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GENERAL INFORMATION

Copyright Notice

The Purchase Order Management System (POMS) is the copyrighted property of YADA
Systems, Inc. and may not be reproduced. All rights are reserved. Any duplication is ex-
pressly prohibited. POMS is a service mark of YADA Systems, Inc. Any use of the mark
POMS is specifically prohibited without the prior written authorization of YADA Systems,
Inc.

Trademark and Service Mark Notices

POMS is a trademark of YADA Systems, Inc.
YADA is a service mark of YADA Systems, Inc.
MS-DOS is a trademark of Microsoft, Inc.

CoverUP is copyrighted by Software Connection, Inc.

Software License Agreement

This License shall be effective from the date you purchase this package and shall remain in
effect for a period of one year unless terminated sooner as provided in this agreement. A
yearly license fee is due every twelve (12) months. The license fee is collected as part of the
monthly support, license and update fee. You may terminate this license at any time by
destroying all copies of the software (in any form). Your license terminates automatically if
you fail to comply wih any terms or conditions of this aggrement.

Limited Warranty

THE PROGRAM IS PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND,
EITHER EXPRESSED OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE IM-
PLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PAR-
TICULAR PURPOSE. ANY DATA BASE INCONSISTENCIES ARE NOT THE
RESPONSIBILITY OF YADA SYSTEMS.




Limitation of Liabilities and Remedies

YADA Systems disclaims any and all liability for damages of any kind arising out of the
delivery, installation, 1:se, or operation of its hardware and software. Your sole remedy
shall be the correctjon, if possible, of software errors caused by YADA Systems soffware.

Softwarc Updates

Dupont pricing and product updates, as well as software updates are periodically provided
to customers. Subscribers receive program updates (not including major enhancements as
defined by YADA Systems, Inc.).

User Support Service

Your Updates include an unlimited number of calls on the toll-free WATS line to the
YADA Systems, Inc. User Support Service. The User Support Service is staffed with ex-
perienced programmers and analysts who are available to answer your POMS-related ques-
tions. The User Support Service is available from 8:00 am to 5:00 pm Central Standard
Time.
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CHAPTER 1: OVERVIEW OF SYSTEM FEATURES

The Purchase Order Management System (POMS) is a sophisticated yet easy-to-use
software system for body shops and paint jobbers. The features in this system can sig-

nificantly boost your profitability by automating the ordering and tracking of your materials
and material costs.

Maintaining Manufacturers and Suppliers

One of the advantages of POMS is the ability to maintain detailed lists of your manufac-
turers, products, suppliers, and shippers, as well as standard sizes and payment terms. This
increases the accuracy of your purchase orders, since this information can be placed directly
into the purchase orders you generate. As long as you maintain the accuracy of the informa-
tion, you no longer have to rely on your memory or searching through catalogs to determine
what supplier carries what product, the supplier’s correct address and terms, a products

manufacturer, etc. This speeds purchase order generation while preventing most common
mistakes.

Generating Purchase Orders

With POMS, you no longer have to manually generate purchase orders. Because POMS al-
lows you to maintain databases of your manufacturers, suppliers, products, terms, and sizes,
you can fill out a purchase order by simply choosing from a list of these items presented on
the screen in pop-up windows. You also have great flexibility in tracking back orders, can-
celed items, and partial shipments.

POMS also allows you to automatically generate purchase orders for Dupont Mix Base
colors and Factory Pack paints. This will allow you to generate mix base color and factory

pack orders based on the reorder levels and inventory from CATFRAMS Color Inventory
Management.

Once purchase orders are generated, they can be electronically transmitted to your sup-
plier. This speeds the ordering process, while reducing the mistakes that might occur when
phoning in an order.

Reports

POMS provides an extensive number of reports to allow you to accurately track your
materials purchases. The Purchase Order Report provides a list of purchase orders.
Reports are also available to list purchases by repair order, employee, and supplier. The
Back Order Report allows to to keep on top of all your back orders. Reports are also avail-
able to give you the list of suppliers, manufacturers, ship tos, sizes, and terms available.



CHAPTER 2: SYSTEM CONFIGURATION

Using CoverUP

We will very briefly discuss how to use CoverUP as installed on your system. Please refer to
your CoverUP manual for more detailed information and instructions on how to modify
your menus if so desired.

Following is an example of what a typical POMS user sees when the computer is first
powered on:

08-,31,69 CoverUP(c) 09:11 am
ColorNet

=< Naster Henu' Y——

>ADUPONT /CATFRANS EXIT to the Uperating System
DUFONT/,FOHS

DUPORT/NSDS/FDS

INSTALE CATERANS UFDGIES
UTILITY MEKU
RESEY DATE/T1IHE

<F1> Help Summary <F2> Manual <11)> Select <ENTER> Execute <ESC> Prev Menu

The menu pointer ">" points to the task that would be executed if you pressed the
RETURN or ENTER key.

To select the POMS system, position the ">" pointer to the POMS menu item, and press
ENTER.

To move the ">" pointer to a different menu item, simply press the SPACE BAR, the arrow
keys, or the first letter of any menu item.

The Master Menu may reference additional menus. For example, if you select the
UTILITY MENU, a new set of menu options will appear. The ESCAPE key (ESC) will
force the system to return to the previously displayed menu.

If you are unsure about what a particular menu option means, you can position the pointer
to that option and press the "F1" key. The system will then display a short help message.



CHAPTER 3: GETTING STARTED

This chapter introduces you to the POMS menus and explains the special keyboard keys
used by POMS.

Conventions

Since POMS is a menu-based system, you perform the functions listed by choosing the
menu option. At the main menu, this is done by typing the numbers of the the correspond-
ing menu option, then pressing ENTER.

For example, at the main POMS menu, press 1, then Enter to perform purchase order
processing.

Once you have chosen a menu option at the main menu, there will be options available
from menus appearing in windows on the screen. There are two types of window menus
that will appear in the POMS system. The first simply gives you a list of menu options to
choose from, and appears similar to the following menu:

DUPONT PONS
Supplier Database Maintenance

e SELECT OPTION

[Edit supplier record
fdd supplier record

Add nultiple suppliers
Delete supplier record
Return to main wmenu

State Z2ip
Bus Phone Contact
Fax Phone Terns
PONS Phane
Note 1
Note 2

To choose a menu option, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may press the first letter of the menu option.

For example, at the above menu, press A to add a supplier record.

The second type of window menu will appear when you are asked to enter paint supplier

ID’s, paint manufacturer ID’s, product ID’s, etc. These menus will appear similar to the fol-
lowing menu:




DUPONT POMNS
Hanufacturer Product Hanagement

Product ID Description

Enter product manufacturer 1D: SR aftey Information
1bs-Gal
erial

BINKS  BINKS WFG.
BRUT BRUT MANUFACTURING CO.
BUF DON BAILEY’S VETTE FILL
COMMNT COMMENT LINE

= DEY DEVILBISS ca.

pup BUPONT PRODUCTS fon
DUPONT DEFAULT DUPONT PRODUCTS
v| FE F IBERGLASS-EVERCOAT
Harch ..... Septenber .
April ..... October ..
May ....... November ..
June ...... Decenber ...

Total Product Purchased

To choose a menu option, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the

typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

There are also certain places in the POMS system where pressing a function key, found
across the top of the keyboard, will be necessary. To determine whether or not there are
function keys that you may press to execute an option, press the "F1" function key. A win-
dow will appear that will tell you which function keys, if any, may be pressed, and what
pressing the keys will do. To remove this window from the screen, simply press any key on
the keyboard.

Next is a sample function key help window displayed by pressing "F1":

DUPODOHNT POHS
Process Recelved Purchase Order
P08 1089 Status 0 Supplier Refs Date Rcud
PO Date 64/21-89 1st Delivery / 7
S FUNCTION KEY HELPER WINDOY =y /2 7
== F2 - Edit Product Detail Lines
F16 - Save Receluve Changes ty| Unit Extended
rd| Price Price
760A-GL 6L 4.060 4.60 6.60 9.08 36.26 144.89
791A-6L 6L 4.00 4.00 6.60 9.68 32,20 128.80
8981J-GL 6L 2.60 2.00 0.60 6.66] 113.1e 226.26
802J-Q1 qQr 2.68 2.60 8.68 6.60 18.90 37.80
Totals 0.66 12.68 0.68| -12.69 537.66
Press F1 For Help Press F10 To End Becelving =




A data-entry screen has some areas on it which are highlighted. Highlighted areas indicate
places where you can enter or modify data.

To move the cursor about on the screen, simply use the up-arrow and down- arrow keys lo-
cated between the numeric keypad and the typewriter keys.

Use the down-arrow key to move forward through a data-entry screen, and use the up-
arrow key to move backwards. The cursor will automatically skip over all data fields which
you cannot modify.

} Moves cursor forward to next field.
4 Moves cursor backward to previous field.

If you wish to terminate a POMS function before it has been completed, use the ESCAPE
key. The system will return you to the previous POMS menu.

ESC Returns to a previous POMS menu.
Menu Descriptions

Immediately after you select POMS SYSTEM from the CoverUP menu, the POMS title
screen will appear. Press any key to continue. The next screen displayed is the POMS main
menu.

Each item in the main menu controls a POMS feature. Following is a brief description of
the function available in each of the main menu items.

YOUR COMPANY NANME
Dupont Purchase Order Management System

PURCHASE ORDER TASKS REPORIS
61. Purchase Orders 36. Purchase Order Status
02. Process Received Purchase Orders 31. Purchases by Repair Order
03. Dupont Mix Base Purchase Orders 32. Purchases by Employee
©4. Dupont Fac. Pack. Purchase Orders 33. Purchases by Supplier
05. Prior Product Purchase Inquiry 34. Back Order Report
35. Supplier Report

PURCHASED PRODUCTS MAINTENANCE 36. Supplier/Manufacture Relations
10. Product Manufacturers 37. Master Product Listing
11. Products 38. Hazardous/Prod. Prch’sd List
12. Terms Database 39. Hazardous/Prod. Prch’sd History
13. Size Database

SUPPLIERS/SHIP TO MAINTENANCE SYSTEM UTILITIES
20. Supplier Database 80. System Utilities Menmu

21. Ship to Database
22. Supplier/Manufacturer Relations 00. Exit Purchase Order System

Enter Selection: i

VERSION 2.0A 07,3089
e COPYRIGHT 1989 YADA SOFTUWARE, INC.

Figure 3.1 Main Menu

PURCHASE ORDER TASKS
01. Purchase Orders
By selecting this menu item, you may quickly generate a purchase order for any product in

the database from any supplier in the database. Purchase orders may then be edited,
deleted, printed, or transmitted to the supplier. Since all the prices of the items are in the




databases, as well as which supplier carries which manufacturer’s products, the potential for
errors are greatly reduced.

02. Process Received Purchase Orders

When you have received the items you ordered, this feature allows you to close the pur-
chase order, showing when delivery was received, what was received, and what was can-
celled.

03. Dupont Mix Base Purchase Order

With this option, you can generate purchase orders for Dupont mix base paints based on
the inventory levels, reorder levels, and reorder quantities in CATFRAMS Mixing Color In-
ventory Management. You can either choose to have all items at the reorder point auto-
matically ordered in the amounts you have set in CATFRAMS, or review each item that
needs to be reordered and choose whether or not to order it.

04. Dupont Fac. Pack. Purchase Order

With this option, you can generate purchase orders for Dupont factory pack paints based
on the inventory levels, reorder levels, and reorder quantities in CATFRAMS Mixing Color
Inventory Management. You can either choose to have all items at the reorder point auto-
matically ordered in the amounts you have set in CATFRAMS, or review each item that
needs to be reordered and choose whether or not to order it.

0S. Prior Product Purchase Inquiry

With this option, you can quickly see how often a product has been ordered, what purchase
orders it was ordered on, what supplier it was ordered from, and how many of the quantity
ordered were actually received. This allows you to see whether or not you have any of the
product on order, and how well the supplier has provided the product to you.

PURCHASED PRODUCTS MAINTENANCE
10. Product Manufacturers

A product manufacturer is the manufacturer of an entire group of products, such as
Dupont. This option allows you to maintain a database of the manufacturers of the
products you use.

11. Products

With this option, you maintain a complete list of all the products you use, including impor-
tant information such as price, standard size, manufacturer, and whether or not the product
is considered by the EPA to be a hazardous material. In addition, historical information
about the product is kept track of and can be accessed through this option.

12. Terms Database

The terms database stores the standard terms available for use with the suppliers and pur-

chase orders. This option allows you to maintain the common terms used by your suppliers,
such as CASH, COD, etc.

13. Size Database

The size database stores the standard sizes available for use with the products and purchase
orders. This option allows you to maintain the common sizes for your products.

SUPPLIERS/SHIP TO MAINTENANCE



20. Supplier Database

This feature allows you to maintain a list of all the suppliers you use. Important informa-
tion, such as their address, phone number, contact person, and terms, is entered and kept
up-to-date. The information is then used by the system when filling out your purchase or-
ders so you don’t have to constantly retype the supplier information.

21. Ship to Database

This feature allows you to maintain a list of all companies you ship to. Important informa-
tion, such as their address, phone number, and contact person, is entered and kept up-to-
date. The information is then used by the system when filling out your purchase orders so
that you don’t have to constantly retype the ship to information.

22. Supplier/Manufacturer Relations

Through this option, you specify which of your suppliers carry products from which
manufacturers.

REPORTS
30. Purchase Order Status

This report allows you examine the status of all the purchase orders generated by POMS.
This gives you the ability to quickly determine which purchase orders have been delivered,
and to follow up on those that haven’t.

31. Purchases by Repair Order

This report allows you to examine your purchases by repair order. This is useful when you
have several purchase orders for one repair order, and want to see all your purchases for
that repair order.

32. Purchases by Employee

This report allows you to examine your purchases by employee. This is useful when you
want to show how much ordering any particular employee is doing, or what items an
employee is ordering.

33. Purchases by Supplier

This report allows you to examine your purchases by each supplier you order from. You
can use it to examine what items are being purchased from what supplier, easily check
monthly statements against your records to insure correct billing, compare prices where you
buy similar or the identical products from different suppliers, a reference for historical com-
parisons of purchases from year to year, and much more.

34. Back Order Report

This report allows you examine the status of all the items which are on order but have not
been received or cancelled, helping you to keep track of items that are back ordered, and
determine when they should be cancelled and reordered, or when a supplier should be
queried about a back ordered item’s status.

3S. Supplier Report

This report allows you to generate a list of all your suppliers. This makes it easy to verify
supplier information without having to tie up the computer.




36. Supplier/Manufacture Relations

This report allows you to generate a list of all your supplier/manufacturer relationships.
This makes it easy to verify which supplier carries which manufacturer’s products without
having to tie up the computer.

37. Master Product Listing

This report allows you to generate a list of all the products a manufacturer carries, along
with its history. This allows you to have a master list for reference, a reference for historical
comparisons of purchases from year to year, and much more.

38. Hazardous/Prod. Purch’sd List

This report is identical to the Master Product Listing, except that it includes only items iden-
tified as being hazardous.

39. Hazardous/Prod. Purch’sd History

This report is almost identical to the Historical Product Purchases Summary option of the
Hazardous Products Purchased List.

SYSTEM UTILITIES

80 System Utilities Menu

This option accesses a set of configuration options that allow you to configure the system to
your needs. These configuration options include the default ship to and bill to company,
the default order person, the starting purchase order number, and whether or not purchase

orders are to be printed on plain paper or pre-printed forms. It also allows you to reindex
your files, as well as backup and restore them.

00. Exit System
Leaves POMS and returns to the CoverUP menu.



CHAPTER 4: PURCHASED PRODUCTS MAINTENANCE

Before you can use the POMS system, there is certain information about the product
manufacturers, supplies, terms, sizes, etc. that you use that the system needs to know about.
The next two chapters will be concerned with how to enter and maintain that information.
We'll begin with the information needed about your product manufacturers, products,
terms, and sizes.

A. Product Manufacturers

A Product Manufacturer refers to the entire group of products manufactured by a product
vendor. For example, DUPONT is a product manufacturer which in turn produces paint,
paint primers, paint mix colors, and so on. The system must have a list of all the manufac-
turers of the products you use.

To enter the Product Manufacturers option, at the main POMS menu type

A menu similar to the one shown in Figure 4.1 will be displayed.

DUPONT POHRS
Product Manufacturer Hanagement

SELECT OPTICN

Edit product manufacturer record
Add product mamifacturer record

Delete product wanufacturer record
Return to maln wenu

ACTURER DESCRIFTION

A Product Manufacturer refers to the entire group of products
ranufactured by a product vendor. In the example belou, DUPONT is
setup as a Product Hamufacturer.

Product Mamnufacturer Purchased Products
DUPONT ————————=) 1318
3298
6153
ETC.

Figure 4.1 Product Manufacturer

At this time you have four options:

1) Edit product manufacturer record. Press E or highlight the option with the UP-
ARROW and DOWN-ARROW keys then press ENTER.

2) Add product manufacturer record. Press A or highlight the option with the UP-
ARROW and DOWN-ARROW keys then press ENTER.
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3) Delete product manufacturer record. Press D or highlight the option with the UP-
ARROW and DOWN-ARROW keys then press ENTER.

4) Return to main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add Product Manufacturer Record

Let’s assume you need to add a product manufacturer. Press
B

Figure 4.2 illustrates an example of the screen that would appear.

DUPONT POMNS
Product Hanufacturer Hanagement

HANUFACTURER 1D PRODUCT HANUFACTURER DESCRIPTION

A Product Hanufacturer refers to the entire group of products
manufactured by a product vendor. In the example below, DUPONT is
setup as a Product Manufacturer.

Product Hanufacturer Purchased Products
DUPOHY 3 {318
3298
61538
ETC.

et - Activate Manufacturer Laokup Nindo

Figure 4.2 Add Product Manufacturer Record

The information requested by this screen is an ID for the manufacturer and a product
manufacturer description. Characters and numbers are typed into the areas on the screen
which are displayed in inverse video.

You may use any of the following keys to position the cursor:

DR

Here is a description of the information POMS is looking for in the screen shown in Figure
4.2.

MANUFACTURER ID

An ID that may consist of letters and/or numbers that is used to identify the manufacturer.
For example, DUPONT is the ID used to identify Dupont products. All letters are automat-
ically uppercase when you enter them.

10



PRODUCT MANUFACTURER DESCRIPTION

A description of the product manufacturer that may consist of letters and/or numbers. For
example, 3M PRODUCTS if the manufacturer is 3M.

If you enter a manufacturer ID that already exists, the product manufacturer description

will automatically appear. To review the product manufacturers that are already available,
press

=

and a window will open displaying the product manufacturers in alphabetical order by
manufacturer ID. If there are more product manufacturers than can be displayed in the
window, a " | " will appear on the left-hand side of the last product manufacturer displayed
in the window. Press the PgDn key to display more of the product manufacturers. To
return to the previously displayed manufacturers, press the PgUp key.

When you are finished entering the product manufacturer description, press ENTER or
PgDn to save the record. You will then be returned to the menu options window.

Edit Product Manufacturer Record

Let’s assume you need to edit a product manufacturer. Maybe a mistake was made in enter-
ing the information, or maybe a description needs to be updated. Press

B

Figure 4.3 illustrates an example of the screen that would appear.

DUPOMNT PONS
Product Manufacturer Management

HANUFACTURER ID PRODUCT MANUFACTURER DESCRIPTION
Enter product manufacturer 1D: EEEER
BINKS  BINKS MFG.
BRUT BRUT HANUFACTURING CO.
BUF DOW BAILEY'S VETTE FILL
A Pro COMIHY COMMEMT LINE

wanuf DEV DEVILBISS CD. T is
setup|v| DUP DUPONT PRODUCTS

Product Manufacturer Purchased Products
DUPONT > 1318
3238
6155
ETC.

Figure 4.3 Edit Product Manufacturer Record

A window will open displaying the product manufacturers available in alphabetical order by
manufacturer ID. If there are more product manufacturers than can be displayed in the
window, a " | " will appear on the left-hand side of the last product manufacturer displayed
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in the window. Press the PgDn key to display more of the product manufacturers. To
return to the previously displayed manufacturers, press the PgUp key.

To choose a manufacturer to edit, you may either highlight the choice you wish to make
using the up-arrow and down-arrow keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

Once you have chosen a manufacturer record to edit, make the appropriate changes using
the same keys available to you as with adding a record.

Delete Product Manufacturer Record

There may be occasions when you’ll want to delete a product manufacturer record. Per-
haps your no longer carrying that manufacturer’s products, or perhaps the record was
entered by mistake. Press

8

Figure 4.4 illustrates an example of the screen that would appear.

DUPOHNT POMS
Product Hanufacturer Management

HANUFACTURER ID PRODUCT MANUFACTURER DESCRIPTION

Enter product manufacturer ID: i

BINKS  BINKS MFG.

BRUT BRUT HANUFACTURING CD.
BUP DON BAILEY’S VETTE FILL
A Pro COMMNT COHHENT LINE

manuf DEV DEVILBISS C0. T is
setup|v] DUP DUPONT PRODUCTS

Product Hanufacturer Purchased Products
DUPOHT —————> 1318
3238
6158
ETC.

Figure 4.4 Delete Product Manufacturer Record

As with the edit option, a window will open displaying the product manufacturers available
in alphabetical order by manufacturer ID. If there are more product manufacturers than
can be displayed in the window, a " | " will appear on the left-hand side of the last product
manufacturer displayed in the window. Press the PgDn key to display more of the product
manufacturers. To return to the previously displayed manufacturers, press the PgUp key.

To choose a manufacturer to delete, you may either highlight the choice you wish to make
using the up-arrow and down-arrow keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.
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Once you’ve made your choice, a warning message will be displayed as in Figure 4.5.

DUPONT POMNS
Product Manufacturer Management

HANUFACTURER ID PRODUCT MANUFACTURER DESCRIPTION

Enter product manufacturer ID: [N

Deleting the product manufacturer ldemtifier (BUF)
will remove it from the product manufacturer database.
A Pro
manuf This will also do the follouwing:
setup L Remove all associated products.

Remove all associated manufacturessupplier relationships.

Product o
DUPONT Select Your Answer
Do you really want to delete the product manufacturer?
YES |

Figure 4.5 Delete Warning Message

Please note that the record will be removed, as well as all associated manufacturer/supplier
relationships and products, and that these cannot be recovered once they have been
deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. You will be told that the deletion is taking place,
and when the deletion is completed, the options window will be redisplayed.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu

This option will return you to the main POMS menu. Press

e

to return to the main menu.
B. Products

Products refers to the actual items manufactured by a product manufacturer. For example,
DUPONT is a product manufacturer which in turn produces products such as paints,

primers, paint mix colors, and so on. The system must have a list of all the products you use
for each product manufacturer.

To enter the Products option, at the main POMS menu type

)

13




A menu similar to the one shown in Figure 4.6 will be displayed.

DUPONT POHMS
Hanufacturer Product Hanagement

Product ID Description

SELECT OPTION
ial Data Saftey Information
[Edit manufacturer praduct recard- Content - 1bs/Gal

Add manufacturer product record ardous Haterial

fidd multiple product records
Delete manufacturer product record
Return to main menu

Historical Product Purchase Information

Jamuary ... July .......
February .. August ..... .
March ..... Septenber ..
April ..... October ....
Hay ....... Nouenmber ...
June ...... Decenmber ...

Total Product Purchased

Figure 4.6 Products Manufacturer

At this time you have five options:

1) Edit manufacturer product record. Press E or highlight the option with the UP-
ARROW and DOWN-ARROW keys then press ENTER.

2) Add manufacturer product record. Press A or highlight the option with the UP-
ARROW and DOWN-ARROW keys then press ENTER.

3) Add multiple product records. You must highlight the option with the UP-ARROW
and DOWN-ARROW keys then press ENTER.

4) Delete manufacturer product record. Press D or highlight the option with the UP-
ARROW and DOWN-ARROW keys then press ENTER.

5) Returnto main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add Manufacturer Product Record

Let’s assume you need to add a manufacturer product. Press
o

Figure 4.7 illustrates an example of the screen that would appear.

14
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DUPONT PONS
Manufacturer Product Management

Product 1D Description
Enter product manufacturer 1D: R aftey Information
Ibs/Gal

i erial
BINKS  BINKS MWFG.
BRUT BRUT HANUFACTURING CO.
BUF DO BAILEY’S UVETIE FILL
COMMNY COMMENT LINE

- DEV DEVILBISS CO.
buP DUPONT PRODUCTS ion
FE F IBERGLASS-EVERCOAT

v| FITZ FITZ & FITZ

Harch ..... Septenber ..
April ..... October ....
Hay ....... Nouenber ...
June ...... Decenber ...

Total Product Purchased

Figure 4.7 Add Manufacturer Product Record

The information requested by this screen is product-specific information. Characters and
numbers are typed into the areas on the screen which are displayed in inverse video.

You may use any of the following keys to position the cursor:

|| 1 “ ll l h llPBUP“ ”PSD"“ ”Emcr“

Before adding a new product, notice a window displaying the product manufacturers avail-
able in alphabetical order by manufacturer ID appears. If there are more product manufac-
turers than can be displayed in the window, a " | " will appear on the left-hand side of the
last product manufacturer displayed in the window. Press the PgDn key to display more of

the product manufacturers. To return to the previously displayed manufacturers, press the
PgUp key.

You must choose the manufacturer whose product you are adding. To do so, you may
either highlight the choice you wish to make using the up-arrow and down-arrow keys lo-
cated between the numeric keypad and the typewriter keys, then press ENTER. Or you
may type the ID of the menu option, then press ENTER. Once you've chosen the product
manufacturer, the screen will appear similar to that in Figure 4.8.
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DUPOMNT POHS
Hanufacturer Product Record Management

Product ID Description

10753-PT RO CLEAR LOM-TEHNP HREDUCER

Purchase Data Material Data Saftey Informatian
Standard Cost 6.68 UOC Content IbssGal
Purchase Size [g] PINT Hazardous Haterial fJ

Historical Product Purchase Information

January ... 6.060 July ....... 6.60
February .. 6.00 August ..... 6.60
Harch ..... 6.60 Septenber .. .60
April ..... 0.60 October .... 0.68
May ....... 6.60 Novenber ... 6.60
June ...... 6.68 Decenber ... 6.60
Total Product Purchased 9.60

¥10 - To Save Product Record—

Figure 4.8 Add Manufacturer Product

Observe in Figure 4.8 that in the top half of the screen there are two rows beginning with
PRODUCT ID and PURCHASE DATA that can be considered "screen sections". After
you have finished entering the information in one screen section, you must use the ENTER
key to move to the next section. The bottom half of the screen, labeled HISTORICAL
PRODUCT PURCHASE INFORMATION, is for information only, and cannot be altered

or added to when adding or editing a product.

Here is a description of the information POMS is looking for in the top half of the screen
shown in Figure 4.8.

PRODUCT ID

An ID that may consist of letters and/or numbers that is used to identify the product. This
will normally be the product ID assigned by the manufacturer. Multiple sizes for some

product numbers must be listed by giving unique product numbers for each size, example:
700A - GL and 700A - QT.

DESCRIPTION

A description of the product that may consist of letters and/or numbers.
STANDARD COST

The normal price for one of the standard size of the product.

PURCHASE SIZE

The normal size the product is purchased by. This could by a gallon, pint, etc.
VOC CONTENT

The weight of volatile organic compound in pounds per gallon.
HAZARDOUS MATERIAL

Requires a Y or N to indicate whether or not the EPA considers the product a hazardous
material.
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The bottom half of the screen contains historical purchase information showing the quantity
of product purchased for each month of the year to date, as well as the quantity purchased
year-to-date. This information is updated by POMS every time a purchase order is shown
received, and cannot be changed in this screen.

If you enter a product ID that already exists, the product information will automatically ap-
pear. To review the products that are already available, press

)

and a window will open displaying the products in alphabetical order by product ID. If
there are more products than can be displayed in the window, a * | " will appear on the left-
hand side of the last product displayed in the window. Press the PgDn key to display more
of the products. To return to the previously displayed products, press the PgUp key.

When the cursor is moved to the PURCHASE SIZE field, a window will open displaying
the sizes that have been entered in the size database in alphabetical order by size ID, as
seen in Figure 4.9. If there are more sizes than can be displayed in the window, a " | " will
appear on the left-hand side of the last size displayed in the window. Press the PgDn key to
display more of the sizes. To return to the previously displayed sizes, press the PgUp key.

DUPONT PONS
Manufacturer Product Record Management

Product 1B Description

1075S-P1 IR0 CLEAR LOM-TENP HEDUCER .

Purchase Data Haterial Data Saftey Information
Standard Cost 9.66 UoC Content lbs/Gal
Purchase Size 13 PINT Hazardous Haterial ]

Enter size 1D: §]

al

QT QUART

RL ROLL chase Information

SH SHEEY ‘
Janua SL SLEEVE July ....... 6.60
Febru|v| SP SPRAY August ..... 8.68
Harch September .. .69
April ..... 6.69 October . 6.69
Hay ....... 0.69 Houenber .. 6.60
June ...... 6.60 Decenber ... 6.60
Total Product Purchased 8.00

£10 - To Save Product Record=

Figure 4.9 Add Screen with Size Options Window

To choose a size to enter, you may either highlight the choice you wish to make using the up-
arrow and down-arrow keys located between the numeric keypad and the typewriter keys,
then press ENTER. Or you may type the ID of the menu option, then press ENTER.

When you are finished entering the data on this screen, press F10 to save the information.
You will be returned to the menu options window. When you first receive the system,
products for Dupont will already be entered for you. The standard cost and purchase size
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entered for the Dupont products are accurate for the time they were entered, but should be
examined to insure they are current, or we will supply price schedules.

POMS does not warrant any of the costs or sizes to be true. You are urged to do your own
research to determine appropriate costs and sizes.

Add Multiple Product Records

The "Add multiple product records” option is identical to the "Add manufacturer product
record” option, except that once a record has been entered, you will be positioned to enter

the next product record. To exit the option, when asked to enter a product manufacturer
ID, press ESC. You will be returned to the menu options window.

Edit Manufacturer Product Record

Let’s assume you need to edit a product. Maybe a mistake was made in entering the infor-
mation, or a cost or size needs to be updated. Press

=

Figure 4.10 illustrates an example of the screen that would appear.

DUPONT PONHS
Hanufacturer Product Management

Product ID Description

Enter product wmanufacturer I1D: i aftey Informatlion
IbsrGal
erial

BINKS  BINKS WFG.

BRUT BRUT MANUFACTURING CO.
BUF DON BAILEY'S VETTE FILL
COMMNT COMMENT LINE

= DEV DEVILBISS cO.

DUP DUPONY PRODUCTS fon
FE F IBERGLASS-EVERCOAT
v| FIT2 FITZ & FIT2
Harch ..... September ..
April ..... October ....
Hay ....... Hovember ...
dJune ...... December ...

Total Product Purchased

Figure 4.10 Edit Manufacturer Product Record

Before editing a product, a window displaying the product manufacturers available in al-
phabetical order by manufacturer ID appears. If there are more product manufacturers
than can be displayed in the window, a" | "' will appear on the left-hand side of the last
product manufacturer displayed in the window. Press the PgDn key to display more of the
product manufacturers. To return to the previously displayed manufacturers, press the
PgUp key.

You must choose the manufacturer whose product you are editing. To do so, you may
either highlight the choice you wish to make using the up-arrow and down- arrow keys lo-
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cated between the numeric keypad and the typewriter keys, then press ENTER. Or you
may type the ID of the menu option, then press ENTER.

Next, a window will open displaying the products available in alphabetical order by product
ID. If there are more products than can be displayed in the window, a " | " will appear on
the left-hand side of the last product displayed in the window. Press the PgDn key to dis-
play more of the products. To return to the previously displayed products, press the PgUp
key.

To choose a product to edit, you may either highlight the choice you wish to make using the
up-arrow and down-arrow keys located between the numeric keypad and the typewriter
keys, then press ENTER. Or you may type the ID of the menu option, then press ENTER.

Once you have chosen a product record to edit, make the appropriate changes using the
same keys available to you as with adding a record.

Delete Manufacturer Product Record

There may be occasions when you’ll want to delete a product record. Perhaps you’re no
longer carrying that product, or the manufacturer has discontinued the product, or perhaps
the record was entered by mistake. Press

o

Figure 4.11 illustrates an example of the screen that would appear.

DUPONT PONS
Hanufacturer Product Hanagement

Product ID Description

Enter product manufacturer 1D: ERE aftey Information
1bs/Gal
erial

BINKS  BINKS NFG.

BRUT BRUT HANUFACTURING CO.
BUF DON BAILEY’S VETTE FILL
COMMNT  COMMENT LINE

= DEV DEVILBISS CO.

bup DUPONT PRODUCTS fon
FE F IBERGLASS-EVERCOAT
v| FITZ FITZ & FITZ
Harch ..... Septenber ..
April ..... October ....
Hay ....... Novenrber ...
Juoe ...... Decenber ...

Total Product Purchased

Figure 4.11 Delete Manufacturer Product Record

As with editing a product, a window displaying the product manufacturers available in al-
phabetical order by manufacturer ID appears. If there are more product manufacturers
than can be displayed in the window, a" | " will appear on the left-hand side of the last
product manufacturer displayed in the window. Press the PgDn key to display more of the
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product manufacturers. To return to the previously displayed manufacturers, press the
PgUp key.

You must choose the manufacturer whose product you are deleting. To do so, you may
either highlight the choice you wish to make using the UP-ARROW and DOWN-ARROW
keys located between the numeric keypad and the typewriter keys, then press ENTER. Or
you may type the ID of the menu option, then press ENTER.

Next, a window will open displaying the products available in alphabetical order by product
ID. If there are more products than can be displayed in the window, a " | " will appear on
the left-hand side of the last product displayed in the window. Press the PgDn key to dis-
play more of the products. To return to the previously displayed products, press the PgUp
key.

Once you’ve made your choice, a warning message will be displayed as in Figure 4.12.

DUPONT PONS
Hanufacturer Product Hanagement

Product 1D Description

Enter product manufacturer 1D: [TIHEH aftey Information
lbs/Gal

AD ADTEC erial

Enter product id of item to delete: [EI[{[)

Deleting the product (B51668) wlll permanently
remouve the product item from the product database.

mm Select Your Ansuer ==
Do you really want to delete the product?
YES |

Total Product Purchased

Figure 4.12 Delete Warning Message

Please note that products cannot be recovered once they have been deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. You will be told that the deletion is taking place
and when the deletion is completed, the options window will be redisplayed.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu

This option will return you to the main POMS menu. Press

@_oa

to return to the main menu.
C. Terms Database
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Purchase terms are the terms used by suppliers to specify the payments terms for products
purchased from them. For example, if the supplier expects to be paid by cash or check in
advance, the purchase terms would be cash. If the the supplier has a payment system where
if you pay for your purchases within 30 days of receiving a statement, you can deduct two
percent of amount due, the purchase terms would be 2% net 30. The terms database stores
the standard terms available for use with the suppliers and purchase orders. This is where
the terms come from that appear in the terms window when you move to the TERMS field
when entering or editing suppliers or purchase orders. Before a term can be assigned to a
supplier, it must be in the terms database.

To enter the Terms Database option, at the main POMS menu press

)

A menu similar to the one shown in Figure 4.13 will be displayed.

DUPONT POHNS
Purchase Terms Hanagement

SELECT OPTION

Edit purchase terms recard
fAdd purchase terms record

Delete purchase terms record
Return to main menu

Purchase terms are used with supplier records and on purchase
orders to specify the expected terms of purchase.

Figure 4.13 Maintain Terms Database

At this time you have four options:

1) Edit purchase terms record. Press E or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

2) Add purchase terms record. Press A or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

3) Delete purchase terms record. Press D or highlight the option with the UP-ARROW
and DOWN-ARROW keys then press ENTER.

4) Return to main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add Purchase Terms Record
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Let’s assume you need to add a purchase term. Press
=

Figure 4.14 illustrates an example of the screen that would appear.

DUPOHWHT PO
Purchase Terms Hanag

HS
enent

TERTS EEEREE

Purchase terms are used with supplier records and on purchase
orders to specify the expected terms of purchase.

gt 9 - fctivate Teras Laukup Window
Figure 4.14 Add Purchase Terms Record

The information requested by this screen is a purchase term. Characters and numbers are
typed into the areas on the screen which are displayed in inverse video.

You may use any of the following keys to position the cursor:

QREAR

Observe in Figure 4.14 that there is only one row that can be considered a "screen section".
After you have finished entering the information in the terms fields in the screen section,
use the PgDn key, the ENTER key or F10 key to save the information.

Here is a description of the information POMS is looking for in the screen shown in Figure
4.14.

TERMS

A purchase term may consist of letters and/or numbers. For example, CASH, COD, 2%
NET 30, etc. Allletters are automatically uppercase when you enter them.

To review the purchase terms that are already available, press

B
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and a window will open displaying the purchase terms in alphabetical order. If there are
more purchase terms than can be displayed in the window, a " | " will appear on the left-
hand side of the last product manufacturer displayed in the window. Press the PgDn key to

display more of the purchase terms. To return to the previously displayed purchase terms,
press the PgUp key.

When you are finished entering the purchase term, press ENTER or PgDn or F10 key to
save the record. You will then be returned to the menu options window.

Edit Purchase Terms Record

Let’s assume you need to edit a purchase term. Press

Figure 4.15 illustrates an example of the screen that would appear.

DUPONT POHS
Purchase Terms Hanagenent

TERHS

Enter terns to edit:

-
27s NET 7?
CASH

coD

ecords and on purchase
purchase.

Figure 4.15 Edit Purchase Terms Record

A window will open displaying the purchase terms available in alphabetical order. If there
are more purchase terms than can be displayed in the window, a " | " will appear on the left-
hand side of the last purchase term displayed in the window. Press the PgDn key to display
more of the purchase terms. To return to the previously displayed purchase terms, press
the PgUp key.

To choose a purchase term to edit, you may either highlight the choice you wish to make
using the up-arrow and down-arrow keys located between the numeric keypad and the

typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

Once you have chosen a purchase term record to edit, make the appropriate changes using
the same keys available to you as with adding a record.
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Delete Purchase Terms Record

There may be occasions when you’ll want to delete a purchase term record. Press

B

Figure 4.16 illustrates an example of the screen that would appear.

DUPOHT POHS
Purchase Terns Hanagement

TERHS

Enter teras to delete: [
27 NET 38

277 NET ?
CASH
Ccop

ecords and on purchase
purchase.

Figure 4.16 Delete Purchase Terms Record

As with the edit option, a window will open displaying the purchase terms available in al-
phabetical order. If there are more purchase terms than can be displayed in the window, a "
| " will appear on the left-hand side of the last purchase term displayed in the window.
Press the PgDn key to display more of the purchase terms. To return to the previously dis-
played purchase terms, press the PgUp key.

To choose a purchase term to delete, you may either highlight the choice you wish to make
using the up-arrow and down-arrow keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

Once you’ve made your choice, a warning message will be displayed as in Figure 5.17.
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BUPONT PONS
Purchase Terms Management

TERNS

Deleting the purchase term (2x NET 30) will remove
the term from the purchase terms database.

Select Your finsuer ===—==——==
Do you really want to delete this tern?

4 X N O

Purc e
orde

Figure 4.17 Delete Warning Message

Please note that terms cannot be recovered once they have been deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. You will be told that the deletion is taking place,
and when the deletion is completed, the options window will be redisplayed.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu
This option will return you to the main POMS menu. Press

Q-@

to return to the main menu.
D. Size Database

Sizes are used to designate the size a particular product comes in. This may be ounces,
liters, gallons, drums, etc. The size database stores the standard sizes available for use with
the products and purchase orders. This is where the sizes come from that appear in the
sizes window when you move to the SIZE field when entering or editing products. Before a
size can be assigned to a product, it must be in the size database.

To enter the Sizes option, at the main POMS menu type

A menu similar to the one shown in Figure 4.18 will be displayed.
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S

DUPONT
TI

NZ

DUPGNT POMS - PRODUC IZE HANAGEHENT
l’—— SELECT OPTION === DESCRIPTION
dit size recard

Add size record
Delete size record
Return to main menu

Figure 4.18 Maintain Size Database

At this time you have four options:

‘1) Edit size record. Press E or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

2) Add size record. Press A or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

3) Delete size record. Press D or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

4) Return to main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add Size Record

Let’s assume you need to add a size. Press
B

Figure 4.19 illustrates an example of the screen that would appear.
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DUPONTY POMNS
DUPONT POMS — PRODUCT ITEM SIZE HANAGEHENT

SIZE 1Ip- B SIZE DESCRIPTION

Figure 4.19 Add Size Record

The information requested by this screen is an ID for the size and a size description. Char-

acters and numbers are typed into the areas on the screen which are displayed in inverse
video.

You may use any of the following keys to position the cursor:

o ol o (D 2

Observe in Figure 4.19 that there is only one row that can be considered a "screen section".
After you have finished entering the information in the two fields in the screen section, use
either the PgDn key or the ENTER key to save the information.

Here is a description of the information POMS is looking for in the screen shown in Figure
4.19.

SIZE ID

An ID that may consist of letters and/or numbers that is used to identify the size. For ex-

ample, 5G can be the ID used to identify 5 gallons. All letters are automatically uppercase
when you enter them.

SIZE DESCRIPTION

A description of the size that may consist of letters and/or numbers. For example, 5 GAL-
LONS if the size ID is 5G.

If you enter a size ID that already exists, the size description will automatically appear. To
review the sizes that are already available, press

5
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and a window will open displaying the sizes in numeric/alphabetical order by size ID. If
there are more sizes than can be displayed in the window, a " | " will appear on the left-
hand side of the last size displayed in the window. Press the PgDn key to display more of
the sizes. To return to the previously displayed sizes, press the PgUp key.

When you are finished entering the size description, press ENTER or PgDn to save the
record. You will then be returned to the menu options window.
Edit Size Record

Let’s assume you need to edit a size. Maybe a mistake was made in entering the informa-
tion, or maybe a description needs to be updated. Press

B

Figure 4.20 illustrates an example of the screen that would appear.

DUPONT POHS
DUPONT POHS ~ PRODUCT ITEH SIZE HANAGEMENT

SIZE ID SIZE DESCRIPTION

Enter size to edit: B

. 15 6AL DRUA

i6 16 &AL DRUA
25 2.5 LITER
2Z 2 OUNCE

35 3.5 LITER
53 53 GALLON
55 55 GALLON

Figure 4.20 Edit Size Record

A window will open displaying the sizes available in numeric/alphabetical order by size ID.
If there are more sizes than can be displayed in the window, a " | " will appear on the left-
hand side of the last size displayed in the window. Press the PgDn key to display more of
the sizes. To return to the previously displayed sizes, press the PgUp key.

To choose a size to edit, you may either highlight the choice you wish to make using the up-
arrow and down-arrow keys located between the numeric keypad and the typewriter keys,
then press ENTER. Or you may type the ID of the menu option, then press ENTER.

Once you have chosen a size record to edit, make the appropriate changes using the same
keys available to you as with adding a record.

Delete Size Record
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There may be occasions when you’ll want to delete a size record. Perhaps it’s no longer a
standard size for any product you carry, or perhaps the record was entered by mistake.
Press

i

Figure 4.21 illustrates an example of the screen that would appear.

Hs
12E  HANAGEMENT

DUPONT PO
DUPONT POMS — PRODUCT ITEM S

SIZE ID SIZE DESCRIPTION

Enter size id to delete: B

15 15 AL DRUH

i6 16 GAL DRUH

25 2.5 LITER

22 2 OUNCE

35 3.5 LITER

53 53 GALLON
v| 55 55 GALLON

Figure 4.21 Delete Size Record

As with the edit option, a window will open displaying the sizes available in numeric/al-
phabetical order by size ID. If there are more sizes than can be displayed in the window, a "
| " will appear on the left-hand side of the last size displayed in the window. Press the PgDn
key to display more of the sizes. To return to the previously displayed sizes, press the PgUp
key.

To choose a size to delete, you may either highlight the choice you wish to make using the
up-arrow and down-arrow keys located between the numeric keypad and the typewriter
keys, then press ENTER. Or you may type the ID of the menu option, then press ENTER.

Once you’ve made your choice, a warning message will be displayed as in Figure 4.22.
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DUPOMNT PONS
DUPONT POMS — PRODUCT ITEM SIZE HANAGEMENT
SIZE ID SIZE DESCRIPTION

Enter size id to delete: 7

Deleting the size (22) will permanently
remove the size from the size database.

Select Your Answer =
v Do you really want to delete this product size?
ves

Figure 4.22 Delete Warning Message

Please note that sizes cannot be recovered once they have been deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. You will be told that the deletion is taking place,
and when the deletion is completed, the options window will be redisplayed.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu
This option will return you to the main POMS menu. Press

Q-a

to return to the main menu.
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CHAPTER 5: SUPPLIER/SHIP TO MAINTENANCE

Now that we’ve covered how to enter and maintain information about your product

manufacturers, products, terms, and sizes, let’s examine entering and maintaining informa-
tion about your suppliers.

A. Supplier Database

The supplier database is a list of all the suppliers you use. Important information, such as
their address, phone number, contact person, and terms, is entered and kept up-to-date
with this option. The information is then used by the system when filling out your purchase
orders so that you don’t need to constantly retype the supplier information.

To enter the Supplier Database option, at the main POMS menu type
) (e

A menu simiar (o the one shown in Figure 5.1 will be displayed.

DUPONT PONS
Supplier Database Haintenance

= SELECT OPTION

Edit supplier record
fAdd supplier record

Add nultiple suppliers
Delete supplier record
Return to main memu

State Zip
Bus Phone Contact
Fax Phone Terns
POMS Phone
Hote 1
Note 2

Figure 5.1 Supplier Database

At this time you have five options:

1) Edit supplier record. Press E or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

2) Add supplier record. Press A or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

3) Add multiple suppliers. You must highlight the option with the UP-ARROW and
DOWN- ARROW keys then press ENTER.

4) Delete supplier record. Press D or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.
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5) Return to main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add Supplier Record
Let’s assume you need to add a supplier. Press

B

Figure 5.2 illustrates an example of the screen that would appear.

DUPONTY POHS
fdd Hew Supplier Record

Supplier 1D: T

Supplier Information
Hame
fAddr—1
Addr-2

City State 2ip
Bus Phone Contact

Fax Phone Teras

POHS Phane

Hote 1
Hote 2

Figure 5.2 Add Supplier Record

The information requested by this screen is an ID for the supplier and basic supplier infor-
mation. Characters and numbers are typed into the areas on the screen which are displayed
in inverse video. .

You may use any of the following keys to position the cursor:

Here is a description of the information POMS is looking for in the screen shown in Figure
5.2.

Supplier ID

An ID that may consist of letters and/or numbers that is used to identify the supplier. For
example, BAST could be the ID used to identify Bastien Products. All letters are automat-
ically uppercase when you enter them.

Name
The company name of the supplier.
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Addr-1

Line 1 of the supplier’s street address.

Addr-2

Line 2 of the supplier’s address, if needed.

City

The city the supplier is in.

State

The state the supplier is in.

Zip

The supplier’s zip code. This can be either the standard 5-digit zip code, or the business 9-
digit zip code.

Bus Phone v

The supplier’s phone number, including area code.

~ Fax Phone

The supplier’s fax number, if any, including area code.
POMS Phone

The supplier’s modem number, if any, including area code. This is the number that will be
dialed when you transmit a purchase order.

Contact

The person normally contacted at the supplier for orders and questions.
Terms

The standard terms for payment of invoices you have with the supplier. This could be
COD, CASH, etc.

Note 1/Note 2

These two lines are for any additional information you may need to enter concerning the
supplier.

If you enter a supplier ID that already exists, the supplier information will automatically ap-
pear. To review the suppliers that are already available, press

=)

and a window will open displaying the suppliers in alpabetical order by supplier ID. If there
are more suppliers than can be displayed in the window, a" | " will appear on the right-
hand side of the last product manufacturer displayed in the window. Press the PgDn key to
display more of the suppliers. To return to the previously displayed suppliers, press the
PgUp key.

When the cursor is moved to the TERMS field, you may review the terms that are available
by pressing
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o

and a window will open displaying the terms in alpabetical order as seen in Figure 5.3. If
there are more terms than can be displayed in the window, a" | " will appear on the right-
hand side of the last term displayed in the window. Press the PgDn key to display more of
the terms. To return to the previously displayed terms, press the PgUp key.

DUPONTY POHS
Supplier Database Haintenance

Supplier ID: DUP

Supplier Information

LEUT-DIIFONT PRODUCIS
GLUL W20 W, 741H S¥.
Addr—2

city IITHFESSEEN  Stete I 2ip SEECEN
Bus Phone BPECECECETI) Contact
Fax Phone - =

POHS Phone Enter teras: 728013 FRT]
Hote 1

L
Hote 2 247 NET ?
CASH
cop

F10 - To Save Supplier Record ==
Figure 5.3 Add Screen with Terms Options Window

To choose a size to enter, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

When you are finished entering the data on this screen, press F10 to save the information.
You will be returned to the menu options window.

Add Multiple Suppliers

The "Add multiple suppliers" option is identical to the "Add supplier record" option, except
that once a record has been entered, you will be positioned to enter the next supplier
record. To exit the option, when asked to enter a supplier ID, press ESC. You will be
returned to the menu options window. "

Edit Supplier Record

Let’s assume you need to edit a supplier. Maybe a mistake was made in entering the infor-
mation, or maybe the address needs to be updated. Press

Figure 5.4 illustrates an example of the screen that would appear.
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DUPONT POMNS
Supplier Database Maintenance

Supplier ID:

Supplier Information
Hame

Addr-1
Enter ID of supplier to edit: [
[ SUPPLIER -
ADTEC  ADTEC 612-934-3444
BINKS  BINKS HF6 414-781-6880
BRUT BRUT MANUFACTURING CO. 216-833-9645
v| BUF DON BAILEY’'S VETTE FILL 860-521-3515
Hote 2

FigureA5.4 Edit Supplier Record

A window will open displaying the suppliers available in alpabetical order by supplier ID. If
there are more suppliers than can be displayed in the window, a " | " will appear on the
right-hand side of the last supplier displayed in the window. Press the PgDn key to display
more of the suppliers. To return to the previously displayed suppliers, press the PgUp key.

To choose a supplier to edit, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the

typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

Once you have chosen a supplier record to edit, make the appropriate changes using the
same keys available to you as with adding a record.

Delete Supplier Record

There may be occasions when you'll want to delete a supplier record. Perhaps you are no
longer purchasing from that supplier, or perhaps the record was entered by mistake. Press

ol

Figure 5.5 illustrates an example of the screen that would appear.
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DUPONT POHNS
Supplier Database Haintenance

Supplier ID:
Supplier Information
Hame
Addr-1
Enter ID of supplier to delete: EEEEH
] SUPFLIEB
ADTEC  ADTEC 612-934-3444
BINKS  BINKS MFG 414-781-6886
BRUT BRUT MANUFACTURING CO. 2168339645
v| BUF DON BAILEY’S VETIE FILL 860-521-3515
Hote 2

Figure 5.5 Delete Supplier Record

As with the edit option, a window will open displaying the product suppliers available in al-
pabetical order by supplier ID. If there are more suppliers than can be displayed in the win-
dow, a" | " will appear on the right-hand side of the last supplier displayed in the window.
Press the PgDn key to display more of the suppliers. To return to the previously displayed
suppliers, press the PgUp key.

To choose a supplier to delete, you may either highlight the choice you wish to make using
the UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

Once you've made your choice, a warning message will be displayed as in Figure 5.6.

DUPONRTY POHS
Supplier Database Haintenance

Supplier ID:

Supplier Information
oo HARHING o o o

Deleting the supplier (DUP) will permanently remove
the supplier from the supplier database.

Select Your A
Do You really want to delete this supplier?

vES J

Figure 5.6 Delete Warning Message
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Please note that the supplier record cannot be recovered once it has been deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. When the deletion is completed, you will be
returned to the main options window.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu

This option will return you to the main POMS menu. Press

=

to return to the main menu.
B. Ship To Database

The ship to database is a list of all locations you have products shipped to. Important infor-
mation, such as the address, phone number, and contact person, is entered and kept up-to-
date with this option. The information is then used by the system when filling out your
purchase orders so that you don’t need to constantly retype the ship to information.

To enter the Ship To Database option, at the main POMS menu type

A menu similar to the one shown in Figure 5.7 will be displayed.

DUPONT PORNS
Ship Yo Database Maintenance

e SELECT OPTION

Add Ship To record
fAdd multiple records
Delete Ship To record
Return to main menu

State 2ip

Phone Contact

Figure 5.7 Ship To Database

At this time you have five options:
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1) Edit Ship To record. Press E or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

2) Add Ship To record. Press A or highlight the option with the UP-ARROW and DOWN-
ARROW keys then press ENTER.

3) Add multiple records. You must highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

4) Delete Ship To record. Press D or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

5) Return to main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add Ship To Record

Let’s assume you need to add a ship to record. Press
=)

Figure 5.8 illustrates an example of the screen that would appear.

DUPONT POHS
Ship To Database Haintenance

Ship To ID:
Ship To Information
Hame

Addr-1
Addr-2

City State Z2ip
Phone Contact

Figure 5.8 Add Ship To Record

The information requested by this screen is almost identical to that of the supplier screen -
a ship to ID and basic shipping information. Characters and numbers are typed into the
areas on the screen which are displayed in inverse video.

You may use any of the following keys to position the cursor:

R EE
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Here is a description of the information POMS is looking for in the screen shown in Figure
5.8.

Ship To ID
An ID that may consist of letters and/or numbers that are used to identify the location that

product should be shipped to. For example, DUPO could be the ID used to identify a
Dupont Refinish Shop. All letters are automatically uppercase when you enter them.

Name

The company name of the ship to location (or purchaser’s).

Addr-1

Line 1 of the ship to (purchaser’s) street address.

Addr-2

Line 2 of the ship to (purchaser’s) address, if needed.

City

The city the ship to (purchaser’s) is in.

State

The state the ship to (purchaser’s) is in.

Zip

The ship to (purchaser’s) zip code. This can be either the standard 5-digit zip code, or the
business 9-digit zip code.

Phone

The ship to (purchaser’s) phone number, including area code.

Contact

The person normally contacted at the ship to location (purchaser’s location).

If you enter a ship to ID that already exists, the ship to information will automatically ap-
pear. To review the ship to locations that are already available, press

=

and a window will open displaying the ship to locations in alpabetical order by ship to ID. If
there are more ship to locations than can be displayed in the window, a" | " will appear on
the right-hand side of the last shipper displayed in the window. Press the PgDn key to dis-

play more of the ship to locations. To return to the previously displayed ship to locations,
press the PgUp key.

When you are finished entering the data on this screen, press F10 to save the information.
You will be returned to the menu options window.

Add Multiple Records

The "Add multiple records” option is identical to the "Add Ship To record" option, except
that once a record has been entered, you will be positioned to enter the next ship to record.
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To exit the option, when asked to enter a ship to ID, press ESC. You will be returned to
the menu options window.

Edit Ship To Record

Let’s assume you need to edit a ship to record. Maybe a mistake was made in entering the
information, or the address needs to be updated. Press

Figure 5.9 illustrates an example of the screen that would appear.

DUPONT PONS
Ship To Database Haintenance

Ship To ID:

Ship To Information
Hame
fddr-1

Enter ID of Ship To address to edit:

1 DURONY JORDER 111 555 08460
Z DUPONT REF INISHER 111-555-9933

Figure 5.9 Edit Screen

A window will open displaying the ship to locations available in alpabetical order by ship to
ID. If there are more ship to locations than can be displayed in the window, a " | " will ap-
pear on the right-hand side of the last ship to locations displayed in the window. Press the
PgDn key to display more ship to locations. To return to the previously displayed ship to
locations, press the PgUp key.

To choose a ship to location to edit, you may either highlight the choice you wish to make

using the UP-ARROW and DOWN-ARROW keys located between the numeric keypad

and the typewriter keys, then press ENTER. Or you may type the ID of the menu option,
then press ENTER.

Once you have chosen a ship to record to edit, make the appropriate changes using the
same keys available to you as with adding a record.

Delete Ship To Record

There may be occasions when you’ll want to delete a ship to record. Perhaps you’re no
longer receiving product at that location, or perhaps the record was entered by mistake.
Press
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Figure 5.10 illustrates an example of the screen that would appear.

DUPONT PONS
Ship To Database Haintenance

Ship To ID:

Ship To Information
Hame
Addr-1

Enter ID of Ship To address to delete: B

1 DUFONT JOEHER 111-555-0880
2 DUPONT REF INISHER 111-555-9939

Figure 5.10 Delete Ship To Record

As with editing a ship to record, a window will open displaying the ship to locations avail-
able in alpabetical order by ship to ID. If there are more ship to locations than can be dis-
played in the window, a " | " will appear on the right-hand side of the last ship to location
displayed in the window. Press the PgDn key to display more of the ship to locations. To
return to the previously displayed ship to locations, press the PgUp key.

To choose a ship to location to delete, you may either highlight the choice you wish to make
using the UP-ARROW and DOWN-ARROW keys located between the numeric keypad

and the typewriter keys, then press ENTER. Or you may type the ID of the menu option,
then press ENTER.

Once you’ve made your choice, a warning message will be displayed as in Figure 5.11.
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DUPOHNTYT POHNHS
Ship To Database Maintenance

Ship To ID:

Ship To Information

# w w HARNING o = =

Deleting the Ship To ID (1) will permanently remove
the Ship To address from the Ship To database.

Select Your Answer
Do You really want to delete this Ship To ID?

vEs 0

Figure 5.11 Delete Warning Message

Please note that ship to records cannot be recovered once they have been deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. When the deletion is completed, you will be
returned to the main options window.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu
This option will return you to the main POMS menu. Press

@.OR

to return to the main menu.
C. Supplier/Manufacturer Relationships

A supplier-manufacturer relationship is used to create a link between the manufacturers of
the products you purchase and the suppliers you purchase them from. A supplier may carry
only one manufacturer’s products, or several manufactueres products. A manufacturer’s
products may be carried by only one of your suppliers, or by several. This relationship is
crucial to provide you with a list of manufacturers when you are creating a purchase order
for a specific supplier.

To enter the Supplier/Manufacturer Relationships option, at the main POMS menu type

A menu similar to the one shown in Figure 5.12 will be displayed.
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DUPONT POMNS
Supplier-Product Banufacturer Relationship Haintenance

SELECT OPTION
VUiew supplier—product manufacturer relationships
Delete supplier—product manmufacturer relationships
Return to nain wenu

A Supplier—Product Mamufacturer relationship Is used to create a link
betueen the products you purchase and the supplier you purchase them
from. In the example below, the Product Manufacturers listed to the
right are purchased froms the Supplier listed on the left.

Sup. ID Supplier Nawe Product Manufacturers

DUP-JB DUPONT AUTOMOTIVE PAINT JOBBER DUPONT PRODUCTS
31 PRODUCTS
EIC

Figure 5.12 Supplier/Manufacturer Relations

At this time you have four options:

1) Create supplier-product manufacturer relationships. Press C or highlight the option
with the UP-ARROW and DOWN-ARROW keys then press ENTER.

2) View supplier-product manufacturer relationship. Press V or highlight the option with
the UP-ARROW and DOWN-ARROW keys then press ENTER.

3) Delete supplier-product manufacturer relationship. Press D or highlight the option with
the UP-ARROW and DOWN-ARROW keys then press ENTER.

4) Return to main menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER. Create Supplier-Product Manufacturer
Relationships

- Let’s assume you create a supplier-poduct manufacturer relationship. Press
=

Figure 5.13 illustrates an example of the screen that would appear.
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DUPONT POMNS
Supplier-Product Hanufacturer Relationship Maintenance

Enter ID of supplier to use: R
g SUPPLIER ‘
ADTEC  ADTEC 612-934-3444
BINKS  BINKS WFG 414-781-6880
BRUT BRUT HMANUFACTURING CO. 216~833-3045
v} BUF DON BAILEY’S VETTE FILL 866-521-3515
Sup. ID Supplier Hawme Product Hanufacturers
DUP-JB DUPONT AUTOHDTIVE PAINT JOBBER DUPONT PRODUCTS
34 PRODUCTS
EIC

Figure 5.13 Create Screen with Supplier Window

A window displaying the suppliers available in alpabetical order by supplier ID will appear.
If there are more suppliers than can be displayed in the window, a " | " will appear on the
right-hand side of the last supplier displayed in the window. Press the PgDn key to display
more of the suppliers. To return to the previously displayed suppliers, press the PgUp key.

You must choose the supplier for which you are creating a relationship. To do so, you may
either highlight the choice you wish to make using the UP-ARROW and DOWN-ARROW
keys located between the numeric keypad and the typewriter keys, then press ENTER. Or
you may type the ID of the menu option, then press ENTER.

Once you’ve choosen the supplier, a window displaying the available product manufacturers
in alphabetical order by manufacturer ID will appear similar to that in Figure 5.14.

DUPOMNT POMS
Supplier-Product Hanufacturer Relationship HMaintenance

Enter product mawufacturer id: [

BINKS  BINKS HFG.
BRUT BRUT MANUFACTURING CO.
v| BUF DON BAILEY'S VETTE FILL

Sup. ID Supplier NHame Product Hanufacturers

bup DUPONT PRODUCTS

Figure 5.14 Create Screen w/ Product Manufacturer Window
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If there are more product manufacturers than can be displayed in the window, a " | " will ap-
pear on the right-hand side of the last product manufacturer displayed in the window. Press
the PgDn key to display more of the product manufacturers. To return to the previously dis-
played manufacturers, press the PgUp key.

You must choose the product manufacturer which is being carried by the supplier. To do
50, you may either highlight the choice you wish to make using the UP-ARROW and
DOWN-ARROW keys located between the numeric keypad and the typewriter keys, then
press ENTER. Or you may type the ID of the menu option, then press ENTER.

If the relationship does not already exist, a message will be displayed at the bottom of the
screen indicating that the relationship has been created, as in Figure 5.15.

DUPONT POHS
Supplier—Product Hanufacturer Relationship Haintenance

Enter product manufacturer id: FRH

BINKS  BINKS HFG.
BRUT BRUT HARUFACTURING CO.
v| BUF DON BAILEY'S VETTE FILL

Sup. ID Supplier Nare Product Hanufacturers

bup DUPDNT PRODUCTS BUPONT PRODUCTS

THE RELATIONSHIP BETWEEN DUP AND DUP HAS BEEN CREATED

Figure 5.15 Relationship has been Created Message

If the relationship already exists, a window will appear displaying a message indicating that
the relationship already exists and asking you to press a key to continue, as in Figure 5.16.
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DUPONT POMHS
Supplier-Product Manufacturer Relationship Haintenance

Enter product manufacturer id: CILTER

D ADTEC
BRUT  BRUT MANUFACTURING CO.
v| BUF DOM BAILEY’S UETIE FILL

The specified supplier-product mamufacturer relationship already exists.
Press Ay Key to Continue

Figure 5.16 Relationship Already Exists Window

Once you press a key, the window will disappear, leaving the product manufacturer window
on the screen. After either message, you may continue to add product manufacturers that
are carried by the supplier as detailed above. When you have created all the relationships
necessary for that supplier, press ESC to return to the options window.

View Supplier-Product Manufacturer Relationships

There are times when you’ll want to review the product manufacturer relationships you
have for your suppliers. This is done by choosing the view option. Press

o

Figure 5.17 illustrates an example of the screen that would appear.

DUPONT PONWS
Supplier-Product Hanufacturer Relationship Haintenance

Enter 1D of supplier to use:

3 SUFPLIER . . :
ADTEC  ADTEC 612-934-3444
BINKS  BINKS HFG 414-781-6880
BRUT BRUT MARUFACTURING CO. 216-833-9845
v| BUF DON BAILEY'S VETTE FILL 866-521-3515
Sup. ID Supplier Hame Product Hanufacturers
DUP-JB DUPOHT AUTOHOTIVE PAINT JOBBER DUPONT PRODUCTS
31 PRODUCTS
ETC

Figure 5.17 View Screen with Supplier Window
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A window displaying the suppliers available in alpabetical order by supplier ID will appear.
If there are more suppliers than can be displayed in the window, a " | " will appear on the
right-hand side of the last supplier displayed in the window. Press the PgDn key to display
more of the suppliers. To return to the previously displayed suppliers, press the PgUp key.

You must choose the supplier for which you want to view already existing relationships. To
do so, you may either highlight the choice you wish to make using the UP-ARROW and
DOWN-ARROW keys located between the numeric keypad and the typewriter keys, then
press ENTER. Or you may type the ID of the menu option, then press ENTER.

Once you’ve choosen the supplier, a window displaying the product manufacturers for
which a relationship exists with the supplier in alphabetical order by manufacturer ID will
appear similar to that in Figure 5.18.

DUPONT PONS
Supplier-Product Manufacturer Relationship Haintenance

Uleu Existing Relationships: JEEEN

[HINKS -~ BINRS HEG.
HW/E HISC. NUTS & BOLIS

Sup. ID rers

BINKS

Figure 5.18 View Screen w/Product Manufacturer Window

If there are more product manufacturers than can be displayed in the window, a " | " will ap-
pear on the right-hand side of the last product manufacturer displayed in the window. Press
‘the PgDn key to display more of the product manufacturers. To return to the previously dis-
played manufacturers, press the PgUp key.

To return to the options menu, press ENTER.
Delete Supplier-Product Manufacturer Relationships

There may be occasions when you’ll want to delete a supplier-product manufacturer
relationship. Perhaps the supplier is no longer carrying that manufacturer’s products, or
you’ve decided not to purchase a certain manufacturer’s products from a supplier, or maybe
the record was entered by mistake. Press

B

Figure 5.19 illustrates an example of the screen that would appear.
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DUPONT POHS
Supplier—Product Hanufacturer Relationship Haintenance

Enter ID of supplier to use: G

g SUFFLIER

ADTEC  ADTEC "612-934-3444
BINKS  BINKS HFG 414-781-6886
BRUT BRUT MAHUTFACTURING CO. 216-833-5645
v| BUF DON BAILEY’S VETYE FILL 866-521-3515
Sup. ID Supplier Hawe Product Hamufacturers
DUP~JB DUPONT AUTOMOTIVE PAINT JOBBER DUPONT PRODUCTS
31 PRODUCTS
ETC

Figure 5.19 Delete Supplier-Product Manufacturer Relation

Again, a window displaying the suppliers available in alpabetical order by supplier ID will
appear. If there are more suppliers than can be displayed in the window, a" | " will appear
on the right-hand side of the last supplier displayed in the window. Press the PgDn key to
display more of the suppliers. To return to the previously displayed suppliers, press the
PgUp key.

You must choose the supplier for which you are deleting a relationship. To do so, you may
either highlight the choice you wish to make using the UP-ARROW and DOWN-ARROW
keys located between the numeric keypad and the typewriter keys, then press ENTER. Or
you may type the ID of the menu option, then press ENTER.

Once you’ve choosen the supplier, a window displaying the product manufacturers for
which a relationship exists with the supplier in alphabetical order by manufacturer ID will
appear similar to that in Figure 5.20.

DUPONHT PONS
Supplier—Product Hanufacturer Relationship Halntenance

Enter Product Hanufacturer ID to Delete: G

[HINKS  BINMS NFG.
Y/E HISC. HUTS & BOLIS

Sup. ID Supplier Hawe Product Hanufacturers

BINKS  BINKS HF6

Figure 5.20 Delete Screen w/Product Manufacturer Window
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If there are more product manufacturers than can be displayed in the window, a " | " will ap-
pear on the right-hand side of the last product manufacturer displayed in the window. Press
the PgDn key to display more of the product manufacturers. To return to the previously dis-
played manufacturers, press the PgUp key.

You must choose the product manufacturer which is being carried by the supplier. To do
50, you may either highlight the choice you wish to make using the UP-ARROW and
DOWN-ARROW keys located between the numeric keypad and the typewriter keys, then
press ENTER. Or you may type the ID of the menu option, then press ENTER.

Once you've made your choice, a warning message will be displayed as in Figure 5.21.

DUPONT POHNS
Supplier-Product Hanufacturer Relationship Haintenance

Enter Product Manufacturer 1D to Delete: JFEE

BINKS  BINKS HFG.
/E RISC. NUIS & BOLIS

Deleting the supplier-product manufacturer relationship
will permanently remove it from the database.

r———— Select Your Answer
Do you really want to delete this relationship?

vEs T

Figure 5.21 Delete Warning Message

Please note that relationships cannot be recovered once they have been deleted.

If you choose to delete the relationship, simply press Y, or use the LEFT- ARROW key to
highlight the "YES" option and press ENTER.

If you decide not to delete the record, simply press ENTER.
Return To Main Menu

This option will return you to the main POMS menu. Press

o

to return to the main menu.
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CHAPTER 6: SYSTEMS UTILITIES AND CONFIGURATION

When you first begin to use the POMS system, you will need to set certain features to match
your needs. To do so, you must choose the Systems Utilities Menu.

To enter the Systems Utilities option, at the POMS main menu, press

The System Ultilities and Configuration Menu shown in Figure 6.1 will appear on your
screen.

DUPONT POHS
System Utilitles And Configuration Henu

PURCHASE ORDER OPTIONS DATA FILE LOCATIONS

10. Starting Purchase Order Number 30. CATFRAMS Data File Path
. 11, Default Ship To Company

12, Default Bi1l To Company

13. Default Buyer PRINTER SETUP
14. Purchase Order Forams Type 40. Local Printer Type
15. Purchase Order Line Spacing 41. Remote Printer Type

16. First Detall Line Edit Field 42. FO/Report Printer Port
1?7. Edit Unit Price Field

18. Dupont Hanufacturer ID SYSTEM UTILITIES
19. Conf igure Hodem Port 81. Index Systea Files
20. Conf igure Call Retry Limit 82. Backup System Files

83. Restore Systea Files
60. Return to POHS Hain Menu

Enter Henu Selection:

UVERSION 2.064 6?,30,89
COPYRIGHY 1989 YADA SOFPTHARE, INC. =

Figure 6.1 Utilities Menu

There are actually four sections to the Systems Utilities. These are the Purchase Order Op-
tions, Data File Locations, Printer Setup, and System Uttilities. The first three sections
allow you to configure the POMS system, while the fourth section allows to to insure proper
access to your data, and allows to to backup and restore your data. Let’s begin with the Pur-
chase Order Options.

PURCHASE ORDER OPTIONS

There are 11 Purchase Order Options you can tailor to your needs. We’ll examine them in
order. ‘

Starting Purchase Order Number

The POMS system assigns every new purchase order a purchase order number, with each
new purchase order being assigned the next consecutive number. The Starting Purchase
Order Number option allows you to enter the purchase order number you want the first pur-
chase order to have. Since you are already using purchase orders manually, this feature al-
lows you to continue with the purchase order numbering system that’s already in place,
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instead of arbitrarily starting with a new purchase order number when you begin using the
POMS system.

To set the starting purchase order number, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion and the current number that the purchase orders will begin with, as seen in Figure 6.2.
Type in the purchase order number you want to begin with, and press ENTER, or if the
number being displayed is acceptable, simply press ENTER. The number will be saved,
and you will be returned to the System Ultilities and Configuration menu.

DUPONT POHS

PO Number BFLLT] <== Mext Purchase Order Rumber Close Date
Supplier ID: - - Ship To ID: - -

CONFIGURATION DESCRIPTION:
The POHS system wlll assign each new purchase order a
purchase order nuwber. Purchase order nunbers will be

Need assigned the next consecutive number starting with the le
Ship value listed below. 's

Te
Prod t. Pr.

CONFIGURE SYSTEH WITH:

Generate Purchase Order Numbers Starting with: EFLTT

PURCHASE ORDER TOTAL 8.00

Figure 6.2 Starting Purchase Order

If you choose this option after you-have been using the POMS system for awhile, the num-
ber that appears will be the purchase order number for the next purchase order you
generate. If you choose to change the number at this time, make sure you do not enter a
number already used by the system for a previous purchase order.

Default Ship To Company

When creating a purchase order, the POMS system will automatically assign a Ship To com-
pany. The Default Ship To Company option allows you to set the Ship To company that
will normally appear when creating a purchase order from the Ship To companies you
entered in the "Ship To Database" option.

To set the default ship to company, press
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A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and the cursor will move to a highlighted box immediately after Ship To ID on the
upper, right-hand corner of the screen, as seen in Figure 6.3. Type in the ID of the Ship To
company you want and press ENTER. You will be returned to the System Ultilities and
Configuration menu.

DUPONT POHS
PO Number Status Order Date Close Date

Supplier ID: - - Ship To 1D: [BEEE 111-555-8800
Nane DUPONT JOBBER
1234 ANY STREET

CITY 37 55555~

Heed By Requisitioned By Taxable
Ship ‘s

Te
o CONF IGURATION DESCRIPTION: ——
Prod The POHS system can be configured with a default Ship t. Pr.
To company. The company selected will be pre-selected
on new purchase orders as the Ship To location.

PURCHASE ORDER TDTAL 0.60

Figure 6.3 Default Ship To Company

You can also press F9 and a window will open displaying the ship to companies in alphabeti-
cal order by shipper ID. If there are more ship to companies than can be displayed in the
window, a " | " will appear on the left-hand side of the last ship to company displayed in the
window. Press the PgDn key to display more ship to companys. To return to the pre-
viously displayed ship to companies, press the PgUp key.

To choose a ship to company, you may either highlight the choice you wish to make using
the UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.
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DUPONT POHNMS

PO Number Status Order Date Close Date
Supplier ID: - - Ship To ID: [ 111-555-8868
Name

Enter ship to address id to use: [N

1 ~ _BUFOHT JOBRBER . 111-555-8888
Z DUPONT REF INISHER 111-555-9933 |+

Keed By
Ship
Te

CONF IGURATION DESCRIPTION:
Prod The POHS system can be configured with a default Ship t. Pr.
To company. The company selected will be pre-selected
on new purchase orders as the Ship To location.

PURCHASE ORDER TOTAL 0.00

Figure 6.4 Default Ship To Company With Shippers Window

Default Bill To Company

When creating a purchase order, the POMS system will automatically assign a Bill To com-
pany. The Default Bill To Company option allows you to set the Bill To company that will
normally appear when creating a purchase order from the Ship To company you entered in
the "Ship To Database" option.

To set the default bill to company press
L) (=)

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and the cursor will move to a highlighted box immediately after Ship To ID on the
upper, right-hand corner of the screen, as seen in Figure 6.5. Type in the ID of the Bill To

company you want and press ENTER. You will be returned to the System Utilities and Con-
figuration menu.
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DUPONT PONMS

PO Mumber Status Order Date Close Date
Supplier ID: - - Ship To ID: [N 111-555-8888
Name DUPONT JOBBER
1234 ANY STREET
CITY ST 55555-
Heed By Requisitioned By Taxable
Ship 's
Te
frm— CONFIGURATION DESCRIPTION: e
Prod The PDHS system can be configured with a default Bill t. Pr.

To company. The company selected will be pre-selected
on new purchase orders as the Bill To location.

PURCHASE ORDER TOTAL 6.00

IE91 td fActivate Bill Ya Lookup Mindow

Figure 6.5 Default Bill To Company

You can also press F9 and a window will open displaying the bill to companies in alphabeti-
cal order by shipper ID. If there are more shippers than can be displayed in the window, a "
| " will appear on the left-hand side of the last bill to company displayed in the window.
Press the PgDn key to display more bill to companies. To return to the previously displayed
bill to companies, press the PgUp key.

To choose a bill to company, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the

typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER.

DUPONT POHS

PO Humber Status Order Date Close Date
Supplier ID: - - Ship To ID: (RN  111-555-8868
Name

Enter ship to address id to use: EfEE

¢ DUFONT JOEBER

Z DUPONT REFINISHER 111-555-9399 |
Heed By
Ship
Te
e CONF IGURATION DESCRIPTION: e
Prod The POHS system can be configured with a default Bill t. Pr.

To company. The company selected will be pre-selected
on new purchase orders as the Bill To location.

PURCHASE ORDER TOTAL 0.60

Figure 6.6 Default Bill To Company Screen w/Ship Windows
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Default Buyer

When creating a purchase order, the POMS system will automatically assign a default
buyer. The Default Buyer option allows you to enter the person who normally orders sup-
plies, and whose name will appear by default when creating a purchase order.

To enter the default buyer, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and the cursor will move to a highlighted box immediately after Ordered By roughly in
the middle of the screen, as seen in Figure 6.7. Type in the name or title of the person who
normally does the ordering (such as PAINTER, MANAGER< etc.) and press ENTER.
The name will be saved, and you will be returned to the System Utilities and Configuration
menu.

DUPONT POHKS

PO Humber Status Order Date Close Date
Supplier ID: - - Ship To ID: - -
Nane
Heed By Requisitioned By Taxable
Ship Via Ordered By NI  Accept B/O’s
Terns Ordered From
Prod t. Pr.

CONFIGURATION DESCRIPTION:
The POHS system can be configured with a default Buyer.
The default buyer will be pre-selected on new purchase
orders as the Buyer.

PURCHASE ORDER TOTAL 0.60

Figure 6.7 Default Buyer

Purchase Order Forms Type

Purchase orders may be printed either on pre-printed forms supplied by YADA, or on plain
paper. The Purchase Order Forms Type option allows you to choose whether or not the
purchase orders are to be printed on pre-printed forms or on plain paper.

To choose the purchase order forms type, press

)

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will appear with the two options as seen in Figure 6.8. Use the LEFT-
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ARROW and RIGHT-ARROW keys to highlight the type of forms being used, then press
ENTER. Your choice will be saved, and you will be returned to the System Utilities and
Configuration menu.

DUPONT POHS
PO Number Status Order Date Close Date

Supplier ID: - - Ship To ID: - -

CONFIGURATION DESCRIPTION:
The POHS system can print purchase orders on pre—printed
foras or on plain paper.

Need le
Ship ‘s
Te
Prod t. Pr.

CONFIGURE SYSTEH WITH:
Specify the type of paper purchase orders will be
printed on:

PRE-PRINTED FORMS FLAIN FOPER]
l || ||

PURCHASE ORDER TODTAL 6.60

Figure 6.8 Set Purchase Order Forms

Purchase Order Line Spacing

The detail lines on a purchase order may be either single or double spaced, depending on
which you find easiest to read. The Purchase Order Line Spacing option allows you to
choose whether to print the detail lines single spaced or double spaced.

To choose the spacing you desire, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will appear with the two options as seen in Figure 6.9. Use the LEFT-
ARROW and RIGHT-ARROW keys to highlight the type of spacing to be used, then press
ENTER. Your choice will be saved, and you will be returned to the System Ultilities and
Configuration menu.
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DUPONT POHS
PO Number Status Order Date Close Date

Supplier ID: - - Ship Yo ID: - -

CONF IGURATION DESCRIPTION:
The POHS system can be conf igured to print purchase
order detail lines single or double spaced.

Need le

Ship 's
Te

Prod t. Pr.
CONF IGURE SYSTEM WITH:
Specify the type of spacing to use when printing
purchase order detail lines:

DOUBLE SPACING SINGLE SPACING

l I I

PURCHASE ORDER TOTAL 6.60

Figure 6.9 Select Purchase Order Line Spacing

First Detail Line Edit Field

Once the product ID has been entered when creating a purchase order, there are three pos-
sible fields that can be chosen to begin editing. Which field you choose can significantly af-
fect how fast the purchase order can be entered. You should skip fields that you normally
don’t change. For example, the description field should rarely have to be changed, since
that should be accurate from the product information entered in the product database.
Thus the RO Fld (repair order field) may be the field you want to begin editing. The First
detail Line Edit Field option allows you to choose which field to begin editing after the
product ID has been entered.

To choose the field which you want to start editing on, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, the three options available will appear, with the Qty FId option highlighted, and a win-
dow explaining what you should do will appear, as seen in Figure 6.10. Use the

LEFT-ARROW and RIGHT-ARROW keys to highlight the field where editing is to begin,

then press ENTER. Your choice will be saved, and you will be returned to the System
Utilities and Configuration menu.
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DUPONT POHKHS
PO Nu

CONFIGURATION DESCRIPTION: -
N The first ficld to edit after a product ID has been
selected on new purchase order detail lines can speed
up the entry of purchase orders. You should skip over
those fields that you normatly do not change. MNote
that the up arrow key ulll still allow you to go back

Heed and cdit the fields that have been skipped. le
Ship 's
Te
Product ID Description RO# |Ord Qty |Sz|Unit Pr.|Ext. Pr.
Description Fleld RO Fld | [THITH

CONFIGURE SYSTEHM WITH:
Select the field to mwove to after Product ID selectlon.

.60

Figure 6.10 Select First Field to Edit on Detail Lines

Edit Unit Price Field

When entering information in a purchase order, the unit price for a product is automatically
entered once the product ID has been entered. Since the price should be accurate if the
product database is up-to-date, there is normally no reason to edit this field. The Edit Unit
Price Field option allows you to choose whether to edit the unit price field or to skip it.

To choose whether to edit the unit price field, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will appear with the two options as seen in Figure 6.11. Use the LEFT-
ARROW and RIGHT-ARROW keys to highlight the whether or not to edit the unit price
field, then press ENTER. Your choice will be saved, and you will be returned to the System
Utilities and Configuration menu.
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DUPONT PONS
PO Nunber Status Order Date Close Date

Supplier 1D: - - Ship To 1D: - -

CONFIGURATION DESCRIPTION:
The unit price ficld can be skipped when the ENTER key
is pressed when entering the product quantity.

Need le
Ship Normally, the unit price from the product database will 's

Te be the correct unit price.
Prod Note that the down arroe key will take you to the t. Pr.

unit price field in amy case.

CONFIGURE SYSTEM WITH:
When the ENTER key is pressed at the Quantity field,
DUANCE 10 NEXT LINE EDIT UNIT PRICE FIELD

0.60

Figure 6.11 Edit Unit Price Field Screen

Dupont Manufacturer ID

The POMS system maintains a manufacturer identifier that is associated with Dupont
products. The Dupont Manufacturer ID allows you to choose a product manufacturer ID
from those stored in the product manufacturers database as the Dupont manufacturer.
The default shipped with the system is DUPONT, and it is recommended that this not be
changed, since if the default is changed to something other than DUPONT, you will not be
able to have YADA update your Dupont product pricing. To choose the
Dupont manufacturer ID, press

(2

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will open displaying the product manufacturers in alpabetical order by
product manufacturer ID as seen in Figure 6.12. If there are more manufacturers than can
be displayed in the window, a " | " will appear on the left-hand side of the last manufacturer
displayed in the window. Press the PgDn key to display more of the manufacturers. To
return to the previously displayed manufacturers, press the PgUp key.

To choose a manufacturer, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then

press ENTER. Your choice will be saved, and you will be returned to the System Ultilities
and Configuration menu.
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DUPOHNT POHS
PG Number Status Order Date Close Date

L] CONFIGURATION DESCRIPTION:

The Dupont Hanufacturer ldentifler options allows you
to specify manufacturer identifier associated with
Dupont products. The default shipped with the system
Is DUPONT. It is recommended that you not change from

Heed the shipped value. le
Ship 's

Te
Prod SPECIFY DUPONT HANUFACTURER IDENTIFIER: t. Pr.

Enter product manufacturer ID: [I{IGE]

LYQOUFONT DEFALLY DUFANY PRODUCTS

FE F IBERGLASS-EVERCOAT
FITZ FITZ & FIT2
v} FRE FREUND CAN CO.

— Currently Conf igured for DUPONT

6.60

Figure 6.12 Dupont Manufacturer ID

Configure Modem Port

In order for POMS to transfer purchase orders over the modem, it must know which com-
munications port the modem is configured for. The Configure Modem Port option allows

you enter and store this information. The standard communications port (the one set when
you first receive POMS) is COM2.

To choose the modem port, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will appear with the two options as seen in Figure 6.13. Use the UP-
ARROW and DOWN-ARROW keys to highlight the port your modem is configured for,
then press ENTER. Your choice will be saved, and you will be returned to the System
Utilities and Configuration menu.
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DUPONT PONHS
PO Nunber Status Order Date Close Date

Supplier ID: - - Ship Yo ID: - -

CONF IGURATION DESCRIPTION:
The nodem used to transfer purchases orders is
conf igured for operation as either COM1 or COMZ.
Need The POHS sof tware needs to kvou uhich of the two le
Ship consunications port is the wodem is configured for. 's
Te

Devices detected by the system are (COH2).
Prod t. Pr.

SELECT COMMUNICATIONS PORT:
Port COM1

Currently Configured for communications port COM2

PURCHASE ORDER TOTAL I 6.00

Figure 6.13 Configure Modem Port

Configure Call Retry Limit

When POMS attempts to transfer a purchase order over the modem, there will be times
when the attempt will fail. This may be caused by a number of conditions, including a busy
line and the host system being off line. When an attempt to transfer a purchase order fails,
POMS will report the failure and attempt to transfer the purchase order again. The Con-
figure Call Retry Limit option allows you to set the number of times POMS will attempt to
transfer a purchase order before quitting. If you enter a value of zero (0), it will attempt to
transfer until it is successful, or until it is cancelled by the user. The standard call retry limit
(the one set when you first receive POMS) is 3.

To set the call retry limit, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion and the current call retry limit, as seen in Figure 6.14. Type in the call retry limit you
want, and press ENTER, or if the number being displayed is acceptable, simply press
ENTER. The number will be saved, and you will be returned to the System Ultilities and
Configuration menu.
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DUPONT PONS
PO Nunber Status Order Date Close Date

Supplier ID: - - Ship Yo 1D: - -

CONFIGURATION DESCRIPTION:

The call limit refers to the number of call attempts
that POMS will make when attempting to transfer a
NHeed purchase order. Failed attempts will occur when the le
Ship Hne Is busy or the Host system {s down. ‘s
Te
e Use a value of zero (8) to attempt until successfull e
Prod or Interrupted by the user. t. Pr.

SELECT CALL ATTEMPY LIHIT:

Enter Call Retry Limit

PURCHASE ORDER TOTAL I .60

Figure 6.14 Configure Call Retry Limit

DATA FILE LOCATIONS
CATFRAMS Data File Path

The POMS system occasionally needs to find information stored in CATFRAMS data files.
This is especially true for the Dupont Mixed Base Purchase Order and Factory Pack Order
options. Normally the path will be \PAINT\ and there should be little reason to change it,
but the CATFRAMS Data File Path option allows you to specify the path where the
CATFRAMS data files are located.

To set the CATFRAMS data file path, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion and a window with the current CATFRAMS data path as seen in Figure 6.15. The
path is the subdirectory where CATFRAMS and its data files are located on your hard
drive. If it were on a subdirectory call PAINT on drive C, then you would type C:\PAINT)
for the path and press ENTER. Notice that there must be a backslash (\) before the sub-
directory name and one after. Once you have pressed ENTER, you will be asked if it’s OK
to change the CATFRAMS path. If you’re sure about the new path, simply press Y, or use
the LEFT-ARROW key to highlight the "YES" option and press ENTER. Your choice will
be saved, and you will be returned to the System Utilities and Configuration menu. If you
decide not to change the path, simply press ENTER.
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DUPONT PONS
PO Number Status Order Date Close Date

Supplier ID: - - Ship To ID: - -

CONF IGURATION DESCRIPTION:
The POMS ‘system needs to occasionally access CATFRANS
data files. You need to specify the DOS path to these

Beed files. le
Ship 's
Te If you don’t know what you are doing here, press the
ESC key to exit without any changes. You could cause
Prod serious problems If you change the path to the wrong t. Pr.

location. Call the YADA support line if you need help.

CONF IGURE SYSTEH WITH:
Enter the DOS path to the CATFRANS files:
INFAINTS . . - '

0.60

Figure 6.15 CATFRAMS Data File Path

WARNING!

If you are unsure of what you’re doing, press ESC, and you’ll exit the option without making
any changes. If you make a mistake when setting the path, you can cause serious problems.
If you need help, call the YADA support line.

PRINTER SETUP

In order to properly print your purchase orders and reports, POMS must have accurate in-
formation about the printers being used and where these printers are located. The next
three options allow you specify information about the printers being used.

Local Printer Type

The local printer is the printer being used by your computer, and where your purchase or-
ders and all your reports are printed. The Local Printer Type option allows you to specify
the brand and model printer you are using.

To choose the local printer type, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will open displaying the printers supported by POMS in alphabetical
order by printer ID as seen in Figure 6.16. If there are more printers than can be displayed
in the window, a "' | " will appear on the left-hand side of the last printer displayed in the
window. Press the PgDn key to display more of the printers. To return to the previously dis-
played printers, press the PgUp key.

To choose a printer, you may either highlight the choice you wish to make using the UP-
ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
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press ENTER. Your choice will be saved, and you will be returned to the System Utilities
and Configuration menu.

DUPOMNT POHS
PO Number Status Order Date Close Date

Supplier ID: - - Ship Yo ID: - -

COMNFIGURATION DESCRIPTION:
Local printer configuration allous you to specify the
type of printer that Is used as a local printer for

Heed printing purchase orders. le
Ship 's

Te
Prod SELECT PRINTER MODEL: t. Pr.

Select Printer Model: [BLCEE]

1F9634 DATARRODUCIS 96314

EPSON EPSON FX88 OR COMPATIBLE
GENICOH GENICOH 1020,1025
v| HPLJT+ HP LASERJET SERIES II
PURCHASE ORDER TOTAL I 0.60

Figure 6.16 Local Printer

Remote Printer Type

The remote printer is the printer that is being used on receiving end of the transmitted pur-
chase order. The Remote Printer Type option allows you to specify the brand and model
printer that is being used by those receiving the transmitted purchase orders.

To choose the remote printer type, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will open displaying the printers supported by POMS in alphabetical
order by printer ID as seen in Figure 6.17. If there are more printers than can be displayed
in the window, a " | " will appear on the left-hand side of the last printer displayed in the
window. Press the PgDn key to display more of the printers. To return to the previously dis-
played printers, press the PgUp key.

To choose a printer, you may either highlight the choice you wish to make using the UP-
ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the ID of the menu option, then
press ENTER. Your choice will be saved, and you will be returned to the System Utilities
and Configuration menu.
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DUPONT POHS
PO Number Status Order Date Close Date

Supplier ID: - - Ship Te ID: - -

CONFIGURATION DESCRIPTION:
Remote printer configuration allous you to specify the
type of printer that is used on the receluving side for

Need transmitted purchase orders. le
Ship ’s
Te
Prod SELECT PRINTER HODEL: t. Pr.

Select Printer Hodel: LIgEE]
[DF9634 DATAFRGDUCTS 9634 .

EPSOH EPSON FX80 OR COMPATIBLE
GENICOH GENICOM 1020,1025
v| HPLJT+ HP LASERJET SERIES 11
PURCHASE ORDER TOTAL I 6.00

Figure 6.17 Remote Printer

PO/Report Printer Port

In order for POMS to print purchase orders and reports, it must know which printer port
the printer is connected to. The PO/Report Printer Port option allows you enter and store
this information.

To choose the PO/report printer port, press

A sample purchase order will appear on the screen, along with a window explaining the op-
tion, and a window will appear with the three options as seen in Figure 6.18. Use the UP-
ARROW and DOWN-ARROW keys to highlight the port your printer is connected to,
then press ENTER. Your choice will be saved, and you will be returned to the System
Utilities and Configuration menu.
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DUPONT POHS
PO Humber Status Order Date Close Date

Supplier ID: - = Ship To ID: - =

CONFIGURATION DESCRIPTION:
The PO/Report printer configuration options allows you
to specify the port that reports and purchase orders

Heed will be printed from. HNormally the printer port will le
Ship be LPT1 or LPTZ. 's
Te

Product ID l Description I RO# |0rd Gty |SzIUnit Pr.|Ext. Pr.
1 f I UL 1

SELECT PRINTER PORT:
i

Port LPT2

Port LPI3

Currently Configured for LPT1

PURCHASE ORDER TOTAL 0.60

Figure 6.18 PO/Report Printer Port

SYSTEM UTILITIES

There are occasions where there may be a hard drive malfunction, causing you to loose data
stored by the POMS system. To guard against this possibility, POMS provides you with
three easy-to-use file utilities to reindex, backup, and restore your POMS data files, all
without ever having to leave the POMS system or understand the operating system. Let’s
examine these three options.

Index System Files

Index files are secondary files that provide easy, quick access to the primary data files used
to store the POMS data, and are required by POMS to operate properly. If for some
reason these files should become damaged, you would have difficulty in accessing some or
all of your data. Such damage could occur for several reasons, but the most common
reason would be a power failure while working in POMS. The Index System Files allows
you to correct such damage.

Should you find that you are unable to access some of the data in your POMS files, you
should attempt to reindex the files before resorting to restoring files from a previous back-
up.

To choose the to index system files, press

A window explaining the option will appear, along with a window telling you to press any
key to select files for indexing as seen in Figure 6.19. If you decide at this time that you
don’t wish to reindex files, press ESC, and you’ll be returned to the System Utilities and
Configuration menu. Otherwise press any key to continue.
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POMS SYSTEM CONFIGURATION
SYSTEM UTILITIES - FILE INDEXING

SYSTEH UTILITIY DESCRIPTION:
The POMS system uses Indexes to provide fast access
to records within its file system. Ocassionally these
indexes need to be rebuilt. The amount of time required
to rebuild the Indexes varies with the number and size
of the files being indexed. Do not interrupt this

process for any reason once it has started.

You must get an indication that the indexing operation
was successful before using the system for formula
retrieval.

SYSTEH UTILITY CHOICES:
PRESS ANY KEY TO SELECT FILES FOR INDEXING

Figure 6.19 File Indexing

All the files in the POMS system will now be indexed. As each file is being indexed, the file
name, index file name, file type, and number of records in the file will be displayed. In addi-
tion, the record being indexed will be displayed as the indexing occurs, as well as the status
of the file. The status indicates whether the file is being indexed, or the index procedure
has been completed. Once all the files have been indexed, you'll be asked to press any key
to return to the System Ultilities and Configuration menu, as seen in Figure 6.20. Note that
the indexing procedure can take a significant amount of time, depending on the amount of
data the files contain.

POMS SYSTEH COWFIGURATION
SYSTEH UTILITIES - FILE INDEXING

FILE HAHE INDEX HAHE FILE TYPE REC CHT STATUS

POHASTER POHASTER PO HASTER DATABRASE i1 COMPLETED
FODETAIL POBETAIL PO DETAIL DATABASE 333 COHPLETED
PODETAIL PODEIPID PO DETAIL DATABASE 333 COHPLETED
POUENDOR POSID SUPPLIER DATABASE 23 COHPLETED
POUENDOR  POSHANE SUPPLIER DATABASE 23 COHPLETED
POSHIPTIO POSHID SHIPPER DATABASE 2 COHPLETED
POUENHN  POUERHH HANUFACTURER DATABASE 26 COMPLETED
POVEHPR  POUENPR UENDOR PRODUCT DATABAS 1615 1615 COMPLETED
POVENPR  POUENPID  UENDOR PROBUCT DATABAS 1615 1615 COMPLETED
POSIZE POSIZE INUEHTORY SIZE DATABAS 29 29 COHPLETED
POYERHS  POTERMS PURCHASE TERHS DATABAS 4 4 COMPLETED
POUENPCR POVENPCR  SUPPLIER-PRODBUCT CLASS 47 47 COHPLETED

INDEX ING OPERATION SUCCESSFULLY COMPLETED - PRESS ANY KEY TO CONTIRUE

IMPORTANT - DO NOT INTERRUPT THE INDEXING PROCESS!
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Backup System Files

Your POMS files should be backed up on a daily basis, to insure you have an up-to-date
copy of all your data in the event the files or the hard drive is damaged. The Backup Sys-
tem Files allows you to easily and quickly back up your system files.

To choose to backup system files, press

A window explaining the option will appear, along with a window telling you to press any
key to select files for backup as seen in Figure 6.21. Press any key to continue.

POHS SYSTEM COMFIGURATION
SYSTEM UTILITIES - SYSTEH FILE BACKUP

SYSTEH UTILITIY DESCRIPTION:
There are files within the POMS system that need to be.
backed up on a regular basis. [t {s suggested that you
read your poss user wanual to determine how often you
need to perfora this operation. A good rule of thumb
is to backup all files on a daily basis.

The backup can be performed by placing each group of

files on a separate sequence of disks or all flles on
the same sequence of disks. It is suggested that you
backup to separate sequences of disks.

SYSTEM UTILITY CHOICES:
PRESS AHY KEY TO SELECT FILES FOR BACKUP

Figure 6.21 File Backup

A list of the files to be backed up will now be displayed as seen in Figure 6.22. If you don’t
want to backup any files at this time, simply press ENTER for all the files, and you’ll be
returned to the System Utilities and Configuration menu. For the class of files you do want
to back up, enter a"Y" and press ENTER at that file’s prompt.
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POHS SYSTEM CONFIGURATION
SYSTEM UTILITIES — SYSTENM FILE BACKUP

SELECT FILES TO BACKUP:

Systen Files

Purchase Order Flles

Product Suppliers Database

Ship Yo Location Database
ProductHanufacturer/Relationships
Purchase Order Terms Database

Purchase Order Size Database

Figure 6.22 List of Files to be Backed Up

Once you have gone through all the file prompts, you will be asked if you want to back up
each class of files to a separate set of floppy disk, or have all files backed up to a single set
of disks, as seen in Figure 6.23. Use the LEFT-ARROW and RIGHT-ARROW keys to
highlight the type of backup you want, then press ENTER.

POHS SYSTEM CONFIGURATION
SYSTEN UTILITIES — SYSTEM FILE BACKUP

SELECT FILES TO BACKUP:

System Files ......cooveivnninne,
Purchase Order Files ..............
Product Suppliers Database.........
Ship To Location Database .........
ProductManuf acturer/Relat ionships

Purchase Order Terms Database .....
Purchase Order Size Database .....

The backup can be performed to a single set of
floppy disks for all files or a separate set of
f loppy disks for each class of files

S HMULTIPLE SET
BACKUP ALL FILES T0 SINGLE SET OF FLOPPY DISKS

| Figure 6.23 Bac Type

You will now be instructed to place the first floppy disk of the backup set into Drive A:,
then press any key to begin backing up the files. Simply follow the screen prompts for plac-
ing consecutive disks into Drive A:.

Before making your backups, it’s important to have plenty of formatted disk available.
POMS cannot backup files to unformatted disks. The number of disks that will be used to
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backup the files will depend on the size of the files, how many files are being backed up,
and whether or not each class of files is being backed up to a separate set of disks. It is also
important to properly label your disks as to the files that were backed up, the order of the
disks (which disk was first, second, etc.), and the date they were backed up. This informa-
tion will be important should you need to restore the files.

Restore System Files

If your hard disk should malfunction, or a power failure should cause one or more of the 8ys-
tem files to be damaged, you will need to restore files from your backup disks. The Restore
System Files option allows you to quickly and easily restore your files to the hard drive.

To choose to restore system files, press
) (i

A window explaining the option will appear, along with a window telling you to press any
key to select files for restore as seen in Figure 6.24. Press any key to continue.

POHS SYSTEH CONFIGURATION
SYSTEM UTILITIES - SYSTEM FILE RESTORE

SYSTEH UTILITY DESCRIPTION:
The POHS file restore utility will restore files from
a floppy disk back onto the hard disk. Generally the
files being restored will have been backed up using the
POHS backup utility.

Cautfon must be exercised when restorlng files. Any
file restored will return its status to that on the
date the file was backed up. It Is recossended that
you restore only the files needed.

SYSTEH UTILITY CHOICES:
PRESS ANY KEY T0 SELECT FILES FOR RESTORE

Figure 6.24 File Backup

A list of the files to be restored will now be displayed as seen in Figure 6.25. If you don’t
want to restore any files at this time, simply press ENTER for all the files, and you'll be
returned to the System Ultilities and Configuration menu. For the class of files you do want
to restore, enter a "Y" and press ENTER at that file’s prompt.
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POHS SYSTEM CONFIGURATIOH
SYSTEH UTILITIES - SYSTEM FILE RESTORE

System Files ............covinat,
Purchase Order Files ..............
Product Suppliers Database.........
Ship To Location Database .........
Product Hanuf acturer/Relationships

Purchase Order Terms Database .....
Purchase Order Size Database .....

| 6.25 List of Files to be estoe

Once you have gone through all the file prompts, you will be asked if the backup had each
class of files backed up to a separate set of floppy disk, or were all files backed up to a
single set of disks, as seen in Figure 6.26. Use the LEFT-ARROW and RIGHT-ARROW
keys to highlight the type of backup that was done, then press ENTER.

POMS SYSTEH CONFIGURATION
SYSTEM UTILITIES — SYSTEM FILE RESTORE

Purchase Order Files ..............
Product Suppliers Datadbase.........
Ship To Location Database .........
Product Hfanuf acturer/Relatlionships
Purchase Order Yerms Database .....
Purchase Order Size Database

Specify how the backup of the selected flles was
perforeed.

SLTITETAE HULTIPLE SEY
ALL FILES BACKED UP TO A SINGLE SET OF FLOPPY DISKS

Figure 6.26 Backup Type Option

You will now be instructed to place the first floppy disk of the backup set into Drive A:,
then press any key to begin backing up the files. Simply follow the screen prompts for plac-
ing consecutive disks into Drive A:.

Return to POMS Main Menu

71



To choose to return to the main menu, press

=,
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CHAPTER 7: PURCHASE ORDER PROCESSING

Generating a purchase order is typically one of the most frequent and time- consuming
chores you do on a daily basis. POMS allows you to easily generate standard purchase or-

ders, as well as automatically generate Dupont Mix Base and Factory Package purchase or-
ders.

The purchase order uses information from the suppliers, ship to locations, manufacturer’s,
and products databases to allow you to generate a purchase order for any product in the
database from any supplier in the database. Purchase orders may then be edited, deleted,
printed, or transmitted. Since all the prices of the items are in the databases, as well as

which supplier carries which manufacturer’s products, the potential for errors are greatly
reduced.

Let’s begin by looking at how a standard purchase order is generated.
A. Standard Purchase Orders

To enter the Purchase Order option, at the main POMS menu type

=

A menu similar to the one shown in Figure 7.1 will be displayed.

DUPONTI PONS
PO Number Status 0 Order Date ~ Close Date ~, ~

Purchase Order Tasks
Ship To ID: 1 111-555-8888
Nax DUFONT JOBBER
Edit Purchase Order 1234 ANY STREET
Delete Purchase Order
Print Purchase Order CITY ST 55555~
Transmit Purchase Order
Need B Return to Poms Hain Hemu y Taxable
Ship Vi y PAINTER fccept BAO's
Tern on
Product ID Description RO |[Ord Qty |Sz|Unit Pr.jExt. Pr.
0.00 0.68 0.60
0.00 0.60 .60
.00 8.6 8.00
0.00 6.69 8.00
6.00 9.68 8.96
0.0 .60 6.60
©0.00 6.66 0.60
PURCHASE ORDER TOTAL 6.60

Figure 7.1 Purchase Order

At this time you have six options:

1) Add New Purchase Order. Press A or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

2) Edit Purchase Order. Press E or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.
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3) Delete Purchase Order. Press D or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

4) Print Purchase Order. Press P or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

5) Transmit Purchase Order. Press T or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

6) Return to Poms Main Menu. Press R or highlight the option with the UP-ARROW and
DOWN-ARROW keys then press ENTER.

Add New Purchase Order

Let’s assume you need to add a purchase order. Press

)

Figure 7.2 illustrates an example of the screen that would appear.

The information requested by this screen is the complete information needed to process a
purchase order. Characters and numbers are typed into the areas on the screen which are
displayed in inverse video.

DUPONT POMNS -
PO Humber 2061 Status J Order Date FTIEEFPIIN| Close Date ~ /
Supplier ID: SR - - Ship To ID: [EEEE P 111-555-8880
Nan
Enter ID of supplier to use: FEEE
ADTEC  ADIEC 612-934-3444 | — |
Heed B BINKS  BINKS WFG 414-781-6880 | Taxable
Ship Ui BRUT BRUT HANUFACTURING CO. 216-833-9845 |pt BAO’s
Term BUF DON BAILEY’S VETTE FILL 806-521-3515
DEU DEVILBISS CORP 806-338-4448
Produciv| DUP DUPONT PRODUCTS 612-835-5488 |Pr.|Ext. Pr.
.08 0.60 0.00
PURCHASE ORDER TOTAL 0.60

Figure 7.2 Add New Purchase Order

You may use any of the following keys to position the cursor:

N o

If you’ll examine the sample purchase order in Figure 7.3, you’ll see that the purchase order
can be divided into 4 sections. The first, beginning with the PO Number and ending with
the Close Date, is entered by POMS and cannot be altered by the user. The second, begin-
ning with the Supplier ID and ending with the Ship To zip code allows only an ID to be
entered for the Supplier and Ship To name and address. Only the ID’s can be entered and
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changed by the user; the other information is entered and changed automatically by POMS.
The third section, beginning with Need By and ending with the comment field (which is not
seen until you move the cursor from the Accept B/O’s field to the Product ID field) is all
entered by the user. The final section, containing the product information for each product
being ordered, has information that is entered both by POMS and by the user, but all fields
may be altered by the user.

DUPONT POHKWS
PO Number 2002 Status ] Order Date TEEFFIL] Close Date ~ ~
Supplier ID: [I[ZEH 612-835-5488 Ship Yo ID: {EEE P 111-555-8888
Harme DUPONT PRODUCTS DUPONY JOBBER
5251 M. 74TH SY. 1234 ANY STREET
HINNEAPOLIS HN 55435- clIty ST 55555—
Heed By | Requisitioned By Taxable
Ship Ula | Ordered By ﬁlli'll' hccept BAO's
Terns 72 JALEC Ordered From |
Product ID Description ROg8 |Ord Qty |Sz|Unit Pr.|Ext. Pr.
0.08 6.69 0.60
PURCHASE ORDER TOTAL 8.60

gt d — fictivate Ship Ta Laukup Window
Figure 7.3 Sample Purchase Order

Here is a description of the information POMS is looking for in the screen shown in Figure
7.3. It should be noted that product information need not be entered at the time a purchase
order is created, but may be entered at a later date if desired.

PO Number
The purchase order number. This is assigned automatically by POMS.
Status

Whether the purchase order is open (O), some items have been received (R), or all items
have been received and/or cancelled and is closed (C). POMS automatically assigns an "O"
to the status when a purchase order is first created.

Order Date

The date the purchased order was created. POMS automatically assigns the current date
from the computer to the order date when a purchase order is first created.

Close Date
The date all items are shown as received and/or cancelled.
Supplier ID

This is the ID of the supplier the purchase order is for. A window will open displaying the
suppliers available in alphabetical order by supplier ID. If there are more suppliers than
can be displayed in the window, a" | " will appear on the left-hand side of the last supplier
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displayed in the window. Press the PgDn key to display more of the suppliers. To return to
the previously displayed suppliers, press the PgUp key. An example window is shown in Fig-
ure 7.2.

Ship To ID

This is the ID of the ship to location. This is automatically assigned by POMS with the
default ship to location chosen by you in the System Ultilities when a purchase order is first
created. If you need to change the ship to location, pressing F9 will display a window will
with the ship to locations available in alphabetical order by supplier ID. If there are more
ship to locations than can be displayed in the window, a " | " will appear on the left-hand
side of the last ship to location displayed in the window. Press the PgDn key to display
more of the ship to locations. To return to the previously displayed ship to locations, press
the PgUp key. An example window is shown in Figure 7.4.

DUPONT POHS
PO Munber 2003 Status J Order Date Close Date ~/ /
Supplier ID: ([ 612-635-5468 Ship To 1D: [EEEEN P 111-555-8888
Name DUPONT PRODUCTS DUPONT JOBBER
5251 H. 74TH ST. 1234 ANY STREET
HINNEAPOLIS HH 55435- cImy SY 55555-
Heed By
Ship Via Enter ship to address id to use:
Terns g3 04
1 DUPONY JORDER 111-555- 00000 s
Product 1D Z DUPONT REFINISHER 111-555-9939 |.
0
PURCHASE ORDER TOTAL 8.60

Figure 7.4 Ship To Window

Name

This is the name, address, and phone number of the supplier and ship to location, and is
automatically filled for the supplier when the supplier ID is chosen, and for the ship to loca-
tion when the ship to ID is chosen.

Need By

The date or time the items on the purchase order are needed by.
Ship Via

How the items are to be shipped, such as by truck, UPS, etc.
Terms

The payment terms of the supplier. This is automatically filled when the supplier is chosen
with the terms that have been entered for that supplier in the supplier database. This can
be overridden by pressing F9, which will display a window with a list of the terms available
in the terms database.
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Requisitioned By

The person requesting the order. This may be the same as the order person if the items are

for stock, or may be the person who needs the item(s) for the repair order they’re working
on.

Ordered By

The person making the order. This is assigned automatically by POMS with the default
order person entered in the System Ultilities. You may override the default choice by typing
over it with the name of the actual person placing the order.

Ordered From

The name of the person at the supplier who will take the order.
Taxable

Are the items on the purchase order taxable or not. The default is N for no.
Accept B/O’S ‘

Will back orders from the supplier be accepted, or should unavailable items be cancelled.
The default is N for no.

Product ID

The ID for each product ordered. A window will open displaying the manufacturers avail-
able in alphabetical order by manufacturer ID as seen in Figure 7.5. If there are more
manufacturers than can be displayed in the window, a " | " will appear on the left-hand side
of the last manufacturer displayed in the window. Press the PgDn key to display more of
the manufacturers. To return to the previously displayed manufacturers, press the PgUp
key.

To choose a manufacturer, you may either highlight the choice you wish to make using the
UP-ARROW and DOWN-ARROW keys located between the numeric keypad and the

typewriter keys, then press ENTER. Or you may type the manufacturer ID, then press
ENTER.

DUPONT POHS
PO Mumber 2064 Status 0 Order Date 68,3183 Close Date ~» 7

Supplier ID: DUP 612-835-5488 Ship To ID: 1 . P 111-555-8588
Hame DUPONT PRODUCTS DUPOHT JOBBER

REEY

Enter manufacturer 10:

ST 55555-
— DUE DUFONY PRODUCIS

Taxable H
fAccept BAO’'s H

3
3

Unit Pr.|Ext. Pr.
1 e 0.60

| o

Press F1 key for Help Window PURCHASE ORDER TOTAL 8.60
Press F18 to Save PO =—=

Figure 7.5 Product Manufacturers
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Next, window will open displaying the products available in alphabetical order by product
ID, as seen in Figure 7.6. If there are more products than can be displayed in the window, a
" | " will appear on the left-hand side of the last product displayed in the window. Press the
PgDn key to display more of the products. To return to the previously displayed products,

press the PgUp key.

To choose a product, you may either highlight the choice you wish to make using the UP-
ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the product ID, then press ENTER.

DUPONT

POHS

PO Number 2084 Status 0 Order Bate 68,3189 Close Date ~» /
Supplier ID: DUP 612-835-5488 Ship Yo ID: 1 P 111-555-8868
NHame DUPONT PRODUCTS DUPONT JOBBER
REET
Enter manufacturer 1D: [[[EE
- Enter product 1d of item to use: [ e ~—
N
10755 K1 RO CLEAH LUG TEHE MEDUCER = = = H
10825-PY URO CLEAR ACTIVATOR
= 1i263-6L URQ PRRIMER-FILLER =
1iD-6L TO BE DISCONTINUED r.
- 12p-6L GREEH GOLD —
B 13p-GL BLACK 60
14p-6L RED TONER
o 15D-6L FAST BLUE
v| 16D-GL ORANGE
Press F1 key for Help Bindow PURCHASE ORDER TOTAL I 6.60
Press F10 to Save PO =

Figure 7.6 Products Window

Description

The description of the product identified by the Product ID. This is automatically filled
when the product ID has been selected. This field will be skipped, unless you have chosen
it as the first field to edit after the Product ID in the System Utilities option. You can al-
ways go back and edit the field even if it was not chosen as the first field to edit by using the
UP-ARROW key.

RO#

The work repair order or sales order number. This will normally be the first field to be
edited after the Product ID has been selected, unless you have chosen the Description field
or Quantity field in the System Ultilities menu.

Ord Qty

The number of units of the item being ordered. The size of the units the product comes in
appears in the Sz field automatically when the Product ID has been chosen.

Sz

The size of the units the product comes in. This appears automatically when the Product
ID has been chosen.

Unit Pr.
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The selling price for one unit of the product. This appears automatically when the Product
ID has been chosen.

Ext. Pr.

The total price for the number of units of the product. This is calculated automatically by
POMS when the Order Quantity has been entered, and is the number of units ordered
times the Unit Price.

PURCHASE ORDER TOTAL

The total price of the entire purchase order. This running total is updated by POMS every
time a product is added to or deleted from a purchase order.

Once you have entered all the items needed, press F10 to save the purchase order. A win-
dow will appear with five options, as seen in Figure 7.7. If the supplier does not have a
POMS phone number in, the supplier data base, then the two transmit options will not ap-
pear, and the window will only have three options. You may choose to save the purchase
order, to print and save the purchase order, transmit and save the purchase order, or print,
transmit, and save the purchase order. If you choose only to save it, it will be saved, and
you’ll be returned to the Purchase Order Options menu. If you choose to print and save it,
then a screen will appear similar to that in Figure 7.8. Make sure you have sufficient paper

in the printer, and that it is on and online, then press any key, or press ESC to cancel the
printing and return to the options menu.

DUPONTY POHKHS
PO Number 2065 Status 0 Order Date 68,3189 Close DBate ~,

Sup g====== Print/Transait/Save Purchase Order Optlong =—p-555-8868
Namre D
S [Save Furchase Order -
Print/Save This Purchase Clrdcr 2665
H Transmit/Save Purchase Order 2665 5555~
Print/Transmit/Save Purchase Order 2665
Heed By Return to Purchase Order Options axable H
Ship Via BA's W
Terns
Product 1D Description RO8 [Ord Qty
16755-P% UROD CLEAR LOU-TEHP REDUCER i.es

11203-GL ___|URD PRRIMER-FILLER ] _5.00

Press F1 key for Help Hindow PURCHASE ORDER TGTAL 8.606
Press F10 to Save PO —

Figure 7.7 Print/Save/Transmit Purchase Orders
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DUPONT POHRS
PO Number 20065 Status 0 Order Date €8,31/89 Close Date /
Supplier I1D: DUP 612-835-5468 Ship Yo ID: 1 P 111-555-8868
Nam fpem—mmessemeees PREPARE PRINTER FOR PRINTING
Hake sure paper has been loaded into the
printer and the Top of Form has been set. (55—
Need B able W
Ship Ui . . L0's N
Tern : :  ¢—- Paper Loaded in Printer?
Produc : : hxt Pr.
: ¢-- Top of Form Set?
10753-PT 6.60
11205-6L 6.60
B yo2Z4 § OnLine ¢-- Printer On-Line? 8.60
PRESS ANY XEY TO START PRINTING
Press F1 key for Help Window PURCHASE ORDER TOTAL | 6.60
Press F16 to Save PO —

Figure 7.8 Prepare Printer

Once the purchase order has been printed, you’ll be returned to the options menu.
Edit Purchase Order

Let’s assume you need to edit a purchase order. Perhaps you didn’t get a chance to finish it,
or a mistake was made in entering an item. Press

Figure 7.9 illustrates an example of the screen that would appear.

DUPONT PONS

PO Bumber Status 0 Order Date ~/ 7 Close Date ~ 7
Supplier IB: - - Ship To ID: 1 111-555-56888
Hare
Enter PO Number: EEH
N 1669 [CUEONY FPRODUCYS - 81/21,89 (@b
e 1616 DUPONT PRODUCTS 6421689 R
Heed By 1615 DUPOHT PRODUCTS 6472489 0 |xable
Ship Ula 1617 DUPONT PRODUCTS 642485 0 |BAO's
Terns 1632 SUPPLIER 68,23/89 0
1633 SUPPLIER 68,23.89 ©
Product 1D 1634 SUPPLIER 68,23/89 0 |{Ext. Pr.
Ea— 2664 DUPONT PRODUCTS 68,3189 O -
2665 DUPONMT PRODUCTS 68,3189 © 9.80
6.60
0.08 6.68 6.60
0.08 6.60 8.60
0.08 6.68 8.60
6.66 6.68 6.60
6.66 6.60 6.60
PURCHASE ORDER TOTAL 8.60

Figure 7.9 Edit Screen
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A window will open displaying the purchase orders available in numerical order by pur-
chase order number. If there are more purchase orders than can be displayed in the win-
dow, a "} " will appear on the left-hand side of the last purchase order displayed in the
window. Press the PgUp key to display more of the purchase orders. To return to the pre-
viously displayed purchase order, press the PgDn key.

To choose a purchase order to edit, you may either highlight the choice you wish to make
using the UP-ARROW and DOWN-ARROW keys located between the numeric keypad

and the typewriter keys, then press ENTER. Or you may type the purchase order number,
then press ENTER.

Once you've chosen the purchase order, it will be displayed, the cursor will be placed in the
Supplier ID field, and a window will open displaying the suppliers available in alphabetical
order by supplier ID. Beginning with this field, you may now change those fields that need
changing. If a field does not need changing, press either ENTER or the DOWN-ARROW
key to move to the next field. You may also add items to the purchase order in the same
manner as when adding a purchase order.

When you have finished editing the purchase order, press F10 to save it. The same option

screen will appear as when adding a purchase option, and the options work in the same
manner.

You may abandon changes made by pressing the ESC key. When you do, a screen similar
to that in Figure 7.10 will appear. If you wish to exit the edit option without saving the chan-
ges, simply press Y, or use the LEFT-ARROW key to highlight the "YES" option and press
ENTER. Otherwise, simply press ENTER.

You may not edit any purchase order that is closed. A closed purchase order has all of its
items marked as either received or cancelled. But you can edit both Dupont Mixed base
purchase orders and Dupont Factory Package purchase orders.

DUPONT PONS
PO Nunber 1089 Status J Order Date Close Date ~ /

Supplier 1D: R 612-835-5468 Ship Yo ID: ZENENEE P 111-555-9399
Nanc DUPONT PRODUCTS DUPONT REF INTSHER

Abandon Changes to Purchase Order

An escape key has been entered during data entry for the
Purchase Order Header (top half). At this point, you can
Ne abandon any changes you have wade or continue editing the
Shi Purchase Order Header.

Select Your Answer

7| eaa

Pr Do you want to abandon changes to the Purchase Order?
7064 YES I} 4 .60
7014 .80
801J .20
802J .86

PURCHASE ORDER TOTAL 537.60

Figure 7.10 Escape Screen
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Delete Purchase Order

Let’s assume you need to delete a purchase order. Press

Figure 7.11 illustrates an example of the screen that would appear.

DUPONT FOHS
PO Humber Status 0 Order Date /~, / Close Date ~/ »/
Supplier ID: - = Ship Yo ID: 1 111-555-6888
Hare
ENTER PO HKUMBER: R
_ DUFONT PRODUCIS . 64,21,89 CRESS
e 1664 DUPONT PRODUCTS 6421689 0
Heed By 1667 DUPONT PRODUCTS 64-21/89 0 |xable
Ship Via 1668 DUPONT PRODUCTS 642169 0 [BAO's
Teras 1669 DUPONT PRODUCTS 64,2183 0
18616 DUPONT PRODUCTS 64,2189 R
Product 1D 1615 DUPONY PROBUCTS 642489 0 ||Ext. Pr.
e 1617 DUPOGHT PRODUCES 64,2483 0
v 1632 SUPPLIER 88,2389 0 .80
6.60
0.68 6.66 .60
.68 9.68 .60
0.60 .66 6.60
.08 0.66 8.80
6.66 6.60 9.80
PURCHASE ORDER TOTAL 8.60

Figure 7.11 Delete Screen

As with the edit option, a window will open displaying the purchase orders available in
numerical order by purchase order number. If there are more purchase orders than can be
displayed in the window, a " | " will appear on the left-hand side of the last purchase order
displayed in the window. Press the PgDn key to display more of the purchase orders. To
return to the previously displayed purchase order, press the PgUp key.

To choose a purchase order to delete, you may either highlight the choice you wish to make
using the UP-ARROW and DOWN-ARROW keys located between the numeric keypad
and the typewriter keys, then press ENTER. Or you may type the purchase order number,
then press ENTER.

Once you've made your choice, a warning message will be displayed as in Figure 7.12.
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DUPONT POMNS
PO Munber 1003 Status 3 Order Date RFFAFIE] Close Date

Supplier 1D: [[ZB 612-835-5488 Ship Yo ID: 7EEEE 111-555-9999
Nane DUPONT PRODUCTS DUPONT REF INTSHER
5251 W. 74TH SI. 5678 ANY STREET

Delete This Purchase Order

" ou % ARNING L

Need

le
Ship U Deleting this purchase order uwill perranently remove it 's ﬂ
Ter from the Purchase Order Database.

Produ

Select Your Ansuer
Do you want to delete this Purchase Order?

Yes N

7

1933-GL

3645-GL

3658-GL

3663-GL

389S8-P1

4528S8-QT FLAY COHPOUND 6.68|QT 8.75
6.66{6L

50565-6L FLATTENER 0.60

©|ooo0000
2|3888888

PURCHASE ORDER TOTAL

U Figure 7.12 Delete Warning Message

Please note that the purchase order cannot be recovered once it has been deleted.

If you choose to delete the record, simply press Y, or use the LEFT-ARROW key to high-
light the "YES" option and press ENTER. When the deletion is completed, you will be
returned to the main options window.

If you decide not to delete the record, simply press ENTER. You can delete only purchase
orders that are open; that is, no products have been received. Once a purchase order has
received any items, or has been closed, you may not delete it.

Print Purchase Order
There may be times when you’ll need to print additional copies of your purchase orders.

This can be done by editing the purchase order and saving/printing it without actually
making any changes, but an easier way is simply to choose this option. Press

Figure 7.13 illustrates an example of the screen that would appear.
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DUPONT POMS
PO Nunber Status 0 Order Date ~» / Close Date , /
Supplier ID: - - Ship To ID: 1 111-555-8889
Nare DUPONY JOBBER
1234 AY STREET
555
—— Enter PO Humber: TR
Heed By xable
SUIL RIS 1669 [DURONT PRODUCYS . = . 04,2109 BV
feras 1616 DUPONT PRODUCTS 64,21,83 R
B 1615 DUPONT PRODUCTS 64,2489 0
Product ID 1617 DUPOHT PRODUCTS 64,2489 0 ||Ext. Pr.
EEm—— 1632 SUPPLIER 68,2389 0
1633 SUPPLIER 68,2389 0 9.60
1634 SUPPLIER 68,23,83 0 .60
2664 DUPOHT PRODUCTS 68,3189 0 .60
2665 DUPONY PRODUCTS 68,3189 0 9.60
.60
6.60
I | | e.ool I 9.60 6.60
PURCHASE ORDER TOTAL 9.60

Figure 7.13 Print Screen

As with the edit option, a window will open displaying the purchase orders available in
numerical order by purchase order number. If there are more purchase orders than can be
displayed in the window, a " 1 " will appear on the left-hand side of the last purchase order
displayed in the window. Press the PgUp key to display more of the purchase orders. To
return to the previously displayed purchase order, press the PgDn key.

To choose a purchase order to print, you may either highlight the choice you wish to make
using the UP-ARROW and DOWN-ARROW keys located between the numeric keypad

and the typewriter keys, then press ENTER. Or you may type the purchase order number,
then press ENTER.

Once you’ve made your choice, a warning screen will appear similar to the warning screen
in Figure 7.8. Make sure you have sufficient paper in the printer, and that it is on and on-
line, then press any key, or press ESC to cancel the printing and return to the options menu.
Transmit Purchase Order

As you may remember, in the supplier database you can enter a phone number for the
supplier’s modem. This allows you to send a purchase order directly from your computer to
your supplier. If your supplier has a computer that can receive purchase orders sent by
POMS, this option will transmit a purchase order from your computer to your supplier’s
computer. Press

3

Figure 7.14 illustrates an example of the screen that would appear.
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DUPONT POHNWS
PO Nunber Status 0 Order Bate ~ / Close Date ~» 7/
Supplier ID: - - Ship To ID: 1 111-555-8888
Nane DUPONT JOBBER
. 1234 ANY STREETY
555~
———————|  Enter PO Nurber: R
Heed By xable
Ship Via |a BA's
Terns 1616 DUPONT PRODUCTS 642189 R
1615 DUPONT PRODUCTS 04,2489 0
Product ID 1617 DUPONT PRODUCTS 64,2489 O ||Ext. Pr.
e 1632 SUPPLIER 682389 0
1633 SUPPLIER 68,2389 O .60
1634 SUPPLIER 68-23.89 0 8.60
2604 DUPOHT PRODUCTS 68,3183 O 6.060
2665 DUPONT PRODUCTS 68,3189 0 6.60
0.60
6.60
| | l e.oe| I 0.60 6.60
PURCHASE ORDER TOTAL 0.60

Figure 7.14 Transmission Screen

As with the edit option, a window will open displaying the purchase orders available in
numerical order by purchase order number. If there are more purchase orders than can be
displayed in the window, a " 1 " will appear on the left-hand side of the last purchase order
displayed in the window. Press the PgUp key to display more of the purchase orders. To
return to the previously displayed purchase order, press the PgDn key.

To choose a purchase order to transmit, you may either highlight the choice you wish to
make using the UP-ARROW and DOWN-ARROW keys located between the numeric
keypad and the typewriter keys, then press ENTER. Or you may type the purchase order
number, then press ENTER.

Once you’ve made your choice, the transmission screen will be displayed as in Figure 7.15.

DUPONT POHS
PO Number 1069 Status J Order Date Close Date

=== Purchase Order Transmit 9999
Session Activity Log Conf iguration
Generating File for Transalssion Conmport: COHZ
Open Communicatlons Port Baud Rate: 2466
—— | Asserting Request Yo Send Signal e
He | Programming Communications Pararcters Block Size: 1624 e
Shi | Resetting Hodem to Factory Defaults s
Initializing Hodem for Iransfer Transaission Stats
= | Hodem Initialization Completed
Pr | Dialing Vendor - 612-835-5468 Start Time: 16:32:69 | . Pr.
|— Elaps Time: 16:32:69
7664 44.80
701R Call Attempt: 1 28.680
801J Xmit Blocks: 3 26.20
802J Session HAK's: L/ 37.80
Block Humber:
¥nit Count:
— PRESS ESCAPE KEY TO TERMINATE Block HAK’s: e
37.60

Figure 7.15 Transmission Screen
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POMS will create a file for transmission of the purchase order, initialize the modem, and
then attempt to send the purchase order. The number of times an attempt will be made
will depend on the setting in the System Ultilities option. Once a successful contact has
been made, POMS will display the progress of the transmission. The start time and time it
took to send the purchase order will also be displayed, as well as information about the file,
speed of the modem, and the communications port being used.

You may end transmission by pressing the ESC key at any time. Once the transmission has
been successfully completed, a message informing you will be displayed on the screen.
Press any key to return to the options menu.

Return To POMS Main Menu

This option will return you to the main POMS menu. Press R or ESC to return to the main
menu. :

B. Dupont Mix Base and Factory Package Purchase Orders

The CATFRAMS system allows you to keep track of your usage of mix base and factory
package paints, as well as establish reorder points and maintain an optimal inventory level.
These items can be ordered manually through the standard purchase order options, but it
would be much easier to just check the reorder levels in the CATFRAMS database for
these items, and generate a purchase order for all items below the reorder point for the
reorder quantities specified. The Dupont Mix Base Purchase Orders and Dupont Fac.
Pack. Purchase Orders options allow you to do just that. In addition, you can update the
CATFRAMS inventory when these items are received, saving you a significant amount of
time in both ordering and inventory maintenance.

Since both these options are almost identical, we’ll examine only the mix base purchase or-
ders, and note any differences between it and the factory package option.

To enter the Dupont Mix Base Purchase Orders option, at the main POMS menu type

If you are entering the Dupont Fac. Pack. Purchase Orders option, change 3 to 4.
A menu similar to the one shown in Figure 7.16 will be displayed.
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DUPONT POMNS
GENERATE DUPONT MIX BASE COLOR PURCHASE ORDER

Supplier ID: Ship to ID:

Enter ID of supplier to use: [

3  SUFFLIER ... .
ADTEC  ADTEC 612-934-3444
BINKS  BINKS HF6 414-781-6889 |ties
BRUT BRUT HANUFACTURING CO. 216-833-9645 (ALITIES =———m
BUF DON BAILEY’S VETIE FILL B860-521-3515
DEV DEVILBISS CORP 866-338—4440
v| bup DUPONT PRODUCTS 612-835-5468

Processing of PO Detail Lines:

Figure 7.16 Mix Base Purchase Order

A window will open displaying the suppliers available in alphabetical order by supplier ID.
If there are more suppliers than can be displayed in the window, a " | " will appear on the
left-hand side of the last supplier displayed in the window. Press the PgDn key to display
more of the suppliers. To return to the previously displayed suppliers, press the PgUp key.

To choose a supplier, you may either highlight the choice you wish to make using the UP-
ARROW and DOWN-ARROW keys located between the numeric keypad and the
typewriter keys, then press ENTER. Or you may type the supplier ID, then press ENTER.

A window will now appear with mix base qualities, as in Figure 7.17. To choose which
qualities you want included in the purchase order, use the UP- ARROW and DOWN-
ARROW keys to highlight the quality, then press ENTER. The NO will change to YES. If
you make a mistake, simply highlight the quality once again, and press ENTER. The YES
will change back to NO for that quality. The qualities are identical for factory package pur-

chase orders, with the exception of Additive Products, which it does not have. Press F10 to
end the selection.
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DUPONT POMNS
GENERATE DUPONT MIX BASE COLOR PURCHASE ORDER

Supplier 1D: {IFEE Ship to ID: 1
DUPONT PRODUCTS DUPONT JOBBER
5251 ¥. 74TH SY. 1234 ANY STREET
HINNEAPOLIS, HN 55435- CITY, ST 55555~
Product Manufacture ID: Hix Base Qualities
DUPONT PRODUCTS === Select Qualities smewms==
Processing of Hissing Hix Base Colors: KD
CROHAR COLORS ....... [ 1]
DULUX COLORS ........ NO
Processing of PO Detall Lines: IHRON COLORS ........ KO
LUCITE COLORS ....... WO
CHROMABASE COLORS ... WO
ADDITIVE PRODUCTS ... KO
=Press F10 to End Selection—

Figure 7.17 Mix Base Qualities

Next, the first of two sets of processing method options will be displayed. The first set al-
lows you to determine what to do with the mix base colors that are not in the product
database for the supplier. A window explaining the options will appear, along with the two
available options, as seen in Figure 7.18.

BDUPOHT POMS
GENERATE DUPONT MIX BASE COLOR PURCHASE ORDER

Supplier 1D: [[EEH Ship to ID: 1
DUPOMT PRODUCTS DUPOWHT JOBDBER
5251 ¥. 74T S¥. 1234 aHY SYREEY
HINNEAPOLIS, HN 55435 CITY, ST 55555

Select Processing Hethod for Hissing Colors

Produc Specify what should be done with mix base colors that
 Hgt] are not In the product database. e

Proces The colors can be added to the product database
automatically using their color number for product ID.

Proces Or, the color can be ordered using the comsent product
ID without adding the mix base colors to the product
database.

i w

Order with comsment ID

\dd ta product database

Figure 7.18 Mix Base Colors Not in Database

You may choose to have the mix base colors added to the product database as they are or-
dered, or have it ordered with the comment product ID (which is used when you want to
order a product that is not in the database). Use the LEFT-ARROW and RIGHT-
ARROW keys to highlight the option you desire, then press ENTER.
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You will now move to the second set of options, which allow you to automatically order all
those items below their reorder level, have it stop and allow you to review those items with
on hand amounts below their reorder level, or have it stop and allow you to review all items.

A window explaining the options will appear, along with the three available options, as seen
in Figure 7.19. ‘

DUPONT POHS
GENERATE DUPONT HIX BASE COLOR PURCHASE ORDER

Supplier 1D: [T Ship to ID: 1
DUPONT PRODUCTS DUPONT JOBBER
5251 ¥. 74TH SY. 1234 ANY STREET

HINNEAPOLIS, BN 55435- CITY, ST 55555-
| Select Processing Hethod for Selected Colors

Produc HI08ATICALLY SELECT ALL COLORS
BUPO fAdd each color to the purchase order that is below
its reorder level.

Proces
Add REVIEW EACH COLOR BELOU ITS REORDER LEVEL

Review each color below its reorder level before

Proces adding it to the purchase order.

REVIEY ALL COLORS
Review all colors for the selected qualities.

ImQQQQOO I

=]
=
|

Figure 7.19 Selection Method Options

Use the UP-ARROW and DOWN-ARROW keys to highlight the option you desire, then
press ENTER.

Once you’ve made your choices, another window will appear, asking you if the choices you
just made are correct, as seen in Figure 7.20. If you’re sure your choices, simply press
ENTER. You will move to the next set of options. If you decide you have made a mistake,
simply press N, or use the RIGHT-ARROW key to highlight the "NO" option and press
ENTER. You will be returned to the Supplier ID field, and can correct your mistakes.
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DUPOMNT POHS
GENERATE DUPONT MIX BASE COLOR PURCHASE ORDER

Supplier ID: IR Ship to ID: ¢
DUPONT PRODUCTS DUPONT JOBBER
5251 H. 74TH ST. 1234 ANY STREET
HINNEAPOLIS, HMN 55435 CITY, ST 55555~
Product Manufacture ID: Mix Base Qualities
DUPONT PRODUCTS Select Qualities =y
Processing of Hissing Mix Base Colors: ENTARI COLORS ... N0
Add New Colors to Product Database CRONAR COLORS ....... ]
DULUX COLORS ........ NO
Processing of PO Detail Lines: IHRON COLORS ........ 0
Review Each Color At Reorder Level LUCITE COLORS ....... N0

CHROMABASE COLORS ... HO
ADDITIVE PRODUCTS ... YES

Select Your Ansser
Specif ied Parancters are Correct?

HO

=Press F16 to End Selection=

Figure 7.20 Are Parameters Correct

If you answered "YES" when asked if the parameters are correct, the purchase order will be
generated. If you choose to have all items with on hand amounts below their reorder level
ordered, the process will proceed automatically. If either of the review options were
chosen, every time a color is found that is meets the review criteria you selected, a window
will be displayed with three options, as seen in Figure 7.21, along with information about
the color. You can then choose to accept the order quantity for the item, change the order
quantity, or not have it added to the purchase order at all. Use the UP-ARROW and
DOWN-ARROW keys to highlight the option you desire, then press ENTER.
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DUPOGHTYT POHS
Generating Purchase Order Number 2609

KUMBER SUFFIX DESCRIPTION GRANS PER GALLON
COLOR 304 S LO# GLOSS RESIN 4660
STOCK SIZE 1268.6 IH OUNCES LAST ORDER DATE ¢8,31-69
STOCK COSY '44.25 LAST ORDER Q%Y 2.68
REORDER LEVEL 3.68 IN UHITS
REORDER QTY¥ 2.68 IN UNITS
Q7Y OH HAND 3.6 IH UNITS Change Order Quantity

Do Hot Add to Order

HISTORICAL COLOR USAGE

FORMULA  HIX SOLD FORMULA  HIX SOLD

JARUARY 0.6 6.6 JULY 8.6 6.6
FEBRUARY 6.0 8.6 AUGUSTY 6.6 6.0
HARCH 8.8 6.6 SEPTEHBER 8.8 6.6
APRIL 8.6 6.6 OCTOBER 6.0 6.0
HAY 6.0 8.6 NOUVEWBER 6.0 0.9
JUNE 0.8 6.6  DECEHBER 8.6 6.6
TOTALS 6.60 6.08 0.68 6.68
UNITS ARE: 6 — GALLON 0§ ~ QUART P ~ PINT 2Z - OUNCES = - GRAHS

Figure 7.21 Review Item Options

POMS will display the items being searched, as well as the items being added, as they are
searched and added, regardless of the review criteria entered. When the purchase order
has had all items to be ordered added to it, a window will appear with a message to wait
while the purchase order total is being calculated. Once the calculation is finished, you will
be informed that the purchase order is completed, and asked to press any key to continue.
Once a key has been pressed, a window will appear with five options, as seen in Figure 7.22.
If the supplier does not have a POMS phone number entered in the supplier data base, the
two transmit options will not appear. You may choose to save the purchase order, or to
both save and print the purchase order. If you choose only to save it, it will be saved, and
you’ll be returned to the Purchase Order Options menu. If you choose to save and print it,
it will be saved, then a screen will appear similar to that in Figure 7.23. Make sure you have
sufficient paper in the printer, and that it is on and online, then press any key, or press ESC
to cancel the printing and return to the main menu.
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DUPORT POMNWS
Generating Purchase Order Number 2609

= Print/Transmit Save Purchase Order Optlons =N

COL
Have Furchase Order .

ST0 Print/Save This Purchase Order 2669 89
ST0 Transmit/Save Purchase Order 2669 66
REO Print/Transalt/Save Purchase Order 2669
REQ Return to Purchase Order Options s,
QryY 9 L

fdded color 963 S to Purchase Order
HISTORICAL COLOR USAGE

FORMULA  HIX SOLD FORMULA  MIX SOLD
JANUARY 6.6 6.6 JULY 8.6 9.8
FEBRUARY 8.6 6.6  AlGUSTY 6.6 6.0
HARCH 0.0 0.6 SEPTEMBER 8.8 6.0
APRIL 9.6 6.6 OCTOBER 6.6 8.8
HAY 0.6 6.6  KOVEMBER 6.6 0.9
JUNE 0.8 8.6 DECEWDPER 9.8 6.6
TOTALS 6.60 8.69 8.68 6.60

WRIITS ARE: 6 ~ GALLON Q—QE.!HT P - PINT 2 - DUNCES = - GRANS

Figure 7.22 Print/Save/Transmit Purchase Orders

DUPOHT POHNHS
Generating Purchase Order Number 2609

== Print/Transait/Save Purchase Order Optlons ===y
PREPARE PRINTER FOR PRINTING

Hake sure paper has been loaded Into the
printer and the Top of Form has been set.

<~ Paper Loaded In Printer?
adde

<-- Top of Form Set?

V2 fl On-Line 1 < Printer On-Line?

PRESS ANY KEY TD START PRINTING

UHITS ARE: 6 - GALLON @ - QUART P - PIHY 2 - OUNCES = - GRANS

Figure 7.23 Prepare Printer

Once the purchase order has been printed, you'll be returned to the main menu.
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CHAPTER 8: PROCESS RECEIVED PURCHASE ORDERS

Once the items you've ordered have been received, either partially or in full, you need to in-
dicate which items were received and which were cancelled. You also need to be able to list
partial shipments and track the date or dates the order was received. This is done through
the POMS Process Received Purchase Orders option.

To enter the Process Received Purchase Orders option, at the main POMS menu type
&

The screen similar to the one in Figure 8.1 will appear.

DUPONT POHNS
Process Received Purchase Order
P08 BB z Status O Supplier Refg  Date Rcud
PO Date ~ ~ ist Delivery /s 7
Supplier 2nd Delivery /7
Product Enter PO Rumber: B Extended
1D Price
s
1616 DUPONT PRODUCTS 642189 R
1615 DUPONT PRODUCTS 6424689 0O
1617 DUPONT PRODUCIS 842489 0
1632 SUPPLIER 68,2389 0
1633 SUPPLIER 88,23,69 0
1634 SUPPLIER 68,2389 O
2664 DUPOHT PRODUCTS 68,3183 O
2665 DUPONT PRODUCTS 68,3189 0
2669 DUPONT PRODUCTS 683183 0
Totals 8.60 0.069 6.60 6.69 9.60

Figure 8.1 Process Received Purchase Orders

A window will open displaying the purchase orders in numerical order. If there are more
purchase orders than can be displayed in the window, a " $ " will appear on the right-hand
side of the last purchase order displayed in the window. Press the PgDn key to display more
of the purchase orders. To return to the previously displayed purchase orders, press the
PgUp key.

To choose a purchase order to process, you may either highlight the choice you wish to
make using the UP-ARROW and DOWN-ARROW keys located between the numeric

keypad and the typewriter keys, then press ENTER. Or you may type the purchase order
number, then press ENTER.

Once you've chosen a purchase order, a purchase order status window will open displaying
the following information:

Purchase Order Type
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Whether or not it is a standard purchase order, a mix base purchase order, or a factory
package purchase order.

Purchase Order Status

Whether or not any products have been received. If no products have been received, the
status is OPEN. If some products, but not all, have been received, the status is
RECEIVED. If all products have been received or cancelled, the status is CLOSED.

Action Description

What options are available to you. There are no options beyond pressing a key to return to
the main menu if the status is CLOSED. Otherwise, the actions you can take are explained.

Action Options

The options available to you. There are no options listed if the status is CLOSED. Options
are chosen by using the UP-ARROW and DOWN-ARROW keys to highlight the option
you desire, then pressing ENTER. There are three options available.

The first option, "Automatically Receive All Products and Close Purchase Order", will show
all products as received, and will then mark the purchase order as closed. Use this option if
you have received all items ordered.

The second option, "Set Qty Received to Quantity Ordered then Change Individually", will
set the quantity received for all items equal to the quantity ordered. You then need only
change those items where the quantity received are different than the quantity ordered.
Use this option if you have received all but one or two items ordered.

The third option, "Individually Specify Each Quantity Received", will leave the quantity
received alone. You must enter the quantity received for all items on the purchase order.
Use this when only a few items have been received, and a large number have been back or-
dered or cancelled.

An example can be seen in Figure 8.2.

DUPONT POHS
Current Purchase Order Status

Purchase Order Type: d
Hix Base Color :

Z

Purchase Order Status:
OPEN - Ho products have been received yet.

i

fctlon Description:
You have the cholce of automatically setting the recefved
quantity to the ordered quantity and then indiuvidually
changing selected products, or, you can indlvidually specify
each quantity receluved.

Furchase order will be closed if all preducts have been received
or cancelled.

fiction Options:

utamatically Heceive A1l Products and Close Purchase Order

Set Qty Received to Quantity Ordered then Change Individually
Individually Specify Each Quantity Recelved

i R N T R T

2)332833232338388

Figure 8.2 Purchase Order Status and Action
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Once you have chosen the appropriate action, if the purchase order is a mixed base or fac-
tory package purchase order, a window will open displaying a second set of options, as seen
in Figure 8.3.

DUPONT POHS
Non-Standard Purchase Order Processing Options =

Purchase Order Type: d
P Hix Base Color

Purchase Order Status:
OPEN - Ho products have been recelved yet.

fed
Non-Standard Purchase Order Descriptiom:
This is a Mix Base color purchase order. The recelved Mix
Base color quantities will be transfered to the Wix Base color
database in CATFRAMS. This will Increase the CATFRAMS quantity
on hand by the amount received.

2888

Action Options:

Press any key to continue

Figure 8.3

If you choose the second or third options from the Purchase Order Status and Action
Screen in Figure 8.2, a screen similar to that in Figure 8.4 will appear. Much of the informa-
tion on the screen is for reference only, including the purchase order number, status, and
date, the supplier, and product ID, size, and unit price. You can’t change this information.

DUPONT POMNS
Process Received Purchase Order
POR 1669 Status 0 Supplier Refs Date Rcud
PO Date 04,2189 ist Delivery /7
Supplier DUPONT PRODUCTS 20d Declivery /7 2
Product Quantity|Quantity|Quantity]Quantityf Unit Extended
1D Size|Ordered {Recefved|Cancelld|Back Ord| Price Price
706A-6L GL 4.60 4.09 0.00 9.060 36.26 144.80
?01A-6L 6L 4.00 4.08 .00 .60 32.26 128.80
801J-6L 6L 2.68 2.00 .68 8.60] 113.19 226.20
802J-Q1 Qr 2.60 2.00 0.00 9.60 18.96 3?.80
Totals 6.068 12.69 0.00] -12.60 537.60
Press F1 For Help Press F16 To End Receiving —
Figure 8.4
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Here is a description of the information POMS is looking for in Figure 8.4.
1st Delivery/2nd Delivery

The supplier reference number for the items delivered and the date they were received.
Two delivery sections have been included so delivery information can be entered for items
that are back ordered and delivered after the initial delivery has been made.

Quantity Received

For each product ordered, how many were actually received.
Quantity Cancelled

For each product ordered, how many were cancelled.

If you chose to automatically receive all products, you will not be able to enter any informa-
tion. POMS will automatically fill in all information and close the purchase order. If you
choose to have the quantity received set to the quantity ordered, then all quantities received
will be equal to the quantity ordered, and you need only change the quantity received/can-
celled for those products where the information is incorrect. If you choose to enter each
quantity received individually, the quantity received will be 0 (unless you have previously
received items for this purchase order).

Enter the delivery information, then press ENTER to begin entering the quantity received
and quantity cancelled. As you enter the quantity received for each product, the extended
price will change to reflect the unit price times the quantity received, and the total at the
bottom of the screen will also be updated.

Once you've entered all the information for the delivered items, press F10 to save the infor-
mation. If the quantity received plus the quantity cancelled equals the quantity ordered for
all items on the invoice, POMS will close it. Otherwise, the invoice will be marked as
received.

Once the information has been saved, you'll be returned to the window of available pur-
chase orders. Choose the next purchase order, or press the ESC key to return the the main
menu.
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CHAPTER 9: PRIOR PRODUCT PURCHASE INQUIRY

One of the most useful management tools available to you is the ability to generate a history
of the products you purchase. The Prior Product Purchase Inquiry gives you just such a
detailed history of the products you have purchased. Information such as the supplier or
suppliers the product was purchased from, the quantity ordered and received, the dates
they were ordered, and gives you the information you need to best manage the types of
products you purchase, as well as when and where you purchase them.

For example, a review of a product may show that a particular supplier consistently is un-
able to deliver the level of products you order. This might cause you to look for a different
supplier for the product. A review of the purchase dates may show that during the fall and
winter months, the level of your purchases are high enough to warrant the product be kept
in stock even if not needed for a specific repair order, but not high enough in the spring or
summer to make it worth keeping it in stock during those months.

Of course, the Prior Product Purchase Inquiry can’t make decisions for you on where to pur-
chase a product, or whether or not to keep it in stock, or any other decisions. But itis does
present valuable information to allow you to make informed decisions about your purchases.

To enter the Prior Product Purchase Inquiry option, at the main POMS menu type

=

The screen similar to the one in Figure 9.1 will appear.

DUPOHKRT POHS
Prior Product Purchase Inquiry

Product 10 ] |Desc:
Product 1D pos | PO Date] RO# [Supplr{ShipYe] Qty Ord|[Qty Bcud|Unit Pr.

¥ - fictisste Froduct Loukup Window,
Figure 9.1 Prior Product Purchase Inquiry

Here is a description of the information POMS is displaying in the screen shown in Figure
9.1.
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PRODUCT ID

The ID for the product being reviewed.

DESC

The description of the product identified by the Product ID.
PO#

The purchase order numbers on which the product was ordered.
PO DATE

The date the purchased order was created.

RO#

The work repair order or sales order number for the purchase order.
SUPPLR

The ID of the supplier from which the product was purchased.
SHIPTO

The ID of the ship to locations for the product.

QTY ORD

The number of units of the product that was ordered.

QTY RCVD

The number of units of the product that were actually received.
UNIT PR.

The selling price for one unit of the product.

To enter the desired product to review, type in the product ID of the product and press
ENTER.

Once you’ve chosen the product to review, the product and its associated information will
be displayed for every purchase order on which it appeared, as seen in Figure 9.2).

DPUPONT PONS
Prior Product Purchase Inquiry

Product ID 193S8-6L 0060 ACTIVATOR , -

Product ID POg | PO Date| RO8 [Supplr|ShipTo| Qty Ord|Qty Rcud|Unit Pr.

1935-6L || 1615 L jpoue 1
193S-GL 1663 (64,2189 P |2 6.66| 0.66| 291.60
1935-6L 1664 64,21.89 P |2 6.66| 0.08| 291.60
193S-GL 1607 642189 wp |2 0.6 6.08] 291.60

P16 —_ Enter next Fraduct [DegeyF2 — Display Product Description on Each Lincg
Figure 9.2 Prior Product Purchase Inquiry w/Product History
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Notice that the items are displayed in Purchase order date order, from most recent to
oldest. You can use the up-arrow and down-arrow keys to highlight each line. As the lines
are highlighted, the description field will change to reflect the description of the product as
it existed for that particular purchase order. Normally, the descriptions should all be identi-
cal. If they’re not, it could indicate an incorrect description for the part number either did
or does currently exists in the product database.

You can also have the description displayed on each line, instead of the RO#, Supplier,
Quantity Ordered, Quantity Received, and Unit Price. To do so, simply press F2. The
screen will appear similar to the screen in Figure 9.3. To return the display to its initial for-
mat, press F2 again.

DUPOMNT POMNS
Prior Product Purchase Inquiry

Product ID 193S-6L

Product ID POg | PO Date Product Description
| 1615]j84,24,89|15666 ACTIVATOR : : .
193S-GL 1003164,21-89(56060 ACTIVATOR
193S-GL 1004 |64,21,89{5008 ACTIVATOR
193S-GL 1667164,21/89]56606 ACTIVATOR

716 - Enter next Froduct [DegeeyF2 — Display KOS, Supplr. Shipla, Qty 8 Priccy
Figure 9.3 Prior Product Pruchase Inquiry w/Description

Once you're finished viewing the information for the product, press F10 to redisplay the
Product ID window, and choose another product as described above, or exit to the POMS
main menu by pressing
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CHAPTER 10: POMS REPORTS

One of POMS outstanding attributes is its reporting capabilities. Information normally
available only after long hours of bookkeeping or searching through cabinets is available
with just a few keystrokes. You can easily get information on the status of all your purchase
orders, back orders, and purchases, as well as keeping track of your suppliers and products.

Before examining the reports in detail, let’s look at how the reports work in general. Each
report has several options you can choose to provide just the information you need. An ex-
ample can be seen in Figure 10.1. Notice that there are two sections of options, REPORT
TYPE and REPORT OPTIONS, and that the options in each section have either a "YES"
or "NO" next to them. Not all options will be in such a format, but for those that are, a
"YES" indicates that that option is in effect, and all other options in the section have a "NO"
next to them, indicating they are not in effect. This is because only one option of this type
can be in effect in each section. Thus in our example, the report will be for standard and
transmitted purchase orders, and the report will be printed for a range of purchase orders.
Notice how it would not be possible to have both standard and transmitted AND trans-
mitted only purchase orders on the report. This is true of any options that require a "YES"
or "NO" choice.

DUPONRT POHS
Purchase Order Status Report

Set Report Printing Options

REPORT TYPE
Erint Standard and Transmitted YES
Print Transmitted Only ND
REPORT OPTIONS
Print for Purchase Order Range ............ VES
Print for Date Range ...................... 3.t

Begin Purchase Order Status Report

———————=Press ¥16 Hey When Done Setting Optlowns

Figure 10.1 Purchase Order Status Report

If you want a different option, use the UP-ARROW and DOWN-ARROW keys to high-
light the option you want changed in the section from "NO" to "YES", then press ENTER.
That option will now have a "YES" next to it, and any option that had a "YES" next to it in
the same section will now have a "NO" next to it.

Once all the options are selected, a screen similar to that in Figure 10.2 will appear. This
will allow you to make sure you have paper in the printer, that the printer is on and on-line,
and that the top-of-form is set so that a new sheet of paper is ready to be printed on, begin-
ning at the top of the page. If for any reason a problem prevents you from having the
printer ready to print, or have selected the wrong report, pressing ESC at this point will
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abort the report, and you will be returned to the main menu. If you press any other key, the
report will begin printing.

DUPONT POHS
Purchase Order Status Report

PREPARE PRINTER FOR PRINTING

Hake sure paper has been loaded into the
printer and the Top of Fors has been set.

<-— Paper Loaded in Printer?

<-- Top of Form Set?

| 2777 g On-Line h ¢-- Printer On-Line?

PRESS ANY KEY TO START PRINTING

Figure 10.2 Prepare Printer for Printing

Finally, you may stop any report that is being printed by pressing the ESC key. This will
return you to the main menu, and cause the report to stop printing. The return to the main
menu will take only a second or two, but the report may not stop printing for a minute or
more. This is due to the fact that many printers have a storage area called a buffer, that al-
lows it to accept more information from the computer than it can’t print right away. The
report will not stop until all information in the buffer has been printed, and how long this
takes will depend on the size of the buffer and the speed of the printer. In addition, all

reports that have been aborted will have the message "Report terminated by user” at the
end of the report.

All reports are available from the main menu under the REPORTS heading. Let’s examine
each of the available reports in detail.

A. Purchase Order Status

This report allows you examine the status of all the purchase orders generated by POMS.
This gives you the ability to quickly determine which purchase orders have been delivered,
and to follow up on those that haven’t. To generate this report, at the main POMS menu

type

The options for this report will appear as in Figure 10.3. You may choose to have both
standard and transmitted purchase orders appear on the report, or only transmitted pur-
chase orders. You may also choose to print the report for a range of purchase order num-
bers, or for a range of purchase order dates. In either case, you will be asked to enter a
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starting and ending point for the report. Once you have chosen the options you desire,
press F10 to begin the report.

DUPOHNT POHS
Purchase Order Status Report

Set Report Printing Options

REPORT TYPE
Frint Standord and Transmitted YES
Print Transmitted Only 1]
REPORT OPTICHS
Print for Purchase Order Range ............ YES
Print for Date Range ...................... KO

Begin Purchase Order Status Report

—eem=Press 10 Key When Dane Setting Options

Figure 10.3 Purchase Order Status Initial Screen

The report will list, in tabular form, basic purchase order information, including:

a) Purchase Order Number

b) Purchase Order Date

c¢) Supplier Name and Phone Number

d) Ship To name

e) Status (Closed if all items received or cancelled, Recved if some but not all items
received, and Open if no items received)

f) Total Purchase Order Amount

g) Purchase Order Transmitted or Not

Refer to Appendix A for a sample of this report of both standard and transmitted purchase
orders printed for a range of purchase orders. -

B. Purchases By Repair Order

This report allows you to examine your purchases by repair order. This is useful when you
have several purchase orders for one repair order, and want to see all your purchases for
that repair order. To generate this report, at the main POMS menu type

o=

The options for this report will appear as in Figure 10.4. You may choose to have the
report print the quantity ordered or quantity back ordered, and may print the report for a
single repair order, or a range of repair orders. Once you have chosen the options you
desire, press F10 to begin the report.
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DUPONT POHNHS
Product Purchases by Repair Order Rumnber

Set Report Printing Options

REPORY TYPE
[Print Quantity Ordered _......... . . \YES
Print Back Ordered Quantity ............... KO
REPORT OPTIOHS
Print for Single RO NHumber ................ YES
Print Range of RO Bumbers ................. KO

Begin Purchases by Repalr Order Number Report

Press Fi8 Key When Done Setting Options

Figure 10.4 Purchases by Repair Order

The report will list, in tabular form, basic purchase order information, including:

a) Purchase Order Number

b) Supplier Name

c¢) Product ID and Description

d) Quantity (either quantity ordered or quantity back ordered, depending on which option
you chose)

e) Product Size

g) Cost per Unit

h) Extended Cost

If you choose to print the report for a range of repair orders, the report will print in repair
order number, with the purchases for each repair beginning on a new page.

Refer to Appendix B for a sample of this report with the quantity ordered printed for a
single RO number.

C. Purchases by Employee

This report allows you to examine your purchases by employee. This is useful when you
want ot show how much ordering any particular employee is doing, or what items an
employee is ordering. To generate this report, at the main POMS menu type

2

The options for this report will appear as in Figure 10.5. You may choose to print a sum-
mary of the purchase orders, or each purchase order in detail, and may print the report for
a range of purchase orders or a range of dates. You must also indicate the specific
employee for which you want the report.
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DUPONTYT POHNHS
Product Purchases by Employee

Set Report Printing Options

REPORT TYPE
[Print Summary of FPurchase (rders YES
Print Purchase Order Detail HO
REPORY OPTIONS
Print for Purchase Order Range ............ YES
Print for Date Range ...................... NO

Print for Eaployee - PAINTER

Begin Product Purchases by Employee Report

Press F10 Key When Done Setting Options

Figure 10.5 Purchases by Employee

The summary report will list, in tabular form, basic purchase order information, including:

a) Purchase Order Number

b) Purchase Order Date

c¢) Supplier Name and Phone Number

d) Ship To name

e) Status (Closed if all items received or cancelled, Recved if some but not all items
received, and Open if no items received)

f) Total Purchase Order Amount

g) Purchase Order Transmitted or Not

The detail report will list, in tabular form, basic purchase order information, including;

a) Purchase Order Number

b) Supplier Name

¢) Product ID and Description

d) Quantity Ordered

€) Product Size

f) Cost per Unit

g) Extended Cost

h) Total Purchase Order Amount

for each item on each purchase order. Both reports will be printed in purchase order num-
ber order.

Refer to Appendix C for a sample of this report with purchase order detail for a range of
purchase orders and for the employee Andrew.

D. Purchases by Supplier

This report allows you to examine your purchases by each supplier you order from. You
can use it to examine what items are being purchased from what supplier, easily check
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monthly statements against your records to insure correct billing, compare prices where you
buy similar or the identical products from different suppliers, a reference for historical com-
parisons of purchases from year to year, and much more. To generate this report, at the
main POMS menu type

=

The options for this report will appear as in Figure 10.6. You may choose to print a sum-
mary of the purchase orders, each purchase order in detail or a summary of your monthly
purchases, and may print the report for a range of purchase orders or a range of dates.

You must also indicate the specific supplier for which you want the report. The Report Op-
tions are not available for the monthly summary report.

DUPOHT POHNS
Product Purchases by Supplier

Set Report Printing Options

REPORT TYPE
Print Summory of Purchase Orders ... ... .. RS
Print Purchase Order Detail ............... Lt
Print Summary of Honthly Purchases ........ HO
REPORT OPTIONS
Print for Purchase Order Range ............ YES
Print for Date Range ............c0vinnonnn 1]

Print for Supplier -

Begin Product Purchases by Supplier Report

BoeermaPress F16 Xey When Done Setting Optlons

Figure 10.6 Purchases by Supplier

When you move the cursor to the "Print for Supplier” field and press ENTER, a window
will open displaying the suppliers available in alphabetical order by supplier ID. If there
are more suppliers than can be displayed in the window, a" | " will appear on the left-hand
side of the last supplier displayed in the window. Press the PgDn key to display more of the
suppliers. To return to the previously displayed suppliers, press the PgUp key.

To choose a supplier to print the report for, you may either highlight the choice you wish to
make using the UP-ARROW and DOWN-ARROW keys located between the numeric
keypad and the typewriter keys, then press ENTER. Or you may type the ID of the menu
option, then press ENTER.

The summary report will list, in tabular form, basic purchase order information, including:

a) Purchase Order Number
b) Purchase Order Date
c¢) Supplier Name and Phone Number
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d) Ship To Name

e) Status (Closed if all items received or cancelled, Recved if some but not all items
received, and Open if no items received)

f) Total Purchase Order Amount

g) Purchase Order Transmitted or Not

The detail report will list, in tabular form, basic purchase order information, including:

a) Purchase Order Number

b) Supplier Name

¢) Product ID and Description

d) Quantity Ordered

e) Product Size

g) Cost per Unit

h) Extended Cost

i) Total Purchase Order Amount

for each item on each purchase order. Both reports will be printed in purchase order num-
ber order.

The Monthly summary report will list, in tabular form, a summary of the dollar amount pur-
chased for each supplier for each month in the current year, including;

a) Supplier

b) The Purchase Amount for Each Month

c¢) The Average Monthly Purchase Amount

d) The Total Purchase Amount for the Year

Refer to Appendix D for a sample of this report with purchase order detail for a range of
dates and for the Dupont supplier.

E. Back Order Report

This report allows you examine the status of all the items which are on order but have not
been received or cancelled, helping you to keep track of items that are back ordered, and
determine when they should be cancelled and reordered, or when a supplier should be
queried about a back ordered item’s status. To generate this report, at the main POMS
menu type

The options for this report will appear as in Figure 10.7. You may choose to print the
report for a range of purchase order numbers, or just a single purchase order number.
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DUPONTY POMNS
Product Back Order Report

Set Report Printing Options
REPORT OPTIONS

Frint for Single Furchase Order Number ... JER >
Print Range of Purchase Order Humbers ..... NO

Begin Product Back Order Report

P ress F16 Key When Done Setting Options

Figure 10.7 Back Order

If you choose to print for a single purchase order, a window will open displaying the pur-
chase order numbers available in numerical order. If there are more purchase orders than
can be displayed in the window, a " 1 " will appear on the left-hand side of the last purchase
order displayed in the window. Press the PgUp key to display more of the purchase orders.
To return to the previously displayed purchase orders, press the PgDn key.

To choose a purchase order to print, you may either highlight the choice you wish to make
using the UP-ARROW and DOWN-ARROW keys located between the numeric keypad
and the typewriter keys, then press ENTER. Or you may type the ID of the menu option,
then press ENTER.

If you are printing for a range of purchase orders, you will be asked to enter a starting pur-
chase order number purchase order and ending purchase order.

Once you have chosen the optidns you desire, press F10 to begin the report.
The report will list, in tabular form, basic purchase order information, including:

a) Purchase Order Number

b) Supplier Name and Phone Number

¢) Product ID, Description, and Size

d) Quantity Ordered, Received, Cancelled, and Back Ordered

Refer to Appendix E for a sample of this report for a range of purchase orders.
F. Supplier Report

This report allows you to generate a list of all your suppliers. This makes it easy to verify
supplier information without having to tie up the computer. To generate this report, at the
main POMS menu type
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The options for this report will appear as in Figure 10.8. You may choose to print a
detailed list, or a single line summary, and the report may be printed in either supplier ID
or supplier name order.

DUPONT POHNHS
Supplier List Report

Set Supplier Report Printing Optlons

REPORYT TYPE

[Print Detailed Supplier Feport . YES

Print Single Line Sumsary Report ....... 1]
REFORT ORDER

Print Sorted By Supplier ID ............ YES

Print Sorted By Supplier Hame .......... RO

Begin Printing Supplier Report

Press F10 Key When Done Setting Options

Figure 10.8 Supplier Report

The detail report will list all supplier information stored in the database, including:
a) ID, Name, Address, and Phone Number

b) Contact Person

c¢) Fax Phone Number

d) POMS Phone Number

e) Terms

f) Notes

The single line summary report will list basic information in the supplier database, including:

a) ID, Name, and Phone Number
b) Contact Person

¢) Fax Phone Number

d) POMS Phone Number

e) Terms

Refer to Appendix F for a sample of this report with single line summary sorted by supplier
name.

G. Supplier/Manufacturer Relations Report

This report allows you to generate a list of all your supplier/manufacturer relationships.
This makes it easy to verify which supplier carries which manufacturer’s products without
having to tie up the computer. To generate this report, at the main POMS menu type

&l
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The options for this report will appear as in Figure 10.9.

DUPOKTYT POHNS
Supplier/Product Hamufacturer Relationships Report

= Set Supplier Hlanufacturer Relationship Report Optlons —

REPORT TYPE
[Print faor Range of Suppliers e VES
Print for Single Supplier .............. RO
REPORT OPTIONS
Print Each Supplier on Hew Page ........ NO

Printing for supplier id 3 through W/E

Begin Supplier/Product Hanu. Relationships Report

Press F16 Xey Hhen Done Setting Optlons

Figure 10.9 Supplier/Manufacturer Relationships Report

You may choose to print for a range of suppliers or a single supplier, and you may choose
to print each supplier on a different page.

If you choose to print for a single supplier, a window will open displaying the suppliers avail-
able in alphabetical order by supplier ID. If there are more suppliers than can be displayed
in the window, a " |, " will appear on the left-hand side of the last supplier displayed in the
window. Press the PgDn key to display more of the suppliers. To return to the previously
displayed suppliers, press the PgUp key.

To choose a supplier to print the report for, you may either highlight the choice you wish to
make using the UP-ARROW and DOWN-ARROW keys located between the numeric
keypad and the typewriter keys, then press ENTER. Or you may type the ID of the menu
option, then press ENTER.

If you are printing for a range of suppliers, an identical window will appear to allow you to
choose the beginning supplier and ending supplier.

The report will list, in tabular form, the supplier/manufacturer relationship information for
each supplier, including:

a) Supplier ID and Name

b) Manufacturer ID and Name

Refer to Appendix G for a sample of this report for a range of suppliers all on one page.

H. Master Product Listing

This report allows you to generate a list of all the products a manufacturer carries, along
with its history. This allows you to have a master list for reference, a reference for historical

comparisons of purchases from year to year, and much more. To generate this report, at
the main POMS menu type
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The options for this report will appear as in Figure 10.10. You may choose to print a
master product detailed list with or without a purchase history, or a summary history, the
report may be sorted by product manufacturer or product ID, you may have each manufac-
turer printed on a new page, and you may print the report for just one manufacturer.

DUPOHTY POHNHS
Haster Hazardous Product List Report

Set Haster Hazardous Product List Report Printing Options =

REPORT TYPE

Frint Haster Praduct Detail Nith History .. ... YES

Print Haster Product Detail With out History .
Print Historical Product Purchases Summary .... m

REPORT OPTIONS:

Print Sorted By Product Hanufacturer .......... YES
Print Sorted By Product ID .................... KO
Print Each Hanufacturer on Hew Page ........... HO
Print for Single Hanufacturer ................. WO

Begin Printing Report

Press Fi6 Key When Done Setting Options

Figure 10.10 Master Product Listing

If you choose to print for a single manufacturer, a window will open displaying the manufac-
turers available in alphabetical order by manufacturer ID. If there are more manufacturers
than can be displayed in the window,a " | " will appear on the left-hand side of the last
manufacturer displayed in the window. Press the PgDn key to display more of the manufac-
turers. To return to the previously displayed manufacturers, press the PgUp key.

To choose a manufacturer to print the report for, you may either highlight the choice you
wish to make using the UP-ARROW and DOWN-ARROW keys located between the
numeric keypad and the typewriter keys, then press ENTER. Or you may type the ID of
the menu option, then press ENTER.

The detail report with history will list, in tabular form, the basic product information, includ-
ing:

a) Manufacturer ID

b) Product ID and Description

¢) Product Size and Cost

d) Product VOC Contents

e) If the Product Is Hazardous Or Not

f) The Purchase Amount for Each Month

g) The Average Monthly Purchase Amount

h) The Total Purchase Amount for the Year
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The detail report without history will list, in tabular form, the basic product information, in-
cluding:

a) Manufacturer ID

b) Product ID and Description

¢) Product Size and Cost

d) Product VOC Contents

e) If the Product Is Hazardous Or Not

The historical product purchases report will list, in tabular form, the basic product informa-
tion, including:

a) Manufacturer ID

b) Product ID

¢) The Purchase Amount for Each Month

d) The Average Monthly Purchase Amount

e) The Total Purchase Amount for the Year

Refer to Appendix H for a sample of this report with master product detail with history for
the Dupont manufacturer sorted by product manufacturer.
1. Hazardous Products Purchased List

This report is identical to the Master Product Listing, except that it includes only items iden-
tified as being hazardous. To generate this report, at the main POMS menu type

The options for this report will appear as in Figure 10.11. As with the Master Product List-
ing, you may choose to print a master product detailed list with or without a purchase his-
tory, or a summary history, the report may be sorted by product manufacturer or product

ID, you may have each manufacturer printed on a new page, and you may print the report
for just one manufacturer.
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DUPOHTY POHS
faster Hazardous Product List Report

Set Haster Hazardous Product List Report Printing Optlons =

REPORT TYPE
[Erint Naster Praduct Detail Mith Histary ... YE3
Print Haster Product Detail With out History .. NO
Print Historical Product Purchases Summary .... NO
REPORT OPTIONS:
Print Sorted By Product Hanufacturer .......... YES
Print Sorted By Product 1D .................... HO
Print Each Hanufacturer on Rew Page ........... 0
Print for Single Hanufacturer ................. N0

Beglin Printing Report
Press F10 Rey Bhen Done Setting Options

Figure 10.11 Hazardous Product Purchased List

If you choose to print for a single manufacturer, a window will open displaying the manufac-
turers available in alphabetical order by manufacturer ID. If there are more manufacturers
than can be displayed in the window, a " ] " will appear on the left-hand side of the last
manufacturer displayed in the window. Press the PgDn key to display more of the manufac-
turers. To return to the previously displayed manufacturers, press the PgUp key.

To choose a manufacturer to print the report for, you may either highlight the choice you
wish to make using the UP-ARROW and DOWN-ARROW keys located between the
numeric keypad and the typewriter keys, then press ENTER. Or you may type the ID of
the menu option, then press ENTER.

The detail report with history will list, in tabular form, the basic product information, includ-
ing:

a) Manufacturer ID

b) Product ID and Description

¢) Product Size and Cost

d) Product VOC Contents

e) If the Product Is Hazardous Or Not

f) The Purchase Amount for Each Month

g) The Average Monthly Purchase Amount

h) The Total Purchase Amount for the Year

The detail report without history will list, in tabular form, the basic product information, in-
cluding:

a) Manufacturer ID

b) Product ID and Description

c¢) Product Size and Cost

d) Product VOC Contents

e) If the Product Is Hazardous Or Not
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The historical product purchases report will list, in tabular form, the basic product informa-
tion, including:

a) Manufacturer ID

b) Product ID .

¢) The Purchase Amount for Each Month

d) The Average Monthly Purchase Amount

e) The Total Purchase Amount for the Year

Refer to Appendix I for a sample of this report with master product detail with history for
the Dupont manufacturer sorted by product manufacturer.

J. Hazardous Products Purchased History

This report is almost identical to the Historical Product Purchases Summary option of the
Hazardous Products Purchased List. To generate this report, at the main POMS menu type

The options for this report will appear as in Figure 10.12. The report may be sorted by
product manufacturer or product ID, you may have each manufacturer printed on a new
page, and you may print the report for just one manufacturer.

DUPONT PONS
Historical Hazardous Products Purchased Report

Set Historical Hazardous Product Purchased Report Options =
REPORT DPTIONS

YES
Print Each Mamnufacturer on NHew Page .... N0
Print Sorted By Product ID ............. NO
Print for Single Hanufacturer .......... NO

Begin Historical Hazardous Prod. Purchased Report

Press F10 Key When Done Setting Options

Figure 10.12 Hazardous Product Purchased History

If you choose to print for a single manufacturer, a window will open displaying the manufac-
turers available in alphabetical order by manufacturer ID. If there are more manufacturers
than can be displayed in the window, a " | " will appear on the left-hand side of the last
manufacturer displayed in the window. Press the PgDn key to display more of the manufac-
turers. To return to the previously displayed manufacturers, press the PgUp key.

To choose a manufacturer to print the report for, you may either highlight the choice you
wish to make using the UP-ARROW and DOWN-ARROW keys located between the
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numeric keypad and the typewriter keys, then press ENTER. Or you may type the ID of
the menu option, then press ENTER.

The report will list, in tabular form, the basic product information, including:

a) Product ID

b) The Purchase Amount for Each Month
c) The Average Monthly Purchase Amount
d) The Total Purchase Amount for the Year

Refer to Appendix J for a sample of this report sorted by manufacturer for the Dupont
manufacturer.
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AFPEMDIX A

80,3169 Page No.
Purchase (Order Status Report
P08 Date Supplier Rame FPhone Ship Yo Status Amount Transaitted
1603 04,2169 DUPONT PRODUCTS © 612-835-5488 DUPONT REFIMISHER Closed .69
1684 64,2189 DUPOHT PRODUCTS 612-835-5488 DUPONT REFIMISHER Open 6.68
1687 64,2189 DUPGHT PRODUCTS 612-835-5488 DUPOMT REFINISHER Open .68
1668 04,2169 DUPRIT PRODUCTS 612-835-5488 DUPOWT REFINISHER Open 3.9
1669 64-21,69 DUPONT PRODUCTS 612-835-5488 DUPONT REF IHISHER Open 537.60
1016 04,21,89 DUPONT PRODUCTS 612-835-5488 DUPONT REFINISHER Recved 9,89
1015 64,2469 DUPONT PRODUCTS 612-875-5460 DUPONT JOBBER Open 976.60
1017 94,2469 DUPONY PRODUCTS 612-835-5480 DUPONT JOBBER Open 6.89
2084 68/31/89 DUPGHT PRODUCTS 612-835-5480 DUPONT JOBBER Open 0.60
2085 68,3189 DUPONT PRODUCTS 612-835-5488 DUPONT JOBBER Open 0.68
2089 68,3169 DUPOHY PRODUCTS 612-835-5460 DUPOMY JOBBER Open In.m
2016 68,31/89 DUPGHT PRODUCTS £12-835-5488 DUPONY JOBBER Open 6.00
Yotal 2229.20
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68,3189

APPENDIY B

PURCHASES FOR REPAIR ORDER WUHBER ~ 164

Product Bescription

BHITE

URD PRRIMER-FILLER
8/§ BIMDER

BLACK HIXIHE COLOR
BLACK

HED L8] ALUH IRUA
COARSE ALK IHUH

116

Page No. 1

DS D WD N DD BN

.69 .
.69 .
.89 GALLOHW 36.20 144.80
.69 GALLOW 32.26 128.89
.66 GALLON 0.60 9.69
.68 GALLOH 6.68 .69
.68 GALLOH 0.69 9.60
.69 GALLON 32.20 9.60
€9 GALLON 32.20 0.68
.69 GALLGH 32.268 .68
fotal 608,50



2016

APPENBIX C

117

Grand Total

Page Na.
Detailed Purchases by Employee — ANDREV
Supplier Product ID Product Deseription Quantity Size Unit/Cost Ext.,Cost
DUPORT PRODUCTS 16758-F1 URO CLEAR LOM-TEMP REDUCER 1.60 PINT 0.09
Tatal
DUPONT PRODUCTS 16753-PT URC CLEAR LOW-TEMP REDUCER 1.68 PINT 0.08
DUFDNT PRODUCTS 11265-6GL URD PRRINER-FILLER 5.68 GALLOH 0.08
Total
DUPONT PRODUCTS 3045-6L LOW GLOSS RESIH 2.00 GALLON 40.26
DUPONT PRODUCTS 3863-6L HIEH GLOSS RESIN 2.08 GALLON 40.20
DUPONY PRODUCTS 3935-PY 5000 ACCELERATOR 2.0 PINY 34.20
PUPONY PRODUCTS 54568-GL DRIER ADDITIVE 2.68 GALLON 24.85
DUPONT PRODUCTS TSaS-6L DRIER ADDITIVE 2.68 GALLON 15.99
DUPONY PRODUCTS 9033-6L FLATIENING COHPHD 2.69 GALLON 26.56
Total
DUPONT PRODUCYS 16D-GL ORAHGE 9.08 GALLON RN.75 6.60
Tatal .69
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APPENDIX B

68,3189 Page Ho. 1
Detalled Purchases by Supplier - DUPONT PRODUCIS

P08 Supplier Hame Product ID Product Description Guant ity Size Unit/Cast Ext./Cost

2064  DUPONY PRODUCTS 16755-PT URD CLEAR LOW-YEHP REDUCER 1.88 PINY 0.68 0.6

mazszaaxa

Yotal 6.68
2005  DUPOHY PRODUCTS 16755-PY URD CLEAR LOW-TEMP REDUCER 1.60 PINT 9.60
2665  DUPONT PRODUCTS 1126S-6L URD PRRIMER-FILLER 5.60 GALLOM 6.69

Total
2669  DUPONT PRODUCTS 3643-GL Lo GLOSS RESIN 2.68 GALLON 49.20
2609  DUPONT PRODUCTS 3065-GL HIGH GLOSS RESIN 2.69 GALLOH 40.20
2009  DUPONT PRODUCTS 3898-P1 5008 ACCELERATOR 2.68 PINY 39.26
2663  DUPONT PRODUCTS 5450S-6L DRIER ADBITIVE 2.68 GALLOH 24.65
26903  DUPONT PRODUCTS 7588-6L DRIER ADDITIVE 2.69 GALLON 15.%8
2683  DUPONT PRODUCIS 9638-6L FLATTENING COMPHD 2.60 GALLOH 26.50
Total

2010  BUPONT PRODUCTS 16D-6L ORANGE 6.08 GALLOH 3?.75 8.00

Total .60

aneaauanm

Grand Total In.mn
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RPPEHDIY £

88,3169 Page Ho. i
BACHK ORDERS FOR PUBRCHASE ORDERS ¢ THROUGH 2018

P08 Suppller Fhrone Product 1D Product Bescription Size Gty Ord. Qty Rocud Qiy Cncl Qty BAD

2584  DPHIT PRODUCTS 612-835-5488 10755-PT UR0O CLEAR LOM-TENP REDUCER PIHT 1.9 9.69 ©.68 1.68

2665  LAPOHY PRODUCTS 612-835-5488 16758-PY URD CLEAR LOW-TEWP REDUCER PINT 1.6¢ 9.68 6.6 1.6

2605  DPONY PRODUCES 612-835-5469 11208-6L URG PRRIWER-FILLER GALLDN 5.8 4.6 .60 1.69
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APPENPIX ¥

©8-,31.89 PAGE HO.
SUHARY SUPPLIER LISY REPORY
1D Supplier Hame Contact Phone Fax Phone PORS Phone Teras

ADTEC  ADTEC SUSAl 612-934-3444 560-746~-7766 HONE

BINKS  BINKS HFG 414-781-6889 Z» HET 39
BRUT BRUT HANUFACTURING CO. 216-833-9645 2/ HET 30
DEV DEVILBISS CORP LINDA 866-336-1448 4195-476-23950 2 HET 39
BUF DON BAILEY’S VETIE FILL 868-521-3515 2 HET 39
nup DUPONT PRODUCTS 612-835-5468 612-835-5468 27 HET 30
FE ¥ IBERGLASS/EVERCOAT B868-543-4530 116-825-2696 Z7. HET 38
FiT2 7ITZ & PIY2 868-233-4433 cop

FRE FREUND CAid CO. 312-224-4239 Zx. HET 39
HARS MARSON CORPORATION 868-343-3630 617-884-7037 2. HEY 30
HAg HASTER HEAT GUN 414-633-7791 Z7 HEY 36
HEGU HEGUIAR MIRROR GLAZE 312-887-1360 312-887-1347 2 HET 30
HID HID¥AY CONTAINER 612-647-9101 2 HET 30
HGD KOTOR GUARD CORP 686-2727-2822 415-838-6357 Z/ HET 39
hil HATIONAL DETROIT 815-677-4641 B815-877-4658 2~ WET 38
NOR HORTOMN COMPANY 866-331~3604 Zv HET 39
S8 S &6 T00L CO. 201-824-7738 CASH

SCH SCHLEGAL CoRP 860-845-2020 B803-3I77-7546 2» HEY 38
L TALSOL CORP 868-543-1688 513-674-8849 Z# NET 38
Usc U.S. CHEMICAL VICKY 866-321-6672 216-455-6169 Z/. HEY 3@
WE H/E LINE 201-824-2669 27 HET 39
XA XIH PRODUCTS 216-871-4737 22 HET 38
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APPENDIX G
08,3189 Page No. 1

SUPPLIER/PRODUCT MANUFACTURER RELATIONSHIPS REPORT

Sup. ID Supplier Hame Hanufacturer Name

wmC  mTEC @ emc
BINKS  BINKS HFG BINKS BINKS HFG

BRUT BRUT HANUFACTURING CO. BRUT BRUT MANUFACTURING CO.

BUF DON BAILEY’S VETTE FILL BUF DON BAILEY’S VETIE FILL

DEV DEVILBLISS CORP DEV DEVILBLISS CO.

DuUP DUPONT PRODUCTS Dup DUPONT PRODUCTS
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APPENDIX H
08,3189 Page Ho. 1

DETAILED MASTER PRODUCY LIST REPORY

HMan ID Product ID Product Description Size Cost UOC/6al  Hazardous_
Dup 16755-PT URD CLEAR LOW-TERP REDUCER PINY Yes
Jan. 8.68 Feb, 0.60 Har, 6.68 Apr. 6.6 Hay 8.60 June 8.60 Aug. 9.69
July 6.60  fug. 9.6  Sep. 6.69 Oct. 8.69 Hov, 8.68 Dec. 9.60 Total ¢.69
1682S-PT URO CLEAR ACTIVATOR PINY Yes
Jan. 6.680  Feb, 9.60 Har. 6.60 Apr. 6.60 HMay 0.680 June 9.68 Aug. 0.68..
July ©6.88 Aug. 6.0 Sep. 6,60 Oct. ©.60 fMov. ©8.88 Dec. 9.69 Tota 8.68
11263-6L URG PRRIMER-FILLER GALLON Yes
Jan. 0.66 Feb. 6.68 far. 0.68  Apr. 0.60 Hay 9.60 June 6.60 fiug. 0.33
July 0.88  Aug. 4.68 Sep. 0.8 Oct. 6.68 Hou, 9.88 Dec. 8.68 Total 4.68
110-6L T0 BE DISCOMTINUED GALLON 25.00 Yes
Jan, 0.68 Feb. 0.68  Har, 8.68 Apr. 6.60 Hay 8.66 June 0.60 fug ., 0.69
July .68 pug. 6.68 Sep. 6.9 Oct. 0.6 Hou. B.68 Dec. 0.6 fotal ©.89
12061, GREEN 60LD GALLDH 38.35 Yes
Jam. 6.680  Feb. 8.60 Mar, 0.60 Apr. 0.60 Hay 8.60 June .68 Avg. 9.68
July 6.68 Aug. 9.80  Sep. 0.68 Oct. 0.68 Hou. 8.60 Dec. 9.60 Total 0.68
130-6L BLACK GALLOH 20.79 fes -
Jaw. 0.60 Feb. 0.68 Har. 9.60 Apr. 0.68 Hay 8.60 June 6.69 fivg . [N ]
duly 6.68  Aug. 9.60 Sep. 8.60 Oct. 9.68 HNov. 8.68 Dec. 8.68 Total 6.68
14D-6L RED TOMER GALLOYH 30.35 Yes
Jam. 9.68 Feb. 9.60 Har. 0.66 apr. 0.6 Hay 8.60 Juns 8.6 Avg. 9.69
July 9.60 fug. 8.68 Sep. 0.6 Oct. 6.60 Hov. 8.68 Dec 8.68 Total 6.69
1SD-GL FAST BLUE GALLOH 31.35 Yes
Jan, 0.68 Feb, 9.9 Har. 9.8 Apr. 0.08 Hay 8.69 June 9.68 Aug. 9.89
July 9.60 fug. 9,60 Sep. 0.68 Oct. 9.68  Hov. 8.60 Dec. 8.68 Total .80
16D-GL ORAKGE GALLOH N Yes
Jan, 9.68  Feb, €.60 Har, 0.6  Apr. 9.68 HMay 9.868 June 9.68 Aug. 9.89
July 0.08  Aug. 6.66  Sep. 6.686 Oct. 0.6 Hov. 8.6 Dec. 9.68 Total .80~
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OPPEMBIN X
60,3169

Page Ho. i
DETAILED HASTER HAZARDOUS PROBUCT LIST REPOAT
Han ID Product ID Product Pescription Size Cost UiCsGal  Hazardous
1) 4 18753-PT URD CLEAR LOW-TEHP REDUCER PINY Yes
Jan, 9.60 Feb. 0,68 Har. 9.66 Apr. 8.68 Hay 9.60 June 0.0 vy, 9.69
July ©.80 fAug. 6.68 Sep. ©.88 Oct. ©0.68 Hov 6.869 Dec. 6.09 fota ©.60
16823-PY URD CLEAR ACTIUATOR PINY Yes
Jan, 9.68 Feb. 2.0 Hor. 8.68 Apr. 9.66 Hay 8.60 June .08 Aug. .00
July 6.68 fug. .68 Sep. ©.68 Oct. ©.68 Hou, 6.68 Dec. 0.69 Yota 8.60
11263-6L URO PRRIHER-FILLER GALLOHN Yes
Jan, 0.68 TFeb. 6.60 Har, 6.68 Apr. 0.60 Hay 8.60 June 6.08 fivg. 0.33
July 0.68 Aug. 4.686 Sep. 6.6 Oct. 8.6 Hou. 0.686 Dec. 0.69 Yota 4.00
11b-6L t0 BE DISCONTINUED GALLOH 25.69 Yes
Jan, 9.68 Feb. 0.60 Har. 0.00 fipr. 9.68 Hay ©.68 June 0.68 fivg . 9.60--
July 8.60 fug, 9.68 3ep. 6.68 Oct. 6.60 Hov. 9.860 Dec. 6.68 Tota 0.680
12D-6L GREEH GOLD GALLOR 38.35 Yes
Jan, 9.6 Feb. 9.68 Har. 0.68 Apr. 0.68 Hay 8.68 Juns 0.6 Avg . 9.60
July 0.60 fug. 8.60 Sep. 6.60 Oct. 8.680 Howu 0.68 Dec. 0.69 Tota 0.60
130-6L BLACK GALLON 28.78 Yes
Jam. ©.08 Feb. ©.09 Har. ©.60 Apr. 0.60 Hay 6.6 June 9.6 fvg. 0.89
July 0.8 fug. 9.680 Sep. 0.6 Oct. 9.60 Hov 8.60 Dec. 9.68 fotal 6.68
14D-GL RED TOHER GALLOH 38.5 Yes
Jan. 9.60 Feb, 9.60 Har. 6.68  Apr, 0.60 Hay 9.88  June 0.69 Auy. 9.89
July 6.60 fug. 9.60  Sep. 6.60 Oct. 0.66 Hov .69 Dec, 0.69 Total 0.60
15D-6L FAST BLUE GALLON 31.35 Yes
Jan. 6.68 Feb. 8.68 Har. 9.88 fipr. 8.6 Hay 8.88 June .68 Aug. 6.60
July 0.0 fug. 9.68 Sep. 6.60 Oct. 0.60 Hov. 9.6 Dec. 0.08 Yota 0.00
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APPENDIX J

BUFONT HAZARDOUS UASTE TRACKIWG SYSTEM

i

Page Ho.

Historical Hazardous Products Purchased Report

©8,31/689
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