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leta Pro™ Quick Setup

First, some hints as how Zeta Pro™ works before we go into the Quick Set Up.

When working in any Zeta Pro™ window you will have several options accessible
through the buttons at the bottom line, see the icon list. Several of these functions
have a keyboard access. These tasks can be accomplished by clicking on the icons
located on the bottom of the window or by clicking their corresponding keys

% Search for a record Search for a record icon or F1 key

Add a new record Add a new record icon or F3 key

E e — Edit this record icon or F5 key

Delete this record or F4 key
#| Delete this record

’ Next record You can move around the list of records either using

the cursor movement keys[# &], the scroll bar located
to the right of the list, or with the record movement
icons located on the bottom of the window.

1 Previous record

4 First record in file

M Last record in file

Search for a specific record you can start the search window by
= Click on the search icon on the bottom of the window, or
» Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Add or create a new record you can
= Click on the Add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click the OK button to save the new record or the
Cancel button to discard it.
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Edit a record - first select it, then
= Click on the Edit icon on the bottom of the window, or
* Click the F5 key on the keyboard

Change or update the appropriate fields and click the OK button to save the new data
or click the Cancel button to retain the original and discard your changes.

Delete a record - first select it, then
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard
A confirmation window will appear, click Yes to delete the record or No to keep it.

As a security measure, you can only delete a record if is not active and does not
have any transactions linked.

First time setup: Run Zeta Pro™

Enter Business Name and Serial # (Import Key File).
Business name has to match exactly as the License Key.

User: SUPER (Supervisor or Administrator)
Password: SUPER
You can change the SUPER password, but please remember it.

Please go into each of the following options to set up Zeta Pro™ system.

Note: The system is sensitive to the period, not to the date. If you want to execute
any function for the next period, first you should close the current one.

Please follow the order in the next pages.

After loading Zeta Pro ™ select System menu option, will display the
following options in next few pages, only Super user can access
these options.
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System - Keyhoard Shortcuts

The System Keyboard Shortcuts is where Zeta Pro™ stores all the shortcuts for
the system. You can display the windows, dialogs, or initiate a process using the
menu options or by the Toolbar icons. In many cases, you can also access these
functions by pressing individual keyboard keys or combinations of keys, as shortcuts.
The shortcuts described at the Keyboard Help dialog window are operations to
access the functions.

To work with the Keyboard Help, select Using Help from the Help menu or click

on the Keyboard Help icon from any module.

To access the module and the command after the dialog windows displays, select the
Module you want to show from the drop-down: Finance, Sales, Purchasing,
Inventory, Banks, Contacts, Assets, Data or Management; and at the same time
select the Command from the drop-down: Processes, Maintenance, Reports,
Settings, Windows or Changes. The dialog window will display the options or
functions for that particular module, the Shortcut Keys, a short Description and the
icon associated to the function.

Shortcut example for Invoicing: Alt Key + T + 1 + 1, after pressing or clicking the
keyboard shortcut: the system will display the Create and Maintain Invoices
window ready to search or add a new invoice.

) = B®
Module Sales v Command Processes
Commanc Keys Descrption B2 A
Invong AR+T4141 {Create and Mantan Invoxes n
Sales Retum AR+T+1+2 Create and Mantan Sales Retum b))
Customer Depost AR+T+143 Recene Customer Depost b a)
Ship Sales Ocder AR+Tele4 Shp Merchandse from Sales Order L.
Sales Order AR+T+2+1 Create and Mantan Sales Order &
Sales Quote AR+T+2+42 Create and Mantan Sales Quote Y|
Repar Order AReTe341 Create and Mantan Repar Order Nl
Rental Order AR+T+342 Create and Mantan Rental Order LS
Manual Apply Payment AR+T44+1 Apply Manual Payments by Customer 2 |
Autommatic Apply Payment AR+T+4+2 Automatic Apply Payments ]
Semautomatic Apply Payment AR+T+4+3 Semautomatic Apply Payments g |
Invoce Payment AR+T4444 Apply Manual Payments by Invoxce 2
Other Payments AR+ T4445 Receie other Payments B |
Vo Payments AR+T+4+6 Void Customer Payments A |
Apply Credt AR+T45+41 Apply Crects to Open Invokes s
Vo Crede AR+T+542 Void Credes Appled to Invoices ™
Apply Charges AR+T+6+1 Apply Finance Charges to Invokes 4]
Vndd Mharnec APLTals? Vo Fnanra Fhamecs tn Inunicac mY
Please selact Modue and Command from Drop-down
oK Cancel
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System - System Configuration

The System Configuration Setup is where Zeta Pro™ stores all the configuration
information for the system.

¢ License Key was entered at the Zeta Pro™ Installation - it can be
updated from the Business Setup Window, just click the Import
License Key File button
Official Language - Select English, Spanish or Portuguese.
Date Format - Select the Date format
Print English - If the Official Language is not English - check this one if
English is not the official language selected and want all reports printing in
English only (screens in Spanish or Portuguese and printing in English)
Network Type - Select the Windows Server Network type
Taxes - Sale Tax - How many will be set up, (0 to 2), if 0 (zero) no Tax
Name will open; depending on value Tax Name 1 or Tax Name 2 will open
e Color - select all the windows input for the Back Ground color, remember
when changing the Back Ground color, the color White at all legends
changes to the new color.

8] System Ce nfiguration o )| =
Lcense Key 2
Officel Language Srash v
Date Format MMDO/YYYY -
Print Englsh
Avoondd ns WinServer 016~
Taxes 1 -
Tax Name 1 FL TAX
Tax Name 2
Color BackGroundColor

_d OK Cancel
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System - Business Setup

The Business Setup is where Zeta Pro™ stores and manages all the information
and financial transactions for your business.
= Business name, name was entered at Zeta Pro™ Installation
= Input Address, City, State, Country, Zip Code, Phone and Fax number
= Input Website, Email and Fiscal ID to show in documents
= Check if business will be using Multicurrency, see Type of Currency
= User can add different currencies - follow these steps
o F5 to Edit or Edit button to edit Business Setup
Select the Search button next to Local Currency
Select the Zoom button, left lower corner of Currency window
F3 or Add button to add a new Currency
o OK to Save new Currency (Will show in Currency List)
= Data and Report Subdirectory was setup by Zeta Pro™ Installation
= Ring Alarm - see Contacts module
= 13 Periods - Fiscal Year of 12 or 13 periods, the system is sensitive to the
period, no to the date
= Beginning Period of your business fiscal year (PERD = Period)
= Account Length - 4 to 10
= Department Length — 0 to 4 (0 - no department)
= User Limit — dictated by the License Key Number
= Date Limit - dictated by the License Key Number
= License No. - dictated by the License Key Number - for Technical Support

o O O

E
TRl TET& COMCEPTS, INC Horeg ilars
Ackingss 1 FOUR ADDRESS 13 Pennds
Achdngss 2
City PN Segevang Percd EERIOD 01
Ciase FLORIDA ACEmnl LEngT 5
Counkry el Departmertiength g 7
Iip Code 13155
Prong 527037
Fax 05-227-3340
Wiehsite AW ZET ACOMCEPTS.C0M
Ermad SLPPORTRTETACCMCERTS, DO
sl 0 Ly Limst 3| F| &
G sy Diate Limit P rar
LoCa Lurrency [1.x) Lioereee Mo 123
Forengn Curmency VEM
Usis Lreciory o PECFSEIS]
Seport Deechory [l rarim

SR 2 B Carcel
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System - Users Setup

The Users Setup is where Zeta Pro™ uses to limit access to your business data. To
see a file protected by passwords, each user must have not only his or her user
name but also a unique secret password.

= User - the Super user and his password created at Zeta Pro™
Installation. To add new users just select the Add icon at the bottom.

=  Name - the name of the user

= Password - the secret password for this user

= Language - select either English, Spanish or Portuguese; take into
account that only the screens will be in the selected language, all
documents and reports printout will be in English (maybe for future
version will print at the language selected). Zeta Pro™ can support users
with all three languages simultaneously.

=  Screen Access — each user can have different access per screen depending
on the flag selected (Add, Edit, Delete, and View)

= Change Password: to change the user password if selected, both password
should match to save it

= Adding a new User, you will be prompted with four different levels, these
are how users are created, and you can override the access after creation.

= Level 1 - Has the same user rights as the Super, but cannot create a new
user.

= Level 2 - User can Add, Edit, View and Delete all windows. User cannot
have access to any of the four (4) options of the Settings section in any
module.

= Level 3 - User can Add, Edit and View all windows, No deletion. User
cannot have access to any of the four (4) options of the Settings section
in any module. Exception to Level 3, user can delete Invoices, Sales
Return, Sales Quotes and Orders, Repair Order, Rental Order, and
Purchase Quotes and Orders. User can only view Customers and Vendors.

= Level 4 - User can only View (read-only) all windows. User cannot have
access to any of the first four (4) options of the Settings section in any
module.

Adding a new User

To add a new User you can:
e Click on the add icon on the bottom of the window, or
e Click the F3 key on the keyboard

Fill in the appropriate information and click the OK to accept and store the data or
Cancel to discard your changes.

Editing a User

To modify the user, move up or down through the list and select the desired user.
Once selected you can:

e Click on the edit icon on the bottom of the window, or
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e Click the F5 key on the keyboard

When done with the changes, click the OK button to accept the new data or the
Cancel button to discard your changes.

Deleting a User

To delete a user, move up or down through the list and select the desired user. Once
selected you can:

e Click on the delete icon on the bottom of the window, or
e Click the F4 key on the keyboard
Answer Yes to confirm and delete or answer No to keep it.
Deleted records cannot be recovered.

Please verify that you are deleting the correct user.

(8] User Setup o || & || £3)
User sE Q
Name Jose Zowsan
Password 08/16/2019
Langusge | sparssh v
Scareen Access
add £dt Desete Vew
r—r— =
| ] ( \
ECHER2]) UM ] [ ox (orced

Changing the current password, just click the Change Password button, a new
window will display:
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Enter old password [

Enter new password
Retype new password |

OK Cancel

Creating a new user Zeta Pro™ has four levels besides the Super User (Level 0),
which are explained in detail in this screen. Selecting a level when creating a user
will facilitate and automate the screen setup, see the following topics Access Setup
and Screen Setup. Every time a new user is created, a set of screen attached to
this user will be created.

Level 0 - Supervisor: Complete Access

Level 1 - Sub Admnsstrator
User has access to al features same as Supervisor,
Except NO access to user password setup

Level 2 - Power User
User can View, Add, Edt and Dedete all screens.
User CANNOT access the first four options of the Other sechion in ol modules.,

Level 3 - User

User can View, Add and Edt all screens. CANNOT Delete n ol screens

User can NOT access the first four options of the Other section in all modules,
User can Delete in Invoidng, Sales Return, Quote, Sales Order, Repar Orden,
Rental Order, Recurrent Invoices, Purchase Quotes and Purchase Orders.
User can only View Customers and Vendors.

Level 4 - Viewer

User can only View al screens.
User CANNOT access the first four options of the Other section in al modules.

oK Cancel
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System - Access Setup

The Access Setup is where Zeta Pro™ uses to store and combines the screen ID
with the user ID. In this section we can limit where each user can go and not go, by
changing the flag of View, Add or Create, Edit or Update and Delete per screen. After
creating a set of records for the new user, and selecting the corresponding level, the
Admin (Super user) can change his or her access by selecting the user from the
Drop-down User menu, the list of screens will display.

Modules by orders are:

o G - Finance
o C - Sales
o P - Purchasing
o I - Inventory
o B - Banks
o R - Contacts
o F — Assets
o Q - Data
o L - Management
3 Access Setup =R L |
Selact User JOSE v
Screen Description View Create Update Delete -
E----_
B11 Reconciation Y Y Y
B12 Transactions Y Y Y Y
B131 Recepts Y Y Y Y
B132 Payments Y Y Y Y
B21 Banks Y Y Y Y
831 Baance Y Y Y Y
B32 Reconciation Y Y Y Y
B33 Chedks Y Y Y Y
834 Deposts Y Y Y Y
B35 Transacuons Y Y Y Y
B3D Defined Y Y Y Y
832 Transfer to GL Y Y Y Y
B41 End of Month Y Y Y Y =
(X)) (4] A oK Cancel
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Editing a User Screen

To modify the User Screen, move up or down through the list and select the desired
screen. Once selected you can:

e Click on the edit icon on the bottom of the window, or
e Click the F5 key on the keyboard

The Admin (Super user) can change the flag of View, Add or Create, Edit or Update
and Delete per screen by clicking the selection.

When done with the changes, click the OK button to accept the new data or the
Cancel button to discard your changes.

=l

Seeci Liner X

T D erbon el Creshs Lipoate Dhede b

B 0}, | Barks B

] 4 Cance
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System - Screen Setup

The Screen Setup is where Zeta Pro™ stores and manage all the screens. Each
screen has a Screen ID and a Description. The module identification letter, see
prior page, composes the Screen ID, and each module has four unique sections:

1. Transactions
2. Maintenance
3. Reports
4. Settings

The following numbers after the module ID and the section ID are the submenu
numbers assigned to the screen. Please familiarize with the screen names before
assigning a user to the screens access setup. For example, you would like to limit a
user to go Add an Invoice, this particular screen is C111 or limit the user to Apply
Credit, which is C151.

Note: Super user can only change the Screen Description for reference, be
careful when doing this.

8] Screens Setup ol 8|8
Screen Descrption -
C Saks and Recenvables
cir bwoemg |
C112 Sakes Retum
Ci13 Customer Depost
Cll4 Ship Sales Order
Ci21 Sales Order
cl122 Saks Quote
G Repars
c132 Rentak
Ci14] Manual Apply
C142 Automatic Apoly
C143 Semautomatic Apply
Cl44 Invoice Payment
C145 Other Payments
Cl146 Vol Payments
C151 Apply Credr
C152 Voud Credet =
A4 M ¢« » ¥ oK || Cencel
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System Module Setup

Finance

First setup the Finance, sample Chart of Account provided with new business
setup, review it. If you want history, have an accurate Balance Sheet for posting,
either to prior year; or to current year, your account balances.

Settings — # 2 Change Set up see Change Set Up

Settings — # 4 Account Types (optional) see Account Types

Settings - # 5 Cash Account (optional) see Cash Account

Settings — # 6 Type of Currency (optional) — If using multicurrency see Type
of Currency

Settings - # 7 Foreign Currency Exchange - if using multicurrency see
Foreign Currency Exchange Rate

Maintenance - # 1 Chart of Account see Chart of Account

Maintenance - # 2 Department - if using department (optional)

hWNR

U

N

Sample Chart of Account Types provided with a new business setup.

Banks
1. Maintenance - # 1 Banks
2. Settings - # 2 Change Set Up

Sample Bank Transaction Code provided with new business setup.

Inventory
e Settings - # 2 Change Set Up
Same as Create Data at the Purchasing module and Sales module

A sample Inventory Item is provided and the sample following codes also
provided with a new business setup: Line, Group, Class, Subclass, Category,
Location, Unit of Measure, Item Code, Resources, and Adjustment Reasons.

Line: 1000 and 9999

Group: 0260, 0270, 0280 and 9999

Class: 010, 0102, 0103 and 9999

Subclass: 0101, 0102, 0103 and 9999

Category: 0011, 0012, 0013, 0014, 0015, 0016, 0017, 0018, 0019,
0020 and 9999

Purchasing
1. Settings - # 2 Change Set Up
2. Settings - # 5 Create Data - # 1 Inventory
Setup # 1 - Line; # 2 - Group; # 3 - Class; # 4 - Subclass;
# 5 - Category; # 6 - Parts; # 7 — Location; # 8 — Measure; # 9 - Type;
# 0 - Manufacturer; # A - Adjustment Reason

- -12
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3. Settings # 5 Create Data - # 2 Vendor
Set up # 1 - Vendor Class; #2 - Pay Term

4. Maintenance - # 4 Buyer

5. Maintenance - # 1 Vendor

6. Maintenance - # 2 Inventory

Sample Vendor Pay Term and Vendor Class provided with a new business
setup.

Sales

1. Settings - # 2 Change Set up

2. Settings # 5 Create Data - - # 1 Inventory
Setup # 1 - Line; # 2 - Group; # 3 - Class; # 4 - Subclass;
# 5 — Category; # 6 — Parts; # 7 — Location; # 8 — Measure; # 9 - Type;
# 0 - Manufacturer; # A - Adjustment Reason

3. Settings - # 5 Create Data - # 2 Customer
Setup # 1 - Class; # 2 — Region; # 3 — Industry; # 4 — Pay Type

4. Settings - # 5 Create Data - # 3 Repair (optional) - If using Repairs
Set up # 1 - Repair Product; # 2 - Repair Failure; # 3 - Repair Activity;
# 4 — Repair Expense

5. Maintenance - # 4 Salesman

6. Maintenance - # 6 Technician

7. Maintenance - # 1 Customer

The sample following codes provided with a new business setup: Customer
Industry, Customer State/Region, Customer Class and Customer Pay Type.

For the Repair Order the following codes provided with new business setup:
Repair Failure, Repair Activity and Repair Expense.

Contacts

1. Contact - # 1 Contact (optional)
2. Contact - # 2 Notes (optional)

Assets

1. Settings - # 2 Change Set up

2. Settings — # 5 Create Data - - # 1 Inventory
Setup # 1 - Line; # 2 - Group; # 3 - Class; # 4 - Subclass;
# 5 - Category; # 6 — Parts; # 7 — Location; # 8 — Measure; # 9 - Type;
# 0 - Manufacturer; # A - Adjustment Reason

3. Settings # 5 Create Data - # 2 Vendor
Set up # 1 - Vendor Class; #2 - Pay Term

4. Settings - # 5 Create Data - # 3 Assets -
Set up # 1 - Location; # 2 - Department; # 3 - Area; # 4 Resource Role;
# 5 Consumption Units; # 6 Repair Failure
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System - Table Browsing

With Zeta Pro™ version 10, of we have introduced a new look to the system by
including the Table Browsing, where the user can search and browse the tables
with incredible speed and detail.

To help you with the data, the system will display the Search window with the
following searchable fields to help in the process. For introduction, we have selected
the Inventory table.

= Inventory # - allows you to select the entire inventory or just one - click on the
lookup icon to select one.

= Date From - allows you to select a date (create date) with a calendar popup
icon — click on calendar icon next to the field or the F4 Key.

= Date To - allows you to select a date (create date) with a calendar popup icon
- click on calendar icon next to the field or the F4 Key.

= Clear - to clear the dates or the search selection, in this case the Inventory #.

ey B q. Disle From ™ Diale Ta [~ yree :'

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.

- -14
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| = |3
erliory B | [:L Diale From - Dae Ta . e
!l.l‘-'l“'l‘.'l'"'.'l]tl"\' w DrasripTicn Price O Hand Bopuad &
1001-106 PIN COTTER 062 X 500 LONG _ | o00413 4
(1001-801 PIN HITCH (0.047) 0.13 2686 o
| 1001815 PIN COTTER {.031 DIA .250L) 027 355 0
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kB M 4 ¥ M oK Cancel

The user can select the inventory by Double-clicking on the selected row, or by
selecting the row and clicking the OK button.

Add a new Inventory Item At the bottom of the Search window, you will find
E a set of icons that will show available functions.
Show the Legend

The user from this window can also add a new inventory by clicking the Add icon to
start a new inventory.

The Browser Legend will display different colors depending of the status:

Inactive - the inventory color is Red (1001-853)

No Stock - the inventory color is Yellow

Active - the inventory color is White

Selected - the inventory-selected color is Dark Blue (1001-106)
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FINANCE - Transactions

The Journal Entry allows to post transactions to any period of the current fiscal
year and to post an adjustment to the prior fiscal year that has been closed.

Before posting an entry to the Finance module, we will explain the different terms to
use:

The Journal

The journal is the place where we post the debit and the credit for each transaction.
The journal works as a chronological financial record. A complete transaction shows
same debit and credit amounts for an entry.

Journal Entry

When you add a Journal Entry to Finance, the entry is not added directly. You have
just created a journal entry. While the transactions remain as a journal entry, you
can correct them as many times as you want.

After having reviewed and corrected the journal entries, you post them to the
Finance module. After posting the entry, it cannot be corrected, you can offset them
only by creating another entry. This is an example of a journal entry:

Description ‘ Debit Credit
Cash 100.00

Sales revenues 100.00
Totals 100.00 | 100.00

This entry records a cash sale. Each line of the entry is a detail line. Both side of
the transaction shows: the cash increase (shown as a debit) and the sales revenues
increase (shown as a credit).

Entries

The entries consist of accumulated journal transactions. You can include any number
of detail lines in an entry. This is a convenient and efficient method to post journal
entries to the Finance module.

= You can control the number of lines on any entry.

* You can begin the entry, leave it, and return later to finish the entry, if the
entry is in balance, meaning debits and credits should be the same amount.

- -17
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Chart of Account

The chart of account is the complete group of accounts in the system. The chart of
account's balance, called Trial Balance, includes all the amounts posted to the
accounts.

The journal entries are transaction specific records, but the Finance module trial
balances are account specific records.

= The journal entry transactions are posted to the Entry.
» The Trial Balance shows the activity of specific accounts.

This is an example of a transaction of the Trial Balance, using the previously shown
journal entry:

Debits Credits Balance

Cash Account

Previous balance 0.00
Adding 100.00
Current balance 100.00

Sales Revenues

Previous balance 0.00
Adding 100.00
Current balance 100.00

The Trial Balance keeps track of all your accounts.

e The system applies debits and credits to the accounts, as you post the
journal entry to the Finance module.

e Each account always has a current balance, which the system uses to
generate the financial reports.

- -18
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Working with Journal Entries

Journal entries are handled by the system as “lots” of transactions. A lot can have
from one to any number of transactions included. You will normally group your
transactions according to your own needs and specifications, for example, “today

sales”, “petty cash period movements”, “utility billing”, and so on. There is no
restriction on how you group your data.

To work with journal entries, select Journal Entries from the Transaction menu or
click on Journal Entries icon.

To help you with the data, the system will display the Journal Entries Search
window with the following searchable fields to help in the process of selecting your
journal entries:

= Lot # - allows you to select all the journal entries or just one.
= Date From - allows you to select a date (entry create date) with a calendar

popup icon
= Date To - allows you to select a date (entry create date) with a calendar popup
icon
E o
Lk B 0 Date From = Diabe T =

[#].1 sl

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the entries.

7| = e
Lot & Cl.. Chate From [~ [iate To -
Lot & User Comment

HEWS EMTRY

s B W 4 » M oK Cancel

The user can select the journal entry by Double-clicking on the selected journal
entry or by selecting the journal entry and clicking the OK button.

Add a new Journal Entry | At the bottom of the Search window, you will find a
set of icons that will show available functions.

E Show the Legend

The user from this window can also add a new journal entry by clicking the Add icon
to start a new journal entry.
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The Browser Legend will display different colors depending of the status:

Active - the journal color is White

Selected - the journal-selected color is Dark Blue (0310)

You can also navigate through the records by means of the navigation icons.

After selecting the journal entry, the system will display the following window; at the
bottom, you will find a set of icons that will show the available functions.

X Search for a Journal Entry You can search, add, edit

=] I or delete records by Next record
Create a new Journal Entry means of the action 4 Previous record
Edit this Journal Entry icons. You can also Mo d'in fil

= ) irst record in file

Delete this Journal Entry navigate through the

records by means of the M ast record in file

navigation icons.

Adding a Journal Entry

To start a new Journal Entry you can:
e Click on the add icon on the bottom of the window, or
e Click the F3 key on the keyboard

This will automatically create a new Journal Entry Lot number and will take you to
the User name field. You will need to complete the following information in order to
complete the transaction:

e Fill in the user name field. By default, the current operator will show.
e Fill in the comment field with a description for the entry.

¢ Specify the date for the transactions. By default, the system date shows.
You can change it with your keyboard or you have a calendar popup to
choose a date.

e The period and number of entries are completed by the system.

Click OK to accept the data and start the entry or click Cancel to discard the data
and close the window.

e Choose the period.

If you accept the data, you will have to specify the year (previous or current) and
period to post the data. The period can only be specified for the current fiscal year. If
you select the previous year, the entry is posted only to the end of the prior fiscal
year. This information cannot be change for the rest of the journal entry. If one or
more transactions are from a different period, create a new journal entry for them.
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Your next step is to fill in the detail for the entry, see Working with Journal Entry
detail.

Lot » a3sd U,‘ [uarte oxur20z: |l
Lty PER Penad r &
Cmment HEW ENTRY

Post to Cument Yea 2022 = July

i Canced

Working with Journal Entry detail

The Journal Entry Detail is where you enter the data related to the transactions you
want to post to the Finance module. The Finance module requires all the transactions
in balanced form, which means that the total debits and total credits must have the
same amount. The program keeps track of your entered amounts and notifies you if
you are trying to close a Journal Entry with unbalanced debits and credits.

Every transaction has two or more lines of detail data depending on distribution of
the transaction value among the Finance module chart of accounts. For every line of
data, you will need to enter:

e Account number - This is a required field, you can only post data to active
accounts; Header and Inactive accounts are rejected, as well as account
numbers not already defined. If you need help to locate a specific account,
click on the search icon located to the right of the account number field.

e Description - Optional field used to store descriptive data about this
posting, up to 30 characters in length.

¢ Reference - Optional field used to store referral data for this posting, up
to 10 characters in length. Usually you will enter a reference to the
document that originated the transaction.
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¢ Date - Required field where you indicate the transaction Date - You have
a calendar popup to choose a date.

¢ Debit and Credit - Required Data - This is where you specify the value
assigned to the account. You can specify a debit or a credit, but not both at
the same time. The value you enter should be positive.
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To work with the Journal Entry detail you must first create or select the desired
entry. To maintain the detail you can:

e Click OK to proceed with the detail for the currently selected Journal
Entry,

e Search for a Journal Entry (refer to Searching for a Journal Entry) and click
OK to proceed or,

e Start a new Journal Entry (refer to Adding a Journal Entry)
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You can add, modify or delete

Add a new Detail Entry entries. This actions can be

performed by clicking on the q

respective icons located on the Previous Journal Entry
Delete the Detail Entry bottom of the window (table e el

at left) or by moving by their »

corresponding keys.

Next Journal Entry
Edit the Detail Entry

Last Journal Entry

Searching and selecting detail lines

You can move the browser section in the Journal Entry Detail maintenance window
when it is active (selected) either using the cursor movement keys [t ], or with the
record movement icons located on the bottom of the window (see icon table).

Adding a Detail Line
To add a new detail line to a journal entry you can:

e Click on the add icon on the bottom of the window, or
e Click the F3 key on the keyboard

This will display the detail line input section on the bottom of the window. Fill in the
appropriate information and click OK to accept and store the data or Cancel to
discard your changes and return to the browser section.

After adding a detail entry the system will ask if you want to continue adding new
lines of detail, select Yes to continue adding or No to return to the browse section.

The detail lines will be stored in the order you enter them.

Editing a Detail Line

To modify the data of a detail entry, move up or down through the list and select the
desired line. Once selected you can:

e Click on the edit icon on the bottom of the window, or
e Click the F5 key on the keyboard

The data corresponding to the selected line shows in the detail input section, on the
bottom of the window, ready for you to change. When you are done with the
changes, click OK to accept the new data or Cancel to discard your changes and
return to the browse section.
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Deleting a Detail Line

To delete a detail line, move up or down through the list and select the desired line.
Once selected you can:

e Click on the delete icon on the bottom of the window, or
e Click the F4 key on the keyboard
Answer Yes to confirm and delete the line of Data or answer No to keep it.

Deleted records cannot be recovered, please verify that you are deleting the correct
one.

Reviewing Journal Entries
You can review your Journal Entries in one of three ways:

e Using the see Editing a Journal Entry to browse non posted Journal Entries

e Generating an on screen report of your Journal Entries or,
e Generating a hard copy report of your Journal Entries

With the last two procedures, you have the convenience to review posted (non-
editable) Journal Entries as well as non-posted ones. You can also specify a range of
data and, for posted Journal Entries, a range of posting periods.

To generate this report select the Journal Entries option from the Reports menu.
The parameters selection window shows the following:

Type - This option is only Detail
Sort - Select how the records will be retrieved, your options are:

= Posted Entry - Only posted Journal Entries can be retrieved and you can
specify which ones.

= Posted Period - Only posted Journal Entries can be retrieved and you can
specify which periods.

» Un-posted Entry - Only un-posted Journal Entries can be retrieved and
you can specify which ones.

Data - Select if you want All the data, just a Range or an Individual ones. If you
select Range or Individual, the system will show a window where you can
specify either the range or the individual ones to report. Both data depend on
what you selected in Sort - For Posted Entry and Un-posted Entry you should
specify Journal Entry numbers.

Click OK to generate the report or Cancel to close the window.
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Searching for a Journal Entry
To start searching for a specific Journal Entry you can:

e Browse through the existing records using the record movement icons on the bottom
of the window (see icon table at right)

e Click on the search icon to the right of the Lot humber field, or
e Click on the search icon on the bottom of the window or
e Click the F1 key on the keyboard

Any of these actions will present you the Journal Entries search window where you
will see a list of all the editable Journal Entries. You can move up or down, either
using the mouse or the directional arrow keys [t §] to select the record you want.

To work with the selected record, click on the OK button. Click the Cancel button to
return without making a selection.

Editing a Journal Entry

To edit an existing Journal Entry, start the search function by clicking one of the
search icons, locate the entry and select it.

You can only change the comment of the Entry. Do this by:
e Click on the edit icon on the bottom of the window, or
e Click the F5 key on the keyboard

Change the comment and click OK to accept the new data or Cancel to discard the
changes.

If you want to edit the detail for the Entry, click OK once again and refer to
Working with Journal Entry detail, otherwise click Cancel to start over.

Deleting a Journal Entry

To delete an existing Journal Entry, start the search function by clicking one of the
search icons, locate the entry and select it.

To delete the selected entry:
e Click on the delete icon on the bottom of the window, or
e Click the F4 key on the keyboard

A message shows alerting about your action. Select Yes to confirm and delete the
entry with its corresponding detail, select No to retain the document.
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After entering and reviewing journal entries, you can post them to the Finance
module. Posted entries cannot be changed.

To work with journal entries, select Post Entries from the Transaction menu or
click on Post Journal Entries icon.

To help you with the data, the system will display the Post Journal Entries Search
window with the following searchable fields to help in the process of selecting your
journal entries:

* Lot # - allows you to select all the journal entries or just one.
= Date From - allows you to select a date (entry create date) with a calendar

popup icon
= Date To - allows you to select a date (entry create date) with a calendar popup
icon
Bl
lat & Q Dl i - Dt T -
0K Carcsd

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the entries.
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The user can select the journal entry by Double-clicking on the selected journal
entry or by selecting the journal entry and clicking the OK button.

E At the bottom of the Search window, you will find a
Show the Legend set of icons that will show available functions.

The Browser Legend will display different colors depending of the status:

Active - the journal entry color is White

Selected - the journal-selected color is Dark Blue (0310)

You can also navigate through the records by means of the navigation icons.
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Post Journal to Current Year

After selecting the journal entry, the system will display the following window, where
you can select and process each of your pending Journal Entries. You must select
and process each one separately. To post the journal to the current year, a window
will show general data and totals about the entry.

To post the selected Journal Entry click OK to proceed or click Cancel to abort and
return to the selection window.
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Post Journal to Prior Year

To Post to Prior Year, a window will show general data and totals about the entry.

It will also request the Retained Earnings account, which is in the account type
range = ‘F’, for more information see Account Types

Enter the account or search for the account number clicking on the search icon, the
search will be limited to the range mentioned above.

This account number is required because after closing a fiscal year, the system
reduces to zero the balances of the revenues and expenses accounts (Income

Statement) for the new fiscal year and calculates the net gain of the year that

is closing.

The net amount of the journal entry is posted to the Retained Earnings Account.
All subsequent journal entry posting of revenues and expenses to the prior year,
should be posted to the Retained Earnings Account.

Click OK to proceed or click Cancel to abort and return to the selection window.

In any case, wait for the process to finish before continuing with another entry.
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The complete group of accounts is called the Chart of Account; Zeta Pro™ allows
you to set up a chart of account correctly and post any financial transaction quickly
and clearly.

The Generally Accepted Accounting Principle requires that each account category
in the Chart of Account should be treated equally in any given situation. This way,
the account should go in the correct place in order to receive the appropriate
treatment.

When designing a Chart of Account for the business, consider the standard
accounting practices in your industry and your own special reporting needs. If you
already have a Chart of Account, you do not have to change it; just change the
Account Type so that it fits your needs.

Before creating an account, we will explain the different terms that must be use:

Accounts

An account is a record keeping unit. Each account is set up to maintain the
transactions for a specific type of financial category and has a unique account
number, governed by the range of accounts of the category.

You can subdivide an account assigning different departments.

Account category

The account categories fall inside two wide groups, Balance Sheet accounts and
Income Statement accounts. The account category determines the type of
accounting treatment given to that account.

The names of account categories can be edited through the option Account Types
in the Settings section.

Type
A letter that identifies each category.

Account #

Is a unique identifier of the chart of account and it can have between 4 and 10
alphanumeric characters. The account number includes the account category.

You define the length at the System Set Up in Business Setup.

The first four characters should be numeric and they should fall inside the range of
the account category. The other characters are not restricted.
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EXAMPLE: If the range of numbers for the Fixed Assets account is from 1200 to 1499,
and the system has been set up for an account number length of eight
characters, we can create the following accounts:

12001000,
1300AAAA,
1400AA00.

You cannot use 12AA1000, because the third and fourth characters are not
numeric.

Department #

Is a unique number and it can have between 0 to 4 alphanumeric characters. You
define the length at the System Set Up in Business Setup.

Before assigning number to department on any of the account, you should create
the Department in the Maintenance section of the Finance module.

Account Sorting

The accounts are sorted from left to right, regardless of the length of the identifier;
for example: 1000 appears before 200, 50000 before 60.

The numbers are sorted before the letters; for example: 1099 appears before 109A,
and 9999 before A0O1.

If two or more accounts have the same account nhumber, they will be sorted based
on their assigned department numbers, for example: the accounts 10109, 10110-21,
10110-22 and 10111 are sorted in the order shown.

Description
Is a unique description of the account, up to 35 characters.

Status
Every account can have one of three types of status: active, inactive or header.

Active - accounts are completely functional accounts in which you can post debits
and credits.

Inactive - accounts are accounts that are not active; you cannot post debits and
credits to an inactive account. This status is use to delete an account from the Chart
of Account, first changing their status to inactive and later deleting it.

You cannot delete an account that has posted transactions.

Header - accounts are those that define the financial subtotals in the preparation of
reports. They do not contain debits or credits; neither will they carry a balance. With
this feature, you can enjoy almost unlimited flexibility when organizing and
categorizing your financial reports.

Level

Applies only to accounts with the header status. For this version of Zeta Pro™ the
only valid level is 1; in future versions could be increased.
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Header Accounts
The header accounts are used to group and subtotals balances.

All the accounts that are between a header account and the following header
account are included in the subtotal.

To see how a header account works, consider the following example:

Suppose that you have three cost centers, their account numbers are 401000,
402000 and 403000. To subtotal the three of them, you create a header account and
your number it before the numbers of the three costs centers, like this (see the
highlighted row):

Account # Description Status

400001 Cost Center &
401000 Cost Center A Active

402000 Cost Center B Active

403000 Cost Center C Active

410001 Another group of accounts Header

The system begins to subtotal when reading the first header account, in this case
400001, and finishes subtotaling when finding the next header account: 410001.

Each new account header begins another subtotal. Three rules to follow:
e Set up a header account for each subtotal that you want to have.

e The range from an account to the other should cover all the accounts that
you want to include.

e The range of the header account should take in consideration future
additions.

Maintaining the Chart of Account

To work with this function, select Chart of Account from the Maintenance menu or
click on the Create and Maintain Chart of Account icon.

This will show the main Chart of Account window where you can visualize all the
defined accounts on your system.

You can move around the list of accounts either using NET eEeint:

the cursor movement keys[#t &], the scroll bar located to B prcvious Account

the right of the list or with the record movement icons 4 cict Account
located on the bottom of the window, see icon table to M

the right. The currently selected account will be Last Account
highlighted.

. . . . % Search for an Account
The entire normal maintenance task (searching, adding,

modifying and deleting) can be accomplished by clicking E Add a new Account
on the icons located on the bottom of the window or by Edit Account data
clicking their corresponding keys, see icon table at right.

Delete current Account
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Adding an Account
To create a new account you can:

e Click on the add icon on the bottom of the window, or
e Click the F3 key on the keyboard

This will start the account information window where you should fill the following
information:

o Account Type - Enter the letter identifying the account category that
corresponds to your new account number. You can search in the available
account types by clicking on the search button just to the right of the field. The
system will automatically show the range of account humbers for the category
you entered.

o Account # - Enter your desired account number here. Be sure the first 4
characters are numeric and that they’re between the range of values for the
category (Account type) you selected. Remember that the account length is
configured in Business Setup.

. Department # - Enter the desired department number or click the search button
just to the right of the field.

NOTE: This field will appear only if your business has been setup to use
departments. Check your Business setup if needed.
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The system will automatically show the new complete account number, including the
department, in the field ‘New Account’.

o Description - Fill in the description for the account.
o Description 2 - Fill in the second description for the account (if needed).

o Status - Choose the account status. If you choose *H’ for header, the system will
display the account level (fixed at 1 for this version).

Click OK to accept the data and create your new account or click Cancel to discard
your changes and return to the main Chart of Account window.

Editing an Account

To edit an existing account, first locate and select it. You can do this by moving with
the cursor keys [t &] or using the scroll bar to the right of the list of accounts. When
you have selected the desired account, start editing by:

e Click on the edit icon in the bottom of the window, or
e Click the F5 key on the keyboard

This will show the Account editing window where you can change its descriptions or
the status only.

Click OK to accept the changes or click Cancel to discard them and return to the
Main Chart of Account window.

Deleting an Account

To delete an existing account, first locate and select it. You can do this by moving
with the cursor keys [t §] or using the scroll bar to the right of the list of accounts.
When you have selected the desired account, verify that its status is set to Inactive.
You cannot delete an active account. If the account status is not set to Inactive,
first change it (see previous topic) and then delete the account by:

e Click on the delete icon on the bottom of the window, or
e Click the F4 key on the keyboard

A confirmation window will appear. Choose Yes, if you really want to delete the
account or No to keep it.

NOTE: you cannot delete any account if you have posted transaction during the
current or prior fiscal year.
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Departments are used to group related data in the financial reports. They also let you
control expenses, plan budgets and have a better control of your finances in general.

NOTE: this section only applies if your business has been setup to use departments,
by selecting the Business Set Up from the System menu and selecting the

Department Length greater than zero (0).

To work with this function, select the Department option from the Maintenance
menu or click on the Create and Maintain Department icon

You can move around the list of departments either
using the cursor movement keys[#t §], the scroll bar
located to the right of the list or with the record

movement icons located on the bottom of the window.

The currently selected department will be highlighted.

The normal maintenance task can be accomplished by
clicking on the icons located on the bottom of the
window or by clicking their corresponding keys.

Next Department

Previous Department

L]
L

First Department

Last Department

% Search for a Department
E Add a new Department
Edit Department data

Delete current Department

=

O Lanced
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Adding a Department
To create a new department you can:

e Click on the add icon on the bottom of the window, or
e Click the F3 key on the keyboard

This will start the department information window where you should fill the following
information:

e Department # - Enter your desired department number here. Remember that
the department number length is configure in Business Setup. If the department
length is greater than 1, you should include any leading zeros, example for 2 digits
01,02, 03.

o Name - Fill in the description for the department, up to 30 characters.

Click OK to accept the data and create your new department or click Cancel to
discard your changes and return to the main Department Maintenance window.

Editing a Department

To edit an existing department, first locate and select it.

You can do this by moving with the cursor keys [t §] or using the scroll bar to the
right of the list of departments.

When you have selected the desired one, you can:
e Click on the edit icon in the bottom of the window or,
e Click the F5 key on the keyboard
This will show the department editing window where you can change its name only.

Click OK to accept the changes or click Cancel to discard them and return to the
main Department Maintenance window.

Deleting a Department

To delete an existing department, first locate and select it.

You can do this by moving with the cursor keys [t §] or using the scroll bar to the
right of the list of departments.

When you have selected the desired one, you can:
e Click on the delete icon on the bottom of the window or,
e Click the F4 key on the keyboard

A confirmation window will appear. Choose Yes, if you really want to delete the
department or No to keep it.

NOTE: you cannot delete any department assigned to an account.
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The Recurrent Entries allows you to create Journal Entries that will be posted
automatically to any period of the current fiscal year. Because they are created as
part of the End of Period process, they will appear as the very first Journal Entries
of the period.

To work with this function, select Recurrent Entries from the Maintenance menu
or click on Create and Maintain Recurrent Entries icon.

To help you with the data, the system will display the Recurrent Entries Search
window with the following searchable fields to help in the process of selecting your
recurrent entries:

= Lot # - allows you to select all the recurrent journal entries or just one.
= Date From - allows you to select a date (entry create date) with a calendar

popup icon
= Date To - allows you to select a date (entry create date) with a calendar popup
icon
E =
Lek B (o] Diate From - Daie To -
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The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the recurrent entries.
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The user can select the recurrent journal entry by Double-clicking on the selected
recurrent journal entry or by selecting the recurrent journal entry and clicking the
OK button.

Add a new Recurrent Entry At the bottom of the Search window, you will find a
set of icons that will show available functions.

E Show the Legend

The user from this window can also add a new recurrent journal entry by clicking the
Add icon to start a new recurrent journal entry.
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The Browser Legend will display different colors depending of the status:

Active - the journal color is White

Selected - the journal-selected color is Dark Blue (9006)

You can also navigate through the records by means of the navigation icons.

After selecting the journal entry, the system will display the following window; at the
bottom, you will find a set of icons that will show the available functions.

Search for a Journal Entry You can search, add, edit or , et record
Add a new Journal Entry delete records by means of the ‘
Edit the Journal Entry action icons. You can also Previous record
N — navigate through the records by | ™ First record in file
means of the navigation icons. ¥ o
Change Posting Period Last record in file

Recurrent journal entries are handle as normal journal entries but are stored in their
own area, and posted to the Finance module as part of the End of Period process.

A recurrent journal entry has the same data as a normal journal entry. The main
difference is that instead of specifying the posting year and period, you specify the
period where will be posted during the current fiscal year (13 periods or 12 periods
per year).

You cannot post a recurrent journal entry to a prior year

Within the recurrent entry maintenance window, you have several options:

1) You can start a new recurrent journal entry
2) You can edit or delete an existing one.

At the bottom of the window, you will find buttons to perform all of these actions
(see the icon table).

Additionally, you will find a Period icon to indicate the period where the current entry
will be posted, either in all or some periods.
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Searching for a Recurrent Journal Entry

To start searching for a specific journal entry you can:

e Browse through the existing records using the record movement icons on the
bottom of the window.

e Click on the search icon to the right of the Lot number field, or click on the
search icon on the bottom of the window or click the F1 key on the keyboard.

You can move up or down, either using the mouse or the directional arrow keys [{ 8]
to select the record you want.

To work with the selected record, click on the OK button or click the Cancel button
to return without making a selection.

Adding a Recurrent Journal Entry

To start a new recurrent journal entry you can:
e Click on the add icon on the bottom of the window, or
e Click the F3 key on the keyboard

This will automatically create a new Recurrent Journal Entry Lot number (they always
start with a 9 digit number) and will take you to the User name field.
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You will need to complete the user name field before transaction data can be filled
in; the current operator will show.

Click OK to accept the data and start the entry or click Cancel to discard the data
and close the window.

By accepting the data, you will have to specify the periods that this Journal Entry will
be posted. To do this you click on the Period icon on the bottom of the window.
Check all the periods you need this Journal Entry posted on.

Your next step is to fill in the detail for the entry. Refer to Working with Journal
Entries.

Editing a Recurrent Journal Entry

To edit an existing recurrent journal entry, start the search function by clicking one
of the search icons, locate the entry and select it.

You can change the comment of the entry:
e Click on the edit icon on the bottom of the window, or
e Click the F5 key on the keyboard

You can also change the periods where this entry will be posted; to do this click on
the period icon on the bottom of the window.

Click OK to accept the new data or Cancel to discard the changes.

If you want to edit the detail for the entry, click OK once again and refer to Working
with Journal Entries, otherwise click Cancel to start over.

Deleting a Recurrent Journal Entry

To delete an existing recurrent journal entry, start the search function by clicking
one of the search icons, locate the entry and select it (refer to Searching for a

Journal Entry)
To delete the selected entry:

e Click on the delete icon on the bottom of the window, or
e Click the F4 key on the keyboard

A message alerting about your action will show. Select Yes to confirm and delete the
entry and corresponding Detail or select No to retain the entry.

Working with Recurrent Journal Entry Detail

Recurrent journal entries have the same specifications and procedures for its detail
section as normal journal entries. Please read Working with Journal Entries for a
detailed explanation.
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Budget

The Budget is a projection of revenues and expenses based on the history of the
business. Is the assignment or allocation of money to a particular activity for a
specific time period. You can be “within” or “over” the budget, depending on the
certainty of the projection. The difference between budgeted and spent is called
the variance of the budget.

You can maintain budgets for the current and next years.

To work with current year’s budget, select Budget, Current Year from the
Maintenance menu. To work with next year’s budget, select Budget, Next Year
from the Maintenance menu. This will show the Budget Maintenance window.

Within this window, you will see fields to enter the amounts projected for each period
of the current or next year. As a reference, you will also see the corresponding
amount for the prior or current year.

You configure what year you want as a reference selecting Change Set Up from the
Settings menu. Select Display prior year amount in budget if you want to
compare with prior year, otherwise, current year will be use.

You can search for the account you want to maintain
% Search for an Account and edit its budget Data - You can do this by clicking
on the corresponding icon on the bottom of the
window or by clicking the corresponding key (see icon
list at left).

Edit Budget amounts

The following conditions must be met by an account to have budget data:

e The account must be assigned to a category used in Income Statements:
revenues, costs, expenses and taxes (see Account category).

e The account must have an active status. An account with a header status
never has a balance and an inactive account cannot receive postings.

Searching for a Budget Account

To start searching for a specific account you can:

e Browse through the existing records using the record
movement icons on the bottom of the window » Next Account

e Click on the search icon to the right of the Account Y Previous Account

number field, 4 First Account

e Click on the search icon on the bottom of the window = M | 5ot Account
or

e Click the F1 key on the keyboard.

Any of these actions will present you where you will see a list of all the defined
accounts that can receive budget. You can move up or down, either using the mouse
or the directional arrow keys [t §] to select the record you want.
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To work with the selected record, click on the OK button or click the Cancel button
to return without making a selection.
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Current Year Current Fear Budget
Perisd 0] 1] Period 01 - 10000
Period 0 ] Period 07 100
Perind 03 1 Period 03 10000
Perind 04 il Penind 04 10000
Perind 05 a Period 05 10000
Penod 06 i Period D& 1000
Penod OF i Period OF 10000
Perind 03 il Penod O3 10000
Berind 0% 0 Perniod 05 10000
Period 10 ] Period 18 10000
Penod 11 ] Penod 11 10000
Peviod 12 a Period 12 10000
Tatsl a Total - 1 2100
Al | 4 W & Cancel

Editing Budget Data

To edit the budget data for the currently selected account, you can:

Click on the edit icon on the bottom of the window, or
Click the F5 key on the keyboard

This will allow you to fill all the needed data for every period. When you are finished,
click OK to store the information or click Cancel to discard and return to select
another account.

If you selected to store the information, a confirmation window will ask if the entered
data is correct. Answer Yes if you want to make the changes permanent or No to
discard them.

When you have finished working with budgets, click Cancel to close the window.
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Zeta Pro™ provides a full range of reports for your Finance information. This section
groups the available reports in categories. These categories are Maintenance
Reports, Auditing Reports, Financial and Analysis Reports and Other
Reports. All the reports can be executed by selecting them from the Reports menu.

Report data options

For most reports you can chose the Type of data to show, normally detail or
summary; determine the order in which data should be shown or filtered (Sort) and
the range of data to show (Data). Choosing some options will display an additional
window where you will have to select or enter more information. In the next
sections, you will find detailed explanations on how these options affect each report.

Report output options

Each report, unless specified otherwise, can be directed to your choice of output
devices or locations. The following options are standard:

» Screen - Shows the report in a preview window where you can navigate from
page to page, zoom in or out the view or print a hard copy.

* Printer - Sends the report to the system configured default printer. If you
want to print to a different one, go to your computer’s control panel and set
another one as default.

= Export - Creates a file from the report data in one of the available formats.
See the next topic for a detailed explanation.

Export a report

Zeta Pro™ offers a great flexibility for exporting your reports to a wide range of file
formats. This can allow you to send the reports via e-mail, save them for archiving
for later review or simply to share or communicate the data with other collaborators.
Please note that this topic does not cover all the available formats. Some of them are
disabled or are for advanced users and require special information to carry out the
task.

For all the export formats, you should click the Edit button to specify the filename
and other needed parameters and then, click the Export button to execute the
report. The recommended formats for Multiple Band export are:

= Text - Exports the report as a simple text (*.TXT) file. Specify the filename,
either with or without full path name and click Export.

» Rich Text Format (RTF) - You can use this format to send reports that can
be open in Word or similar word processors. Specify the filename, either with
or without full path name and click Export.

= HTML - Exports the report as a web page. Before specifying any option you
should enter, the output filename (include the full path if necessary or Click the
small browse button to the right of the field). If you do not want to view the
file after export, clear the ‘Open file in default browser after export’ indicator.
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= Active X Viewer - Exports the report as an Active X Viewer. When you select
this export option, you can create a report file that will be written to a
proprietary file format. To view a PDI file, you create an HTML container file.
The HTML container includes a pointer to the ActiveX Viewer control
(RRPRVIEW.CAB) along with a pointer to the generated PDI. When the HTML
file is opened in a web browser that supports ActiveX such as Explorer the
report is displayed in a viewer window. Specify the filename, either with or
without full path name and click Export.

The recommended formats for Single Band export are:

= Xbase - Exports the report as a DBF table. Xbase export only includes the
computed and data fields that are on the selected band line. It does not include
any memo fields. Specify the filename, either with or without full path name
and click Export.

= Result Set - Exports the report as a SQL result set file. Specify the filename,
either with or without full path name and click Export.

= Worksheet - Exports the report as a (*.XLS) file, use it to transfer your data
to a Microsoft Excel Worksheet or similar spreadsheet programs. Either specify
the filename, with or without full path name then, click Export.

= Text Data - Exports the report as a simple text file. Specify the filename, either
with or without full path name and click Export.

Export Type.File Name | Export Options |

e TE,: i
" Rich Texd RTF
" HTML

- Active X Viewer

Mukiple band export types
ouipult the report confents for

all band lines 2 g., Tids,
Group Footens, et o the
expor fie nams

Single bard expor hypes outpul & sngle salecied
band to the export file name in a structuned
cohumnar format

Fie Mame :

=

Enier an sxpon file name or cick the [ ] bulton to wvee the YWindows bcalor dialog box
by sedect the folder and file name

The Options taba allow you 1o st additional properties for the selected sxport formal
The Expert bution creates the outpul file using the selected export type and options
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This range of reports helps you keep track on how data is stored in the system.

Chart of Account

The Chart of Account report shows the accounts created in the Finance module along
with their type and status. You have the following options:

Type - Fixed, show detail
Sort - Fixed, by account
Data - You can select:
All - All the records in the Chart of Account will print
Range - Just the records between the range you specify will print

Individual - Just the account selected will print

Click OK and select your output option to execute the report

Department
The Department report shows the departments created:

Type - Fixed, show detail
Sort - Fixed, department
Data - You can select:
All - All the records in the Departments file will print
Range - Just the records between the range you specify will print

Individual - Just the department selected will print

Click OK and select your output option to execute the report
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Journal Entries

The Journal Entries report shows all the journal entries, posted or not to the Finance

module. This report serves as guide to review entries before posting them to the
Finance module.

Type - Fixed, show detail

Sort - You can select:
Posted entry: shows only posted journal entries by lot #
Un-posted entry: shows only non posted journal entries by lot #
Posted period: shows posted journal entries by period

Data - You can select:
All - All the records for the selected sort will print.

Range - Just the records between the range you specify, either journal
entries number or period number, will print

Individual - Just the journal entry or period selected will print

Click OK and select your output option to execute the report

Account Listing

The Account Listing report shows detailed transactions for the accounts, all the
debits and credits for the any specified period.

Type - Fixed, show detail
Sort - Fixed, account
Data - You can select:
All - Data for all the accounts will print
Range - Data for the account range you specify will print
Individual - Just data for the selected account will print
Date - You can select
All periods - Data for all periods will be included

Range of periods - Just data for the range of periods selected will print

Click OK and select your output option to execute the report
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This range of reports helps you keep track on how data is stored in the system.

Trial Balance

The Trial Balance report shows the balances of each chart of account for a specific
period. You will know if the data stored in the files is correctly balanced. Incorrectly,
balanced data can lead to incorrect financial reports.

Type - Fixed, show detail
Sort - Select the fiscal year to report: current or prior
Data - Fixed, All

Other - Select the period to report: current or Other - If other, you will have to
specify which one

Click OK and select your output option to execute the report.

Recurring Posting

The Recurring Posting report shows all the recurrent or repetitive journal entries
created.

Type - Fixed, show detail

Sort - Fixed, entry

Data - You can select:
All - All the records in the Recurring Journal Entry file will print.
Range - Just the records between the range you specify will print

Individual - Just the Recurring Journal Entry selected will print

Click OK and select your output option to execute the report.
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Transfer Data

The Transfer Data report shows the information posted to the Finance from other
linked modules.

Type - Fixed, show detail

Sort - Fixed, account

Data - You can select:
All - Data for all the accounts will print
Range - Data for the account range you specify will print
Individual - Just data for the selected account will print

Other - You can select
Finance - Data from the Finance module will print
Sales - Data transferred from the Sales module will print
Purchasing - Data transferred from the Purchasing module will print
Inventory - Data transferred from the Inventory module will print
Bank - Data transferred from the Bank module will print
Assets - Data transferred from the Assets module will print

Date - You can select
All periods - Data for all periods will be included

Range of periods - Just data for the range of periods selected will print

Click OK and select your output option to execute the report.
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Financlal and Analysis Reports

These reports help you asses and analyze your business’s financial behavior.

Balance Sheet

The Balance Sheet shows the financial condition of the business in a specific
moment: its assets, its liabilities and its equity.

Type - Select detail to print detailed account information, summary to print
category information.

Sort - Select the fiscal year to report: current or prior
Data - Fixed, All

Other - Select the period to report: current or Other - If other, you will have to
specify which one

Click OK and select your output option to execute the report.

Income Statement

The Income Statement shows the result of the operation of the business for a
specific period.

Type - Select detail to print detailed account information, summary to print
category information.

Sort - Select the fiscal year to report: current or prior
Data - Fixed, All

Other - Select the period to report: current or Other - If other, you will have to
specify which one

Click OK and select your output option to execute the report

Budget

The Budget report shows a comparison of the real current data against the budgeted
data for result type accounts.

Type - Fixed, detail
Sort - Fixed, current fiscal year
Data - Fixed, All

Other - Select the period to report: current or Other - If other, you will have to
specify which one

Click OK and select your output option to execute the report.
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Disbursement and Receipt

The Disbursement and Receipt report shows a detailed movement of the cash
account of the business, this report manages exclusively the cash accounts defined
in option ‘Cash account’ of the ‘Settings’ menu.

Type - Fixed, show detail
Sort - Select Disbursement or Receipt to show the corresponding data
Data - You can select:
All - Data for all the documents will print.
Range - Data for the document range you specify will print
Individual - Just data for the selected document will print
Date - You can select
All periods - Data for all periods will be included

Range of periods - Just data for the range of periods selected will print

Click OK and select your output option to execute the report.

Account Changes

The Account Changes report shows the changes from one period to another in the
accounts.

Type - Fixed, show detail
Sort - Fixed, account
Data - You can select:
All - Data for all the accounts will print.
Range - Data for the account range you specify will print
Individual - Just data for the selected account will print
Other - Select the period you want to compare: current period or other period

Other - Select the period you want to compare to current period or other period

Click OK and select your output option to execute the report.

Individual Analysis

The Individual Analysis report shows the account balance and the period posting. It
also shows you the quarterly balances for the current year and for the prior year.

Type - Fixed, show detail
Sort - Fixed, account

Data - You can select:
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All - Data for all the accounts will print.
Range - Data for the account range you specify will print
Individual - Just data for the selected account will print

Other - Select the period you want to report: current or other period

Click OK and select your output option to execute the report

These are special reports, normally prepared on demand for specific needs.

Defined reports

The Defined report option shows the reports defined externally by the user and
included in the System. The quantity of reports to include is unlimited. Is the option
where all user-defined reports are listed.

When you select this option, a list of all defined reports will appear. Move around the
list to select the report you want to execute and Click OK to select your output
option.
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Finance - Settings

The Period End option allows you how to close a fiscal period in the Finance.
Likewise, it allows you how to close a fiscal year.

This function reduces the Period to Date (PTD) amount to zero. The Year End process
takes the amounts from the current (finishing) year to the next year, reducing the
next year result accounts to zero.

The system is sensitive to the period, not to the date - If you want to execute any
function for the next period, first you should close the current one.

Recommendations:
= Finish all the transactions for the period posting all pending Journal Entries.

* Transfer the data to Finance from other linked modules by executing the
Period End process in each one.

Print reports to have a record of all the information of the current period, print the
following reports for the current period only:

» Posted Journal Entries

= Account Changes Report
= Account Listing Report

= Individual Analysis Report
= Trial Balance

» Balance Sheet

= Jncome Statement

Make backup of the data before executing the Period End closing. If you have not done
it, you will not be able to recover the previous data.
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Period End Process

NOTE: This option requires that nobody else will be using the system. Verify that
you are the only user on the system before proceeding.

To work with this function, select End of Period from the Settings menu or click on
End of Period icon.

Then answer Yes to continue or No to abort. There will be several confirmation
windows before the actual process begins. Review the information that each one
presents and answer accordingly.

Before starting the process, you will have the option to rebuild the data file indexes.
We recommend you not to skip this step unless you are very sure about the integrity
of your files.

Recurrent Journal Entries for the next period at the end of the process will be
created.

Year End Process

The Year End process is the same Period End process with the difference that the
screen heading for the period 12 or 13 shows Year End Process.

Follow the instructions, notes and recommendations for Period End Process in the
previous topic to execute the process.

You should follow the recommendations given there and:
» Post or delete all the pending Journal Entries.

= Make backup of the data before executing the Year End closing. If you have
not done it, you will not be able to recover the previous data.

During the Year End process, in addition to the normal Period End tasks, the
Income Statement account balances are reduce to zero (0) for the new year,
accumulating the profit or the loss from the current year to the Retained Earnings
account selected at the year-end closing. In addition, the current Chart of Account
and the posted current year Journal Entries transactions are copied to the history.
The new Chart of Account has only the initial balance and the prior year balances.

All the transaction records have only balances for each account.
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The Change Set Up option establishes the Finance's essential information. You can
initialize the information in minutes the data is group by type and most of the fields
are self-explanatory.

Initialize this section first, before initializing any data in the Maintenance menu.

To work with this function, select Change Set Up from the Settings menu or click
on Change System Set Up icon.

Change this information as seldom as possible. If you change certain information
after you begin using the system, you can generate erroneous data.

=l i
Use Multcusrency for thes Business
Use Second Account Description
Desplay Pror Year Amount in Budget
Intal Entry 2 0001
It Recurrent # 002
J Ox Cancel

To edit the options, click on the edit icon on the bottom of the window or click the F5
key on the keyboard. To save the changes click the OK button or the Cancel button
to abort the changes.
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The options you can change are:

= Use Multicurrency for this Business - place a check mark if you want to use more
than one currency. The system can use a foreign currency together with the local
currency for pricing calculations and other tasks.

= Use Second Chart of Account Description - place a check mark if you want to use
the second chart of account description for your financial statements. The system can
use the original description or the second description for your Balance Sheet, Income
Statement or Trial Balance.

= Display Prior Year Amount in Budget - place a check mark if you want to display the
prior year amount or not in the Budget Statements.

= Initial Entry # - enter the initial Journal Entry number, updated by the system
reflecting the next number used.

= Initial Recurrent # - enter the initial Journal Recurrent Entry number, updated by the
system reflecting the next number used.
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This option shows about the process of Re-indexing Files. You should use this
function every time you are adding, deleting or modifying the files externally to
the system; when the system has been blocked by any reason; or if the system
fails to locate information that you believe it has been previously entered.

The system uses the indexes of the files like a directory to locate and to process the
data files.

If you copy data from other files, the system will be unable to process the data
because these do not have the included indexes.

When you reindex the files, you are telling the system to organize the data that are
not in order, and if possible to order them (to recover them).

Reindex ALL Files
NOTE: This option requires that nobody else be using the system.

To work with this function, select Reindex Files, then Reindex ALL Files from the
Settings menu or click on Recover All Indexes icon. Then select Yes to continue
or No to cancel.

A warning message displays that this option will recreate index files and optionally
remove deleted record from your database, respond Yes or No, if you want or not to
remove the deleted records. These are records previously marked for deletion in
other options will be removed completely.

You can do this every time that you want, without damaging the system.

If you cannot recover the indexes, contact Zeta Pro™ Technical Support.

Reindex Selected Files

NOTE: This option requires that nobody else be using the system.

To work with this function, select Reindex Files, then Reindex Selected Files from
the Settings menu or click on Recover Selected Indexes icon.

A window with a list of files will show. Place a check mark on every file you want to
reindex and Click OK to execute. Click Cancel to close the window.

You can do this every time that you want, without damaging the system.

If you cannot recover the indexes, contact Zeta Pro™ Technical Support.
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Check Account Balance

NOTE: This option requires exclusive use of the system.

To work with this function, select Reindex Files, then Check Account Balance
from the Settings menu or click on Check All Chart of Account Balances icon.

This option corrects the balance in the Chart of Account of all the errors that, for
reasons external to the system were created. To carry out this process the system
checks the posted journal entry transactions against the balance of each
account, making the necessary corrections.
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Account Types

The Account Types are predefined accordingly with the Generally Accepted
Accounting Principles (GAAP) they cannot be changed

This option allows you to change the range of account numbers for each account
type.

To work with this function select Account Types from the Settings menu or click on
Account Types icon.

The main list of Account Types will show where you can select the one you want to
change. To edit the currently selected Account Type, click on the edit icon on the
bottom of the window or click the F5 key on the keyboard.

The editable fields will show:
= Account Category - A useful description for the account type

= Initial and final account number - The range of accounts allowed. Only the first
four (4) digits should be entered.

Restrictions:
= All categories should have an initial and final range, example: 3000 to 3499
= The ranges should not overlap from category to category

When all changes are competed, click OK to save them or click Cancel to discard.

3 - | =
= Account Type Account Category Intiai Fnal
A |Assets 1 |Current Assets 1000  1199)
g8 Assets 2 Foced Assets 1200 1299
C Assats 3 Other Assets 1300 1999
D Labiey 1 Current Lebities 2000 2199
£ Ladiey 2 Long Term Labities 2200 2999
F EQuiy Shareholders” Equtty 3000 3599
G Other EQuRy Other EquRy 3600 3999
M Revenue Sakes Revenue 4000 4459
i Other Revenue Other Revenue 4500 4999
) Cost of Sales Cost of Syles S000 5069
K Other Costs Other Cost 5070 5099
L Expenses 1 Sakes Expenses 5100 5199
15 Expenses 2 Gel & Adminst. Expenses 5200 5299
N Expensas 3 Fnancal Expenses 5300 5399
0 Other Expenses Other Expenses 5400 499
P Income Tax Provsion for Taxes 5500 5999
4 M o« > oK Cancel
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This option shows how to create the different Cash Accounts to be use in the Cash
Disbursement and Cash Receipt Report. This is an optional screen of data.

To work with this function, select Cash Account from the Settings menu or click on
Cash Account Set Up icon.

To help you with the data, the system will display the Cash Account Set Up Search
window with the following searchable fields to help in the process of selecting your
cash account:

* Account # - allows you to select all the accounts or just one.

= Date From - allows you to select a date (cash account create date) with a
calendar popup icon

= Date To - allows you to select a date (cash account create date) with a
calendar popup icon

Accourd & Q Late From - Dste To -

] 9 Carced

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the cash accounts.

E =] | X
Anzount 2 i, Dt From = Dats To al
ACCOLnE @ D Erptann
1102 Checking Acc.- Bark of Americca
11022 Intemaet Account - Paype
11033 Savings AOC.- Vit
& o 1 oK Caresl

The user can select the cash account by Double-clicking on the cash account or by

selecting the cash account and clicking the OK b

Add a new Cash Account | At the bottom of

E Show the Legend

utton.

the Search window, you will find a

set of icons that will show available functions.

The user from this window can also add a new cash account by clicking the Add icon

to start a new cash account.
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The Browser Legend will display different colors depending of the status:

Active - the cash account color is White

Selected - the cash account-selected color is Dark Blue (11021)

You can also navigate through the records by means of the navigation icons.

After selecting the cash account, the system will display the following window; at the
bottom, you will find a set of icons that will show the available functions.

% Search for a Cash Account You can search, add, edit —
El Create a new Cash Account or delete records by 4 _
means of the action Previous record
- Edit this Cash Account icons. You can also 4 et record in file
Delete this Cash Account navigate through the M

records by means of the Last record in file

navigation icons.

Lookup a Cash Account

You will be at the browsing mode.
Clicking the Search or Lookup Icon will show you a list of all the Cash Accounts.

You can use the auto seek search or the arrows up and down [{t &] for the entry you
want to find. When found click Enter to select.

Adding a Cash Account
Click Add Icon to Add.

A cash account must be previously created at the Chart of Account, at the
Maintenance section in the option Chart of Account.

= Account - is the account code unique identification, up 14 characters.
= Description - is the description for the account, up 35 characters.
= Created in - is the date when the record was created, updated by the system.

= Created by - is the user that created the record, updated by the system.
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Account® | 13021 Q
Descrpbon Chedang Acc, - Bark of Ameriica
Created n 08/12/1997
Created by SUPER
X 3 4 5 M 4 » » oK Cancel

Editing a Cash Account
Go to the Account that you want to edit.

Click Edit Icon to Edit

You can only change the description. Created in and Created by fields, are updated
by the system.

When you have finished editing, click OK to save or click Cancel to abort.

Click Cancel to exit the Browsing mode.

Deleting a Cash Account

Go to the Account that you want to delete.
Click [1 8] to move up or down through the list. Review the data.

You are only deleting the cash account from the Cash list, not from the Chart of
Account.

Click the Delete Icon to Delete.
Click Y to delete or N to cancel the process.

Click Cancel to exit the Browsing mode.
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Type of Currency

Zeta Pro™ at setup creates four types of Currencies; you can add more if you
wish. A Home Currency must be selected when multicurrency is in use.

This option shows how to create the different Type of Currency. This is an optional
screen of data if multicurrency is in use. Customer and Vendors can have
transactions created in any number of currencies.

To work with this function, select Type of Currency from the Settings menu or
click on Currency Types Set Up icon.

To help you with the data, the system will display the Currency Types Set Up
Search window with the following searchable fields to help in the process of
selecting your currency:

= Currency# - allows you to select all the currencies or just one.
= Date From - allows you to select a date (currency create date) with a calendar

popup icon
= Date To - allows you to select a date (currency create date) with a calendar
popup icon
| -
Cumenoy @I 0, e Fram = Dt Tor ™

0K Canoel
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The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the types of currencies.

E = 0 =i B
Cumeney & {]L [t From = Cisdw T -
Currensy & Dasscripon
Lop COLOMELAN PESDS
CRCD COLoH
[RP DOMINICAN REPUBLEC PESOS
EUR EURO-EURDPEAN CURRENCY
GEP GREAT BRITAIN POLUND
LPE LEBANESE POLUMD
MEXP MEXICAN PESOS
USD US DOLLAR
YEM JAFARESE YEN
& = W W E N oK Cancel

The user can select the type of currency by Double-clicking on the selected type of
currency or by selecting the type of currency and clicking the OK button.

Add a new Type of Currency | At the bottom of the Search window, you will find

E a set of icons that will show available functions.
Show the Legend

The user from this window can also add a new type of currency by clicking the Add
icon to start a new type of currency.

The Browser Legend will display different colors depending of the status:

Active - the type of currency color is White
Selected - the Type of currency-selected color is Dark Blue (CAD)
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You can also navigate through the records by means of the navigation icons.

After selecting the currency type, the system will display the following window; at
the bottom, you will find a set of icons that will show the available functions.

% Search for a Currency Type
Create a new Currency Type
Edit this Currency Type

Delete this Currency Type

You can search, add, edit
or delete records by
means of the action
icons. You can also
navigate through the
records by means of the

navigation icons.

Next record

Previous record

4 First record in file

L]l

Last record in file

Currency o |Q
Descripton US DOLLAR
Created n 0101/2004
Created by [surer :
et —
X &k 4 3 4 [I] » o Cancel
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Adding a Currency
Click Add Icon to Add a new Currency.

List of fields:
= Currency - is the currency code unique identification, up to four characters.
= Description - is the description for the currency, up to 35 characters.
= Created in - the date when the record was created, updated by the system.

* Created by - is the user that created the record, updated by the system.

Lookup a Currency
You will be at the browsing mode. The bottom line will give you the available options.

Clicking the Search or Lookup Icon will show you a list of all the Currencies with
their Description.

You can use the auto seek search or the arrows up and down [+ ] for the entry you
want to find. When found, click Enter to select.

Editing a Currency
Go to the Currency that you want to edit.

Click [+ 8] to move up and down through the list. Click Edit Icon to Edit

You can only change the Description. Created in and Created by fields, are updated
by the system.

When you have finished editing, click OK to save or click Cancel to abort.

Click Cancel to exit the Browsing mode.

Deleting a Currency

Go to the Currency that you want to delete.

Click [1 8] to move up or down through the list. Review the data.

You are only deleting the currency if no Exchange Rate is link to the currency.
Click Delete Icon to Delete.

Click Y to delete or N to cancel the process.

Click Cancel to exit the Browsing mode.
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This option shows the different exchange rate for each currency. This is an optional
screen of data if multicurrency is in use.

To work with this function, select Foreign Currency Exchange from the Settings
menu or click on Foreign Currency Exchange Rate icon.

To help you with the data, the system will display the Foreign Currency Exchange
Rates Search window with the following searchable fields to help in the process of
selecting your currency:

= Currency# - allows you to select all the currencies or just one.
= Date From - allows you to select a date (currency create date) with a calendar

popup icon
= Date To - allows you to select a date (currency create date) with a calendar
popup icon
- -
Cusvency & Q Dale From ™ Dt To ™=

0 Cancel

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the currencies.

= - = || £
Cumency & o, Diate: [Froen - Oiata T -
Currancy & Dhescription
CaD CAHADLEN DOLLAR
Cop COLOMBIAN PESDS
CROG COLCH
DR DOMIMNICAN REFUBLIC PESOS
[EuR EURO-EUROPEAN CLIRRENCY
GRS GREAT BRITAR POUND
(e LERANESE FOUND
MEXP MEXICAN PESOS
YEN 1APANESE YEN
2 T oK Carcel

The user can select the currency by Double-clicking on the selected currency or by
selecting the currency and clicking the OK button

E At the bottom of the Search window, you will find a
Show the Legend set of icons that will show available functions.

The Browser Legend will display different colors depending of the status:

Active - the currency color is White

Selected - the selected currency color is Dark Blue (USD)

You can also navigate through the records by means of the navigation icons.
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After selecting the currency, the system will display the following window; at the
bottom, you will find a set of icons that will show the available functions.

You can search records

A Next record
by means of the action d
i Previous recor
% Search for a Currency icon. You can also I
navigate through the First record in file
records by means of the M | .ot record in file

navigation icons.

Click the OK button again to display the different exchange rates for this currency.

After selecting the currency, the system will display the following window; at the
bottom, you will find a set of icons that will show the available functions.

Create a new Currency Rate

Edit this Currency Rate You can add, edit or delete records by means
Delete this Currency Rate of the action icons.

3 = ) &3

Local Cumency usp 1IQ
Oescrpton US DOLLAR

Foregn Currrency Effectwve Date Sel Rate Purchase Rate Tax Rate

Cop 12/22/2019 3330.1900 3330.1900 3330.1900

DRP 11/17/2007 33.5000 33.5000 33.5000

DRP 03/09/2020 53.0000 53,0000 53.0000

EUR 02/19/2004 1.2788 1.2788 1.2788

EUR 02/13/2014 1.3655 1.3655 1.3655

EUR 04/25/2015 0.9196 0.9196 0.9196

{12/22/2016 1510.5000 1510.5000 1510.5000

s 2 oK Cancel
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Adding a Currency Exchange Rate
1. Click the Add Icon to Add a new rate

2. Select the Foreign Currency; it cannot be the same Local Currency or an
error message will show

Select Effective Date, Sell Rate, Purchase Rate and Tax Rate
4. Click the OK button to Add the new rate

Local Cusrency uso |Q

Descrption S DOLLAR

Foresgn Cumency Bfective Date Sel Rate Puchase Rate Tax Rate

DRP 1Q g2 'R 57.0000 56.5000 55 5000

oK Cancel

A Local Currency can have different exchange rates; only one exchange rate per day
the system will accept, if you have the need to add a new exchange rate for that
date, just edit the current exchange rate.

Sample Currency Exchange Rate provided with a new business setup.
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Loca Cumency T Q

Descrotion US DOLLAR
Foren Currrency Effectve Date Sel Rate Purchase Rate
cop 12/22/2019 3330.15900 3330.1900
DRP 11/17/2007 33.5000 33.5000
DRP 03/05/2020 53.0000 53.0000
DRP {07/18/2022 ! 57.0000 56.5000/
EUR 02/19/2004 1.2788 1.2788
EUR 02/13/2014 1.3655 1.3655
EUR 04/25/2015 0.9196 0.9196
P8 12/22/2016 1510.5000 1510.5000
M2

Tax Rate
3330.1900
33.5000
53.0000
56.5000
1.2788
1.3655
0.9196
1510.5000

Editing a Currency Exchange Rate

Go to the Exchange Rate that you want to edit.
Click [+ 8] to move up and down through the list.
Click Edit Icon to Edit

You can only change the Sell Rate, Purchase Rate or the Tax Rate.

When you have finished editing, click OK to save or click Cancel to abort.

Click Cancel to exit the Browsing mode.

Deleting a Currency Exchange Rate
Go to the Exchange Rate that you want to delete.

Click [+ 8] to move up or down through the list.
Review the data.

You are only deleting the exchange rate for that date.
Click Delete Icon to Delete.

Click Y to delete or N to cancel the process.

Click Cancel to exit the Browsing mode.
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As important as it is to have your information ready available, the way you see it can
determine how good your decisions are. Because of this, Zeta Pro™ offers the ability
to order your Sales data in several different ways.

You should assign a Salesman, Industry, Region, Customer Class and Payment
Type to your Customers when you are defining them, this can speed up your
receivables definition process. In addition, you can change them later without
affecting you data.

In Zeta Pro™ if you are going to be using the Repair Order function you should
pre-define a Technician, Repair Product, Repair Failure, Repair Activity and
Repair Expense.

You need to define at least one record for each of the classification types, but you
need only to fill completely those that can help you with the manipulation of the
information.

The following topics cover the maintenance for the classification and auxiliary data;
we will include the Search window for Salesman only, to reduce duplication. They
behave the same way for all the other options.

The lookup name at the Search window will change for all other options, instead of
Salesman # will say Technician # and so on.

% Search for a record

When working in these windows you will have, several
Add a new record options accessible through the bottom line of buttons.
=1 Edit this record Several of these functions have keyboard access. In
Delete this record each topic, all possible options are explained in detail.

You will also have the record movement icons that
¥ Next record allow stepping forward or backward in the file.

1 Previous record
o First record in file

M Last record in file

The following topics cover the maintenance for the classification and auxiliary data.
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You can define as many salesman as you need with Zeta Pro™. At least one
salesman should be define in the system. With a salesman, the system keeps track
of his (her) sales.

To work with this function, select Salesman from the Maintenance menu or click
on the Salesman icon. The data in this window has two pages: Sales and
Information.

To help you with the data, the system will display the Search window with the
following searchable fields to help in the process.

= Salesman # - allows you to select the entire salesmen or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

» Date To - allows you to select a date (create date) with a calendar popup icon

B . T — i -
Gnesran ¥ q Liate From - Dimie To =

L Larcel

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data classification.
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= e
5 - ] [rage Fram . Dale T e
Salesperson #  Name

AYSHA FOUAM
JEz JOSE FRAMCISCD ZOUAM
RONMA BOMANA ZTOUAM
T - H 4 » ¥ oK Cancel

The user can select the salesman by Double-clicking on the selected salesman or
by selecting the salesman and clicking the OK button

Add a new Salesman At the bottom of the Search window, you will find a

set of icons that will show available functions.

E Show the Legend

The user from this window can also add a new salesman by clicking the Add icon to
start a new salesman.

The Browser Legend is the same for salesman or technician, it will display:
Inactive - the color is Red

Active - the color is White
Selected - the selected, color is Dark Blue

The Browser Legend for the entire data classification is the same:

Active - the color is White
Selected - the selected, color is Dark Blue

- =77




Zeta Pro™ Enterprise Resource Planning System Sales - Maintenance

The Sales page has the following data:
» Salesman # - is the unique ID for a salesman up to five (5) characters

= Active - it indicates if the salesman is in active state. You can process sales
orders, invoices, rental orders and repair order only if the salesman has an
active status. On the other hand, you can only delete a salesman that has an
inactive status

= Name - is the name of the salesman
= ATD - is the sales amount to date, updated by the system

* Quotas - is the period sales quotas amount for the current year (13 periods
or 12 periods per year); user can update the sales quota.

» Sales - is the period sales amount for the current year (13 periods or 12
periods per year); updated by the system.

=l >
Seles  Informaton
Salegman 2 ¥2 Q Active
Name JOSE FRANCISCO 20UAIN ATD 1027333.84
Quota Saies
Perod 1 S000.00 Perod 95.98
Penod 2 S000.00 Perod 2 47.99
Penod 3 5000.00 | Period 3 24.99
Penod 4 Perod 4 0,00
Penod 5 Perod 5 0.00
Penod & Perod & 0.00
Penod 7 Perod 7 )00
Period 8 Perod 8 0.00
Penod 9 Percd 9 3600.00
Panod 39 Period 10 £00.00
Period 11 000.00  Perod 11 0.00
Period 12 S000.00 Perod 12 0.00
Total 60000.00 Tots 236856
A5 44 R R oK Cancel
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The Information page has the following data:
* Address 1 and Address 2 - is the salesman’s street address
= City, State, Zip Code, and Country - is the salesman’s location
* Phone - is the salesman’s phone number
= ID # - is the salesman’s identification. It can be any number or ID

= Commission % - is the commission paid when selling, you can use only the
commission %, or combined with the sales levels, see examples.

» The following four levels are linked directly at the Sales module at the Settings
menu, Change Set Up option - Sales Incentive Amount.

E :
Gales  Anformaton
SR TN F FI ] Actiig
taae JOSE FRUAMC IS0 JONASN ATL D510 84
Acdress B30 5.W. 27TH TERR
Accre
il [
Shafe FLORIDA
Iip Code 13155
sy LG
hone 3052770270
LD, # W1
Commason % | 50,00
Lyl 1 =3 | Lol 3
Level 2 Leewed 4
Create i 2R 50 ] 0
Created by £ s
x|k A H & | m QK Canc

* Level 1 - is the commission percentage of 100% the salesman will be paid
when a linked salesman makes a sale, regardless of the sales amount, based
on the Sales Incentive Amount, if is $200.00; commission is $200.00

= Level 2 - is the commission percentage of 50% the salesman will be paid when
a linked salesman makes a sale based on Level 1 in the Sales Incentive
Amount. Commission amount is for $100.00, which is the 50% of the Sales
Incentive Amount of $200 for level 1.

* Level 3 -is the commission percentage of 50% the salesman will be paid when
a linked salesman makes a sale based on Level 2 in the Sales Incentive
Amount. Commission amount is for $50.00, which is the 50% of the Sales
Incentive Amount of $100 for level 2.
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= Level 4 - is the commission percentage of 50% the salesman is going to be
paid when a linked salesman makes a sale based on Level 3 in the Sales
Incentive Amount. Commission amount is for $25.00, which is the 50% of
the Sales Incentive Amount of $50 for level 3.

* Created in - is the date when the record was created, updated by the system

* Created by - is the user that created the record, updated by the system

Setting Salesman Commission

Scenario 1:
Salesman JFZ with the following values: Commission: 50% on total net profit sales
(sales-cost)

Sales Incentive Amount: $200.00 in Sales Settings, Change Set Up
Level 1 - Salesman AF linked to Salesman JZF - $200.00

Level 2 - Salesman CH, linked to Salesman JFZ - 50% of $200.00 = $100.00
Level 3 - Salesman GW linked to Salesman JFZ - 50% of $100.00 = $50.00
Level 4 - Salesman JM linked to Salesman JFZ - 50% of $50 = $25.00

This period all levels (Salesman AF, CH, GW and JM) and Salesman JFZ brings in
sales.

» Salesman JFZ net profit sales is $1,000.00. The commission field is 50%, he
gets $500.00 (1,000 - 500) plus $375.00 for all level sales, for a total
amount of $875.00.

o Level1-$200.00
o Level 2 -$100.00
o Level 3 - $50.00
o Level 4 - $25.00

Scenario 2:
This period only two levels (Salesman GW and JM) and Salesman JFZ brings in sales.

> Salesman JFZ net profit sales is $1,000.00. The commission field is 50%, he
gets $500.00 (1,000 - 500) plus 75.00 for a total amount of $575.00

o Level 3 -$50.00
o Level 4 - $25.00

Scenario 3:
This period only two levels (Salesman GW and JM) and Salesman JFZ brings in NO
sales.

» Salesman JFZ does not receives any commission
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The different actions you can perform in this window are the following:

Searching for a Salesman

To search for a specific salesman you can:
= Click on the search icon on the bottom of the window,
= (Click the F1 key on the keyboard

Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Salesman
To create a new salesman you can:

* Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Salesman
To edit a salesman data, first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Salesman

As a security measure, you can only delete a salesman’s record if it is inactive and
does not have transactions.

To delete a salesman data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Techniclan

You can define as many technicians as you need with Zeta Pro™. At least one
technician should be define in the system. With a technician, the system keeps track
of his (her) repair orders. Any personnel within the business who will be performing
service or work related to activities must be set up as a Technician. The data in this
window has two pages: Sales and Information.

To work with this function select, Technician from the Maintenance menu or click
on the Technician icon, this will show the technician maintenance window.

The Sales page has the following data:
* Technician # - is the unique ID for a technician up to five characters

= Active - indicates if the technician is in active state. You can process repair
orders and invoices only if the technician has an active status. On the other
hand, you can only delete a technician that has an inactive status

* Name - is the name of the technician
= ATD - is the sales repair amount to date, updated by the system

* Quota - is the repair period quota amount for the current year (13 periods or
12 periods per year); user can update the repair quota.

* Performance - is the repair period performance amount for the current year
(13 periods or 12 periods per year); updated by the system.

=

saes  Information

Technician & 7T q b
e JOSE DOUAIN o =K1}
i Performance
Feriod 1 100 | Pered ] 0.5
Period 1 o | Peried 2 x
Perod 3 01,00 Perica 0,50
Feriod 4 0,00 Perica] 4 0.00
Ferod 3 0,00 P S 0.0
Ferod B 0. 00 Penod & 0,00
Ferod 0,00 rericed 7 3.00
Sernd 8 0.00 | Perod B 0.0
Ferod 3 0,00 | Period § .00
merod 1 0.00 | Pericd 10 .00
Perod 11 0.00 | Pernd 11 0.00
Berind 12 0.0¢ Period 12 0.00
ol X Tl 300
A k| A ] H €« * | M oK Cancel
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The Information page has the following data:

Address 1 and Address 2 - is the technician’s street address
City, State, Zip Code, and Country - is the technician’s location
Phone - is the technician’s phone number

ID # - is the technician’s identification. It can be any number or ID like social
security number

Travel Expense Account - each technician should be linked to a non-
perpetual and non-inventory product. The Inventory entered in this field is
used to calculate the Travel Sale Price billed in the Travel option of a Repair
Order. The Cost of the Travel will come from the Technician Regular Rate

o ZZTRAVELOUTOFSTATE - Inventory record setup:
= Item Type: Sales
= Control Method: Non Inventory
» Perpetual: un-checked

Regular Rate - input a regular rate amount for each technician (hourly rate
cost). This cost is use for the Repair Time and the Repair Travel option of
a Repair Order. This cost should include all amounts, which will be incurred (per
hour) whenever the technician’s services are being used

=

Caley  Informaton

Created by oUPER
Create n [ 092172020 |
X & [3] %] H & * M o Carcel

Techmcisn & ¥1 Ly Aifve
Harne JOSE 2OUAR AT .00
e 1

Addres 3

ity B AR]

Shate R

Courtry T

L Ll MY ZTF

Phane 305-237-01M

LD, »

Travel Exp ASE | PPTRLAVEL OUTSTATE

Htngiilar FLwte 0,00

Crver ivre Blabe a0, 00

Meamre-Lnt HE,

Overtime Rate - enter an overtime rate amount for each technician (hourly
rate cost). This cost is use for the Repair Time option of a Repair Order. This
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cost should include all amounts in excess of the regular or normal hours
worked, which will be incurred (per hour) whenever the technician’s services
are being used

= Measure-Unit - is the code for the unit of measure used by the technician, an

Y/ZER\Y

example could be “Hour”.

= Auxiliary Data Fields” later on this section details procedures for entering data
into this field

* Created in - is the date when the record was created, updated by the system

* Created by - is the user that created the record, updated by the system
The different actions you can perform in this window are the following:

Searching for a Technician

To search for a specific technician you can:
= Click on the search icon on the bottom of the window,
= Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Technician

To create a new technician you can:
= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save or click Cancel to discard it.

Editing a Technician

To edit a technician data, first select it, then:
= C(Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Technician

As a security measure, you can only delete a technician’s record if it is inactive and
does not have transactions.

To delete a technician data, first select it, then:
= C(Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

- -84



Zeta Pro™ Enterprise Resource Planning System Sales - Maintenance

To help you classify your customers, Zeta Pro™ allows you to define almost an
unlimited quantity of customer classes. For example, you can classify your customers
according to payment habits, their size or the amount of business they carry on with
your business. It is up to you to define the meaning and the context where these
classes are used. At least you should define one class.

To work with this function, select Class from the Customer submenu in the Create
Data option of the Settings menu.

The following fields will be available:
= Class - is the customer class unique identification, up to two characters
= Description - is the description for the customer class
* Created in - is the date when the record was created, updated by the system

* Created by - is the user that created the record, updated by the system

= -
Clags # 01 Q
Descrpton AAA Customer
Created n 0101/1996
Created by LR
AN s 4 (W] « » ™ oK Cancel

Sample Customer Class provided with new business setup

- -85



Zeta Pro™ Enterprise Resource Planning System Sales - Maintenance

Searching for a Customer Class
To search for a specific customer class you can:

= Click on the search icon on the bottom of the window,
» (Click the F1 key on the keyboard

Alternatively, navigate through the defined records, without displaying a search
window, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t &] and click OK to select it.
To return without making a selection click Cancel.

Adding a Customer Class
To create a new customer class you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Customer Class

To edit a customer class data, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Customer Class

To delete a customer class data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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In Zeta Pro™, you can define almost an unlimited quantity of Regions or State or
Locations to help classify your customers and your sales.

To work with this function, select Region from the Customer submenu in the
Create Data option of the Settings menu.

The following fields will be available:

Region - is the region unique identification, up to two characters
Description - is the description for the region
Created in - is the date when the record was created, updated by the system

Created by - is the user that created the record, updated by the system

=
State = us Q
Descrpbon U.S.A
Created n 0101/199
Created by SUPER
X 5 45 M 4 » ¥ oK Cancel

Sample Customer State/Region provided with new business setup
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Searching for a Customer Region
To search for a specific region you can:

= Click on the search icon on the bottom of the window, or
» (Click the F1 key on the keyboard

Alternatively, navigate through the defined records, without displaying a search
window, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t &] and click OK to select it.
To return without making a selection click Cancel.

Adding a Customer Region
To create a new region you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Customer Region

To edit a region data, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Customer Region

To delete a region data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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In Zeta Pro™, you can define almost an unlimited quantity of industry sectors to
help classify your customers and your sales.

To work with this function, select Industry from the Customer submenu in the
Create Data option of the Settings menu.

The following fields will be available:

Industry - is the industry sector unique identification, up to two characters
Description - is the description for the industry sector
Created in - is the date when the record was created, updated by the system

Created by - is the user that created the record, updated by the system

)
Industry # EX Q
Descption EPORT
Created n 0101/1996
Created by SUPER
XN ok 4 5 M ¢« > OK Cancel

Sample Customer Industry provided with new business setup.
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Searching for a Customer Industry
To search for a specific industry sector you can:

= Click on the search icon on the bottom of the window, or
» (Click the F1 key on the keyboard

Alternatively, navigate through the defined records, without displaying a search
window, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t &] and click OK to select it.
To return without making a selection click Cancel.

Adding a Customer Industry
To create a new industry sector you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Customer Industry

To edit an industry sector data, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Customer Industry

To delete a industry sector data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Custemer Pay Types

In Zeta Pro™, you can define almost an unlimited quantity of payment types to help
classify your customers and their transactions

To work with this function, select Pay Type from the Customer submenu in the
Create Data option of the Settings menu.

The following fields will be available:

Pay Type - is the payment type unique identification, up to two characters.
Have in mind that payment types “01"” and “07" have special meaning do not
delete them. For a more detailed description, refer to the Payment Types in
Settings page in Customer Data

Description - is the description for the payment type
Created in - is the date when the record was created, updated by the system

Created by - is the user that created the record, updated by the system

= }
Pay Type = 01 Q
Desoipton Cash
Created n 01/01/19%
Created by S PER
X 43 M« » ¥ oK Cancel

Sample Customer Pay Type provided with new business setup
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Searching for a Customer Pay Type

To search for a specific payment type you can:
= Click on the search icon on the bottom of the window, or

» (Click the F1 key on the keyboard

Alternatively, navigate through the defined records, without displaying a search
window, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t &] and click OK to select it.
To return without making a selection click Cancel.

Adding a Customer Pay Type
To create a new payment type you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Customer Pay Type

To edit a payment type data, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Customer Pay Type

To delete a payment type data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

IMPORTANT NOTE: Remember not to delete Pay Types “01” and “07".
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Those are products that you are servicing or repairing, or it can be a product that
you carry or not in your inventory. Not sold to the customer but you have agreed to
service the product.

To work with this function, select Repair Product from the Repair submenu in the
Create Data option of the Settings menu.

The repair product is linked to the Repair Order header, see Repair Orders

The following fields will be available:

* Product - is the repair product unique identification, up to 20 characters
= Description - is the description for the repair product, up to 35 characters

= Repair time - (optional) is the estimated standard repair time for the product,
example 2.50 hours

* Created in - is the date when the record was created, updated by the system

= Created by - is the user that created the record, updated by the system

-
Froduct & EGI0P q,
[lescrption PO EGE/1DP ACTUATOR
Fiepar Time afis
Created 010172004
Lreated bry SLPER
x| k]| BB W 4 ¥ W 0K Cancel
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Searching for a Repair Product
To search for a specific repair product you can:

= Click on the search icon on the bottom of the window, or
» (Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Repair Product

To create a new repair product you can:
» Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Repair Product
To edit a repair product data, first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Repair Product
To delete a repair product data, first select it, then:

= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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In Zeta Pro™, you can pre-define repair failure descriptions to help describe the
most common reasons for merchandise return under warranty or for repair.

To work with this function, select Repair Failure from the Repair submenu in the
Create Data option of the Settings menu.

The repair failure is linked to the Repair Order header, see Repair Orders

The following fields will be available:

Failure - is the repair failure unique identification, up to four characters
Description - is the description for the repair failure, up to 25 characters
Created in - is the date when the record was created, updated by the system

Created by - is the user that created the record, updated by the system

E -
Fakure 2 coe Q
Description CHANGE OlL &FILTER
Created n
Crested by QPER
Nk 4 M ¢« » ¥ OK Cancel

Sample Repair Failure provided with new business setup
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Searching for a Repair Failure
To search for a specific repair failure you can:

= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Repair Failure

To create a new repair failure you can:
* Click on the add icon on the bottom of the window, or
* Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Repair Failure
To edit a repair failure data, first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Repair Failure
To delete a repair failure data, first select it, then:

= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Repair Activity

In Zeta Pro™, you can pre-define repair activity descriptions to help describe the
most common reasons for the activity the technician will perform under the warranty
or for the service rendered. You should setup a repair activity for each type or work
you perform and for which you will charge a different rate amount.

To work with this function, select Repair activity from the Repair submenu in the
Create Data option of the Settings menu.

The repair activity is linked to the detail of the Repair Order, see Repair Orders
The following fields will be available:

= Activity - is the repair activity unique identification is up to 4 characters

= Description - is the description for the repair activity, up to 25 characters

= Activity-Account - each repair activity should be linked to an inventory
product (non-perpetual and non-inventory). The Inventory linked in this
field will be used to record all revenues (sales) billed in the Time option of a
Repair Order. The cost of this sale will come from the Technician Regular Rate
or Overtime Rate depending on the Overtime flag of the Repair Activity record.
Example: the Technician Bob whose regular rate is 40.00/hour and overtime
rate is 55.00/hour; and when the Repair Activity 1005 is bill in a Repair Order,
the sales amount comes from Activity-Rate for 100.00 and the cost will come
from the Overtime Rate of the Technician file, in this case 55.00. In the table
example, we use ZZ or double Z for the inventory product number; this way
will show at the end of the inventory file

* Overtime - if checked, the overtime cost rate will apply to the repair activity
from the Technician record

= Activity-Rate - enter an activity rate for each rate charged in the Time
option of a Repair Order to the customer. For example, you should set up a
rate for Shop Straight Time, Shop Overtime, Shop Night Shift Overtime, etc.

= Created in - is the date when was created, updated by the system

* Created by - is the user that created the record, updated by the system

Activity # | Description Activity-Account | Activity rate
1000 Shop Straight Time ZZLABORACTIVITY 65.00
1001 Shop (over time) * ZZLABORACTIVITY 70.00
1002 Shop Night Shift S/T (straight time) ZZLABORACTIVITY 75.00
1003 Shop Night Shift O/T (over time) * | ZZLABORACTIVITY 80.00
1004 Site Straight Time ZZLABORACTIVITY 90.00
1005 Site (over time) * ZZLABORACTIVITY 100.00
1006 Night Shift S/T (straight time) ZZLABORACTIVITY 160.00
1007 Site Night Shift O/T (over time) * | ZZLABORACTIVITY 250.00
1020 Subcontract Labor ZZLABORACTIVITY 150.00
2000 Lump Sum ZZLABORACTIVITY 2,000.00

* Overtime flagged
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Sample Repair Activity provided when new business setup.

Actvty = 6001 Q
Descrption SHOP OVER TINE
Activity Account ZZLABORACTIVITY
Overtme

Activty Rate 0.00
Crested n 051772004

Crested by SUPER

N3 44 M ¢« > ¥ 0K Cancel

Searching for a Repair Activity

To search for a specific repair activity you can:
= Click on the search icon on the bottom of the window, or
» Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.
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Adding a Repair Activity
To create a new repair activity you can:

= C(Click on the add icon on the bottom of the window, or
= (Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Repair Activity

To edit a repair activity data, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Repair Activity

To delete a repair activity data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Repair Expense

In Zeta Pro™, you can pre-define repair expenses to help describe the most
common reasons for the expenses the technician will perform under the warranty or
for the service. You should setup a repair expenses for each type or work you will
have.

To work with this function, select Repair activity from the Repair submenu in the
Create Data option of the Settings menu

The repair expense is linked to the detail of the Repair Order, see Repair Orders
The following fields will be available:
= Expense # - is the repair expense unique identification is up to 4 characters

» Description - is the description for the repair expense, up to 25 characters;
see the examples for Expense #, its description and Expense-Account
associated

¢ Expense-Account - each expense should be linked to an inventory product
(non-perpetual and non-inventory). The Inventory entered in this field will
be used to record all revenues (sales) billed in the Expense option of a Repair
Order. In the example above, we use ZZ or double Z for the inventory product,
because this way, they will show at the end of the inventory file

Expense # Description Expense-Account
AIRF Airfare ZZAIRFARE

AUTR Auto Rental ZZAIRFARE

DAIA Daily Allowance ZZDALLOWANCE
EQUI Equipment Rental ZZEQUIPMENT
FRIC Freight in Customs ZZFREIGHT

FRID Freight in Domestic ZZFREIGHT

FROU Freight Outgoing ZZFREIGHT

HOEX Hotel Expenses ZZHOTEL

MIEX Mileage Expenses ZZHOTEL

MISC Miscellaneous Expenses ZZMISCELLANEOUS
OTRV Other Travel Expenses ZZTRAVELTIME
TOOL Tools Expenses ZZEQUIPMENT
TORN Tools Rental Expenses ZZEQUIPMENT
TRVL Travel Expenses ZZTRAVELTIME

e Created in - is the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system
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Sample Repair Expense provided with new business setup

=

X B M4 E

LIRF EL
LIRF

RAE

ZZAIRFARE

SUPER

Caracel

Searching for a Repair Expense

To search for a specific repair expense you can:

= Click on the search icon on the bottom of the window, or

» Click the F1 key on the keyboard

Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.

To return without making a selection click Cancel.
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Adding a Repair Expense
To create a new repair activity you can:

= C(Click on the add icon on the bottom of the window, or
» Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the new record or click Cancel to
discard it.

Editing a Repair Expense

To edit a repair activity data, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Repair expense

To delete a repair activity data, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Zeta Pro™ Sales module allows you to access and maintain your inventory data
without the need to go into a separate module. This feature will save you time and
effort. The following topics describe in detail the main maintenance tasks you can
carry on from within the Sales module that pertain to your inventory.

As important as it is to have your information ready available, the way you see it can
determine how good your decisions are. Because of this, Zeta Pro ™ offers the
ability to order your inventory’s data in several different ways. You can sort your
reports by Line, Group, Class, Subclass, or Categories.

You assign a line, group, class, subclass and category to each item in your inventory
when you are defining them so, preparing and defining them in advance can speed
up your inventory definition process. You need to define at least one record for each
of the classification types, but you need only to fill completely those that can help
you with the manipulation of the information.

Additional Inventory classification is included in this section like Parts or Kits,
Location, Unit of Measure, Type Code and Adjustment Reason. We have also
included the Resources from the Assets module.

The Inventory module has defined ten (10) different inventory defaults to make the
life of the user very easy when setting up new inventory items. These 10 different
default values are Location, Line, Group, Class, Subclass, Category, Type Code,
Volume-Unit, Weight-Unit and Measure-Unit. You can access these items through the
Inventory module option in the Change Set Up submenu of the Settings menu.

% Search for a record
Add a new record

Edit this record When working in these windows you will have, several

Delete this record options accessible through the bottom line of buttons.
¥ Next record :

ext recor Several of these functions have keyboard access. All
B previous record possible options are explained in detail in each topic.
L

First record in file

M Last record in file

The following topics cover the maintenance for the classification data. You can work

with these items through the Inventory option in the Create Data submenu of the
Settings menu.

The following topics cover the maintenance for the classification and auxiliary data;
we will include the Search window for Line only, to reduce duplication. They
behave the same way for all the other options.

The lookup name at the Search window will change for all other options, instead of
Line # will say Group # and so on.
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To work with this function, select Line from the Inventory submenu in the Create
Data option of the Settings menu.

To help you with the data, the system will display the Search window with the
following searchable fields to help in the process.

* Line # - allows you to select the entire line or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

Lire T q Dt From A Date To -

il Coarecd

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data classification.
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| o | @ [ 23
i & q Dt Froom - Ciala T =
Lng = Chagrotaon

[ H00 PARTS

Va1 SOLAR

| 3500 SERVICES

| 4000 PROGRAMS

5004 THUNT

| 000 ROV

{7000 LML

5 =2 W R oK Canosl

The user can select the line by Double-clicking on the selected line or by selecting
the line and clicking the OK button.

Add a new Line

E Show the Legend

At the bottom of the Search window, you will find a
set of icons that will show available functions.

The user from this window can also add a new line by clicking the Add icon to start
a new line.

The Browser Legend for the entire data classification is the same, except for Parts,
please refer to Parts for more options.

Active - the color is White

Selected - the selected, color is Dark Blue
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The following fields will be available:
* Line # - is the Line unique identification up to 4 characters
= Description - is the description for the Line up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

Sample Line provided with new business setup

]g -
Une # 1000 Q
Descrpton SALFS
Created n 0101/1996
Created by QPR
N ok 4 5 M 4« » ¥ OK Carvcnl

Searching for a Line

To search for a specific line you can:
= Click on the search icon on the bottom of the window, or
» Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 8] and click OK to select it.
To return without making a selection click Cancel.
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Adding a Line

To create a new line you can
= C(Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the line code field (one to four alphanumeric characters) and the
description field (up to 25 characters). The fields Created in and Created by, are
automatically setup by the system.

To save the new data click OK or click Cancel to discard it.

Editing a Line

To edit a line, first select it, then
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

You can now change the description text for the line. No other fields can be changed,
click OK to accept and save the new description or click Cancel to retain the
original.

Deleting a Line

To delete a line, first select it, then

= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it
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Group

To work with this function, select Group from the Inventory submenu in the
Create Data option of the Settings menu.

The following fields will be available:
*  Group # - is the Group unique identification up to 4 characters
= Description - is the description for the Group up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

Group 2 AJTO QA
Descrption AUTOMOBILE
Created n 06/07/2008
Crested by SPER
AN E 2 “0NE I oK Cancel

Sample Group provided with new business setup
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Searching for a Group
To search for a specific group you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Group

To create a new group you can:
» Click on the add icon on the bottom of the window, or
*» Click the F3 key on the keyboard

Now you can fill the group code field (one to four alphanumeric characters) and the
description field (up to 25 characters). The fields Created in and Created by,
updated automatically by the system

To save the new data click OK or click Cancel to discard it.

Editing a Group

To edit a group first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

You can now change the description text for the group. No other fields can be
changed, click OK to accept and save the new description or click Cancel to retain
the original.

Deleting a Group
To delete a group first select it, then:

= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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To work with this function, select Class from the Inventory submenu in the Create
Data option of the Settings menu.

The following fields will be available:
= Class # - is the Class unique identification up to 4 characters
= Description - is the description for the Class up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

E = -
Class = cam Q
Description CARLES
Created n 12/1 12006
Created by SUPER
X k45 " [Z] SR oK Cancel

Sample Class provided with new business setup
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Searching for a Class
To search for a specific class you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Class

To create a new class you can:
* Click on the add icon on the bottom of the window, or
*» Click the F3 key on the keyboard

Now you can fill the class code field (one to four alphanumeric characters) and the
description field (up to 25 characters). The fields Created in and Created by,
updated automatically by the system

To save the new data click OK or click Cancel to discard it.

Editing a Class

To edit a class first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

You can now change the description text for the product class. No other fields can be
changed click OK to accept and save the new description or click Cancel to retain
the original.

Deleting a Class
To delete a class first select it, then:

= C(Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it
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To work with this function, select Subclass from the Inventory submenu in the
Create Data option of the Settings menu.

The following fields will be available:
= Subclass # - is the Subclass unique identification up to 4 characters
= Description - is the description for the Subclass up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

39 ~
Subclass 2 mcT Q
Descrpton DIRECT SALE
Crested n 05/232003
Created by SUPER
N s 4 “ o [»]m o o

Sample Product Subclass provided with new business setup
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Searching for a Subclass
To search for a specific subclass you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Subclass

To create a new subclass you can:
» Click on the add icon on the bottom of the window, or
*» Click the F3 key on the keyboard

Now you can fill the subclass code field (one to four alphanumeric characters) and
the description field (up to 25 characters). The fields Created in and Created by,
updated automatically by the system

To save the new data click OK or click Cancel to discard it.

Editing a Subclass

To edit a subclass, first select it, then:
= Click on the edit icon on the bottom of the window, or
* Click the F5 key on the keyboard

You can now change the description text for the product subclass. No other fields can
be changed. Click OK to accept and save the new description or click Cancel to
retain the original.

Deleting a Subclass
To delete a subclass, first select it, then:

= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it
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Category

To work with this function, select Category from the Inventory submenu in the
Create Data option of the Settings menu.

The following fields will be available:
= Category # - is the Category unique identification up to 4 characters
= Description - is the description for the Category up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

E -
Category # cons  |Q
Descodon CONSULTING
Created n 12/25/2013
Created by ECCE
X & 4 & " o« E] » oK Cancel

Sample Product Category provided with new business setup
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Searching for a Category
To search for a specific category you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Category

To create a new category you can:
* Click on the add icon on the bottom of the window, or
*» Click the F3 key on the keyboard

Now you can fill the category code field (one to four alphanumeric characters) and
the description field (up to 25 characters). The fields Created in and Created by,
updated automatically by the system

To save the new data click OK or click Cancel to discard it.

Editing a Category
To edit a category first select it, then:

= C(Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

You can now change the description text for the product category. No other fields
can be change. Click OK to accept and save the new description or click Cancel to
retain the original.

Deleting a Category
To delete a category first select it, then:

= C(Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

- -115



Zeta Pro™ Enterprise Resource Planning System Sales - Maintenance

Zeta Pro™ allows you to have "Kit” inventory items, that is, several items sold,
repaired or rented together as a unit. The parent item known as a master inventory
item and its components are known as inventory parts.

You can include another master item as a component or part of the master item you
are defining.

When you process a master item in an Invoice, Sales Order, Repair Order or Rental
Order, the system will show all the components, even the nested ones.

Before you can integrate the inventory parts into their master item, all of the parts
and master must have been created as normal inventory items, as Standard or
Serialized or Lotted. In addition, the master item must be non-perpetual.

To work with this function, select Parts from the Inventory submenu in the Create
Data option in Settings menu.

The window has three sections: in the top one, you will set or choose your master
item. In the middle section there is a table listing all the parts assigned to the master
item. Here you will add, modify or delete the corresponding inventory parts.

% Search for a master item
Add a new part item

— Edit part item quantity At the bottom, you will find the action icons.
Delete this part item The Lookup (F1) icon works only for the master
item record and all the Settings for the parts

» Next master item item record.
4 Previous master item
M First master item in file

M Last master item in file

The Browser Legend is different for parts from all the others data classification:

Inactive - the color is Red
No Stock - the color is Yellow
Active - the color is White

Selected - the selected, color is Dark Blue
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) ole |8

rertory = 25150007 Q
Descripbon KIT 4024 ACTUATOR CW CAT 3538 Q
On+tand 0
Pat # Descrption Quantity
8290-148 14024 SC 1
8923-093 KIT LINKAGE (.312 ROD) 1
2815-0009 PLATE MOUNTING |
8256-060 4024 ACTUATOR CW 1
N 93190A624 SCREW HEX HD CAP 3/8-16X1 STAINLESS 4
N 91839A033 NUT FLEX-TOP 1/2-13 STAINLESS 4
N 921B86A716 SCREW HEX HD CAP 1/2-13X1 1/2 STAMNLESS <
N 92147A031 WASHER SPRING-LOCK 3/8 STAINLESS “
7610-0002 MANUAL KIT 28150007 |

X & 4 5 M o« » M oK Cancel

Searching for a Master Inventory Item

To search for a master inventory item you can:
= Click on the search icon on the bottom of the window, or
= Click the F1 key on the keyboard, or

= Click on one of the search icons to the right of inventory number or description
fields.

Locate the item you want to edit using the arrow keys [t ] and click OK to select it.
Click Cancel to return without making a selection

Alternatively, you can navigate through the defined records, by means of the bottom
movement icons.

Adding a New Part

To add a new inventory item as part of a master one you can:
= (Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

The bottom area of the window will show fields where you can enter the inventory
item number and the quantity. If you want, click on the search icon, next to the Part
# field to select your item from the list of defined ones.
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The new item cannot be the same as the master item to which you are adding it (the
system will reject it automatically).

When you add an inventory item that has parts (another master item), the system
will add the parts, and the master item (highlighted with red color to differentiate it
as a master item).

Click OK to save the new part, it will be automatically added to the list, or click
Cancel to discard your changes.

In the following picture you have a master item # 2825 - 0007 that has another
master item # 2815 - 007, all parts from this master item was added after the first
master item, see the prior picture for parts of this master item # 2815-007.

Master Item 2825 - 0007
Parts 9905-708
9907-0005
9907-167
N A-722525FGFS
N A-72P24F1

Master Item 2815-007
Parts 8290 - 148

8923 - 093
2815 - 0009
8256 - 060

N 93190A624
N 91839A033
N 92186A716
N 92147A031 (not shown)
7610 - 0002 (not shown)
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[reventory = ZEFSO007 ':l.
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Editing a Part
To edit the quantity for an inventory item part first select it, then:

= (Click on the edit icon on the bottom of the window, or
= C(Click the F5 key on the keyboard

Change the quantity and click OK to accept and save the new data or click Cancel to

retain the original.

Deleting a Part

To delete an inventory item part first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

NOTE: Deleting a part will only delete it from the list of master inventory item, not

from the Inventory file.
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To work with this function, select Location from the Inventory submenu in the
Create Data option in Settings menu.

The following fields will be available:
* Location # - is the Location unique identification up to 5 characters
= Description - is the description for the Location up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

=l
Location = MiacFr | Q
Descrpton MIAM] OFFICE
Created n 06/10/2019
Created by SUPER
N E 45 Mo« [Z] » OK Cancel

Sample Location provided with new business setup

- -120



Zeta Pro™ Enterprise Resource Planning System Sales - Maintenance

Searching for a Location
To search for a specific location you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Location

To create a new location you can:
* Click on the add icon on the bottom of the window, or
» Click the F3 key on the keyboard

Now you can fill the location code field (one to ten alphanumeric characters) and the
description field (up to 35 characters). The fields Created in and Created by,
updated automatically by the system

To save the new data click OK or click Cancel to discard it.

Editing a Location

To edit a locations first select it, then:
= Click on the edit icon on the bottom of the window, or
* Click the F5 key on the keyboard

You can now change the description text for the product location. No other fields can
be changed, click OK to accept and save the new description or click Cancel to
retain the original.

Deleting a Location
To delete a locations first select it, then:

= C(Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

- -121



Zeta Pro™ Enterprise Resource Planning System Sales - Maintenance

With Zeta Pro™, you can pre-define your units of measure. You should define at
least one unit of measure, although you can define as many as you like.

You can define a quantity factor for each inventory item. The unit of measure can
include conversion factors as volume, size or weight. In each case, you should
always be consistent, because the system will not convert multiple levels of unit of
measure.

To work with this function, select Measure from the Inventory option in the Create
Data submenu of the Settings menu.

The following fields will be available:
* Measure # - is the Measure unique identification up to 5 characters
= Description - is the description for the Measure up to 20 characters

= Conversion Factor - is the quantity of unit required to convert into the Unit
of Measure.

e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

33 ~
Messre ¢ LK Q
Descrpton & IN A PACH
Corversion Factor 6
Crested n 03/11/2018
Created by SUPER
Nk 4 A " [I] » oK Cancel

Sample Unit of Measures provided with new business setup
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EXAMPLE: The sodas are sold in cans, in packages of 6 and packages of 12.
You should add the following Unit of Measure.
Measure CASO06, indicating that is equal to six (6) individual units (can).

Measure CAS12, indicating that is equal to twelve (12) individual units (can)

The most important rule is always to use consistent definitions of units of measure.

Searching for a Unit of Measure
To search for a specific unit of measure you can:

» Click on the search icon on the bottom of the window, or
= Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 8] and click OK to select it.
To return without making a selection click Cancel.

Adding a Unit of Measure
To create a new unit of measure you can:

» Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the unit of measure code field (one to five alphanumeric characters),
the description field (up to 25 characters) and the quantity factor.

To save the new data click OK or click Cancel to discard it.

Editing a Unit of Measure
To edit a unit of measure first select it, then

= Click on the edit icon on the bottom of the window, or
* Click the F5 key on the keyboard

You can now change the description and the quantity factor for the unit of measure.
No other fields can be change. Click OK to accept and save the new data or click
Cancel to retain the original.

Deleting a Unit of Measure

To delete a unit of measure first select it, then
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Type Code

With Zeta Pro™, you can pre-define a group of products that share a common chart
of account code for various type of inventory. Once the Type Code are been created,
they are linked to the individual products in order to identify which accounts are to
be used for the product’s transactions.

When creating a Sales Order, Repair Order, Rental Order, Invoice, Purchase Order,
Inventory Transfer or Inventory Adjustment transaction, the system looks at the
item’s type code to determine to which accounts to post.

This file specifies the Sales Revenue, Cost of Goods Sold, Sales Return and Inventory
Asset account to be use for all transactions of products in this group.

To work with this function, select Type Code from the Inventory option in the
Create Data submenu of the Settings menu.

Type Code & NSPA |
Descrpton [NON STOCK PRODUCTS
Chant of Account # Aocourt Descrpton
Sakes 41051 | Sales Non Qock
Cont 50300 | COGS Non Stock
Retumn 42030 Retums Other
Invertory 1072 nvertones-Non Stock Rems
Created n 03/1572004
Created by [SUPER 1
A4 o« » ¥ oK Cancel

Sample Type Code provided with new business setup

e Sales - is the chart of account for the distribution of Sales Revenue
amounts generated in sales and service transactions. The account type at the
Finance module must be type “"H” — Revenue

e Cost - is the chart of account for the distribution of Cost of Goods Sold
amounts generated in sales and service transactions. The account type at the
Finance module must be type “3” - Cost of Sales
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e Return - is the chart of account for the distribution of Sales Return amounts
generated in sales and service transactions. Used when a sale return to a
customer is created in the Sales module. The account type at the Finance
module must be type “H” — Revenue

e Inventory - is the chart of account for the distribution of Inventory assets
amounts generated in sales and service transactions. The account type at the
Finance module must be type “"A” — Assets 1

Searching for a Type Code

To search for a specific type code you can:
» Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Type Code

To create a new type code you can:
* Click on the add icon on the bottom of the window, or
* Click the F3 key on the keyboard

Now you can fill the type code field (one to four alphanumeric characters), the
description field (up to 25 characters) and the four (4) chart of account for the
product type. The fields Created in and Created by, updated automatically by the
system.

To save the new data click OK or click Cancel to discard it.

Editing a Type Code

To edit a type code, first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

You can now change the description and the four chart of account for the product
type. No other fields can be change. Click OK to accept and save the new data or
click Cancel to retain the original.

Deleting a Type Code

To delete a type code, first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete or No to keep the record.
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To work with this function, select Resources from the Inventory option in the
Create Data submenu of the Settings menu.

This maintenance window is the same Resource maintenance window of the Assets
module. With Zeta Pro™, you can pre-define all your resources in one place.

The following fields will be available:

Resource # - is the unique ID that identifies the resource, up to 10
alphanumeric characters

Active - indicates if the record is in “active” state. Only active resources can
be subject to transactions (Work Orders, Inventory, etc.)

Name - it contains the description for the resource, up to 35 characters.

Contact - is the name of the person to contact when addressing issues with
this resource, up to 35 characters. Optional

Position - is the position the contact person holds with this resource. Optional
Role - is the role unique ID of the contact from the role table

Addressl1, Address2, City, State, Zip Code and Country - it contains
information about the address for the resource. Optional

Phone - is the resource’s phone number. Optional

Fax - is the resource’s fax number. Optional

Cellular - is the resource’s cellular number. Optional

Email - is the contact email address. Optional

Cellular Email - enter the contact cellular email address. Optional
Website - enter the resource website address. Optional

Fiscal ID - is the fiscal ID for the resource. Optional

Supervisor - is the person or user that supervises or help manages this resource.

Is Supervisor - indicates if the resource is a Supervisor. Only supervisor
resources are assigned to equipment as supervisor

Is Custodian - indicates if the resource is a Custodian. Only custodian
resources are assigned to equipment as custodian

Is Manufacturer - indicates if the resource is a Manufacturer. Only
manufacturer resources are assigned to the inventory item as manufacturer.

Is Agency - indicates if the resource is an Agency. Only agency resources
are assigned to work accident detail page as agency.

Show in Work Order - indicates if the resource can be assigned to the work
order main page, can be as a supervisor, a technician, etc.

Regular Rate - a regular rate amount must be included for each resource
(hourly rate cost). This cost will be use for the Repair Time and the Repair
Travel option of a work order at the Assets module. This cost should include
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all amounts, which will be incurred (per hour) whenever the resource’s services
are being used

= Overtime Rate - an overtime rate amount must be included for each resource
(hourly rate cost). This cost will be use for the Repair Time option of a work
order at the Assets module. This cost should include all amounts in excess of
the regular or normal hours worked, which will be incurred (per hour) whenever
the resource’s services are being used

= Last Update by - is the user that created the record, updated by the system

= Last Update on - the date when the record was created, updated by the
system

e Created by - is the user that created the record, updated by the system

= Created in - the date when the record was created, updated by the system

Sate

Websie
Fscal ID
Supervisor

N[ B3]

E Creste and Maintain Resources

2 Q
JOSE F. 20UAIN

MNGR MANAGER
8567 CORAL WAY # 153

FLORIDA Zo Code 13155

Actve

Is Supervisor

ls Custodian

i Marufacturer
b3 Agency
Show n WO

Rogdar Rate 0.00
Overtime Rate 00

Last Updste by  SUPER

Last Update o 10/26/2014
Crstedby  SUPER

Create in 01/011%9

o oK | Conce

Sample Resource provided with new business setup.
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Searching for a Resource
To search for a specific resource you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding a Resource

To create a new resource you can:
* Click on the add icon on the bottom of the window, or
*» Click the F3 key on the keyboard

Now you can fill the resource code and the rest of data. Refer to the descriptions and
guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Editing a Resource
To edit a resource first select the resource, then:

= C(Click on the edit icon on the bottom of the window, or
*» Click the F5 key on the keyboard

You can now change the description text for the resource and other fields. Click OK
to accept and save the new description or click Cancel to retain the original.

Deleting a Resource
To delete a resource first select the resource, then:

= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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With Zeta Pro™, you can pre-define your adjustment reason. You should define at
least one adjustment reason, although you can define as many as you like. Zeta
Pro™ will create different system automatic adjustment to adjust rounding in
Purchase Order received (SGIR), or Inventory Adjustment (SGIA), or in Inventory
Transfer (SGIT). Please create these System Generated Adjustment Reasons, SGIR,
SGIA, and SGIT. The adjustment reasons are shown in:

1. Inventory Adjustments, see Inventory Adjustments

2. Transfer from Inventory to Inventory, see Inventory Transfers

To work with this function, select Adjustment Reason from the Inventory option
in the Create Data submenu of the Settings menu.

The following fields will be available:
* Adjustment Reason # - is the reason unique identifier up to 4 characters
= Description - is the description for the reason up to 25 characters
e Created in - the date when the record was created, updated by the system

e Created by - is the user that created the record, updated by the system

Adpstment Reason 2 | CYER Q
Descaplon CYCLE COUNT BRROR
Created in 07/05/2020
Created by QPER
e S Y W [e]» m oK Cancel

Sample Adjustment Reasons provided with new business setup.
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Searching for an Adjustment Reason
To search for a specific adjustment reason you can:

= Click on the search icon on the bottom of the window, or

= Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.
Adjustment Reason examples:

o WHDM - Warehouse Damage

o CYER - Cycle Count Error

o RCCC - Receipt Cost Correction

o RCQC - Receipt Quantity Correction

Locate the needed record by means of the arrow keys [t 4] and click OK to select it.
To return without making a selection click Cancel.

Adding an Adjustment Reason
To create a new adjustment reason you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the adjustment reason code (one to four alphanumeric characters)
and the description field (up to 25 characters). The fields Created in and Created
by, updated automatically by the system.

To save the new data click OK or click Cancel to discard it.

Editing an Adjustment Reason
To edit an adjustment reason, first select it, then:

= Click on the edit icon on the bottom of the window, or
* Click the F5 key on the keyboard

You can now change the description text for the adjustment reason. No other fields
can be changed. Click OK to accept and save the new description or click Cancel to
retain the original.

Deleting an Adjustment Reason

To delete an adjustment reason first select it, then:
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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This is the main inventory maintenance function, is where you define all the features
for each inventory item you will use in your system.

To work with this function, select Inventory from the Maintenance menu or click
on Create and Maintain Inventory File icon.

To help you with the data, the system will display the Inventory Search window
with the following searchable fields to help in the process.

= Inventory # - allows you to select the entire inventory or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

neeriony B ll:L [t From o Ciaie To o

L Ll

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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- o |l &8s
bvertory & Q Date From - Date To -
 Inventory # Descrption Prce  On Hand Booked »
BASIC ESC BASIC ESC R3 30.00 5] 0
BATTERY CHARGER BATTERY CHARGER 0.00 2 0
BELXIN PRN CABLE BELKYN PARALLER PRINTER CABLE F3D11 0.00 1 0
BLUE JAR BLUE PORCELAIN JAR 200.00 16 0
‘BOOKS USED BOOKS 0.00 0 0
BOSS AUDIO HEADREST BOSS AUDIO AUTOMOBRLE MEADREST CO 0.00 1 0
CABLE EXTENSION CABLE GRAY 2 MALE EXTENSION 0.00 1 0
CABLE RGS8 RGB VIDEDO CASBLE HDMI - 3 MALES 3 FB 0.00 1 0
CABLE TV CABLE TV 6" GENERIC WHITE 0.00 2 0
CATS CABLE CATS CABLE LONG 0.00 2 0
CATS CABLE YELLOW  CATS CABLE YELLOW 6 0.00 1 0
CATS SHORT CATS SHORT CABLE GREY/BLUE 0.00 2 0
CATSE CABLE CAT SE 0.00 2 0
CATV CATV RG 0.00 3 0
{COMMISSION COMMISSION 0.00 0 0 v
Y| W« > M oK Concel

The user can select the inventory by Double-clicking on the selected inventory or
by selecting the inventory and clicking the OK button

Add a new Inventory Item At the bottom of the Search window, you will find
a set of icons that will show available functions.

E Show the Legend

The user from this window can also add a new inventory by clicking the Add icon to
start a new inventory.

The Browser Legend will display different colors depending of the status:

Inactive - the inventory color is Red

No Stock - the inventory color is Yellow

Active - the inventory color is White

Selected - the inventory-selected color is Dark Blue (BASIC ESC)

Sample Inventory Item Data provided with new business setup,
ZZLABORACTIVITY for Repair Activity, ZZAIRFARE for Repair Expense and a
regular item sample (widget)
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You have action icons located on the bottom of the
window. They will allow you to search, add, edit or
delete an item.

You will find two new icons: one for showing the items
image (if there is one associated with it) and one for
showing the item parts (if it is a Kit Item).

You also have the record movement icons that allow
stepping forward or backward in the inventory item
file.

@ Search for an item

Delete this item

Add a new item
Edit this item data

Show image

Show parts

Next item
Previous item
First item in file

Last item in file

To make the text easier to read, the following topics describe generalized
procedures. Please refer to the described data fields if you need more information.

Inventory Image

By clicking the icon Show Image the system displays the image associated to the item.

Creste end Maintain Inventory File
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Average Costing of Inventory

The average cost of a product is constantly being calculated with each receiving
transaction. Each time inventory is received, the current on-hand (before receiving)
units of stock is multiply by the current average cost for that product. The new
receiving cost is then added to this value and the total value is then divided by the
new quantity on-hand (after receiving).

This new average cost is stored and used for all transactions for this product; this
average cost cannot be reproduced for a past moment in time for an inventory value
report because is always current.

On-Hand = 100

Current average unit cost = $10.00

Current Extended average cost $1,000.00

Receiving 100 at $9.00 each is $900.00

New unit average cost is $9.50 = Calculation (1,000.00 + 900.00)/200

Auxiliary Data Fields

Several of the data fields used in the inventory item windows require that you enter
a code previously defined in other places. Fields like line, class, and unit of measure
are an example of these.

ﬁ Search auxiliary code

Zoom into maintenance

If you do not know the code of your data, you can click on the search icon located to
the right of the field and get a lookup window where you can find your desired
record. There will be times when you have not defined the appropriate record in
advance. To avoid forcing you to exit your current item definition and jump to
another task to define what you are missing, this search window provides a zoom
icon. Click on it and the corresponding maintenance window for the record type will
appear, letting you create a new one if needed. When you are finished creating or
modifying the auxiliary record, click OK to return to your search window, with your
new or modified record already selected on the list. Click OK once more and your
new or modified record data will be entered in its corresponding field in the inventory
window.
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Searching for an Inventory Item
To search for a specific inventory item you can:

= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard

Both of these methods will start a search on item number. If you want, you can start
the search based on the description by clicking on the search icon to the right of the
description field.

Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t ] and click OK to select it.
To return without making a selection Click Cancel.

Adding an Inventory Item
To create a new Inventory Item you can:

* Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the Inventory code or number and the rest of data in the different
pages. Refer to the descriptions and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Editing an Inventory Item

To edit an inventory item first select it, then:
= Click on the edit icon on the bottom of the window, or
» Click the F5 key on the keyboard

Move to the appropriate page and change the required data. Refer to the
descriptions and guidelines for the different fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting an Inventory Item

As a security measure, you can only delete an inventory item if it is inactive and
does not have any transactions.

To delete an inventory item first select it, then:
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

To make it easier to work with the high number of fields needed to store the data,
the inventory window has five pages: Information, Settings, Notes, Sales, and
Prices.
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Information Inventory Page

The Information page contains the most relevant data for an item. Some data fields
are informative while others can be change. Following is a list of the fields and their
description (all fields are required and editable unless otherwise specified):

)
Informaton Settngs Notes Sales  Prices
Inventory 2 HUB SWITOH Q Active
QesTpton 8 PORT 10-300 DUAL SPEED HUB ENCORE Q
SLostitute On-Hand 1
Mode ENH70805 Sooked 0
wC s Ay alabie |
Locaton 0B808 OF BBOX MS BLUE Committed 0
e 2000 PARTS On Orger 0
Growp HR'AR MARDWARE To Order 0
Class NV NETWORX In Shop 0
Subdass B NEWTWORK LS Rented/Tots 0
Category NATL NATIONAL Min. Max 0
Sale Price 300,00 Profit [ % 100.00 100.90
Cost 0.00 Verdor 2
Return Cost 20.00 Pate
Last Cost 0.00 Quantity Amount
Last Cost Order PTT 0 0.00
Last Order Seles PTD 0 0.00
Last Price 04/18/2019 Sales YTD 0 0.00
ANk 24 ED M 4« » ¥ oK Carronl

Inventory # - is the main code that the system will use to identify your record.
It should be unique for every item and can be up to 20 alphanumeric characters

Description - is the name or description for your item, up to a length of 54
characters

Active - it indicates if the inventory item is active and available for sale when
checked. If you clear it, you cannot include the item in any transaction and it
will not show in the lookup list when creating an invoice or any other document

Substitute - (optional) is the code for the inventory item that can substitute
the current one. Click on the search icon to the right of the field to select from
the list of current inventory list

Model - (optional) is up to twenty characters indicating the textual description
of the model

UPC # - (optional) is up to twenty characters indicating the item control
number

Location - is the code that identifies the location assigned to this inventory
item.
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= Line - is the product line unique identifier assigned to this inventory item, the
Inventory Data Classification section details procedures for entering data into
this field

= Group - is the product group unique identifier assigned to this inventory item,
the Inventory Data Classification section details procedures for entering data
into this field

= Class - is the product class unique identifier assigned to this inventory item,
the Inventory Data Classification section details procedures for entering data
into this field

= Subclass -is the product subclass unique identifier assigned to this inventory
item, the Inventory Data Classification section details procedures for entering
data into this field

= Category - is the product category identifier assigned to this inventory item,
the Inventory Data Classification section details procedures for entering data
into this field

= Sale Price - (optional) is the product sale price

= Cost - (optional) is the current unit cost. When you create an inventory item,
you can input the initial cost if known. From there on, the cost value is updated
continuously as your inventory stock changes. The value shown represents the
average cost of your on-hand inventory. Once your inventory item is created,
you can change the unit cost through the Inventory Adjustment function in
Maintenance menu

= Return Cost - (optional) is the return cost value in a Sales Return. The item
will take this cost if the return cost is greater than zero (0), otherwise it will
take the average cost

» Last Cost - is the last cost in a purchase order received without any additional
expenses added as updated by the system, this field cannot be changed

= Last Cost (date) - is the date the last cost was updated, this field cannot be
changed is updated by the system

= Last Order (date) - is the date this item was last ordered in a purchase order
as updated by the system, this field cannot be changed

= Last Price (date) - is the date the sale price was updated by the user after
the create date, this field cannot be changed is updated by the system

= On-Hand - is the current on-hand quantity. When you create an inventory
item, you can input the initial on-hand quantity and the system will
automatically create an Inventory Adjustment entry. You will have the option
to change the posting to the inventory adjustment account; otherwise will be
posted directly to the Inventory cost

= Booked: is the quantity posted in sales order, repair order and rental order
not shipped. This field cannot be changed is updated by the system.

= Available - is the quantity of the item you can sell, or rent or repair. Inventory
On-Hand minus Booked. This field cannot be changed, is updated by the system

= Committed - is the quantity committed in a sales order or a repair order when
there is no available quantity On-Hand. Committed quantity and To Order
quantity are concurrently updated by the system and cannot be changed.
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= On Order - is the quantity ordered to the vendor. This quantity increases when
placing a purchase order and decreases when receiving the merchandise, it
cannot be changed, is updated by the system.

» To Order - is the order quantity pending to the vendor at sales order or repair
order creation and we do not have enough stock available (Booked minus On-
Hand), the system generates quantities To Order. To Order quantity and On
Order quantity are concurrently updated by the system and cannot be changed
at creation of a purchase order or when making inventory adjustment. The
Committed quantity will NOT be updated by a purchase order

= In Shop- is the quantity located at the repair shop and transferred from the
inventory warehouse, is updated through a repair order and it cannot be
changed.
Note: This field can be turned off if you do not want to use this option, just go
to Change Setup in menu Settings of the Sales module and uncheck Disable
Ship Inventory from Warehouse to Repair Shop

* Rented - is the quantity of rented out items in unis, is updated through a
rental order, is increased when is delivered to the customer and reduced when
is closed, either returned by the customer or not pickup, it cannot be changed

* Total - is how many times in quantity units the item has been rented, is
updated through a rental order, it cannot be changed

* Min/Max - is the minimum and maximum quantities you should stock for this
item. You can change these quantities manually or through the Minimum and
Maximum process in the Transactions menu at the Inventory module

* Profit/% - is the profit calculated deducting the unit cost from the unit price.
The profit amount and the percentage is displayed, is updated by the system
and cannot be changed.

» Vendor # - is a ten-character field that identifies the primary vendor that most
often supplies this item. When the system automatically generates purchase
orders documents for this item, this vendor will be selected. Users may still
purchase this item from any vendor, however system generated documents will
use this vendor by default. Click on the search icon to the right of the field to
select from the list of defined vendor-id

* Part # - this is the vendor’s inventory part number for this item, up to 20
characters. This is a reference particularly to be use when ordering to the
vendor, and when automatically generating purchase order documents

* Order PTD - quantity and amount accumulated from the sales, rental and
repair orders for the current period (13 periods or 12 periods per year). No tax
included in sales. This field cannot be changed

= Sales PTD - quantity and amount accumulated from the inventory items
invoiced for the current period (13 periods or 12 periods per year). No tax
included in sales. This field cannot be changed

= Sales YTD - quantity and amount accumulated from the inventory items
invoiced since the start of the year up to date. No tax included in sales. This
field cannot be changed
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Settings Inventory Page

The Settings page contains supplemental information about your inventory item. As
with the information page, some fields are informative while others are editable.

Following is a list of the fields and their description (all fields are required and
editable unless otherwise specified):

= e
informaton SeiNgS Notes Ssles  Prices
Inventory # B SWITOH Q Actve
Descrpton 8 PORT 10-100 DUAL SPEED MUB ENCORE Q
Descrpfon 2 | 8 PORT 10-100 DUAL SPEED HUB
Image 8 Port Mub. 0 3
Duty # /| % 0.0000 | Item Type Sales
Repar Tme ( Minutes Control Method Standard
Type Code NSPA Perpetun
volume Ut 0000 EA Kty
Weght LUnt 0000 EA ABC2 3
Measre-Unt [ Manufachurer &
vendor List Price 25.00 Pt 3
Vendor Frce 25.00 Irveriory Secunty ). O
vendor {isc .00 Lead Tre 0.00
vendor D-Frice 12.50 Order Freguency 0,00
Warr Nencor 180 Days Apply Descount Change e pbor
Warr Customer 180 | Days Commsson Yice
Created n 2/30/2006 axable Owscount
Created by SUPER otfpwes wohes
X2 ED H 4« » ¥ OK Cancel

Description 2 - (optional) is a second description for your item, up to 54
characters

Image - (optional) is up to forty characters indicating the file name that
contains an image for your inventory item. Click on the folder icon to the right
of the field in edit mode to locate the image for this item. A good subdirectory
to place all your images under the “"SIS1” (business 01) will be SIS1\PIC

Duty # / % - (optional) is the duty # assigned to this item and the duty
percentage to calculate the duty rate.

Repair Time - (optional) is the repair time in minutes for this item. This time
is used with the Repair Order to calculate the performance of the Technician
when repairing. See Summary Current Repair Order Productivity Report.

Type Code - is the chart of account assigned to this group of inventory. The
type code has four (4) accounts: Sales, Cost of Goods Sold (COGS), Sales
Return and Inventory. Click on the search icon to the right of the field to select
from the list of defined type codes
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*  Volume-Unit - is the physical volume of the smallest unit of this item. You do
not have to enter a volume value to validate a product; however, a volume unit
must be entered. Click on the search icon to the right of the field to select from
the list of defined units-id

=  Weight-Unit - is the product weight of the smallest unit of this item. You do
not have to enter a weight value to validate a product; however, a weight unit
must be entered. Click on the search icon to the right of the field to select from
the list of defined units-id

= Measure Unit - is the code for the unit of measure used by this item, the
Inventory Data Classification section details procedures for entering data into
this field. Click on the search icon to the right of the field to select from the list
of defined units-id

= Vendor List Price - (optional) is the vendor’s list price, could be in local or
foreign currency, this is your cost if the vendor does not give you any discount.
You do not have to enter a vendor list price to validate a product; however, if
the system is using by default Multicurrency, as set up in Business Set Up of
Settings, Change Set Up, a currency unit at the right should be entered. Click
on the search icon to the right of the field to select from the list of defined
currency-id. This picture above is not using Multicurrency

= Vendor Price - is the vendor’s list price in local currency calculated by the
currency exchange rate when using multicurrency. If not using multicurrency,
the vendor list price and the vendor price will show the same amount. If the
system is using by default Multicurrency, as set up in Business Set Up of
Settings, Change Set Up, the local currency unit at the right will show. This
field is updated by the system and cannot be changed

* Vendor Discount - is the vendor’s discount given to you on purchases of this
item. Examples if vendor is giving you a 25 % discount enter as 25.00

= Vendor Discount Price - is the vendor-discounted price of the item in local
currency. This field is updated by the system and cannot be changed

= Warranty Vendor - is the number of days from a vendor’s invoice date for
which you have warranty on this item. Be sure to specify the same type of units
in warranties, vendor or customer. In other words, you can choose the type of
unit used, days, weeks or months, but you should use the same unit for both
warranty data requested. The number of days entered is added to the invoice
date to determine a product’s warranty expiry date

=  Warranty Customer - is the number of days from a customer’s invoice date
for which you offer warranty on this item. Be sure to specify the same type of
units in warranties, vendor or customer. In other words, you can choose the
type of unit used, days, weeks or months, but you should use the same unit
for both warranty data requested. The number of days entered is added to the
invoice date to determine a product’s warranty expiry date

= Created in - the date when the record was created, updated by the system
= Created by - is the user that created the record, updated by the system
= Item Type (Sales, Rental or Part) - indicates item type:

o Sale item - are those items that will appear in a Sales Order, Sales Quote,
Invoice, Sales Return and Repair Order. The Prices Tab will show the multi
sales prices for the item if multi-price was setup
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o

Rental - are those items that will only appear in a Rental Order. The
Prices Tab will show all the rental information for the item

Part - are those items that will only appear in a Work Order, in the Fixed
Asset module. The Prices Tab will show an empty tab. Do not confuse this
item type with an Inventory that is Part of a kit.

Note: When creating a Purchase Order all item type above will show in a
purchase order, meaning we can purchase for all item types.

= Control Method - Zeta Pro™ has four (4) control methods: Standard, Serial,
Lot and Non Inventory. Once the user selects the method and the new item is
accepted, this field cannot be change. All items must be designated as one of
the following:

1.

Standard are all the regular items that are not serialized, or lot, or non-
inventory and uses the “purchase-selling” process

Serial indicates that this item uses serial numbers, a unique number. You
must specify a serial number for these products when making any type of
inventory transactions. This means that you cannot receive or sell any
serialized product without entering a serial number. The system will not
accept a blank serial number. On-hand inventory is track not just for the
product, but also for each serial number. When a stock query is perform for
a serialized product, the system will tell you not only how many units are
on-hand, but also what serial numbers are on hand.

Lot indicates that this item uses lot numbers, a number for a group of
products. As with serialized products, you must specify a lot number for
these products when making any type of inventory transaction. Unlike
serialized products, a quantity is associated with each lot number. When a
lot product is receive, you must specify the lot number, how many of each
lot you are receiving and expiration date. When selling or adjusting the
inventory of lot item product, you must specify how many from each lot
number you are selling or adjusting.

Non Inventory are those non stock inventory items, those we rarely keep
in stock, this type has a special feature that you can include the cost in any
document in order to make short the “purchase-selling” process (the cost
will appear in the screen so we can add the cost for this particular item).
The meaning of the “purchase-selling” process is that we do not have to
create a purchase order every time to post the cost and unit on hand. Just
remember to have units on hand through inventory adjustment or create
with enough units on hand if is setup as a perpetual product; otherwise
you can set it up as a non-perpetual product not to track on-hand units.

Perpetual: if checked, you want the system to keep a perpetual inventory,
to track stock levels on this product in Sales Order, Rental Order, Repair
Order, Invoices, Sales Return and Purchase Orders. If unchecked, it will
display in color red at the screen, stock levels are not available on non-
perpetual products. At the same time, non-perpetual products never affects
the asset chart of account. All products such as freight, labor, mileage or
any other type of products used to add additional charges to Sales Order or
Repair Order should be set up as non-perpetual.
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Inventory Journal Entry

Journal entries scenarios: Entries are created automatically by the system
every time a user invoices a product; the system creates a set of
transactions, no user intervention is necessary.

Inventory transactions are created by all shipping or receiving process in the
Sales, Purchasing and Inventory modules. When creating a detail line at a
sales order, or invoice, or repair order, or rental order it creates an inventory
transaction; at the same time, a purchase order receipt line creates an
inventory transaction.

1. Sales of a Perpetual Product:

A $100 sale price of a perpetual product with a cost of $50 uses three
accounts of the Item Code set up (Sales Revenue, Cost of Goods Sold and
Inventory) and the Accounts Receivables account from the customer record.

Account Debit Credit

Accounts Receivable 100.00
Sales Revenues 100.00
Cost of Goods Sold 50.00
Inventory 50.00

2. Sales Return of a Perpetual Product:

A $100 sale return of a perpetual product with a cost of $50 uses three
accounts of the Item Code set up (Sales Return, Cost of Goods Sold and
Inventory) and the Accounts Receivables account from the customer record.
The Sales Return account is use instead of Sales account only when returning
merchandise.

Account ‘ Debit  Credit

Sales Return 100.00

Accounts Receivables 100.00
Inventory 50.00

Cost of Goods Sold 50.00
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3. Sales of a Non-Perpetual Product:

A $30 sale price of a non-perpetual product with no cost, like internal freight,
only uses the Sales Revenue account of the Item Code set up and the
Accounts Receivable account from the customer record.

Freight Items should be setup as a Non-Perpetual and Non-Inventory. By
posting the freight, this way is when you do not keep track of the individual
freight cost per invoice. Example, we charge a fix amount for freight at all
invoices shipped and at the Payables module, we charge the freight to
Accounts Payable and Freight Cost.

Account ‘ Debit Credit
Accounts Receivable 30.00
Freight Revenues 30.00

4. Sales of a Non-Perpetual Product and a Non-Inventory:

A $30 sale of a non-perpetual product like external freight, which cost is
entered at time of creation of the line. Non-perpetual product only uses the
Sales Revenue account, plus the Account Receivable account from the
customer record, but because is also a Non-Inventory product, we have to
input the cost and it uses the debit and credits of the cost side.

Posting the freight this way you can keep track of the individual freight cost
per invoice. Example, we charge the exact amount for the cost freight at all
invoices shipped and, at the Payables module, we charge the freight to
Accounts Payable and Freight Payable.

Account Debit Credit

Accounts Receivable 30.00
Freight Revenues 30.00
Cost of Freight 10.00
Freight Payable 10.00

5. Item Code set up for Non-Perpetual Product and a Non-
Inventory

You should set up Freight as a product and call it when invoicing, the correct
set up is as follow in the Item Code:

Sales Freight Revenue

Cost of Goods Sold Cost of Freight

Sales Return Freight Return

Inventory Freight Payable
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When posting the freight payable invoice for your vendor you should post it to
Accounts Payable (credit) against Freight Payable (debit). This debit will offset
the credit from the Invoicing transaction; in this example will be 10.00.

» Kits - indicates if this is a master item, which has parts, it will display in color
red at the screen, refer to Inventory Parts to define a list of products that will
make up this kitted product. This field is for information only. This field cannot
be change. A Kit product must be set up as non-perpetual item; stocks for
kits are always maintained at the component level. Kits are picked or assembled
at the time of the order. The price for a master item (Kit) is specific to the Kit.
it is not a sum of the individual parts prices. Depending on which option was
selected at the document level, either one of the following the print output will
be different:

= 1) Adding a Component
» 2) Just this item or
= 3) Adding a New Format

= ABCZ - is the code for ABC classification. Use ‘Z’ if the classification is
undefined.

* Manufacturer # - is a ten-character field that identifies the manufacturer that
most often manufacture this item. Click on the search icon to the right of the
field to select from the list of defined manufacturer-id. This field can be blank,
otherwise it should be a valid manufacturer.

= Part # - this is the manufacture’s inventory part number for this item, up to
20 characters. This is a reference particularly to be use when ordering to the
vendor.

» Inventory Security - is the period that covers your needs with the
merchandise that you have in the warehouse if suddenly your vendors stopped
shipping by any reason, like one week, one month, etc.

* Lead Time - is the time the order takes to arrive to the warehouse from the
vendor. If you have more than one vendor per inventory item, you will probably
have different waiting time per vendor

= Order Frequency - is the time between your orders. This determines the
frequency with which you reorder your merchandise, the more frequently you
order, the less your inventory level will be:

o For Inventory Security, Lead Time and Order Frequency make sure to
specify the same unit value. In other words, you can decide the value of
unit used, days, weeks or months, but you should use the same unit (value)
for All -

= Apply Discount - if checked, discounts can be applied to this item
=  Apply Commission - if checked, commissions will be calculated for this item
= Apply Taxes (Taxable) - if checked, the item is taxable

= Apply Lot Expires - only used for Lot items. If checked, the system will force
to enter an expiry date when lot inventory is received in a purchase order or in
any inventory function
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= Change Description - if checked, indicates that the user can change the item
description in the invoice, sales return, sales order, sales quote, purchase
order, purchase quote, repair order or rental order

= Change Price - if checked, indicates that the user can change the item price
in the invoice, sales return, sales order, sales quote, repair order or rental order

= Change Discount - if checked, indicates that the user can change the item
discount in the invoice, sales return, sales order, sales quote, purchase order,
purchase quote or repair order or rental order

= Change Notes - if checked, indicates that the item can have notes in the
invoice, sales return, sales order, sales quote, purchase order, purchase quote,
repair order or rental order
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Notes Inventory Page

The Notes page is where you can optionally fill the notes for this item and notes for
the location fields, example: Aisle 6 — Bin 4. This is for reference only.

gCreatecndkh-mmtn.'cntor,'hk o | &[T
mmlm Notes |Sales | Prices
Inventory # MUB SWITOM Q Actve
Descrption 3 PORT 10-300 DUAL SPEED HUB ENCORE Q
Notes
This Note will print in all Documents, depending if the g is checked -
Douments are: Invoices, Sales Return, Sales Order, Sales Quotes, Repar Order and Rental Order.
Tots Char, 12
Location
B3N M1E n Lower Rack -
Toas Char, 21
AP EHES ()0 ok ) e ]
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Sales Inventory Page

The Sales page shows the accumulated quantities and amounts for invoiced items for
each period (13 periods or 12 periods per year) of the previous and current year.
Optionally, when you create a new inventory item, you can input known data in these
fields. Once created cannot be changed and it is updated automatically by the system.

& =l ECEE
Informalion Setbngs Mobes  SakeS  Prices
Irveriory @ LA SATTON O Bt
Descripion | 3 PORT 10-100 DUAL SPEED HUB BNCORE (n ]
Cusrent Tear Prioe Year
Period 1 a .00 Perod 1 W D
Periad 2 a {.00 Perad 2 o 1 F 5]
Pesiod 3 b g.00 | Pered o o0
Peviod 4 a 0.00 Periad 4 o oua
Periad 5 1] 0,00 P § v [ e]
Pavigd & | ] {.00 “prd & [ 1 X e]
LA — o] Percd 7 : 0
Penod 8 L] 0,040 #eriod B i Qi
Penod § a 0,00 | Period 9 0 0.0
Perind 10 0 .—:"':"! | Period 20 0 oL
Peniod 11 [ 0,00 | Peried 11 o Qo0
Penod 13 o | 0.00| Period 12 B Q00
Totsl t .04 Tl 0 1y a]
X E MBS T o Cance
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Prices Inventory Page

In the Prices page, you can easily setup your pricing policy for your Sales type
inventory item. This page only shows the Multilevel Pricing chosen depending on
the configuration in the Sales module (see information on Change Set Up for the
Sales module). The current options are depending on the item type:

Sales Item:

= No Multilevel Pricing - You will be using the standard list price (local or
foreign) and no more prices are shown.

E Creste and Maintain Inventory File ) 0 &3

Information | Settings | Notes | Sales ~ Prices

Irwventory £ HUS SWITOH Q Actve
Description 8 PORT 10-200 DUAL SPEED MUS ENCORE Q
Price 300.00 Cost 0.00

No Multhevel Priorg

AN 4 EHED M 4 » ¥ oK Cancel
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= Multilevel prices based on Quantity - You can setup up to 10 prices based
on the quantity ordered for each inventory item.

(@] Creste and Maintain Inventory File =R EcRES
Information | Settings | Notes | Sales | Prices

Irwventory & MW MISC. Q Active
Description NETWORK MISC. -WIRE & CONECTORS Q
Price 55.00 Cost 0.00

Multiever Price based on Quanaty Order

Quanty Prce Quantity Price

0 54.00 2% 44,00

50 $3.00 200 48.00

100 52.00 350 47,00

150 51,00 00 46.00

200 50,00 500 45,00
EICICIBNC L () EE0) (o e |
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= Multilevel prices based on Customer Code - You have 10 codes or pricing
categories. Assign a price to all the ones you need to use. When you do your
Customer Maintenance in Sales, you can assign the appropriate pricing code
to your customers.

E Creste and Maintain Inventory File o =] &3

Informaton | Settings | Notes | Sales | Prices

Inventory # MW MISC. Q Active
Description NETWORK MISC, -WIRE & CONECTORS Q
e 55.00 Cost 0.00

Multiever Price based on Customer Code

Price Prece

1 $400 6 4,00

2 53.00 7 58.00

3 52.00 3 47,00

4 51,00 9 46.00

5 000 0 45,00
SIS R 2 - DY CAERERNET oK Concel |
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Rental Item:
* Hourly Rate - the rental rate in one (1) hour unit
= Daily Rate - the rental rate in one (1) day unit, enter 8 hours per day
= Weekly Rate - the rental rate in one (1) week unit, enter 40 hours
= Monthly Rate - the rental rate in one (1) month unit, enter 160 hours
* Min Hour - the minimum hours a rental unit can be rented
= Salvage amount - the salvage amount of the rental item
* Purchase Date and Amount - purchase date and amount of the rental item
» Service Date and Amount - last service date and amount of the rental item
= Next Service Day - the next service of the rental item in day’s unit
* Delivery Amount - the amount charged for delivery of the rental item

» Service Due Date - the next service due date of the rental item, date
calculated by the system based on service date plus next service days

» Deposit amount - the deposit amount charged of the rental item

* Hours rented - the accumulated time in hour units of the rental item, if the
rented item is a serialized item than this will be your hours rented of the item.

* Insurance amount - the insurance amount charged of the rental item

Information Settngs Notes Sales Frices
Inventory 2 ROV SERVICES Q Active
Descrpton ROV SERVICES Q
Prce 150.00 Cost 0.00
nents Rates
Hours Rates Dates Amount
Mourly 150.00 | Purchase 08/13/2017 424056
Oady 3 Service 04/22/2015 B ).00
Weekdy ) NextDebvery 30 .00
Monthly 10 OueDepost | 0722019 8 500.00
Mn Salvage Hours insurance 3000.00
X ¥ 4489 M« » M 0K Canced
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With this option, you can directly enter the on-hand quantity as well as the cost for
your inventory items. Use this option also to correct the information that the system
holds about your items after you do a manual count and check out in your
warehouse; or use it to enter the initial on-hand quantity and cost for newly created
items, in case you did not fill this data during your creation process.

To work with this function, select Inventory Adjustment from the Maintenance
menu or click on Inventory Adjustment icon.

To help you with the data, the system will display the Inventory Search window
with the following searchable fields to help in the process.

= Inventory # - allows you to select the entire inventory or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

iverton 8 i, [DateFrom ™ Date To ™~

Hel Cancel

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.

& o | &l e
mesrtory B a [hate From [~ Dt To -
I'l.l"'n.'“él"!l]l"ﬁ' ¥ e Tipion Price O Hang Bt L
[DATA SWITCH BELKIN DATA SWITCH A/B FOR PRINTER 0.00 1 o
DELORMEGRSHHELD  DELORME SWITTH GFS AMDSONYHAND! . 0@ 1 @
|pEPOSIT SLIP DEPOSIT SLIP g7.00 0 0
| DHL-ECON DHL-ECOMOMY SERVICE 0.00 0 0
|FED'ENP-E'=+JH FEDERAL EXPRESS - ECONOMY SERVICE 40,00 L] 1]
|HEADPHOME BLOK SLVE! BLACK HEADPHONE WITH SLVER 0.00 1 i
| HEADIPHONE WHT VWHITE HEADPHONE 0.00 1 o
|HEADPHONE YLOW  YELLOW HEADPHONE 0.00 1 ]

HLIB SWITCH |8 PORT 10-100 DUAL SPEED HUB ENCORE| 1040, 1] ]
|HW-SALESTOCK HARDWARE SALE TN STOOK 0.00 0 0
|KEYBOWRD COMPUTER KEYBOARD (1 SERIAL 1 PS2) 0.00 2 ]
[iovM SwWITCH 4 PORT KVM SWITCH DLINK 0.00 1 0
|MESC INCOME REIMBURSEMENT 0.00 0 1]
[MONITOR CABLE MOMITOR CABLE 0.00 1 0
IHS--EI:F.'PHEHI OPERATIONAL EQUIPMENT .00 L ]
[W5-SALES STOOK NON STOCK SALES 0.00 0 D v

2 M 4 » W oK Cancel

The user can select the inventory by Double-clicking on the selected inventory or
by selecting the inventory and clicking the OK button

At the bottom of the Search window, you will find a

Al Show the Legend set of icons that will show available functions.

The Browser Legend will display different colors depending of the status:

Inactive - the inventory color is Red

No Stock - the inventory color is Yellow

Active - the inventory color is White

Selected - the inventory-selected color is Dark Blue (HUB SWITCH)
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After selecting the item, the upper section of the window lets you select or search
the item and the middle section will allow to input and verify the adjustment quantity
and cost.

Adjusting an Inventory Item

First, search for your inventory item, clicking on the search icon to the right of the
Inventory # field or on the bottom of the window.

Click OK to activate the edit mode, showing the middle section of the window.

In the quantity field, enter the new adjustment quantity. This quantity value is an
adjustment, not the total On-Hand value. In other words, is the difference found
from the On-Hand value reported by the system and the real On-Hand value. If the
new On-Hand quantity is greater, than the adjustment value must be positive. If the
new On-Hand quantity is less, the adjustment must be negative (value pre-ceded by
a minus sign). The system will update the new On-Hand quantity on the second line
as you type your adjustment.

You cannot decrease your inventory stock below the current On-Hand value. This
will make your stock negative.

In the cost field, enter the new cost value, if needed. The default is the current
calculated unit cost for your item. This value must always be zero or positive.

If you only need to adjust the unit average cost, enter zero (0) in quantity and the
new average cost per unit in this field.

In the comment field, enter a brief comment for the transaction (up to 30
characters).

In the date field, enter the date for the transaction.

In the adjustment Reason, first search for your reason, clicking on the search icon
to the right of the Reason field, this is a mandatory field.

Inventory Transfer to Finance

Zeta Pro™ will transfer directly the adjustment to the Inventory Adjustment account
for the increase or decrease of the inventory quantity or cost adjusted.

You have the option to post this transaction to another account if you check the field
Change Inventory Adjustment Account, letting you to enter the appropriate
accounts at the bottom of the window. The system default value will show, if you
need to, change them by entering the new account numbers or searching by clicking
on the search icon to the right of the fields. This can be helpful when correcting data
entry errors and the like. In any case, consult with your accountant.

Click OK to process the transaction.

Note: The system creates additional automatic adjustments (Transfer to Finance
adjustment) in the adjustment file when the new adjusted cost multiplied by the new
adjusted quantity is not equal to the new On-Hand total.
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Take for example, the following case:
We have 10 units in stock with a total cost of 8.10 with an average unit cost of 0.81.

Now we have to increase the stock by 5 units at an average cost of 0.73.

The new total cost of our inventory item will be 11.75 (0.81 x 10 + 0.73 x 5) which
leads to a rounded average cost of 0.78 (11.75/15).

With this new average cost, we have a difference of 0.05 from the original total cost
of 11.75 and the new average cost of 11.70 (0.78 x 15).

In this case, the system will create an extra adjustment for the missing cost of 0.05,
bringing the total cost to its real value and charging the appropriate chart of account.
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Reduce Booking in an Inventory Item

If you have booked quantity and decreases your inventory stock below the
Available units (calculated from On-Hand quantity minus Booked quantity, the
system will ask if you want to remove the booked ones. This process will start
with the sales orders and, if needed, continue with the repair orders. In this case,
the system will update the Committed value to reflect the missing quantity. In the
case of the repair order, if needed it will also change the status of a repair order to
Missing Parts status.
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This is the main customer maintenance function. Here is where you have all the
characteristics for each customer that you will keep track in your system.

To work with this this function, select Customer from the Maintenance menu or
click on Create and Maintain Customer File icon.

To help you with the data, the system will display the Customer Search window
with the following searchable fields to help in the process.

= Customer # - allows you to select the entire customer or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

!

Customer & " Date From - Date To =

L L

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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The user can select the customer by Double-clicking on the selected customer or
by selecting the customer and clicking the OK button

Add a new Customer At the bottom of the Search window, you will find
a set of icons that will show available functions.

E Show the Legend

The user from this window can also add a new customer by clicking the Add icon to
start a new customer.

The Browser Legend will display different colors depending of the status:

Inactive - the customer color is Red
Active - the customer color is White
Selected - the customer-selected color is Dark Blue (ZETACONCEP)
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To make the text easier to read, the following topics describe generalized
procedures. Please refer to the described data fields if you need more information.

% Search for a customer

You have action icons located on the bottom of the Add a new customer

window. They will allow you to search, add, edit or E Edit this customer
delete an item. Delete this customer
You will find an icon to show the customer’s aging. Show customer’s aging

You also have the record movement icons that allow Next record

stepping forward or backward in the inventory item file. 4 previous record

First record in file

M Last record in file

Auxiliary Data Fields

Several of the data fields used in the customer windows require that you enter a
code previously defined in other places. Fields like region/state, customer class, and
salesman are an example of these.

ﬁ Search auxiliary code

Zoom into maintenance

If you do not know the code of your data, you can click on the search icon located to
the right of the field and get a lookup window where you can find your desired
record. There will be times when you have not defined the appropriate record in
advance. To avoid forcing you to exit your current item definition and jump to
another task to define what you are missing, this search window provides a zoom
icon. Click on it and the corresponding maintenance window for the record type will
appear, letting you create a new one if needed. When you are finished creating or
modifying the auxiliary record. Click OK to return to your search window, with your
new or modified record already selected on the list. Click OK once more and your
new or modified record data will be entered in its corresponding field in the customer
window.

Searching for a Customer

To search for a specific customer you can:
= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard

Both of these methods will start a search. If you want, you can start the search
based on the description by clicking on the search icon to the right of the description
field.

Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t 8] and click OK to select it.
To return without making a selection click Cancel.
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Adding a Customer
To create a new customer you can:

= C(Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the descriptions and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Editing a Customer

To edit a customer first select it, then:
= Click on the edit icon on the bottom of the window, or
» Click the F5 key on the keyboard

Move to the appropriate page and change the required Data. Refer to the customer
data for a description and guidelines of the fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting a Customer

As a security measure, you can only delete a customer’s record if it is inactive and
does not have transactions.

To delete a customer first select it, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

Customer Aging
To see a customer’s aging, first select it, then:

Click on the Aging icon on the bottom of the window.
A new window will appear showing the customer’s aging in ranges:
1 - 30, 31 - 45, 46 - 60, 61 - 90 and over 90 days due, along with the balances.

To close the aging window, click OK or click Cancel.

To make it easier to work with the high number of fields needed to store the data,
the customer window has four pages: information, settings, notes and sales.
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Information Customer Page

The Information page contains the most relevant data for a customer. Some data
fields are informative only while others are editable. Following is a list of the fields
and their description (all fields are required and editable unless otherwise specified):
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» Customer # - is the unique ID that identifies the customer, up to ten (10)
alphanumeric characters

= Active - It indicates if the record is in active state. Only active customers can
be subject of transactions (invoicing, sales, etc.)

* Name - it contains the name for the customer, up to 30 characters

= Invoicing Address, City, State, Zip Code and Country - it contains
information about the invoicing address for the customer

= Shipping Address, City, State, Zip Code and Country - it contains
information about the shipping to address for the customer. If blank, the
invoicing address will be use. Optional

* Fiscal ID - is the fiscal ID for the customer. Optional

» Contact - is the name of the person that should be contacted when addressing
issues with this customer. Optional

= Position - is the position the contact person holds with this customer
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= Email - enter the contact email address. Optional
= Website - enter the business website address. Optional

* Credit Limit - enter the credit limit (in local currency if using Multicurrency)
that applies to the customer. Optional

= Balance - it shows the current customer’s balance. After creation cannot be
changed, updated by the system.

* Open Credit - it shows the amount of the customer’s open credit invoices.
After creation cannot be changed, updated by the system.

= Order PTD LC - it shows the ordered amount through sales, repair or rental
Orders, (PTD) Period-to-Date, in (LC) local currency. After creation cannot be
change, updated by the system. No tax included in orders

» Order PTD FC - it shows the ordered amount through sales, repair or rental
Orders, (PTD) Period-to-Date, in (FC) foreign currency. After creation cannot
be change, updated by the system. No tax included in orders.

» Sales ATD - it shows the total amount of sales for the customer up to the
current date, (ATD) Amount-to-Date - When you are creating a new customer,
you can input the known value. After creation cannot be changed, updated by
the system. No tax included in sales. Optional

= Sales YTD - it shows the amount of sales for the customer from the start of
fiscal year up to the current date, (YTD) Year-to-Date - When you are creating
a new customer, you can input the known value. After creation cannot be
change, updated by the system. No tax included in sales. Optional

= Sales PTD - it shows the amount of sales for the customer from the start of
the current period up to the current date, (PTD) Period-to-Date - When you are
creating a new customer, you can input the known value. After creation cannot
be changed, updated by the system. No tax included in sales. Optional

» Last Payment - it shows the amount of the last payment received from this
customer. When you are creating a new customer, you can input the known
value. After creation cannot be changed, updated by the system. Optional

» Last Date - it shows the date for the last payment received from this
customer. When you are creating a new customer, you can input the known
value. After creation cannot be changed, updated by the system. Optional

= Last Invoice - it shows the date for the last invoice for this customer. When
you are creating a new customer, you can input the known value. After creation
cannot be changed, updated by the system. Optional

= Last Invoice - it shows the last invoice humber for this customer. When you
are creating a new customer, you can input the known value. After creation
cannot be changed, updated by the system. Optional

= Phone - it shows the customer’s phone number. Optional
» Fax - it shows the customer’s fax humber. Optional

» Salesman - it shows the code for the assigned salesman. Click on the search
icon to the right of the field to select from the list of defined salesman. Optional
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Settings Customer Page

The Settings page contains the following information:
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A sample Pay Type provided when a new business is setup, see customer

pay type window

= Accounts Receivable account # - input or search (clicking on the search
icon) the corresponding account number

= Industry - input or search (clicking on the search icon) the corresponding code

» State - input or search (clicking on the search icon) the corresponding code

= Class - input or search (clicking on the search icon) the corresponding code

= Pay Type - input or search (clicking on the search icon) the corresponding
code. Code “01” and code “07” should never be deleted from the system

The code 01 has a special meaning: Cash Payment. When this form of payment is
specified, the system will automatically generate payments and close any invoice or
sales return when they are created. The same will happen with sales orders, repair

orders or rental orders when they are marked as shipped

The code 07 has also a special meaning: Term Payment and its characteristics are
specified in the fields pay term, days and net, described below
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= Price code - select the pricing code you want to assign to the customer. Only
applicable if multi-level pricing is in effect

* Hold credit - puts orders on hold if the customer is over the credit limit. A
customer’s credit is compare to his current A/R balance plus the total of all un-
invoiced open orders in sales order, repair order and rental order. If the credit
limit is set to 10,000 and his A/R is 6,000, then when all open orders for this
customer reaches 4,000, the customer is considered to have exceeded his
credit limit. The credit limit is evaluate as soon as you complete a line of a new
document, such as invoice, sales order, repair order and rental order. As soon
as a line is entered that puts the customer over his credit limit, the Credit
warning” message will display: “Credit Limit 10,000 Orders: 4,000
Balance: 6,000”

= Apply Charges - indicates if financing charges are applied to the customer’s
open balance. For future version

= Apply Discount - indicates if the customer receives a special discount in
purchases

= Discount - indicates the discount percentage that applies to the customer

= Pay Term, Days and Net - specify the conditions that apply when the
customer has been assigned a “pay type” code number 07 (term). This fields
have the following meaning:

= Pay Term - specifies the discount allowed.
= Days - specifies the number of days allowed to apply the pay term discount.

* Net - specifies the number of days allowed, after the discount period has
expired, to apply only the net value.

» Tax #1 - specifies the sales tax rate #1, as defined in Settings, Change Set
Up

» Tax #2 - specifies an additional sales tax, as specified in Settings, Change
Set Up

= Currency - input or search (clicking on the search icon) the corresponding code
for the currency-id for these customer transactions. If not using Multicurrency
it will not show

= Created in - is the date when the record was created, updated by the system

* Created by - is the user that created the record, updated by the system
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Notes Customer Page

In the Notes page (optional), you can enter any text that relates to your customer.
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Sales Customer Page

In the Sales page (optional), you will find fields that shows the sales amount your
customer has generated through the current and prior year. When you are creating a
new customer, you can input all the known data. After creation these fields cannot
be changed, are updated by the system.
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Multipie Shipping Addresses

For those customers that have multiple premises and need you to ship to any one of
them, Zeta Pro™ provides the means to record countless shipping addresses.

To use this option you should have defined your customer first (see previous topics).

To work with this function, select Multiple Address from the Maintenance menu or
click on Create and Maintain Multiple Shipping icon.

To help you with the data, the system will display the Multiple Address Search
window with the following searchable fields to help in the process.

= Customer # - allows you to select the all the customers or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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The user can select the customer by Double-clicking on the selected customer or
by selecting the customer and clicking the OK button

E At the bottom of the Search window, you will find a
Show the Legend set of icons that will show available functions.

The Browser Legend will display different colors depending of the status:

Inactive - the customer color is Red
Active - the customer color is White
Selected - the customer-selected color is Dark Blue (ZETACONCEP)
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After searching and selecting your customer, the system will show you the main
shipping address (the one you entered in the customer record) and, on the lower half
of the window, the space to shows the other shipping addresses.
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% Search for an address
£l S @ sy EEEns In this window, you can search, add, edit or delete
=1 Edit this address’s data records using either the keyboard shortcuts or the
Delete this address icons located on the bottom of the window.

Next record You can also navigate through the defined records

Previous record one at a time with the navigation icons (see list at

4 left).

First record in file

Last record in file

The data you will enter for each address, apart from the address code (1-5
alphanumeric characters) is the same used for the shipping address in the main
customer record window: Address, City, State, Zip Code, Country, Contact,
Phone and Taxes. To find more details about their contents, please refer to
Customer Data earlier in this chapter.
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Searching for a Shipping Address
To search for a specific shipping address you can:

= Click on the search icon on the bottom of the window, or
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t J] and click OK to select it
or click Cancel to return without making a selection.

Adding a Shipping Address

To create a new shipping address you can:
* Click on the add icon on the bottom of the window, or
*» Click the F3 key on the keyboard

Fill in the appropriate data and click OK to save the record or click Cancel to discard
it.

Editing a Shipping Address
To edit a shipping address data, first select it, then:

= C(Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the appropriate fields and click OK to save the new data or click Cancel to
retain the original and discard your changes.

Deleting a Shipping Address

To delete a shipping address data, first select it, then:
= C(Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or click No to keep
it.
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Sales System Notes

Sometimes the need arises for a more descriptive text about a transaction or item.
Every formal document in Zeta Pro™ (invoice, sales return, sales order, sales quote,
rental order, repair orders and recurrent invoice) has reserved fields for you to
include two types of notes: a beginning one and an ending one. If you enter any text
in these fields, when you print the document, depending on the printout format, the
former will print before the document detail and the later after it.

There are also times when you want to include some form of repetitive text in some
documents. For example, in your sales quotes, you may include text guaranteeing
prices and specifications. Some other times you will want to include promotional text
or seasonal messages in your documents. These being repetitive tasks, can be
handle very easily in Zeta Pro™ by means of the System Notes, which can be
included in your documents in place of an ending note.

To work with this function, select Notes and then Sales System Notes from the
Maintenance menu.

To help you with the data, the system will display the Notes Search window with
the following searchable fields to help in the process.

= Note # - allows you to select the all the notes or just one.

= Date From - allows you to select a date (create date) with a calendar popup
o Date To - allows you to select a date (create date) with a calendar popup

=
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The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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The user can select the note by Double-clicking on the selected note or by
selecting the note and clicking the OK button.

Add a new Note At the bottom of the Search window, you will find a

E set of icons that will show available functions.
Show the Legend

The user from this window can also add a new note by clicking the Add icon to start
a new note.

The Browser Legend will display different colors depending of the status:

Active - the note color is White
Selected - the note-selected color is Dark Blue (0001)
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Maintaining Sales System Notes

The following topics describe how to perform the different actions in detail.

% Search for System Note

Add a new System Note .
You can search, add, edit or delete records by means
of the action icons located on the bottom of the

Edit System Note’s data
Delete this System Note | window.

L Next record

d .

» Previous record You can also navigate through the records by means
First record in file of the navigation icons

]|

Last record in file
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Searching for a System Note

To search for a specific System Note you can:
= Click on the search icon on the bottom of the window, or
= Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the record by means of the arrow keys [#t 8] click OK to select it. To return
without making a selection click Cancel.

Adding a System Note
To create a new System Note you can:

* Click on the add icon on the bottom of the window, or
* Click the F3 key on the keyboard

Now you can fill the note code and, the description field (up to 25 characters) and
the text for the note. The Date field is updated by the system.

To save the new data click OK or click Cancel to discard it.

Editing a System Note
To edit a System Note, first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

You can now change the description and the note text for the System Note. No other
fields can be change. Click OK to accept and save the new description or click
Cancel to retain the original.

Deleting a System Note

To delete a System Note, first select it, then:

= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or click No to keep
it.
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Maintaining Document Notes

The best place to maintain your document notes is in the transaction maintenance
window. Every one of these windows has a Note page where you can freely enter
the needed text.

However, when you just want to change any text associated with a note in a specific
document, you can do it without going into full document maintenance mode. To
help you with this, Zeta Pro™ has a special notes maintenance mode in every
formal document (invoice, sales return, sales order, sales quote, rental order, repair
orders and recurrent invoice).

All of these functions can be access from the Notes submenu in the Maintenance
menu.

% Search for a document

Edit document’s notes

To maintain any of these document’s notes, first select the appropriate option from
the menu and then follow these steps:

1. Locate your document by clicking on any of the search icons, either on the
bottom of the window or the ones besides the reference fields. If you use
anyone of the icons located beside a reference field, document #, customer
# or name your search will sort by this corresponding field. If you use the
one at the bottom of the window, you will be allow to select which order to
use. Select your document.

Click OK to display the notes corresponding to your document, if any.
Click on the edit icon on the bottom of the window to enter edit mode.

Modify the needed fields and click OK to save your changes.

u » W N

When the notes are larger than shown at the box, with Page Up and Page
Down you can see the full notes.

NOTE: With these functions, you can only change the text for the beginning and
ending note. If your document has been associated to a system note and you want
to change it to another system note, you will have to go into full document
maintenance.
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Sales — Transactions and Processes

Invoicing

With Zeta Pro™, you can easily create your invoices.

To work with this function, select Invoicing from the Invoicing submenu in the
Transactions menu or click on the Create and Maintain Invoices icon.

To help you with the data, the system will display the Invoice Search window with
the following searchable fields to help in the process.

= Invoices # - allows you to select the all the invoices or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

Irriece O l:'_“l.. e From [ Dk To ™

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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The user can select the invoice by Double-clicking on the selected invoice or by
selecting the invoice and clicking the OK button

Add a new Invoice At the bottom of the Search window, you will find a

E set of icons that will show available functions.
Show the Legend

The user from this window can also add a new invoice by clicking the Add icon to
start a new invoice.

The Browser Legend will display different colors depending of the status:

Active - the invoice color is White
Selected - the invoice-selected color is Dark Blue (00010990)
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Searching for an Invoice

To search for a specific invoice you can:
= Click on the search icon on the bottom of the window,
= Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t &] and click OK to select it.
To return without making a selection click Cancel.

Creating a new Invoice
To create a new invoice you can:

» Click on the add icon on the bottom of the window, or
* Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the descriptions and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Modifying an Invoice
To edit an invoice first select the Invoice, then:

= C(Click on the edit icon on the bottom of the window, or
» Click the F5 key on the keyboard

Move to the appropriate page and change the required data, refer to the descriptions
and guidelines for the different fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting an Invoice

To delete an invoice first select the Invoice, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it
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Printing Invoices

You can print your invoices directly from the invoice maintenance window, one at a
time, as you are creating them. Alternatively, through the invoicing printing
function in the reports menu, where you can print single or multiple invoices.

To print your invoice directly form the invoice maintenance window, after you have
finished entering data, click on the print icon. In the document selection window
choose Invoice and in the copies window enter the number of copies you need to
print.

Besides printing the Invoice, you can also print the Delivery Receipt and the
Packing List.

Customer Aging

To see a customer’s aging, click on the Customers Aging icon on the bottom of the
window.

A new window will appear showing the customer’s aging in ranges 1 - 30, 31 - 45,
46 - 60, 61 - 90 and over 90 days due, along with the total balance.

To close the aging window, click OK or click Cancel.
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Invoice Page

The Invoice page holds your customer’s data, at on the bottom you will find a set of
icons and a set of fields that will show the running totals for the invoice.
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Start a new Invoice or delete records by means Next record
. . of the action icons. " Previous record
Edit this Invoice ”
Delete this Invoice You can also navigate First record in file
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Customer Aging icons.
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e ADAMS 0  Sales ATD I764.51
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» Invoice # - it holds the assigned invoice humber for the record. It is assigned
by the system and cannot be changed

» Customer # - enter the customer ID. You can click on the search icon (to the
right of the field) to select the customer from the list of currently customer.
Upon entering or selecting a valid customer ID, the system will automatically
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fill in the corresponding fields for the customer’s record. You can change several
of these fields, as noted below, if the need arises

= Date - is the effective date for the invoice

* Name - it contains the name for the customer, up to 30 characters. Filled in
from the customer’s record, you can change this field

= Invoicing Address, City, State, Zip Code and Country - it contains
information about the invoicing address for the customer, filled in from the
customer’s record, you can change this field

= Shipping Address, City, State, Zip Code and Country - it contains
information about the shipping to address for the customer. If blank, the
invoicing address will be use, filled in from the customer’s record, you cannot
modify this field

If you customer has several shipping addresses, you can select one of them by
specifying Multiple in the address drop-down and choose from the multiple
address lookup. Selecting Origin (the default) from the address drop-down,
the primary shipping address stored in the customer’s record will be use

To define multiple shipping addresses, refer to Multiple Shipping Addresses

» Contact - is the name of the person that will be contacted when addressing
issues with this customer. Filled in automatically by the system, either from the
customer’s main record or from one of the shipping address records

= Phone - is the phone of the person that will be contacted when addressing
issues with this customer. Filled in automatically by the system, either from the
customer’s main record or from one of the shipping address records

= ID # - is the fiscal ID for the customer, updated automatically from the
customer’s record, you can change this field. Optional

» Sales ATD - it shows the total amount of sales for the customer up to the
current Date - Filled in from the customer’s data, you cannot change this field.

= Sales YTD - it shows the amount of sales for the customer from the start of
fiscal year up to the current date, updated from the customer’s data, you
cannot change this field

= Sales PTD - it shows the amount of sales for the customer from the start of
the current period up to the current date, updated from the customer’s data,
you cannot change this field

= Credit Limit - it shows the customer’s credit limit, updated from the
customer’s data, you cannot change this field

= Balance - it shows the current customer’s balance, updated from the
customer’s data, you cannot change this field

= Open Credit - it shows the amount of the customer’s open credit invoices,
updated from the customer’s data, you cannot change this field

» Currency - it is the currency assign to the customer, updated from the
customer’s data, you can change this field. Will show if only using
Multicurrency, otherwise it will not show

= Exchange Rate - it is the last exchange rates corresponding to the currency
assign, updated from the Finance’s foreign currency exchange rate table, you
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cannot change this field. Will show if only using Multicurrency, otherwise it will
not show

Salesman - is the code for the assigned salesman, updated from the
customer’s data - Click on the search icon to the right of the field to select from
the list of salesmen

Discount - is the discount percentage that applies to this invoice, updated
automatically from the customer’s record, you can change this field

Pay Term conditions - is the pay term conditions of this customer, if
applicable, updated automatically from the customer’s record, you can change
these fields. If you need to change the payment type, refer to the data in the
page Payment and Notes

Ship Via - is how to ship the merchandise. Optional

F.O.B. - is the FOB location. Optional

PO# - is the customer’s purchase order number, if applicable. Optional
Sales Tax Rate #1 - the rate #1, as defined in Settings, Change Set Up
Sales Code #1 - the code #1, as specified in Settings, Change Set Up
Sales Tax Rate #2 - the rate #2, as defined in Settings, Change Set Up
Sales Code #2 - the code #2, as specified in Settings, Change Set Up

Note: Depending on how many the Sales Tax are define, you will see one sales
tax, two sales taxes or neither if you did not choose any.
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nvoice Detail Page

The Detail page contains a list of items charged to this invoice. Every invoice should
have, at least, one merchandise item sold to the customer.

When you add or modify an item record, the window layout will change to show the
following fields where you can enter the information.

= Inventory # - enter your item number. To search, click on the search icon to
the right of the field. Upon entering a valid inventory number, all the relevant
data for the item will show

= Description - is the description for the item. You can change this if you have
specified that the user can change the description from the item record

= Cost - enter the unit cost price for the item. Cost will only show if you have
specified that the Inventory Type is Sales and the Control Method is Non-
Inventory, this cost will be used to calculate the profit when invoicing instead
of the average cost calculated on a Standard Control Method

» Ship (Quantity) - enter how many items will ship (sold). This value should be
greater than zero and less or equal to the available quantity for the item (On-
Hand minus Booked quantity) or it will be rejected by the system. Quantity
shipped will be reduce from the On-Hand quantity

» Discount - enter the discount percentage, if applicable and allowed
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= Price (Unit) - enter the unit sales price for the item. You can change this if
you have specified that the user can change the price from the item record

=  Amount - it is the total sale amount for this item, ship quantity times price
minus discount, updated by the system and cannot be changed

* Note - is an auxiliary field where you can enter notes about the item. You can
change the note if you have specified that the user can change the notes from
the item record

Adding Component — option will only show if you have specified the following three

conditions:

o

o

@)

Inventory Type is Sales
Control Method can be Standard, Serial or Lot

Has Kit, the Kits checkbox has been flag - if this item is a Master or Parent
item and has parts. You have three (3) selling options:

1. Adding Component - will add the master item and all of parts to
the invoice detail

2. Adding just this item - will add only the master item to the invoice
detail

3. Adding New Format - will add the master item and all parts to the
invoice detail; this format prints at the invoice detail all parts only

If the master item has a price, the price will be included to the total of the Invoice.
After the system adds all parts and there are Missing Parts at the end of the process
the system will show a message indicating it has created an error log in a text file
(TXT) with missing parts

The rest of the fields under the Note, shows information of the item and is handle by
the system automatically, you cannot change them.

Adding Inventory Items
To add an inventory item to your invoice you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill all the needed fields as specified in the previous topic and click OK to save the
record or click Cancel to discard your changes.

After adding a record, you will be ask if you want to continue adding more items.
Answer appropriately and continue your work.

- -183



Zeta Pro™ Enterprise Resource Planning System Sales - Transactions and Processes

Modifying Inventory Items

To edit an inventory item first select it, then:
= Click on the edit icon on the bottom of the window, or
» Click the F5 key on the keyboard

Change the needed fields and click OK to save your changes or click Cancel to
discard.

Deleting Inventory Items
To delete an inventory item first select it, then:

= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.
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Invoice Payment and Notes Page

The Payment and Notes page lets you change the payment type and add beginning
and ending notes. The beginning note will print before the start of the detail in your
invoice and the ending (or the system note if you chose) at the end.
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For the ending note, you have the option to use a system note (see Maintaining
Sales System Notes) with a pre-defined text or a specific text that you can enter
directly on this page. Both notes are optional.

Additional Discount for Cash Invoices

With Zeta Pro™, you can add additional discount to invoices, but only when creating
paid invoices or with Pay Type 01. To start this task when you are at the Payment
and Notes page and creating the invoice, select the Discount and enter a discount
amount not greater that the Total amount. When entering a Pay Type 01, user
must enter the Bank ID and the Pay Reference to complete the payment section,
these are required fields.

Flag the Cash checkbox if the payment is in cash currency, this is optional.
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Sales - Transactions and Processes

Serial or Lot controlled Items Process for Documents

It is important to understand that every time a serial or lot item is sold via any of
these document types, the system will create a transaction for audit purposes in the

Serial/Lot transaction file.

Document Code | Transaction File Process Additional Proc.
Purchase Order PO Increases Assign Serial to Inventory N/A

Invoice IN Reduces Invoicing N/A

Sales Order SO Booking Sales Order Invoicing

Repair Order RO Booking Invoicing Repair Invoicing

Rent Order RN Booking Delivery to Customer N/A

Rent Order RN Reduces Booking Invoicing Rental Invoicing

The process to add

serial numbers to an invoice, sales order, repair order or rental
order is to tag or check the serial line at the Choose Serial/Lot Number window.

The process to add Lot numbers to an invoice, sales order, repair order or rental
order is different from serial numbers, and is by entering the allocated units to each
line, which can never be greater than the pending unit of the line can.

See the following pages on how to work with serial or lot numbers, pay special
attention to the error messages.

Serial or Lot controlled Items Process for Non-Documents

e Sales Return- the serial/lot numbers are not assigned when the items
are returned, the process to follow is after returning the items at the Sales
Return, the system will display a warning message to assign the return
item via the Assign Serial to Inventory at the Inventory module and
select Return from drop-down - for future release.

e Sales Quote - the serial/lot numbers are not assigned when items are
quoted, the process to follow is after the quote is approve as a Sales
Order is to edit the detail line at the Sales Order and assign them. Sales
Order with non-assigned serial/lot numbers cannot be ship via the Ship
Sales Order option.

e Inventory Adjustment - the inventory adjustment has two different

options:

1. Increasing the units of a serial/lot item, the process to follow is
after adjusting the units and the system displaying a warning
message to assign the increase the adjustment via the Assign
Serial to Inventory at the Inventory module and select Adjust
from drop-down - for future release.
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2. Decreasing the units of serial/lot item, the process to follow is after
adjusting the units and, the system displaying a warning message
to assign the decrease in adjustment via the Serial Adjustment
to Inventory in the Maintenance section of the Inventory
module and manually delete the serial/lot number via the Delete
button.

e Inventory Transfer - the inventory transfer has two different options:

1. Transferring units from a serial/lot item to a non-serial/lot item.
The process to follow is after transferring the units to a non-
serial/lot item and the system displaying a warning message is to
assign the decrease via the Serial Adjustment to Inventory in
the Maintenance section of the Inventory module and manually
delete the serial/lot number via the Delete button.

2. Transferring units from a non-serial/lot item to a serial/lot item.
The process to follow is after transferring the units to a serial/lot
item and the system displaying a warning message is to assign the
increase via the Assign Serial to Inventory at the Inventory
module and select Transfer from drop-down - for future release.

Serial or Lot controlled Items at Period End Closing

Pay special attention at Period End process to the following:

Purchasing

e User cannot finish the process if a serialized item in a Purchase Order was
received and have not being assigned a serial number.

Sales

e User cannot finish the process of Shipping a Sales Order if have not being
assigned serial nhumbers. In Sales Quote user does not assigns the serials,
only at the Sales Order level, so when a Sales Quote is approved to be a
Sales Order, the user must edit the Sales Order detail line to allocate the
serials to the line.

Inventory

e User has not assign serial to Inventory Adjustment
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Working with Serial controlled Items

When you add or modify a serial controlled item record at the Document Detail, from
an Invoice, a Sales Order, A Repair Order or a Rental Order, the window layout will
display the fields where you can enter the same information as any other inventory
item.
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After entering the Inventory # and any other information, the user must click the OK
button and the system will display a new window with all the available serial
numbers for the user to select the total units. The user must flag the same count of
units or the system will display an error message.

The user must flag only the same unit that is selling, looking at this example you can
only flag 10 serial humbers. If you assign less than 10 or more than 10 and click the
OK button the system will display the error message and will return you back to the

serial selection screen.

Invalid input, match units to document # 00011004 -> 10

As soon as the user starts flagging -check marking- the serial number the system
highlighted it in yellow, when you have completed flagging the necessary unit the
user must click OK to complete the assigning process.
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The serial selection screen list all the available serial humbers with the following
columns:

e Check - to assign the serial # to the document
e Serial # - the serial number
e Vendor # - the vendor number from which the serial was purchased

e Purchase Order # - the purchase order from which the serial was
purchased

e Units - the units purchased, you can only purchase one unique serial
number

The unit assigned to the document number is highlighted in yellow.
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If you want to change the serial numbers for another one, the system will display the
same window with the serial number assigned highlighted in yellow, you can now
update the serial number list and click OK with the changes.

Note: The add serial selection screen is the same as the update serial selection
screen which lists all available serial nhumbers and the serial number assigned to the
document in yellow.
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Working with Lot controlled Items

When you add or modify a lot controlled item record at the Document Detail, from an
Invoice, a Sales Order, A Repair Order or a Rental Order, the window layout will
display the fields where you can enter the same information as any other inventory
item.
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After entering the Inventory # and any other information, the user must click the OK
button and the system will display a new window with all the available lot numbers
for the user to select the total units. The user must allocate the same count of units
or the system will display an error message.

The user must allocate only the same unit that is selling, looking at this
example you can only allocate 5 units. If you assign less than 5 or more than 5 and
click the OK button the system will display the error message and will return you
back to the lot selection screen.

Invalid input, match units to document # 00011004 -> 5

As soon as the user starts allocating, the units from any lot nhumber the system
highlighted it in yellow, when you have completed allocating the necessary unit the
user must click OK to complete the assigning process.

The allocating process is different from the serial flagging process. The user can
allocate from any available (pending) units, looking at this example you can only
allocate 5 units. These 5 units were from Lot # 1002, but it could have been from
any of the listed lots.
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There is a second rule besides the total units, which is the user cannot exceed the
pending units per lot, if the user clicks the OK button the system will display a
different error message and will return you back to the lot selection screen.

For this particular example, the user has increase the lots sold to 25 and have
allocated the following:

1002 - 5 allocated, see last screen showing 5 allocated at the end
3006 - 20 allocated, you can only allocate 19, and those are the available units
Invalid input, allocated units greater than pending units - 20

The lot selection screen list all available lot humbers with the following columns:
e Lot # - the lot number
e Vendor # - the vendor number from which the lot was purchased

e Purchase Order # - the purchase order from which the lot was
purchased

e Units - the units purchased

¢ Pending Units - the units purchased minus the allocated units, example
for Lot # 3002, 8 purchased and 3 allocated in other document, you can
only allocate or have available 5 units.

e Allocated - the units available in this document

The unit allocated to the document number is highlighted in yellow.

o |

rzhunQSQWdAo(Numba 9 52

Wvertory®  LOTORUG
Descrpton  SAMPLE DRUG WITH LOT

Lot # Vendor # Purchase # Unts PEND Aloc. Date BExp
‘002 ZETA 00001768 40 40 5 01/06/2017
00001768 0 01/06/2017

_Eiﬂ-_-ﬂ __0101/06/2017 |

00001788 48 48 0 12/31/2017
3006 zsn 00001768 20 0 o0s/30/2007

OK Cancel

- -191



Zeta Pro™ Enterprise Resource Planning System Sales - Transactions and Processes

If you want to change the lot numbers for another one, the system will display the
same window with the lot number assigned highlighted in yellow at the end of the
list, you can now update the lot humber list and click OK with the changes.

Note: The add lot selection screen is different from the update lot selection screen
which lists all available lot numbers and the lot number assigned to the owner of the
document in yellow.

In this example, you can see in the new window that the lot # 1002 is listed twice,
because this lot has a total purchased of 40 units, where the user allocated 5 units
originally when created the transaction, leaving 35 pending to allocate when the user
modifies the transaction line:

1002 - 35
1002 -5
rém:ose Serl/Lot Number v )
Inventory = LOTDRUG
Descrption SANPLE DRUG WITH LOT
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3005 ZETA 00001788 43 48 0 12/31/2017
3006 ZETA oooor7ee 20 o oe/30/2017
1002 ADMCORN 00010935 S 5 S 01/06/2017
oK || Cancel |
[
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When customer returns merchandise for a refund or a credit, a credit note is issue to
reduce the customer’s balance. The credit note amount is reduce from the accounts
receivable total and added to the total of the customer’s open credit. In order to
close the credit note, you should apply it to pending invoice (refer to Open Credits).

In Zeta Pro™, the Sales Return window resembles the Invoice window. You should
enter the same kind of information. The main difference is that, for the system, with
an invoice, we are shipping merchandise (and posting a debit) and with a Sales
Return, we are receiving merchandise (and posting a credit).

To work with this function, select Sales Return from the Invoicing submenu in the
Transactions menu or click on Create and Maintain Sales Return icon.

To help you with the data, the system will display the Credit Search window with
the following searchable fields to help in the process.

= Credit # - allows you to select all the returns (credits) or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

» Date To - allows you to select a date (create date) with a calendar popup icon

Lringst & I:_{ Ce From E Cate T E

O Cancel

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.

= = ek o
Craacil & ':L Disie Froem - Dt Ta -
nwvoxce = Cugtaimer & Harma o
{CID01260 ABBOTTLAR ABBOTT LABORATORIES -14.60
{C001 261 ACHES TEELC ACME STEEL COMSANY 5l 00
(001262 ACMEPARTE ACME PARTS AND SLPPLY 100,00
{C001 263 USCGCNALST USCGE DECISIVE MAUSTA PASCAGOULA -55.00

CO00] ik FETACONCER TETA CONCERTS, INC.

E = W o4 M o Carce

The user can select the credit by Double-clicking on the selected credit or by
selecting the credit and clicking the OK button

Add a new Credit At the bottom of the Search window, you will find a

E set of icons that will show available functions.
Show the Legend

The user from this window can also add a new credit by clicking the Add icon to
start a new credit.

The Browser Legend will display different colors depending of the status:

Active - the credit color is White
Selected - the credit-selected color is Dark Blue (ZETACONCEP)
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Searching for a Sales Return
To search for a specific sales return you can:

= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard
Navigate through the defined records, by means of the bottom movement icons.

Locate the needed record by means of the arrow keys [t J] and click OK to select it
or to return without making a selection click Cancel.

Creating a new Sales Return
To create a new sales return you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the descriptions and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Modifying a Sales Return

To edit an existing sales return first select the sales return, then:
= Click on the edit icon on the bottom of the window, or
*» Click the F5 key on the keyboard

Move to the appropriate page and change the required data, refer to the descriptions
and guidelines for the different fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting a Sales Return

To delete an existing sales return first select the sales return, then:
= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it

Printing Sales Returns

You can print your sales return credit directly from the sales return maintenance window, one
at a time, as you are creating them, click on the print icon. In the copies window enter
the number of copies you need to print

Alternatively, through the credits printing function in the reports menu, where you
can print single or multiple credits.

To help you with the data, the Sales Return maintenance window has three
pages: Sales Return, Detail, and Payment and Notes.

The following paragraphs describe the use and requirements for each of the fields.
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Sales Return Page

The Sales Return page holds your customer’s data, at the bottom you will find a set
of fields that will show the running totals for the document.

| = ECRIE:
Sees Hebrm Detadl  Payment and MNotes
Credi 2 COo0L2E54 (N4
Customer # | rEraconcer |0 Liste 2713 L
Hame ZETA COMCEPTS, INC. L]  Sales ATD 261157
Agiciness [ mous STREET | Sales¥TD 15549, 7%
Trvoce® | | SslesPTD 2595, 7%
City lmu.,u: Crechi Limat SO00000000.00
Ctate |_r|_-:_|=e;l_u. | Do Code | 70 COOE Balarae SRl 34
Conai i._l__ 5]; 2 1 ; gy et T
i
[ Foe g~ LR STREET Saleaman FT Diesoce st 30,00
“thp o™ [ | PayTem 200 %] 3p et o
City MLANT Shp Vs Ay WA
Stade FLORIDS Iip Code | 777 COODE F.0.8, FT. LALIDERDIALE
Country LLS.A, PO e
Contact | sPeoRT FL T 7000 | | FL
fhore MNE-2270270 0L000
Subvintal 0.00 | FLTAK .53 [ "Z'-T':;lflj Descount .00 | Total &1 76
XN & M S M 4 kM oK Cancel
% You can search, add, »
Search for a Sales Return edit or delete records Next record
by means of the action .
Start a new Sales Return icéns Previous record
L ) 4 L
Edit this Sales Return . First record in fil
You can also navigate b st record €
#| Delete this Sales Return through the records by Last record in file
. . means of the
Print this Sales Return navigation icons.

» Credit # - it holds the assigned credit number for the record. It is assigned by
the system and cannot be changed

= Customer # - enter the customer ID. You can click on the search icon (to the
right of the field) to select the customer from the list of currently customer.
Upon entering or selecting a valid customer ID, the system will automatically
update the corresponding fields for the customer’s record. You can change
several of these fields, as noted below, if the need arises

= Date - is the effective date for the sales return
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= Name - it contains the name for the customer, up to 30 characters. Filled in
from the customer’s record, you can change this field

= Invoicing Address, City, State, Zip Code and Country - it contains
information about the invoicing address for the customer. Filled in from the
customer’s record, you can change this field

= Shipping Address, City, State, Zip Code and Country - it contains
information about the shipping to address for the customer. If blank, the
invoicing address will be used, updated from the customer’s record, you cannot
modify this field

If you customer has several shipping addresses, you can select one of them by
specifying Multiple in the address drop-down and choose from the multiple
address lookup. Selecting Origin (the default) from the address drop-down,
the primary shipping address stored in the customer’s record will be use

To define multiple shipping addresses, refer to Multiple Shipping Addresses

» Contact - is the name of the person that should be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

= Phone - is the phone of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

= Sales ATD - is the total amount of sales for the customer up to the current
date, updated from the customer’s data, you cannot change this field

= Sales YTD - is the amount of sales for the customer from the start of fiscal
year up to the current date, updated from the customer’s data, you cannot
change this field

= Sales PTD - is the amount of sales for the customer from the start of the
current period up to the current date, updated from the customer’s data, you
cannot change this field

= Credit Limit - is the customer’s credit limit, updated from the customer’s data,
you cannot change this field

= Balance - is the current customer’s balance, updated from the customer’s data
you cannot change this field

= Open Credit - is the amount of the customer’s open credit invoices, updated
from the customer’s data, you cannot change this field

» Currency - is the currency assign to the customer, updated from the
customer’s data, you can change this field. Will show if only using
Multicurrency, otherwise it will not show

» Exchange Rate - it is the last exchange rates corresponding to the currency
assign, updated from the Finance’s foreign currency exchange rate table, you
cannot change this field. Will show if only using Multicurrency, otherwise it will
not show

» Salesman - is the code for the assigned salesman, updated from the
customer’s data - Click on the search icon to the right of the field to select from
the list of salesmen

- -197



Zeta Pro™ Enterprise Resource Planning System Sales - Transactions and Processes

Discount - is the discount percentage that applies to this sales return, updated
automatically from the customer’s record, you can change this field

Pay Term conditions - is the pay term conditions if this customer, if
applicable, updated automatically from the customer’s record, you can change
these fields. If you need to change the payment type, refer to data in page
Payment and Notes

Ship Via - is how to ship the merchandise. Optional
F.O.B. - it is the FOB location. Optional.
PO# - is the customer’s purchase order number, if applicable. Optional

Sales Tax Rate #1 - specifies the rate #1, as defined in Settings, Change
Set Up

Sales Code #1 - specifies the code #1, as specified in Settings, Change Set
Up

Sales Tax Rate #2 - specifies the rate #2, as defined in Settings, Change
Set Up

Sales Code #2 - specifies the code #2, as specified in Settings, Change Set
Up

Note: Depending of the Sales Tax defined you will see one sales tax, two sales
taxes or neither if you did not choose any

Sales Return Detail Page

Every sale return should have, at least, one merchandise item returned from the
customer.

When you add or modify an inventory record, the window layout will change to show
the following fields where you can enter information.

Inventory # - enter your inventory item number. To search, click on the
search icon to the right of the field. Upon entering a valid inventory number,
all the relevant data for the item will show

Description - is the description for the item. You can change this if you have
specified that the user can change the description for the item at invoicing time

Cost - enter the unit cost price for the item. Cost will only show if you have
specified that the Inventory Type is “Sales” and the Control Method is “"Non-
Inventory”, this cost will be use to calculate the profit when invoicing instead
of the average cost calculated on a “Standard” Control Method

Receive (Quantity) - enter how many items will be receive (returned). This
value should be greater than zero or will be rejected by the system. Quantity
received will increase the On-Hand quantity.

Discount - enter the discount percentage, if applicable and allowed

Price (Unit) - enter the unit sales price for the item. You can change this if
you have specified that the user can change the price for the item at invoicing
time
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=  Amount - is the total return amount for this item, return quantity times price
minus discount, updated by the system and cannot be changed

= Note - is an auxiliary field where you can enter notes about the item. You can
change this if you have specified that the user can change the notes for the
item at invoicing time.

Adding Component - this will only show if you have specified the following three
conditions:

o Inventory Type is Sales
o Control Method can be Standard, Serial or Lot

o Has Kit, the Kits checkbox has been flag - if this item is a Master or Parent
Inventory item and has parts. You have three (3) selling options:

1. Adding Component - will add the master item and all of parts to
the invoice detail

2. Adding just this item - will add only the master item to the invoice
detail

3. Adding New Format - will add the master item and all parts to the
invoice detail; this format prints at the invoice detail all parts only

If the master item has a price, the price will be included to the total of the Invoice.
After the system adds all parts and there are Missing Parts at the end of the process,
the system will show a message indicating it has created an error log in a text file
(TXT) with missing parts.

The rest of the fields under the Note, shows information of the item and is handle by
the system automatically, you cannot change them.

Adding Inventory Items
To add an inventory item to your sales return you can:

= Click on the add icon on the bottom of the window, or
» Click the F3 key on the keyboard

Fill all the needed fields as specified in the previous topic and click OK to save the
record or Cancel to discard your changes.

After adding a record, you will be ask if you want to continue adding more items.
Answer appropriately and continue your work.

Modifying Inventory Items

To edit an inventory item first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the needed fields and click OK to save your changes or click Cancel to
discard it.
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Deleting Inventory Items
To delete an inventory item first select it, then:

= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

Sales Return Payment and Notes Page

The Payment and Notes page lets you change the payment type and adds the
beginning and ending notes. The beginning note will print before the start of the
detail in your invoice and the ending (or the system note if you chose) at the end.

For the ending note, you have the option to use a system note (see Maintaining
Sales System Notes) with a pre-defined text or a specific text that you can enter
directly on this page.

Both notes are optional.
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This type of transaction refers to the amount that you receive from a customer in
advance to cover the initial payment of a shipment or to reserve goods that will be
invoice later. In other words, the amount received that is not actually related to an
already issued invoice.

The amounts posted through these transactions are kept as open credits for the
customer and should be applied later to their corresponding documents.

To work with this function, select Customer Deposits from the Invoicing submenu
in the Transactions menu or click on Receive Customer Deposit icon.

The Search window for Receive Customer Deposit, behaves the same way as
the customer search and to reduce duplication is not included.

The Browser Legend will display different colors depending of the status:

Inactive - the customer color is Red
Active - the customer color is White
Selected — the customer-selected color is Dark Blue (ZETACONCEP)

r! .

Customer £ ZETACONCEP [ Cpan Orecht 1.7
Fame ZETA CONCEPTS, INC M, Balance 588.24

Purchass Order &

[t

Amcrt Pad 5 00
Bark & i q.
Redererce [(JCash
Cfernd Duate .':' 1A '_ -

- =
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e

The initial window layout shows only customer data, you can start a customer search
by clicking the search icon on the bottom of the window, or you can navigate
through the defined customers with the navigation icons.
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Once you have found your customer, click OK to start entering the transaction
information, as described below:

Purchase Order # - enter the customer’s purchase order, if applicable.
Optional

Description - enter a description for the transaction. Optional
Amount Paid - enter the deposit amount. Required

Bank # - enter the code for the bank. Click on the search icon to start a search
window. Required

Reference - enter the reference number for the document you receive (check
number, transfer number, etc.)

Cash - place a check mark if the payment you received is cash
Deferred - place a check mark only if the payment is deferred for a later date

Deferred Date - enter the deferred date if the payment is deferred for a later
date

Create Deposit - place a check mark if you want to create the bank deposit
automatically, instead creating it through Create Deposit

Note: The transaction date is the system date.

After you have filled all the information, click OK to save the transaction. A final
confirmation window will appear. Confirm to save or click cancel to return to the
window to review your data.

Customer Deposit Journal Entry

Journal entries scenarios: Entries are created automatically by the system every
time a user creates a transaction, no user intervention is needed. In Change Setup
in the Sales module, you will find the default Customer Deposit account. Usually is
within the range of Current Liabilities.

An automatic accounting entry example of a Customer Deposit for $ 100:

Description ‘ Debit  Credit
Bank 100.00
Customer Deposit 100.00
Totals 100.00 | 100.00
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Ship Sales Orier

This transaction takes a previously created Sales Order and marks it as shipped,
creating the corresponding invoice. You can create a whole shipment or a partial one.
The system will keep track of your backorder quantities to prevent over shipment.

To work with this function, select Ship Sales Order from the Invoicing submenu in
the Transactions menu or click on Ship Merchandise from Sales Order icon.

To help you with the data, the system will display the Sales Order Search window
with the following searchable fields to help in the process.

= Sales Order # - allows you to select all the sales orders or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

The system will display the search window with the OK and Cancel buttons. Click OK
to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.

To reduce duplication of screens, will include a search window after the user clicks the
OK button selecting all the data.

= = [ =
Sales Order & aQ Dt From . Date To -
Saiss Order... Customer & Hama Orderad Shipped =
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The user can select the sales order by Double-clicking on the selected sales order
or by selecting the sales order and clicking the OK button

At the bottom of the Search window, you will find a

i)
Show the Legend set of icons that will show available functions.

The Browser Legend will display different colors depending of the status:

Totally Shipped - the sales order color is Red

Partially Shipped - the sales order color is Yellow

Ordered - the sales order color is White

Selected - the sales order-selected color is Dark Blue (00008076)

Once you have found your sales order, click OK to review ordered data and execute
the shipment. The window layout will change and show a list with all the items on
the order. Every item will show its backorder quantity and, initially, the same ship
quantity.

= =N
Salen Orcder & [0000B0TE | Owdered Z12 | Swoped 300 Daie 127172083
Customer 8 | ZETACONCEF T ZETACONCEPTS, G
Inventory & Dascmpiion 5hip B Armount
15284501 [sPRINGLARGEACCUMU 3l 3] 8450
SERIALITEM SERIAL JTEM 1 1 180.00
J E L Canced

To change the ship quantity for an item, select it and click on the Edit icon in the
bottom of the window or click the F5 key on the keyboard. Enter the new ship
quantity (can be zero (0) or a positive number less than or equal to the B/O
(backorder quantity).
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Click OK to accept the new quantity or click Cancel to retain the original.

Any ship quantity that is less than the backorder quantity will show in a red
background for easy identification.

When you are sure of the shipping quantities, click on the Ship Sales Order icon at
the bottom of the window to execute the transaction. A window asking to confirm will
appear. Answer Yes to generate the corresponding invoice and mark the appropriate
items as shipped.

Before creating the invoice, a window will show asking whether to include freight
charges. If you answer Yes, you will have to specify the charges to apply.

To include a Freight charge in the invoice, you should have a Freight Inventory
item in your Inventory, not checked as perpetual.

o Click on the search icon to choose this item
o You can change the cost and price if needed
o The invoice created will include a line item

When the transaction is finished, a window will appear showing you the new invoice
number assigned during the process.

=l =
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Fields updated when the merchandise ships at the Item record and Perpetual:
o On-Hand quantity decreases by the quantity shipped
o Booked quantity decreases by the quantity shipped
o Available quantity decreases by the quantity shipped
o Order MTD quantity is reduced by the quantity shipped, so does Amount MTD
o Sales MTD quantity increases by the quantity shipped, so does Amount MTD
o Sales YTD quantity increases by the quantity shipped, so does Amount YTD

o Sales Page quantity increases by the quantity shipped, for the corresponding
period so does the Amount

Detail Invoice line created from shipping sales order with freight line included:

E o =]
Ssles Order & 00008076 Q Ordered 336 62 Shipped 33662 Date (12132023
Customer & | ZETACONCEP Name ZETA CONCEPTS, INC

Inventory # Descrption Shp 8/O Amount
1528451 SPRING LARGE ACCUMUL 0 0 0.00
SERIALITEM SERIAL ITEM 0 0.00
ZZREIGHT |FREIGHT 0| 0 0.00
| Irvoice ® 00011024 created from Sales Order ® 00005076
ox
il 0K Cacmt
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Whenever a customer orders merchandise, you should create a sales order.

To work with this function, select Sales Order from the Orders submenu in the
Transactions menu or click on Create and Maintain Sales Order icon.

To help you with the data, the system will display the Sales Order Search window
with the following searchable fields to help in the process.

» Sales Order # - allows you to select all the sales order or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

Sabes Drer & (4] Diste: From i Date Too =]

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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| ' = B |5
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The user can select the sales order by Double-clicking on the selected sales order
or by selecting the sales order and clicking the OK button

Add a new Sales Order At the bottom of the Search window, you will find a
E set of icons that will show available functions.
Show the Legend

The user from this window can also add a new sales order by clicking the Add icon
to start a new sales order.

The Browser Legend will display different colors depending of the status:

Totally Shipped - the sales order color is Red

Partially Shipped - the sales order color is Yellow

Ordered - the sales order color is White

Selected - the sales order-selected color is Dark Blue (00008035)
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Searching for a Sales Order
To search for a specific sales order you can:

= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard

Locate the needed record by means of the arrow keys [t J] and click OK to select it
or to return without making a selection click Cancel.

Creating a new Sales Order
To create a new sales order you can:

= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the descriptions and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Modifying a Sales Order
To edit an existing sales order first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Move to the appropriate page and change the required Data - Refer to the
description and guidelines of the fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting a Sales Order
To delete an existing sales order first select it, then:

= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it
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Printing Sales Order

You can print your sales orders directly from the sales order window, one at a time
by clicking on the print icon, as you are creating them. Alternatively, through the
sales order printing function in the reports menu, where you can print single or
multiple sales orders.

In the document selection window choose Sales Order and in the copies window
enter the number of copies you need to print.

Besides printing the Sales Order, you can also print:
= Delivery Receipt
» Packing List

= Proforma invoice

Customer Aging

To see a customer’s aging, click on the Customers Aging icon on the bottom of the
window. A new window will appear showing the customer’s aging in ranges 1 - 30,
31 - 45,46 - 60, 61 - 90 and over 90 days due, along with the total balance.

To close the aging window, click OK or click Cancel.

To help you entering the data the sales order window has three pages: Sales Order,
Detail and Payment, and Notes.
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Sales Order Page

The Sales Order page holds your customer’s data; at the bottom, you will find a set
of fields that will show the running totals for the order.

% Search for a Sales Order
Start a new Sales Order
- Edit this Sales Order
Delete this Sales Order
Print this Sales Order
Customer Aging

You can search, add, edit or
delete records by means of
the action icons.

You can also navigate through
the records by means of the

4 Next record
14 Previous record
4 First record in file

M Last record in file

navigation icons.
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= Sales Order # - is the assigned sales order number for the record, is assigned
by the system and cannot be changed

= Customer # - enter the customer ID. You can click on the search icon (to the
right of the field) to select the customer from the list of currently defined
customers. Upon entering or selecting a valid customer ID, the system will
automatically update the corresponding fields from the customer’s record. You
can change several of these fields, as noted below, if the need arises
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= Date - is the effective date for the sales order

* Name - is the name for the customer, up to 30 characters, updated from the
customer’s record, you can change this field

= Invoicing Address, City, State, Zip Code and Country - is the information
about the invoicing address for the customer, updated from the customer’s
record, you can change this field

= Shipping Address, City, State, Zip Code and Country - is the information
about the shipping to address for the customer. If blank, the invoicing address
will be used, updated from the customer’s record, you cannot modify this field

If you customer has several shipping addresses, you can select one of them by
specifying Multiple in the address drop-down and choose from the multiple
address lookup. Selecting Origin (the default) from the address drop-down,
the primary shipping address stored in the customer’s record will be use

To define multiple shipping addresses, refer to Multiple Shipping Addresses

» Contact - is the name of the person that should be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

* Phone - is the phone of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

= Sales ATD - is the total amount of sales for the customer up to the current
date, updated from the customer’s data, you cannot change this field

= Sales YTD - is the amount of sales for the customer from the start of fiscal
year up to the current date, updated from the customer’s data, you cannot
change this field

= Sales PTD - is the amount of sales for the customer from the start of the
current period up to the current date, updated from the customer’s data, you
cannot change this field

= Credit Limit - is the customer’s credit limit, updated from the customer’s data,
you cannot change this field

= Balance - is the current customer’s balance, updated from the customer’s
data, you cannot change this field

= Open Credit - is the amount of the customer’s open credit invoices, updated
from the customer’s data, you cannot change this field

» Currency - is the currency assign to the customer, updated from the
customer’s data, you can change this field. Will show if only using
Multicurrency, otherwise it will not show

» Exchange Rate - is the last exchange rates corresponding to the currency
assign, updated from the Finance’s foreign currency exchange rate table, you
cannot change this field. Will show if only using Multicurrency, otherwise it will
not show

» Salesman - it is the code for the assigned salesman, updated from the
customer’s data - Click on the search icon to the right of the field to select from
the list of salesmen
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= Discount - is the discount percentage that applies to this sales order, updated
automatically from the customer’s record, you can change this field

* Pay Term conditions- is the pay term conditions if this customer, if applicable,
updated automatically from the customer’s record. You can change these fields.
If you need to change the payment type, refer to data in page Payment and
Notes

= Ship Via - is how to ship the merchandise. Optional
* F.O.B. - is the FOB location. Optional
= PO# - is the customer’s purchase order number, if applicable. Optional

» Sales Tax Rate #1 - specifies the rate #1, as defined in Settings, Change
Set Up

» Sales Code #1 - specifies the code #1, as specified in Settings, Change Set
Up

» Sales Tax Rate #2 - specifies the rate #2, as defined in Settings, Change
Set Up

» Sales Code #2 - specifies the code #2, as specified in Settings, Change Set
Up

Note: Depending of the Sales Tax defined you will see one sales tax, two sales
taxes or neither if you did not choose any
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Sales Order Detail Page

The Detail page contains a list of the items charged to this sales order.

Every sales order should have, at least, one merchandise item ordered by the

customer.
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When you add or modify an inventory record, the window layout will change to show
the following fields where you can enter information.

= Inventory # - enter your inventory item number. To search, click on the
search icon to the right of the field. Upon entering a valid inventory number,
all the relevant data for the item will show

= Description - is the description for the item. You can change this if you have
specified that the user can change the description for the item at invoicing time

= Cost - enter the unit cost price for the item. Cost will only show if you have
specified that the Inventory Type is “Sales” and the Control Method is “"Non-
Inventory”, this cost will be use to calculate the profit when invoicing instead
of the average cost calculated on a “Standard” Control Method.
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= Order (Quantity) - enter how many items will ship or will be sold. This value
should be greater than zero or it will be rejected by the system. Quantity
ordered will increase the ‘Booked’ quantity.

= Discount - enter the discount percentage, if applicable and allowed

* Price (Unit) - enter the unit sales price for the item. You can change this if
you have specified that the user can change the price for the item at invoicing
time

=  Amount - is the total sale amount for this item, ship quantity times price minus
discount, updated by the system and cannot be changed

* Note - is an auxiliary field where you can enter notes about the item. You can
change this if you have specified that the user can change the notes for the
item at invoicing time.

* Adding Component - this will only show if you have specified the following
three conditions:

o Inventory Type is Sales
o Control Method can be Standard, Serial or Lot

o Has Kit, the Kits checkbox has been flag - if this item is a Master or Parent
Inventory item and has parts. You have three (3) selling options:

1. Adding Component - will add the master item and all of parts to
the invoice detail

2. Adding just this item - will add only the master item to the invoice
detail

3. Adding New Format - will add the master item and all parts to the
invoice detail; this format prints at the invoice detail all parts only

If the master item has a price, the price will be included to the total of the Invoice.
After the system adds all parts and there are Missing Parts at the end of the process
the system will show a message indicating it has created an error log in a text file
(TXT) with missing parts

The rest of the fields under the Note, shows information of the item and is handle by
the system automatically, you cannot change them.
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Adding Inventory Items
To add an inventory item to your sales order you can:

= C(Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill all the needed fields as specified in the previous topic and click OK to save the
record or Cancel to discard your changes.

After adding a record, you will be asked if you want to continue adding more items.
Answer appropriately and continue your work.

Modifying Inventory Items
To edit an inventory item first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the needed fields and click OK to save your changes or click Cancel to
discard.

Deleting Inventory Items

To delete an inventory item first select it, then:
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it

Sales Order Payment and Notes Page

The Payment and Notes page lets you change the payment type and add beginning
and ending notes. The beginning note will print before the start of detail in your
invoice and the ending (or the system note if you chose) at the end.

For the ending note, you have the option to use a system note with a pre-defined
text or a specific text that you can enter directly on this page. Both notes are
optional.
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You can create sales quotes for your customers, when is approve you can convert
them to sales orders with just one click.

To work with this function, select Sales Quote from the Orders submenu in the
Transactions menu or click on Create and Maintain Sales Quote icon.

To help you with the data, the system will display the Sales Quote Search window
with the following searchable fields to help in the process.

» Sales Quote # - allows you to select all the sales quotes or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

The system will display the search window with the OK and Cancel buttons. Click OK
to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.

To reduce duplication of screens, will not include a search window, which behaves the
same way as the sales order.

The user can select the sales quote by Double-clicking on the selected sales quote
or by selecting the sales quote and clicking the OK button

Add a new Sales Quote At the bottom of the Search window, you will find
a set of icons that will show available functions.
== Show the Legend

The user from this window can also add a new sales quote by clicking the Add icon
to start a new sales quote.
The Browser Legend will display different colors depending of the status:

Quoted - the sales quote color is White

Selected - the sales quote-selected color is Dark Blue
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Searching for a Sales Quote

To search for a specific sale quote you can start the search window by
= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard

Locate the needed record by means of the arrow keys [t J] and click OK to select it
or to return without making a selection click Cancel.

Creating a new Sales Quote

To create a new sales quote you can:
= Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the descriptions and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Modifying a Sales Quote

To edit an existing sales quote first select it, then:
= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Move to the appropriate page and change the required data, refer to the Sales
Quote description and guidelines of the fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting a Sales Quote

To delete an existing sales quote first select it, then
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it
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Printing Sales Quotes

You can print your sales quotes directly from the sales quote window, one at a time
by clicking on the print icon, as you are creating them. Alternatively, through the
sales quote printing function in the reports menu, where you can print single or
multiple sales quotes.

Approving a Sales Quote

When your customer approves your quote, you can easily convert it to a sales order.
First, select the appropriate sales quote. Then, click on the Approve Sales Quote icon
on the bottom of the window. A confirmation window will appear and, if Yes is
selected, a final window will show the new Sales Order number assigned after the
process. All inventory quantities will be Booked if available On-Hand with this
process. The Sales Quote number will become the new Sales Order number.

Customer Aging

To see a customer’s aging, click on the “Customers Aging” icon on the bottom of the
window. A new window will appear showing the customer’s aging in ranges 1 - 30,
31 - 45,46 - 60, 61 - 90 and over 90 days due, along with the total balance.

To close the aging window, click OK or click Cancel.

To help you entering the data, the sales quote window has three pages: Sales
Quote, Detail, and Payment and Notes.
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Sales Quote Page

The Sales Quote page holds your customer’s data, at the bottom; you will find a set
of fields that will show the running totals for the quote.

% Search for a Sales Order You can search, add, edit or - q
ext recor
Start a new Sales Order del_ete _records by means of the -
_ _ action icons. Previous record
Edit this Sales Order 4
. First record in file
Delete this Sales Order . ¥
You can also navigate through Last record in file
Print this Sales Order the records by means of the
'El Approve this sales quote navigation icons.
Customer Aging

= Sales Quote # - is the assigned sales quote number for the record, is assigned
by the system and cannot be changed

» Customer # - enter the customer ID. You can click on the search icon (to the
right of the field) to select the customer from the list of currently defined
customers. Upon entering or selecting a valid customer ID, the system will
automatically update the corresponding fields from the customer’s record. You
can change several of these fields, as noted below, if the need arises

= Date - is the effective date for the sales quote

* Name - contains the name for the customer, up to 30 characters, updated
from the customer’s record, you can change this field

= Invoicing Address, City, State, Zip Code and Country - contains
information about the invoicing address for the customer, updated from the
customer’s record, you can change this field

» Shipping Address, City, State, Zip Code and Country - contains
information about the shipping to address for the customer. If blank, the
invoicing address will be used, updated from the customer’s record, you cannot
modify this field

If you customer has several shipping addresses, you can select one of them by
specifying Multiple in the address drop-down and choose from the multiple
address lookup. Selecting Origin (the default) from the address drop-down,
the primary shipping address stored in the customer’s record will be use.

To define multiple shipping addresses, refer to Multiple Shipping Addresses

» Contact - is the name of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

= Phone - is the phone of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records
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= Sales ATD - is the total amount of sales for the customer up to the current
date, updated from the customer’s data, you cannot change this field

= Sales YTD - is the amount of sales for the customer from the start of fiscal
year up to the current date, updated from the customer’s data, you cannot
change this field

» Sales PTD - is the amount of sales for the customer from the start of the
current period up to the current date, updated from the customer’s data, you
cannot change this field

* Credit Limit - is the customer’s credit limit, updated from the customer’s data,
you cannot change this field

= Balance - is the current customer’s balance, updated from the customer’s
data, you cannot change this field

= Open Credit - is the amount of the customer’s open credit invoices, updated
from the customer’s data, you cannot change this field

» Currency - is the currency assign to the customer, updated from the
customer’s data, you can change this field. Will show if only using
Multicurrency, otherwise it will not show

= Exchange Rate - is the last exchange rates corresponding to the currency
assign, updated from the Finance’s foreign currency exchange rate table, you
cannot change this field. Will show if only using Multicurrency, otherwise it will
not show

» Salesman - is the code for the assigned salesman, updated from the
customer’s data - Click on the search icon to the right of the field to select from
the list of salesmen

= Discount - is the discount percentage that applies to this sales quote. Filled in
automatically from the customer’s record, you can change this field.

= Pay Term conditions - is the pay term conditions for this customer, if
applicable, updated automatically from the customer’s record, you can change
these fields. If you need to change the payment type, refer to data in page
Payment and Notes

= Ship Via - is how to ship the merchandise. Optional
= F.O0.B. - is the FOB location. Optional
= PO# - is the customer’s purchase order number, if applicable. Optional

» Sales Tax Rate #1 - specifies the rate #1, as defined in Settings, Change
Set Up

» Sales Code #1- specifies the code #1, as specified in Settings, Change Set
Up

= Sales Tax Rate #2 - specifies the rate #2, as defined in Settings, Change
Set Up

= Sales Code #2 - specifies the code #2, as specified in Settings, Change Set
Up

Note: Depending of the Sales Tax defined you will see one sales tax, two sales
taxes or neither if you did not choose any
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Sales Quote Detail Page

Every sale quote should have, at least, one merchandise item ordered by the
customer.

When you add or modify an inventory record, the window layout will change to show
the following fields where you can enter information.

Inventory # - enter your inventory item number. To search, click on the
search icon to the right of the field. Upon entering a valid inventory number,
all the relevant data for the item will show

Description - is the description for the item. You can change this if you have
specified that the user can change the description for the item at invoicing time

Cost - enter the unit cost price for the item. Cost will only show if you have
specified that the Inventory Type is “'Sales” and the Control Method is “Non-
Inventory”, this cost will be use to calculate the profit when invoicing instead
of the average cost calculated on a “Standard” Control Method

Order (Quantity) - enter how many items will ship or to be sold. This value
should be greater than zero or will be rejected by the system. Quantity ordered
will NOT increase the ‘Booked’ quantity

Discount - enter the discount percentage, if applicable and allowed

Price (Unit) - enter the unit sales price for the item. You can change this if
you have specified that the user can change the price for the item at invoicing
time.

Amount - is the total sale amount for this item, ship quantity times price minus
discount, updated by the system and cannot be changed

Note - is an auxiliary field where you can enter notes about the item. You can
change this if you have specified that the user can change the notes for the
item at invoicing time

Adding Component - this will only show if you have specified the following
three conditions:

o Inventory Type is Sales
o Control Method can be Standard, Serial or Lot

o Has Kit, the Kits checkbox has been flag - if this item is a Master or Parent
Inventory item and has parts. You have three (3) selling options:

1. Adding Component - will add the master item and all of parts to
the invoice detail

2. Adding just this item - will add only the master item to the invoice
detail

3. Adding New Format - will add the master item and all parts to the
invoice detail; this format prints at the invoice detail all parts only

If the master item has a price, the price will be included to the total of the Invoice.
After the system adds all parts and there are Missing Parts at the end of the process
the system will show a message indicating it has created an error log in a text file
(TXT) with missing parts. The rest of the fields under the Note, shows information of the item
and is handle by the system automatically, you cannot change them.
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Adding Inventory Items
To add an inventory item to your sales quote you can:

= C(Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill all the needed fields as specified in the previous topic and click OK to save the
record or click Cancel to discard your changes.

After adding a record, you will be ask if you want to continue adding more items.
Answer appropriately and continue your work.

Modifying Inventory Items
To edit an inventory item first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the needed fields and click OK to save your changes or Cancel to discard.

Deleting Inventory Items

To delete an inventory item first select it, then:
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

Sales Quote Payment and Notes Page

The Payment and Notes page lets you change the payment type and add beginning
and ending notes. The beginning note will print before the start of detail in your
invoice and the ending (or the system note if you chose) at the end.

For the ending note, you have the option to use a system note with a pre-defined
text or a specific text that you can enter directly on this page. Both notes are
optional.

- =223



Zeta Pro™ Enterprise Resource Planning System Sales - Transactions and Processes

You can create recurrent invoices to your customers. Each recurrent invoice will be
created automatically as one of the last tasks during the execution of End of Period
process. This will take place only for the periods you have selected.

In Zeta Pro™, the recurrent invoices resemble the regular Invoice. You should enter
the same kind of information. The main difference is that with an invoice, we are
shipping merchandise and with a Recurrent Invoice, we are creating invoices for
future periods.

To work with this function, select Recurrent Invoice from the Maintenance menu
or click on the Create and Maintain Recurrent Invoice icon.

To help you with the data, the system will display the Customer Search window
with the following searchable fields to help in the process.

= Customer # - allows you to select the all the customers or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

Chmbenar 0, [late From ™ Ciate T -

O Carcal

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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The user can select the recurrent invoice by Double-clicking on the selected
recurrent invoice or by selecting the recurrent invoice and clicking the OK button.

Add a new Recurrent Invoice . .
At the bottom of the Search window, you will

E find a set of icons that will show available
Show the Legend functions.

The user from this window can also add a new recurrent invoice by clicking the Add
icon to start a new recurrent invoice.
The Browser Legend will display different colors depending of the status:

Active - the recurrent invoice color is White

Selected - the recurrent invoice-selected color is Dark Blue (ABB)
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Searching for a Recurrent Invoice
To search for a specific recurrent invoice you can start the search window by

= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard

Alternatively, you can navigate through the defined records, by means of the bottom
movement icons.

Locate the needed record by means of the arrow keys [t $] and click OK to select it.
To return without making a selection click Cancel.

Creating a new Recurrent Invoice
To create a new recurrent invoice you can:

* Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the description and guidelines for the different fields.

To save the new data click OK or click Cancel to discard it.

Modifying a Recurrent Invoice
To edit an invoice first select it, then:

= C(Click on the edit icon on the bottom of the window, or
» Click the F5 key on the keyboard

Move to the appropriate page and change the required Data - Refer to the
description and guidelines of the fields.

Click OK to accept and save the new data or Cancel to retain the original.
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Deleting a Recurrent Invoice
To delete an invoice first select it, then:

= Click on the delete icon on the bottom of the window, or
= Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

NOTE: when you delete a recurrent invoice, you are deleting the information that
the system uses to generate real invoices during the End of Period process. Any
invoice previously generated from this information is considered a formal document
and will be retained.

Printing Recurrent Invoices

You can print your recurrent invoice directly from the recurrent invoice window, one
at a time, as you are creating them. To print your recurrent invoice directly form the
recurrent invoice window, after you have finished entering data, click on the print
icon. In the copies window enter the number of copies you need to print.

To help you entering the data, the recurrent invoice window has three pages:
Recurrent Invoice, Detail, and Payment and Notes. The following paragraphs
describe the use and requirements for each of the fields.
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Recurrent Invoice Page

The Recurrent Invoice page holds your customer’s data, at the bottom; you will find
a set of fields that will show the running totals for the document, including Subtotal,
Taxes, if any, Discount and Total Amount of the Recurrent Invoice.

X Search for an Invoice You can search, add, edit or Next record
E Start a new Invoice delete records by means of P
N ) the action icons. Previous record
Edit this Invoice M o
Sl (s el You can also navigate First record in file
o _ through the records by Bl [ ost record in file
Print this Invoice means of the navigation
Manage Periods icons.

» Customer # - enter the customer ID. You can click on the search icon (to the
right of the field) to select the customer from the list of currently defined
customers. Upon entering or selecting a valid customer ID, the system will
automatically fill in the corresponding fields for the customer’s record. You can
change several of these fields, as noted below, if the need arises.

= Date - is the reference date for the document. When the invoice is created,
will be stamped with the End of Period process date

= Name - contains the name for the customer, up to 30 characters, updated
from the customer’s record, you can change this field

= Invoicing Address, City, State, Zip Code and Country - contains
information about the invoicing address for the customer, updated from the
customer’s record, you can change this field

= Shipping Address, City, State, Zip Code and Country - contains
information about the shipping to address for the customer. If blank, the
invoicing address will be used, updated from the customer’s record, you cannot
modify this field

If you customer has several shipping addresses, you can select one of them by
specifying Multiple in the address drop-down and choose from the multiple
address lookup. Selecting Origin (the default) from the address drop-down,
the primary shipping address stored in the customer’s record will be use

To define multiple shipping addresses, refer to Multiple Shipping Addresses

» Contact - is the name of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

= Phone - is the phone of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records
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= Sales ATD - is the total amount of sales for the customer up to the current
date, updated from the customer’s data, you cannot change this field

= Sales YTD - is the total amount of sales for the customer from the start of
fiscal year up to the current date, updated from the customer’s data, you
cannot change this field

» Sales PTD - is the total amount of sales for the customer from the start of the
current period up to the current date, updated from the customer’s data, you
cannot change this field

* Credit Limit - is the customer’s credit limit, updated from the customer’s data,
you cannot change this field

= Balance - is the current customer’s balance, updated from the customer’s
data, you cannot change this field

= Open Credit - is the amount of the customer’s open credit invoices, updated
from the customer’s data, you cannot change this field

= Currency - is the currency assign to the customer, updated from the
customer’s data, you can change this field. Will show if only using
Multicurrency, otherwise it will not show

= Exchange Rate - is the last exchange rates corresponding to the currency
assign, updated from the Finance’s foreign currency exchange rate table, you
cannot change this field. Will show if only using Multicurrency, otherwise it will
not show

» Salesman - is the code for the assigned salesman, updated from the
customer’s data - Click on the search icon to the right of the field to select from
the list of salesmen

= Discount - is the discount percentage that applies to this invoice, updated
automatically from the customer’s record, you can change this field

= Pay Term conditions - is the pay term conditions if this customer, if
applicable, updated automatically from the customer’s record, you can change
these fields. If you need to change the payment type, refer to data in page
Payment and Notes

= Ship Via - is how to ship the merchandise. Optional
= F.O0.B. - is the FOB location. Optional
= PO# - is the customer’s purchase order number, if applicable. Optional

» Sales Tax Rate #1 - specifies the rate #1, as defined in Settings, Change
Set Up

= Sales Code #1 - specifies the code #1, as specified in Settings, Change Set
Up

» Sales Tax Rate #2 - specifies the rate #2, as defined in Settings, Change
Set Up

= Sales Code #2 - specifies the code #2, as specified in Settings, Change Set
Up

Note: Depending of the Sales Tax defined you will see one sales tax, two sales
taxes or neither if you did not choose any
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Recurrent Invoice Detail

Every recurrent invoice should have, at least, one merchandise item sold to the
customer.

When you add or modify an inventory record, the window layout will change to show
the following fields where you can enter information.

= Inventory # - enter your inventory item number. To search, click on the
search icon to the right of the field. Upon entering a valid inventory number,
all the relevant data for the item will show

= Description - is the description for the item. You can change this if you have
specified that the user can change the description for the item at invoicing time

= Cost - enter the unit cost price for the item. Cost will only show if you have
specified that the Inventory Type is “'Sales” and the Control Method is “Non-
Inventory”, this cost is used to calculate the profit when invoicing instead of
the average cost calculated on a “Standard” Control Method

* Order (Quantity) - enter how many items will ship or to be sold. This value
should be greater than zero or it will be rejected by the system. Quantity
ordered will NOT decrease the ‘On-Hand’ quantity, until the invoice is created
by the period end process

= Discount - enter the discount percentage, if applicable and allowed

* Price (Unit) - enter the unit sales price for the item. You can change this if
you have specified that the user can change the price for the item at invoicing
time

=  Amount - is the total sale amount for this item, ship quantity times price minus
discount, updated by the system and cannot be changed

= Note - is an auxiliary field where you can enter notes about the item. You can
change this if you have specified that the user can change the notes for the
item at invoicing time

= Adding Component - this will only show if you have specified the following
three conditions:

o Inventory Type is “'Sales”
o Control Method can be Standard, Serial or Lot

o Has Kit, the Kits checkbox has been flag - if this item is a Master or Parent
Inventory item and has parts. You have three (3) selling options:

1. Adding Component - will add the master item and all of parts to
the invoice detail

2. Adding just this item - will add only the master item to the invoice
detail

3. Adding New Format - will add the master item and all parts to the
invoice detail; this format prints at the invoice detail all parts only

If the master item has a price, the price will be included to the total of the Invoice.
After the system adds all parts and there are Missing Parts at the end of the process
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the system will show a message indicating it has created an error log in a text file
(TXT) with missing parts

The rest of the fields under the Note, shows information of the item and is handle by
the system automatically, you cannot change them.

Adding Inventory Items
To add an inventory item to your invoice you can:

= C(Click on the add icon on the bottom of the window, or
= Click the F3 key on the keyboard

Fill all the needed fields as specified in the previous topic and click OK to save the
record or Cancel to discard your changes.

After adding a record, you will be asked if you want to continue adding more items.
Answer appropriately and continue your work.

Modifying Inventory Items
To edit an inventory item first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the needed fields and click OK to save your changes or click Cancel to
discard it.

Deleting Inventory Items
To delete an inventory item first select it, then:

= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or click No to keep
it.

Recurrent Invoice Payment and Notes Page

The Payment and Notes page lets you change the payment type and add beginning
and ending notes. The beginning note will print before the start of detail in your
invoice and the ending (or the system note if you chose) at the end.

For the ending note, you have the option to use a system note with a pre-defined
text or a specific text that you can enter directly on this page. Both notes are
optional.
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Specifying billing periods for Recurrent Invoices

For every recurrent invoice created, you must specify when you want to generate it.
To do this, click on the Period icon on the bottom of the window. This will show a
new window where you can place a check mark beside every period you need an
invoice to be created at period-end process. Click OK to accept the selected periods
or click Cancel to disregard the data and return.

1. Period 01
2. Period 02 []
3. Period 03
4. Period 04 []
5.  Period 05
6.  Period 06 []
7. Period 07
8.  Period 08 []
9.  Period 09
10.  Period 10 []
11.  Period 11
12,  Period 12 []
OK Cancel
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Repair orders help you keep track of defective goods received from customers, either
for normal repair service or due to warranty compliance repair (or exchange). The
repair order includes a number of setup functions that control technicians and
activities performed by the technicians. The personnel who will be performing the
services or work should be set up as technicians, as also the main technician or
master technician in charge of the project or in charge of the repair order must be
also set up as a technician.

To work with this function, select Repairs from the Services submenu in the
Transactions menu or click on Create and Maintain Repair Order icon.

To help you with the data, the system will display the Repair Search window with
the following searchable fields to help in the process.

= Repair # - allows you to select the all the repairs or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

Raepar & g Duabe: Frosem - Oiate To .

0% o

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.
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The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.

E ~" k=l X!
g aQ Cabe From - [iate To -
(Repar #  Customer®  Name Sery Satus 020 Total A
Q0021211 |AEEA
00001212 AESA AERA COMMEECE CORPO&A TION X 7 455,00
(00001213  ABBPOAWER AER POWER TARD OO, INC, E L4 4. 06

(00001215  ADEC
[0D001216  ADEC

(00001219  ABBOTTLAB ABBOTT LABORATORIES G T 200,00

{0000 L1 AERSERVICE ABB SCRVILES E 3 150,59

|0k 225 ADWVARCEDDE ADVANCED DIESEL INJECTHON, BNC. E T 11B.BD
(00001226  ACMEPARTS  ACME PARTS AND SUPPLY E 7 7500 ~
E = H 4 *» M 0K Cancel

The user can select the repair order by Double-clicking on the selected repair order
or by selecting the repair order and clicking the OK button

Add a new Repair At the bottom of the Search window, you will find
a set of icons that will show available functions.

E Show the Legend

The user from this window can also add a new repair order by clicking the Add icon
to start a new repair order.

The Browser Legend will display different colors depending of the status:

Open - the repair order color is Magenta
Estimated - the repair order color is Cyan (Light Blue)
Approved - the repair order is Blue

Missing Parts - the repair order color is Red
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Ready - the repair order color is Yellow

Repaired - the repair order color is Green

Closed and delivered - the repair order color is Grey

Closed and not picked up - the repair order color is Brown
Selected - the repair order selected, color is Dark Blue (00001211)

Repair Order Services and Status

Service options:

Estimate (E) - the customer wants to repair the product but needs to know
how much it will cost before authorizing the work

Repair (R) - the customer wants to repair the product
Exchange (X) - you will exchange the defective product with a working one

Warranty (G) - the product will be repair under warranty

Status options:
1- To be Estimated - is the initial status of an Estimate service

2- Estimated - is the second step of the Estimate Service, you can change
the Location of the repair product at the shop at the More Options Window, see
More Options

3- Approved and Booked - is the initial status of all other Services, except
the Estimate Service

4- Missing Parts - is when has been approved and parts are not available
5- Ready for Repair - is when all parts are booked and ready for repair

6- Repaired - is when the repair is done, you can change the final Location of
the repair product at the shop at the More Options Window, see More Options

7- Delivered - Closed - the repair order is closed and invoice is created

8- Not Picked Up - Closed - is when the Repair order is closed by the
supervisor due to customer did not pick up during the specified time; select
icon Close Order Not Pickup at More Options

- =235



Zeta Pro™ Enterprise Resource Planning System Sales - Transactions and Processes

Repair Order Process

Estimate and Repair are very similar, with the only difference that the Estimate has
more steps, first you have to estimate the repair order and then you have to book it,
at the other hand when you create a Repair service; the repair order items are
booked right away.

Repalr Order Process Kepaic Legend

User Actian
Clicked AcHom
Repair Hatun
Sar e e Aepair

"

IEachangsl [Wamrenty]
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Exchange and Warranty are a little bit different from the Estimate and Repair

With an Exchange service, the tool or equipment is exchanged for another one,
when you create the repair order you should charge the tool or equipment at no
price to the customer, than you have to create an internal repair order to repair this
tool.

The Warranty service is created as a normal repair order but when the invoice is
created, created at cost to the business. Meaning when a tool or equipment is under
warranty, the cost of the repair is charged at cost to the business. This is charged to
a customer in your customer table, so if you are going to create repair orders under
warranty, you should create your own business as a customer, to keep track of all
warranties charged to yourself.

This service has more data to input like warranty ID, warranty date and Distributor
ID, this last one has to be a customer created in your customer table, so you can
also track you distributor, enter these data by clicking the More Options icon at the
repair order.

Auxiliary Data Fields

Several of the data fields used in the repair order pages are required that you enter
a code previously defined in other places. Fields like repair product, failure, and
technician are an example of these.

ﬁ Search auxiliary code
-% Zoom into maintenance

If you do not know the code of your data, you can click on the search icon located to
the right of the field and get a lookup window where you can find your desired
record. There will be times when you have not defined the appropriate record in
advance. To avoid forcing you to exit your current task and jump to another one to
define what you are missing, this search window provides a zoom icon. Click on it
and the corresponding maintenance window for the record type will appear, letting
you create a new one if needed. When you have finished creating or modifying the
auxiliary record, click OK to return to your search window, with your new or modified
record already selected on the list. Click OK once more and your new or modified
record data will be entered in its corresponding field in the page.

The following topics describe the actions you can carry out within the repair order
window.
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Searching for a Repair Order
To search for a specific repair order you can start the search window by

= Click on the search icon on the bottom of the window,
* Click the F1 key on the keyboard

Alternatively, you can navigate through the defined records, by means of the bottom
movement icons.

Locate the record by means of the arrow keys [t 4] and click OK to select it. To
return without making a selection click Cancel.

Creating a new Repair Order

To create a new repair order you can
* Click on the add icon on the bottom of the window, or
» Click the F3 key on the keyboard

Now you can fill the customer code and the rest of data in the different pages. Refer
to the descriptions and guidelines for the different fields.

To save the new data, click OK or click Cancel to discard it.

Modifying a Repair Order

To edit an existing repair order, first select the repair order, then
= C(Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Move to the appropriate page and change the required Data - Refer to the
description and guidelines of the fields.

Click OK to accept and save the new data or click Cancel to retain the original.

Deleting a Repair Order

To delete an existing repair order, first select the repair order, then
= C(Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

Printing a Repair Order

You can print your repair orders directly from the header page, one at a time, as you
are creating them. Alternatively, through the repair order printing function in the
reports menu, where you can print single or multiple repair orders, see Document

Printing.

To print your repair order directly form the header page, after you have finished
entering data, click on the print icon. In the document selection window choose
Repair Order and in the copies window enter the number of copies you need to
print.
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In the same way, you can print in the Choose to Print window: Delivery Receipt,
Invoice associated with this repair order, Packing List, Proforma Invoice,
Receipt, Transfer and Warranty.

Customer Aging

To see a customer’s aging, click on the icon on the bottom of the window. A new
window will appear showing the customer’s aging in ranges 1 - 30, 31 - 45, 46 - 60,
61 - 90 and over 90 days due, along with the total balance.

To close the aging window, click OK or Cancel.

More Options in Repair Order

The repair order More Options window has more information. The following
paragraphs describe the use and requirements for each of the fields you will find.

» Received - is the receive date for the repair order. Display only.

= Estimate - is the date the repair order is estimated or quoted, updated
automatically by the system and cannot be changed

= Approved - is the date the repair order is approved, updated automatically by
the system and cannot be changed

= Repaired - is the date the repair is carried out, updated automatically by the
system and cannot be changed

* Notified - is the date the customer is notified that the repair has been
completed, updated automatically by the system and cannot be changed

» Shipped - is the date the repair order is billed to the customer, updated
automatically by the system and cannot be changed

= Location - is the physical place where the product to be repaired is located

» Product - is the main product that the customer is delivering for repair or
exchange. Do not confuse this with the detail section, which holds the parts or
items needed to perform the repair or exchange. To add new repair products
you can access this function, by selecting Repair Product from the Repair
submenu in the Create Data option of the Settings menu. Display Only

= Description - is the description of the repair product from the repair product
table. Display Only

» Serial # - is the product to be repaired serial number from the header page
= Comment - is the comment for the order from the header page

= Service - is the service that will be perform in the order from the header page.
Display only

» Repair Status - is the flow how the work is going on in the order from the
header page. Display only

= Failure - is the failure code in the order from the header page. Display only
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Close not Pickup

] Change to Warranty

]

= Show product Image
Show product Parts

= Change Date Notify

Five new icons: Close not Pickup for closing the repair
order when customer does not pick up. Change to
Warranty, is to change the status to Warranty, or vice
versa. Show product Image”, is to show an image of a
product. “Show product Parts is for showing the product
different parts (if is a Kit). Finally, Change Date Notify is
to change the date when customer is notify.
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Close not Pickup - if the customer does not pick up the tool or engine during
the specified time, using the Icon for this purpose the Supervisor can close
the repair order, changing the status from Repaired and Booked to Not
Picked up - Order Closed. The system will create the Invoice and will close
the repair order. All invoices closed through this function when not picked up
by the customer will be charge to your own business at cost. You should
create your own business as a customer, to keep track of all repair orders
charged to yourself

Change to Warranty - in case the customer shows you that the tool or
engine is under warranty after the fact, meaning that you already placed it as
a repair not a warranty, using the Icon for this purpose the Supervisor can
change the service to Warranty. This change in the repair order will be
reflected when clicking Create Invoice Icon from the main window to
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process the corresponding invoice. All invoices under warranty will be
charge to your own business at cost. If you are going to create repair orders
under warranty, you should create your own business as a customer, to keep
track of all warranties charged to yourself

= Show product Image - is to show the image of the tool or engine, if there
is one associated with it.

= Show product Parts - is to show the product parts, if it is a Kit or a Master
Item. The system will show all associated parts of the tool or engine when
you have created an inventory with the same Inventory # as the Repair
Product #. If No inventory on-hand of this tool or engine will be carried,
create the inventory # as Non-perpetual, in order not to keep track of the
on-hand quantity. Additionally the Control Method should be Standard and
the Item Type should be Sale

= Change Date Notify — is when you notify the customer that the repair is
ready, you can use the Icon for this purpose, this changes the Notified Date -
This is for information only

NOTE: We recommend when a tool or engine is added to the inventory as a result of
a product not picked up by the customer, it should be added to the inventory
preceded or at the end, with an R in the Inventory humber, meaning it is a
Reconditioned item.

Booking a Repair Order

With services like Repair, Exchange or Warranty the system books the items
automatically. In the Estimate Service, you need to go through the booking
process. When your customer approves your Estimate and the status is equal to
Estimated or Approved, you can easily book your repair order. First, select the
appropriate repair order. Then, click on the Booking icon on the bottom of the
window. A confirmation window will appear and, if Yes is selected, a final window will
show the items booked after the process. All inventory quantities will be booked if
available On-Hand with this process. The status will change automatically to Ready
and Booked.

If instead any or several of the necessary parts to make a repair are not available,
the system will change the status to Missing Parts and it will only book the
available parts.

Sending parts To Shop in a Repair Order

When the status is Ready for Repair and the job is ready to be done, you can
transfer the parts from the warehouse stock to the repair shop. This is a two-part
process, first print the Transfer to shop, and then the physical transfer of the parts.

First, select the appropriate repair order. Then, click on the Print icon on the bottom
of the window and select to print Transfer, only those pending parts will print.

Then, click on the To Shop icon on the bottom of the window. A confirmation
window will appear and, if Yes is selected, a final window will ask “Deliver Inventory
from Warehouse to Repair Shop for Repair Order”. All inventory quantities available
will be delivery with this process and in the Inventory file will have quantities in the
In Shop field. The status will still be Ready for Repair.
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NOTE: If the Disable Ship Inventory from Warehouse to Repair Shop flag is on
in the Settings, Change Set Up, the To Shop Icon will not be available and the In
Shop field at the Inventory file will not be active.

Repair done in a Repair Order

When the status is equal to Ready for Repair and the job is complete, the repair is
done, you can complete the repair order. First, select the appropriate repair order.
Then, click on the Repair Done icon on the bottom of the window. A confirmation
window will appear and, if Yes is selected, a final window will ask, Change status
from Ready to Repaired. The Repair Order will close with this process; you cannot
Add, Edit or Delete any items from the repair order. The status will change
automatically to Repaired.

Create Invoice from a Repair Order

When the status is equal to Repaired and the repair order is close you can create
the invoice. First, select the appropriate repair order. Then, click on the Create
Invoice icon on the bottom of the window. A confirmation window will appear and, if
Yes is selected, a final window will ask, Create invoice from Repair Order. The
invoice is created from the Repair Order with this process and all items will be
shipped. The status will change automatically to Delivered — Closed. You cannot
edit the repair order after this process.

To help you entering the data, the Repair Order maintenance window has three
pages: Repair Order, Detail, and Payment and Notes.
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Repair Order Page

The Repair Order page holds your customer’s Data. Also at the bottom, you will find
a set of fields that will show the running totals for the repair order.

The technicians should perform the services as a repair activity, the technicians can
be inked to activities to determine hourly and minimum rates, which will apply when
time is calculated in the repair order.

To add repair activities, select Repair Activity from the Repair submenu in the
Create Data option of the Settings menu, see Repair activity.

The different failures that the tool or equipment can have must be set up as Repair
Failure from the Repair submenu in the Create Data option of the Settings
menu, see Repair Failures.

At the bottom of the Repair Order page, you will find a set of icons that will help you
with the different task that you can perform.

% Search for Repair Order
Start a Repair Order
S TN [REREl @meier You can search, add, edit

Delete this Repair Order or delete records by
means of the action

Next record

Print this Repair Order icons. You can also 4| previous record
More options navigate through the 4 o
records by means of the First record in file
& Booking the Repair navigation icons. M | oot record in file

@' Repair Order Done

Create invoice

Show Customer Aging

The following paragraphs describes the use and requirements for each of the fields.

= Repair Order # - is the assigned repair order number for the record, updated
by the system and cannot be changed

» Customer # - enter the customer ID. You can click on the search icon (to the
right of the field) to select the customer from the list of currently defined
customers. Upon entering or selecting a valid customer ID, the system will
automatically fill in the corresponding fields for the customer’s record. You can
change several of these fields, as noted below, if the need arises

= Date - is the receive date for the repair order
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Name - contains the name for the customer, up to 30 characters, updated
from the customer’s record, you can change this field

Invoicing Address, City, State, Zip Code and Country - contains
information about the invoicing address for the customer, updated from the
customer’s record, you can change this field

Shipping Address, City, State, Zip Code and Country - contains
information about the shipping to address for the customer. If blank, the
invoicing address will be used, updated from the customer’s record, you cannot
modify this field

If you customer has several shipping addresses, you can select one of them by
specifying Multiple in the address drop-down and choose from the multiple
address lookup. Selecting Origin (the default) from the address drop-down,
the primary shipping address stored in the customer’s record will be use

To define multiple shipping addresses, refer to Multiple Shipping Addresses

Contact - is the name of the person that will be contacted when addressing
issues with this customer, updated automatically by the system, either from
the customer’s main record or from one of the shipping address records

Phone - is the phone of the person to contact when addressing issues with
this customer, updated automatically by the system, either from the customer’s
main record or from one of the shipping address records. You can change the
phone for this order
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Repair Product - enter or search for the repair product ID, click on the search
icon to the right of the field. This is the main product that the customer is
delivering for repair or exchange. Do not confuse this with the detail section,
which holds the parts or items needed to perform the repair or exchange. To
add new repair products you can access this function, by selecting Repair
Product from the Repair submenu in the Create Data option of the Settings
menu or through the Zoom icon see Auxiliary Data Fields.

Serial # - enter the product serial number
Comment - enter a comment for the order

Service - you have to choose what kind of service will perform.

Service options:

o Estimate (E) - the customer wants to repair the product but needs to know how
much it will cost before authorizing the work

o Repair (R) - the customer wants to repair the product
o Exchange (X) - you will exchange the defective product with a working one
o Warranty (G) - the product will be repaired under warranty condition

Status - is the flow how the work is going on, updated by the system and
cannot be changed

Status options:

o To be Estimated

o [Estimated

o Approved and Booked
o Missing Parts

o Ready for Repair

o Repaired

o Delivered - Closed

o Not Picked Up - Closed

Failures - enter or search for the failure code. To add new repair failures you
can access this function, by selecting Repair Failure from the Repair submenu
in the Create Data option of the Settings menu or through the Zoom icon
see Auxiliary Data Fields.

Currency - is the currency assign to the customer, updated from the
customer’s data, you can change this field. Will show only if using
Multicurrency, otherwise it will not show

Exchange Rate - is the last exchange rates corresponding to the currency
assign, updated from the Finance’s foreign currency exchange rate table, you
cannot change this field. Will show if only using Multicurrency, otherwise it will
not show

Technician - enter or search for the technician that will be in charge of the
repair

Discount - is the discount percentage that applies to this repair order, updated
automatically from the customer’s record, you can change this field

- -245



Zeta Pro™ Enterprise Resource Planning System Sales — Transactions and Processes

* Pay Term conditions - is the pay term conditions for this customer, if
applicable, updated automatically from the customer’s record, you can change
these fields. If you need to change the payment type, refer to data in page
Payment and Notes

= Ship Via - is how to ship the merchandise. Optional

* F.O.B. - is the FOB location. Optional

= PO# - is the customer’s purchase order number, if applicable. Optional

» Sales Tax #1 - specifies rate #1, as defined in Settings, Change Set Up

= Sales Code #1 — specifies code #1, as specified in Settings, Change Set Up
» Sales Tax #2 - specifies rate #2, as defined in Settings, Change Set Up

» Sales Code #2 - specifies code #2, as specified in Settings, Change Set Up

Note: Depends of the Sales Tax defined you will see one sales tax, two sales
taxes or neither if you did not choose any
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Repair Order Detail Page

The Detail page contains a list of the items that will be use to perform the repair or
exchange associated with this order. Refer to the following pages for a description on
how to add, modify or delete this list.

Every repair order should have at least one item to repair or to exchange in the
Repair Order Detail page. To add, modify or delete inventory items or products, time
to repair, travel or any other expenses, select the Detail page, the window layout
will change depending on the option chosen.

You have four options at the repair order detail page:
Product - it is the inventory items or parts needed for the repair

Time - it is the time it takes to make the repair by the technician

Travel - it is the travel time charged to the repair order

h W NR

Expenses - it is any other expense, not travel, charged to the repair order

Option Sale Cost

Product Inventory Sale Price Inventory Cost

Time Activity Rate Technician regular or overtime rate
depending on Activity flag

Travel Inventory Sale Price Technician regular rate only

Expenses Inventory Sale Price User input
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1. Product or inventory item
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Iy £ | 1004899

S

DescipSon | P COTTER (067 DLA X, 375 LOMG

rcieny 2| Dmcout | .00 | Pnce 500 | Amount 10,00
g i1
Tiods Char.
Li]
O Hird k1 | Lt Price .10 | Lk i LIMNE 1
IS i | ‘Rervied 0| G
bt 1A | Commliied | Cliss i Chaaa 1
Oiey (gl o | e i | Sukiees i Subclags 7
Tia Orgle 0 | e Wy | Catmpory i SPARE WODDWARD
Subtctdl [ 33800 FLTAX 2.00 0.00 | Descount 0.00 [Toasl 114,00

» Inventory # - enter your inventory item number. To search, click on the
search icon to the right of the field. Upon entering a valid inventory number,
all the relevant data for the item will show

» Description - is the description for the item. You can change this if you have
specified that the user can change the description for the item at invoicing time

» Cost - enter the unit cost price for the item. Cost will only show if you have
specified that the Inventory Type is Sales and the Control Method is Non-
Inventory, this cost will be use to calculate the profit when invoicing instead
of the average cost calculated on a Standard Control Method

= Order (Quantity) - enter how many items will be use for repair. This value
should be greater than zero or it will be rejected by the system. Quantity
ordered if available and status approved, will be booked in the item

= Backorder (Quantity) - this value is calculated by the system and it shows
the quantity in backorder or when is not available, you can only see this
quantity in browse mode.

= Discount - enter the discount percentage, if applicable and allowed
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= Price (Unit) - enter the unit sales price for the item. You can change this if
you have specified that the user can change the price for the item at invoicing
time

=  Amount - it is the total sale amount for this item, order quantity times price
minus discount, updated by the system and cannot be changed

* Note - is an auxiliary field where you can enter notes about the item. You can
change this if you have specified that the user can change the notes for the
item at invoicing time

= Adding Component - this will only show if you have specified the following
three conditions:
o Inventory Type is Sales
o Control Method can be Standard, Serial or Lot

o Has Kit, the Kits checkbox has been flag - if this item is a Master or Parent
Inventory item and has parts. You have three (3) selling options:

1. Adding Component - will add the master item and all of parts to
the invoice detail

2. Adding just this item - will add only the master item to the invoice
detail

3. Adding New Format - will add the master item and all parts to the
invoice detail; this format prints at the invoice detail all parts only

If the master item has a price, the price will be included to the total of the Invoice.
After the system adds all parts and there are Missing Parts at the end of the process
the system will show a message indicating it has created an error log in a text file
(TXT) with missing parts

The rest of the fields under the Note, shows information of the item and is handle by
the system automatically, you cannot change them. These fields’ only shows in this
option only, it will not show in Time, Travel or Expenses.
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2 - Time
= =S
feper Order  Dtad  Payement snd Notes
Lepar » moga2r AL
Cusinme: & AR r]..
tasrre ABRA, COMMERCE CORPORATION L, Repair - Time
[habe 12/13(2003 [ Tedwdan £ | o 0 Actriby & 000 (K Febee s | popa (N
Descripfion LABCR ACTTEITY
Ordder 5| Dwcount [ g.00]| Proe 65.00 | Amera 325.00
ke
Vot Lhar
i
Subteisl 335 0 | FL TAX |_T_.-_] 0.00 | Descount oung | Total 335,00

OK Canoe

e Date - is the date the technician is doing the repair
e Technician - is the technician that is doing the repair

e Activity # - input or search for the activity code. To add new repair activity
you can access this function, by selecting Repair Activity from the Repair
submenu in the Create Data option of the Settings menu

* Failure # - input or search for the failure code. To add new repair failures you
can access this function, by selecting Repair Failure from the Repair submenu
in the Create Data option of the Settings menu

= Description - is the description for the inventory item that is linked to the
repair activity. You can change this if you have specified that the user can
change the description for the item at invoicing time

* Order (quantity) - enter the unit hours used for the repair. This value should
be greater than zero or the system will rejected it.

= Discount - enter the discount percentage, if applicable and allowed

= Price (hour) - is the rate per hour from the repair activity. The cost of the
hourly rate comes from the technician record, it can be a straight cost amount
or overtime cost amount depending on the activity charged. You can change
the price if you have specified that the user can change the price for the item
at invoicing time.
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=  Amount - is the total repair time amount for this item, updated by the system
and cannot be changed

3 - Travel
Aepesr Order D08 Poapmert snd Motes
Fpir & T I TR
Cliitomer & affa ':l
hiame ARRA COMMERICE CORPORATION Ll Hepair - Trovel
Date 12132023 || Tedwmican = [ooapg |

TSy b TELAVEL TIME

Circier 1| Decount | pupg | Price 150.00 | Amount 150,00
g it
Tedal O
o
Subrteal 1¥8.00 | FLTAX .00 0,00 | Do 0.00 |Tolsl 1400

QK Larcel

o Date - is the date the technician did the travel
e Technician # - is the technician that did the travel

» Description - is the description for the inventory item that is linked to the
technician. You can change this if you have specified that the user can change
the description for the item at invoicing time

= Order (quantity) - enter how many hours the technician has traveled as
assigned to this repair. This value should be greater than zero or it will be
rejected by the system

= Discount - enter the discount percentage, if applicable and allowed

= Price (hour) - enter the travel rate per hour, this rate comes from the
inventory item that is linked to the technician. The cost of the hourly rate comes
from the technician record; it is the only the straight cost amount. You can
change the price if you have specified that the user can change the price for
the item at invoicing time

= Amount - it is the total travel time amount for this item, updated by the
system and cannot be changed
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4 - Expenses

Reper Order  Debs Payment and Plotes
Repar = poooiz1l (M
Crestomes 2 AREH [{
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o
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¢ Date - is the expense date
e Technician # - is the technician that made the expense

o Expense # - input or search for the expense code. To add new repair
expenses you can access this function, by selecting Repair Expense from the
Repair submenu in the Create Data option of the Settings menu

» Description - is the description for the inventory item that is linked to the
repair expense. You can change this if you have specified that the user can
change the description for the item at invoicing time

» Cost - is the cost of the expense

* Order (quantity) - enter the units of expenses used for the repair. This value
should be greater than zero or it will be rejected by the system

= Discount - enter the discount percentage, if applicable and allowed

= Price - enter the price amount you are charging for the repair expense to your
customer. You can change this if you have specified that the user can change
the price for the item at invoicing time

=  Amount - is the total price amount for this item, updated by the system and
cannot be changed
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Adding Inventory Items
To add an inventory item to your repair order you can:

= C(Click on the add icon on the bottom of the window, or
* Click the F3 key on the keyboard
* Choose from the Repair Input - Product

Fill all the needed fields as specified in the previous topic and click OK to save the
record or Cancel to discard your changes.

After adding a record, you will be asked if you want to continue adding more items.
Answer appropriately and continue your work.

Modifying Inventory Items
To edit an inventory item first select it, then:

= Click on the edit icon on the bottom of the window, or
= Click the F5 key on the keyboard

Change the needed fields and click OK to save your changes or click Cancel to
discard.

Deleting Inventory Items

To delete an inventory item first select it, then:
= Click on the delete icon on the bottom of the window, or
* Click the F4 key on the keyboard

A confirmation window will appear, click Yes to delete the record or No to keep it.

Repair Order Payment and Notes Page

The Payment and Notes page lets you change the payment type (see and add
beginning and ending notes. The beginning note will print before the start of detail in
your repair order and the ending (or the system note if you chose) at the end.

For the ending note, you have the option to use a system note (see “Maintaining
Sales System Notes”) with a pre-defined text or a specific text that you can enter
directly on this page. Both notes are optional.
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Rental orders help you keep track of the rental items, either those normal rental
without serial numbers or those rental items with serial numbers.

To work with this function, select Rentals from the submenu Services in the
Transaction menu or click on Create and Maintain Rental Order icon.

To help you with the data, the system will display the Repair Search window with
the following searchable fields to help in the process.

= Rental # - allows you to select the all the rentals or just one.

= Date From - allows you to select a date (create date) with a calendar popup
icon

= Date To - allows you to select a date (create date) with a calendar popup icon

Reri & {1‘ Dl Froe = Dl T =] Clear| |

The system will display the search window with the OK and Cancel buttons. Click
OK to proceed or click Cancel to abort and return to the selection option.

The user can combine any criteria, and only those fields entered by the user become
part of the query. If no searchable field entered and by clicking the OK button, the
system will display the search result with all the data.
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