a requisition, you would choose Requisition
Approvals from the Requisition menu. (PMX’'s demo version
does not have access to this screen.)

h

? J Click the Review Req.

Click the Reject button to reject — button to review the

the selected requisitions. complete selected
requisition line.

End of Lesson 2
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Lesson 3: Creating a P.O. from a Requisition

Once a requisition has been approved, it is ready for conversion to
a P.O. As you'll see, none of the original requisition data needs to
be rekeyed when creating the P.O. The buyer simply chooses the
line items to be converted, adds any needed information, and
processes the new P.O. record as usual.

Let’s convert requisition R-500, created in Lesson 1, to a purchase
order. To begin, your screen should display the PMX System
Menu. Please follow the instructions outlined below.

Purchasing

Managrement

eXtr:

48
Bellwether

Soltware (arporetion

i il Copsgh ST0E

A To access the Purchasing module, choose Purchasing from the
system menu.
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Purchasing

Standard PO,

Blanket P.O.
Release against a Eilankﬂ
P.0.'s from Requisitions

P.0.'s from Previous Qrders
P.0.'s from RFO's
Aukomated History Card
Material On Order

Material On Conkrack

Review PO, Document

Review Email Log

Review Fax Log

Prink P, Docurment

Reports... 4

B Choose P.O.s from Requisitions to access the selection screen
illustrated below.

ProceSSing Steps for each PMX ¢ Cimade P 4 Fran Ragekc Rieas Fng |
screen can be described in detail by Be S Hep '
choosing the Help command.

5 oot {l plma:
Aoauiiion Siote; |Fommion Bepded = |
Select specific groups of 51:'“_! o euieor I T
requisitions by entering your - Ml : :
selection criteria here. - [ Vendn 7| Db Dt |
L H 7 Reg &[T e b |

Ren Bbr |Lin|Aeq I0) Sugg Uendor | Item Husher |Coms |Ifem Des|  Quantity

As you can see, PMX'’s Selection Criteria offers a variety of ways to
locate the desired requisitions. When combining several
requisitions into one P.O., you might request a list of all requisition
lines with the same suggested vendor or the same item number.
Alternatively, you might wish to locate all of the requisitions issued
by a particular requisitioner or buyer.

C Choose OK to see a listing of all open requisitions, as shown on
below.
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N fi-a| e AG- 3 FLOOR D1 T e
A A-5Lgd| e ] PHC |RS@eR AE -5 SR | FODULE L 210, e
A5l g | P & COLOR k0 2

Choose the > button to list
additional requisition information.

Fesem o | Cose 59 P | oo £8P0 | Bevom 70| | |

D

If desired, you can select any requisition line and choose the
Review Req button to see the complete requisition document.

PLEASE NOTE:  You may select two or more lines from the selection list by clicking
on each desired line or by pressing < to highlight a line, then
pressing the Space Bar to select it. To deselect a line, simply click
on it a second time, or highlight it and press the Space Bar again.

E Click on lines 001 and 002 of requisition R-500 to highlight both
lines as shown on the previous page, then choose Create Std P0
button.

PMX displays the Save New Purchase Order dialog box, shown on
the previous page.

Save Mew Purchase Order,

Corporation:

P. 0. Humber:

Aloool
Delivery Dat 17/05
0K Cancel |

F Type PO-205 in the P.O. Number field, and then press the Tab key.

Yendor Number:
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G Type A1000 in the Vendor Number field. Notice that PMX
automatically inserts the delivery date that was entered on the
requisition.

H Choose OK to accept this delivery date and proceed to the P.O.
screen.

PMX displays the Standard Purchase Order data entry screen,
shown below. From this point, the process for converting the
Requisition to a P.O. is identical to the steps you followed in
Chapter 3 to create a standard purchase order. The buyer may add
or revise any needed header and line information before saving the
record, review the P.O., add P.O. instructions, and so forth.

Let’s preview the completed P.O. before launching an order.

w° Slanderd Perchase deder - Hew
Fle Segach  Help

Ship-Te Code- [ 7 Wl waRERL Visader Costact: JDFIR SMITH
BT Code | 2 PO Date 02T
Dhivery Deadec I'z'l"'“ P l. Changm & umber: |

Ship YA AR FRESERT = P, Type: | ﬂ

FALB. Pot [LOUISVILLE o Mumbey: 7|
Foepeid Fosight. [Woen 7] Posiect Mumber 7|
Biged |0 | 7 AL Arcoer Code: | il

Tosss Code (301 7 | BANA0MS SpecsTemCade | 7| | r|T 7|
FoafemTame [ Tax Code 7| Tan %1 [

i G 7| Tmza|

CITrn T T T

I Choose Review P.O. to preview the sample P.O. document.

PMX displays the Review Purchase Order Document screen shown
on the next page.
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w Fevdera Purchass Order ocwmend

Pin Cplorg Sgech Help
| | | ExR PO PONS hg bt Ciatee (LAAENS
Vindai Shig-Ta
AAL DOFFORATION i H WEFEHDLSE
225 MEW CASTLE AOAD DEMD CORFORATION
S TE 68 1212 PRESTON HIEHwaY
LOUELLE Fy 412 LOLAEVLLE K G2
Conlact J0HH 3MTH EillTo
Tnlaphona: 453 E769 Esi:
i Wi AFFFEIGHT
FOR: LOLASYILLE Tupe:
Tewss: ALOVIDHED
Bups: HEVER Reqx XEVER Job Wb Fisight-
Line] Qty/unn Ttem Husher/Description Unit Price ApounT | Tax
— —
1 28] AE-S@ 12,58 250,08 |Y |-

EA| BODULE LIGHT
DELTUERY DATE: @2/47705

2 2] COLOR MORITOR A5-1KCH LA T 009 | Y
Ef| DELIVERY DATE: @2/ 17/ 85

P.0. TOTAL §1, 6500

J After reviewing the P.O. document, choose Exit to return to the
Standard Purchase Order Header Info screen.

w" Slandesd Perchese deder - Mew

Shep-Te Code- I[E. iIHI\II'I'MEIIILI J0HK SMTH

B-Te Code: | 2 nzmE
Deedvery Dhpler | 920070085
Ship YA AR FRESERT =
FALA. Powt |LOANSVILLE
Buper DMame: [ =
Tesss Coger (300 7 |mansinsan

Free-Farm Tamc I

CITrn T T T

K Choose Save P.O. to launch the order.

QuickStart Tour



UPDATE OPTIONS

Update Dptions
Update Only

Update and Print

Update and Flag for Later Printing

L Choose Update and Print option in the Update Options dialog box,
and then choose OK to initiate printing.

w Ciesta Pl Fran Rlavs Flag- ]

SETETEE M

Lloa Ext

Ba®: | Ren | | lmmhe|

Ren Kb |Lin|Req 10| Sugq Uendor | Item Husher  |Comm | Item Des|

Quantity

R-ad) e | LR -2 | [CLEAR PL|  .eees
R-a58] 81 nzees AE-a008 TERR| 158 WTT| 5O, e0ed
- et A~ TR FLODR DI| 1. i

¢

Croain 584 PO | Crosin Bk Aol P | Reviow 5id PO

When printing is complete, PMX returns you to the Create P.O.s
from Requisitions selection screen. (Notice that R-500 has now
been removed from the selection list.)

M Choose Exit return to the PMX System Menu.

End of Lesson 3
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Lesson 4: Requisition Status Inquiry

The Requisition Status inquiry screen offers an up-to-the-second
status for every requisition entered into the system. PMX’s
advanced lookup features allow you to locate requisitions by
category — including buyer, requisitioner ID, item number, current
status, etc.

Let’s take a look at this valuable management tool. To begin, your
screen should display the PMX System Menu. Please follow the
instructions outlined below.

+ Purchaning Manzpemmat X

Fucteang. Aeosan] - feousdbons. BRDE o @iy 48 YWeshors e s Bleie Flss  Ves Halp l

Purchasing

Managemeni

eXtrz

®
Bellwether

Sl tware (arporatinn

ienEn A Copeigh TR

A Choose Requisitions from the PMX System Menu to display the
Requisitioning menu, shown below.

Requisitions

Requisitions

Item Requisitions

Requisition &pprovals ﬂ
Requisition Skatus Inguiry

Print Requisition Document

Requisition Skatus Report
Suspend Requisition Approyal
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B Choose Requisition Status Inquiry to access the Requisition
Status screen shown below.

« Requinitisn Feq. ) $10iwe ngeiry

PMX automatically fills in the status
and Req ID fields.

[
Carp| Beq b |Lime]  Stard I Wmaatity [Rey I

Press on the down arrow in the status field to bring up a menu of

C status options from which to choose. Highlight “All Reqs”. Then
press “Addl Criteria’ to see the additional criteria screen where
PMX provides you the opportunity to refine your search.
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List specific groups of requisitions by
entering your selection criteria here.
PMX lists only those requisitions that
meet the parameters you specify.

D

PMX offers a full range of lookup options to help narrow your
selection. Let's look at all of the requisitions that have been
entered in PMX.

Choose OK to see a listing of all requisitions, as shown below.

w Requisition jHen, | 8oz Inquiry

Fea i |

Gorp| Aeq Hor |Line| Status | 1Tem Husber | 1tem Description
E-TO0] A ppramed CLEAE FLASTICS
E-FE0] O] Spgedwrd | BE-IOOD I 150 WalT EwE FbE FI| S0.npnom § FHe
E-kOO] 0M| Spgrgwsd | BC-3OO0 1 FLIE PIFFRER 1 0, 0000 | FHE
E-SO0) Ao ed (pew) | SE-S000 1 HEMRLE LICHT ] Z0.00non ) FHe
E-500] OnE] Gl (pes) | = | DR HISITEE 15-1HC] I.nmon | FHE

TN TSN CETe) I
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Notice the status of R-500, the requisition that we converted to a
P.O. in the previous lesson is listed as Ordered (Open). Once the
P.O. lines are received, R-500 will be listed as Ordered
(Received).

D After locating the desired record, you may see the original
requisition or the related P.O. document by choosing the Review
Req or Review P.O. buttons at the bottom of the screen.

E After completing your review, choose Exit to return to the PMX
system menu.

End of Lesson 4
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Lesson 5: Requisition Status Report

Use the Requisition Status Report Options screen, shown below, to
select and print specific groups of requisitions.

To access this screen, choose Requisitions Status Report from
the Requisitions menu.

Print Options include

All Requisitions
Approved Reqgs
Copied to RFQ
Ordered (Open) Regs
Ordered (Rcvd) Regs
Over $ Limit

Pending Approval
Rejected

Stock Back Order
Stock Issue

Stock Requisition
Suspended

w" Requisition Stedus Begart Opifom
Fle Seanth Hedp
Lloam Pant Salug Emt

&
=

S

The Requisition Status Report is illustrated on the following page.
This report shows the status of open requisitions on the PMX
Requisitions File according to the selected criteria.
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Sample Requisition Status Report

CORPORATION:

PMREQRPT

009

* - Suggested Vendor

REQ

NUMBER LIN STATUS
R-300 551 APPROVED
R-350 001 APPROVED
R-400 001 APPROVED
R-500 001 ORD (OPEN)
R-500 002 ORD (OPEN)

& - Voided P.O

DLV DATE
10/18/93
10/18/93
10/18/93
03/17/05

03/17/05

REQUISITION STATUS REPORT

REQ. NUMBER SEQUENCE
ALL REQUISITION LINES

ORDER DT/ PO NBR/ REQ

RFQ DATE RFQ NBR DATE
T toss/es 10/01/93
10/01/93
10/01/93
03/15/05 PO-205 03/15/05
03/15/05 PO-205 03/15/05

CORPORATION

REQ ID/
VENDOR NAME BUY ID

XYZ CORPORAT

BRAINTREE CO

ABC CORPORAT

ABC CORPORAT

009

GRAND

WJIA
PMX
PMX
PMX
PMX

PAGE: 1
DATE: 03/15/05
ITEM NUMBER/ REQUISITION REQUISITION
DESCRIPTION QUANTITY U/M AMOUNT
AC-2000 6.0000 Dz 375.00
CLEAR PLASTIC S
AE-3000 50.0000 EA 175.00
150 WATT BULB F
AC-3000 10.0000 EA 12.50
FLOOR DIFFUSER
AE-5000 2.0000 EA 25.00
MODULE LIGHT
* 2.0000 EA 1600.00
COLOR MONITOR 1
TOTAL AMOUNT REQUISITIONED 2,187.50
TOTAL AMOUNT REQUISITIONED 2,187.50

End of Lesson 5
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Overview

PMX helps you to stay in control of your inventory every
minute of every business day with online access to all
inventory information. The integrated tracking system
automatically updates on-order inventory balances when you
create purchase orders in the Purchasing Module. On-hand
inventory balances are also updated as materials are received
in the Receiving Module. The Inventory Module keeps an up-
to-the-second status of all inventoried items and current stock
levels at multiple warehouses. Features include:

¢

L4

Statistical Inventory Control—The Inventory Module
supports full statistical inventory control, including reorder
point, reorder quantity, and minimum and maximum stock
levels. PMX tracks which items are being taken and by
whom, letting buyers know when and how much to order.
Three Inventory Costing Methods—The system tracks
the standard cost, average cost, and current cost of items
to value your on-hand inventory and inventory usage.
ABC Analysis—PMX can identify and report on items by
ABC category to achieve more efficient inventory
management.

Issues, Returns, Receipts, and Adjustments—Use the
Inventory Transaction screen to issue items from or return
and receive them to inventory. You can also make
inventory adjustments on the same screen. When entering
an inventory transaction, you can record the receiving
department, consumer, job, and general ledger charge
account for reporting purposes.

Warehouse Transfers—Quickly record transfers of stock
from one warehouse to another with the Warehouse
Transfers screen.

Automatic Reorder—Automatically updates PMX'’s
Requisitions Module with purchase requisitions for items
at or below their reorder points.

Kits—Special Kit Files help you track products that require
assembly or special packaging prior to shipment. Once
you define the kit components in the Kit File, PMX tracks
inventory levels for all kit components as you issue, return,
and adjust kit items. A single kit transaction affects
inventory levels for all kit components.

Usage History Inquiry—PMX can instantly display the
usage history for an item over any date range.

Inventory Status Inquiry—You can Instantly display up-
to-the-second inventory status for an item at one
warehouse or all warehouses. The display screen shows
both on-order and on-hand inventory balances.

Inventory Reports—A complete set of inventory reports
show inventory balances and inventory costs, items at or
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below their reorder levels, and items issued from inventory
and their value.
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Lesson 1: Incrementing Quantity On-Order and Quantity On-Hand

Please Note!!

Standalone

Integrated

Tracking Inventory Status

Your first step in setting up your Inventory System is to select the
items you want to track and control. This topic is discussed in
Chapter 2, Lesson 4 (Inventory File, pages 39 through 44).

PMX’s Inventory module can be used standalone or with the other
PMX modules as part of an integrated system.

When the Inventory module is used standalone, on-order inventory
quantities are not available. On-hand inventory balances are
incremented when Receipt transactions are processed (see
Inventory transactions on page 6-8).

When the Inventory module is used with PMX’s Purchasing and
Receiving modules, on-order inventory quantities are incremented
when purchase orders are issued for inventory items. By the same
token, on-hand inventory balances are incremented when material
receipts are recorded against these open orders. These two topics
are discussed in Chapter 3 (The Purchasing Module) and Chapter 4
(The Receiving Module).

To illustrate PMX’s tracking features, an Inventory Record for
Module Lights (Item Number AE-5000) has been pre-recorded in
PMX'’s database. Let’s begin by reviewing the inventory status of
Module Lights

Bk i i Manspamanl i

T o P e

Purchasing

Management

eXtire

L
Bellwether
Sltware (arporation

Verme 4 Coopg 201
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A On the PMX System Menu, choose Inventory to display the
Inventory Menu, illustrated below.

Imventory

Inventory Transackions
kit Component Transactions
Warehouse Transfers

Inventory Skatus Inguiry

Isage Hiskory Inguiry
Bar Code Interface... k
Reports. .. b

B Choose Inventory Status Inquiry to display the blank Inventory
Status Inquiry screen, shown below.

w lvendary SRafus Inguiry
[ Zgwch el

Chor | Mo | Pveviow  En

Busnsty

e (edimr

uantity USH P.0. HhF  Als Lin Wendor Ugndar Hame Dlu Date

C Type AE-5000 in the Item Number Field.

D Choose OK to accept the default Warehouse Code 100.

6-6
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Notice PMX displays the current inventory levels for Module Lights.
In the Open Orders portion of the screen, PMX summarizes the
ordering information for any open orders for Module Lights.

E After reviewing the Inventory Status record, choose EXxit to return to
the PMX System Menu.

End of Lesson 1
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Lesson 2: Inventory Transactions

Entering an Issue Transaction

Now that we have established an inventory balance for item number
AE-5000, let’s take a look at the Inventory Transactions screen.
Five types of inventory transactions are available in the Inventory
module:

Issue Enter an issue transaction to reduce on-
hand inventory by the quantity issued.

Return to Warehouse Enter a return transaction to increase on-
hand inventory by the quantity returned to
the warehouse.

Return to Vendor Enter a return transaction to decrease on-
hand inventory by the quantity returned to
the Vendor.

Receipt Enter a receipt transaction to increase on-

hand inventory by the quantity received.

Adjustment Enter an adjustment transaction to correct
current inventory levels. A negative
adjustment decreases on-hand inventory;
a positive adjustment increases on-hand
inventory.

Every inventory transaction is recorded in an inventory transaction
“session.” You may enter as many as 999 transactions in each
session record. Each transaction is entered on a separate line,
much like the line items on a P.O. You may enter issues, returns,
receipts, and adjustments for multiple items during the same
session.

To illustrate, let’s begin by issuing one Module Light (Item Number
AE-5000) to the R&D department. To begin, your screen should
display the PMX System Menu.
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A On the PMX System Menu, choose Inventory to display the
Inventory menu, illustrated below.

Inventory
Inventory Transactions
kit Component Transactions
Warehouse Transfers
Inventory Skatus Inguiry
Usage History Inguiry

Bar Code Interface... *
Reports...

B Choose Inventory Transactions to display the blank Inventory
Status Inquiry screen, shown on the next page
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Each PMX screen can be described
in detail by choosing the Help
command.

PLEASE NOTE:

e v sy Traasal tiens
e Sgarch  Help
Lloam Pant Salug

anlity
M aterial Ducciigtisn laguied (e

- | - -

AL Aocoent Cede Mice Fecomag Degt dzb Mumber o i

[ [ | [ | E |

Notice that PMX has already entered the default Warehouse Code
and Session Number in the Required Info area at the top of the
screen. Choose OK to accept these default entries. PMX displays
the warehouse address at the top of the screen and moves the
cursor to the Shipper ID field.

The Session Number is sequentially assigned by the system. You
may override the system-assigned Session Number to make
adjustments to previous sessions.

e v sy Traasal tiens
Fle Sgath Help
Clear | Pgnt Saiup | Delots Liss Ext

Fhigper I PR 7 | Date: [92/17085 Tesns Tgges laaus
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e

-
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[EEITE |
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Notice that the date automatically appears in the Date field. You
may override the default date entry, if desired. Also notice that the
default Transaction type—Issue—is already selected in the Trans
Type List box. You may override the default selection by choosing
another transaction type from the list box.

Type PMX in the Shipper ID field, then click in the Item Number
field.

Type AE-5000 in the Item Number field, and then press the Tab
key. (When you do not know the Item Number, choose the ? button
next to this field to look up the ltem Number.)

PMX automatically enters the Material Description and default unit
of measure for you. All that remains is to indicate the quantity
issued and the department receiving the module lights.

' Dbty T rous ol T
Ble Seath el
Clem | Pynt Setup | Delsin Lise Ext

Hesder It

Shigper |0 PHx 7 | Dot 9270785 Tesns Tope: lzaus -
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Lne  Bem Mushe Material Duccriglion  Deae  lssued
[sn7 7 [=JAE-re0R ]l | 1e000  [En 7
AL Acoer Ceds Mize n—.-g- dab Mumber Dot
I ol | [ il | |

H Type a 1 in the Quantity field, then click in the Receiving Dept. field.

I Type R&D in the Receiving Dept. field.

PLEASE NOTE:

PLEASE NOTE:

This completes our first transaction for this session.

In addition to tracking material usage by Receiving Dept., you can
also track it by G/L Account Code, Job Number, and Consumer.

You can also use PMX’s Global Dictionary to rename data fields on
the above screen. Once renamed, all screens and reports will
reflect your custom name fields.
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Entering a Return Transaction

Now let’s assume that the Engineering department has returned
three module lights to Warehouse 100. We will add these items to
our on-hand inventory by recording a return transaction.

" Ivzadady Tras
B Sgeh el
Clear | Pgnt Saiup | Delots Liss Ext

Hesdei It

Fhigper I PR 7 | Date: [92/17005 Tesns Tgges laaus =
Lina: Mom

asgt Dhmanliy

Lirse: — [TEAVR Hatenal Deccnghizn Daan [EEITE | [LF )
| Tiotn ? | (T R
AL Accoem Ceds Mizc  Feceivisg Dept. dab Mumber [
| | [Fiacy | il ||

[_Reveen sonson [l Dhwiay o Recu

A Begin by choosing the down arrow button to clear the Line Item Info
screen so that we may add the next inventory transaction to this
session.

B Notice that the Corporation, Warehouse, Session Number, Shipper
ID, and Date fields remain the same for all transactions entered
during this session. PMX activates the Trans Type list box, to allow
you to indicate what type of transaction you wish to perform next.
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C Choose the gown arrow button to display the Trans Type Lise box.
Choose the Return to Warehouse option, and then click in the
Item Number field.

D Type AE-5000 in the Iltem Number field, and then press the Tab
key. Notice that PMX automatically extracts the Material Description
from the Material File and the default-stocking unit of measure from
the Inventory File.

E Type 3 in the Quantity field, and then click the Receiving Dept. field.

F Type ENG to indicate that the Engineering department made the
return.

This completes the return transaction.

G Next, choose Save to record both transactions.

End of Lesson 2
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Lesson 3: Warehouse Transfers

As you learned in Chapter 2, Lesson 4, on page 2-40, you must
specify a primary warehouse code for each item on the Inventory
File. For greater flexibility, you may also stock items at any number
of secondary warehouse locations. Transferring inventory from one
warehouse location to another is easy—simply enter the item
number, the two warehouse codes, and the quantity being
transferred. PMX automatically reduces the quantity on-hand at the
source location and increases the quantity on-hand at the
destination.

To illustrate, let’s transfer two module lights from Warehouse 100 to
Warehouse 200. To begin, your screen should display the PMX
System Menu.

A

Bk i i Manspamanl i E-JEE

Purchasing

Management

eXtr:

L
Bellwether
Sltware (arporation

Vv 4. Dot 200

A On the PMX System Menu, choose Inventory to display the

Inventory Menu, illustrated below.

Inventaory

Inventory Transactions
Kit Component Transactions

Warehouse Transfers
Inventory Skatus Inquiry
Usage Hiskory Inguiry
Bar Code Interface...

Reports... k

6-14

Chapter 6: The Inventory Module



B Choose Warehouse Transfers to display the data entry screen,
shown below.

v Warehois Tearlers

C Type AE-5000 in the Item Number field.

D Warehouse 100 appears in the Warehouse From field. Click in the
Warehouse To field.

E Type 200 in the Warehouse To field.
F Choose OK to proceed. PMX automatically fills in the transfer date

and the default unit of measure. (You may override either of these
fields, if desired.)
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G Click in the Shipper ID field and type PMX, then click the Quantity
Transferred field.

H Type 2 in the Quantity Transferred field.
I Choose Save to record the warehouse transfer.

J Choose Exit to return to the PMX System Menu.

End of Lesson 3
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Lesson 4: Usage History Inquiry

PMX maintains detailed information on every inventory transaction
and warehouse transfer that you perform. Flexible selection criteria
help you find the information you want quickly and easily.

To illustrate, let’s review the transactions we performed in the last
two lessons. To begin, you screen should display the PMX System
Menu.

PLEASE NOTE: The Inventory Status Report, described later in this chapter, offers
the same type of information as the Usage History Inquiry screen
described in this Lesson.

A

L

Bk i i Manspamanl i

Purchasing

Management

eXtr:

L
Bellwether
Sltware (arporation

Vv 4. Dot 200

A On the PMX System Menu, choose Inventory to display the
Inventory Menu, illustrated below.

Inventaory

Inventory Transactions

Kit Component Transactions
Warehouse Transfers
Inventary Skatus Inguiry
Usage History Inguiry

Bar Code Intetface. .,
Reports... +

B Choose Usage History Inquiry to display the inquiry screen,
shown on the next page.
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List specific groups of inventory
transactions by entering your

selection criteria here. PMX lists
only those transactions that meet

the parameters you specify.

B Sgah  Help
Cloa Ext
Caup | Seazizn M A Aeck: | 7]
Waseheuse: [ 7| [T gy Thes |
[Tom— 7| e | 7| 7| ox
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This screen lists previously entered inventory transactions. You
may use one or more of the selection parameters at the top of the
screen to select the transactions you wish to view. For example,
you might use the Shipper ID and Trans Type fields to review all of
the Issue transactions entered by a given employee, or you might
use the G/L Account Code and Date fields to review all of the
transactions entered against a given account over a specified time
period.

Since we have entered only a few transactions for a single item,
let’'s use the OK Button to see all of the transactions recorded thus
far.

Choose OK to review the issues, returns, adjustments, and
transfers entered for item number AE-5000. PMX responds with
the listing shown on the next page.
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Click the arrow button to display
additional usage information.

Notice that the warehouse transfer we performed in Lesson 3 is
actually recorded as two transactions—the notation Whse Xfer Out
indicates a reduction of stock levels at Warehouse 100, while the
notation Whse Xfer In indicates an increase on the quantity on-hand

at Warehouse 200.

D After reviewing the listing choose Exit to return to the PMX System

Menu.

End of Lesson 4
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Lesson 5: Kit Component Transactions

Each of the Kit Component
transactions data fields are

described in detail by choosing the

Help command

A kit is a product that requires assembly or special packaging
before it can be shipped. The Kit File, illustrated in Chapter 2, on
page 2-47, allows you to record the contents or components of
each Kkit.

Use the Kit Component Transaction screen, shown below, to issue,
receive, return, and adjust kit items. This screen functions in much
the same way as the Inventory Transaction screen, described in
Lesson 2, except that kit transactions affect all items on the Kit
Record.

This lesson offers a brief overview of the data screen for processing
kit components. No data entry is required.

To access the Kit Component Transaction screen, choose the
Inventory button from the PMX System Menu, then choose Kit
Component Transactions from the Inventory Submenu.

w KB Camnps - anl Transscifon

End of Lesson 5
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Lesson 6: Inventory Reports

PMX maintains a detailed history of all inventory-related
transactions. In addition to online inquiries, you can produce reports
to help you select, organize, and analyze inventory data to track
stock levels and usage. User-defined report sequences, totals, and
selection parameters allow you to tailor each report to your
department’s specifications.

This lesson will step you through the reports available in the
Inventory Module. No data entry is required.

A

+ Purchasing Manzpemend eXira
Pt Asosrvn] BRYE L ¥ Washops g Lbiter Plyter Rl Ve Hedg

Purchasing

Management

extra

@
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A On the PMX System Menu, choose Inventory to display the
Inventory Menu, illustrated on the next page.
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Inventary Transactions
kit Component Transactions
Warehouse Transfers
Imvenkory Skatus Inguiry
IJsage History Inguiry

Bar Code Interface..,
Reports... Inventory Status Report
Inventory Transackion Report
Serial Mbr Reconcilation Rpk
Lok Murmber Reconciliakion Rpk
Reorder Analvsis Repork
Physical Irrventory Worksheet
kit Usage Histary Report

Disbursement Repork

B On the Inventory Menu, choose Reports to display the Inventory
Reports submenu.
Choose the desired report to display the related print request
screen. Use the report options screens to select specific groups of
records to print and to specify the sort order for the selected
records.

Each inventory report and its related report options screen are
described on the following pages.
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Inventory Status Report

PLEASE NOTE:

The Inventory Status Report prints inventory balances and inventories
costs. Use the Inventory Status Report Options to choose the sort
option, valuation method, and record selection criteria.

(Additionally, you can create an export file containing data for each of
the report’s detail lines. The export file can be imported into a
spreadsheet and manipulated within the spreadsheet.)
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Use one of the following sort keys to organize the report:

ABC Code Item Number
Warehouse Primary Location
Commodity Code

Choose one of the following Inventory Dollar Value options to
determine how stock prices are reported.
Standard Unit Cost

Average Unit Cost Current Unit Cost

Please reference PMX Help screens for a definition of the Inventory
module’s three-dollar valuation options.

The Inventory Status Report is illustrated on the following page. This
report lists all items controlled by the Inventory module, along with
their balances. The report prints in accordance with the print criteria
selected.

Chapter 6: The Inventory Module
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Sample Inventory Status Report

CORPORATION: 009

PMINVSTP

ITEM/
DESCRIPTION COMM CD ABC
AC-2000 sU001
CLEAR PLASTIC SAFETY GLASSES

AE-3000 Su001
150 WATT BULB FOR FIXTURE

AE-5000 Su001
MODULE LIGHT

100

100

RE-ORDER PT/
ECON ORD QTY

.0000

50.0000

.0000
20.0000

INVENTORY STATUS REPORT

/ INVENTORY VALUED AT STANDARD UNIT COST

MINIMUM QTY/
MAXIMUM QTY

ITEM NUMBER

ITEM NUMBER

ITEM NUMBER

CORPORATION

.0000
.0000

.0000
.0000

QTY ON HAND/
QTY ALLOCATED

14.7500
.0000
2.0000
.0000
AC-2000
100.0000
.0000
AE-3000
70.0000
.0000

AE-5000

009

U/M

DZ

DZ

EA

EA

QUANTITY
ON ORDER

TOTAL

TOTAL

TOTAL

TOTAL

GRAND TOTAL

VALUE ON

50.0000

VALUE ON

2.0000

VALUE ON

VALUE ON

VALUE ON

U/M

Dz

HAND

EA

HAND

EA

HAND

HAND

HAND

DATE:

PAGE:

1

03/15/05

UNIT COST/

VALUE ON

1046.

350.

12.

875.

875.

2271.

2271.

HAND

.5000
350.

0000

0000

5000

0000

0000

8750

8750
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Inventory Transaction Report

The Inventory Transaction Report prints detailed information on all
quantities received, issued, returned, adjusted, and transferred
during any user-defined time period. Additionally, you can create
an export file containing data for each of the report's detail lines.
The export file can be imported into a spreadsheet and manipulated
within the spreadsheet.

Use the Inventory Transactions Report Options screen, illustrated
below, to select report sequences and totals and to specify the
method used to value inventory usage. You may also use the
Selection Criteria to print selected groups of inventory transactions.
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The Transaction Value Options let you specify how you wish to
value inventory usage. Inventory Usage Cost may be drawn from
the Master File or from the transaction. Dollar Value options
include:

e Standard Cost

e Current Cost

¢ Average Cost

The Report Options let you specify how you wish the inventory
transactions listing to be sorted and totaled. You may select either
a detailed or summary report.

The Inventory Transaction Report is illustrated on the next page.
This report summarizes selected inventory activitiy according to the
print criteria you select.
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Sample Inventory Transaction Report

CORPORATION: 009 INVENTORY TRANSACTION REPORT VALUED AT AVERAGE UNIT COST
PMINVTRN WAREHOUSE FROM SEQUENCE
ITEM NUMBER/ G/L ACCOUNT CODE/ WHSE FROM CONSUMER/ SHIP ID/
TYPE  DATE DESCRIPTION MISC/ RQ #/WO # WHSE TO RCV DEPT  JOB NBR QUANTITY
REC 03/15/05 AC-2000 100 PMX 6.0000
CLEAR PLASTIC SAF
SESSION 1
REC 03/15/05 AC-2000 100 PMX 6.0000
CLEAR PLASTIC SAF
SESSION 2
REC 03/15/05 AE-3000 011001 100 PMX 50.0000
150 WATT BULB FOR
SESSION 3
REC 03/15/05 AE-5000 100 PMX 20.0000
MODULE LIGHT
SESSION 4
REC 03/15/05 AC-2000 100 PMX 4.0000
CLEAR PLASTIC SAF
SESSION 5
Iss 03/15/05 AC-2000 100 WJIA 1.0000
CLEAR PLASTIC SAF R&D
SESSION 6
RTN 03/15/05 AC-2000 100 WJA 3.0000
CLEAR PLASTIC SAF ENG
SESSION 6
ADJ 03/15/05 AC-2000 100 WJA 6.0000
CLEAR PLASTIC SAF
SESSION 6
ADJ 03/15/05 AC-2000 100 WJIA 1.0000
CLEAR PLASTIC SAF R&D
SESSION 6
OUT 03/15/05 AC-2000 100 WJIA 2.0000
CLEAR PLASTIC SAF 200
SESSION 7
WAREHOUSE FROM 100
IN 03/15/05 AC-2000 200 WJIA 2.0000
CLEAR PLASTIC SAF 100
SESSION 1
WAREHOUSE FROM 200
CORPORATION 009
* —- SYSTEM GENERATED ADJUSTMENT RESULTING FROM RECEIPT DELETION OR MODIFICATION

PAGE:

1

DATE: 03/15/05

USAGE

U/M UNIT COST VALUE
DZ 62.5000 -375.
DZ 62.5000 -375.
EA 3.5000 -175.
EA 12.5000 -250.
DZ 62.5000 -250.
DZ 62.5000 62.
EA 62.5000 -15.
EA 62.5000 -31.
DZ 62.5000 -62.
DZ 62.5000 125.
NET USAGE VALUE -1346.
DZ 62.5000 -125.
NET USAGE VALUE -125.
NET USAGE VALUE -1471.
NET USAGE VALUE -1471.

00

00

00

00

00

50

62

25

50

00

87

00

00

87
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Serial Number Reconciliation Report

The Serial Reconciliation Report prints the location of each item’s
recorded serial number and asset tag number.

Use the Serial Reconciliation Report Options screen, illustrated
below, to specify report sequences and selection criteria. Sort
options include:

Item Number
Receiving Department
Serial Number
Warehouse 1D

w* Sl Hambes Beconc Baifon Begart Opifoms
Pl Zesth Help
Cloam Pont Solug Emt

The Serial Number Reconciliation Report is illustrated on the next
page. This report lists all “tagged” material items and their location
within the company in accordance with the print criteria you select.
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Sample Serial Number Reconciliation Report

CORPORATION: 009

PMINVSER

SERIAL NUMBER

93

94

TAG NUMBER

93

94

ITEM NUMBER

SERIAL NUMBER RECONCILIATION REPORT

ITEM NUMBER SEQUENCE

14" COLOR
14" COLOR
14" COLOR
14" COLOR
14" COLOR

ITEM NUMBER

MONITOR

MONITOR

MONITOR

MONITOR

MONITOR

ITEM DESCRIPTION

PHH1

100

100

PAGE:

DATE:

P.O.
RECEIVING DEPT. NUMBER

TOTAL QUANTITY ON HAND:

TOTAL QUANTITY ISSUED:

1

03/15/05

w
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Reorder Analysis Report

The Reorder Analysis Report illustrated on the next page prints a
listing of those items at or below their reorder levels. Use the
Reorder Analysis Report Options screen to specify report
sequences and to select specific groups of inventory items to be
included in the report. You may also use this screen to create
requisitions for selected groups of inventory items that need to be
reordered. (Either the Minimum/Maximum Quantity Calculation or
the Reorder Point/Economic Order Quantity calculation described in
the Inventory Records Online Help may be used to determine the
recommended order quantity.)

' Hesider knslysis Begort Options
Fle Zesth Help
Ll FPprt Salug Emit

Use the Processing Options list box to indicate whether you wish
PMX to:

¢ Create requisitions only (requisitions are automatically loaded
into PMX’s Requisitions module).

o Print the Reorder Analysis Report and create requisitions.

e Print the Reorder Analysis Report only.

If you indicate that you wish PMX to create requisitions for those
items whose stock levels are at or below the reorder point specified
in the Inventory File, you may then convert those requisitions to
P.O.s using the P.O.s from Requisitions command on the
Purchasing Menu.

Chapter 6: The Inventory Module 6-29



Sample Reorder Analysis Report

CORPORATION: 009 REORDER ANALYSIS REPORT PAGE: 1
PMINVRAP ITEM NUMBER SEQUENCE DATE: 03/15/05
ITEM NUMBER/ BYR/ PRIMARY QUANTITY QUANTITY REORDER PT/ MINIMUM QTY/ RECOMMENDED
DESCRIPTION COMM CD WHSE ABC LOCATION ON ORDER U/M AVAILABLE U/M ECON ORD QTY MAXIMUM QTY ORDER QTY U/M
AC-2000 sU001 200 C-210 .0000 2.0000 Dz 3.0000 .0000 6.0000 Dz
CLEAR PLASTIC SAFETY GLASSES 6.0000 .0000
ITEM NUMBER AC-2000 TOTAL ORDER QUANTITY 6.0000 Dz
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Physical Inventory Worksheet

The Physical Inventory Worksheet prints a working document to
facilitate a fast and accurate inventory count. Use the Physical
Inventory Worksheet Report Options screen, shown below, to select
the desired report type and report sequence and to choose the
items you wish to inventory.
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Sort options include:

Commodity Code
Item Description
Iltem Number
Primary Location
Warehouse

The Physical Inventory Worksheet is illustrated on the next page.
This worksheet lists the current stock levels and storage locations
of selected inventory items. The report prints according to the print
criteria you select.
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Sample Physical Inventory Worksheet

CORPORATION: 009
PROGRAM: PMINVWSP
PRIM/ALT
WHSE LOCATION
100 J-115
200 Cc-210
100
100
100

PHYSICAL INVENTORY WORKSHEET

ITEM NUMBER SEQUENCE

ITEM NUMBER/
ITEM DESCRIPTION

AC-2000
CLEAR PLASTIC SAFETY GLASSES

AC-2000
CLEAR PLASTIC SAFETY GLASSES

AE-3000
150 WATT BULB FOR FIXTURE

AE-5000
MODULE LIGHT

PHH1
14" COLOR MONITOR

STOCK

QUANTITY

U/M COMM CD UNIT COST ON HAND

DZ

EA

EA

EA

SU001

SU001

SU001

Page 1

Date: 3/15/05

QUANTITY

INITIALS
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Kit Usage History Report

The Kit Usage History Report lists issues, returns, and adjustments
to Kit items. Use the report options screen shown below to select
the kit-related inventory activity you wish to include in your report.

To access this screen, choose the Kit Usage History Report button
from the Inventory Reports submenu.
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Use the following sort options to organize the report:

G/L Account Code
Job Number
Kit Number

Warehouse

Receiving Department

The Kit Usage History Report is illustrated on the next page. This
report lists all inventory activity for kit items according the print

criteria you select.
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Sample Kit Usage History Report

CORPORATION:

PMKITUH

I 03/15/05

R 03/15/05

009

KIT NUMBER

KT-1000
LIGHT KIT

KT-1000
LIGHT KIT

G/L ACCOUNT CODE

KIT USAGE HISTORY REPORT

WAREHOUSE SEQUENCE

MISC

100

WAREHOUSE

CORPORATION

CONSUMER RCV DEPT
ENG
ENG

100

009

PAGE: 1
DATE; 03/15/05
SHIPPER
JOB NBR ID ID QUANTITY
WJA 3,000 EA

WJA -1,000 EA

TOTAL QUANTITY 2,000

TOTAL QUANTITY 2,000
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Disbursement Report
The Disbursement Report prints inventory items that need to be
pulled and issued from inventory. The inventory items listed on this
report were generated from the Requisitioning Module’s Item
Requisitions option as stock requisitions. The report can list new
stock requisitions and/or backordered stock requisitions.

Use the Disbursement Report Options screen, illustrated below, to
select all lines or only lines that can be filled, specify report
sequences, and enter selection criteria. Sort options include:

Requisition Number
Deliver Date

Primary Location
Receiving Department
Requisition Date
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The Disbursement Report is illustrated on the next page.
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Sample Disbursement Report

ORPORATION: 009

PMINVDSB

ITEM NUMBER/ QUANTITY
ITEM DESCRIPTION REQUESTED U/

AC-2000 2.0000 Dz
CLEAR PLASTIC SAFETY GLASSES

AE-5000 5.0000 EA
MODULE LIGHT

AE-3000 7.0000 EA

150 WATT BULB FOR FIXTURE

DISBURSEMENT REPORT

REQUISITION NUMBER SEQUENCE
SHIP-FROM WAREHOUSE: 100

PRIMARY LOCATION/ REQ REQ
M ALTERNATE LOCATION NUMBER LIN RCV DEPT CONSUMER

J-115 STK-RQ1 001 ENG
STK-RQ2 001 R&D

STK-RQ3 001 MAINT

PAGE: 1

DATE: 03/15/05

REQ DATE/ -ITEM PULLED

DLV DATE

03/15/05
03/17/05
03/15/05
03/17/05
03/15/05
03/17/05

QUANTITY

U/M

End of Lesson 6
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Overview

PLEASE NOTE::

The Warehouse Management module lends additional functionality
to the Inventory Control module by automating the transfer of
inventory items from multiple warehouses to internal user
departments and remote sites within a corporation. Online tracking
capabilities allow users to check the status of warehouse orders from
the initial request through shipping, back orders and receiving.
Management reports help you track and analyze warehouse activity.

In order to use the Warehouse Management Module, you must
already have installed the Inventory Control Module, described in
Chapter 6.

Major functions of the Warehouse Management module include:

¢ Warehouse orders may contain up to 999 inventory items and
can include multiple expense accounts, project numbers, job
numbers, and department codes.

¢ Picking tickets, packing slips, and shipping labels are produced
automatically.

¢ Orders for out-of-stock items are automatically filled when the
items are re-supplied.

¢ Internal users or Central Receiving can record deliveries of
shipments.

¢ Online queries and status reports spotlight order status (e.g.,
shipped, pending shipment, back-ordered, or received).
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Lesson 1: Creating a Warehouse Order

Creating a Warehouse Order is almost identical to the process you
learned for creating a purchase order in Chapter 3. There are a few
important differences to note, however:

¢ Rather than ordering items from a vendor, you indicate the
warehouse from which the items are to be delivered.

¢ You may only order items that are stocked at the specified
warehouse.

Let’s create a sample warehouse order, then we’ll track it through
the Warehouse Management module. To begin, your screen should
display the PMX System Menu

v Furesaring Manspemens =5

Purchesing - Aeesivng  Arcgusiiany B

Purchasing
Management

eXtra

]
Bellwether

Saltware (arporstion
My T Copwagi MO0

A Choose Warehouse Management from the PMX System Menu.
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Warehouse Order (W00

Shipping Verification
Receiving Yerification
Process Back. Orders

Open W0, Skatus

WO, History

Review W0, Docurnment
Prink W, &, Document

Print Packing Slip

Print Shipping Labels
Reports... L4

B Next, choose Warehouse Order from the Warehouse Management
Menu. PMX displays the data entry screen .

Each PMX screen can be described
in detail by choosing the Help
Command.

+ Waikhsasa Ovdar

Fhig-To Cade: | | Bhip War |
D ey Dt | Conftact
By W/ Kame: | [7] W Gsle T
mp.‘-_' _I & . Changs Mumber:

[ WO Type

dob Musber: T | Specil T Cade: [ 7|7 7 [ 7|
Pesiect Musber: E Taw o 1: | | e x|

G it | | TauGade | |tz

PLEASE NoOTE: Like all PMX screens, each of the ? Buttons that appear to the right
of the data entry fields represents a search screen that you can use
to retrieve Master File data. For more information on searches, see
Chapter 3, pages 3-16 through 3-26.

C Notice that the cursor automatically appears in the W.O. Number
field. Type WO-100 in this field, and then press the Tab key to
display the default Ship-From Whse code. Choose OK to continue.

PLease NoTe:  If desired, you can select a Control File “operating rule” to instruct
PMX to automatically assign W.O. Numbers for you.
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Used by PMX to track inventory
usage. These

same five fields are also
available at the line item level.

PLEASE NOTE:

+ Waikhsase Dvdier - Hew

Ba Spwch Hedp

Dlar | | Hewtwine | Powwin  Ex
p—
Requsedlafo "/ ke Hams and Addner
LHESEE HAIR WA EHILSE
WO Mumber: Lo _| [HERSD COSPOEATION
_ _— 1217 PRES TN HIGHWAT
fhop From Whee: 7 LOUSSVILLE ¥ 40222

Hesder it
Shig-To Cade: [T K A E HOL Ship Wer | -
D ey Dt | Conftact
/R | 7| w0 Bsle 0pATE
mp.‘-_' il & . Changs Mumber:
Conemmer | WO Teps | 7|
dsbbusbe: [ 7| Speci Teat Cede: [ 7| 7] [ 7
Pesiect Musber: 7| TasCodod: iy 7| Ta BN 4mn
G Aol | 7| TouGade | | Tmze

118 i e [ e i 5o =

PMX displays the Warehouse name and address in the upper right
corner of the screen. Let’s fill in the header data, then we’ll move on
to the line item information.

You can use PMX’s Global Dictionary to rename data fields. Once
renamed, all PMX screens and reports will reflect your custom field
names.

Notice that the default Ship-to Code, 100, is highlighted in the
Header Info portion of the Warehouse Order screen. Let’s ship the
order to the Southeastern Regional Office, R01. (This Ship-to Code
has been preloaded into the Control File for you.)

7-6

Quickstart Tour



+ Waikhsase Dvdier - Hew

Ba Spwch Hedp

Dlar | | Hewtwine | Powwin  Ex
p—
Requsedlafo "/ ke Hams and Addner
LHESEE HAIR WA EHILSE
WO Mumber: Lo _| [HERSD COSPOEATION
_ _— 1217 PRES TN HIGHWAT
fhop From Whee: 7 LOUSSVILLE ¥ 40222

Hagdei Inks
Shig-To Cade: [F100 THEALTERK Ship Wer | -
Dy Dinte: [300032005 Conftact

By W/ Kame: | 7| w0 Dsle 0375
Feeveeiniong Dis. { ‘&' 1. Changm Mumbaer:
. Type: 7|

Conpsmer: B JAHSER

sobs Mumber: 7] Speciad Te Cadke: [ 7| 7 1] 7
Pesinct Humbar: | i' Taw Cole 1 oy | T X4
BAL Aot | il Tos Cade 2 | RARRCTE +3

118 i e [ i i 5o =

F Type R01 in the Ship-to Code field.

Please Note The ? Button to the right of the Ship-To Code field can be used to

look up the Ship-To Code for the Southeastern Regional Office.

G Click in the Delivery Date field. Type 031305, then click the
Consumer field.

H Type R. Jansen in the optional Consumer field. This completes the

Header Info portion of the Warehouse Order.

I Choose the Line Item Info button to display the next data entry
screen shown on the next page.
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+ Waikhsase Dvdier - Hew
B Spwch Hep

Dmar  Dolots Lise | Save W.0L | et WD | Pres Wl Exl
—

Frequised lafo "/ ke Hams and Addner
LHESEE HAIR WA EHILSE
7] (80 COSPOSIATIN
1217 PRES TN HIGHWAT

fhop From Whee: 7 LOUSSVILLE ¥ 40222

J To order the first item, type AE-5000 in the Item Number field, then
press the Tab key. As shown below, PMX responds by entering for
you the standard ordering information pre-stored in the Material File
for Item Number AE-5000. You can override any of the default
ordering information with your own information for any single
warehouse order.

+ Wainhsuse Dvdiar - Hew
B Swch Heo

Cmar | [eloin Lise | Save W.0U | Hext W0 | P Wil Ezl
—

Requbsedfaln "w/rmhrerrn M amas and Acdimrs
B HAIK wAREHIFSE
W Mumber: | Lo _| RS COSPORATIDN
_ _— 1217 PRES TR HIGHWAY
i From oo 7 LOUNSWILLE E¥ ANZ2E

W0 Tolal  JERDR

Line Bzm laiu

S
Lise [Ty - Commecly Codn Materisl Duccrigtisn Deca
| ﬂj ' 3| EEI 7| WODRE LK |

(rmastity (] Urat Frien  E

[ 7000 [eA 7|7 zeos [ 0w
GIL Acosust Codn Focosing Bepl.  Promct Hembe
[ 7 [ ¥

K PMX automatically applies all of these data fields entered on the
Header Info screen to all inventory items on the warehouse order.
However, you can override the default header information with
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different data for any inventory item.

+ Wainhsuse Dvdiar - Hew
B Swch Heo

Cmar | [eloin Lise | Save W.0U | Hext W0 | P Wil Ezl
—

Requbsedfaln "w/rmhrerrn M amas and Acdimrs
B HAIK wAREHIFSE
W Mumber: | Lo _| RS COSPORATIDN
_ _— 1217 PRES TR HIGHWAY
i From oo 7 LOUNSWILLE E¥ ANZ2E

=L, Total LEE ]

Liss Bem bsin

S

Lise ey - Commecly Codn Materisl Duccrigtisn Deca

o # | 7| spem 7| WODIAE LsGHT |
) Urdt Fricn  Etusded & Dy Dt Juk Hesmibes

[ 1.0e0w e D e [ wzmn o 2|
BIL Aepopiind Code Flisp g [epl. Frogect Remim Cancemer Ship-Te

2| Kl 7 | AANSER [Aoi 7|

L Move the cursor to the Quantity field and type a 1, and then press
the Tab key. This completes the first W.O. line. Notice PMX
updates the Extended Amount and W.O. total.

M Next, press the pown arrow button to the right of the Line field to
proceed to the next line item. You may also press the pown aARrow key
to proceed to the next line.

+ Waikhsase Dvdier - Hew
B Spwch Hep

Dmar  Dolots Lise | Save W.0L | et WD | Pres Wl Exl
—

Requsedlafo "/ ke Hams and Addner
LHESEE HAIR WA EHILSE
WO Mumber: Lo _| [HERSD COSPOEATION

TEIZ PRESTON HIGHWAY

fhop From Whee: 7 LOUSSVILLE ¥ 40222

0. Towal LEE ]
Linz Bem knin

[ Commsdily Code Hatenal Deccighesn

] | O y
manlity
-
]

U Ursk Pricn E Juud & D Date  Job Hembe
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N Type AE-3000 in the Item Number field, and then press the Tab
key.

+ Waikhsase Dvdier - Hew
B Spwch Hep
Dmar  Dolots Lise | Save W.0L | et WD | Pres Wl Exl

p—
Requsedlafo "/ ke Hams and Addner
LHESEE HAIR WA EHILSE

WO Mumber: | [HERST COPTAAT DM
- —_— 1Z1E PRESTON HIGHWIET
& bopF roms Whee:
_I LOINSWELLE £ 40227

W0 Tolal 19508

Liza Bem k=in
ENFN
Liser |_l-n Cormediy Code Haterial Decziizlien Decs
| ﬂj ' “1 | D ¥ 190 wATT BULE FOF FITURE |
lmanlity U Un Frice Extez=der & Ouiswery Date o Kenie
[ =0s080 [eA  #|0 asoen T ETET | il
GIL Aopiin Code Fopossng Depl Fropcl Hemie Cancemer Ship-T#
[waom 3 Kl | % | [RAMISER EIT 7]

PMX displays the standard ordering information stored in the
Material File for the Item Number AE-3000.

+ Waikhsase Dvdier - Hew
B Spwch Hep
s Dolots Lise | Save W.0U | et W0 | Pres Wil Ezl

p—
Requsedlafo "/ ke Hams and Addner

LHESEE HAIR WA EHILSE

WO Mumber: Lo _| [HERSD COSPOEATION

: pe— 1212 PRESTON HIGHWET
fhop From Whee: 7 LOUSSVILLE ¥ 40222

Wi Tl 2756
Liza Bem k=in
4l

Liser Nz Kz Cormediy Code Haterial Decziizlien Decs
| ﬂj ' 3| Tsemn ¥ (190 wATT BULE FON FRTURE |

lmanlity Un Frice Extez=der & Ouiswery Date o Kenie
[ a.ne0n st asoen | namn ETET | il
GIL Aopiin Code Fopossng Depl Fropcl Hemie Cancemer Ship-T#
[waom 3 Kl | % | [RAMISER EIT 7]

O Move the cursor to the Quantity field and type 4, then press the Tab
key. Again, PMX updates the W.O. Total.

P This completes the warehouse order. Choose Save W.O. to record
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the order. PMX will display the dialog box shown below.

UPDATE OPTIONS

Update Options

W Update and Print n

s

Q Notice PMX defaults to the Update and Flag for Later Printing
option.

R Choose OK. PMX clears the Warehouse Order entry screen to
await your next entry.

S Choose Exit to return to the Master System Menu.

End of Lesson 1
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Lesson 2: Printing W.O. Documents

Once warehouse orders have been updated and flagged for later
printing, warehouse personnel can group and print them at their
warehouse location. Warehouse orders serve as picking tickets for

requested inventory items.

After creating your first warehouse order in Lesson 1, your screen

should display the PMX System Menu.

ik il anspamand i

A Choose Warehouse Management to display the Warehouse

Purchasing

Management

eXtr:

[
Bellwether
Sultware (arparetion

Vv 4. Dot 200

Management Menu, shown below.

arehouse Mgmt

Warehouse Order (W 0,)
Shipping Yerification
Receiving Yerificakion
Process Back Orders
Open W0, Status
WD, Hiskary

Review W, O, Document

Print .0, Docurment
Print Packing slip
Print Shipping Labels
Reports...

Biles Madterrdes pdg

Ruchasng Feoswn Reguston; BRQs [rwenioy @F  Warshouse iy 1) ]
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B Choose Print W.0O. Document to display the print options screen
shown below.

w' Pl Wi hiase Ovdir Dacusaind C
Fie Zearth Help
Ll FPprt Salug Emit

Ship Fiom Whee:
Bupsi IIF Aasge: = | 7
WO Tyse Rasge: ¥~ T
Ship-Ts Codn Alasge: +
w . Rambes Flasge:

Use this screen to select which warehouse orders you want to print.
Two print options are available. They are:

Option Meaning

Print Prints only unprinted warehouse orders that have
been updated and flagged for later printing.

Reprint Prints only previously printed warehouse orders.

The Selection Criteria lets you select for printing (or reprinting) a
single warehouse order or a group of warehouse orders.

C Type 100 in the Ship From Whse field.

D Choose the Print button to initiate printing. PMX displays the dialog
box shown below.

W_0."s Selected for Printing

1 W.0.[s] zelected for printing.

(S

[ =T

E Choose Continue to proceed with printing. When printing is
complete, the system returns you to the Print Warehouse Order
screen.
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F Choose Exit to return to the Master System Menu. Warehouse
Order.

End of Lesson 2
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Lesson 3: Verifying a Shipment

The next step in the ordering process is the shipping of the order from
the warehouse to the regional office. Once the requested items have
been assembled for shipping, the warehouse staff completes a
shipping verification screen. To illustrate, begin by accessing the
Warehouse Management Menu.

\Warehouse Marnk

Warehouse Order (W,0,)
Shipping Werification
Receiving YWerification
Process Back Orders

Open WO, Status

WO, Hiskory

Review W2, Document
Prink ‘.3, Document

Print Packing Slip

Print Shipping Labels
Reports... 4

A Choose Shipping Verification from the Warehouse Management
Menu. PMX displays the data entry screen shown below.

% W0 Shigpinp Veritication

I s |
WO Musber: w180 ?

Seaaben Mumbe: |

B Type WO-100 in the W.O. Number field, and then press the Tab key.

C PMX automatically fills in the Session Number. Choose OK to
proceed.

Chapter 7: The Warehouse Module 7-15



PLEASE NOTE:

Notice that the From Warehouse Address and Packing Slip Nbr fields
are also filled in for you. You need only enter the quantity shipped for
each item.

w" WO Shigpdag Vealticaifon - Haw

Teanc Tpga lisise "

Qusrsly ﬂr
H‘ H
[ qleosn
o oot GAL Angosnt Cade

il

Combining the W.O. Number and Session Number creates the
Packing Slip Number. Use this number for tracking purposes to
uniquely identify each order.

Let’'s assume that the module light (Item Number AE-5000 is ready
for shipping, but only two of the four requested light bulbs (ltem
Number AE-3000) are available. We’'ll ship two and back-order two.
Notice that the ordering information from the first item on the order is
displayed.

Click in the Shipper ID field, and type PMX.

Click in the Quantity Shipped field, type 1, and then press the Tab
key. The cursor moves to the Quantity Back Ordered field, which
remains set to 0 since all of the requested items for this line are in
stock.

Next, click the pown arrow Button to the right of the Line field to move
to the next line item.
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G Type 2 in the Quantity Shipped field, and then press the Tab key.
PMX automatically places the remaining two light bulbs on back
order, as indicated in the Quantity Back Ordered field.

PLEASE NOTE: If all items in the order are being shipped, there is no need to perform
a line-by-line accounting of each item. You may select the Auto Ship
button to indicate that all items in the order are present and ready for

shipping.

H Choose Save to record the W.O. Shipping Verification data. PMX
displays the dialog box shown below.

UPDATE OPTIONS

Update Options —
Update Only

(m| Update and Elking Slhip

L 0K Cancel |
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PLEASE NOTE:

If you do not wish to print a packing slip at this time, you can choose
the Update Only option, then use the Print Packing Slip command on
the Warehouse Management menu to print the packing slip later. You
might use this option to print a group of packing slips at one time
rather than printing them individually.

I Choose the Update Only option.

J Choose OK. PMX returns you to the blank Shipping Verification
screen to await your next entry.

K Choose Exit to return to the Master System Menu.

End of Lesson 3
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Lesson 4: Checking the Status of Open Warehouse Orders

PLEASE NOTE:

Users can quickly track the status of open warehouse orders. You
can locate open orders by category—including buyer, item number,
project number, etc.

A warehouse order remains open until all items on the order are
acknowledged as received. If receipt acknowledgement is not
required, you can select a Control File “operating rule” to instruct
PMX to automatically close all warehouse orders. This “operating
rule” can also be selectively set only for specific inventory items.

Let’s check the status of the warehouse order we created in Lesson
1. To begin, your screen should display the PMX Master System
Menu. Choose Warehouse Management to display the Warehouse
Management Menu, shown below.

Warehouse Mgt

Warehouse Order (W, 00

Shipping Yerification
Receiving Yerification
Process Back Orders

Cipen W0, Skatus
WO, History
Review W, 2, Document
Prink w3, Document

Print Packing slip

Print Shipping Labels
Reports. .. g

A Choose Open W.O. Status to access the Open W.O. Status screen

shown on the next page.
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List specific groups of open
warehouse orders by entering your
selection criteria here. PMX lists
only those open orders that meet
the parameters you specify.

B

c

He Sparch  Help
[ Exit
Selevrns Ciinsiie
) T Sastu | I - | mem Musber: 7 e
Buper: | 7| Pesibbe| 7| DeeDee o | -
o A 7| Shpfoe 7 oK

Corp] N-8_ Hor |Liss[itgFron] Item Hesder  [Bpr] Wiy Srdered [0/H] Ble Bats

Since we only have one warehouse order in the system, choose OK.

Be Seath e
Lo Emnt
Feleosion Criteris
Cosg: [ Saslun| | e Mumber: 7]
Buper: | | Pesibbe| | DD Ty |
dbhec | Ghpre | Shpfoe | |
Wb Heer JLiS Itdn Hepdar Srdbred [0/H] Blw Bate
[T WI-dR| e2| 188 |RE-A088 P n.b00d |ER | 83/13,005
|
i
|
i
|
i
I
4 |- E
Fenvvmrer W10

As you can see, all items are open. To review the entire warehouse
order, simply highlight either item, then choose Review W.O. PMX
displays the warehouse order, as shown on the next page. You may
also double-click on either item to see the related warehouse order.

7-20

Quickstart Tour



v Rirwliew Waie b Ol r Do i i D

Fle Opliorg Sawch  Helo
Dlea | Mot | Brevisur | Exit | Wi WO OgE  Date EATAS
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i Wix
FOE T
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shps 1,88 |MODULE LIGHT
EA |DELTUERY DATE: #a/13/85
2jord: a.88 |AE-38E a.58 1.0
Shp: 2,88 [958 WATT BULB FOR FINTURE
Bz 2.%8 |DELTIUERY DATE: #3/13/85
EA |04l ACET: @t
EUBTOTAL L
ThY 1.
w0, TOTAL T

D After reviewing the warehouse order, choose Exit to return to the
Open W.O. Status screen.

Choose Exit again to return to the PMX Master System Menu.

End of Lesson 4
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Lesson 5:Receiving a Warehouse Order

Use the W.O. Receiving Verification screen when you need to track
shipments in transit from warehouses to ordering locations. It lets
you acknowledge receipt of items ordered from the warehouse. A
warehouse order is not closed until all items are acknowledged as
received.

W arehiouse Marnk

Warehouse Order (W0,
Shipping Yerification
Receiving Yerification
Process Back Orders
Open W0, Status
WO, Hiskory
Review W, 0, Document
Prink ‘.3, Document

Print Packing slip

Print Shipping Labels
Reports... 4

A Choose Receiving Verification from the Warehouse Management
menu to display the data entry screen shown below.

+ W.0. Beceivieg Vaalticatbon
Be Spwch Hep
Clear | Pt Setep

WO Musber: | w00 7|
Roceipthe: | 0 7

B Notice that WO-100 is the W.O. Number field and the system has
already assigned the receipt number.

C Choose OK to proceed. PMX displays the receipt information for the
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first line item in the order.

+ W.0. Receivieg Varllication

Fucempt Date: [02/17495
Faok s She W W N (S0S0S08T

w0, Regessng
L M [hanlity Ormaslity ey Fhipmerd
w7 = | [ doeoe = Paitisl Shigment

Bom Musber Matenal Decciglizn [y A ewasreng
AE T TH] AT BAULE FIN FRSTURE

Feag B iHame FAosting

D Notice that the default “PMX” appears in the Receiver ID field.

E Type 1 in the Quantity Accepted field to acknowledge receipt of the
Module Light (Item Number AE-5000). Press the Tab key to proceed.

PLEASE NOTE: [f it is visually apparent that all items in the order have been delivered,
you may choose the Auto Receive option to acknowledge receipt of
the entire order rather than verifying each line item.

F Since no items were rejected, the Quantity Rejected field remains set
to 0. PMX automatically selects the Complete Shipment option to
indicate that this W.O. line has been closed.

G Choose the down arrow button to the right of the W.O. Line field to
move to the next line item.
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Fmcmpt Date: [91/31 0804
Packisg Sz K&e:  'w0-100-908080807

TH =TT FILE FIN FRTURE

Fean B0 fHame: Aowh=ng:

H Now type 2 in the Quantity Accepted field to acknowledge receipt of
the 2 light bulbs (item number AE-3000). Press the Tab key to
proceed.

Notice that PMX selects the Partial Shipment option for this line since
only two of the four requested light bulbs were delivered. The two
remaining light bulbs are noted in the Qty Remaining field in the
bottom portion of the screen.

I This completes the receipt acknowledgement. Choose Save to record
the receipt. PMX will clear the screen to await your next entry.

J Choose Exit to return to the PMX Master System Menu.

End of Lesson 5
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Lesson 6: Processing Back Orders

Requested inventory items that are not currently available in
inventory can be back-ordered. The Process Back Orders option
prints picking tickets only for back-ordered items that are now

available in inventory.

In Lesson 2 we were able to ship only two of the four light bulbs
requested on order number WO-100. Let's assume the light bulbs
have been restocked and we want to ship the remainder of the

order.

To begin, please display the Warehouse Management Menu.

Warehouse Mgk

Warehouse Order (W.0.)

Shipping Werification
Receiving Yerification n
Process Back Orders

Open W0, Skatus

WO, Hiskory

Reviews W, 0, Docurnent
Prink W&, Document

Print Packing Slip

Print Shipping Labels
Reports... 4

A Choose Process Back Orders from the Warehouse Management
Menu to display the record selection screen shown on the next

page.
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Click here to review picking tickets. ~]
Click here to print picking tickets.

Click here to reprint a specific group
of picking tickets

Click here to delete a group of
picking tickets. Once deleted, PMX
automatically backorders all
material items on the associated

w" Puncess Back Orders Opihaom

B Zeamth Hep
Llom FPpnt Salup

picking tickets.

PLEASE NOTE:

Use the Selection Criteria to process specific groups of back-
ordered items.

Type 100 in the Ship-From Whse field to indicate that you want to
print picking tickets for all back orders for the Main Warehouse.

Choose Print to process the picking ticket(s). PMX displays the
dialog box shown below.

PICKING TICKETS SELECTED FOR PRINTING

Choose Continue to proceed with printing. After printing, PMX will
return you to the Process Back Orders Options screen.

Now we can continue processing the order by completing the
shipping verification, as described in Lesson 2.

Choose Exit to return to the Master System Menu.

End of Lesson 6
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Lesson 7: Management Reports and Shipping Labels

PMX keeps detailed history of all warehouse orders and offers two
reports to help you analyze these orders. To access these reports,
choose the Reports option from the Warehouse Management
Menu. PMX displays the submenu shown below.

W arehiouse Marnk
Warehouse Order (W0,
Shipping Yerification
Receiving Yerification
Process Back Orders
Open W0, Status
WO, Hiskory
Review W, 0, Document
Prink ‘.3, Document
Print Packing slip
Print Shipping Labels
Reports... W' 1D, Analysis Report
Crverdue W0, Skakus Report

PLEASE NOTE: In addition to the printed Warehouse Management reports, PMX
offers an online review of warehouse order activity through the
W.O. History option on the Warehouse Management menu.

Warehouse Order Analysis Report
A copy of the Warehouse Order Analysis Report is illustrated on the

next page. Use this report to track open orders and to analyze
warehouse order history.
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w Waneho s Orders Asalysks Brpeat dpdiens

Select open, closed, or all

H gt Ll i
warehouse orders. T —
i Pamay Sesuence: [ 0. Bente = [ Fage Bseak

i

Select specific groups of records for
printing by entering your selection
criteria here. You can specify any
single selection parameter or use a
combination of parameters to narrow
your selection even further. PMX
prints only those records that meet
the parameters you specify. If you do
not enter any selection parameters,
PMX will print all of the records.

U UA T AT YA B
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Sample Warehouse Order Analysis Report

CORPORATION: 009 WAREHOUSE ORDER ANALYSIS REPORT PAGE: 1
PMANALWO W.O0. NUMBER SEQUENCE DATE: 03/15/05
W.0. ORDER SHIP- BUYER QUANTITY QUANTITY AMOUNT
NUMBER LINE DATE FROM SHIP-TO ID ITEM NUMBER DESCRIPTION ORDERED RECEIVED U/M DLV DATE ORDERED
wo-100 001 03/15/05 100 RO1 PMX AE-5000 MODULE LIGHT 1.0000 1.0000 EA 03/30/05 12.50
CORPORATION 009 TOTAL AMOUNT ORDERED 12.50%
GRAND TOTAL AMOUNT ORDERED 12.50%
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Overdue Warehouse Order Status Report

The Overdue Warehouse Order Status Report is illustrated below.
Use this report to review orders, which were not received by the
expected delivery date.

w" Ohwer i e Waraho s O der Slales Bepaat Opdises
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Sample Overdue Warehouse Order Status Report

CORPORATION: 009 OVERDUE WAREHOUSE ORDER STATUS REPORT PAGE: 1
PMODUEWO W.O0. NUMBER SEQUENCE DATE: 04/10/05
W.0. SHIP- QUANTITY QUANTITY ORDER UNIT PRI DAYS
NUMBER LINE FROM SHIP-TO ITEM NUMBER DESCRIPTION ORDERED RECEIVED DATE DLV DATE U/M PRICE CDE LATE
wo-100 002 100 RO1 AE-3000 150 WATT BULB F 4.0000 2.0000 03/15/05 03/30/05 EA 3.5000 1 1
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Printing Shipping Labels

If desired, you may also print shipping labels for warehouse orders.
Just choose the Print Shipping Labels option from the Warehouse
Management menu to display the selection screen shown below.

W Shipping Lale b Dpdisas
Fe Sganch Help

e Pt [ |

Simply enter the appropriate Warehouse Codes in the Ship-From and
Send To portions of the screen, then indicate the number of labels
you wish to print.

If you wish the labels to be sequenced, choose Yes. For example, if
you are printing three shipping labels, PMX will include the notation 1
of 3, 2 of 3, and 3 of 3 on each label in turn.

You may also add up to 35 characters of shipping instruction to each
label. A sample-shipping label appears on the next page.

End of Lesson 7
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Overview

The matching of invoices to purchase orders and receipts has
always been a very time-consuming, paper-based, manual process.
Now, with PMX’s Accounts Payable Interface Module. You simply
enter the P.O. number on PMX’s Invoice Entry Screen and PMX
immediately creates the complete invoice from the purchase order
and receipt information already in the system. Invoice data can then
be passed to your accounts payable system for payment.

Major functions of the A/P Interface module include:

*

*

Sales tax is automatically calculated from the tax percent on the
purchase order and the taxable dollar amounts.

You are immediately alerted if freight charges are authorized on
the invoice.

You can override system-generated invoice dollar amounts and
you are immediately alerted if the discrepancy falls outside your
user-defined tolerances.

During invoice entry, you can view the complete P.O., including
any comments from the buyer, and all receipt activity against the
P.O.

You can automatically charge freight and tax amounts to
predetermined expense accounts or prorate the cost to invoice
line items.

A complete set of status reports show material received but not
yet invoiced, invoices approved for payment during a specified
time period, and invoice distribution amounts, along with their
G/L expense accounts, during a specified date range.
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Lesson 1: Invoice Entry

This lesson will step you through the invoice entry process. You will
see how PMX uses the purchase order and receipt information
already in the system to streamline invoice entry.

To begin, your screen should display the PMX System Menu. Please
follow the instructions below to display the Invoice Entry screen.

o B ire Bl igs, Manspamand @i E-JEI.;;

B Rocavn) Rrushion; BFQs [wenly AP “WachoscMyd Ues MaterFer g

Purchasing

Management

eXtr:
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Saltware {arparetion

Vavmn 4.7 Coorpugit 200

A Choose Accounts Payable to display the Accounts Payable menu,

shown below.
a
Invaice Entry

Invnice Bridge

Material On Order

Material Receipks Summary
Purchase Order History
Youcher Inguiry

Review PO, Docurnent
Feports, .. 4

B Choose Invoice Entry from the Accounts Payable Menu to display
the data entry screen shown on the next page.
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D Your cursor will appear in the P.O. Number field, ready for entry of
the first invoice. Type PO-200, and then press the Tab key. PMX
displays the pertinent data from the requested P.O. and related
receipt(s), as shown on the next page.
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As you can see PMX creates the invoice for you. To complete the
invoice, you only have to enter the Invoice Number and Invoice Date.
The following chart shows the source of the default data that PMX
automatically enters for you on the Invoice Entry screen:

----From--- ---From---
Purchase Order Material Receipt System Calculated
Vendor Number Quantity Extended Amount
and name (Quantity x  Unit
Price)
Tax Code U/M
and Percent Tax Amount
(Tax % x P.O.
Taxable Amount)
Terms
Line Total
Iltem Number
and Description Invoice Gross

(Line Total + Tax
Amount + Freight
Amount)

E Your cursor now appears in the Invoice#/Date field. To complete the

Invoice Header information, type INVC-01 in the Invoice # field, then
press the Tab key.

F Type 013104 in the Date field, as shown on the next page.

8-6

QuickStart Tour



PLEASE NOTE:

PLEASE NOTE:
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To complete the invoice, let's add freight charges. Click in the
Freight Amt field and type 20, then press the Tab key. Notice that
PMX automatically updates the Inv. Gross field to include freight
charges. (PMX alerts you if freight charges are unauthorized.)

Before saving the invoice, you must compare the default invoice
information to your invoice source document. If there are any
discrepancies, override PMX’s default invoice information with data
from the invoice document. PMX will immediately highlight any
discrepancies falling outside your user-defined tolerance ranges.
PMX also matches the freight charges entered on the invoice to the
authorized freight charges on the P.O., alerting you immediately if
freight charges are unauthorized

Assuming that all of the information is correct, choose Save to
update the invoice. PMX clears the invoice screen, then enters a 2 in
the Voucher Number field, awaiting your next invoice record entry.
Notice that the batch total is displayed on your screen.

Lesson 2 describes how invoices updated in PMX’s Approved
Invoice File are passed to your accounts payable system for
payment.

Choose EXxit to return to the PMX System Menu.

End of Lesson 1
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Lesson 2: Invoice Bridge

The Invoice Bridge selects invoices in PMX’s Approved Invoice File
and passes them to your accounts payable system for payment. The
Invoice bridge is usually executed at the end of each day, but can be
run as often as necessary.

¢ Purchasing Management extra
Purchasing Receiving Requisitions RFQ's  Inwentory AP Warehouse Momb  Utilities  Master Files  Help

Purchasing

Management

eXtra

Bellwether

Snﬂware nrpomtmn

A Choose Accounts Payable to display the A/P Interface menu, shown
below.

AlP

Inwvaoice Enkry Iil

Material On Order

Material Receipts Summary
Purchase Qrder Hiskory
Youcher Inoquiry

Review PO, Dacument
Reports... b

B Choose Invoice Bridge from the A/P Interface menu to display the
Invoice Bridge Options screen, shown on the next page.
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The Invoice Bridge Options screen allows you to select specific groups
of invoices to pass to your accounts payable system for payment.
Once an invoice is selected, it is recorded in PMX’s Invoice Export
Files (see file definitions on the next two pages). Invoice data in PMX’s
Invoice Export Files can be reformatted and converted into ASCII
format and passed to your accounts payable system. Selected
invoices remain in PMX’s Approved Invoice File and are “flagged” as
passed to you're A/P system.

Invoice Options

PMX gives you two choices: process only invoices not already
“flagged” as passed to your A/P system, or process only invoices
“flagged” as passed to your A/P system.

Selection Criteria

Enter desired selection parameters to select specific groups of
invoices for processing. Enter any single parameter, or use a
combination of parameters to narrow your selection. The Invoice
Bridge program processes only those invoices that meet all of your
parameters. If you do not enter any selection parameters, the Invoice
Bridge program will process all invoices specified by the process
option. PMX’s Invoice Export File consists of the Invoice Header File
and the Invoice Line file, described on the following pages.

C Choose Exit to return to the PMX System Menu.
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Invoice Header File Specifications

The Invoice Header File contains one record for each invoice header
selected to be passed to your accounts payable system. The file is in
sequence by Corporation and Voucher Number.

Field Name Length Picture

Corporation 3 9(3)
Voucher Number 6 9(6)
Batch Number 5 x(5)
P.O. Number 9 x(9)
Vendor Number 10 x(10)
Alternate Payee Vendor Number 10 x(10)
Document Type 1 X(1)
Invoice Number 12 x(12)
Invoice Date 8 9(8)
Invoice Gross 12 S9(10)V99
Tax Amount 8 S9(6)V99
Freight Amount 6 S9(4)V99
Check Description 26 x(26)
Payment Terms 10 x(10)
Terms Code 3 x(3)
Discount Due Date 8 9(8)
Net Due Date 8 9(8)
Discount Amount 7 S9(5)V99
User-Defined Fields 57 x(57)
1099 Code 8 x(8)
1099 Amount 12 S9(10)V99
Prepaid Check Number 8 9(8)
Prepaid Check Date 8 9(8)
Bank Code 3 x(3)
Hold Code 1 x(1)
Accounting Period 6 9(6)
Repeat Payment Start Date 8 9(8)
Total Number Repeat Payments 3 9(3)
Number Repeat Payments/Year 2 9(2)
User ID 3 X(3)
Date Selected 8 9(8)
Tax Code 4 X(4)
Tax Percent 5 9(3) V99
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Invoice Line Specifications

The Invoice Line File contains one record for each invoice line item
selected to be passed to your accounts payable system. In addition, if
freight and tax amounts are not prorated, the file may also contain one
record for freight (if the freight amount is not equal to zero) and one
record for tax (if the tax amount is not equal to zero). The file is in
sequence by Corporation, Voucher Number, and Invoice Line Number.

Field Name Length Picture

Corporation 3 9(3)
Voucher Number 6 9(6)
Invoice Line Number 3 9(3)
Iltem Number 15 X(15)
Item Description 49 X(49)
Quantity 11 | S9(7)V9999
Unit of Measure 3 X(3)
Amount 11 S9(9)v99
Distribution Account 20 X(20)
Taxable 1 X(1)
Job Number 7 X(7)
Vendor Item Number 15 X(15)
User-Defined Fields 108 (X108)
Tax Amount 8 S9(6)v99
Discount Amount 7 S9(5)v99

End of Lesson 2
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Lesson 3: Management Reports

PMX keeps detailed information on all purchase order, receiving, and
invoice data entered into the system and can produce reports to help
you analyze this information. User-defined report sequences, totals,
and selection parameters allow you to tailor each report to your
department's specifications.

This lesson will illustrate the reports available in the A/P Interface
Module and their Print Request Screens. No data entry is required in
this lesson.

8-12

QuickStart Tour



Chapter 8: The A/P Interface Module

8-13



Unmatched Receipts Report

The Unmatched Receipts Report illustrated on the next page is
preceded by the Unmatched Receipts Report Options screen shown
below. This screen allows you to select report sequences and totals.
Use the Print Selection Parameters to make selections for printing
specific groups of receipts.
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Unmatched Receipts Report prints according to the print parameters
you select from the list above. You can use the Print Selection
Parameters illustrated on the above list to print only receipts that
have not been invoiced after "x" number of days.
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Sample Unmatched Receipts Report

CORPORATION: 009 UNMATCHED RECEIPTS REPORT PAGE: 1
PMUNMREC P.0O. NUMBER SEQUENCE DATE: 03/15/05
P.O. ORDER VENDOR VENDOR QUANTITY REC AMOUNT DATE SHP
NUMBER RLS LIN DATE NUMBER NAME ITEM NUMBER DESCRIPTION SHIP-TO RECEIVED U/M RECEIVED RECEIVED P/C
PO-500 001 03/15/02 A2000 BRAINTREE CO AC-2000 CLEAR PLASTIC 100 4.0000 Dz 250.00 03/15/02 P
P.O. NUMBER PO-500 TOTAL: NUMBER OF RECEIPTS = 1 AMOUNT = 250.00%*
PO-900 001 06/24/98 A5000 LIGHTNING EL AC-2000 CLEAR PLASTIC 100 6.0000 DZ 375.00 03/15/05 C
002 06/24/98 A5000 LIGHTNING EL AC-3000 FLOOR DIFFUSER 100 10.0000 EA 12.50 03/15/05 C
003 06/24/98 A5000 LIGHTNING EL AE-3000 150 WATT BULB 100 50.0000 EA 175.00 03/15/05 C
004 06/24/98 A5000 LIGHTNING EL AE-5000 MODULE LIGHT 100 20.0000 EA 250.00 03/15/05 C
005 06/24/98 A5000 LIGHTNING EL BB-1789 LONG CHAIN NOS 100 40.0000 EA 300.00 03/15/05 C
P.O. NUMBER PO-900 TOTAL: NUMBER OF RECEIPTS = 5 AMOUNT = 1,112.50%*
CORPORATION 009 TOTAL: NUMBER OF RECEIPTS = 6 AMOUNT = 1,362.50
GRAND TOTAL: NUMBER OF RECEIPTS = 6 AMOUNT = 1,362.50%

Chapter 8: The A/P Interface Module
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Approved Invoice Report

The Approved Invoice Report illustrated below is preceded the
Approved Invoice Report Options screen shown below. This screen
allows you to select report sequences and totals. Use the Print
Selection Parameters to make selections for printing specific groups
of invoices.
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The Approved Invoice Report lists invoices approved for payment.
You can use the Print Selection Parameters illustrated above to list
only invoices not yet passed to your accounts payable system for
payment, or you can list only invoices already passed to your
accounts payable system.
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Sample Approved Invoice Report

CORPORATION: 009 APPROVED INVOICE REPORT PAGE: 1
PMAPPINV VOUCHER NUMBER SEQUENCE DATE: 03/15/05
VOUCHER  VENDOR VENDOR BANK P.O. INVOICE INVOICE PASSED
NUMBER NUMBER NAME BATCH CODE  NUMBER RLS NUMBER DATE GROSS DISCOUNT NET TO A/P
1 A1000 ABC CORPORAT 1 KY PO-200 INVC-01 03/15/05 1,751.60 83.25 1,668.35
CORPORATION 009 TOTALS: NUMBER OF VOUCHERS = 1 1,751.60 83.25 1,668.35
GRAND TOTALS: NUMBER OF VOUCHERS = 1 1,751.60 83.25 1,668.35

Chapter 8: The A/P Interface Module
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A/P G/L Account Code Analysis

The A/P Distribution Account Report illustrated on the next page is
preceded by the A/P G/L Distribution Account Code Analysis Options
screen shown below. Use this screen to select report sequences and
totals. You can use the Print Selection Parameters to print specific
groups of accounts.

(Additionally, you can create an export file containing data for each of
the report's detail lines. The export file can be imported into a
spreadsheet and manipulated within the spreadsheet.)
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Use the Add’l Criteria button to display a second parameters screen
where you may specify the G/L account levels you wish to include in
your report.
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Your company’s unique G/L
Account structure can be defined
in the Control File. PMX can
accommodate up to a 20-
character, six-level G/L Account
structure. After your account
structure is defined, your account
levels appear on the Print Options
screen. In the Demo, the sample
corporation’s account structure
was pre-defined with the three
levels shown at right (DIV, DEPT,
and ACCT).
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The A/P Distribution Account Report lists invoice distribution amounts
that have been passed (or will be passed) to your accounts payable
system. This report provides an audit trail for invoice distributions
passed from PMX's A/P Interface Module to your accounts payable
system
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Sample A/P G/L Account Code Report

CORPORATION: 009

A/P G/L ACCOUNT CODE REPORT

PAGE:

1

PMAPGLAC JOB NUMBER SEQUENCE DATE: 03/15/05
JOB NBR -VOUCHER- INVOICE NBR/ P.O. VENDOR
G/L ACCOUNT CODE  USER ID NUMBER LIN INVOICE DATE  NUMBER RLS NAME ITEM/DESCRIPTION QUANTITY AMOUNT
1 001 INVC-01 PO-200 ABC CORPORATI AA-1000 3.0000 1,202.45
03/15/05 BLOWER MOTOR 2H
1 003 INVC-01 PO-200 ABC CORPORATI AC-2000 6.0000 221.30
03/15/05 CLEAR PLASTIC S
102002 1 002 INVC-01 PO-200 ABC CORPORATI * 6.0000 154.65
03/15/05 METAL FOLDING C
**JOB NUMBER TOTAL AMOUNT: 1,578.40%*
*x GRAND TOTAL AMOUNT: 1,578.40%*

End of Lesson 5
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Overview

PLEASE NOTE:

To determine the best price and terms for an order, use PMX's option-
al Requests for Quotations module. Create a Request for Quotation
(RFQ) from an existing requisition, or simply enter your bid items and
selected vendors. Print, fax, or e-mail completed RFQs to selected
vendors, then enter the vendors' quotes into the system as you receive
them.

When you make the bid award, PMX automatically converts the origi-
nal request for quotation and the successful vendor's bid information
into a purchase order. All P.O. information can be reviewed and modi-
fied before launching the actual order. Like requisitions, RFQs are eas-
ily modified until they are converted to P.O.s. Amended RFQs can also
be printed, faxed or e-mailed directly to vendors.

A variety of bid analysis reports and inquiries simplify the vendor selec-
tion process. Review bids online or on the printed Bid Analysis Report.
PMX displays bid information for each line item, grouped by RFQ,
commaodity, item, vendor, buyer, or date range.

RFQ status inquiry gives you up-to-the-second tracking of bids, includ-
ing each vendor's bid information, the successful vendor receiving the
bid, and the final purchase order. Status Reports offer detailed infor-
mation on all RFQs entered into the system and the P.O. to which they
were converted. Review data on open or closed RFQs organized by
RFQ, vendor, item, commodity, buyer, and date required

You can run the Request for Quotations module as a standalone unit
or use it with PMX's other modules as part of a fully integrated system.
Complete vendor and material file management capabilities are built
into the RFQ module.
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Lesson 1: Creating a Request for Quotation

To familiarize yourself with the RFQ creation process, let’s enter a
sample RFQ for the following two items:

Item #1 Blower Motor, 2HP, 450 RPM
(Item Number AA-1000)

Item #2 Axial Pipe cutter, Model 208 (no Item Number)

We'll send the RFQ to vendors A2000, A3000, and A4000. To begin
your screen should display the PMX Master System Menu.

r¢ Purchasing Management eXtra |Z||EHX|

Purchasing Recewing Requisitions RFQ's  Inwentory AP Warehouse Mgmt  Utilities  Master Files  Wiew Help
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Wersion 49 Copyright 2006

A Choose RFQ’s from the PMX Master System Menu. PMX will dis-
play the Request For Quotation Menu, shown on the next page.
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Request for Quotation
Yendor Bids

RFQ's From Requisitions
RFQ's From Previous RFQ's
Review Yendor Bids

RFC Skakus

Review Email Log

Review Fax Log

Prinkt RFQ Document

RFQ Summary Repart

B Select the Request for Quotation button from the Requests for
Quotations Menu.

The RFQ Header Info screen, shown below, is the first screen you'll
see when you create an RFQ. A description of the RFQ data entry
fields appears in Lesson 9 at the end of this chapter.

Each PMX screen can be
described in detail by choosing [REETC g s
the Help command. |Fl= Search Heh

Clear - Mext RFQ | Prev RFQ Exit

Required Info

Corporation: ’7 J C

Click here to record item T G
information about the material
you want quoted.

Header Info

Click here to _select _the vendors ReplpDate:] RFQ Date: [02710/05
who will receive the RFQ. Reph-ToCode[T00 7 |TESTCORPORA  RealdMame | 2
Click here to see a preview of the S — ob Humber 2
printed RFQ document. Ship Vie: - S TR [

F.0.B. Paint: G/L Account Code: | ﬂ

Prepaid Freight: | None - Special Text Code: ﬂ j
Buyer/ID Name: | PMX ﬂ XAVIER ﬂ ,—ﬂ

Click here to open a text window
for storing instructions to be
printed on the RFQ document.

Line Item Info RFQ ¥endors Review RFQ RFA Ingtructions

C Type RFQ-01 in the RFQ Number field.

D Click OK.
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PLEASE NOTE: |f desired, you can select a Control File “operating rule” to instruct
PMX to automatically assign RFQ Numbers for you.

PLEASE NOTE: You can use PMX’s Global Dictionary to rename data fields. Once
renamed, all PMX screens and reports will reflect your custom field
names.

As shown below, PMX displays the system-default information pre-
loaded in the Control File. You can override any of the system-
default data with your own information for any single RFQ.

»* Request for Quotation

File Search Help

In addition to the Required) | s [~ | NextRFQ | PrevRFa | Ext
Delivery Date, the RFQ contains a | N
Reply Date to inform vendors of Comaration: 005 | * |
the deadline for entering bids. QFQ Number: | nroor 7|

The Reply To Code is similar to
the Ship-To Code on the P.O.

Header Info

Header Info screen. PMX draws L RFQ Date: [02710/05
the primary Reply-To Code and FMro Code. 100 7| TEST CoRPORA  RealDMame | 2

pre-stored address from the
Control File and enters it for you.J

Required Delivery: Job Number: ’7 ﬂ
Ship¥ia:| | Project Number: ﬂ
F.0.B. Point: G/L Account Code: | ﬂ

Prepaid Freight: |None -] Special Tewt Code: 2| 2|
Buyer/ID Name: [PHX 2 |[<aviER e gl

PMX draws the primary Buyer ID
and Buyer Name from the Control

File and enters them for you

PLEASE NOTE: The only required RFQ Header Information is the Corporation
Number, RFQ Number, RFQ Date, and the Reply Date. User-
defined edit rules on the Control File determine whether the re-
mainder of the information on the RFQ entry screen is optional or
required. In the demo, all other RFQ information is optional.
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% Request for Quotation |Z”E‘E|
File Search Help

Clear - Mext RFQ | Prev RFQ Exit

Required Info

Corporation: J
RFQ Number: 2|

Header Info

Reply Date: |03/30/05 RFQO Date: W
Reply-To Code: [100 1 RA  ReqlDMame: [ 2|
Required Delivery: ,W Job Number: ’7 ﬂ
Ship Via: |AIR FREIGHT Project Number: o ﬂ
F.0.B. Point: |LOUISVILLE /L Account Code: | ﬂ
Prepaid Freight: 'h‘ Special Text Code: ! l_j
Buyer/ID Name: ’WHW ,_ﬂ ,—ﬂ

Line Item Info RFQ Vendors Review RFQ RFA Instructions

D Type 033005 in the Reply Date field.

E Click the Required Delivery field, then type 042705.
F Type AIR FRIEGHT in the Ship Via field.

G Type LOUISVILLE in the F.O.B. Point field.

H Move the cursor to the Special Text Code field and type RFQ. This
Special Text Code is associated with a pre-stored paragraph in the
control File. (The complete paragraph appears at the bottom of your
RFQ document.)

Let's assume the RFQ Header Information is complete. Now we’ll
enter the RFQ Line Item information.

I Choose Line Item Info to display the RFQ Item Information screen.

The RFQ Line ltem Info window, shown on the next page, is the
second screen you’ll see when creating an RFQ. Use this screen to
specify the items to be included in the bid. If you enter a valid ltem
Number in the Item Number field, PMX will automatically enter the
default Material File information. You may override any of the de-
fault data with your own information. Alternatively, you can leave
the Iltem Number field blank and enter the item information in free-
form mode.
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Notice the cursor appears in the Item Number field. To familiarize
yourself with the RFQ Item information, please enter the two sam-
ple RFQ items.

% Request for Quotation
File Search Help
LClear |Delete Line| Save RFA | Mext RFQ | Prev RFQ Exit

Required Info

Corporation: J
RFQ Number: 2|

Line Item Info
Item Mumber Material Description

Ox

JdEEEEEEEN

&
1A
e &

Ruantity

[~
[«
[«
B
[«
[~
[«
B

Header Info RFQ Vendors Review RFQ RFA Instructions

J Type AA-1000 in the ltem Number field, and then press the Tab
key.

As shown on the next page, PMX responds by entering for you the
standard ordering information pre-stored in the Material File for Item
Number AA-1000. You can override any of the standard ordering
information with your own information for any single RFQ item.
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PLEASE NOTE:

PLEASE NOTE:

L

m

PLEASE NOTE:

When you don’t know an item’s assigned Item Number, the ? But-
ton to the right of the Item Number field allows you to look up the
Item Number by entering the first few characters of the item’s mate-
rial description or keyword. An illustration of the Item Number
search appears on pages 3-22 through 3-24.

»* Request for Quotation
File Search Help
Clear |Delete Line| Save RFQ | Mext RFQ | Prev RFQ Exit

Required Info

Corporation: J
RFQ Number: J

Line Item Info

ddi
Item Mumber Material Description sc
|as-1000 ? | |[BLOWER MOTOR, 2HP. 450 RP J

|AXIAL PIPE CUTTER. MODEL 2

=

BEEEEEER

AEEEEEN
ARRERER

dnEREEEE
BRRRENEE

Header Info RFQ ¥endors Review RFQ RFQ Instructions

Click the Material Description field of line 2, then type AXIAL PIPE
CUTTER, MODEL 2.

You may choose the Add’l Desc button to the right of the Material
Description field to enter additional information to further describe
an item.

Click the Quantity field, then type 5.

Move the cursor to the U/M field, then type EA.

You may also use the Addl Info button to the right of the U/M field
to specify a different Required Delivery Date, Job Number, Special

Text Code or G/L Account code for an individual line item.

Let's assume the RFQ item information is complete. Next we'll
specify the vendors selected to receive the RFQ.

Choose the RFQ Vendors button to display the RFQ Vendor
Screen, on the next page.
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RFQ ¥endors

Vendor Number- J Update Options for Yendor RFQ
[ Update Only
Wemilen (e [~ Update and Flag for Later Printing
Click the OK button to record Vende Contact| oo
your RFQ vendor selections. ,':
TO delete a Vendor fl’om the Iist, Yendor Mumber: liﬂ Undate Optiens for Vendor RFQ
click on the Vendor Number field Vendor Name: :: ﬂ"dale Only -
pdate and Flag for Later Printing
and choose the Delete button. Vendor Contact: |  Update and Fax
=
The Next Page and Previous r
Page buttons allow you to scroll Update Options for Vendor RFQ
through the vendor list to add, Vendar Number: 2| update Onlp
delete’ or edit vendor entries. Yendor Name: [~ Update and Flag for Later Printing
¥endor Contact: ’— [~ Update and Fax
Click the Cancel button to close \< ::
the RFQ Vendors window without|
recording any ChangeS. ,Tl :elete | Mext Page | Prev Page Cancel
A

Use the RFQ Vendors screen to select the vendors who will receive
the RFQ. After completing the RFQ Vendor information, you may
print or fax a separate RFQ document for each RFQ vendor.

O Notice the cursor appears in the first Vendor Number field.

PLEASE NOTE: [f you do not know a vendor’s assigned Vendor Number, the ? But-
ton to the right of the Vendor Number field allows you to look up the
Vendor Number by entering the first few characters of the vendor’s
name. Also, if you do not know the best vendor to receive the RFQ,
the vendor search key allows you to display all authorized vendors
for a specific item or commodity group. You can select multiple
vendors from the lookup. In this example, please send the RFQ to
vendors A2000, A3000, and A4000.
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P Type A2000 in the Vendor Number field, and then press the Tab

The Update Options for Vendor
RFQ checkbox next to each
vendor indicate whether you wish
to print or fax the RFQ document.
Notice the Print checkbox was
defaulted. If Vendor A2000 was
set up as a fax or e-mail vendor,
either the fax or e-mail checkbox
would default. You can override
the default checkbox for any
individual vendor. Any changes
to the default checkbox are on a
“this time only” basis.
Subsequent notices to the
vendor will use the default
checkbox, unless changed again
on a “this time only” basis .

key.

REQ ¥endors
¥endor Number: (A 2000

Yendor Name: BRAINTREE CORPORATI

Vendor Contact: [BOB DESENSI

¥endor Number: ﬂ

Yendor Name:

Vendor Contact: |

Yendor Humber: ﬂ

Yendor MName:

¥endor Contact:

ok | Delete |

Mext Page |

Update Options for Yendor RFQ
[ Update Only
v Update and Flag for Later Printing

Update Options for Yendor RFQ
[ Update Only
[~ Update and Flag for Later Printing
[~ Update and Fax
~
~

Update Options for Yendor RFQ
[~ Update Only
[~ Update and Flag for Later Printing
[~ Update and Fax
=
~

Prev Page | Cancel |

PMX responds by displaying the vendor name (and contact name, if

any).

Click on the second Vendor field and type A3000, then press the

Tab key.

REQ ¥endors

VYendor Mumber: |A2000 ﬂ
BRAINTREE CORPORATI
Yendor Contact: [BOB DESENSI

Yendor MName:

¥endor Number: |A3000

2|

Vendor Name: X7 CORPORATION
Vendor Contact: [JAMES SMITH

Update Options for Yendor RFQ
[~ Update Only
|v Update and Flag for Later Printing
~
-
~

Update Dptions for Yendor RFQ

[~ Update Only

v Update and Flag for Later Printing
~

-

~
Update Options for Yendor RFQ
¥endor Number: |A4000 [~ Update Only

Yendor Hame: HART CORPORATION v Update and Flag for Later Printing
¥endor Contact: |DON MCDONALD I
=
-

1} Delete | Mext Page | Prev Page | Cancel |

&

R Move the cursor to the third Vendor Number field and type A4000,
and then press the Tab key. Again, PMX displays the Vendor Name
to confirm your vendor selection.
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PLEASE NoTE: If you wish to send the RFQ to more than three vendors, you may
use the Next Page button to enter additional vendor numbers. You
may use the Next Page and Previous Page buttons to scroll back
and forth through the vendor listing.

S Choose OK to return to the Line Item Info screen.

»* Request for Quotation
File Search Help
Clear |Delete Line| Save RFQ | Mext RFQ | Prev RFQ Exit

Required Info

Corporation: J
RFQ Number: J

Line Item Info

=]
a
&

JdEEEEEEEN

Item Mumber Material Description Quantity

|as-1000 |BLOWER MOTOR, 2HP, 450 RPM

|AXIAL PIPE CUTTER. MODEL 2

BEEEEEER

Header Info RFQ ¥endors Review RFQ RFQ Instructions

T Choose Save RFQ to store the RFQ. PMX will display a blank RFQ
Header Info screen, ready to accept your next entry.

U Choose Exit to return to the PMX Master System Menu.

End of Lesson 1
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Lesson 2: RFQ Maintenance

PLEASE NOTE:

Maintaining requests for quotations is as simple as calling up the
RFQ you want to work with and making the desired changes. Begin
by accessing the Request for Quotations data entry screen, described
in the previous lesson, and then enter the ID number assigned to the
RFQ you wish to maintain. PMX will retrieve the RFQ record and dis-
play it on your screen.

If you do not know the RFQ Number, you may use the ? Button to the
right of the RFQ Number field to initiate a search for the desired rec-
ord. You may also use the Next RFQ and Previous RFQ buttons to
browse RFQ records

You may overwrite any existing information on the Header Info, Line
Item Info, RFQ Vendor and RFQ Instructions screens by highlighting
the desired entries and typing the new data.

Use the Delete button on the Header Info screen to delete the entire
RFQ record. To delete an individual RFQ line, choose Line Item Info,
click on the line you wish to remove from the RFQ, then choose De-
lete Line.

To delete a vendor, click on the ID number of the vendor you wish to
remove from the RFQ list, then choose Delete.

To add a vendor, click in the first empty Vendor Number field, and
type the ID number of the vendor you wish to add. Use the Next
Page and Previous Page buttons to scroll through the vendor list, if
necessary.

End of Lesson 2
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Lesson 3: Printing, Faxing and E-Mailing RFQ Documents

To print a quotation request choose the Print RFQ Document
button from the Request for Quotation menu. PMX will present a
selection screen like the one shown below.

r#* Request for Quotation Document Options
File 3Search Help
Clear Print Setup Exit

Print Options

Selection Criteria

Select
All

Corporation:  |009
P.O. Type Range: ¥ | 2| Th | 2]
RFQ Number Range: & [ 2| 1w | 2|
Vendor Number Range: v [ 2| qhu [ 2|

To print all unprinted RFQs, simply select the Print button. If de-
sired, you may use the selection criteria to print a selected range
of RFQ documents. PMX will print one RFQ document for each
“print” vendor.

Faxing and E-Mailing RFQ Doc- You can speed up the quoting process by e-mailing or faxing
uments RFQs. You can specify in PMX’s Vendor File which vendors will
be “e-mail” or “fax” vendors. Each time you issue a RFQ to one of

those vendors, PMX immediately transmits the RFQ document.

End of Lesson 3
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Lesson 4: Recording Vendor Bids

The next step in the RFQ process is to record bids received from
vendors. To familiarize yourself with the vendor bids entry proce-
dure, please enter the following bids against RFQ Number RFQ-01:

Item #1: Blower Motor, 2 HP, 450 RPM

Bid Amount Lead Days
Vendor A3000: $380 8
Vendor A4000: $375 5
Vendor A5000: $370 5
Item #2: Axial Pipe Cutter, Model 208

Bid Amount Lead Days
Vendor A3000: $140 8
Vendor A4000: $130 5
Vendor A5000: $128 5

To begin, your screen should display the PMX Master System
Menu.

' Purchasing Management eXtra

g Requistions RFQ's  Inventory AP Warehouse Mgmt  Utilities  Master Fles  Wiew Help

Purchasing

Management

eXtra

(3
Bellwether

Software (orporation

A Choose RFQ’s from the PMX Master System Menu. PMX will dis-
play the Request for Quotation Menu, shown on the next page.
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Request Far Quakation
Yendor Bids
RFQ's From Requisitions
RFQ's From Previous RFOQ's
Review Yendar Bids

RFC Skakus

Review Email Log

Review Fax Log

Prinkt RFQ Document

RFQ Sunmmary Repart

B Select the Vendor Bids button from the Request for Quotation
Menu. PMX will display the following data entry screen.

»* Yendor Bids E”E|r>__<|
File Search Help
Clear | NextBid | PrevBid | Exit

Required Info

Corporation:

RFQ Number:

Yendor Number: |A2000 !

Bid Expiration Date: ’7 Tax Code 1: ’—J Tax % 1: ’—
Vendor Lead Days: | Terms Code: I—J
pinclicnlnts M aterial Addl Addl
Item Mumber Description Desc  Quantity LI Unit Price Amount Info
[ 2 _ 2 | |
[ 2 _ 2 | |
| | _ [ 2 | ]
| | _ [ 2 | :‘
| | _ [ 2 |

C Type RFQ-01 in the RFQ Number field, and then click in the Vendor
Number field.

D Type A2000, then choose OK.

As shown on the next page, the vendor’'s name appears for verifica-
tion purposes. Also displayed are the vendor’s default Payment
Terms and the two RFQ items you entered in Lesson 1.

PLEASE NoTE:  If you do not know the RFQ Number or Vendor Number, you can
click on the ? Button to the right of each field to initiate a search for
the desired RFQ Number or Vendor Number.

9-16

QuickStart Tour



E

Please Note:

»* Yendor Bids [ZHEWE
File Search Help

Clear | Delete Bid | Save Bid | Mext Bid | Prev Bid Exit

Required Info

Yendor Name and Address

Corporation: BRAINTREE CORPORATION
) DOVER DIVISION
178 Wmre 1 LOUISVILLE KY 40222

Yendor Number: J

Bid Expiration Date: IW Tax Code 1: l—ﬂ Tax % 1: l—
Vendor Lead Days: Temms Code: [001  ? | 5.00/10-N30
Line [tem Info Material Addl Addl
Item Number Description Desc  [uantity u/M Unit Price Amount Info
| 2 I o0 [ea 2L | |
| 2 _ | 0w [ea 2] | |
| 2 _ [ 2 | ]
| | _ [ 2 | :‘
| | | [ 2] |

Review RFQ RFQ Instructions

As you can see, PMX draws the vendor and ordering information
from the original quotation request. In addition to entering each
vendor’s bid prices, you may specify each vendor’'s bid expiration
date, number of lead days, tax percent and terms. Let’s enter the
bid information for vendor A2000. To begin, your cursor will appear
in the Bid Expiration Date field.

r»? Yendor Bids E”E”g|
File Search Help
Clear | Delete Bid | Save Bid MNext Bid | Prev Bid Exit

eeres) (o Yendor Name and Address

Corporation: BRAINTREE CORPORATION
) DOVER DIVISION
RFQ Number: LOUISVILLE KY 40222
Yendor Number:

Bid Expiration Date: | p5/15/05 Tax Code 1: ﬂ Tax % 1:
VYendor Lead Days: | 5 Terms Code: | 001 ﬂ 5.00/10-N30
Line Item Info -
Material Addl Addl
Item Humber Description Desc  [uantity U/M Unit Price Info
[ 2 | 30000 [EA ?| 380.0000
| 2] [ 50000 [EA 2| 140.0000 L]
| 2 _ | |
| 2 _ | | :‘
| | | | |
Review RFQ RFR Instructions

If the “Default Unit Price” checkbox under RFQ OPTIONS on the
1st additional corporation record screen is checked, PMX will auto-
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H

1

PLEASE NOTE:

m

matically draw the unit price from the vendor’s unit price for this
item. PMX will then calculate and display the extended amount for
the item based on the vendor’s unit price. You may always override
the unit price field at which time PMX will automatically re-calculate
the extended amount on the line.

Type 051504 in the Bid Expiration Date field.

Type 5 in the Vendor Lead Days field.

Click on the Unit Price field in the first line and type 380.

Click on the Unit Price field in the second line and type 140.

The Addl Info button, located to the right of the Amount field, allows
you to enter additional bid information, such as discount percent

and freight amount

Choose Save Bid to update (store) the vendor bid. PMX will clear
the screen to await your next entry.

Please enter vendor A3000’s bid information.

»* Yendor, Bids
File Search Help
Clear | Delete Bid | Save Bid L Noy Bid | PrevBid |  Exit

lieauiedinte Yendor Name and Address

Corporation: X¥YZ CORPORATION
2225 NEW CASTLE ROAD
RFQ Number:

LOUISYILLE KY 40222
Yendor Number:

Bid Expiration Date: | 05/20704 N Tax Code 1: ﬂ Tax % 1:
Vendor Lead Days: | 5 Terms Code: | 001 ﬂ 5.00/10-N30
Line Item Info -
M aterial Addl Addl
Item Mumber Description Desc  Quantity LI Unit Pri Info
[ 2 | 30000 [EA ?| 375.0000
| 2 [ 50000 |EA 2 130.0000 L]
| | _ | |
| | _ | |
| | _ 2 |
Review RFQ RFQ Instructions

Type RFQ-01 in the RFQ Number field, and then press the Tab
key.

Type A3000 in the Vendor Number field, then choose OK. PMX will
display the bid and vendor information.

Type 052004 in the Bid Expiration Date field.
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N Type 5 in the Vendor Lead Days field.
O Click on the first Unit Price field and type 375.

P Click on the second Unit Price field, type 130, and press the Tab
key.

Q Choose Save Bid to update (store) the vendor bid. PMX will clear
the screen to await your next entry.

Please enter vendor A4000’s bid information.

»* Yendor Bids
File Search Help
Clear | Delete Bid | Save Bid 1 Next Bid | PrevBid | Exit

fisusiedinto Yendor Name and Address

Corporation: HART CORFORATION
N 300 SOUTH THIRD STREET
umber- LOUISVILLE KY 40222

Bid Expiration Date: | 05731705 Tax Code 1: ﬂ Tax % 1:
Vendor Lead Days: | 8 Terms Code: |001 ﬂ 5.0
Line Item Info -
Material Addl Addl
Item Mumber Description Desc  Quantity U/M Unit Pri Info
[ 2 _ |l 30000 JEA 2| 370.0000
| 2] [ 50000 [EA 2 128.0000 L]
| | _ | |
| 2 _ | |
| | _ 2 |
Review RFQ RFQ Instructions

R Type RFQ-01 in the RFQ Number field, and press the Tab key.

S Type A4000 in the Vendor Number field, and choose OK. PMX will
display the bid and vendor information.

T Type 053105 in the Bid Expiration Date field.
U Type 8 in the Vendor Lead Days field.
V' Click on the first Unit Price field and type 370.

W Click on the second Unit Price field, type 128, and press the Tab
key.

X Choose Save Bid to update (store) the vendor bid. PMX will clear
the screen to await your next entry.
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Y Choose Exit to return to the PMX Master System Menu.

End of Lesson 4
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Lesson 5: Reviewing Vendor Bids

You can review bids received from vendors on your screen prior to is-
suing a purchase order. If you have not received any bid information,
the Unit Price field will contain zeros.

The screen shown on the next page allows you to display bid infor-
mation for either a single bid or a specific group of bids. Use any
combination of the Selection Parameters to select which group of bids
you want to display. PMX will display only that bid specified by your
Selection Parameters(s).

Let’s review all bids recorded against RFQ-01. To begin, your screen
should display the PMX Master System Menu.

»* Purchasing Management eXtra EHEHXl

Purchasing Receiving Requisitions | RFQ's  Inventory AP Warehouse Mgmb  Utiities  Master Files  Wiew  Help
Reequest for Quotation
Wendor Bids
RF('s from Requisitions
RFQ's from Previous RFQ's
Review Vendor Bids
RFQ Status

Review Email Log laSing

Review Fax Log

Print RFQ Dacument ﬂagerﬂent

RFQ Summary Repork
eXtra

()
Bellwether

Software (orporation

You can review bids received from vendors on your screen prior to is-
suing a purchase order. If you have not received any bid information,
the Unit Price field will contain zeros.

The screen shown on the next page allows you to display bid infor-
mation for either a single bid or a specific group of bids. Use any
combination of the Selection Parameters to select which group of bids
you want to display. PMX will display only that bid specified by your
Selection Parameter(s).

Let’s review all bids recorded against RFQ-01. To begin, your screen
should display the PMX Master System Menu.
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»* Purchasing Management eXtra

Purchasing Receiving Requisitions RFG's  Inventory  AfP Warehouse Mgmt  Utilities  Master Files  View  Help

Purchasing

Management

eXxtra

()
Bellwether

Software (orporation

Choose RFQ’s from the PMX Master System Menu. PMX will display
the Request for Quotation menu, shown on the next page.

RFQ's

Request For Quakation

Yendor Bids

RFQ's From Requisitions

RFQ's From Previous RFG's
endar Bids

RFQ Skaktus

Review Email Log

Review Fax Log

Prinkt RFQ Document

RFQ Surmmaty Reparkt

B Choose Review Vendor Bids from the Request for Quotations
Menu.
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r* Review Vendor Bids |Z||E|rz|

File Display Search Help

List specific groups of RFQs by Clear Exit
entgering your selection criteria Selection Criteria
here. You can use any single Corp: Status: | ttem Nbr: |
parameter or a combination of Comm Ce: 2| Vendor o eranee [ 2| Y
pal’ameters to narrow your Buyer ID: ﬂ Required Delivery: | Thru | m
selection even further.
RFQ Hbr |Line| Item Desc. |Vendor Hbr| Quantity|U/H| Extended Amt|Disc
4] < b

C Since we have only one RFQ entered into the system at this point,
we can simply choose OK to display the bid information.

As shown on the next page, PMX responds by displaying the bid
information recorded against RFQ-01.

! Review Yendor B E |Z||E|rz|
File Display Search
Exit

Clear

Selection Criteria

Colp:l— Slatus:’—_| Item Mbr: | J
Comm Cd: J Yendor: J RFA Mbr: J
Buyer 1D: J Required Delivery: | Thiu |

Quantit

RFQ Hbr |Line Item Desc. Vendor Hbr

U/M] Extended

..................................... 3, 0000(EA
(CELLL] 3.8000|EA 1125 .88

| I |AuBBA 3.8000|EA 1118.80

RFQ-81]| 882|AXIAL PIPE CUTT|AZ808 5.8880|EA 708.80

| I [LELLL] 5.8880|EA 658.80

|AuBoa 5.8800|EA 648.00

Review RFQ ¥ndr Performance

D If desired, you can select an item from the list and choose the Re-
view RFQ button to review the original Request for Quotation in its
entirety.
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E After reviewing the bid information, choose Exit to return to the
PMX Master System Menu.

End of Lesson 5
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Lesson 6: Creating P.O.s from RFQs

When it is time to award the bid, PMX lets you convert the success-
ful vendor’s bid into a purchase order. You will see that the program
automatically carries forward the needed RFQ and bid information
to create the purchase order. This lesson will step you through the
purchase order creation process.

Create a purchase order from the RFQ that you created in Lesson
1. Select vendor A3000 as the successful vendor and assign P.O.
Number PO-600 to the new order. To begin, your screen should
display the PMX Master System Menu.

A ———
r? Purchasine ¥-- |-_||EH£|

Purchasing Receiwing Requisitions RFQ's  Inwentory AP Warehouse Mgmt  Utilities  Master Files  Wiew Help

Purchasing

Management

eXtra

(S
Bellwether

Software (orporation

Wersion 49 Copyright 2006

A Choose Purchasing from the PMX Master System Menu.
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Purchasing
Standard PO,

Blanket PO,
Release against a Blanket PO

P.0.'s From Requisitions

P.0.'s From Previous QOrders
P.0.'s From RFQ's
Autamated Histary Card
Material On Order

Material On Conkrack

Review PO, Docurnent

Review Email Log

Feview Fax Log

Print P. Q1. Dacument

Reports. .. k

B Choose P.O.’s from RFQ’s from the Purchasing Menu. PMX will
display a search screen like the one shown below.

'e® Create P.0.s From RFQs
File Search Help

Required Info

RFQ Number [RFQ-01 2 JobMNbe: [ 2
Corporation: | 009 ﬂ umber J ob Nbr J

Comm Cd: fiﬂ Proj Nbr: liﬂ

RFQ Humber|Lin] Item Desc. [Uendor Hame | Quantity|U/H| Extended Amt|Disc %

C Type RFQ-01 in the RFQ Number field, then choose OK. PMX will
display a listing of the bids entered against each line of the selected
RFQ, as shown on the next page. NOTE: The RFQ Number field
is not required, but for purposes of this lesson, it is being entered.
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«#* Create P.0.s From RFQs
File Search Help

Required Info

Corporation: I_J RFQ Mumber: [FO 01 J

Comm Cd: ’7 J

RFQ Humber|Lin] Item Desc. |Uendor Mame

JobNbe: [ 7|
ProiNbe [ | |

Quantity|U/H] Extended Amt|Disc %

RFQ-01]|0681|BLOWER MOTOR, |UENDOR A2000
UEHDOR A3 0008

| 862 | FLOOR DIFFUSER|JUENDOR A2000

|VEHDOR A3 000
UEHDOR A4bo8

3.0800|EA | 1140.08 |
3.0080|EA 1125.08

10.0008|EA
10.80800| EA
10.00008] EA

Rexiew RFQ Create Std P.0O. Create Blanket P.0O. _ _

PLEASE NOTE: To award an RFQ line to a successful vendor, simply click on the
vendor’s bid you want to select. To deselect a bid, simply click on it

a second time.

All selected lines must refer to the same vendor, unless you have
selected the checkbox for Allow Multiple Vendors for P.O.s from
RFQs, on the Corporation Info screen. This checkbox allows you to
select multiple vendors who have responded with bids on each
RFQ line. A P.O. will be created for each selected vendor.

Click on Vendor A4000’s bid in lines 001 and 002. Use the Shift

key to select multiple lines.

D Choose the Create Std P.O. button to convert Vendor A4000’s bid
into a purchase order. PMX will display the following window.

Save New Purchase Order

Corporation:

P. O. Humber: ’7
Yendor Number: | A4000 ﬂ
Delivery Date: |07/15/06

l (oK | cancel

ol
E

E Type PO-600 in the New P.O. Number field.

Chapter 9: The Request for Quotations Module
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F Choose OK to accept the default delivery date and create the new
P.O. As shown below, PMX displays the new purchase order
header information. You will notice this is the screen you used to
maintain purchase orders in Chapter 3. Let's assume the new pur-
chase order is complete and ready for printing.

+? Standard Purchase Order - New

B G

File Search Help

Required Info
Corporation:
P.0. Number:

Vendor Number:

Header Info

ShipTo Code: [100 7 | TEST CORPORA
BillTo Code: | 7|
Delivery Date: ,W
Ship VlA: FEDEX
F.0.B. Point: |WAREHOUSE
(R ETL LA (S Prepaid by vendor -
Buyer ID/Name: WHW
Terms Code: [001 2 | 2.00/10-N30
Free-Form Terms: ,7

Vendor Name a

A4000

nd Address

Vendor Contact:

P.0. Date:

P.0. Change Number:

P.D. Type:

Job Humber:

Project Mumber:

G/L Account Code:
Special Text Code:
Tax Code 1

Tax Code 2

[02/26/07

=

- i

E—1
E—

| 2|
5 —
- 2] Taze [
- 2| Tmza[

Choose Save P.O. to complete the RFQ to P.O. conversion pro-

(W Update Only n

[W|Update and Flag for Later Printing

Lancel

G
cess. PMX will display the Update Options dialog box.
UPDATE OPTIONS
Update Options
[ Update and Print
H

Select the Update and Print option, then choose OK to initiate

printing. Follow the procedures outlined in Chapter 3 to print the
P.O. Document. After closing the dialog box, PMX returns to the
Create P.O.s from RFQs screen.
I Choose Exit to return to the PMX Master System Menu.

End of Lesson 6

9-28

QuickStart Tour



Lesson 7: Creating RFQs from Previous RFQs

PMX lets you use one RFQ to create another RFQ. You will see
that the program automatically carries forward the needed RFQ
information to create the new RFQ. This lesson will step you
through the RFQs from Previous RFQs process.

Create an RFQ identical to the one you created in Lesson 1, only
this time use RFQ-02 for the RFQ number. Once completed, follow
the instructions below to use this RFQ to create another RFQ.

To begin, your screen should display the PMX Master System
Menu.

r¢ Purchasing Management eXtra |Z||EHX|

Purchasing Recewing Requisitions  RFQ' — A se Mgmt  Utilities  Master Fles  Wiew  Help

Purchasing

Management

eXtra

(S
Bellwether

Software (orporation

A Choose RFQ’s from the PMX Master System Menu.
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Purchasing Receiving Requisitions MEREeEN Inventory &P warehouse Momt  Utiities  Master Files  Yiew Help

Request for Quotation

‘Wendor Bids
RFQ's Fram Requisitions

RFQ's Fram Previous RFQ's

Review Vendor Bids
RF Skatus

Review Email Log
Review Fax Log

Print RFQ Document
RFQ Summary Repork

Choose RFQ’s from Previous RFQ’s from the RFQ’'s Menu. PMX
will display a search screen like the one shown below.

e Create RFOs From Previous RFQs
Eile Search Help

Selection Criteria

Corp: 003 2| Item: 2| RAFQ Date: |
Yob Nb: ﬂ Byr ID: ﬂ 9Req I ﬂ RFA #: [RFA-02

RFQ Hbr |Line| Quantity|U/H| Item Description |RFQ Date|9Job Hb

Type RFQ-02 in the RFQ # field, then choose OK. PMX will display
a listing of all lines on this RFQ as shown on the next page. NOTE:
The RFQ Number field is not required, but for purposes of this les-
son, it is being entered.
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e* Create REQs From Previous RFOs
File Search Help

Selection Criteria

Corp: [oos Item: J RFQ Date: | Thiu |
Job Nbr: J ByrID: | J Req ID: !_J RFQ #: liJ

RFQ Nbr |Line| Quantity|U/sH| Item Description |RFQ Date|Job Hbr

RFQ-82] @81 3.00680|EA |BLOWER MOTOR, 2HP, A458RPH|B2/18/85
5.AABAJEA |AXTIAL PIPE CUTTER, MODEL |B82/18/05

PLEASE NoTE: To create a new RFQ, simply click on any line of the RFQ you wish
to copy. To deselect an RFQ, simply click on it a second time.

D Click on line 002 of RFQ-02. Choose the Create RFQ button to
create a new RFQ. PMX will display the following window.

Save New Request for, Quotation [gl

Corporation:

RFQ Number: liA;H
Reply Date: | 07/15/06 /

Required Delivery: |08/15/06

Cancel

E Type RFQ-10 in the RFQ Number field, type 071506 in the Reply
Date field and type 081506 in the Required Delivery field.

F Choose OK to accept the entered fields and create the new RFQ.
As shown below, PMX displays the new RFQ header information.
You will notice this is the screen you used to maintain RFQs in
Chapter 1.

Chapter 9: The Request for Quotations Module 9-31



G

Click the OK button to record
your RFQ vendor selections.

To delete a vendor from the list,
click on the Vendor Number field
and choose the Delete button.

The Next Page and Previous
Page buttons allow you to scroll
through the vendor list to add,
delete, or edit vendor entries.

Click the Cancel button to close

the RFQ Vendors window without
recording any changes.

H

% Request for Quotation

Save RFQ
Required Info

Corporation:
RFQ Number: 2|

CEX]

File Search Help

Header Info

Reply Date: ’W
Reply-To Code: yrﬂ TEST CORPORA
Required Delivery: ’m
Ship Via: |AIR FREIGHT -
F.O.B. Point: [LOUISVILLE
Prepaid Freight: ’h‘
Buyer/ID Name: Wﬂw

RFQ Date: [02/26/07
Req ID/Name: ,—ﬂli
Job Number: ’\7ﬂ
Project Number: liﬂ

G/ Account Code: ‘ ﬂ

Special Text Code: |RFQ ﬂ ﬂ

Line Item Info

RFQ ¥Yendors

Review RFQ RFA Instructions

Choose the RFQ Vendors button to display the RFQ Vendor
Screen shown below.

RFQ ¥endors

Yendor Number: |A2000 ﬂ

Yendor Name: BRAINTREE CORPORATI

3

Update Options for Yendor RFQ
[ Update Only
v Update and Flag for Later Printing

Vendor Contact: [BOB DESENSI -

-

-

Update Options for Yendor RF
¥endor Mumber: |A3000 ﬂ pdate Options for Yendor AFQ

[ Update Only

ATt (e 8 U HAN LY |v Update and Flag for Later Printing

Vendor Contact: [JAMES SMITH —
~
~
Update Options for Yendor RFQ
¥endor Number: |A4000 [~ Update Only
Yendor Name: HART CORPORATION |v Update and Flag for Later Printing
¥endor Contact: |DON MCDONALD I

~

~
Mext Page | Prev Page | Cancel

As you can see, the vendors selected on the original RFQ have
been copied to the new RFQ. You may add or delete vendors for
this new RFQ. Let's assume that this RFQ is complete and ready
to be saved.

Select Cancel to exit the Vendor Screen.

ok | Delete |

PMX returns you to the
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RFQ Header screen shown below.

r? Request for Quotation ‘Z”El \Zl
File Search Help
(ol
Required Info

Corporation: ’_
RFQ Number: liJ

Header Info

Reply Date: |07/15/06 RFQ Date: (02/26/07
Reply-To Code: 100 ﬂ TEST CORPORA Req ID/Name: ﬂ
Required Delivery: |08/15/06 Job Number: ”7ﬂ

Ship Via: |AIR FREIGHT - Project Number: | ﬂ
F.0.B. Point: |LOUISVILLE G/L Account Code: | ﬂ

Prepaid Freight: |None hd Special Text Code= [RFQ 2 [ 2|
Buger/ID Name: [PHX _? |[RAVIER 2| 2

Line Item Info RFQ Vendors Review RFQ RFQ Instructions

G Choose Save RFQ to complete the RFQ to RFQ conversion pro-
cess. PMX returns you to the Create RFQs from Previous RFQs
screen.

End of Lesson 7
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Lesson 8: Reviewing RFQ Status

RFQ status inquiry gives you up-to-the-second tracking of bids, in-
cluding each vendor’s bid information, the successful vendor receiv-
ing the bid, and the final purchase order.

To access the inquiry screen shown below, choose the RFQ Status
button from the Request for Quotation Menu. Use the Selection Cri-
teria provided to view selected groups of RFQs.

! RFQ Status (=163
Fle Search Help

Clear Exit

Selection Criteria

Colp:’— Status: ’—_l Buyer: ’_J Item: liJ
RFQ Nbr: | 2| Thu | 2| Do Thiu |

P.0. Nbr: | 2| Thu | 2| ok |

Corp| RFQ Hbr |Line| Item Description|Byr|Rqd Date| P.0. Hbr|Ord Date|Rcuv Date
8|9 | RFO-81| @681|BLOWER HMOTOR 2HP,|PHMX| 84727705 | PO-6A8| A2/18/ 85 |

089| RFQ-81| 002|aXIAL PIPE CUTTER|PHX|04/27/05| PO-608]02/18/65|
| | | [ | | |

End of Lesson 8
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Lesson 9: RFQ Reports

PMX keeps detailed information on all RFQ’s entered into the sys-
tem and records the purchase orders to which they were converted.
This information appears on the RFQ Summary Report illustrated
on the next page.

Use the RFQ Summary Report Options screen, shown below, to
select report sequences and totals. The Selection Criteria allow you
to print selected groups of RFQs.

To access this screen, choose the RFQ Summary Report button
from the RFQ’s menu.

"+ RFQ Summary Report Options
Fil= Search Help
Clear Print Setup Exit

Print Dptions Sort Dptions
« All RFQ’s

(" Closed RFQ's Only Primary Sequence: |RFO Number -

" Dpen RFQ's Only

Selection Criteria
Select
All

Corporation: 009 |Select Corps!
Rqd. Delivery Range: | Thru
Vendor Number Hange: [ ﬂ Thru ﬂ

Job Number Range: [ liﬂ Thru yiﬂ
RFQ Mumber Range: v [ 2| Thu [ 7|
Item Mumber Range: | liﬂ Thru yiﬂ
Commodity Code Range: | liﬂ Thru ’—ﬂ
Project Number Range: | [ 7| Thu [ 2|
Buyer ID Range: v [ 7| Thu [ 2|

Enter the selection criteria you wish to print the report.
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Sample RFQ Report

CORPORATION: 009 RFQ SUMMARY REPORT PAGE 1
PMRFQSUM RFQ NUMBER SEQUENCE DATE: 03/15/05
RFQ NBR/ RFQ REQUIRED BUYER DISC NET
PO NBR  LIN  DATE ITEM NUMBER COMM CD  MATERIAL DESCRIPTION DELIVERY ID QUANTITY U/M UNIT PRICE  PCT AMOUNT
RFQ-01 1 03/15/05 AA-1000 EQ001 BLOWER MOTOR 2HP, 450 RPM 04/20/05 PMX 3.0000 EA
PO-600 --—-—-—————-—— > HART CORPORATION (#A4000 ) 04/20/05 PMX 3.0000 EA 370.0000 0.00 1110.00
BRAINTREE CORPORATION (#A2000 ) 04/20/05 PMX 3.0000 EA 380.0000 0.00 1140.00
XYZ CORPORATION (#A3000 ) 04/20/05 PMX 3.0000 EA 375.0000 0.00 1125.00
RFQO-01 2 03/15/05 * AXIAL PIPE CUTTER, MODEL 2 04/20/05 PMX 5.0000 EA
PO-600 --—=-———=-———— > HART CORPORATION (#A4000 ) 04/20/05 PMX 5.0000 EA 128.0000 0.00 640.00
BRAINTREE CORPORATION (#A2000 ) 04/20/05 PMX 5.0000 EA 140.0000 0.00 700.00
XYZ CORPORATION (#A3000 ) 04/20/05 PMX 5.0000 EA 130.0000 0.00 650.00
RFQ RFQ-01 TOTAL FOR: HART CORPORATION $1750.00
BRAINTREE CORPORATION $1840.00
XYZ CORPORATION $1775.00
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End of Lesson 9
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