Boot Camp Basic Excellence Series Class

Introduction to the Excellence Series
A. What the Excellence Series Does

The Excellence Series is a family of fully integrated business software. For your
traditional accounting needs, you get products that are simple enough to be easy
but powerful enough to handle your most challenging situations. You can then go
beyond traditional with the Series’ innovative and unique ways to help you make
better decisions, promote quality and excellence and plan for success. All
Excellence Series products have multi-user design features so you can easily
move from a small system to a very large system as your business grows. The
Excellence Series is built around a unique portability technology that lets you
choose from a growing list of over 500 different computer and operating system

configurations. You'll never outgrow your software.

Available Modules

Financial Series
Accounts Payable
Accounts Receivable

A/R Invoicing Adapter
Collections Adapter Inventory/Sales Series
Fixed Assets Inventory Control
General Ledger Order Entry
Job Cost Point of Sale
Payroll Purchasing

Assemblies Work Orders
Excellence Tools Return Authorization
SwiftMate™ Shipping Interface
TaskWise® Rental Department
SalesMark® Item Matrix Adapter
ExecuMate [I™ Warehouse Transactions
ReportMate™
ImportMate 1™ Service Series
International Transactions™ Service Invoicing
Extended Data™ Contract Management
SouthWare Forms™ Service Orders
ExcelReport™ Equipment Servicing
Cash Flow
DocTransfer™
SouthWare WorkFlow™ More Custom & Third Party

Database Director
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E-Business Series
Southware Netlink ™

Products are available!

Southware Partner Alliance



B. How to Logon & Logoff

Logon to the Operating System

Before logging on in the Excellence Series you must first logon to the operating
system. The most common types of operating system are Windows and UNIX.
Check with your system administrator to determine what operating system you

are using and if there are any additional steps to logging into your system.

Windows
1. Locate Southware Icon

2. Double click on the Excellence Series Icon
3. You are now at the Logon Screen for the Excellence Series

UNIX

1. Locate Unix Emulator

2. After you located the excellence series

3. Type your user name and password at the Unix prompt

4. You are now at the Logon Screen for the Excellence Series

Boot Camp Basic Training (Ver. 1.0) 2 Southware Partner Alliance



Logon to the Southware Excellence Series

0

So

Registration Information SouthWare Login:

sion of Open Systems, I

uthW 5'5
_ 3

Licensed by Open Systems Holdings Corp to be used ONLY 03/18/1911:12 AM Term:001

by licensee below. Any other use is a license violation

Operator [ ]

Password ‘

8908

Each operator has a user name and password to enable him or her to sign on, or
log on. This ensures that only authorized people will be able to use the system.

Name & Password

The "Operator" field requested is the user name discussed above. You have four
tries to enter your name correctly. If you make four incorrect entries, your
workstation will be disabled for ten minutes.

Enter "Your user name" in the blank and press< Enter>. After you enter a valid
name the full operator name is displayed and you are asked to enter the password.
When you enter your password it appears as blanks. You have four attempts to
enter a valid password for the user name already entered.
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NOTE: You may change your password during log on. To do this, enter your
valid password immediately followed by an asterisk (*), then press < Enter>.

You must enter the new password twice, entering the same characters both times.
The password is limited to nine characters and may not contain an asterisk. When
you have entered a valid user name/ password combination, you have obtained
access to the system. After display of a message confirming that you are cleared
for system use, you will see a list of options known as the Main Menu.

Logging Off

Log off at your discretion. See your system administrator for your company
policy. Logging off frees the workstation for someone else's use, and is most
important in preventing unauthorized access to the system.

Logging off is a very simple procedure:

- Select F8 to back up to main screen. Pressing F8 at the main menu will
display the following message:

@ QUESTION E
@ Continue with Logoff?
Yes | Ho |

[}

You will then click on “Yes” button or just select “y”, then enter.

- You can also enter the word "QUIT" or “EXIT” at any menu to log off.
- You may select “File, Exit" from the pull down menu.
- Click on “x” in top right of window (Rev. 7 or higher, windows only).

=%

When you log off, control is returned to the operating system. Your system
administrator may have you setup with an automatic Menu Timeout. If so, you
will find that the system time will automatically log you off if your operator
remains in one menu for a certain period of time with no entry.
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C. The Screen

File ‘“iew Trans Ing Reports Periodic Maint Seb-Up Tools Ophions  Help

FafoDadal-Sdd 28 4 3 9 Main Menu
M &
Top Menu Bar

Consists of Pull-Down Menus, Menu Icons, & Status bar

Pull-Down Menu

File View Trans
Inquiry Reports Periodic
Maintenance Set-up Tools
Options Help

Menu Icons

Button options can be modified in XX-04-02-03. Some common features are the

following:
Status XM Summary Report card Stopcheck
Zoom Links All Trx Spool Mgr Breakout
Modify Graphs Events Calculator
Phone Coffee Break Workflow OfficeLink
Print Screen Help Calendar

Bottom Menu Bar

The Bottom Menu Bar gives you some basic navigation options, current system date,
current operator and any open processes/windows in the system.

« i = 2

d DEMOD 10/31/05 o 8309

Southware Meny | Order Entry | Inventory Stock Item Records
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The Full Screen

a0 Nuuidweed 30030 M Wi

Genatbhed o Motrns |

m;o_:um ] |

_ P P Shorteut | |

e Erfar nnd Edit AF Transactons J

Print A Transsctuon Eda List J

Fost Transactond To Open hom Fie ‘

e W DEMO 100048 s w0

The Full Screen consists of:

1. Menu Reference & Name of the Company and the Menu Option Bar to select
between the different menu styles.

Note: The Excellence Series user manuals are organized by reference
numbers. The reference number of the program you’re using tells you
where to look in the manuals. In every module’s user manual, the menu
name and menu reference is located on each page’s heading.

2. The select prompt or shortcut is where you can type the name of program,
menu reference, or short cuts. The current menu options are available in the
body of the screen.

3. The current processes open in your specific session.

4. Menu history, navigation buttons (forward and back), your Profile options, the
current Operator and system date.
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D. Menu Structure

[E= Main Menu SouthWare Excellence Series (DM)) Demo Company (=] =] ]
File View Trans Ing Reports Periodic Maint Set-Up Tools Options Help

dabfoDal-Shd A8 439 Main Menu
b & @H @

Shortcut & | |

Accounts Payable Fayrall

Accounts Receivable Feturn Authorizations

Cash Flow Ledger Rental Department

Southare DocTransfer Feporhkdate

Fixed Assets Southvare Forms Adapter

General Ledger Shipping Interface Adapter

Impoarttdate [l SalesMark

Inventory/Sales Series Service Management Series

International Transactions TaskWise

Job Cost Southware WorkFlow

More kMenu Selections |

« @ o 2a

9 DEMO |11x01x05 [@ £a09

Southware Menu I

A standard Excellence Series menu structure is an inverted tree structure. All
menu options are integrated into one flexible menu system. Concepts that will
help you to understand the menu structure are the following:

¢ Standard menu records are displayed from records in a file — they are not
hard coded into a menu program. This means that you can customize the
menus.

+ Standard menus are variable based on your security levels. The menu
conforms to your security clearance so you won’t see items which you
can’t access.

+ Standard menus have a consistent arrangement for all products in the
Excellence Series. (See section under System Navigation for more
details.)

¢ Processing menus are arranged as all-inclusive checklists of the “thought
process” you should go through. They show you the proper steps in the
proper sequence so you don’t have to remember the programs or the
sequence.
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The TreeView Menu

SWMNUMGR ~ SouthWare Excellence Series (DM\) Demo Company

==X

File View Trans Ing Reports Periodic Mant Set-Up Tools Options Help

Fdabonalesd®3Bax9

Menu Tree View

n & EEC] ‘

Southware Menu Tree
By Type of Processing
@ Trans

3| Accounts Payable

= APDT - AP Transactions
= AP0101 - Enter and Edit A/P Transactions;
B APO102 - Print A Transaction Edit List

B APD103 - Post Transactions To Open ltem Fle

=] APO2 - Payment Processing

= APOS - Inguiry Options

APO4 - Reports and Listings

= APOS - Periodic and Year-End Processing

- w = APOG - File Maintenance

s APOT - Installation and Set Up

w5 Accounts Receivable

& &) Cash Flow Ledger

o

Help Cff

Enter and Edit A/P Transactions

WP fransactions are used to record the invoices and credit memos
ou receive from your vendors. You may use this program to enter new

IAJP transactions into the system or to change or delete any unposted
ransactions.

INOTE:You will first have to enter an operator code if you don't have an
automatic default set up in your logon operator record (see AP-06-05).

ALthMare NorTrancfar [
2
B DEMO DB/25/07 ]
s
SouthWare Menu
The WebView Live Portal
] SWWEBWIN - SouthWare Excellence Series DMV Demo Company e =
File View Trans Inq Reporis Periodic Maint Set-Up Tools Options Help
FdafdoNaUesadadce Southiware Web Menu =
O & o @8 8 [@ & | ‘ L. |@ ¢ 28 & o *
& Roles &3 people [& Tasis & analysis ¥ NertsNews % overview b
[ « Start ‘ Financial Sdes |  Sevice | Fqupment | Goas |
Launch Henu A/RYTD Sales $104,724.22
Exerve Open Orders ss81,52757 ) Sales $
LACLVE #0pen Service Calls 35 ¢
o Past Due A/R 48,606 o
Refresh Page Open Purchase Orders $289,348.59 ok Yoar|
@ 4 Analysis Summaries #0pen Alerts 9 o W Lost vear
@ Financial  vigh prioricy o 5
B Sales #VTD Complaints 1 © May12Juni2 Ju2 Aug12Sep120H2
i senvice May124ni & 25ept2
B Evecuvate 1 #My Tasks Due Today 0
i 11 Portal #My Late Tasks 2
Manager Portals
0. Inquiries Dalily Orders/nvoices XsernErss STy
@ Operator Info Period Ending 04/30/12 PTD-Curr YID-Curr
» Help sales 28,436 102,198
Cost of Sales 14,465 53,135
Oper Exp 8436 3312
Other Inc/Exp 2 148
Net Income 5,537 15,809
Status Info.
o [ G0 | 6k | Pebes | Recowbes | Colectos |  Buye | CuiSeke || Ol | Odernry | Payol | InenyMg | AsenbyWo | SevieCols | SevieMa |[of
|
web e | E | Procaseorbods | oemo
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Some terminology that will help you understand the Excellence Series are the
following:
+ Fields — Each record consist of fields. There are 2 types of fields. You

have key fields and entry fields. These fields can vary in size and type
(numeric or alphanumeric). Key fields are the unique identifier for the
records in a file. For example, the customer number is the key field for
records in the customer file — no two customers can have the same
customer number. Key fields are typically identified on the screen with an
asterisk (*). Key fields may not be changed. For example, the Customer
Master and Invoice History files are related by the customer # key field. If
you could change the key field, the relationship between the customer and

invoice history would be lost.

In the example below (#1) Vendor #, Terms Code, Current Bal, Default
Pay to, and Fed ID

T

# are some examples of fields.

.n"r‘.ﬂﬁ-": ence Series (DM\) I ] 4
File Edit Approx Search Mext Previous Enker Options Breakout Link Help
Dddigae B8 B0 dia Vendor File Maintenance
0 & TN ‘ @
“1 Vendor # o] 16. Default Pay To
2. Name
3. Address 1
4. Address 2
5. City, State I:l I:l
6. Zip Code \ 17. Mult PayTos? I
7. Contact |
&+Phone/Other Fax I 18. Categary hfre D
Credit Info 19, AP Acct - |
4. Terms Code ||:|
Ref:
10, Credit Lirmit ] Priarity 20:+User Fields [TTT1]
11. Pay Status 21.1099 MISC Reg'd? ‘ " [Box m
12. Current Bal 22. Fed ID# ] |
13. Past Due Amt Ag of 23.+History ‘
14. High Balance Ag of YTO Prts
YTO Purch
15, Automatic Distributions ? YTD Disc
Exit |
Enter |SEamh by Mame il Lookup ] m
I'n DEMO 11401705 w0
e I}
Southiware Menu Vendor Maiktenance

¢ Records — may consist of one or more fields. A record key is the reference
that makes each record uniquely distinguishable. An example of a record
is the vendor screen above. In the example above, all of these fields, plus
many other fields that are not displayed make up a record and the vendor #
is the record key.
Files — The data you access in the Excellence Series is stored in files.

¢ Programs — The application you use to access / manipulate data in the
Excellence Series.
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E. System Navigation

File View Trans Ing Reports Periodic

=10fx]

Maint  Set-lp  Tools  Options  Help

@afoDNEU=eadIB8IzE Main Menu

e Shortcut & | |

AP Transactions

Payment Processing

Inguiry Options

Feports and Listings

Feriodic and Year-End Processing

File Maintenance

Installation and Set Up

- Ep = 2k

@ DEMO 11/01/08 A 8303

Southiware Menu

Navigation thru the Excellence Series can be done in one of many ways.

1. Mouse — move mouse pointer to your selection and click.

2. Arrow Keys — use arrow keys on key board to your selection and press enter.

3. Short Cut — type menu reference or program name in the select prompt and
press enter. For example, AP-01-01 goes to AP Transactions —Entry.

Standard menus have a consistent arrangement for all accounting products in the
Excellence Series. Once you have learned one module, the others are easy to
learn. The arrangement from top to bottom is:
+ Normal processing — This area of the menus includes the most commonly
used selections such as transaction entry.
¢ Inquiry — This area of the menus includes the programs that let you
quickly look up & drill down into your data.
+ Reports — This area includes the reports and listings you can print or
display.
+ Periodic processing — This area includes the processes that you typically
use at the end of an accounting period, or on a regular but not daily basis.
+ File maintenance — This area includes the programs to maintain the
master files and other files that make up the basic data for this module.
+ Installation and Set Up — This area is a checklist of the sequence and
programs you should use to set up the module for use in your business.
Some of these options overlap with other areas, but they are included here
for a complete checklist to help you get going quickly and correctly.
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Live Portal & Quick Screens Navigation

[] SWWEBWIN  SouthWare Excellence Series (DM\) Demo Company B %

File View Trans Ing Reports Periodic Maint Set-Up Tools Options Help

dafjormad=Eesa8dse Southivars Web Menu =
4 2 & ’ A
m £ G 2 8 @ @ L aunoh i L[&8 @ a & 35 &
QuickScreens Menu
SouthWare QuickScreens »~ Portal Links | Portal Icons ~ Recent (. SV - Enter Service Orders JTW - Messages 4,7 RM - Reports Portal
(& Refresh g Options @) @ | R Favorites | [find text S nll Available Roles = 5 show: ¥ Roles 53 people [ Entry A Anaysis 4
) 7 )] %, ™ 3 ) ) ™
Exerve StayCurrent Site 1 H’..z ‘d 3" d GJ @ g 4 a - a
Check the latest update here. 2 - P Portal AP - Acd Vendor 2 - Enter Blls AP - Vendars AR~ AR Portal AR - pdd AR - Customer AR - Customers AR - Enter AR - Find
o o Customer Senvice Poral Payments Customer
Exerve University - User Training
User training can have a significant
impact on vour business
(more) 5) — ~
. @ ) ) =) =)
New Quick Screens PO Approval o - Bank e,r @ Q e &; =] |:;; =
Portal AR~ YTO/PTD Deposit Portal Close Portal GL- Financal L - Financil aL-GlL SL-GIL Portal 15 - Buyar Portal Is - Enter 1S - Inventory =
The PO Approval Portal allows you to Toraks by Cust ‘analysis Statemerts Accounts Order/Quote Manager Portzl i
easilv review and chanae the W] Salesrep
(more)
- = = =1 = =
B D =) = 5 o B ) 9
iy J = = . J J v}
Product Menu v “jj / < - “'-\d o’
oy 1S - Mobile 15 - Mabile Sales 15 - Order Entry 1S - PO Approval IS - PO Planner Is-POS 15 - Print IS - Sales 1S - Salesrep IS - Select
&3 Accounts Payable Order Entry Porial Portal Portal Portal Invoices Manager Portal cortal Orders
53 Accounts Receivable
3 Cash Flow Ledger 2
£ Southware DocTransfer L
£3 Fored Assets - @ a a o B 2 o
2 ) A ) ) ) )
£3 General Ledger = L?j E L [N a “3' S, ﬁ}’ %.—’
& Importiate 1 IS - Stock 1S - Turn Sales IS - View Sales 3C - Job Analysis PR - Employess PR - Payroll RM - Reports 51 - Assemblies SV - Enter SV - Equipment:
3 Inventory/Sales Series YTD/PTD Sales Quote into Order Portal Portal Portzl ‘Servicz Orders Portal
€3 Intemationsl Transactions wf Prod. Cat.
3 Job Cost
£3 New Menu Im v
3 SouthWare Nettink £ 51 ) ) @\ ) ) W 3 S G
£3 Payroll d 2 / / ) @/ =, ) ) {g
23 Retum Authorizations. SV - Held SV - Mobile Tech SV-S0 SV - Service SV - Service SV - Service SV - View SV - View TW - Add TW - Add
3 Rental Department Deposits Portal SC:?HU;;HQ Manager Portal Orders Portal Tech Portal Contracts Service Orders Opportunity Prgp::tﬁ\\lf
&3 ReportMate
£3 Southiware Forms Adapter ~ ==
Find [Name: - 1 Q & (o5 of 03/01/17 10:57:23) @ Open Tasks (22)  Alerts (0) 9 Messages (0 Unread)
b
Web Menu
e M 2 ServerMade DEMO

The Main Quick Screen portal consists of:

1. Update & News Panel — can be configured to point to different resources.

2. A complete system menu accessing the standard windows programs.

3. Super Search providing a complete system search for a name or document
number.

4. Portal & Application history links and filters. Two key options here include
the search/find text and the Favorites option.

5. Portal & Application Icon Desktop

NOTE: Currently open portals will appear as tabs at the top of the Live Portal
window.

Boot Camp Basic Training (Ver. 1.0) 1 Southware Partner Alliance



Portal Navigation

[C] SWWEBWIN  SouthWare Excellence Series (DMY)

Demo Company -

Fie View Trans Inq Reports Periodic Maint Set-Up Tools Options Help
Fadonal=LeaBase Southiware Web Menu =
@ a Launch . . @ B @ B &
f » Customer List | Customer Details |
aoDNMER e
Number Customer Name 3 Sales YearToDate | Sman | Contact Phone aity State | EMail Address
e [ [ [ 5)]] [ [ [
hefresh Page ) 1 Carl Sanders $27500 BTR  Carl Sanders 338-821-2342 Atlanta AL CARL@SANDERS.COM -
ustomer Number: 2 ] 2 Manfred Morris $0.00 1 Manfred Morris 2057495741 Montgomeny AL manfred@morris.com 1
6o D] 3 Ryen Chance $0.00 BTR | Ryan Chance 3132542383 Charlotte M RYAN@CHANCE.COM
Find by Name/Contact: ] 4 Betty Jones $0.00 AEM  Betty Hines 2057762342 Mobile AL bettyBhines.com
€ o) 6 Rose O'Brien $000 BTR  Ross O'Brien 404-563-2278 wacon G rose@rose.com
,mvms— 5) 7 Garth Rosen $0.00 4 Garth Rosen 2057494315 Opelika AL garth@sales net =
ﬂl [>] 8 Wilson's Medical $0.00 1 Joe Wilson 770-447-5555 Norcross GA acct@wilson.com
(5] 15 Johnson Lumber Company $0.00 AEM 334-887-3258 Aubum AL
[>] 16 RE Prospact $0.00 | 1 John Stevens s35-200-888 San Antonio ™
~&3 Overview ) 17 Henderson Medical Equipment $0.00 BTR oz Henderson 999-256-6794 san Diego ca Joe@hendersonmed.com
-~ I ] 18  Felica Testing 4 5000 BTR  Felicia 777ITTEITT Auburn AL
El 4 Sales/Balance
22 All Customers o 101 Location 001 Customer $0.00 LOC Aubum AL
& Top 25: YTD Sales 5] 150 Appleton's Haberdashery $0.00 BTR | MaryJo Appleton 205-262-5541 Dothen AL jsmith@appleton.com
8 Past Due Only 5] 200 Location 002 $0.00 LOC il East 205-756-2300 Union Springs AL
43 Customer Aging 5] 212 Pruitt - AHR Test $0.00 | BTR Carl Sanders 338-821-2342 Grovedale VIC 3216 AU (CARL@SANDERS.COM
42 PTD/YTD Sales Trend 5] 256 First Bank of Dalton $0.00 AEM  KrieRay 706-226-5377 Dalton (=) kyle.ray@firstbankofdalton.com
il Graphs ] 300 Location 003 $000 LOC  JoeTest 3342713245 Montgomery AL
@ s35ales by State © 350 Columbus Auto Parts $0.00 WIG  John Stinson 404-528-4351 Columbus Ga columbus@autoparts.com
@ 9Cust by State o 400 | 55A Consulting $0.00 BTR | Gl Thompson +44 (0)20 7479 8756 Columbus ) thompson@ssa.com
(5] 401 Sony Corporation $0.00 KW Jane Henderson 3238353600 Alpine ca hend@sony.com
5] 500 DesignWWare $0.00 AEM Tim Johnson 334-821-8888 Aubum AL design@compnet.com
(5] 560 Emst’s Grocery $0.00 BTR Judy Bennett 804-699-8500 Richmond VA er@grocery.com
[>] 500 First Finance $0.00 AEM  Kennath Whitley 3346879421 Aubum A firstfin@mindspring.com
vj‘ 650 Earls Auto Body Repair $672 BTR  Ear Stringfellow 3347455232 Opelika A : -
< i
I [ [ s281.72 [ [ [ [ [
[ Total Records 55
(e | = Sever e oewo

Example Portal sample options consists of:

1.

2.

3.

4.

Active portal tabs.

Portal search and menu options.

Web grid menu for features like exporting to MS Excel and column sort and

filtering.

Web grid or portal content.

NOTE: Many portals have control settings that will be on a tab on that portal or
on a related portal.
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F. Function Keys & Rapid Keys

Function Keys

Rapid Keys — CRTL R

<Esc> Backup 1 field (in most cases) S Status
— (Right Arrow) Next record (forward) F XM Summary
«— (Left Arrow) Previous record (backward) X ReportCard
<F1> for Approximate Search C StopCheck
<F2> for Approximate Search Z Zoom Links
<F3> for Search A All Trx
<F4>, <F5>, <F6> Process specific keys — meaning changes in each program. P Spool Mgr
<F7> for Help B BreakOut
<F8> for Exit M Modify
<F9> for Breakout G Graph
<sF1> in Windows for Links in Windows \Y% Event
<F10> in UNIX for Links in UNIX H Calculator

T Phone

E Coffee Break
From Menu Screen w Workflow
<F4> Main Menu takes you to Menu Utilities
<F5> Excellence Mail System
<F6> Workstation Status

General Shortcuts

Control Key Shortcuts

Grid Search Shortcuts

QUIT /EXIT | Exit out of System CTRL N Go to Notes SEARCHCUST | Customer Grid Search
CALC Calculator CTRL O Change Trans Operator | SEARCHEMPL | Employee Grid Search
MAIN Go to Main Menu CTRL V Go to Events SEARCHINVC | Invoice Grid Search
MODIFY Go to Customization CTRLR Go to Rapid Menu SEARCHJOB Job Cost Grid Search
PHONE Go to Phone Find Search | CTRL X Go to Extended Data SEARCHPO Purchase Ord Grid Search
SPOOL Go to Spooled Reports CTRL Z Go to System Zoom SEARCHSO Service Ord Grid Search
Z00OM Go to System Zoom SEARCHSTK Stock Grid Search
SEARCHVEND | Vendor Grid Search

Shortcuts to Modules Shortcuts to Modules Menu Shortcuts (Add Your Own)
AP Accounts Payable PR Payroll
AR Accounts Receivable RA Return Authorization
CF Cash Flow RD Rental Department
DD Database Director RM ReportMate
DT DocTransfer SF SouthWare Forms
ED Office Scene SI Shipping Interface
FA Fixed Assets SM SalesMark
GL General Ledger SV Service Management Series
M ImportMate T™W TaskWise
IS Inventory/Sales Series WF WorkFlow
IT International Transactions | XD Extended Data
JC Job Cost XL Excel Reports
MAIN Main Menu XM ExecuMate 11
NL NetLink XX SwiftMate
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Rapid Keys
Select User Key

e e ——

S - Status

F - XM Summary
X - ReportCard
C - StopCheck
£ - Zoom Links
A-Al T

P - Spool Magr
B - BreakOut
M - Modify

G - Graph

¥ - Event

H - Calculator
T - Phone

E - Coffe Brk
W - WorkFlow

OK | Cancel |

Rapid Keys are an alternative way to select a button. You can associate a single
letter with each button and its action. Then, if you don't have a mouse (or if it's
faster to stay on the keyboard) you can launch the button by pressing the Rapid
Key hot key (default of < Ctrl R >) and then the single letter associated with the
button. If you don't press a letter immediately after the hot key, a list of the
buttons appears for your selection.

Example:

You want to be able to access your word processing program at any time while
entering data. You can set up a button on the "FILE" button bar with a bitmap
picture, and have the button launch an object that executes an operating system
command to start your word processor. In addition, you could assign "W" as the
key for this button, then alternatively press the Rapid Key hot key and "W" to
access your word processor. More information on these keys is discussed in this
guide. Refer to Excellence Series user manuals for additional information.

Exercise #1

1. Log on to the Excellence Series

2. Go to customer Inquiry

3. Look up customer #7. What is the name of customer?

4. Look up customer “Crazy Cars”. What is the customer #? What is your menu
reference?

5. Log out of the Excellence Series.
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G. System Security and You

The features of security determine who can access the system and what they can
do. Some key components of security:

¢ Company ID (XX-03-01) — This is a 3-character ID for a set of data files.
The Company ID allows you to maintain multiple sets of data files. Each
operator is associated with a particular Company ID.

/= )0(-03-01  SouthWare Excellence Series (DM)) Company
File Edit Approx Search DNext Previous Enter Options Breakout Link  Help

emo Company

=101x|

dbhdoweddsmw0e0dmn

Company Information Maintenance

0 & 5t VR CT R DT |

*1. Company D

3

DM,

2. Company Name

Demo Campany

Centered Mame

Demo Cormpany

3. Full Company Name

Southi'are Demo Comparny

4. Address 1 F. 0. BOX 3040

5. Address 2 1922 Professional Circle

B. City Aubum |
7. State AL

£. Zip Code 36830 |

9. Contact Name

10. Phone Number

334-621-1108 |

11. Company Log Flag

A |Always Log Activity |

12. Date Input Format

rRMDDYY

13. Date Output Format

WD DAY Ex 11/01/085

14. Password Protection

M |Nn Comparny Passwaord

15 +Application Interface Flds

16. Create File Directony

17. OfficeLink Parent Dir

18. Repeat [0 Errors

v Count |_5|

Expire: |

# to change - Ok Cancel
[} @
g DEMOD I 11/01/08 (-
—— |
Southw/are Menu  Company ID Records
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¢ Logon Operators — This program allows you to maintain information about
your operators and their use of the Excellence Series. This program is the
key to security in the Excellence Series.

Note that each operator is associated with a particular Company ID. When
logged on you only access the data files associated with that company.

NOTE: If the company ID that is assigned to an operator has special
password protection for changing operator records, you must enter the
correct password before you can change the operator.

= ¢-03-02 SouthWare Excellence Series (DM, emo Company o [m] 53
File Edit Approx Search Next Previous Enter Options Breakout Link  Help
dbhdeoweddsm00dm 0 Information Mai
O & EREIEO NG @‘ 2

*1. Operator ID

DEMO

2. Passward

3. Operator Name

DEMO OPERATOR

Expire Date:

0o/oo/00

4. Comparny ID

Dby IDemD Corpany

b.+Logging Flags

[Alveays Log Activity |

6. GUI Configuration D

7. User Group Access

Log Fht

i IAccess Tao Al User Groups

i+ Special Security

9.+Default Transaction Oper
10.+ Profile Preferences

11. Logon Default Profile

12 +Security L evels
13.+0ther Info

*Default

- # ta change -
] m

F4 | to Make Dperator Inactive

H  DEMOD |11/U11‘EIE ® o 92

Southw/are Menu  SwiftMate Dperator Maintenance
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¢ Security Level Numbers — This is the security clearance number from 0 (no
access) to 9 (complete access) that is given to each operator for each module.
Each program, menu, object, etc., is assigned a required security clearance and
won’t allow an operator access unless he/she has sufficient clearance.

Level 0-9

Level Description

0 No access to any menu or program within the

system.

Access to inquiry programs.

"3" access plus access to reports and listings.

5 “4" access plus access to daily entry and edit
programs.

6 "5" access plus access to daily posting and update
programs.

7 "6" access plus access to file maintenance programs

8 "7" access plus access to non-daily periodic and
year-end processes.

9 "8" access plus access to installation and set up
processes

EENVS]

(M Help Modes !Em

Ho Access
Inquicy

Reports

Daly Evitey
Daily Posting

Flle Mamtenance
Periodic Mant.
Unhmited

w00 =) N L o O
L T S S
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+ Transaction Operators — These are sets of ID codes for each transaction

process that let you tailor the features and security of that process for different
operators. These can be automatically defined based on the Logon operator,
or they can be specified each time you access a program/process. These are
set up in the File Malntenance area of the related specific module.

: STsTE
File Edit Approx Search Mext Previous Enter Options Breakout Llnk Help
AhdiweB D090 Maintain Appl. Operator Defaults
| o & EREIERET ‘ F] ‘
1, Operator D | pEMO ] Operator Name [DEMO OPERATOR
2. Password Validation | L] Company D Dkl
Application Default Application Operator
AP Accounts Payable 31D 2P| Mame: Accounts Payahl
ARC AJR Cash Operator 410 ARC Marne: AJR: Cash Operat
ARS AJR Sales Operator 510 ARS MName: AJR: Sales Opera
GL General Ledger 61D GL MName: General Ledger
FOS Foint of Sale 7.1D PO35 Mame: Foint of Sale
1N Inventar, 8.10 INY Mama: Inventary
FR Payroll 9.10 PR [Mame: Fayroll
SV Senvice Management 10.1D S Mama: Service Managem
JC Joh Cost Operatar 11.1D JC Mame: Job Cost Operat
> ExcelReport 12.1D XL MNama: ExcelReport
FO FO Buyer 13.1D PO [Mame: FO Buyer
M ExecuMate 14.1D i MName: Executdate
FA Fixed Assets 15.1D FA MName: Fixed Assets
OE Order Entry 16.1D OE Mama: Order Entry
6F Cash Flow 17.1D ICF | MName: Cash Flow
o # to change Ok Cancel
@ o
|'ri DEMO I 1101405 B @
—_— |
Southt/are Menu  SwiftMate Dperatar Maintenance
Example of AP Transactlon Operator
8l -1olx|
e e e
AhPdeeeDB B0 OE A/P Dperator Maintenance
| 0 % EIFICIEGEE ‘ @
*1. Operator AP
2. Lockout Passward |
3. Operator Name DEFAULTAP |
T =
Search Enter Help Exit
N Allow o Change Oper? ]
Access Other Oper Entries? Y_
Change Defaul G/L Date? v
Enter a Cradit? Y_
Enter a Prepaid? ]
Allow Duplicate Documents? Y_
Allow 2 Hald Status? N
Fequire a P/0#7 |
Change 1099 Info? a
Change Default Terms? Y_
Frint an Interactive Check? Y_ $ Limit |Im|
Allow Transaction Posting? Z
Enter a Customer Refund? ‘
Exit
[ TH— ar ez
L] |
SRR EE @ DEMD | 1140108 P
— |
Southiwfare Menu  A/P Transaction Operators
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lll. Entering & Editing Data

A. Entering Data

Importance of Accuracy

When entering data, the importance of accuracy is paramount. The correct
spelling, use of capitalization, and assigning key fields are ways you can keep
your data accurate.

Spelling

Make sure that you correctly spell data as you enter it into the Excellence Series.
When you search for the record, it must be spelled correctly unless you use the
wildcard lookup option. See “Wildcard Lookup Option” for further details later
discussed in this manual. When looking up a record, if you misspell your search
criteria or the record is misspelled, the result will be that the record does not exist.

Capitalization

The Excellence Series is case sensitive. So when entering data please make sure
that you keep this in mind. You should establish a uniform way that data is
entered in the Excellence Series. For example, when entering new customers
(Carl Sanders), enter the customer’s data the same way. If you enter the data
differently each time (i.e. CARL SANDERS, carl sanders), when you search for
the customer’s record, you may be unable to find it, or you may pull the wrong
customer.

Note: Later SouthWare versions have options to minimize the affect of
capitalization.

E] Enter starting value (Format: None ) =]

Starting Customer name || |
{Masking Characters ™ or '?' may be used)

¥ lgnore Case WV Find Text

Enter] continue _F4| Selectkey _FB5 | Change Format

Assigning Key fields

It is important that you establish a company policy on how new records should be
entered into the Excellence Series. You can choose to have customer and vendor
numbers automatically assigned when they are entered into the Excellence Series.
If you assign them manually, you should maintain a uniform way to assign
records.
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1. Item Help
= AP-01-01  SouthWare Excellence Series (DM))

File Edit Approx  Search Mext Previous Enter Options Breakout Link Help

@ 33 @ s e |2 D s a:' E (7)) {a 2 A/P Transaction Maintenance
I 0 & W9 Db B @ Perind 7 thiu 07 /31 /06 EE

=10l x|

AP Unposted #: 4 $: 710.92-

List Transaction |

*1. Transaction # [ 0] 2. G/L Date |
[=southWaretelp 2
m2E@BEE 0K

&) All Topics 2} Program Topics | Full

| 01- Transaction MNumber .
~] 02 G/L Post Date Transaction Number
D03- Transaction Type
04- Reference

05- Yendor

0501- Pay To Address IThis is the unigue record "key" for each transaction. The system assigns
06- PO Number this six-digit number when you add a transaction by using the "Next

07- Dacument Humber [Transaction No" control number in the Control Record.

08- Document Date

09- Document Amount
0901- 1099 MISC Reporting Press [Enter] to create a new transaction. The system will assign the

0902- 1099 MISC Reporting number when you are finished adding the header information.
10- Non Discount Amount
11- Credit Terms ITo find an existing transaction you may enter the number or use the

1] s Code ffunction keys shown in the prompt.
1102- Invoice Due Date B

1103- Last Discount Payment Date
1104- Discount Percent

1105- Discount Amount

12- A/P Account Number

13- Discount Account Humber
14- Cash Account Number
15- Check Date

16- Check Number

17- Distribution Line Number
18- Distribution Type

1801- Job ID

1802 Cost Code

I

VT T T T O RO AT T AT WO T T 8

{1

Standard Help is always just a button or keystroke away. The Help button or
<F7> key accesses Excellence Series’ on-line help text for the program or field
you’re cursor is currently resting upon.

In the Help window, you can click on the “All Topics” tab in the upper-left hand
corner and you will get a Tree View list of all modules. You can then drill into
each module or click on the PDF Documentation link, in the right hand box, to
display a PDF manual in your default PDF reader (i.e. Adobe).

2. Look ups & Searches

Some fields in a maintenance program may refer to records in other files. For
example, when setting up a customer record you must enter the appropriate
salesman, terms code, ship via code, and tax code from other files. You may use
the lookup function to find the proper record from another file. Whenever you are
in a field that requires you to enter the key for a record, the "< F3> to Lookup"
prompt should appear.

If you select <F3> search without entering a beginning value, a box will
appear in the middle of the screen showing the possible methods (alternate keys)
you can use to search for a record. Choose one of the methods and enter a
beginning value.
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Example of F3 search

IS AR-04 SouthWare Excellence Series (DM)) Demo Company 1ol x|
Fle Edit Approx Search Mext Prewious Enter Opions Breakout Link Help
*'k Q @. E ei ﬂ) (2] Customer Open Item Inquiry
x|
1 Customer number
Contact T Lirnit
1 Customer number
Fhone # 2 Customer name Bal
3 Phane number
4 Salesperson D
b Customer group
G Zip Code
7 Computer Equip
8 5IC Code
9 Other Equip
F5 | List Format(None |
Edit | oK Cancel
F3 | Lookup  Enter | Access by name ® m
_F1 | NewtRise _F7 |FievReo _FB | End 4 DEMO 11701705 W sanl
— i
Southiw'are Menu  4/R Customer |nguiny

If you enter a beginning value and press < F3> (or select Search), a window
will display and show you existing records beginning with the key value you
entered.

I =0l
Fie Edt Approx Search Nest Previous Enter Options Breskout Link Help
*'k Q @. E ei ﬂ) (2] Customer Open Item Inquiry
EE |
Cust Terms
Contact Credit Lirnit
Phone ¢ X
DE[a 4P 2(8 ¢ | BEAS9HE =
Customer number Il:u:lumel name | Phone number | Salesperson ID | Customer group | Zip Cod | +]
g | Cust ‘ Name ‘ Fhone |F\ags|5man|Gmup| Email Addres
/2 350 Columbus Auto Parts 404-526-4851 WTG
=2 400 S5A Consulting +44 (0y20 7479 8756 BTR thompson@ssa.c
= 401 Saony Corporation 323-935-9800 JKi hend(@somy.com
2 500 Designare 334-821-8888 AEM design@compne
& BEO0 Ernst's Groceny 804-693-8500 BTR
& BO0 First Finance 334-887-9421 AEM firstin@mindsprin
& B0 Ear's Auto Body Repair 334-745-6232 BTR sarli@autobody.ci
& 810 Harrelson's Computer Centre 205-662-5296 2
2 1150 Kleen Karpet 205-743-5536 2
|2 1240 Lee County Health Care 205-745-6242 3
2 1610 Paticia's Beauty Supplies  407-877-2960 4
& 1810 Regal Eagle Car Care 205-826-2277 AEM
2 1980 Southern Design 404-352-1622 WTG
/9 2050 Tick Tock Clocks 206-664-6512 1
& 2200 Gerald Williams ETR
/2 2250 Victoria Church of Christ 404-562-6523 3
4 | il
il Lookup  Enter | Access by name L
_F1 | NewtRise _F7 |FievReo _FB | End 4 DEMO 11701705 [m 801

Southiw'are Menu  4/R Customer |nguiny
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A large window of records will appear. Once a window is displayed, the prompts
at the bottom of the screen explain the options available, you may select a record
from the window by entering its number, by clicking on it, or by highlighting it
and pressing < Enter>.

In some programs and searches, there is a quicker method to access by name.
Notice the prompts in the lower-left below indicate that you can press enter
to search by name.

1ol =i

HA B ® e Customer Open Item Inquiry

’ 0 & ‘

Custﬂ | Terms

Contact Credit Limit

Fhaone # Ay Days Bal:

F3 | Lookup  Entgr | Access by name @ @
I [itstlitee. [TRET| Rl [T | I'ri DEMO 1101705 @ 8901

Southiw/are Menu A /R Customer Inguiry I
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Wildcard Lookups

When you access a search program and enter a starting record value, you may use
wildcard or masking characters to search for an alphanumeric field, for an account
number, or for a Job Cost code. These wildcard characters allow you to screen
the records shown in the lookup. Simply enter a combination of wildcards and
other characters in the starting value field according to the rules below:

1. The "*" serves as a multiple character wildcard. *ON will match
both "WILSON LUMBER" and "SAM'S INSULATION".

2. A "*" is assumed at the end of any masking entry. If you enter *“MAN the
lookup works as if you entered *MAN*.

3. The "?" serves as a single character, fixed position wildcard. WIDGET??
-20 will match WIDGETAB-20, but will not matchWIDGET1-20.

4. You may use "?" and "*" in combination, but you may not use an"*"

before a "?" since the "? " must refer to a fixed position. ?? TV*INC is
allowed, but *TV?? INC is not.

5. You may use the "?" but not the "*" when masking account numbers and
cost codes. If you have a 4-3 account number structure, and you want to
search for codes beginning with 4 in departments ending in 10, you could
enter the mask 4??? for the code and ?1 0 for the department.

6. A space is a valid character to enter. *MAN * will match "NEWMAN
TRUCKING" but will not match "MANTON, INC."

7. If you enter wildcard characters along with all upper case letters (JON*) or
all lower case letters (jon*), the lookup will consider either an upper case
or a lower case letter to be a match (jones, JONES, or Jones will match).
If you enter a combination of upper and lower case letters (Jon*), the
lookup will require an exact match (only Jones will match).

8. Wildcards may only be used after you have pressed < F3> to access the
lookup program. You may not enter wildcard characters in the file
maintenance program and then press < F3>.

If you put a wildcard character in the first position of the field, the lookup will
have to read the entire file. While it is searching you may press < F8> to interrupt
the search. You may then press < F8> again to discontinue the search or press

< Enter > to continue with the search. For example, if you see the record you
want but the search is still looking through the file, press < F8> twice to stop the
search, then you can select the record from the search screen.
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Exercise #2

1. Go to Vendor Inquiry.

2. Look up vendor name by using “*” with characters “ty”. Who are the
vendors?

3. Look up vendor by using “?* with characters “ity”. Who are the vendors?

4. Go to Customer Inquiry.

Use wildcard lookups using “?” and

customer?

(33 333

9]

and characters “oste”. Who is the
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Extended Data and Searches

When you use Extended Data for a master file, any alternate keys in the Extended
Data will be available in the < F3> lookup feature for the master file. If you do
not use any of the alternate keys, the lookup feature will not be affected by

Extended Data.
| AR-D6:DY  SouthWare Excollence Series (DMY)  Dema Compamy
dh dival0an0e dlu Vendor File Mawtenance
n & iﬁ.ﬂn‘..ﬂl‘.ﬂ[lﬂ [
*1. Wendor # 0 | 16, Detault Pay To
2 Mame cch B
3 Address 1
4 Address 7 | 1 Wndor Mumbiss
[T vendariumber
A i 2 Vendor name D L
B Zip Code 3 Service Contact 17. Mult Py Tos?
7. Consact
B+Phoneidher 5 | Ui Fommattiens: -} he mir [
e Lt I _ p .
O Cancal
4 Tarms Code ] | |
it |
10 Cradit Lisit Friodity ] 20.+Usar Figlds 1 [ 11
11, Py Staius 21, 1093 MISC Req'd? C x| ]
12 Current Bal 22, Fad ID# |
13, Past Due Amt As ol 2a+Histong
14. High Balance Az ol ¥ TO Prete
*TD Purch
15, Automatic Distibutions r YTD Disc
—_ Egit
_Erpar | SewchbyNems _F3 | Loskeo 49 a m
—_— W DEMD [vmme (& m
| Soudhiare Menu Wardu Maniensnce |

Vendor Search Box

Shown in the figure #1 (Service Contract) is the key selection window for the
vendor file. Notice that Extended Data is the last selection. When you select
"Extended Data" from this window you will see all the alternate keys from the
Vendor Extended Data included in the list. If you use an Extended Data alternate
key in the search, the normal master record screen will be displayed when you
select a record. Otherwise the search function is the same as without Extended
Data.

NOTE: Certain files such as the salesperson and serial item files do not contain
alternate keys. The normal lookup for these files immediately displays a list of
records when you press < F3> (you don't have to select the key) for searching. If
you add Extended Data to these files but don't want to change the way the lookup
works, make sure you use fields that are NOT alternate keys.
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File Viewer Grid Tool

When you have completed your search, and you have generated a table of
matched records, this list will be displayed in a File Viewer Grid.

1 Customer File Viewer (ARO1)
DS D &3 (s |EEES9H
Cust Name Fhone Flags Sman|Group Email Address
J 1 Carl Sanders 334-821-2842 L 1 CARL@SANDERS.COM
o 2 Manfred Morris 206-749-5741 ETR manfred@rmorris.com
a 3 Ryan Chance 313-234-2083 ETR RYAN@CHANCE . COM
a 4 Betty Hines 206-776-2342 BTR betty@hines.com
Qa 6 Rose O'Brien 404-663-2278 ETR
a 7 Garth Rosen 206-557-6688 4
o 99 Tony Arbini 964-998-9676 L 1 tony@yahoo.com
bl 101 Location 001 Customer  206-765-9987 LoC
5] 160 Appleton's Haberdashery 206-262-6841 AEM smith@appleton.com
a 200 Location 002 206-756-2800 LoC
g 300 Location 003 334-271-3245 Loc
Q3560 Columbus Auto Parts 404-525-4661 WG columbus@autoparts com
o 400 SSA Consulting +44 (0020 7479 8756 ETR thompson@ssa.com
o 401 Sony Corporation 323-936-9800 JEW hend@sony.com
o 500 Designiware 334-821-8888 AEM design@compnet com
o 560 Emst's Grocery 804-699-8500 ETR

Customer number ICusTomer name} Phone number | Salesperson \D] Customer group | Zip Code\ Computer Equ] SIC Code] Other Equip | She 4| »

This search grid provides a tremendous amount of data tools to the user. From

this grid you can:

Resort the table

Group records

Do & o |3

View a summary of each record
Edit the columns displayed when you search
Search inside of the matched table or records

Export the table to MS Excel, HTML or print the table

Save a custom lookup File View

& | % |EEE5 9

Grid Viewer Toolbar
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3. Entering New Data

It is important that you understand the following information concerning entering
new data:

Typing Data
You can enter new data by typing the data into the fields of a record.

Cut & Paste
Another method of entering new data is using the cut and paste option.

Field Flow

While entering new data there is a default field flow. For example, when entering
a new vendor record, the first field starts with number 1 (Vendor #) then will go
to 2 (Name), 3 (Address 1), 4, etc. Using the system flow will help ensure that
you enter all the fields.

Escape Key
If you are entering or editing a record, you can select the escape key to return to
the previous field.

Field Options
The menu which you are working in will show you functions that are available in
the lower left of the screen.

* 1 search by Mame F3 | Lookup F4 | Phone

4. Writing the record or aborting

If you are entering or editing a record, you have 2 options.

1. Write record — after you enter a record or changes, you must select
enter to actually write the record.

2. You can also select F8 to abort the record without making changes.
If you select F8 while creating or editing a record, the Excellence
Series will ask you if you want to abort. If you say “Y” for Yes, you
will lose any data that you entered in the record. If you say “N” for
No, then select enter, the data that you entered will be written and
saved.
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Exercise #3

1. Enter new Customer Record with following criteria:

Customer Number : #24
Company Name: Fix It Shop
Address: 500 Peach Park, Suite 19, Norcross, GA 30092
Contact: Matt Rogers
Terms: COD
2. Enter new Vendor Record with following criteria:
Vendor Number: #30
Company Name: Printers Inc.
Address: 425 Baker Rd. Kennesaw, GA 30144
Contact: Adam James
Terms: Net 30
5.

B=15-0

F9 Breakout during data entry

AbhdicelBs0DOIR Enter and Edit Orders
'} [ [4 I . Perod 7 thiu 07/31/05 ]
F 4 (4] [ =
o & a D IJ CI m ‘ EB = OE #0Open: 15 $Open: 7.108.11 d t&
List  Header ]jlems | Papment/Totals |
“1. Orderd 24 | | = pe =
2 Type o | | |
3. Date 03265 | Contact |
4 Cust# 1 | | 21-2 SELECT:
1. Wendor Inguiry B
5Bl To# 2 Customer Inguiry
Carl Sanders 3. Stock Item Inguiry
123 Magnolia Avenue 4 Order Entry
F3 |Seach _F5 |Mail FB_|Psem
Auburn ‘ ‘36830 | [T T C [ [eeea0
6. Cust PO #
7 Trade Disc Sube? F gogr F 10. Ship Via E| Custorier F
8. Salespersan BTR 11. Sched Date 00,0000 FT Control D
12.+0Order Comment 15. Joh Number I:l
153.+G/L Accounts 16.+Cuotes Info
14.+Followup Info Finish
ORDER HEADER: |
_ b _ OF Cancel
WD Phots @ W@
d DEMO 11/01/05 mo BI04
I
Southiw'are Menu  Order Entry

With Personal Breakout, you can press a button or a “Function Key” (F9)
to interrupt any function you are doing, access and use another program,
then return to the original program and resume where you left off. You
can even interrupt a breakout, and you may stack up to 9 breakouts with
enough system memory.
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B. Editing Data

Enter Change Number

To make changes to an existing record, you must first access it using one of the
methods above (i.e. F3 lookup). Then access each field to be changed by entering
its field number or by clicking on it. Press < Enter> at the "Enter Change
Number" prompt (or click on OK) when you have made all the necessary changes.
This will rewrite the record to the file with the changes. One nice feature of the
change mode is that the system remembers what the original record contained
until you rewrite the changes. This is very useful if you inadvertently start to
change the wrong record and want to throw away the changes you made. Up until
you rewrite the record (by clearing it from the screen) you may press < F8> (or
select Edit, Cancel) to "abandon" the modifications you just made.

C. Alter, Delete, Rename

Alter Mode

A special feature helps you quickly change selected fields in several records.
When you display a record, you notice that one of the prompts on the bottom of
the screen says to enter "A" for Alter (or select Edit, Alter). If you select Alter,
the prompt will then ask you to enter the field numbers you will be changing.
Press

< Enter> when you have designated all the fields to change. The program will
automatically go to the fields you designated. Each time you bring up a record in
this session, you may select Alter to automatically go to the designated fields. For
example, if you want to change all budget fields, you may designate all budget
fields in the Alter Mode. As you bring up each account to change, simply enter
"A" for Alter to automatically go to all the budget fields instead of having to
select each one individually for change. These alter fields will remain defined
throughout the entry session. To clear the alter specifications, simply exit the
program.

Deleting Records

To delete a record from a file, you must access it and select "D" for the Access
Mode (select Edit, Delete). As a safeguard, the system requires that you confirm
the deletion by entering a "Y" before the record is deleted.

NOTE: The system will not allow you to delete records that contain information
needed for reporting purposes. The system will not allow you to delete certain
standard records, if that record has history. Example of this would be a vendor’s
record with history.
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Renaming Records

Renaming a record is the process of giving it a new key. You cannot change key
fields, but Rename is a shortcut to the process of deleting the old record and
adding it back with a new key. It is useful when you want to duplicate the data in
one record in a new second record. Access the record to be renamed and select
"R" for the Access Mode. You must specify whether you want to delete the old
record or leave it on file. You may then enter a new key for the new record.

NOTE: To eliminate making a costly mistake, do not delete an old record in this
process — go back and delete at the end of process.

This process does not change the key on all the listings that may be tied to a

record. For example, if you rename a customer record, you would still need to set
up this new customer’s ship to address, bill to address, invoice history, etc.
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Exercise #4
1. Edit Customer Record with following criteria:

Customer Number: #24

Company Name: Fix It Shop

Address: 400 Miles Street, Orlando, F1 54786
Contact: Wendy Porter

Terms: COD

2. Edit Vendor Record with following criteria:

Vendor Number: #30

Company Name: Printer Store

Address: 425 Baker Rd., Kennesaw, GA 30144
Contact: Greg Miller

Terms: COD

3. Alter the first 5 customer records changing their terms to COD

4. Rename the above records to following criteria:

Customer Record: #25

Company Name: Fix It Shop I

Address: 500 Miles Street, Marietta, GA 30060
Contact: Wendy Porter

Terms: COD

Rename Vendor Record with following criteria:

Vendor Number: #31

Company Name: Printer World

Address: 545 Langford Rd., Norcross, GA 30071
Contact: Mike Ball

Terms: Net 30

5. Delete the following records:
Customer: #24
Vendor #30
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lll. Three Step Posting Process

(i)

FaDoNULIeh&eI0 020 M Mg

I =

¢

Senaho e M |

S |

Shorteut @ |
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Ertar and Edt AP Transactons
Frint A Transscuon Can List

Fout Transactons To Open ham Fig

& DIMOD 1nan & EEN

In the Excellence Series, all transaction entries follow a three step posting process.

1.
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Enter and Edit

Use this program to enter new transactions into the system or to change or
delete any un-posted transactions. After entering or editing the fields,
review the information to ensure that information is correct.

To Delete an Existing Transaction

To delete an entire transaction which you have already entered but
not posted, display it on the screen by entering its Transaction
Number or use the function key options described in the prompt.
At the Access Mode prompt, enter "D". The program will ask you
to confirm the delete. Make sure this is the correct transaction to
delete, then enter "Y" for Yes.

To Edit an Existing Transaction

To edit an existing transaction which you have already entered but
not posted, display it on the screen by entering its Transaction
Number or use the function key options described in the prompt.
At the Access Mode prompt enter the field number that you would
like to change. After you make the changes, you must select enter
to write the changes. You can then exit out (F8) of transaction.
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2. Print a Transaction Edit List
This option allows you to produce an edit listing of all transaction
information which you have entered since the last time you posted
transactions to the open item file. This listing is to be used to verify your
work before posting to the open item file. If you find that you need to
make a correction or delete a transaction, then you would go back to Enter
and Edit program.

3. Post Transaction
This selection takes the transactions you have entered and posts them into
the open item file. Once a transaction has been posted, it cannot be
changed, so make sure that you have carefully checked your edit list
before proceeding.
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IV. Data Inquiry

In this component of your system, you're looking for quick, on-screen access to data in
your system. Each module has an inquiry program that allows you to quickly access any

mformatlon pertaining to the modules

C _ o] x|
File Edit Approx Search Next  Previous En?‘er ODtIDn: Ereakout Link Help
-‘B M @ E & ;9 &) Customer Dpen Item Inquiry
0 & ‘ Open lters By Apply 1ot
Cust [ 380 | [Calumbus Auto Parts Tems  [Prc2/5 Due 20 | [BAL FORwARD |
Contact lohn Stinsan Credit Lirnit | WD,DUU‘
Fhone # 404-525-4551 Ay Days Bal: 9,4?8.55|
@ |0 ||_ o |E’t'&€a |4}ii |E]I§I:‘a@':3
Applyto #‘Document#‘Tp‘Doc Date|Due Date| Armourt | Reterence ‘Days‘ Sl |Org|AHDcat|Dn| | . |
20 | 03/25/05 D04/20/05 84277 P/0:525-1236432 ORD: 35 195 WTG oo
23 23 D 03/31/05 03/31/05 21.26 F/O0AD-13543223  ORD: 34 WTG 2 0o
32 32 | 0B/30/05 0720705 35228 ORD: 48 104 WTG 2 oo
57 57 | 0B/30/05 07/20/05 2532.00 ORD: 78 104 2 2 0o
7 7 | 0B/30/05 07/20/05 327050 ORD: 105 104 3 2 oo
115 115 | 01/02/05 02720405 200.20 PO:A41238 ORD:256 264 WTG?2 0o
17 17 | 02/14/05 03/20/05 1.884.06 POAITAORD:EN 226 WTG 2 oo
123 123 | 05/19/05 06/20/05 375.08 PO:3629093 ORD:159 134 WTG?2 0o
19980701 19980701 F 07/01/05 07/01/05 50 Late Fee 123 WIGF oo
Future Current ‘ 110 30 Days ‘ 31to B0 ‘ Crver B0 Days |
00 [ 00 [ 00 [ 00 [ 847885
MNextPg | PrevPy | Customer | Higtony | Options | End |
WD Fihlotes ] o
| 4 DEMD | 11/01/05 @ 8308
— |
Southin'are Menu - A/R Customer Inguiry I

Zoom Views

These are on-screen summaries that show a combination of key data and a roadmap to the

underlying details. You get standard Zoom Views

and the ability to create your own.

El Document Zoom ﬁ
Doc # 94
Apply to 94
Date 06/01/06 Due 07/01/06
Sales Amt 250 00 CM/DM 00
Addon Amt 00 Paid .00
Total 250.00
Referance ORD: 122 CNTR:b00
Terms | 2 | Salesperson D
AR Acct 1110-000
Cash Acct 1020-000
Tax Cods I
G/L Date | [osr01106
Qrigin | [Services Management ‘
Called On | [o7r20006
Committed 00/00/00
F4 | Invoice Detail F& GiL Dist
ﬂ] Reprint Invaice D
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Integrated Inquiries
There are several special-purpose inquiry programs in the Excellence Series

modules that

let you do on-screen review and lookup of data and documents. These inquiries are

linked together so that you can follow a transaction through the system. For example,
you can start with a customer, look up his outstanding invoices, and then zoom to the
invoice detail inquiry to see the details of each item sold on a particular invoice. See

example below:

1. Start with a customer and look up outstanding invoices.

[= AR-04 SouthWare Excellence Series (DM\) | ) Y ] |
File Edit Approx Search Mext Previous Enter Options Breakout Link Help
-"h Q @ a & ﬂ*’ ) Customer Open ltem Inguiry
E = Open Items [By Apply To#]
Cust | 350 | [Columbus Auto Parts | Terms  [Prc2/5 Due 20 | [EALFORWARD |
Contact John Stinson Credit Lirnit | 1D,DDD|
Fhone # 404-528-4851 Awg Days Bal: 9,4?8.85|
] |G ||E af |E’Iwe§ |{}€i |Ell§l:.‘a@?2
Apply to #|Document#|Tp|Doc Date|Due Date| Arnount | Feference |Days| Slp |Org|AIIOcati0n| | |
20 20 | 03/25/05 04/20/05 84277 PYO:S25-1236432  ORD: 35 195 WTG 2 0o
23 23 D 03/31/05 03/31/05 21.26 F{OAD-13543223 ORD: 34 WG 2 0o
32 32 | 0B/30/05 07/20/05 352.28 ORD: 48 104 WTG 2 0o
57 57 | 0B/30/05 07/20/05 2532.00 ORD: 78 104 2 2 0o
77 77 | 0B/30/05 07/20/05 3.270.50 ORD: 105 104 3 2 0o
115 115 | 01/02/05 02/20/05 200.20 POA1238 ORD:256 254 WTG 2 0o
17 117 | 0241405 0320405 1.884.05 PO:ATT4 ORD:2TT 226 WTG 2 0o
123 123 | 05/15/05 06/20/05 375.09 PO:3829093 ORD:15Y 134 WTG 2 0o
19980701 199807001 F 07/01/05 07/01/05 50 Late Fee 123 WTGF 0o
Future | Current | 1to 30 Days | 31 to B0 | Crver B0 Days |
| 00| | 0] | I | 0] | 9,476,655
MNextPy | PrewvPy | Customer | Histary | Options | End |
WD Flhigtes @ o
I'ri DEMD I 110105 @ 803
— i
Southiw/are Menu  A/R Customer Inguiry
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2. Zoom in on outstanding invoice.

D

i [l
File Edit Approx Search Mext Previous Enter Options Breakout Link Help
-"h E/I @. E & ﬂ" 2] Order/Invoice Inquiry
b0 &
Columbus Auta Parts Calumbus Auto Parts
Bill To: 1505 Yictory Boulewvard Ship Ta: 1505 Yictory Boulewvard
Order Dt Cust#
[03/25:05 | [Columbus G4 30050 | E | [columbus G 30050
Invoice# | 20 |  InvcDate EET Locatian 001 Type [cR MEMO |
PO [ses-1236432 | Reg Ship Ship Via F Status [Irvaiced |
Crr# Pick Date Ordest | 35 | origin EE e Ol
Line #[Type|item D] Description | Text?| Loc|UM|H/C| Quantity| Track?| Gty B/0|Unit Price|[Extended Price|Sel| |
0010 | 205  Canon PC-11 Personal Copier 001 EA 1000 m 000 §50.00 850.00
Zoomyiews | Exit
I~
iy WIXD  PNots @ @
4 DEMD I 11/01/05 :a

Southiw/are Menu  A/R Customer Inguiry

3. Chose items to zoom in further on invoice.

Select Foom Yiew

=

1 - Line Items

2 - Payment Details
3 - Balance

4 - Delivenes

5 - Pick/5hip Status

0K | Cancel|
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4. Detail information about line items on an invoice.

= pany 101 x|
File Edit Approx Search Mext Previous Enter  Options  Breakout Link  Help
-"h E/I @, a & ;ﬂ ) Line Item Inguiry
0 &
Line # 8818 For Invoice # 28
Stock # Ordered 205 Canon PC-11 Personal Copier
Stock # Shipped 205
Stock Location nm
EA Dollars }
Ordered 1.000 Price B50.00 ow? [N Extended B50.00
Shipped 1.000 Cost 3875 Char? |N Extended 3575
Defective 1.000 Discount % 500 Usage [v | Discount [ 4250
Frev. Shipped .0on Margin %4 9557 Profit ??1.?5|
General |
Salesperson WTG ow? [N ] Commissionable? Shipped | 00,00/00
Sales Tax 2 Ow? [N | Taxable? Ship to # | |
|
Text
XD LI [ ]
F4 | Picked/Shipped _Enter | Continue I'ri DEMO 11/01/05 @ a7

Southiw'are Menu A /R Customer Inguiny |

Exercise #5
1. Look up Customer record using zoom features with following criteria:

Customer Name: Ryan Chance
Doc# 80
Doc Datet: 06/30/01

Zoom in on line items of this invoice
2. Look up Vendor record with following criteria:

Vendor Name: Alabama Power Company
Trans#: 95

Check Date: 01/15/01

Amount of check: $92.18

Check number: 10302

Using zoom feature, when did this check clear the bank?
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Executive Inquiry & Reporting

ExecuMate 11

This innovative tool summarizes your financial data into one-screen snapshots, highlights
any "exception" situations that need review, and then lets you zoom into the details
behind the summaries.

ExcelReport

This unique management tool lets you capture non-financial business data, set goals in
the major areas of your business, get a "report card" that tracks performance against
goals, and view the details behind the summarized results.
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V. Printing & Running Reports

All Excellence Series reports and listings give you the option to select how you want to
output the information. Each module has a Report & Listing program that allows you to
quickly access any information pertaining to the modules. Excellence Series also offers a
ReportMate Module. This module is used to create reports that show information the
way you want to see it, combine information from several files on one report, and many

other options.

All Reports can be accessed via the RM - Reports Portal

[E] SWWEBWIN - SouthWare Excellence Series OM)  Demo Company & [
File View Trans Inq Reports Periodic Maint Set-Up Tools Options Help
Fafofalehaadoadse Southiware Web Menu
o & 2 8 @ @ | e .|®@ e B & = #*
QuickScresns Menu RM - Reports Portal [
Reports -
@ | Select Application: |11 1/ - Soes Reports -+ (i Goto FYI
73 A/P Reports
2l Inventory/Sales - Sales Reports
) AR Reports
Standard Reports 1+ v oo FYIReports (RS) % Create a New Report
‘The standard reports ar{ - fonal runtime parameters. You may output these for printing, display, or other options. ‘The FYI reports use South\Ware's ReportMate technology to provide flexble and customizable reports. Below are the reports already defined that
) 1/5 - Inventory Reports. access data in this application.
1 Service Mgt Reports
1 L Reports
[ payroll Reports
Ref Nbr Description Call Program/Object Format Description File App. Last Use.
© 15050601 Stock Sales Rank and Class Report | RSRNKRPT © | asem Rsos RS | ogjoui0
©| 15050602 RSsLCRPT O asew i RS | og/o2fi0
©| 15050603 RSsLTRPT ©| soonas (SIS
©| 15050604 RSSLIRPT CIED [STRES
©| 15050605 RsC12RPT © | corome [STRES
©| 15050606 RSTRNRPT ©| e (SIS
© | ricoro2 RS0 RS | 0g/10/99
© HHOUSORD | Handheld Cus w07 RS | oyzson
©| HERECMTF | Handheld- w1 RS | og/2sio3
© heisporo w07 ms | oyoyor
O mevranc [STRNES
©| memsioc wu R |ogjzi0
©| mcrear [SES
Tolal Records: 6 Tolal Records: 135
VWb Menu
Q am Server Mode DEMO

The left side contains all of the standard report objects.
customized ReportMate reports.

NOTE: *Please review each module’s manuals for the
these reports.
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Running a report

Order of Report ‘ Stock #

Beginning Stock # All

Ending Stock #

Lacation Mumber ‘ A

™ PrintZero Oty terms?

. [¥1 Menu I j izancel

When you run a report, a box will display with various sort, range, and selection options
depending upon the complexity/features of the report in question. The buttons at the
bottom provide you the option to specify where the output of the report is directed (i.e.
printer, PDF, html etc.).

If you select Output Options Menu from the down arrow in the lower-right hand corner,
you will arrive at the standard Print Options box and also be allowed to specify which
physical printer to print to from your list of printers known to your workstation/server
etc. See the image on next page.
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El Output Options
Compress: | On OH |. I = O Hj -

132 Calumn
Print to
|[PRINTER | Detaut System Printer | Printer Options
VWEXERVENTIYEXWHITE # Copies
Send to

|Write o Disk: DMiAPCSHRE( 5P = Send Options

DMWAPCSHRER. 5P
@ Print Preview
E Text Dizplay

[ Text Display Az-You-Go
| Spool Backup Print File

0K I LCancel |

1. Print to (Default printer name): Select this option to print on the default primary
printer for your terminal. The printer name displayed here is defined in the Terminal
Configuration program (XX-05-02). This is the most frequently used method of printing.
You can use the drop down list to select other printers.

2. Send to (Write to Disk: (file name): This option allows you to store an image of the
report on your disk so that it can later be displayed or printed (using XX-01). This option
is used when a printer is not available or when you want to print multiple original copies
of a report. Spool File Name < F2> - The name of the spool file is the program name
with a ".SP" appended on the end. The spool file is prefixed with your company ID so
that it will be placed in the same directory as your other data files. See Section below
Spool Reports for more details. You can also print to HTML, PDF etc using the pull-
down.

3. Print Preview: This option allows you to display the report in a new window that has
certain find/search options and page back and forth between the pages of the report.

4. Text Display: This is an alternative to the Print Preview option. This option allows
you to display the report on your screen instead of printing it. This allows you to quickly
scan a report for certain information without creating a printed copy. Since many
SouthWare reports are wider than an 80 column screen, you may not be able to see the
entire width of a report at one time. If your terminal hardware has a compress display
option, the report will put your terminal in compress mode and then restore to normal
display mode after the report.

Note: To change the actual printer device (physical device to which the report will
print), click on the Printer Options button.
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System Spool Reports

E1xx-01  SouthWare Excellence Series (DMY) Demo Company @
File Edit Approx Search MNext Previous Enter Options Breakout Link Help
e B RO P DEMO 11430404
S outhiw/are Display Spool Files

Spool File Name | Refersnce # |Operstor Wks| Date | Time |Size| Status | Spool Date | Spool Time | Spool Operstor| Prirt Date | Print Time | Prirt Operstor| Program D Created |
[T DM\ER_EQLS.HTM ER_EQLS DEMO2 002 08/05/03 12:37 No File ER_EQLS ER_EQLS
[T DM\SADAWEHTM  SADAWE DEMO 001 05/13/04 15:44 132 SADAWE  asdasdasdsasdasd)
[T DM\TWALTRN1HTM TWALTRN! DEMO2 D02 08/05/03 11:56 No File TWALTRN1 Alert Processor
[T RSDAYRPT.HTM RSDAYRPT DEMO 001 07/31/03 17:47 132 RSDAYRPT Daily Totals Report
[ DM\APIDISFO.SP  AP-D50605 DEMO D01 01/06/04 13:36 80 AP109SF0 1099 Forms/Gen Fil
[ DMMAPTRRAP.SP  AP-D103 DEMO 001 01/05/04 15:44 132 APTRXLST Transaction Posting|
[T DMMARACTRPT.SP  AR-D6-07 DEMO 001 03/04/04 11:14 Empty 03/04/04 11:14 DEMO ARACTRPT Purge History File
[ DMARAGINGR.SF  Tw-01 DEMO 001 10/09/03 13:17 132 ARAGINGR  Print A/R Aging Re|
[T DMMARCARARCSP  AR-02-04 DEMO 001 10/28/03 11:03 132 ARCASHJR PRINT CASH REC
[ DMARCMDUER.SF AR-05-04 DEMO 001 01/06/04 13:11 132 01/06/04 13:.06 DEMO ARCMDUER SALESPERSON
[ DMMARCUSPRGSP  AR-06-10 DEMO 001 07/12/04 15:52 Empty 03/04/04 11:30 DEMO ARCUSPRG Customer Purge Pr
[T DM\ARSARARS.SP  AR-01-03 DEMO 001 07/23/04 17:17 132 ARSALESL LISTING OF SALE]
[ DM\GLINRGL.SP GL-D1-02 DEMO 001 01/05/04 15:31 132 01/05/04 14:58 DEMO GLJNLLST G/L JOURNAL PO
[T DM\NLCHGAD1.SP  I2FILEUP Z01 04/27/04 14:44 132 NLCHGAD1 Import irto SW File
[ DWM\NLCHGADZSP  IM-D2 Z01 04/27/04 14:44 8D NLCHGAD2 AR Customer Impor|
[ DM\NLHHREC1.SP  IZFILEUP Z01 09/09/04 1336 132 Import irto SW File
[T DM\NLORDE1.SP IZFILEUP Z01 09/09/04 13:31 132 12/24/03 10:59 NLORDE1  Import into SW File
[ DM\NLORDE2SP  IM-D2 Z01 09/09/04 1331 80 12/24/03  10:59 NLORDE2  Sales Order Import
[T DMNLPO1.SP IZFILEUP Z01 11/12/04 11:43 132 11/11/04  15:28 NLPO1 Import irto SW File:
[ DM\NLPO2.SP IM-02 Z01 11/12/04 11:43 80 11/11/04 15:28 NLPO2 Sales Order Import
[T DM\NLTWTSKL.SP  IZFILEUP Z01 04/27/04 14:41 132 NLTWTSKI Import irto SW File
[T DMANLTWTSK2.SP  IM-D2 Z01 04/27/04 14:41 8D NLTWTSKZ2 TW Task Import U
I EQM\RS\NVWLSP (RSBILPRT ~ DEMO 001 08/05/03 11:27 No File D8/05/02 11:27 DEMO RSINVDD1  Print Order Acknow
r o 15-01-02-03-01 DEMO 001 08/25/03 10:35 Mo File 08/05/03 11:23 DEMO RSPIKTIK  Print Picking Ticket
[T/ DM\RSRERINV.SP  1S-03-0204 DEMO 001 03/25/04 16:18 132 03/25/04 16:06 DEMO RSRECLST Post Receivings to
[T DM\RSSLIRPT.SP 15050604 DEMO 001 02/03/04 1550 132 RSSLIRPT  Print Sales by ftem
[T DM\RSTRRINV.SP  1S-05-01-03 DEMO 001 01/07/04 15:57 132 RSTRXLST Post Transactions
[ DMadeolSP IM-02 DEMO D01 04/27/04 1407 132 adeol Import irto SW File
T DMadco2 SP IM-02 DEMO 001 04/27/04 14:07 8D adco? AR Customer Impor|
4 »

PgDn |  PgUp |  OnecFile | Seleciall | Run Batch | End |
6o | | | o1

Sample Spool List

With this program, you may access the reports you have spooled from Excellence Series
products. You can spool reports to disk files from most of the Excellence Series print
programs as a standard print option. You can then print, fax, display, or delete spool files
using this program or an operating system print command.

When you access this program, it displays a list of the spooled reports with one line of
information per report. This screen will show only those spooled reports that your
operator security level allows you to print.

To Select a Report for Processing

Boot Camp Basic Training (Ver. 1.0)

Single Report Process

e Highlight the name of report and select enter key for print options.

Batch & Multi Report Process

e If you have a mouse you can select a report by clicking in the "Y" column. This will
enter a "Y" in the column.

e Ifyoudon’t have a mouse you may highlight a report using the arrow keys and then
enter "Y" to place a"Y" in the column.

e One File Button (or < F3>) to enter a file name. You may click on the One File
button or press < F3> to be able to enter the name of a spool file. This displays a pop-
up window in which you may enter the file name.

e All Button (or < F5>) to select ALL spool files. You may click on the All button or
press < F5> to select all spool files.
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A question will ask if you want to print for all operators. Enter "Y", if you want to print
all files shown. Enter "N", if you want to print only the files that you created (where the
OPERATOR equals your logon operator name).

A question then asks if you want to reprint files that have already been printed. Enter
"N", to skip any spool files already printed. Enter "Y", to ignore whether the file has
already been printed.

Processing Options

After you have selected a file you may choose the "Process" function (Process button or
< F6>). Here are the processing functions you can use for any report shown:

e Display Report - This is the same as the Zoom Option discussed earlier.

e Print (select printer) - Choose this function to print the selected spool file(s). You
must then select an output option. After you select the output option, you may
specify how many copies to print. Press <Enter> to print a single copy. If you have
selected multiple files they will be printed as many times as you select.

e Delete Spool File - Choose this function to delete the selected spool file(s). This
option will remove the spool file from the list and delete it from the disk. So that you
don't delete a file by mistake, a question will make you confirm this choice.

e Print and Delete -Choose this function to print and delete the selected spool file(s).
Choose an output option and specify the number of copies. After printing, the system
will confirm that you are ready to delete the file in case the printer malfunctioned and
you need to print again.

e O/S Print - Choose this function to send the selected file(s) to the printer using an
operating system print command. The default command from your System
Configuration file (XX-05-01) will be displayed, but you may override it with a
different command or add options to the default command.
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Send Spool File - Select this option to fax or e-mail a selected file using a send interface
defined in XX-05-12. See XX-05-12 for more information on sending a file. The
interface ID determines whether you are faxing or e-mailing the file.

NOTE: By default, spool files are located in your Company 1.D. data directory unless
you used a Spool File Override format with a different directory path. All spooled files
will have a .SP extension on them.

Reports on the Spool Report Listing will be marked as printed & will show the number of
times — after they are printed.

Exercise #6

1. Run an A/R Aging Report to the screen (take default options)

2. Run same A/R Aging Report to a spool file (take default options)
What is the name of the spool file?

1. Run Spool Report of A/R Aging Report (Print to screen)
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ReportMate Reports

Very simply, ReportMate is a tool that allows you to retrieve data from the Excellence
Series Accounting Packages. You have the option of printing, displaying, or creating a
file of the retrieved data, and special options allow you to create files in formats, which
are accessible by other software products. ReportMate guides you through its use by
helping you find where information is stored and by allowing you to "paint" the
information on the screen as you would like it to be shown to you. To use ReportMate,
you don't have to know anything except what information you want to see and how you
want to see it. See ReportMate user manual for more details.

Here are some of ReportMate's features:

e "Paint the screen" approach to designing report layouts - you see how the report will
look as you define it (RM-02).

e Predefined data relationships make it easy to get the information you need if multiple
files must be used to gather related data the system already knows how to find such
related information (RM-02 and RM -04-02-03).

e Ability to save the parameters you enter means that you can create permanent reports
to be added to your system (RM-01 and RM-04-03).

e Numerous defaults and prompts allow you to create simple reports in minutes without
decreasing the flexibility to create more complex reports (RM-02).

e After defining the information, you have the options to produce a printout, to display
the information on your screen, or to store the information in a file to be used later
(RM-02 and RM-01).

e Sort options and multiple totals which are available for each report to add to the
flexibility (RM-02).

Run Report

When you run a report, the layout you defined is combined with current information from
the files in the Excellence Series. The output of the run may be a printed report, a
spooled report, a displayed report, a DIF format file, a WordPerfect merge file, a comma-
delimited file, ExecuMate II statistics, a Fixed Position Flat File, or some combination of
the above.

Exercise #7

1. Run ReportMate in Inventory Control
Stock by Vendor number (STKBYVEN)
Print to screen

2. Run ReportMate Report in Sales
Total Orders for Month (BOOKINGS)
Print to screen
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FYI Reports (ReportMate Overlay)

FYT or “For Your Information” is a tool that allows you to retrieve data from the
Excellence Series. FYI was designed to be a simple, intuitive interface for ReportMate.
You should be able to build reports and queries fairly easily using this tool. For more
advanced reporting needs, you can easily access the deeper ReportMate capabilities from
within FYT or you can build reports from scratch from the standard ReportMate interface
at RM-02 and RM-03. While inside of FYI, you can create and edit reports, as well as,
display the report in a number of ways including graphs and charts.

a -
B0 k®de For Your Information (RM]

m 4 ‘ ‘

Category |4R - Accounts Receivable - ID [A-DOWORK - Do Work Example AR -

% Parameters [ Gridview }@ Web\/\ewl & Charﬂ & Exporﬂ = Demgﬂ

m| | J|\&\3£’|{5@|i§i§lb@)aﬂ
G co ||m|am |
Wiew Only
Customer Nurnber Custormer Mame Zip Code|  Phone Number | Salesperson Number Group Number =
1 Carl Sanders 36830  334-821-2342 1
2 Manfred Morris 36104  20B-749-5741 ETR
3 Ryan Chance 46333 313-234-2083 ETR
4 Betty Hines 36607  20B5-776-2342 ETR
6 Rose O'Brien 31204 404-663-2278 ETR
7 Garth Rosen 36801  206-6b7-8688 4
99 Tony Arbini 90044 9b54-998-9876 1
101 Location 001 Customer 36830  20B-7BB-9987 LOC
160 Appleton's Haberdashery 36303 206-262-5841 AEM
200 Location 002 36089  206-706-2300 Loc
300 Location 003 36104  334-271-3245 LOC
360 Columbus Auto Parts 31909  404-528-48B1 WTG
400 SSA Consulting 31808 +44(0)20 7479 8766 BTR
401 Sony Corporation 36303  323-935-9800 JEw
500 Designiware 36830  334-821-8888 AEM
FRN Froct'c trarany TAA fMA-RAQ-SGRAN [=an=] j
4 DEMO 0E/25/07 W BI0IPR

SouthWare Menu  Reparthiate Repart Partal

Here are some of FYI's features:

On-the-fly one-off reporting/queries without cluttering your ReportMate reports
Quickly select ReportMate reports

Create & Edit reports

View and Edit report data in a grid

View in HTML format

View numeric data in a chart or graph

Export data

Use DoWork to quickly handle administrative functions
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Creating New Reports with FYI

1. Select the Category or Module from which you wish to report.

2. Select the “New” option in the upper right of the screen.

File Edit Approx Search  Mext iter  Options  Breakout  Link  Help

] [=] 1)

& IZ d E & ﬂ} Q For ¥our Information [RM]

I O &
Categary [#P - Accounts Payable -l o | =l () New
5 Parameters ||j Gnd\/iewl @ Web\/iewl AR Chartl & Expurtl g Deswgnl
3. Choose primary file
4. Choose fields for report
5. Set Range, Sort and Selection Criteria
6. Print report of view online
O =
0B de For Your Information (RM)
b & ’
Category |&R - Accounts Receivable - o |ZTFY 1001 -
=] Parameters} i} GridViewl 6] Web\/iew] | Chart] & Export [ Design I
i
(report description) | Save 0 Output Limit (ARDT - Customer File)
Fields to Retrieve ‘ Laradles
Custorner Number — (*Pri) ...{Add arange)
Custorner Name [l
Zip Code [*alt)
Phone Number (Al
Salesperson Number  [*Alf)
Group Number ("Alt)
O
Select fields via Select (<F4=] or double-click ) ) ) Total Width 089
=) AROT - Customer File Ll | File |Field Description
—— 71 0007 - Customer Number  (*Pri) : »1AROT 1 Custorer Number
00027Cust0mer.Name ("Adt) 2 |ARO1 2 Custorner Name
. 0003 - Address Line 1 § |AROT 7 Zip Code
= gggé—éti;jress Lnez 4 |AROT 9 Phone Number
3 - Ci
= 0006 - State 5 iigl :g ga\espt;rsorl;Number
7 0007 - Zip Code [*AH) 6 roup-Number:
T -1 0008 - Contact
1 0009 - Phone Nurnber ("Al)
1 0010 - Salesperson Number  (Alt)
700711 - Customer Type
l— -1 0012 - Balance Method [0.B]
| Sl 7 0013 - Statement Frequency
-1 0014 - Credit Limit
7 0015 - Credit Rafing
-1 0016 - Apply Finance Chrgs? v
Select Finish Cancel Move Up J Mave Down
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Edit data with FYI Report grid edit

=

1. Select the Report
2. Enter necessary ranges and selection criteria
3. Choose the grid tab
(13 1490
4. Choose “Edit” button
5. Edit data
LIRM-06 SouthWare Excellence Series (DM\) Demo Company = @
File Edit Approx Search Next Previous Enter Options Breakout Link Help
210k ®e For Your Information [RM)
o 4 | |
Category JAR -Accounts Recetvable j D |A—DOWORK— Do Work Example AR j
% Parameters [ Gridview } Web\new] B Charﬂ & Expoﬁl g Desngrﬂ
| EEEEIEE | EIOEET]
FRTE I E A
Edit Mode: Interactive “alidate, Interactive Update
Dowork |On Hold| E-mail Strt Customer Number Customer Name Zip Code  Phone Number  |Salesperson Number Group Number,
r P 3¢ 1 Carl Sanders 36830 334-821-2342
r P 7] 2 Manfred Morris 36104 20B5-749-5741
r P & 3 Ryan Chance 456333 313-234-2983
r P & 4 Befty Hines 36607  206-776-2342
r P 3] 6 Raose O'Brien 31204  404-663-2273
r P & 7 Garth Rosen 36801  205-567-6688 4
r P & 99 Tony Arbini 90044  954-998-9876 1
r P & 101 Location 001 Customer 36830  205-76b-9987 Loc
r P 3] 160 Appleton's Haberdashery 36303 205-262-5841 AEM
r P & 200 Location 002 36089  205-756-2300 Loc
r P & 300 Location 003 36104  334-271-324b Loc
r P 3] 360 Columbus Auto Parts 31909 404-528-48561 WTG
r P 37 400 SSA Consulting 31909 +44 [0)20 7479 8756 BTR
r P & 401 Sony Corporation 36303  823-935-9800 JKMWY
r P 3] 500 Designare 36830 334-821-8888 AEM
(i w 3] RAN Frnet'e Mrorans 29924 ANA-RQO-RENN RTR
To process a OoWork for multiple records, select the records via
the Do :kggxg%d click this button for options: A ElEN eyt R
I |
Southiare Menu  Reporthate Report Portal

NOTE: You must have ImportMate licensed on your system to use the Edit option in FYT.
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VI. Advanced Functions
A. E-mail

You can e-mail reports & forms like Invoices, Purchase Orders to customers, vendors
& others. Your dealer can set this up if you need this function. Your dealer can set
this to work with any command line accessible e-mail / or MS Outlook (will not
work with Outlook Express).

B. Fax

You can fax reports & forms like Invoices, Purchase Orders to customers, vendors &
others. Your dealer can set this up if you need this function.

C. HTML

Via ReportMate, your dealer can convert standard reports or listings to HTML
format. The Excellence Series Netlink provides a simple and controlled browser-
based network access to your company data files. It can be used for Internet, intranet,
and extranet applications. For more information about Netlink, please ask Your
dealer.

D. Extended Data

Extended Data allows you to add new information and features to your business
software without custom programming! Customized Data Files! Extended Data's
primary purpose is to let you add new data fields to your files. You get the benefit of
customized data files without any programming changes. You can confidently load
future software updates and still retain your custom data.

E. Workflow

With its unique WorkFlow Controller technology, you have the ability to "insert"
new functions at many different points in a process. In many cases, these functions,
called FlowMods, will eliminate the need for any custom programming. Or if custom
programming is still required, you may be able to use a FlowMod to call the custom
program at the right time and still keep your system standard!
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F. Exporting Data

Excellence Series offers, thru ReportMate, the ability to export data in many different
formats. These formats include: DIF file, comma delimited, fixed position text,
fixed-length ASCII, HTML, and XML.

G. Importing Data

With ImportMate II you may create or update Excellence Series data files from data
created by other software products. When you convert from other software, you will
save hours of data entry. When you want to update a large file with changes,
ImportMate II will do it quickly and efficiently. ImportMate II, is a data import
module for the Excellence Series. With the programs in ImportMate 11, you can
create or update selected Excellence Series files from information contained in DIF
format, Comma-Separated format, Other ASCII-delimited Format, Fixed Position
Text Flat Files, or Fixed Length Format ASCII files.
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H. Office Link

OfficeLink is a powerful and flexible utility that you may use to interface data from

your Excellence Series system to:

o office tools such as Microsoft Word, Microsoft Excel, and others

o text files via a built in merge function.

Example uses include:

o Creating a standard letter for current customers, vendors, employees, sales

orders, etc. using the current link values.

o Creating a group of letters by merging data from multiple records in a
ReportMate or Table View job via Microsoft Word’s merge function.
o Creating a Microsoft Excel worksheet from a ReportMate or Table View

job.

o Replacing variables in a text file and then accessing the resulting file.
o Creating a standard letter from data accessible via Excellence Series

WorkFlow.

o You have the option to output G/L Financial statements to spreadsheet
software such as Microsoft Excel.

O -
AbhPieeBdOD9 08 A/R Customer Maintenance
O & & W g N M@ R & @ E
IR ATar R W—I @Form Letters1 - Microsoft Word g@
=0 e i fle Edt View Insert Format Tools Table Window Help Type a question forhelp = X
. Mame arl sanders 5 ~ . ; e i
3. Address 1 105 Cpelia Foad | el G 3 F.8) = JRLDaE 8 0y o -
A i A4 Normal + TmeshewRonan = 2 < | B I U |[=] =,
B Address 8 BAa Ll L | | | |
6. City. State o i Final Showing Markup = Show = | $3 % v ~ 82 ~| A ¥ ~| 13 | & &
7 Zp Code — i) el Bl Do ik Sl
8. Contact Carl Sanders BE“"’ R SRESREEE REma—— |
9.+Phone/Other 334-821-2342 | i Carl Sanders
10. Salesperson 1 ‘Equal Split-4| - ?;;I?Sgldﬁf —
o AN < Ypelixa noad
11. Balance Method Open Item ) ‘Aubum AL 36830
12, Terms Code B 2110 Net 30 || - Dear Carl Sanders,
13. Credit Limit ] - Our customers are usually busy peaple. Realizing this, we assume that is the reason we|
14 Avg Days to Pay 26 Add Lg| . have not received a reply regarding the past-due balance remaining on vour account.
16. Current Balance 7.009.86) | ~
16, Past Due At 5376 - Since we have called this to your attention, please mail us a check today while it is fresh
: on vour mind.
17. High Balance 12,093.75 -
i Your past due balance is $53.75 as of Carl Sanders. If you prefer. you can pay your
CUSTOMER | I entire account balance of $7.099.86. If vou have any questions about vour account,
- please don’t hesitate to call your sales representative. Equal Split- AEM. BTR. WTG or
myself.
i L
Cordially, ;
— " z
Southiw'are Menu  Custormer Maintenance =sE=u) u >
Page 1 Sec 1 11 At23"  Ln8 Col 89 English (U5 BF
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I. Error Codes & What they mean

Error Messages
Most errors fall into two categories - data entry errors and file access errors. For
errors not explained in the charts, which follow, contact your system manager.

Data Entry Errors

We're all going to make mistakes when we key in processing data. In general, the
Excellence Series packages are very forgiving and understanding when you make
a mistake and will tell you what is wrong and let you fix it. For example, if you
enter data that is obviously not valid, the system will give you a message
explaining the error and will require you to fix it before you go on. Don't ignore
any error messages! These messages are self-explanatory and the errors are
usually easily corrected, but make sure you know what the error is before you try
to fix it.

File Access Errors

File access errors may occur when a program you are using attempts to read or
update a file and encounters a problem. These problems may result from operator
error, from hardware problems, or from an unusual program problem. If you
encounter a file access error, you should write it down or print the screen and
record some information about what you were doing at the time. If you need to
call your dealer with the problem, the file access error can help identify the
problem and bring you a quicker solution. The format for file access error
messages is:

(1) 2) G @

[error desc] [err or code] operation on [filename]

(5)

Each error message displayed asks you to press < ENTER> to [continue/ abort]

If a program encounters multiple errors, it displays an error message for each.
This feature enables you to identify all the errors that need to be corrected, not
just the first one encountered by the program. Again, you may not understand a
particular error message but make sure you write the entire message down. If
there is a record number indicator displayed in the middle of the screen, write
down the record number that the program was updating or using when the error
occurred. There may be something wrong with the record causing the error.

NOTE: If possible, get a print screen of the error.
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Accessing Help for File Access Errors

On-line help is available for most file access error codes. You may simply press
< F7> while the error is displayed to see the help for the error you received. This
help follows the general format of:
o the number of the error
o adescription of the error - this is generally a description of the probable
cause
o the recommended action(s) you should take
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VIl. Workshops

A. Accounts Payable

Overview
1. Enter & Edit Transactions
2. Post Transactions
3. Select for Payment
4. Print Checks

Practice
5. Practice Examples

Example 1 Enter an invoice with following criteria:
Vendor: Halls Warehouse Supply

Amount: $95.00

No PO#

Doc# 122

Document Date: Today’s Date

Terms: Net30

Distribution account # 6150-000 Office Supplies

@ o e o

Example 2 Enter an invoice with following criteria:

Vendor: City of Auburn

Amount: $542.35

No PO#

Doc# 123

Document Date: Today’s Date

Terms: Net30

Distribution account # 6150-000 Office Supplies (500.00) &
#6141-000 Contract Labor (42.35)

h. Edit Terms to COD

@ e Ao o

Post these 2 transactions
Select them to be paid
Print Checks
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B. Accounts Receivable
Overview
1. Enter & Edit Sales Transactions
2. Post Transactions
3. Enter & Edit Cash Receipts
4. Post Cash Receipts
5. Run Monthly Statements
Practice
6. Practice Examples

Example 1 Enter Sales Transaction with following criteria:
Document #: 1901

Type: Invoice

Customer: Manfred Morris

Salesperson: BTR

Amount: $453.21

Term: COD

Distribution account # 1310-000 Inventory Merchandise

© e o o

Example 2 Enter an invoice with following criteria:

Document #: 1902

Type: Credit Memo

Customer: Manfred Morris

Salesperson: BTR

Amount: $53.21

Term: COD

Distribution account # 1310-000 Inventory Merchandise

o e o

Post these 2 transactions

Run Statements

Enter a check payment for the remaining balance for Manfred Morris
Post Cash Receipts
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C. Sales
Overview
1. Enter an Order
2. Select Orders for Invoice
3. Print Invoices
4. Update Invoice Information
Practice
5. Practice Examples

Example 1 Enter Sales Order Transaction with following criteria:
a. Document #: Assign
b. Type: Regular
Customer: Carl Sanders
Salesperson: BTR
Items:  Stock # 100 — 742 Swingline Desk Stapler (Qty 5)
Items:  Stock # 503 — Laser Print Paper (Qty 3)
Example 2 Edit previous order and delete stock # 503

5o Ao

Select Orders for Invoice
Print Invoice
Update Invoice Information

D. Inventory
Overview
1. Enter a Stock Item
2. Transfer Item from inventory Location 001 to Location 002
3. Print Inventory Valuation
4. Create Purchase Order for Stock Item
5. Practice Examples

Example 1 Enter Stock Item with following criteria:
a. Item #: 100-GREEN
b. Location: 001
Description: 742 Swingline Desk Stapler - Green
Cost: $2.00
Price: 1.5 times Ave Cost

o a0
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