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Section A: Introduction

This manual contains a description and instructions for this DSD product. Operating instructions are
included for the features added by this product to Sage 100. For instructions on using Sage 100, refer
to the appropriate Sage 100 manual, or call your Sage 100 reseller. DSD Business Systems offers
excellent Sage 100 support, at an hourly rate.

Web Resources

DSD web site: http://www.dsdinc.com

The Enhancement page contains:

Current Release Schedule
Purchasing Information
Installation Instructions
Product Support
Enhancement Links

SMSM S/M Service Center:

http://www.dsdinc.com/enhancement/smsm-service-center/

The product web page contains:

Product Description

Web Links

Current Product Version Table
Product Installation File Download
Product Manual in .pdf Format
Revision History

FAQ

DSD provides product support through Sage 100 resellers. Support is provided for the current version.
Older versions are supported at an hourly rate. DSD’s telephone number is 858-550-5900. Fax: 858-
550-4900.

For a hard error, where the program displays an error dialog, report:

Error number.

Program name.

Line number.

Program version.

Exact sequence that caused the error, including menus and menu selections.
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Other pertinent information.
If leaving a message or faxing, please include:

Your name.
Your phone number (and fax if applicable) and extension.

It is possible to be unable to duplicate a problem, because of data corruption or because we have not

exactly duplicated a particular operating environment. In such circumstances, we can only continue to
try to fix the problem if we can either access the system with Symantec PCAnywhere or by some other
means access or duplicate the system.

S/M Service Center Features

The Service Center module keeps your company in touch with your customers and with the products
you sell and service. Service Center allows you to track warranties, return products, exchange items,
and process repair orders.

The Service Item data base automatically tracks items sold from your inventory so that when a repair
is required, you can see when it entered your inventory, when it was sold, to whom it was sold, who
the current end-user is, what warranties cover it, and what service has been performed in the past.

If a Service Item needs to be repaired, replaced, or returned, you can create a Service Order to process
the item through your operation and accounting system. At the time you create the Service Order, you
can also see whether the item being repaired is under warranty, what is covered under the warranty,
what repairs have been done in the past on the same item, or whether the customer is on credit hold.
You can print service order forms, service item labels, picking sheets, bar code labels, and shipping
labels for each order in text or graphical format. You can charge for labor and track that labor by
service technician. If repair parts are needed, you can search your inventory for the parts, select from
any warehouse, and utilize the special pricing options set up in your Inventory Management system
for that customer.

Service Orders can move through a series of status codes that you control until the repair is complete.
At that point the system can automatically create a Sales Order invoice to bill for the whole Service
Order, or for just the Service Items that have been completed.

As you process Service Orders, you create a database of service history, labor analysis, failure codes
and customer invoices.

User's Manual Copyright © 1993-2020 DSD BUSINESS SYSTEMS




8 S/M Service Center

Section B: Getting Started

e If you reinstall or upgrade one of the Sage 100 modules listed in
the following table, you must also reinstall this Enhancement.
e Enhancements from different Sage Developers are generally not
designed to work together. If installed together, problems are likely to occur.

e Check with DSD before installing more than one Enhancement.

Required Levels
Sage 100 Module
Module Required Level
A/P Y 6.10
A/R Y 6.10
c/l Y 6.10
I/M Y 6.10
P/L Y 6.10
P/O Y 6.10
S/M Y 6.10
S/0 Y 6.10
L/M Y 6.10
Installation

1. Back-up: Exit all Sage 100 sessions. Back-up existing Sage 100 data.
2. Check Levels: Sage 100 module levels must match those listed above.

3. Run Enhancement Setup Program: Save the executable installation program (sent to you or
downloaded from our website) in a convenient location on the Sage 100 server. Launch the
program from Windows Explorer or by selecting Start/Run, and then browse for the file in the
location you saved it. Follow on-screen instructions.

4. Send your Sage Serial Number to your DSD Representative: Send your Sage Serial Number to your
DSD representative in order for us to send you back the encrypted keys to unlock your system.
This serial number can be found in Library Master\Setup\System Configuration, Tab 3.
Registration as Serial Number.

5. Re-Start Sage 100: Sage 100 will be updated.

6. Unlock the Enhancement: DSD Enhancements must be unlocked to run. When any part of the
Enhancement is run for the first time, the DSD Enhancement License Agreement and Activation
window will appear. Follow the steps shown on that window. You can click the Help button for
more detailed instructions.

Note: On the next page is a screenshot of the DSD Enhancement License Agreement and Activation
window.

After accepting the License Agreement, you can then select the type of unlocking that you’d
prefer. The choices are File, Web, Demo and Manual Entry.
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S/M Service Center 9

File Unlock: After receiving your encrypted serial number key file from DSD, and placing that file
in the MAS90/SOA directory, selecting this option will unlock all products keys contained in the
file. This means you can unlock all enhancements at once using this option.

Web Unlock: If the system that is running the DSD Enhancement has web access and you have
sent DSD your Sage Serial number, you can unlock the Enhancement without assistance using Web
Unlock. When this option is selected, the program will attempt to download encrypted serial
number key file from DSD and then proceed to unlock all enhancements contained in the file.

e The Sage 100 system that is being used must have web access for this option to be
effective.

e You can send your Sage Serial Number to your DSD Enhancements sales representative.

Demo UnIOCk: If a Demo mode IS 5 DSD Enhancernent Licenze;i\greuement and Activation — b
available for the Enhancement .
icense Agreement -~

’ . .
you're running, you will be able to ¥OU MUST READ THIS AGREEMENT COMPLETELY AND AGREE BEFORE PROCEEDING. SCROLL THROUGH THIS
Demo unlock the product without AGREEMENT USING THE SLIDER CONTROL.

. IMPORTANT: THIS SOFTWARE IS LICENSED BY DSD BUSINESS SYSTEMS, INC. TO CUSTOMERS FOR THEIR USE ONLY
assistance from DSD for‘ demo IN ACCORDANCE WITH THE TERMS SET FORTH IS THIS CUSTOMER. LICENSE AGREEMENT. OPENING OR USING THIS

PACKAGE CONSTITUTES ACCEPTANCE OF THESE TERMS. IF THE TERMS OF THIS LICENSE ARE NOT ACCEFTABLE,
pu r‘poses. THE CUSTOMER MAY OBTAIN A FULL REFUND OF ANY MONEY RAID IF THIS UNUSED, UNOPENED PACKAGE IS
RETURNED WITHIN TEN (10) DAY'S TO THE DEALER FROM WHICH IT WAS ACQUIRED.

e Creating a Demo Unlock is a

gOOd way to temporarﬂy 1 Agree to License Agreement 3 Call DSD at 858-550-5900
unlock DSD Enhancements A i O Disagree Have this infomation ready: End User Name |DSD Business Systems
. Serial Numb 0555188
off-hours, if you do not have 2 setectuntocking Type ctnter [t |
web or email access. Later, L 4 enter the foliowing from DsD
M | Ent
you can unlock the product Sl ==l | |
fully, during business hours. Click to Unlock:
Manual Entry Unlock: If you want to Ds0 | ABX | 12502016

unlock a single enhancement using a
single encrypted key, you can select this option and enter the 64 character key you receive from

DSD by copy and paste.

= D50 Conversion Wizard: Step One, Introduction ? Fd
Note: You can also unlock a DSD

Enhancement through the DSD —®
Enhancement Control Panel found on . D S D
the Library Master Utilities Menu. Then,

select the Enhancement with your
mouse from the list of Enhancements A

and click the Unlock Product button on
the right side of the window.

Thiz compary's data needs to be converted. \f' o
}

Thiz pragrarn will perfarm the conversian, =

7. Convert Data: After unlocking, the DSD
Conversion Wizard will appear. Follow \
on-screen instructions to complete data
conversion. You can exit the conversion
program without converting data. The

Enhancement will not proceed, however, until data is converted. If you enter an enhanced program
and data has not been converted, the conversion program will run again.

User's Manual Copyright © 1993-2020 DSD BUSINESS SYSTEMS




10 S/M Service Center

DSD Enhancement Control Panel

Starting with version 3.61, all DSD Enhancement products include DSD’s Enhancement Control Panel.
The DSD Enhancement Control Panel is accessed from the Library Master Utilities menu.

The DSD Enhancement Control Panel & psp Enhancement Control Panel - X
is a simple to use yet powerful Enhancement Product Ver  Code Exi_ Status Buid Date WP Expire Dats
system to help maintain DSD e R
Enhancements installed on a Sage
100 system. To use it, select an
Enhancement product from the list
on the window and then click the
button, on the right side of the
window, which corresponds with the
desired task.
View Manual: This button will display
the product manual for the selected Sokctet: [ Muti |
Enhancement using Adobe Acrobat.
For this to be possible, the PDF file [ vewnono | e
. Check Web for Updates | Uniock All Froducts ™| Product Webpage
for the corresponding manual must -

be in the “MAS90/PDF” folder in the
Sage 100 system. If the file is not
present, and the system has web access, the correct PDF file will be automatically downloaded from
the DSD website, put into the “MAS90/PDF” folder and then displayed.

Check the Web for Updates: This button will check the DSD website to see what the current build is
the selected Enhancement and alert the user if a later version is available. This requires an internet
connection on the Sage 100 system.

Select an Enhancement from the list. DSD ABX 1213012016

Unlock Product: This will cause the DSD Enhancement License Agreement and Activation window to
appear. Using this window is described on the previous page. This button is disabled if the selected
Enhancement is already unlocked or if unlocking is not required.

Unlock All Products: This will cause the DSD Enhancement All License Agreement and Activation
window to appear. This window is similar to the one described on the previous page, but has only web
and file as options to unlock. This button is never disabled.

Convert Data: After verification, the selected Enhancement’s data conversion program will run. Data
conversion is non-destructive, and may be triggered any number of times. Sometimes this is required
to fix data records imported or updated from a non-enhancement installation.
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Multi-Convert Data: Multiple Companies can be converted at the same time for a given Enhancement.
(If you have a large number of Companies to convert, please do in batches of 20 or fewer due to

memory limitations.)

% Company Code Selection

Compary Mame
AEC Digtibution and Service Corp,

Amenican Business Expreszions

X2 Manufacturing Company

Activated | Conwerted | Conwert

%
%]
A

%]
%]
oA

O
O
O

gg

Lancel E]

Help: The Help button, located at the bottom right of the window, opens an HTML help file.

Get Adobe Acrobat: Opens the Adobe Acrobat website to the page where Acrobat can be downloaded

and installed.

Uninstall Enhancement If this option is available, then selecting this button will start the un-install
process, removing the enhancement from the system. (for more information see Uninstall DSD

Enhancements)

User's Manual
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12 S/M Service Center

Section C: Setup

Getting Started

You will not find fixed steps to get started with Service Center. Each company has its own procedures
and uses the software differently. What this section will do is give you some things to think about
when making decisions. We strongly recommend that you bring in a consultant familiar with Service
Center and with service businesses in general. This person can then work with your managers to
arrive at the optimal settings and procedures to make the most of Service Center.

Service Items - The fundamental concept of Service Center is that you are keeping track of individual

units that may or may not carry warranties and that may need repair, exchange, or returns. We call

these units Service Items. The generic name is used because Service Center applies to so many

different types of service companies. A Service Item is uniquely identified by the combination of Item

Code and a Serial number. The database of service items keeps track of what you know about that

unit, including ownership, original sale, original purchase, warranties and service history. Think about

how your company will create the service item records:

¢ Inventory can be set up to automatically create a service item record when the item code is sold
through sales order invoice.

¢ A service item can be added directly through service item maintenance.

e The end user can add the service item on-the-fly while creating a service order.

¢ The Sales History Conversion utility can scan prior invoice history and add service items that were
previously sold.

Statuses - Think about how a service item, be it a repair, exchange or a return, flows through your
shop, or the different stages a service order goes through. Status Codes can be used to help you track
the units or the orders and determine who is responsible or what needs to be done. There are
several statuses that are built-in and permanent, but you can add your own and define them to mean
different things. The basic steps indicated by the status code are:

e New - (status code "N") This is the status assigned when the unit, or service item, is first added to
the service order.

¢ Received - (status code "R") If the customer has sent the service item back to you, you would
change the status to "R" when you receive that item. This will not only indicate that the unit has
been received, but it will also set the Actual Received Date on the service item entry and will stop
the service order RMA from expiring.

e Vendor - (status code "V") If you decide to send the service item off to a vendor for repair, you can
change the status to "V" and enter the vendor number and vendor RMA number to keep track of
where that unit is and who has it. Service Center does not manage the shipment of the unit to the
vendor.

¢ Closed - (status code "C") When all the repair or processing is complete on a unit, changing the
status to "C" indicates that the entry is now ready to bill. Once the status is set to "C", no further
changes can be made to that particular service item entry. It is then ready to create an invoice.

Copyright © 1993-2020 DSD BUSINESS SYSTEMS User's Manual
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Those are the simplest statuses generally used in Service Center. You may want to add more statuses
and, as part of your internal procedure, change the status every time the service item moves from one
station to the next. Since every status change is logged, you can then use a custom report to show
exactly how long each service item stays at a particular station or waiting for a particular operation.

Billing - When you are repairing a service item, you will use parts out of inventory or you may charge
for labor or other non-inventory items. These charges and parts are entered on the service order
Lines tab. Each unit, or service item entry, on the order has its own list of charges on the lines tab and
can be closed and invoiced separately from any other service item entries on that same order. An
entry must be closed before and invoice can be created. Closing an entry means that the status is
changed to "C", or any user-defined status code that indicates all work is complete and it is ready to
bill. There are several ways that invoices can be created. You must think about which method works
within your organization.

e Create Service Invoices - This menu option will scan all the service orders looking for service item
entries that are closed and ready to invoice. It will then create invoices in Sales Order Invoice for
each of those, combining entries for one order when appropriate. This method is good for high-
volume shops where technicians are completing repairs all day long, changing the statuses to closed
as they finish. At the end of the day, a billing clerk can then create invoices for all the completed
entries at once. If you wish to use Sage 100 ERP features to ship the units back to the customers,
then this method is not for you. Itis also important to note that if you use serialized or lot parts in
the process of repair and you put those items on the lines panel in the service order, you may have
to go to the invoice to distribute the lots or serial numbers.

e Create Invoice - A button at the top of the screen in Service Order Entry will create an invoice for
one order at a time. The options for this button (see Service Center Options) will determine if it
automatically closes all the entries or just creates an invoice for the entries already closed. If you
wish to deal with one service order at a time and create the invoice then print it, this is an ideal
approach.

e Invoice Data Entry - On the Sales Order Main menu, you can create an invoice for each service order
much as you would for a sales order. If you like to create your own invoice numbers, this is the way
to go. Keep in mind that the service item entry must be closed before it is available to invoice with
this method.

o Shipping Data Entry - On the Sales Order Shipping menu, you can create a shipper invoice for each
service order in the same way you would ship a sales order. If you wish to integrate to shipping
software, print packing lists and use other shipping features of Sage 100 ERP, this is a good choice.
Keep in mind that the service item entry must be closed before it is available to invoice with this
method.

Warehouses - Service Center uses inventory management warehouses and will, on occasion, move

item quantities or serial numbers from one warehouse to another. You should consider if your

company uses the following features of Service Center and set up the warehouses appropriately in

Service Center Options.

e Demos/Loaner - Do you send out loaners when a customer's service item is in your shop for repair?
If so, you should designate a source warehouse for loaners and demos to be shipped from, and a
target "virtual" warehouse that will hold those demos or loaners until the customer returns them.
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14 S/M Service Center

The units that are on demo or loaner will appear on the Demo/Loaner report and will show up on
the valuation and stock status reports in inventory in the Demo/Loaner warehouse.

o Refurbish Orders - Do you sometimes do work on units that you own (not customer units) that are in
your own inventory? Sometimes this is because the item came back from the customer and needs
to be cleaned, inspected and repaired before it can be shipped back. Sometimes it is because the
unit must have an upgrade performed that may even cause an item code change. Either of these
can be managed with a Refurbish order. The refurbish order will lock the serial number in inventory
while the repair is being performed. When the service item entry is closed and invoiced, the unit
will be transferred to the refurbish target warehouse.

If you do not already have multiple warehouses, you will probably want to create them in order to

realize the benefits of some of the Service Center features.

Customers - Service Center integrates closely with Sage 100 ERP A/R, so all the customers in the list
will be automatically available to Service Center. There is one new customer you may need to add.
Service Center requires that one customer be designated as the "company-owned customer". This
basically means you. Create a customer to use for internal billing. A refurbish order is created and
processed for an internal customer. In order to relieve inventory and post costs, even a refurbish
order must go through the sales order invoice process, but you will create a zero-dollar bill for that
internal customer. Set up the internal customer in Service Center Options.

General Ledger Accounts - In addition to the G/L accounts that you might set up for product lines in
inventory or for miscellaneous codes (like labor), you may also find the need to add a few new G/L
codes to use certain features of Service Center.

Work In Process - When you refurbish a unit in your inventory, there is a feature to take the costs of
the repair (from items pulled from inventory or from labor) and add them to the original cost of the
unit being refurbished. This feature, called "Cost Rollup", requires that a Work In Process G/L account
be designated as shown on the Service Center Option main screen.

Exchange Accounts - If you send out exchange, or warranty replacement, units, you can choose to
have the outgoing unit revenue and cost book to the same accounts that the credit amount and costs
book to. This is set in the Service Center Options Service Item Entry tab.

Setup Menu

The Service Center Setup menu contains the options to build and maintain the options and codes
required for the operation of the Service Center module.

You can access the Service Center Setup menu at any time to modify the Service Center options. In
addition, you can modify or delete the information contained in the setup files.

As a general guideline, when you begin to set up a new system, you can start at the first menu option
and work your way through to the bottom.
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Service Order Options

Each Module can be customized to fit your company’s specific operations and accounting
requirements. Service Order Options presents a series of options that allow you to select features
most appropriate for your business. These options are organized into six tabs. Click on the image or
the link below for more information about the options on each tab.

ﬂ Service Center Options (ABC) 2/13/2013 El (=l @
1. Main 2 Entry ] 2 Sve ltem Entr_l,l] 4. Line Entry ] 5 Formsz ] E Meszage ] 7. Gererate PO ]
|
Main Tab
&4 Service Center Options (PRO) 1/18/2014 El = @

1. Main ] 2 Entry ] 3. Swe lkem Entr_l,l] 4. Line Entry ] 5. Forms ] E. Meszage ] 7. Generate PO ]

Customer Mo for Company-Owned Service ltems | 04-baxIM 15| % Service Masimuz Intemal
Default Customer Group Code DEFALLT C%
R efurbizh Optionz
Default Warehouze for Company-0wned Refurbish BTH Auto-Transfer Befurbizhed tems i
Diefault Target "4 arehouze for Refurbizhed ltemz  RFB Default Refurbizh Cost Rollup Setting ez - |

Default Source W arehouze for DemodLoaner [tems RFE Work [n Process Account 12400-00-000-000-000 %

Default Target ' arehouze for Demodloaner temz  LMB Zero Befurbizh Line Prices

PPPLPPLP

Default Warehouze for Service Parts aon

Drefault Wwarehouze for warranty B estocking ATH InhesitWarranty on Fieplacement 7
Default W arehouse for Credit Retun Restocking ATH Allows Cost Change on Fetums ]
[rwentory Category Jge? Status to Uze if Invoice Deleted C%
COLOR

SIZE

STYLE

CaTALOGUE REFH

| ccept | Cancel |2 [@)

Customer No for Company-Owned Refurbish Items - When a service item is returned from a
customer into your company's stock, the ownership of that service item is changed to the "Company
Owned" customer. Also, if you wish to create a refurbish order to modify or repair something owned
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by your company, this is the customer that will be assigned to that service order. You must enter a
customer number here. Use the lookup button or F2 to view a list of customers.

Default Customer Group Code - If you have chosen to use Group Codes to set up categorize customers
for pricing and warranty purposes, you can designate which group is the default here. The group code
you enter here will be used for any customer that is not assigned to another group. Often the default
group only has a repair warranty assigned to it so that repair warranties will be assigned to repaired
service items regardless of which customer. For more information about Group Codes see Group Code
Maintenance.

Default Warehouse for Company-Owned Refurbish - Enter the source warehouse for service items
being refurbished. The refurbish service order will allow you to repair or modify a serialized item in
your own stock and transfer it from the source warehouse to a target warehouse, with a new cost if
desired, upon completion. You would typically transfer the items needed modification to the Default
Warehouse for Company-Owned Refurbish prior to creating the refurbish order. See Service Types in
the Helpful Hints section for more information about Refurbish orders.

Default Target Warehouse for Refurbished Items - Enter the target warehouse for service items that
have been refurbished. When you close and invoice a refurbish service order, the item that was
modified or repaired is transferred into this warehouse. Typically it would be finished goods
warehouse in preparation for sale or exchange. See Service Types in the Helpful Hints section for more
information about Refurbish orders.

Default Source Warehouse for Demo/Loaner Items - Enter the warehouse you wish to use by default
to ship Loaner items from. See Demos and Loaners in the Helpful Hints section for more information
about sending a loaner, or take a look at the Service Order Create Loaner or Replacement option)

Default Target Warehouse for Demo/Loaner Items - Enter the warehouse where demos and loaners
will be stored while out at the customer site. Remember that demos and loaners are not actually
relieved from your inventory. They are instead transferred to this warehouse until they are returned
from the customer via a credit memo. See Demos and Loaners in the Helpful Hints section for more
information.

Default Warehouse for Service Parts - When you enter lines on a service order, this will be the default
warehouse for inventory items.

Default Warehouse for Warranty Restocking - When an exchange service item entry is returned, this
will be the default target warehouse for that service item when the invoice is updated.

Default Warehouse for Credit Return Restocking - When a Credit Return service item entry is
returned, this will be the default target warehouse for that service item when the invoice is updated.

Auto-Transfer Refurbish Items - Check this box if you wish to automatically transfer the service item
that has been refurbished from the warehouse it is currently to the Default Target Warehouse for
Refurbished Items. The assumption is that an item needing repair or modification will not be available
for sale, so you will keep it in a separate warehouse in your inventory, but when the refurbish order is
complete, the item needs to be automatically transferred to a finished goods warehouse ready for sale
or to be sent out as a exchange or loaner.

Default Refurbish Cost Rollup Setting - If you check the Auto-Transfer Refurbish Items box, this
options will be enabled. When an item is refurbished, you are modifying or repairing a serial number
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that is in your inventory. This option allows you to take the cost of the repairs, calculated from the
parts and charge codes you enter on the lines panel for the refurbished service item entry, and add
those costs to the original cost of the serial number to create a new cost. The serial number will then
be put back into inventory with a new cost which includes the cost of the repair.

The choices are:

Disabled - This means that you do not want to allow the cost of the repair to be rolled up into
the new cost of the refurbished item.

No - This means that you will allow the cost of the repair to be rolled up when the item is
refurbished, but that by default you will choose not to do it. This can be changed for each
service item entry.

Yes - This means that you will allow the cost of the repair to be rolled up when the item is
refurbished and that the default choice will be to do the rollup. This can be changed for each
service item entry.

Work In Process Account - If you check the Auto-Transfer Refurbish Items box and the Default
Refurbish Cost Rollup is not Disabled, this field will be enabled. Enter the G/L account to be used for
Work In Process. When you have chosen to roll up the cost of the repair, the original inventory item
(serialized) will be relieved from inventory and the cost will be expensed to the work in process
account entered here. The parts and charges used for the repair will also be expensed to this account.
Then the refurbished item/serial is put back into inventory with the new cost, calculated from the
total booked into the WIP account, and WIP is relieved and inventory is debited.

Zero Refurbish Line Prices - Check this box if you want to automatically set the price to zero on a
refurbish order/entry line.

Inherit Warranty on Replacement - On an exchange service order, an existing service item is returned
from the customer and you have the option to send out an exchange or replacement service item.
Check this box to allow the replacement units to inherit the existing warranty.

Allow Cost Change on Returns - Check this box to allow the user to change the cost of a service item
that is being returned to stock with an exchange or a Credit Return order.

Inventory Category Settings -

Use - Check this box if you wish to enable this Inventory Category field for use on the Service
Iltem. See Using Inventory Categories for more information.

Status to Use if Invoice Deleted - Typically the status of a Service Item Entry is changed to "C" or
Closed and an invoice is created when the work is complete. If the invoice is deleted before it is
updated, the status of the service item entry is changed back to "O" or open, by default, so that it is
not automatically invoiced again. If you do not wish for the status to be "O" (open) after the invoice is
deleted, you can designate another status code to be assigned when the invoice is deleted.
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Entry Tab

54 Service Center Options (SMC) 2/13/2013 o @ |5

1. Main ] 2 Entry ] 3 Sve ltem Entry] 4. Line Entry ] 5 Formsz ] B Meszage ] 7. Generate PO ]

Mest Automatic Service Order Mumber 1000062 ullow Create Invoice fram Order Enkry )
Mewxt Autormatic Bka Number | Create [nwoice Option Prampt ta Cloze Al -
Drefault 0rays til Bkdd Expiration an

Autamatic: Mumbering

Order Prefiz Mest Order Mext Invoice  Zera Inventory Price Do Technicianz Eam Commiszions

1 A Q0o Q000 ] Split Commizzions Between Salespersons J
7 R Q0000 BOOTI07 7 I1ze Shipping Cade to Calzulate Freight "r"es—v
3 C 000005 Doooaoz
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]

Next Automatic Service Order Number - When you create a new service order, you can click the '#'

button or hit Alt-X on your keyboard to assign the next service order number. This is where you can
determine what that number will be.

Next Automatic RMA Number - If you choose to use RMA numbers on the service order header and

you wish to assign a new number automatically, this is where you can determine what the next new
number will be.

Default Days til RMA Expiration - If you choose to enter an RMA number on a service order header,
you will automatically set an expiration date for that RMA based upon the number of days you enter
here. When the expiration date is hit, if none of the service order entries on that order have been
received the order will expire and can be removed using the Expired RMA Register and Update on the
Utilities menu. See Service Order Status Maintenance for more information about how to flag a
service item entry as received and stop the expiration.
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Allow Create Invoice from Order Entry - There is a button on the Service Order header that will allow
you to create an invoice quickly for a single service order. Check this box to enable that button.

Create Invoice Option - If the Allow Create Invoice from Order Entry is checked, this option will
appear. Choose whether you wish to automatically close all the service item entries and create the
invoice without asking, prompt to close all the service item entries then create an invoice, or simply
create the invoice for those service item entries that are already closed.

Automatic Numbering - This table allows you to set up five prefix letters or numbers to be used when
creating a new Service Order. If an order number begins with any one of these five prefixes, then the
remaining columns in the table will affect the invoice numbering and pricing for that order.

Order Prefix — This is a one-character field that will be used to identify types of Service Orders.
If you fill in a letter or number here, you will be able to also fill in the Next Order column, Next
Invoice, and the Zero Inventory Price column for that Order Prefix. If this letter or number
appears at the beginning of an order number, then the invoice resulting from that order will be
numbered based upon the Next Invoice column.

Next Order — If you fill in a prefix character, you can automatically assign the next order
number that goes with that prefix. When you are creating a new order, you have the option of
entering one of the Order Prefix characters, then pressing <ENTER> or <TAB>. The program will
then look at the Next Order column to complete the Service Order number for you, then it will
increment the Next Order and save it for the next time you use that prefix.

Next Invoice — When an invoice is created from a Service Order, this feature will look to see if
the order number begins with one of the Order Prefix characters that you specified. If it does,
the invoice number will be assigned based upon the Next Invoice column you enter here. For
example, in the image above, if | create an invoice from order number B001001, the invoice
number will be BO0O0107. Once the Next Invoice Number is assigned, it is incremented and
stored. Please note that if the Status Code used to close the order is set to have its own
numbering sequence by marking Require Separate Invoice in Status Code Maintenance, then
the Status Code next invoice number will be used instead of this one.

Zero Inventory Price — If this box is checked for a particular Order Prefix, then any inventory
item added to a Service Order whose number begins with that prefix will be automatically
priced at zero. In the above example, inventory items sold on order BO01001 will have zero
prices, but order number C009102 will not have zero prices (unless they are under warranty!).

Do Technicians Earn Commiission - If this option is checked, you will be allowed to assign a sales
person code to the Service Technician record (see Service Technician Maintenance)

Split Commissions Between Salespersons - If you have checked the Do Technicians Earn Commissions
box, you can optionally check this box to determine if you will split commissions among salespersons
on the service order header.

Use Shipping Code to Calculate Freight -

Yes to use preset shipping codes to calculate freight charges.

No to manually enter all freight charges, or if freight charges are not required.

Actual to calculate freight charges using the total weight of all items ordered; this option allows
you to use ship codes and the actual weights from the Item file and is available only if the
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Inventory Management module is integrated with Sales Order. Individual shipping codes are
defined in Shipping Rate Maintenance.

Flag Pick Sheet Printed Only if Closed - On the Service Item Entry on a Service Order, there is a flag
that indicates whether the pick sheet has been printed for that service item entry. If you check this
box, that flag will only be set if the service item entry was closed at the time the pick sheet was
printed. The Crystal Report can be modified to only show closed service item entries and to skip those
that have already been printed. In this way, the pick sheet can be used to pull completed service item
entries for shipment.

Service Item Entry Tab

e

&4 Service Center Options (PRO) 1/29/2014 o @ |3

1. Main ] 2. Entry ] 3. Sveltem Entf.'r'] 4. Line Entry ] 5 Forms ] B. Meszszage ] 7. Generate PO ]

Allow Service Type by Service [tem o Auto-zet Loaner/Replacement Price o
Allows Status by Service [tem o b atch Return Price to Replacement Price o
Apply Status Changes to Service ltem Entries M atch Feplacement Cost to Returned Item Cost o
Allows the Same Sve kems on Order o Set Apply To Invoice to Replacement |nyvoice o
Warn if Ibern Mot Tracked in /M v Use Exchange GAL Accounts 7

Exchange Sales Account 40700-01-000-000-000 C%

Aliow Apply-Tin Invoice on Service ltem 7 Exchange Cost of Goods Sold Account 57E00-00-000-000-000 C%

Default to Sales Invoice
Default Technician

Set Default Technician

Auto-hezsign Seral Order Ho - Default Technician

Allow Service Type by Service Item - Check this box if you wish to allow each service item entry on a
service order to have its own Service Type. This is by far the most common selection. This allows you
to have multiple service item entries where one can be a standard repair, one can be a credit return,
etc.
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Allow Status by Service Item - Check this box if you wish to allow each service item entry on a service
order to have its own status. If you clear this box, then the status on the header of the service order
will apply to all the service item entries.

Apply Status Changes to Service Item Entries - When you change the status code on the header of the
service order, it has to change all the service item entries to match. This is a fast way to change all the
statuses at once. If this box is cleared, then every time you change the header status, the system will
ask you if you want to change all the service item entry statuses. If you check this box, all the service
item entries statuses will be changed without asking you.

Allow the Same Svc Items on Order - If this box is checked, then you can enter the same service item
to a service order more than once. This is useful if you have multiple phases for repair or modification
and want to bill them separately or give different technicians responsibility. If you clear this box, a
service item will only be allowed once on a service order. Note that if the service item entry service
type is Credit Return, Refurbish or Exchange, then you will not be allowed to put it on the order more
than once. All of these service types require changes in inventory that does not work well with
duplication.

Warn if Item Not Tracked in I/M - When adding a new service item, you enter an item code and a
serial number. If you check this box, the system will warn you if the item code you entered is not set
up to track in service. Track in service is a flag in ltem Code Maintenance that specifies that an item,
when sold, should create a service item.

Allow Apply-To Invoice on Service Item - Check this box if you wish to be able to enter an open
invoice to apply a credit memo to when you add a Credit Return or Exchange service item entry to an
order. When the service item entry is completed and the credit memo for that return is created, the
Apply-To invoice will automatically be on the credit memo header.

Default to Sales Invoice - If you checked the Allow Apply-To Invoice on Service Item box, this field is
enabled. Check this box if you wish to automatically fill in the Apply-To Invoice field on the service
item entry with the invoice number that was used to originally sell the service item. This invoice
number will be found on the Service Item record (see Service Item - Main Tab)

Auto-Assign Serial Number - If you are adding service items manually through Service Item
Maintenance (see Service ltem Maintenance) you can enter an item code then hit enter at the blank
serial number. The system will prompt to automatically create a serial number based upon the date or
the service order number. If you select No, then it will not prompt to create a serial number
automatically.

Auto-set Loaner/Replacement Price - When you click the Loaner/Replacement button on the Service
Iltem Entry panel on the Service Order, the dialog pops up to allow you to enter the item code you
wish to send as a loaner or a replacement for the service item entry, serial number (if applicable),
warehouse and price. Check this box if you wish to automatically set the replacement/loaner price to
the standard price for this item and the Service Order customer. See Create Loaner or Replacement for
more information.

Match Return Price to Replacement Price - When you click the Loaner/Replacement button on the
Service Item Entry panel on the Service Order, the dialog pops up to allow you to specify what item
code you wish to send as a loaner or a replacement for the service item entry. Once you have filled in
the item code, serial number (if applicable), warehouse and price, the system will automatically create
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a sales order. If you check this box, the line price for the service item being returned will be
automatically set to match the replacement price.

Match Replacement Cost to Return Item Cost - Check this box if you wish the cost for the returning
item to be the same as the cost posted for the replacement\loaner item being sent. See Create Loaner
or Replacement for more information. Note: the cost substitution will be done during the update of
the replacement/loaner invoice if the Exchange/Credit Return Service Item Entry the
replacement/loaner was sent for is still in progress.

Set Apply To Invoice to Replacement Invoice - Check this box if you wish to set the Apply to Invoice
field on the Exchange/Credit Return Service Item Entry to the same invoice number that was created
for the replacement/loaner item sent from this Service Item Entry. Note: the Apply to Invoice field will
be set during the update of the replacement/loaner invoice if the Exchange/Credit Return Service ltem
Entry is still in progress.

Use Exchange G/L Accounts - When you click the Replace/Loaner button on the Service Item Entry
panel on the Service Order, it automatically creates a sales order and puts the loaner or replacement
item you selected on that sales order. If you check this box, then the replacement item being sent and
the line item for the unit being returned will use the Exchange G/L accounts (described below) for
sales and cost of goods sold. If you clear this box, or the specified Exchange G/L accounts are not valid,
then the standard G/L accounts for the item will be used.

Exchange Sales Account - If you check the Use Exchange G/L Accounts box, this field will be enabled.
Enter the G/L account to be used as a sales account for the replacement item being sent and the line
item for the unit being returned.

Exchange Cost of Goods Sold Account - If you check the Use Exchange G/L Accounts box, this field will
be enabled. Enter the G/L account to be used as a cost of goods sold account for the replacement item
being sent and the line item for the unit being returned.

Set Default Technician - If you would like to have a default technician automatically assigned to
service items, check this box, enter or choose a technician, and it will automatically fill in on any new
service item entry you create. This is for users who do not actually keep track of technician times,
since Service Center requires that a technician be entered.
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Line Entry Tab

&2 Service Center Options (PRO) 1/15/2014 o B [k
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| Accept | Cancel |2 [@)

Use Item Default Warehouse - If you check this box, the system will ignore the default Service Parts
Warehouse and will use the warehouse for that Item Code when an item is added to the lines panel of
the Service Order.

Default Order Quantity to One - Check this box if you want to automatically set the quantity to 1 (one)
when a new item line is added to the lines tab of a service order.

Display Unit Cost - Check this box if you wish to show the unit cost in the grid on the lines panel of the
service order.

Get Serial Numbers from Line Entry - Check this box if you wish to assign serial numbers from the list
to the service items when service items are automatically created for the sold non-serialized inventory
items (see Service Items). The list of serial numbers can be added in Service Order Entry, Sales Order
Entry, or Invoice Entry. This applies only to inventory items that do not have a Serialized valuation and
yet do have the "Track In Service" box checked (see Service Item Setup ).
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Require Serial Number List - Check this box to require a serial number from the serial numbers list for
each sold non-serialized inventory item when a service item is automatically created for this item. If
this box is checked and a non-serialized inventory item which is flagged to "Track In Service" (see
Service Item Setup ) is on an invoice line but the serial number list does not contain enough separate
serial numbers for the quantity shipped, the user will not be allowed to update the sales journal for
that invoice.

Enable Lot/Serial Distribution - Select this check box to enable the distribution of lot and serial
numbers in Service Order Entry and Service item Data Entry. If this check box is selected, you can
distribute and commit quantities for lot or serial items using the Lot/Serial Number Distribution
window. Clear this check box if you do not want to enable lot and serial distribution in Service Order
Entry and Service Item Data Entry. Note: If sales order distributions already exist, this check box
cannot be cleared.

Require Lines to be Fully Distributed - Select this check box to require the data entry lines for lot or
serial items to be fully distributed. Clear this check box if you do not want to require to fully distribute
the data entry lines for lot or serial items. If this check box is cleared, all lot or serial line items can be
partially distributed. This field is available only if the Enable Lot/Serial Distribution check box is
selected.

Use Product Line from Service Item - Select this check box to default the line item G/L accounts to the
Sales and Cost of Goods Sold accounts of the Service Item Product Line instead of the Inventory Item
Product Line when a new item has been added to the grid on the lines panel of the service order.

The Product Line, which is defined in Product Line Maintenance (Inventory Management - Setup
menu) defines what G/L accounts will be used for the sales and cost of goods sold on the detail line of
the service order for a inventory item code (miscellaneous charge, miscellaneous item code, or special
item get their G/L accounts from elsewhere). Under normal circumstances, it's the product line for the
item code on the detail line that is used. If this box is checked, though, instead of using the detail line
item code the product line on the service item entry is used instead. If this box is checked, the service
item entry product line is used for BOTH inventory item lines and labor miscellaneous item lines. If the
product line on the service item entry is blank (meaning no service item code has been entered on the
service item entry) then the system will fall back to the standard behavior and will use the product line
from the detail line, or from the miscellaneous code. Once detail lines have been added and G/L
accounts assigned (with service entry product line blank), if the product line on the service item entry
is filled in, the system will change the detail line G/L accounts to the ones on the product line form the
service item entry.

Use Service G/L Fields from Product Line - Select this check box to default the line item G/L accounts
to the Service G/L product line accounts instead of the Sales and Cost of Goods Sold product line
accounts when a new item has been added to the grid on the lines panel of the service order.

If you check this box, you are telling the system to use the special Service G/L accounts for Service
Material Sales, Service Material Cost, Service Warranty Material Cost, Labor Sales, Labor Cost, Labor
Warranty Cost, and Service Returns. If this Box is cleared, the system will use the standard Sales, Cost
of Goods accounts. In both cases, we are talking about the G/L accounts that are automatically filled in
on the detail lines. This check box works whether you check Use Product Line From Service Item or
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not. If you do not check Use Product Line From Service Item and do check User Service G/L Fields from
Product Line, the labor G/L fields will not be used because labor is a miscellaneous item code and
therefore does not have a product line on the detail line.

Automatically Create Labor Lines from Transaction - Select this check box if you want to automatically
create labor lines on the service order directly from Technician Time Transactions as soon as the
technician closes (enters the end time) the transaction, as long as there is a billing code.

Group Transaction by - This drop down box gives you the option of how you would like your
transactions to be grouped. Your options are 'No Grouping', 'Item Code', or 'ltem Code and
Technician'.

—Time Transaction

Automatically Create Labor Lines from Transaction

Group Trangzaction By [termn Code ﬂ
Require Billing Code on Cl

[term Code
[tem Code and T echnician

—

If you choose to group by 'ltem Code and Technician' and two different technicians enter time with
the same item code, two lines will be created, one for each technician. If they come back and enter
more time using the same billing item code, the program will add the new time to the existing lines.
Note: the grouping options only affect what happens with the transactions updated after the option is
changed. For example, if two technicians had lines with billing code "/Labor" and you changed the
option to group by 'ltem Code', then one technician added a transaction, it would find the first line
using the "/Labor" code and add the transaction hours to that one even if the line was orginally
belonged to the different technician.

Require Billing Code on Closed Time Transaction - Select this check box if you want to require a billing
code when the time transaction is closed.
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Forms Tab

54 Service Center Options (SMC) 2/13/2013 o @ |5
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1

lces 8]0

Print Service Order - Check this box if you wish to be able to print service orders. If this box is cleared,
no one will be allowed to print service orders.

Print Picking Sheets by -

Bin - Select if you want lines on picking sheets sorted by bin location.

Item - Select if you want lines on picking sheets sorted by item code.

Line Number - Select if you want lines on picking sheet sorted by line number.
None - Select if you do not wish to enable picking sheet printing.

Include Kit Items on Picking Sheets - Select this check box to print sales kit items and kit components
on picking sheets. Clear this check box to print only sales kit components on picking sheets. This field is
available only if an option other than None is selected at the Print Picking Sheets By field, or the
Inventory Management module is integrated with Service Center.

Copyright © 1993-2020 DSD BUSINESS SYSTEMS User's Manual




S/M Service Center 27

Print Service Item Labels - Check this box if you wish to be able to print service item labels. Service
item labels print one form for each service item entry on the service order. If this box is cleared, no
one will be able to print service item labels.

Print Shipping Labels - Check this box if you wish to be able to print shipping labels. If this box is
cleared, no one will be able to print shipping labels.

Default Number of Shipping Labels per Order - If you check the box to Print Shipping Lables, enter the
default number of labels to print for each order. You can override this number on the service order
header.

Skip Quick Print Select - There is an option to Quick Print an order which pops up a dialog to allow you
to select whether to print service order, picking sheets, and service item labels, and which forms to
use. If you have set up user-based quick print options (see Quick Print Preferences) then you can
check this box and the user's default selections will be used and no selection dialog will pop up.

Message Text Tab
= Service Center Options (SMC) 2/13/2013 o @ [
1. Main ] 2 Entry ] 3. Swve ltem Entr_l,lw 4. Line Entry ] 5. Formz ] ] 7. Generate PO ]
|ze Standard Loaner/Exchange Meszages i
Standard
Thiz unit iz being shipped to vou for use as a service loaner *

Loaner Message until repairs on your unit have been completed.

Service Order: HHEHEHRH

Thiz urit iz being shipped to vou for use az a replacement ’
for & unit you are returning to us on
Service Order Mumber: #EEEEHE ltem: MeSo0ddllllddd SN bbbl 0t0i il

Exchange Message

Cuztom

Loaner Meszage

Exchange Message

[ Accept 1 LCancel E
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Use Standard Loaner/Exchange Messages - When you click the Replace/Loaner button on the Service
Iltem Entry panel on the Service Order, it automatically creates a sales order and puts the loaner or
replacement item you selected on that sales order, along with the text selected here. Check this box
to use the standard text show, or clear it to enter your own text to use on the replacement or loaner
sales order. See Create Loaner or Replacement for more information.

Generate PO Tab

e Service Center Options (SMC) 2/13/2013 o B |-k

1. Main ] 2 Entry ] 2. Sve lhem Entry] 4 Line Entry ] 5. Farmz ] G. Meszage ] 7. Generate PO ]

Service Order Fieldz to Include

Combine Service Orders by Wendar Ship-To Address | Dirop Ship Only - |
Use Service Order Mumber a3 Purchaze Qrder Mumnber v Ship Yia | Cirop Ship Only - |
Apply Incremental Yalue to Purchase Order Mo, At |M| FOB | Drop Ship Only - |
Baze PO Header Required Date On | FP/0 Date - | Confirm To | Mo - |
Baze PO Lines Reguired Date On | P/0 Date - | E-mail Address | Mo - |
Frint Auto Generate Listing Sorted by Customer Humber COGS Account for Drop Ship Lines

Print Purchase Order Humber Azzignment Listing Aliaz Item Mumber for General Types

Access Purchase Order Entry After Generation v

<)

Enable Purchasze Order Generation During Service Order Entry

<

Frompt to Generate Purchaze Order on Hew Service Orders

Combine Sales Orders by Vendor - Select this check box to combine multiple service orders for a
vendor into one purchase order. If this check box is selected, the item lines on multiple service orders
that contain the same vendor number will be generated into one purchase order. Clear this check box
if you do not want to combine the service orders by vendor. Note: This applies only to item lines that
are not drop shipped.
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Use Service Order Number as Purchase Order Number - Select this check box to use the service order
number as the purchase order number when automatically generating purchase orders from service
orders. If this check box is selected, the order number for the generated purchase order will be the
same as the service order number. If this check box is cleared, the next purchase order number can be
entered in the Purchase Order Additional Options window during generation. This field is available
only if the Combine Service Orders by Vendor check box is cleared.

Apply Incremental Value to Purchase Order No. At - Select an option to apply an incremental value to
the purchase order number when using the service order number as the purchase order number if the
purchase order number already exists or if more than one purchase order needs to be generated for
the service order.

o Select Beginning to replace the leading zero of the order number with a numeric character
beginning with 0 through 9, and then alpha characters (A through Z) when more than 10
purchase orders are generated.

e Select End to remove the leading zero of the order number and apply an alpha character (A
through Z) to the end of the purchase order number.

If a purchase order with the same number as the sales order already exists, the purchase order
number will be incremented or appended for any additional purchase orders. This field is available
only if the Use Service Order Number as Purchase Order Number check box is selected.

Base PO Header Required Date On - Select an option to use for the required date on the Header tab in
Purchase Order Entry.

o Select Svc Order Date to use the service order date.
e Select P/O Date to use the Purchase Order module date.
o Select System Date to use the software system date.

e Select Prompt to be prompted to select a required date when generating the purchase
orders.

Note: If P/O Date is selected and the purchase order is generated from Service Order Data
Entry, the Service Order module date will be used instead if no Purchase Order tasks have been
accessed.

Base PO Lines Required Date On - Select an option to use for the required date on the lines in
Purchase Order Entry.

e Select P/O Date to use the Purchase Order module date.
o Select System Date to use the software system date.

¢ Select Prompt to be prompted to select a required date when generating the purchase
orders.
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Note: If P/O Date is selected and the purchase order is generated from Service Order Data
Entry, the Service Order module date will be used instead if no Purchase Order tasks have been
accessed.

Print Auto Generate Listing Sorted by Customer Number - Select this check box to print the Auto
Generate from Service Order Listing sorted by customer number. Clear this check box if you want to
print the listing sorted by vendor number.

Print Purchase Order Number Assignment Listing - Select this check box to print the Purchase Order
Number Assignment Listing after generating the purchase orders. Clear this check box if you do not
want to print the listing.

Access Purchase Order Entry After Generation - Select this check box to open Purchase Order Entry
after generating the purchase orders from service orders. Clear this check box if you do not want to
open Purchase Order Entry.

Note: Purchase Order Entry can be accessed only with the appropriate security setup.

Print Purchase Orders After Generation - Select this check box to be prompted to print the purchase
orders after generating them from service orders. Clear this check box if you do not want to be
prompted to print the purchase orders. This field is available only if the Access Purchase Order Entry
After Generation check box is cleared.

Enable Purchase Order Generation During Service Order Entry - Select this check box to enable
purchase order generation in Service Order Data Entry. If this check box is selected, the Generate PO
button is enabled in Service Order Data Entry to generate one or multiple purchase orders for the
selected service order. Clear this check box if you do not want to enable purchase order generation for
new service orders only.

Note: The Purchase Order Generation button can be accessed only with the appropriate
security set up.

Prompt to Generate Purchase Order on New Sales Orders - Select this check box to be prompted to
generate purchase orders after the new service order is created in Service Order Data Entry. Clear this
check box if you do not want to be prompted to generate purchase orders for new service orders. This
field is available only if the Enable Purchase Order Generation During Service Order Entry check box is
selected.

Ship-To Address - Select an option to include on the purchase order.

o Select Drop Ship Only to use the service order ship-to address information for drop-shipped
purchase orders only.

o Select All Purchase Orders to use the service order ship-to address information for drop-
shipped and standard purchase orders.

Note: This field is available only if the Combine Service Orders by Vendor check box is cleared.

Ship Via - Select an option to include on the purchase order.
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¢ Select Drop Ship Only to use the service order ship via information for drop-shipped purchase
orders only.

e Select All Purchase Orders to use the service order ship via information for drop-shipped and
standard purchase orders.

Note: This field is available only if the Combine Service Orders by Vendor check box is cleared.
FOB - Select an option to include on the purchase order.

¢ Select Drop Ship Only to use the service order FOB information for drop-shipped purchase
orders only.

e Select All Purchase Orders to use the service order FOB information for drop-shipped and
standard purchase orders.

Note: This field is available only if the Combine Service Orders by Vendor check box is cleared.

Confirm To - Select an option to determine whether to include the service order confirm-to
information on the purchase order.

Select Yes to include the service order confirm-to information. This option is available only if
the Combine Service Orders by Vendor check box is cleared.

Select No to exclude the service order confirm-to information.

Select Drop Ship Only to include the service order confirm-to information for drop-shipped
purchase orders only.E-mail Address - Select an option to determine whether to include the
service order e-mail address information on the purchase order.

Select Yes to include the service order e-mail address. This option is available only if the
Combine Service Orders by Vendor check box is cleared.

Select No to exclude the service order e-mail address.

Select Drop Ship Only to include the service order e-mail address for drop-shipped purchase
orders only.

COGS Accounts for Drop Ship Lines - Select this check box to include the sales order cost of goods sold
(COGS) account for drop-ship lines only on the purchase order. If this check box is selected, the service
order COGS account will be included at the G/L Account field on the purchase order lines. Clear this
check box if you do not want to include the service order COGS account for drop-ship lines.

Alias Item Number for General Types - Select this check box to include the service order general-type
alias item number. Clear this check box if you do not want to include the service order general-type
alias item numbers. This field is available only if the Purchase Order and Service Order modules are
integrated with Inventory Management.

User's Manual Copyright © 1993-2020 DSD BUSINESS SYSTEMS




32 S/M Service Center

Service Order Status Maintenance

" Status Code (SMC) 2/17/2013 o] @ [
Status Code CLOSED ld 4 & Bl
Drezcription Clozed and ready to bil

Shart Description  CLOSED

Set Received Date o
Remowve RiA Ewpiration Date o
Sent ToVendor

Status Meansz Complete - Ready to Update W
Create lnvaice When pdated o

Fequire Separate [nvoice

MHert Invaice Hurmber

| cancel | Deee |2|@

Status Code - The Status Code is a ten-character code used to determine the current stage or location
of a work order. The status code can apply to the whole service order, or to a specific service item on
that order (see Allow Status by Service Item Entry on the Service Order Options Service Item Entry Tab
). There are several status codes that are provided by the system and cannot be deleted.

¢ N — New: When an order is first entered, it is automatically assigned this status.

e O —Open: As soon as the order is first printed, the status automatically changes from New to
Open. It can stay Open indefinitely until changed by the user.

e C—Closed: This status signifies that the work on this order (or Service Item) is complete and the
order or item is ready to be billed and/or updated.

e R — Received: This status can be used to indicate that the item to be serviced has been received
from the customer, or returned from the vendor. In either case, when this status is entered, the
Received Date on the order or item is set.

¢ V—Vendor: When an item must be sent to a third-party for additional service, this status can be
used to not only flag the item as in another location, but it also allows for entry of the vendor ID
and the vendor RMA number.

e X — Expired: This status is automatically assigned to all expired service orders deleted using the
Expired RMA Register and Update utility.

You can set up any status codes that will help you track your Service Orders through their various
stages. The rest of the information on the status code maintenance screen will tell the system how to
handle orders or Service Item Entries with this each status.
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Status Description -This long description is for you to more fully identify the status and its usage.

Short Description - The short description is useful in some reports and on some screens where there is
not enough space to print the longer description. It is important to enter a short description because
some reports and screens will only print this. If it is blank, then the status information will not be
visible in those situations.

Set Received Date - If this box is checked and this status is assigned to a service item entry, the Actual
Received Date will be set if it is not already set.

Remove RMA Expiration Date - If this box is checked and this status is assigned to a service item entry,
the RMA expiration date will be cleared and the service order RMA will no longer expire.

Sent To Vendor - If this box is checked and this status is assigned to a service item entry, the Vendor
Number field and Vendor RMA Number field will be enabled, allowing you to enter which vendor the
unit was sent to and what the vendor's RMA number is. This is useful for tracking which items are sent
to vendor for repair.

Status Means Complete - Ready to Update - If this box is not checked, which is the default, then the
service item entry is not ready to update and the Create Service Invoices feature will ignore the entry
with this status. If you check this box, then the order with this status will be updated. Updating the
order might mean creating an invoice or inventory transactions or simply moving the order to history.

If this box is checked, meaning that the order is ready to update, the rest of the fields will be available
for change.

Create Invoice When Updated - Most of the time you will want to create an invoice (or credit memo)
when a Service Order is complete. The invoice serves not only to bill the customer for the work done,
but it also is the only way that parts entered on the Service Order can be relieved from inventory.
There are some circumstances where you might want to close an order but not affect the accounting
function at all. In these cases you will uncheck this box.

Require Separate Invoice - If you check this flag, then invoices created from orders with this status will
use a different numbering sequence from the standard sales order invoice numbers. The resulting
number will start with the status code and be followed by the number you specify in the next field.

If the status code is setup to require separate invoice and automatic numbering is also enabled in
Service Order Options, the status code next invoice number will be used.

Next Invoice Number - Enter the next number to use for invoices created as a result of this status
code.
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Warranty Code Maintenance

ﬂ Warranty Code Maintenance (SMC) 2/15/2013

1YRFULL M 4 & Pk
One Year Extended Parts/Labor

Warranty Code

Drescription

1. Header ] 2. Pricing ]

Warranty Type | Extended - | Start After Current W arranty W

Wharranty Penod Unitz |Years - | Wwarranty Covers Parts W

IInitg in Period 1 “Warranty Covers Labor W

Coverage Description

Cover all normal uzage for one year, including replacement partz and labor to repair. Unit must be zent back to shop. ’

Mizcellaneous ltems

SfOMEYEAR
ATV _TvRFULL

| concel | Deere [B]@]

Warranty Code - Every service item has one or more warranties associated with it. The ten-character

warranty code defines the warranty period and coverage. You can enter any ten characters you wish

to identify the warranty record. This code will be stored with the Service Item.

Warranty Description - Enter a description to help you identify this warranty. It is a good idea to put
enough in the thirty characters to describe the coverage since this can be used during data entry to

identify the desired warranty.
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Header Tab

52 Warranty Code Maintenance (SMC) 2/15/2013 o] @ (==

Waranty Code | 1%RFLLL ld 4 & Bl

Drescription One Year Extended Parts/Labor

1. Header ] 2. Pricing ]

Warranty Type | Extended - | Start After Current W arranty W
Wharranty Penod Unitz |Years - | Wwarranty Covers Parts W
IInitg in Period 1 “Warranty Covers Labor W

Coverage Description

Cover all normal uzage for one year, including replacement partz and labor to repair. Unit must be zent back to shop. ’

Mizcellaneous ltems

SfOMEYEAR . | Add/Edi

ATV _TvRFULL

| Concel | Deme | 2|

Warranty Type - Each service item can have up to three warranty codes in effect at one time. There
are three warranty types. An “original” warranty is usually the default, or base warranty given to a
unit by the manufacturer when it is made or sold. An “extended” warranty is usually sold as an option
when the item is distributed. A “repair” warranty can be automatically assigned to an item (through
the use of the Group Code) when a repair is completed.

Warranty Period Units - Select whether the warranty period is measured in days, months, or years.
The warranty period units field is used with the number of units to calculate the ending date of a
warranty.

Units in Period - Enter the number of days, months, or years this warranty is to be in effect. Whether
you use days, months, or years depends on the Warranty Period Units you selected.

Start After Current Warranty - When an extended warranty is sold after the original item is sold, this
flag will determine when the new warranty starts. If this box is checked, then the replacement
warranty’s start date will begin the day after the original warranty’s end date. If it is unchecked, then
the new extended warranty will start on the invoice date. For more information on warranties see
Warranty Processing in the Helpful Hints section.
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Warranty Parts - Check this box if this warranty covers parts used to repair. If you check this box, then
any inventory items you enter on the lines of a service order for repair of a service item covered by
this warranty will automatically have a zero price.

Warranty Labor - Check this box if this warranty covers labor used to repair. If you check this box,
then any labor charges you enter on the lines of a service order for repair of a service item covered by
this warranty will automatically have a zero price.

Coverage Description - You can enter up to 300 characters to describe the coverage of this warranty.
This description can be viewed when entering or maintaining a service item or service item entry.
Miscellaneous Items - This box shows the one or more Miscellaneous Item Codes that can be used to
sell this warranty on a Sales Order or a Service Order. You can click the Add/Edit button to set up
Miscellaneous Items or go to Miscellaneous Item Maintenance. You can also read more about this in
Helpful Hints - Warranty Processing.

Pricing Tab

e Warranty Code Maintenance (SMC) 2/17/2013 o B |-

Warnanty Code | 1%RFLLL ld 4 & Bl
Dezcription One “ear Extended Partz/Labor

1. Header ] 2. Pricing

Quick Row 3 % >
[tem Code Product Line | Calc Method Flat Price Percent
1 GB-MDTE0 Std Price X 00a 12.00
2 DC Std Price % 00a 15.00

3 000 .00

| cancel | Deee | 2| @

Warranty Pricing allows you to add items or product lines that might need this warranty at the time of
sale. In the Sales Order entry or Invoice Entry, if you enter one of these items, or an item in the
product line, it will pop up a dialog offering to sell a warranty for the item you are selling. This tab is
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where you specify what items or product lines qualify for this warranty and how to price the line on
the sales order. If one of the warranty lines is selected, then a new miscellaneous item is added to
the sales order. If more than one Miscellaneous Item Code can be used to sell this warranty, the first
one will be chosen.

Item Code - Enter the Inventory Item Number for which you wish to set up warranty pricing. This item
must be valid in the Sage 100 ERP Inventory Management system, and must also have the “Track
Service” flag turned on. You can use the lookup button (magnifying glass) or the F2 key to display a list
of the items that can be maintained.

Product Line - Enter the Inventory Product Line for which you wish to set up warranty pricing. This
item must be valid in the Sage 100 ERP Inventory Management system, and must also have the “Track
Service” flag turned on. You can use the lookup button (magnifying glass) or the F2 key to display a list
of the items that can be maintained.

Calculation Method - Options include "

e Flat Price - You then enter a price for each warranty sold, and that price becomes the unit
price for the sales order line

e Act % - Percent of Actual Price. This calculation will use the actual price you entered for the
item on the sales order, then calculate the warranty price using the percentage figure that
you enter. Keep in mind that if the actual price for the item is zero, the warranty will also be
priced at zero.

e Std % - Percent of Standard Price. This calculation will use the Standard Price from the
Inventory Item Masterfile and calculate the warranty price using the percentage figure you
enter.

Flat Price - If the calculation method is Flat Price, enter the unit price for each warranty sold.

Percent - If the calculation method is Std % or Act %, enter the percentage of the item price to use as
the warranty unit price.

Service Technician Maintenance

% Service Technician Maintenance (SMC) 2/15/2013 EI@
Service Technician  [JOHR BROWH ld 4 & @
M ame John Brown

1. Main ] 2. Higtary ]

The Service Technician is a ten-character code used to refer to a technician or mechanic. The
technician code can be assigned to a service item entry or to a labor line in Service Order entry. In
Service Technician Maintenance you can setup default values specific to the service technician and see
the history associated with the Technician Service information. Service Technician Code and Service
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Technician Name are covered on the Service Technician Maintenance - Main Tab. Click on the image
above or the links below for more information about the options on each tab.

Service Technician Maintenance - Main Tab

E Service Technician Maintenance (SMC) 2/17/2013 EI@
Service Technician  [JOHRM BROWH 4 4 & @
M ame John Brown

1. Main ] 2. Higtary ]

Labor Hourly Price 85.000

Labar Hourly Cost 40.000

Default whee TJE C% John Brown's Truck

Labor Sales Account 400-02-00 C% Service fees
Wamanty Labor Cost Account BE1-00-00 C% Wity Expenze
Service Labor Cost Account 450-04-00 C% Serviceman payroll
Payroll Labor Offget Account 450-04-00 C% Serviceman payroll

Service Technician Code - Enter up to a ten-character code to represent each service technician that
will be assigned to repairs. You will also need to set up one technician to represent unassigned
repairs. Every time you enter a service order and a service item to be repaired, you are required to
assign a service technician using the code set up here. The program uses this to assign labor rates and
to accumulate labor hours and charges for the labor analysis reporting. You also have the option of
tying the technician code to an A/R salesperson code so that commissions can be paid to technicians.

During Service Order Data Entry, when you use a labor miscellaneous item code, the system will
prompt for a technician code and will use the labor rate and cost that you set up here.

Name - Enter the name of the technician, limit thirty-characters.

Labor Hourly Price - Enter the hourly labor rate to charge the customer for this technician. This will be
used in Service Order Data Entry when you enter a labor miscellaneous item code on a line and assign
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this technician. A labor miscellaneous item code starts with “R” (for Repair) and has a unit of measure
of “HOUR.” If you leave this amount at zero dollars, then the data entry program will use the default
rate from the Miscellaneous Item Code setup. Keep in mind that if the service item being repaired is
under labor warranty, then the price on the order will be zero regardless of what you put here.

Labor Hourly Cost - Enter the hourly cost amount for this technician. This will be used in Service Order
Data Entry when you enter a labor miscellaneous item code on a line and assign this technician. A
labor miscellaneous item code starts with “R” (for Repair) and has a unit of measure of “HOUR.” If
you leave this amount at zero dollars, then the default unit cost from the Miscellaneous Item Code
setup will be used on the data entry line.

Default Whse - You may assign a specific warehouse to this technician. If this technician code is then
assigned to a service item entry, any subsequent parts lines that are entered for that Service Item
Entry in Service Order Data Entry, will automatically be assigned this warehouse.

Salesperson - If you chose to pay commissions to technicians in the Service Order Setup (see Entry Tab
) then you will enter the A/R Salesperson Code for this technician. When an invoice is created from
Service Orders where this technician is assigned, then this Salesperson Code will be assigned to that
invoice.

Labor Sales Account - Enter the General Ledger account number to credit with the extended amount
(sales amount) on Service Order Data Entry repair lines where this technician is assigned. This is an
optional field. If you leave it blank, the sales account from the labor Miscellaneous Item Code will be
used. If you fill in a valid account here, it will be used in service order line entry instead of the
Miscellaneous Item Code value.

Warranty Labor Cost Account - Enter the General Ledger account number to debit with the extended
cost on service order repair lines where this technician is assigned. This account will be debited if the
service item being repaired is under warranty. This allows the labor analysis reports to show a
separate cost for warranty repairs. This is an optional field. If you leave it blank, the "cost of sales"
account from the labor Miscellaneous Item Code will be used. If you fill in a valid account here, it will
be used in service order line entry instead of the Miscellaneous Item Code value.

Service Labor Cost Account - Enter the General Ledger account number to credit with the extended
amount (sales amount) on Service Order Data Entry repair lines where this technician is assigned. This
is an optional field. If you leave it blank, the "cost of sales" account from the labor Miscellaneous Item
Code will be used. If you fill in a valid account here, it will be used in service order line entry instead of
the Miscellaneous Item Code value.

Payroll Labor Offset Account - Enter the General Ledger account to credit with the cost amount of
service order repair lines where this technician is assigned. This account is the offset to the cost
accounts specified in the prior two fields, and provides a method for reclassifying salary expense to
cost of sales. One suggestion is to create a contra-account close to the salaries expense account and
use that contra-account for this offset. In this way, you can easily see in your General Ledger reports
how much of your salary expense is being applied to repair work. This is an optional field. If you leave
it blank, the "inventory" account from the labor Miscellaneous Item Code will be used. If you fill in a
valid account here, it will be used in service order line entry instead of the Miscellaneous Item Code
value.
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NOTE - Sage 100 has a standard RMA function unrelated to Service Center's RMA number. If you put
an RMA number on a service invoice, it will change the "inventory" account used and will ignore the

technician Payroll Labor Offset Account. It is unlikely this will ever happen, though.

Service Technician Maintenance - History Tab

% Service Technician Maintenance (SMC) 2/17,/2013 EI@
Service Technician | JOHM BROWHN 4 4 b @
M arme Johir Brown
1. Main ] 2. Higtary ]
B (2011 ~|
Period | Ending Wty Hours Mon-wity Hours Wity Labor Cost | Mon-wity Labor Cost Labar Sales
M dan 31 18.20 153.80 E37.00 5.383.00 13.073.00
02 Feb 23 15.20 156.80 53200 5.483.00 13,328.00
03 Mar 31 20.20 151.80 0700 5.313.00 12,903.00
04 Apr 30 13.20 158.80 462.00 5.568.00 13.433.00
05 May 31 22.20 149.80 77700 5.243.00 12,733.00
0E  June 30 11.20 160.20 33200 5.628.00 13,668.00
07 duly 3 24.20 147.80 847.00 5.173.00 12,563.00
08 Aug 3 8.20 162.80 32200 5.638.00 13.838.00
03  Sept30 26.20 145.80 917.00 5.103.00 12,333.00
10 Oct 3 7.20 164.20 25200 5.768.00 14,008.00
1 Mo 30 0o .0a 0o 0o .0a
12 Dec 3 0o .0a 0o 0o .0a
Total 167.00 1.553.00 5.845.00 54.385.00 132.005.00

[ Accept I LCancel I Delete E

The Service Technician Maintenance History Tab is similar to the Sales Person Maintenance History
Tab. However, it displays information pertaining to Service Technicians.

Wty Hours - This field displays the number of Wty Hours the technician worked during the month for
the defined period and fiscal year. The total or all the period Wty Hours is displayed in the Total Row.

Non-Wty Hours - This field displays the number of Non-Wty Hours the technician worked during the
defined period and fiscal year. The total or all the period Non-Wty Hours is displayed in the Total Row.

Wty Labor Cost - This field displays the amount for the Wty Labor Cost for the technician during the
defined period and fiscal year. The total or all the period Wty Labor Cost is displayed in the Total Row.
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Non-Wty Labor Cost - This field displays the amount for the Non-Wty Labor Cost for the technician
during the defined period and fiscal year. The total or all the period Non-Wty Labor Cost is displayed in
the Total Row.

Labor Sales - This field displays the amount for the Wty Labor Cost for the technician during the
defined period and fiscal year. The total or all the period Wty Labor Cost is displayed in the Total Row.

Miscellaneous Item Maintenance

54 Miscellaneous Item Maintenance (SMC) 2/15/2013 El@
ltern Code  |SERWICE LABOR 4 4 b Bl
opy From...
Itern Type | Mizcellaneous v|

Descrption  Howrly Service Labor

1. Main ] 2 e ] 2] iy ] Click _here to zet Warranty or Labar

Standard Urit Price £5.000 Sales Urit of Measure OTRH G
Standard Unit Cogt 40,000 Furchaszes Unit of Measzure

Sales Tax Class T C% Calculate Commizsion on 5 ales 7

Purchases T ax Class NT Image =
Accounts Receivable Purchaze Order

Allow Use in Accounts Receivable [V Allowe Use in Purchase Order

Puoszt Sales by Divizion J

Wendor [tem Code
Sales Order

Al Use in Sales Order o

Allaw Trade Discount
Drop Ship [tem
Returnz Alloveed v

|nternet Enabled

The standard Miscellaneous Item Maintenance feature of Sage 100 ERP has been modified to allow
certain codes to be designated as labor and to allow the sale of extended warranties. If the Iltem Type
is "Miscellaneous" and the "Allow Use in Sales Order" box is checked, the link "Click here to set
Warranty or Labor" will appear. Click this link to set this miscellaneous item as a labor item or as an
item used to sell an extended warranty.

For a more detailed description of the standard functions and usage of Miscellaneous Item
Maintenance, look in the Sage 100 ERP© Sales Order help files.

Labor Miscellaneous Code Setup - If the miscellaneous code you are setting up is for labor, take a look
at Miscellaneous Item Maintenance - Labor
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Warranty Miscellaneous Code Setup - If the miscellaneous code you are setting up is to sell an
extended warranty, take a look at Miscellaneous Item Maintenance - Warranty.

Miscellaneous Item Maintenance — Labor

E Miscellaneous Item Maintenance (SMC) 2/15/2013 (=] [=] £3
ltem Code | SERWICE LAEOR 4 4 b ¥
opy From...
[tem Type Mizcellaneous

Descrption  |Howrly Service Labor

1. Main 2 e ] 3 i ] Labor: Coney. Factor .25
Standard Unit Price a5.000 Sales Unit of Measure QTR %
Standard Unit Cost — 40,000 Purchazes Unit of Measzure
Cales Tax Clazs ¢ e Lolowidobe Dorensiosiomn st ol - v
ST

el Lak =
Furchases T ax Cla| ™= S @ = (&)
Accounts Receival  jrem Code /SERVICE LABOR
Allove Uze in Acco WemseiLabar L abor - |
Pest e tes by vk Hour Corv Factar 0.2500
Sales Order
Allow Use in Sales [ oK ] Cangel ] 7} ]
Al Trade Dizco
Crrop Ship ltem
R eturns Alloveed J
|nternet Enabled

[ Accept l Cancel l Delete Iél@]

Item Code - This field will automatically populate with a /and the Miscellaneous Item code when the
user clicks on the "Click here to set warranty or labor" link on the Miscellaneous Item Maintenance
form.

Warranty/Labor - Select whether this is for a Warranty or Labor reference relative to the
Miscellaneous Item code. In this example, the miscellaneous code is for Labor, so the Warranty Code
field is hidden and Hour Conversion Factor appears.

Hour Conversion Factor - If the standard unit of measure is not an hour, you enter a conversion factor
here. Enter the multiplier used to convert from an HOUR to your standard unit of measure. For
example, if the standard unit of measure is a quarter of an hour (QTRH - 15 minutes), you would enter
a conversion of .25, since you multiply the hours by .25 to arrive at the number of quarter hours. If the
standard unit of measure is 1 hour then this setting will need to stay as the default 1.0000.
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For example, if your unit of measure is QTRH and you entered a quantity of 3 on the service order line,
the system would divide that by .25 to arrive at the number of hours - .75 hours. The service
technician history would then show .75 hours for that line.

Miscellaneous Item Maintenance — Warranty

{

= Miscellaneous Item Maintenance (5MC) 2/15/2013 = | 2

ltemCode  |'WTv_1¥RFULL 4 4 b b

Itern Type Mizcellaneous

Descrption | Orne Year Warranty Partz/Labar

1. Main 2 Accounts ] 3. History ] W/ ananty 1YRFULL

Sales Unit of Measure

Standard Unit Price :
000 | = Purchazes Unit of Measure

Standard Unit Ci
Sales Tax [ ey Warranty/Labor -l
FPurchazes |

Itern Code SadTY_1vRFULL
Accounts R
Allow Use i Waranty/Labor IWa”ant}' - I
Past S ales wananty Code 1YRFULL Ck
Sales Order Fr—— :

i Ok Cancel

Allaw Trade Discount
Drop Ship [tem

Returnz Alloveed

OO0

|nternet Enabled

[ Accept I Lancel I Delete Ié‘l@]

Item Code - This field will automatically populate with a /and the Miscellaneous Item code when the
user clicks on the "Click here to set warranty or labor" link on the Miscellaneous Item Maintenance
form.

Warranty/Labor - Select whether this is for a Warranty or Labor reference relative to the
Miscellaneous Item code. In this example, the miscellaneous code is for Warranty sale, so the
Warranty Code field is shown and the Hour Conversion Factor is hidden.

Warranty Code - Warranties have to be sold as a Miscellaneous ltem, this is where Warranties are
attached to Miscellaneous Items.
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Miscellaneous Item Maintenance — Override Pricing

This feature allows the miscellaneous item to have different pricing based on either the service
item or product line. Pricing can also include in and out of warranty for labor type codes.

ttem Code RUSH

Q
4 44 b M Service Center  Copy From...
tem Type Miscellaneous A

Description rush L;=.J

" Labor: Conv.Factor 1
2.A 3. History —

B Override Pricing

tem Code |RUSH

Service ltem Code Product Line In Wty Price Override | Out of Wty Price Override

EN q, .0000 0000 |

Unit of Measure

& @ .jthfeatures e

Service Item — If a service item has been entered then the product line cell will be disabled.
Product Line — If a product line has been entered then the product line cell will be disabled.

In Warranty Price Override — This column will be used only on a service order where the item is in
warranty and the miscellaneous item code has been set as labor.

Out of Warranty Price Override — This column will be used when out of warranty or the miscellaneous
item code is not set as labor.
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Technician Diagnostic Lines

= Miscellaneous Item Maintenance (5MC) 2/15/2013 E'@

ltem Code  |T_BURMED_OUT 4 4 b K

Copy From...
[termn Type I Comment w7 I

Descrption  Burmed Out Yfiring
1. Main ] 2. Accounts ] 3. Higtary ]

Allovs Uze In
Accounts Aeceivable Purchasze Order
Salez Order

Comment Test

The unit iz burned out. Thiz iz a techhician diagnostic comment that can be uzed in the Failure Analpziz Beport o
indicate a failure.

...........................

Comment codes that start with the letter "T" are treated in a special way in Service Center. In an
earlier version, the only way that failures could be recorded and analyzed were with the "T" codes,
also called technician diagnostic codes. The current versions have Failure Reason Codes that can be

assigned to the service item entry and the lines. In order to give maximum flexibility to all users of the
system, including those who have used the old "T" codes for years, the new Failure Analysis Report will

recognize Miscellaneous Comment lines that start with "T" as failure codes.
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Service Item Maintenance

& Service Item Maintenance (SMC) 2/15/2013 o[- [
ltem Code GE-D A0 4 4 B B =
Serial Number | B4351-0 % [E
Drescription 5B Fancy Router and Firewall
1. Main 2. W arranty ] 2 50dTo ] 4, End User ] 5. Purchagze Order ] E. Service Info ]

Service Item Maintenance is the feature that allows you to add, change, and delete Service Items from
your permanent database. For more information about Service Items and their important role in
Service Center Management, see Service Types. One of the critical features of a good store of service
information is the ability to find the equipment or items the customers own easily, and to quickly
retrieve the history pertaining to that item. In Service Item Maintenance, you can find records by
entering an Item Number and Serial Number, or a Serial Number by itself, or you can use the lookup
feature to search for Service Items by almost any field, or a combination of fields. Click on the image
above or the links below for more information about the options on each tab.

Once you have found the record, the information pertaining to that record is divided into four
sections, each on a tab of its own.

The three fields shown here, Item Code, Serial Number, and Item Description all covered in more
detail in Service Item Main Tab. The buttons for Service tem Memo's, Change Serial Number, and
Service History are also covered in the More section under the Service Item Main Tab.
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Service Item - Main Tab

s=ESeryice Ikem Maintenance (ABC) 8/21 /2013

[tern Code GE-tD 750 N N Owener Histary

Serial Number  |B31315 Y

Dezcription MODER 9600 (SYMCHROMOUS) |

1. Main ! 2. W aranty ] 3 Sold To ] 4 End Uszer I 8. Purchase Order ] B. Service Info
Invoice Date 1/21/2013 : COLOR BLALCK.
Inwoice Mumber | 1/21/20 %
S ales Price 1,091,300
Sold Az MNew hd
Still In Service? Scrapped []
Feference |
W arehouze ao Ck EAST wWAREHOUSE
Product Line DC |% DATA COMMUMICATIONS
Sold Ta 12-BAYFYRO Bap Pyrotranics Caorp.
End Uszer 11-4BF Amencan Business Futures

[ Acoept l Cancel l Delete IJ IG]

Most of the information shown on the Main Tab is automatically filled in when an item is sold from
Sales Order. For more information about this, see Service Items in the Helpful Hints section.

Item Code - Enter a valid inventory item number, which is the first part of the unique identifier for the
service item.

The F2 key or standard lookup button on the left will show you the Service Items already on file, by
item number. The lookup button next to standard lookup button is the Item Search button. Use this
to look for valid item numbers in your inventory files.

Serial Number - Enter the serial number of the service item you are adding or changing. The serial
number, when added to the item number, forms the complete unique identifier for the Service Item.
All Service Items must have a serial number to distinguish each from the other. If you have not
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entered an item already, you can enter the serial number only, and the program will try to find that
serial number on file.

If more than one Service Item has the same serial number, you will see a list from which you can
choose. If you use the F2 or lookup button here after you have entered an item number, then all the
serial numbers on file for that item number will be listed. If you use the F2 or lookup button without
an item number, you will see a list of all the Service Items on file, by serial number.

Item Description - This field will default to the item description from the inventory file, but it can be
changed; limit thirty characters.

Service Item Memo - - Each service item can have its own set of memos. For more information see
Service ltem Memo.

Change Serial Number - Once a service item is created, you can change the serial number by clicking
this button. For more information see Change Serial Number.

Serial Change History - If a serial number has been changed, you can see all the past serial numbers
by clicking this button. For more information see Serial Change History.

Owner History - The Owner History button in the top right corner will pop up a list of all the former
owners, both sold-to and end-user. Take a look at Owner History for more information.

Apply - If you have made changes to the service item you can apply those changes to open service
orders by clicking the Apply button. See Apply Service Item Changes for more detail.

Invoice Date - This is the date that the service item was sold to the customer. If the record was
created automatically from a Sales Order, then this will contain the sales order date for your
reference. You can change it to any date you wish, or if you do not know when the item was sold, you
may leave this field blank.

Invoice Number - This is the number of the invoice upon which this service item was sold. If the
record was created automatically from a Sales Order, then this will contain the sales order invoice
number for your reference. If you are adding this record for the first time and you do not know the
invoice number then you may leave this field blank.

If you checked the “Allow Apply-To Invoice on Service Item” box on Service Order Options Service Item
Entry panel, then checked the “Default to Sales Invoice”, this is the invoice number to which the credit
memo will be applied.

Sales Price - This is the price the customer paid for the item when it was first sold. This amount will
automatically fill in if the item is sold through Sales Order. You can change this amount or leave the
field blank.

Sold As - This is the condition of the item when it was sold to the customer. You can select from the
drop box values “New,” “Used,” or “Refurbished.” Typically, when an item is sold from Sales Order
and automatically added to the service item database, then Sold As is set to “New.” However, if this
particular item and serial number already exists as a Service Item when the sales order invoice is
updated, it will be set to “Used.” the “Refurbished” condition is set when a Service Item is created by
a Refurbish Order (see Service Types in the Helpful Hints section for more information about order

types).
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Inventory Categories - If you selected to Use Inventory Categories in the Service Order Options (see
Service Order Options Main Tab) the four categories from the inventory system will show up here.

Still In Service - By default, this box will be checked, meaning that the customer is still using this
Service Item, as far as we know. You can uncheck the box if the customer tells you it is no longer in
service. If the item is returned to stock through a Credit Return or an Exchange order, then this box
will automatically be unchecked. For more information on returning items, see Service Types in the
Helpful Hints section.

Scrapped - If the unit is not only out of service, but completely thrown away, you can check the
Scrapped button. This button will also be checked automatically if the unit is returned using a Credit
Return or a Exchange service order and the "Scrap" button is checked on the service item entry. For
more information about the scrap checkbox on a service order, see Service Item Entry Columns.

Reference - Use this fifteen-character field to store any miscellaneous information that is useful. Some
companies use it to show an old part number that used to apply to this item.

Warehouse - This is the warehouse from which the item was sold originally. This must be a valid
warehouse in the Inventory Management system.

Product Line - Service Item Product Line. This must be a valid product line in the Inventory
Management system. When the record is first created and the item code is a valid inventory item
number, the product line is pulled from the Common Information Item Master file. You may override
the product line on the Service Item if you wish. If the item code is not a valid inventory item number,
the product line can still be entered.

Sold To - This is the customer number to whom the service item was first sold.

End User - This is the customer number who currently owns or uses the service item.
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Service Item - Warranty Tab

& Service Item Maintenance (SMC) 2/15/2013 =R ==
[tern Code GE-MD7E0 4 4 & kB
Serial Number | FSO00010-HE W & [EE
Drezcription LB Fancy Router and Firewall
1. Main 2. W aranty ] 2 50ldTo ] 4 End User ] 5 Purchagze Order ] E. Service Info ]
Warranty Code Start Date End Date
Original TvR-PARTS Ck 2542013 Z 2442014 Z
E xtended TvR-PART Sk % 2M5/2014 (] 214,205 =)
R epair Ck : :
Mext Extendead TvR-PARTSx Ck 2542015 Z 242016 Z
Presere Wihy?
_fooept | Cancel | Delete |- (@)

Warranty Code - There are three warranty codes that can apply to this service item. These codes are
used to provide information about warranty coverage as well as to calculate the warranty expiration
dates. For more information see Warranty Code Maintenance.

The Original Warranty is generally the manufacturer’s warranty that is assigned when the item is made
or sold. The Extended Warranty is generally an optional warranty that can be sold to the customer
and will extend the coverage. The Repair Warranty is assigned after a repair has been made to the
Service Item.

Original and Extended warranties can be automatically assigned when the Service Item is first created,
based upon the customers inclusion in a Group Code and the settings for that group. Additionally, the
Repair Warranty can be automatically assigned when a service order is completed and the Group Code
settings include a repair warranty. For more information, see Warranty Processing and Group Codes
in the Helpful Hints section.
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Warranty Zoom - Press the “eyeglass” button to see the detail settings for the specified warranty
code. This drills into Warranty Code Inquiry screen to show you the Warranty Code record.

Warranty Start -This is the date the specified warranty began on this service item. For the original
warranty, this date is usually when the item was first sold during a Sales Order Invoice update, and
will be the same as the invoice date. For an extended warranty the date will usually match the invoice
date for the invoice on which the extended warranty was sold. However, if the extended warranty is
set to start after the original warranty it will begin the first day after the original warranty expires. The
repair warranty start is set to the invoice date for the invoice on which the service order was updated.
The warranty start date can be overridden by the user.

Warranty End -This is the last day of the specified warranty period. This date is calculated based
upon the settings of the warranty code (see Warranty Code Maintenance) and the start date of the
warranty. This date can be overridden by the user.

Preserve Wty - Under certain circumstances an item might be sold, returned, then sold again. If this
box is checked, then the original warranty on the item from the first time it is sold will remain with the
service item through subsequent returns and sales. This is useful if your company maintains a pool of
items for the customer, each of which carries its own warranty, but which you stock and ship as
needed to the customer.
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Service Item - Sold To Tab

& Service Item Maintenance (SMC) 2/15/2013 =R ==
[tern Code GE-MD7E0 4 4 & kB
Serial Number | FSO00010-HE W & [EE
Drezcription LB Fancy Router and Firewall
1. Main 2wl arranty ] 4 End User ] 5 Purchagze Order ] E. Service Info ]
Cuztorer Mo, 02-BAYFYRO Qb Bap Pyratranic: Corp. %
Bill To Address Ship To Addresz
ShipTo Q,
EE Bay Pyratronics Caorp. M ame
Addrezs 23491 Fell Street Address
|pper
ZIF Code  92257-0001 ZIP Code
City San Francizco State  CA City State
Country C% Counkry
Telephone [415] B55-9854 Telephone
[ Accept I LCancel I Delete l [ G l

Sold To Customer No - This is the customer number to whom the service item was first sold.
Sometimes this is referred to as the dealer. Typically, once this code is entered, either automatically
or by you, it does not change. The bill to address and phone are read from the Accounts Receivable
Customer Master file during initial setup. You may, if you wish, change the address for the Sold To
customer.

Ship To - When the item is first sold, this is the ship-to code to which the item was shipped. It can be
changed at any time, but it must be a valid ship-to code for the Sold To Customer.

Reset Sold-To User Address - The service item record stores an address for the sold-to customer, or
dealer. When the record is first created and the customer numbers are entered, the address is pulled
from the Accounts Receivable Customer record. You may override the address on the Service Item if
you wish. If the address on the Service Item does not match the address found for the customer in
A/R, this buttons will appear. You can press the button to read the new address from the Customer
record and set the Service Item record to match.
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Service Item - End User Tab

= Service tem Maintenance (5MC) 27152013

GE-MD7E0
FS00001 0-HEW

LB Fancy Router and Firewall

[tem Code
Senal Murmber

Drezcription

1. Main 2wl arranty ] 2 50ldTo

Q,

Cuztormer Mo, 07-ABF
Bill To Address

M arne American Business Futures
Address 2131 M. 14th Street
Suite 100
Accounting Department
ZIP Code 532051204
City Milwallkee State il
Country 154 C% IInited States of Amenica

Telephone [414) BB5-4787

E-rnail Address

=N Eol =
44 b E

%[

] 4 End User ] 5 Purchagze Order ] E. Service Info ]

Arnerican Business Futures =

Current Location

ShipTo 2 C%b Residential Address
M ame Amernican Business Futures
Addrezz Racine Warehouze
411 Kendrick Place
ZIP Code 53120
City Racine State  wil
Counkry LISA
Telephone [414] 555-4219
artiel@abf.com A

)

End User Customer No - This is the customer number to whom the service item was first sold. It can
later be changed if it was subsequently sold to another customer. The bill to address and phone are
read from the Accounts Receivable Customer Master file during initial setup. You may, if you wish,

change the address for the End User customer.

Ship To - When the item is first sold, this is the ship-to code to which the item was shipped. It can be
changed at any time, but it must be a valid ship-to code for the End User Customer.

Current Location Address - Initially the current location will be the address from the ship to code
entered. If the service item is located in a different place than the end user bill to address, you can
enter that other address here and make it a permanent part of the service item record.

Reset Sold-To User Address - The service item record stores an address for the end user customer.
When the record is first created and the customer numbers are entered, the address is pulled from
the Accounts Receivable Customer record. You may override the address on the Service Item if you
wish. If the address on the Service Item does not match the address found for the customer in A/R,

User's Manual

Copyright © 1993-2020 DSD BUSINESS SYSTEMS




54 S/M Service Center

this buttons will appear. You can press the button to read the new address from the Customer record
and set the Service Item record to match.

Service Item - Purchase Order Tab

& Service Item Maintenance (SMC) 2/15/2013 =R ==
[tern Code GE-MD7E0 4 4 & kB
Serial Number | FSO00010-HE W & [EE
Drezcription LB Fancy Router and Firewall

1. Main ] 2wl arranty ] 2 50ldTo ] 4 End User ] 5. Purchase Order ] E. Service Info ]

Yendar Mo, 01-UMITED C}h [Inited Computers

Purchaze Order Q032342 Yendor Waranty  1vYR-FARTS C%
Purchaze Order Date  2/4/2013 : Espire Date 2852014 :
Recept Mo G012

Fieceipt D ate 2/EA2013 =)

Purchase Cost 753.230

| Concel | Deee | [@)

Vendor Number - This is the code for the vendor who sold the item to your company originally. The
number entered here must be a valid Vendor ID in Accounts Payable. This field will automatically fill in
if you received the item originally through Purchase Order receipts.

Purchase Order - The original Purchase Order number goes here. If you received the item originally
through Purchase Order receipts, then the purchase order number will automatically fill in here. This
number is not verified against purchase orders, so you can enter whatever is useful.

Purchase Order Date - Enter the date of the original purchase order here.

Receipt No - The original Receipt number goes here. This number will automatically fill in from the
Purchase Order receipt process, or you may enter whatever number you wish.
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Receipt Date - This is the date that the service item was originally received into your inventory, before
it was sold to the customer.

Purchase Cost - Enter the original cost of this service item when it was put into your inventory. When
you return the item to your stock using a Credit Return or Exchange service order (see Service Types in
the Helpful Hints section), it will be put in inventory using this cost by default.

Vendor Warranty - This field is for your information only. You can enter or use the lookup to select a
valid warranty code (see Warranty Code Maintenance). This warranty code is used, along with the
receipt date, to calculate the Expire Date. The code is not currently used for any other purpose in the
system.

If you have set the item to Track In Service and you entered a Default Vendor Warranty, this field will

be automatically filled in when the item is sold through sales order invoice entry.

Expire Date - Enter the date that the vendor warranty will expire. This date will fill in automatically
based upon the vendor warranty and the receipt date.
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Service Item - Service Info Tab

s=ESeryice Item Maintenance (ABC) 10/15/2014

Item Code GE-MD750 I e
Serial Number  |FEF R §
Description MODEM 9600 [SYMCHRONOUS] |

1. Mair 2. W aranty ] 3 Sold To ] 4 End Uszer I 8. Purchase Order ] E. Semvice Info

[ Create Sy Order l

Service ... | Order Date Customer Mo Status Statuz D ate Svc Tech %
D000, 08/08/2013 1 -ABF Hiztary 08/08/52013 Fifrb |SE. @
1| | )

[ Acoept l Cancel l Delete IJ IG]

The Service Info tab lists all the service orders, current and history, that exist for this service item. You
can sort the list by clicking on one of the headings at the top of the list box.

To see more information about any one of the service records, click the drill down button on the right
(). If the highlighted service order is a history service order, clicking on the drill down button will start
up history inquiry for that service order. If the highlighted service order is a current service order,

clicking on the drill down button will start up service order entry allowing you to edit that service
order.

If all you want to do is see the full text of the problem description that was entered for that service
item entry, click on the problem description button ().
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The button "Create Service Order" will allow you to pick a service type and then will create a new
service order with one entry for this service item.

Group Code Maintenance

ﬂ Group Code Maintenance (SMC) 2/15/2013 E [=] @
Customer Graup |BASIC 4 4 & &
Dezcription B azic Customer Service
1. Header ] 2. Cuztomers ] 3. Itemz/Product Lines ]

The Group Code allows you to group customers according to the warranties, pricing, and repair turn-
around time that you provide them. Using the Group Code settings, you can provide default
warranties for service items that are added “on-the-fly” during service order entry. You can also
determine how quickly a repair must be completed, and set price levels for parts and pricing for
specific miscellaneous items. Click on the image above or the links below for more information about
the options on each tab.

In addition to setting these values for the group, you can have different values depending on the item
number or product line that is being serviced.

When you are entering a service order for a customer assigned to a group, you will be able to pop up
all this information about the group values while you are setting up the order and entering the lines.
You can also designate a default group for all customers that are not assigned a group (see Service
Order Options Main Tab). For a more detailed discussion see Group Codes in the Helpful Hints section.
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Group Code Main Tab

=4 Group Code Maintenance (SMC) 2/17/2013 o] @ (==
Customer Group |BASIC 4 4 b @
Drescription B azic Customer Service
1. Header ] 2. Customers ] 3. Itemz/Product Lines ]
Drefault W aranties Charge Codes
Original Q, Repair Labar /SERVICE LABOR Q,
Extended Q Clean & Tune /CALIBRATION Q
Repair SOREP Q, Flat Fate Q,
Default Rates
[n W arranty Ot af YW arranty o e Deps 0
Riepair Labor 55,000 85.000
Clean & Tune 75.000 55.000
Flat Fate 000 000
Parts Lirnit 500.000 500.000
Price Level
Text

Thiz group code iz applied to all customers that do not have another group azsignment. |t does not assign an onginal or -
extended warranty, but it does azzign a repair warranty when a zervice order iz complete, invoiced, and the invoice is
updated [unlezs the warranty code tellz it to suppress the repair warranty].

[ Accept l Cancel l E

Customer Group - This ten-character code uniquely identifies each group. You can also use the
lookup button or F2 to list the group codes that are already on file.

Description - Enter the thirty-character description for this group. This is for your benefit in
distinguishing groups.

Default Warranties - You can assign three warranty codes to be the default warranties when a new
service item is added on-the-fly during Service Order Data Entry. If you are entering a new Service
Order for a customer that is assigned to GROUP1, for example, the warranty codes for that Service
Iltem will automatically fill in with the codes you enter here, overriding the OEM Warranty that is set
up in Inventory Maintenance (see Inventory Management changes).

This feature is primarily intended for companies that do not sell the Service Items, but rather act as
warranty service locations for manufacturers.

When an item comes in for repair in these companies, it is typically not already in the Service Item
database, and it is therefore necessary to add the item while entering the Service Order. This feature
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will automatically fill in the warranty codes according to the group and the product line or item
number.

For more information take a look at Group Codes and Warranty Processing in the Helpful Hints
section.

Hourly Labor Charge Code - Enter a miscellaneous item code for labor that you wish to use for this
group. If you are entering lines on a service order for a customer assigned to a group, and you enter a
miscellaneous item code that matches the one in the Hourly Labor field, the system will recognize that
and will pull the price for that line from the default rates table depending on whether the service item
is in warranty or not. For more information about miscellaneous item labor codes see Miscellaneous
Item Maintenance - Labor.

Clean and Tune Charge Code - This is the miscellaneous item code you use to charge for a simple
inspection and cleaning, or tune-up. If you enter this code on a line of a service order for a customer
in this group, the price for that line will be pulled from the default rate table for Clean & Tune
depending on whether the service item being repaired is in warranty or not.

Flat Rate Charge Code - Here you can enter a kit item number that you use as a flat rate repair for this
group. When you use this code on a line of a service order for a customer in this group, the price for
that kit will be pulled from the default rate table for Flat Rate depending on whether the service item
being repaired is in warranty or not.

Turn-Around Days - Enter the number of days that a repair for this group should take. In some cases
you have agreements with customers on the length of time you will need to repair their items. You
can enter that time period here in days, and the Due Date on the service order header will be
automatically set when a new order is created. For more information see Service Order Header.

Hourly Labor Default Rates - You can assign an in-warranty and out-of-warranty hourly labor rate for
this group. If you enter the miscellaneous item code designated as the Hourly Labor charge code (see
Miscellaneous Item Maintenance - Labor ) on a line on a service order for a customer in this group, the
data entry program will look to see if the service item being repaired is in warranty. Ifitis, the line will
be priced with the Hourly Labor — In Warranty price you enter. If it is not, then the program will use
the Hourly Labor — Out of Warranty price.

Note that if the this is a labor charge code and the warranty covers labor (see Warranty Code

Maintenance ), then the price will be automatically set to zero if the Service Item is in warranty,
regardless of the default rate.

Clean & Tune Default Rates - You can assign an in-warranty and out-of-warranty clean and tune rate
for this group. If you enter the miscellaneous item code designated as the Clean & Tune charge code
on a line on a service order for a customer in this group, the data entry program will look to see if the
service item being repaired is in warranty. If it is, the line will be priced with the Clean & Tune —In
Warranty price you enter. If it is not, then the program will use the Clean & Tune — Out of Warranty
price.

Note that if the this is a labor charge code and the warranty covers labor (see Warranty Code
Maintenance ), then the price will be automatically set to zero if the Service Item is in warranty,
regardless of the default rate.
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Flat Rate Default Rates - You can assign an in-warranty and out-of-warranty flat rate repair price for
this group. If you enter the flat rate kit item number designated as the Flat Rate Charge Code on a line
on a service order for a customer in this group, the data entry program will look to see if the service
item being repaired is in warranty. If it is, the line will be priced with the Flat Rate — In Warranty price
you enter. If it is not, the program will use the Flat Rate — Out of Warranty price.

Note that if the warranty covers parts (see Warranty Code Maintenance ), then the price will be
automatically set to zero if the Service Item is in warranty, regardless of default rate.

Parts Limit - You can enter here a limit amount for the price of parts when doing a repair for a
customer assigned to a group. For example, you may have an agreement or policy that you will notify
the customer if the price of parts exceeds $100.00. The Parts Limit will display on the line entry
screen during Service Order Data Entry, and will turn red if the total price of inventory items for the
service item exceeds the parts limit entered here.

Price Level - The Price Level is a one-character code used by Inventory Maintenance to set custom
pricing for inventory items sold in Service Order Data Entry. Normally the price level on a line is
assigned according to the individual customer on the order. You can simplify this by putting the Price
Level on the Group Code, which will override the customer price level. A great advantage of this is
that you can have a different price level if the service item being repaired is in warranty.

Note that if the warranty covers parts (see Warranty Code Maintenance ), then the price will be
automatically set to zero if the Service Item is in warranty, regardless of the price level.

Group Text - You can enter up to 200 characters of text to fully describe this group or special handling
for customers in this group. This text can be viewed during line entry.
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Group Code Customers Tab

=4 Group Code Maintenance (SMC) 2/17/2013 o] @ (==
Customer Group | 5ILVER ld 4 & Bl
Drescription Silver Service
1. Header ] 2. Customers ] 2. Items/Product Lines ]
Huick Fow 3 % =
Cuztorner Cuztorner Mame
1 0z-BAYFYRO B ay Pyratronics Caorp.
2 | 02-ATOZ A Ta Z Carpet Supply

EEN %

[ Accept l Cancel I Delete Iél@]

On the Customers tab of Group Code Maintenance you can add or remove customers from the list.

Enter a valid A/R customer number in the field, or use the F2 key or lookup button to select a
customer from the list.

A customer can only belong to one group at a time. If you enter a customer number that is already

assigned to another group, you will be notified and given the option of moving the customer to the
new list.
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Items/Product Lines Tab

=4 Group Code Maintenance (SMC) 2/17/2013 o] @ (==
Customer Group | SILYER 4 4 &
Drescription Silver Service
1. Header ] 2. Customers ] 2. ltermz/Product Lines
Quick Row 3 =7l
[tem Caode Praduct Line Original sty Extended "ty Repair
1 PS5, TYEAR 1wR-FPARTSX  S0REP
2 | D1400 TYR-PARTS 90REF

4 I I

Labor Charge qg -
Cln & Tune Chg

Flat R ate Chg
Wty Price Lewel

M. 1 1

[ Accept l Cancel I Delete Iél@]

For any group you define, you can set different values for the default warranties, charge codes, default
rates, and price levels, depending on the inventory item number or the product line. This panel shows
the list of exceptions that have been entered. As you can see, one exception is for the product line
“PS&A” and another exception is for the item number "D1400".

When you are creating a service order for a customer assigned to this group, you add the service item
entry that is being repaired. The system will look first to this list to see if that specific item number is
here. Ifitis, it will use the values for default warranties, charge codes, default rates, and price levels
that are set up for that item number. If the item number is not in the list by item number, it will look
for the product line that the item number is in. Finally, if neither the item number nor the product
line are found in this list, the program will look at the Group Code Maintenance Main Tab to find the

values.
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Group Code Listing

&4 Group Code Listing (SMC) 2/17/2013 =R ==
Report Setfing  STANDARD Q, ﬂ
Dezcrption Group Code Listing

Setting Options
Type Public Print Report Settingz [ Mumber of Copies 1 :_
Default Report Three Haole Punch [l

[ter Types to Print

Include Header Include Texst Include Customer List Include Ikem/Product Line
Selectionz
Select Field Operand Walle
Eroup All - aQ,
K.eep Window Open After R [ Sehy
IHFl Phaotosmart C4600 zeries [redirected v] Prit. ]  Preview [7] [_I = I = I G l

When you press the Printer icon the Group Code Listing report option selection screen appears. With
the options selected as above the Group Code Listing report shows all information for each Group
Code.

Complaint Code Maintenance
= Complaint Code Maintenance (SMC) 2/... E =] @

Compliant Code | MOISY 4 4 &
Description MAKES LIMUSIAL NOISE

The complaint code can be entered on a service item entry or on lines to indicate the primary
complaint the customer has that has prompted the service order. This information can be useful for
later reporting of failures using Business Insights Reporter or for analysis with the Failure Analysis
Report.

Complaint Code - This is a ten-character code that uniquely identifies this complaint. You can also use
the F2 key or the lookup button to list complaint codes already on file.
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Description - Enter a thirty-character description for this complaint code.

Failure Reason Maintenance

= Failure Reason Maintenance (5MC) 2/15/... E'@

Failure Feazon CUSTDAMAGE 4 4 &

Dezcription Cuztomer Damaged
Invalidates Current ' arranty v
Prahibit Repair W arranky J

The Failure Reason allows you to assign a codified explanation of the cause of the broken service item
to either the service item entry or a line on the service order. In addition to being useful for reporting
using Business Insights Reporter, the failure reason can also be used to void a warranty on a line item
or stop a repair warranty from being assigned after a service order is closed. For more information
about repair warranties see Group Code Main Tab or Warranty Processing.

Failure Reason - This is a ten-character code that uniquely identifies the failure reason. You can also
use the F2 key or the lookup button to list Failure Reasons that are already on file.

Description - Enter a thirty-character description for this Failure Reason.
Invalidates Warranty - If this box is checked, then the line item on a service order where this failure

reason is used will be taken out of warranty and priced as non-warranty, regardless of the warranty
coverage of the service item.

Prohibit Repair Warranty - Failure Reasons marked Prohibit Repair Warranty can be assigned in
service item entry to prevent the default repair warranty defined in in Group Code Maintenance from
being assigned to the Service Item after a repair has been made. Note that using a Failure Reason
marked Prohibit Repair Warranty on the lines tab will not prevent the Repair Warranty from being
assigned to the Service Item.
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Quick Print Preferences

=2 Quick-Print Preferences (SMC) 2/16,/2013 o @ ==
IJzer Code 29 4 4 & @l
Julia
Program Default Form Code Prnint?

[uick Print from Order Entry

Service Order Printing STAMDARD
Picking Sheet Printing STAMDARD
Service [tem Label Printing  STANDARD
Shipping Label Printing STAMNDARD

PPPA
€ = = =

Quick-Print Preferences allows you to assign default forms and print options for the Quick Print
feature of Service Order Entry. After selecting a user code, you can select a code for each of the forms
that might need to be printed: Service Order, Picking Sheet, Service ltem Label and Shipping Label.

For each form, check the box in the Print column to determine if you wish, by default, to print that
form when the Quick Print button is selected. For more information see Service Order Data Entry
Quick Print.
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Demo/Loaner Record Maintenance

ﬂ Demo/Loaner tern Maintenance (SMC) 271872013 E =] @
Itern Code GE-MD7ES .~ MODEM 300
Senal Humber — 315-4011
[reeice Mo, 0100070 Ireenice Higtary Seq. Mo, ld 4 B
W arehouze Qoo CENTRAL WAREHOLUSE
Cuztorner Mo, | 01-ABF % Arnenican Buziness Futures
Imvoice Date 1247201 : Demo or Loan | Loaner =
Shipped 1.00 Service Order | 0000014 Entry | 00000
Returned .00 Salez Order 0o 77
Criginal
Itern Code GE-MDTE0 MODER 9600 [SYMCHROMOUS)

Serial Mumber | 14-482

| concel | 2] @]

[ Beturn:[ Sel |

This maintenance task allows you to view and edit items which have been sent out as demos or
loaners (see Demos and Loaners in the Helpful Hints section). You can enter the full key of the unit,
which includes the item code, serial number (which is the customer number in the case of non-
serialized items), invoice number and invoice history sequence number. Since it is unlikely that you
know all of this data, you can either use the browse buttons to move from record to record, or use the
flashlight search button just to the right of the Item Code.

One use for the Demo/Loaner Record Maintenance task is to correct records that are wrong. For
example, a customer may have returned a unit to you, but instead of going through the proper
procedure to return a demo (a credit memo with the line flagged as a Demo), someone just did an
inventory adjustment. In this case, you might have an item that is back in the proper warehouse in
your inventory, but that still appears on the Open Demo/Loaner Report. To remove the item from the
report, find that item in the Demo/Loaner Record Maintenance and modify the quantity returned to
match the quantity shipped, which signifies that the unit has been returned and should no longer be
on the report.

Return Item - The quickest way to create a credit memo to properly return a demo or loaner is to use
the Return Item button. Just click the Return Item button and a new credit memo will be created for
this item. The serial number of the demo or loaner unit will be automatically distributed on the line of
the credit memo, avoiding possible errors. When the credit memo is updated, the demo/loaner will
be flagged as returned and will no longer appear on the report.

Sell Item - On occasion a customer may request to simply keep the demo or loaner that was sent. In
this case, you can create a Debit Memo in Sales Order Invoice Data Entry, enter the item and select
the Sell Demo field for that item. A better and faster way is to click the Sell Demo button, which will
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do all the work for you. When you click the Sell button, the program will prompt you for a price to
use, and will show you the standard price and the price charged on the original invoice. Be default, if
the original invoice line for the shipment of the demo/loaner was not zero, then the Sell price for the
demo will be zero so that the customer is not charged twice.
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Section D: System Operations

Service Order Data Entry

5% Service Order Entry (SMC) 2/15/2013 El@
Service Order | QE> % 44 b b
1 Header 1 2 Addreszz ]3. Service Items] 4 Lines 1 & Totals ] E. Credit Card ] @

Before a service order number is entered:

When you first select Service Order Entry from the menu, the cursor lands in the Service Order
number field. Before the service order number is entered, the following options are available.

Service Order Number - The service order number uniquely identifies the service order. It is seven
characters long, typically numeric, but it can also contain alphabetic characters. If you enter a
number here, it will be automatically left justified and zeros will be added at the front to make
seven characters. For example, if you enter '55', it will be automatically changed to '0000055'. If
you enter any alphabetic characters it will not be changed. If the order number is already on file,
the record will be retrieved and the header tab will be displayed.

Lookup - Click the magnifying glass button or press F2 to pop up an advanced lookup to find the
order that you are looking for.

Next New Order Number - The pound sign (or hash mark) button will assign the next order
number based upon the settings in the Service Order Options Main panel. If you have set up the
Automatic Numbering options on the Service Order Options Entry panel, you can enter one of the
defined prefix letters and hit Alt-X or click the Next Order button () to assign the next order
number for that prefix.

Service Item Entry Lookup - The first flashlight icon will pop up an advanced lookup showing all
the service item entries that are currently in the service order data entry tables. This allows you to
find the service order by using the serial number or item code of the unit being repaired.

Lot Serial Lookup - The second flashlight icon will pop up an advanced lookup showing all the
distributed line items that are currently in the service order data entry tables. This allows you to
find the service order by using the serial number or item code.

Defaults - Click the defaults button to pop up a dialog of data entry default values as shown in the
Service Order Entry Defaults topic.

When a new service order number is first entered:

If you have clicked on the Next New Order Number button or or entered an order number that is
not already in the file, the following buttons and fields will immediately appear on the top of this
panel.
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Copy From - If you are creating a new service order that is very similar to an existing service order,
either in the current table or in service history, the Copy From button will allow you to select that
order and copy it, in total, to the new service order number.

ﬂ Copy From @

Copy from | Service Order - |

Copy from Mumber 0000047

| Lol |@]

Since all service orders, even those still in process, are automatically stored in the Service Order
History, it is easiest to select Service Order History from the Copy From box. You then can look up
the Copy From Number and select a service order from history to copy into the current order.

When an existing service order number is entered:

If you have entered a service order number that is already on file, or selected one from the
advanced lookup, or once you have entered a valid customer number, the following buttons and
fields will immediately appear on the top of this panel.

Create Invoice - If the Allow Create Invoice From Order Entry box is checked, then this button will
be enabled. Depending upon the selection made in the Create Invoice Option, the system may pop
up a prompt telling you that it will close all the service item entries and create an invoice. If the
Invoice Closed Only is selected in the options, then only those service item entries that have a
status indicating "Complete and Ready to Update" will be invoiced. For more information about
statuses, see Service Order Status Maintenance.

Customer - If you wish to pop up customer information, in abbreviated form, to review or change,
you can click this button.

Credit - Pressing this button will pop up the credit information dialog, showing the accounts
receiving and credit limit information for the customer assigned to the service order.

Once the order number is entered, you will be on the Header Panel, which is covered below.

e Header Tab - The general information about the order, including the customer, the contact, the
sales tax, freight and salesperson information is entered here.

e Address Tab - The customer bill-to and ship-to address is maintained here.

e Service Items Tab - The list of equipment, or service items, that are being repaired, returned or
exchanged on this order.

e Lines Tab - The parts that are used on this order and the charges to the customer are entered
on this panel.

e Totals Tab -This panel shows the totals for the service order.
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Other options on the Service Order panel:

Cluick, Print..

:-':I Recal: Price l Accept I LCancel I Delete E

At the bottom of the service order panel there are some additional options that can be used when
the service order has been completely entered.

Quick Print - Clicking this button will pop up the Quick Print dialog, allowing you to print a service
order, picking sheet, service item label or shipping label for the order that is on the screen. For
more information about these options see Service Order Quick Print.

Recalc Price - Once an order has been entered, with line charges, the Recalc Price button will go
through the lines, read the item codes again, and recalculate prices as if each line were entered
new. This is useful if prices have changed since the service order was entered.

Accept - The Accept button will save all the service order information to the physical file so it can
be retrieved later or used by other workstations.

Cancel - The Cancel button will abandon any changes that have been made in this most recent
editing session and will leave the order as it was when first retrieved. If itis a brand new order
that has never been accepted, then the whole order will be abandoned and it will not be saved.

Delete - Once an order has been Accepted at least one time, the Delete button will appear.
Pressing this button will remove the order completely. It will still exist in the service history files
and will be flagged as Deleted.

Print - The printer icon will pop up the Service Order Printing option to allow you to print all
unprinted orders, or to select the orders that you wish to print.
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Service Order Entry Defaults

ﬂ Default Values for Service Order Entry @
MHext Order Ho. nonoos2
Order D ate 2Ae2m3 BT
Order Type | Standard Order -
W arehouze 039 Ck
Print Order v Print Pick Shest
Salezperson o1o0 Mo, of Ship Labelz 1
Ship %ia b sl Q@ 1.5 POSTAL SERWICE
FOR DESTINATION

Pressing the Defaults button on the Service Order Entry header panel before a service order number is
entered will pop up this dialog to set default values for any subsequent orders that are created.

Next Order No - Entering a new value here will override the Next Automatic Order Number that was
set in the Service Order Options. When you click the Next Order button, or use Alt-X to select the next
new order, the system will use the order number you enter here. Changing this value will actually
change the Next Automatic Service Order Number in the options record as well.

The remaining fields are described on the Service Order Header page. Entering a default value on this
dialog will make that value also fill in the same field on the Service Order Header page.
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Service Order Header

= Service Order Entry (SMC) 2/15/2013 EI@
Semvice Order | OO000E2 4 4 & kbl = [Create lnleusﬁumer..l Credi... ]
1 2 Address ]3. Service Items] 4 Lines 1 5. Tatals ] E. Credit Card ] Girp BASIC User 23 @
Order Date 215/2ma3 T Order Type | Standard - |
Cuztorner Mo, 01-ABF Q“ E’% American Business Futures
Cust PO 0073134
Apply statuz changes to zervice iterm entries
Status R Ck SERVICE ORDER RECEIVED Statuz Date 2M5/203 Z
Status Comrment P - received UPS Date Received  2A15/2003 :
Fitda Mumber 000000 E’% fé" Ship To &ddr 2 % American Buziness Futures
FiMa& Expire Date  12/31/5999 T Tems Code 01 % Met 30 Days
Due Date 34203 : Ship Yia JPS BLUE Q§ FOB DESTIMATIONM
Canfirm To John Quinn %
E-mail artiet@abf.com [
Whge 000 C% CEMTRAL WAREHOL: Fax Mo, [B0n1222-1111 Batch Fax
Sales Tax Loz
Schedule Wl % Salesperson 0100 % Jim K.entley
Wizcongin Split Comm. | Na = |
Prirt Qrder J
Print Orphan Detail Pick Sheets
Mo, of Ship Labels 1

[E!uicl_a Frint... I:E:I Recals F'riu:e] l Accept I LCancel l E

Order Date - Enter the date of the order. For a new order, this date will automatically fill in based up
the date found in the Service Order Entry Defaults, which is generally the current application date.
This date is used when calculating whether a service item entry is in warranty.

Order Type - The order type on the service order header will determine the service type on the service
item entries. If the order type is Standard, the service item entries can be changed to any other
service type. A more detailed description of the possible service types and their uses can be found in
the Helpful Hints section Service Types. There are five possible order types:
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e Standard - The typical repair and return order. The customer will send the items to be
repaired. The service item will be repaired in the shop then shipped back to the customer. If
the header order type is Standard, then the individual service item entries can be changed to
any service type.

e Price Quote - The only difference between a Price Quote and a Standard order type is that
with a price quote, the parts (item codes) entered on the lines panel will not be committed in
inventory when you use a price quote. If you create a Price Quote order, you can later
change it to Standard, but you cannot change the header order type to anything but
standard. You cannot complete an order and invoice it when the order type is Price Quote.

e Credit Return - If the customer is going to return a service item back to your stock, or to scrap,
use the Credit Return order type. If the header order type is Credit Return, all the service
item entries will also be set to Credit Return and cannot be changed. You can also change the
inventory item code and serial number of the unit being returned, if desired.

e Exchange - This will allow you to not only return the service item from the customer, but will
also allow you to send a replacement service item from your inventory. The item that is
returned will be flagged as "replaced" and the new service item sent will be flagged as
"replaces" and will inherit the warranty from the replaced unit. You can also change the
inventory item code and serial number of the unit being returned, if desired.

e Refurbish - When you wish to modify or repair a service item that is in your own stock, you
can use the Refurbish order type. This type will commit the serial number in your inventory
and allows you to roll up the cost of the repair or modification into the new inventory cost of
the item. You can also change the inventory item code and serial number if desired.

Customer - Enter the customer number for the order, or click the Lookup button to list all customer
numbers. If you have set up divisions in the Accounts Receivable module, the first two characters
entered must be a division number. If the customer is on credit hold or has exceeded the credit limit
established, the Customer Credit History window appears automatically.

Click the Next Number button to automatically increment the customer number for a new customer.
The Next Number button is available only if the Auto Increment Customer Number check box is
selected in Accounts Receivable Options.

Click the field hyperlink to launch this field's associated maintenance task. If a value is entered at this
field, the associated data displays in the maintenance window. This maintenance task can be accessed
only with the appropriate security setup.

A new customer number can be added on the fly. The Customer Maintenance (On the Fly) window
appears; some nonessential fields are omitted to speed data entry. Access Customer Maintenance at a
later time to complete the remaining entries for a new customer number.

Click the Memo button to view, create, or maintain memos. The Memo button is available only if the
appropriate memo type has been set up in Memo Manager Maintenance for this task. If a memo
already exists for this task, the Memo button appears yellow. If a memo does not exist, the Memo
button appears blue. For more information, see Memo Maintenance.

Customer PO - Type the customer purchase order number assigned to this sales order. This field is
available only if a valid customer number is entered at the Customer No. field.
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Apply Status Changes to Service Item Entry - When you change the header status code, it will change
all the service item entry statuses to match the header. This is not optional. howeuver, if this box is
cleared, the system will warn you before it changes all the service item entry statuses. If this box is
checked, all the service item entry statuses will be changed without any warning when the header
status is changed.

Status Code - The header status can be changed as a quick way to change all the individual service
item entry statuses. When Service Center is determined whether a service item is received, at the
vendor, complete or any other status, it looks at the service item entry, and not the header. The
reason for having a status on the header is to give an easy way to change all the service item entry
statuses at once. You can use the lookup button or F2 to display all the status codes available. See
Service Order Status Maintenance for more information about status codes.

Status Date - The date the status was changed. This date will be copied to the status date of each
individual service item entry and will appear in the status history log for each service item entry.

Status Comment - Enter a comment regarding the status change. This comment will be copied to the
status comment of each individual service item entry and will appear in the status history log for each
service item entry.

Vendor No - The vendor the service items were sent to for processing if the status code says "Sent to
Vendor". This data will be copied to the individual service item entry and will appear in the status
history log for each service item entry.

Vendor RMA No - The vendor RMA Number for outside processing if the status code says "Sent to
Vendor". This data will be copied to the individual service item entry and will appear in the status
history log for each service item entry.

Date Received - The date that the first service item entry was received into your shop. This date is set
when any service item entry status is changed to a status code that says "Set Received Date". See
Service Order Status Maintenance for more information about status codes.

RMA Number - If the customer is to be sending a unit in for processing, you can assign a Return
Material Authorization number and give it to the customer for tracking the return. You can enter a
number, hit the Next RMA button () to assign the Next Automatic RMA number as determined in
Service Center Options. You can also use the service order number as the RMA number by clicking the
RMA Equals Order No button ().

When an RMA number is entered, an RMA Expire Date is also entered. The date is calculated from the
order date plus the number of Default Days til RMA Expiration as determined in Service Center
Options. If none of the service item entries have been received by that date, the order can be expired.
Expiration of RMAs is done by the Expired RMA Register and Update on the Utilities menu.

RMA Expire Date - The date the RMA is to expire. This is automatically set based upon the order date
plus the Default Days til RMA Expiration as determined in Service Center Options. If none of the
service item entries have been received by that date, the order can be expired. Expiration of RMAs is
done by the Expired RMA Register and Update on the Utilities menu.

Due Date - The due date is when this order should be complete. It is automatically set based upon the
customer Group and the turnaround days. See Group Code Main Tab for more information. This date
is for your use only. The program does not need it.
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Warehouse - Enter a warehouse code to use for this order, or click the Lookup button to list all
warehouse codes. If there is a default warehouse defined for the customer ship-to address entered at
the Ship To Address field, this field displays the customer ship-to warehouse. If there is no default
warehouse defined for the ship-to address entered, this field displays the default warehouse entered
at the Warehouse field in the Service Order Entry Defaults window. If a value is not saved in the
Service Order Entry Defaults window, this field displays the warehouse entered at the Default
Warehouse for Service Parts field in Service Center Options.

Sales Tax Schedule - Enter the tax schedule for the invoice, or click the Lookup button to list all tax
schedules. This field automatically displays the tax schedule for the ZIP Code of the ship-to address
entered at the Ship To Addr field.

Ship-To Address Code - Enter a location code to automatically enter a shipping address defined in
Accounts Receivable Customer Ship-To Address Maintenance. Click the Lookup button to list all
location codes.

The ship-to location code defaults to the ship-to location entered at the Primary Ship To field in
Customer Maintenance.

Click the field hyperlink to launch this field's associated maintenance task. If a value is entered at this
field, the associated data displays in the maintenance window. This maintenance task can be accessed
only with the appropriate security setup.

A new location code can be added on the fly. The Customer Ship-To Address Maintenance (On the Fly)
window appears; some nonessential fields are omitted to speed data entry. Access Customer Ship-To
Address Maintenance at a later time to complete the remaining entries for a new location code.

Terms Code - Enter a terms code for this customer, or click the Lookup button to list all terms codes.

Click the field hyperlink to launch this field's associated maintenance task. If a value is entered at this
field, the associated data displays in the maintenance window. This maintenance task can be accessed
only with the appropriate security setup.

A new terms code can be added on the fly. The Terms Code Maintenance (On the Fly) window
appears; some nonessential fields are omitted to speed data entry. Access Terms Code Maintenance
at a later time to complete the remaining entries for a new terms code.

Ship Via - Enter a shipping code, or click the Lookup button to list all shipping codes. This field displays
the shipping method entered for this customer at the Ship Code field in Customer Maintenance.

If Yes or Actual is selected at the Use Shipping Code to Calculate Freight field in Service Center
Options, you must enter a shipping code defined in Shipping Rate Maintenance.

Click the field hyperlink to launch this field's associated maintenance task. If a value is entered at this
field, the associated data displays in the maintenance window. This maintenance task can be accessed
only with the appropriate security setup.

FOB - Type the FOB (freight on board) location. The FOB location indicates the location this order is
placed on board a freight carrier at no charge to the customer. This field automatically displays the
freight on board location entered at the FOB field in the Default Values for Sales Order Entry window,
but can be changed.
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Confirm To - Enter the name of the person to contact regarding orders for the current ship-to address,
or click the Lookup button to list all contact codes.

Email - Type the e-mail address of the person to contact regarding orders for the current ship-to
address. This field displays the e-mail address defined for the ship-to address entered at the Ship To
Addr field. If there is no ship-to e-mail address, this field displays the e-mail address of the customer
selected. Click the E-mail button to compose a new e-mail message to the address entered at this
field.

Fax No - Type the customer's fax number starting with the area code. This field displays the customer
fax number entered for the ship-to address or the customer.

Batch Fax - Select this check box to include the document for batch faxing. Clear this check box if you
do not want to include the document for batch faxing. This field is available only if a fax number is
entered at the Fax field. Note The fax number must include the area code to process a fax.

Comment - Type a comment relating to this order.

Salesperson - Enter a salesperson code, or click the Lookup button to list all salesperson codes. If
divisions are defined in the Accounts Receivable module, enter a salesperson code that is in the same
division as the customer entered at the Customer field. This field is available only if the Salesperson
Commission Reporting check box is selected in Accounts Receivable Options.

Click the field hyperlink to launch this field's associated maintenance task. If a value is entered at this
field, the associated data displays in the maintenance window. This maintenance task can be accessed
only with the appropriate security setup.

A new salesperson can be added on the fly. The Salesperson Maintenance (On the Fly) window
appears; some nonessential fields are omitted to speed data entry. Access Salesperson Maintenance
at a later time to complete the remaining entries for a new salesperson.

This field defaults to the salesperson code selected in Customer Maintenance.

Split Commission - Select how the sales commission will be distributed. This field is available only if
the Split Commissions between Salespersons check box is selected in Sales Order Options.

» Select Yes to distribute the total commission amount among up to five salespersons.

» Select Override to enter an override commission. If the Override option is selected, the
standard commission will be posted to the primary salesperson. The override commission will
be posted to the salesperson specified in the Override Commission Entry window.

» Select No to post the commission only to the primary salesperson on the order.
Click Split Comm to enter or maintain commission rates in the Split Commission Entry window.

Print Order - Select this check box to print a service order acknowledgment for this order. Clear this
check box if you do not want a service order acknowledgment printed for this order. After a service
order is printed for a new order, this check box is cleared automatically. You can reprint open service
orders by clicking the Print button, or by selecting them using Service Order Printing. You can print the
current service order by clicking the Service Order Quick Print button.

This field is available only if the Print Service Orders check box is selected in Service Center Options.
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Print Orphan Detail Pick Sheets - Select this check box to print a picking sheet for this order orphan
details. Clear this check box if you do not want a picking sheet printed for this order orphan details.
After a picking sheet is printed for a new order, this check box is cleared automatically. You can reprint
picking sheet for open service orders by clicking the Print button, or by selecting them using Picking
Sheet Printing. You can print the current service order by clicking the Service Order Quick Print
button.

This field is available only if the Print Pick Sheets check box is selected in Service Center Options.

No of Ship Labels - Enter the number of shipping labels that you want to print if you select Shipping
Label Printing of choose to print shipping labels with Service Order Quick Print.

Service Order Address

= Service Order Entry (SMC) 2/15/2013 EI@
Semvice Order | OO000E2 4 4 & kbl = [Create lnleusﬁumer..l Credi... ]
1. Header 1,2.-‘9'-':":'"333] 3. Service Items] 4. Lines 1 . Taotals ] E. Credit Card ] Gip BASIC User23 [
Cuztomer Mo, 01-4BF American Busineszs Futures Copy Ship To
Bill To Address Ship To Address
Ship To 2 Qb Residential Address
M ame Amencan Business Futures Mame Amencan Buziness Futures
Addreszs 21321 M. 14th Shreet Address R acine Warehouse
Suite 100 5411 Eendrick Place
Accounting Departrent
ZIF Code 532051204 ZIP Code R3120
Ciky Milwaukee State Wil City Racine State Wl
Country 152, C% Idnited States of America Country 154 QQ Idrited States of America

Bill To - If the Enable Bill To Customer Reporting check box is selected in Accounts Receivable Options,
you can create service orders and quotes for bill-to and sold-to customers. If the Enable Default Price
Level by Customer check box is selected in Sales Order Options, you can specify the price level to be
defaulted for a line item by customer and product line. The system will then use the pricing logic to
determine the actual price for the item. In Accounts Receivable this is referred to as National
Accounts feature, but some also call it third-party billing.

Bill To Address - This address is pulled from the customer record, but can be overridden on this
screen. When a Zip code is entered, it is validated against the Zip Code database in the Common
Information and the city, state and country will be automatically filled in if the Zip Code is valid.

Ship To - Enter a location code to automatically enter the corresponding shipping address defined in
Customer Ship-To Address Maintenance. Click the Lookup button to list all location codes. This field is
not required.
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Click the field hyperlink to launch this field's associated maintenance task. If a value is entered at this
field, the associated data displays in the maintenance window. This maintenance task can be accessed
only with the appropriate security setup.

A new location code can be added on the fly. The Customer Ship-To Address Maintenance (On the Fly)
window appears; some nonessential fields are omitted to speed data entry. Access Customer Ship-To
Address Maintenance at a later time to complete the remaining entries for a new location code.

If the ship-to location code is changed, the default warehouse will also change, which will optionally
change all the lines. It will change the salesperson code, also. If you wish to override the salesperson,
change the ship-to code first, then override the salesperson.

Copy Ship To - Click this button to copy the ship-to information to the bill-to fields.

Residential Address - Select this check box if the ship-to address is located in a residential delivery
zone. Clear this check box if the ship-to address is not located in a residential delivery zone. External
shipping systems such as StarShip require this information to calculate shipping rates.
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Service Item Entry
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A unique feature of the Service Center service order is that you can list the units, or service items, you
are repairing, and can enter the separate charges for each of these units. Each service item that you
list on the Service Items tab of the service order is a Service Item Entry. Above you can see what a
service item entry screen looks like. There is a primary grid, at the top, which has a row for each unit
that is being repaired, refurbished or returned. As each row is highlighted, the secondary grid, just
below the primary, will show additional fields that related to that service item entry.

Each user can move fields from the primary to the secondary grid, or vice versa, and change the order
of the fields, to suit unique needs. A new service item entry is added by entering a new Entry
Description.
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Entry Description - The Entry Description is a free-form field that labels a new service item entry. You
can put whatever text you wish here, include spaces, to indicate that you are adding a new service
item entry to the grid. Alternatively, you can click the plus sign or press F2 to automatically add a
number to the Entry Description field and this start a new service item entry.

Quantity - The Quantity field is only available for Credit Returns and Exchange Service Types that have
no serial number entered. This field is useful when large amounts of items are being returned or
exchanged that are not being individually tracked. Replacements can also be sent out for those items
sine the Replacement Dialog now allows a quantity to be entered, defaulting to the quantity returned.
This field is disabled if the item has a serial number entered on the Service Item Entry grid.

Grid Buttons - Just above the primary grid are a row of buttons, or icons, that can be used to do
various tasks related to creating new service item entries, getting additional information about the
highlighted service item entry, or performing some other task related to the service item entries on
the panel. For more information about the grid buttons, take a look at Service Item Entry Grid
Buttons.

Service Item Entry Grid Buttons

sEsService Order Entry (ABC) 9712 /2014
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| Optmnal Search, .ﬁ.lt -1 l= Sales Order, ":"It M | Problem Description, Alt-I [ Showe Current User Location, &lt-9 |
Change Status Log Records, Al-E
Ri-"'"l Create Replacernant, Alt-R, B hﬁ \ {; % @ R U

/
/ mntr}l MHao | Swo 11 Showe Serwice Ttem, Alt-B ia ” Serl Extended Text, Alt-F Iantity | Statuz Code
i

£ 1 oooAn—— QU0001  Standard 0oc

Create Serial Mumber, AN [ | ITEM | Show Service Ikem Entry Status History, Alt-8 |
{ 000002 Credit Return BERE BERE oo

Just above the service item entry lines are a row of buttons that can assist in adding entries, give
information about entries, or perform tasks related to the service item entries.

Grp GROLIFZ Uzer ISKE @

Optional Search - This button provides several ways to search for service items. See Optional Search
for more information.

Create Serial Number - If the Service Order Options allow for automatic serial number creation (see
the Auto-Assign Serial Number field in Service Order Options Service Item Entry Tab ).

Create Loaner - If you wish to send out a loaner to the customer while repairs are being done, click the
Create Loaner button. Take a look at Create Loaner or Replacement for more information.

Copy Service Item - Use the Copy Service Item button to quickly duplicate a service item entry as many
times as you wish. A more detailed discussion can be read on the Copy Service Item page.

Sales Order - Use the Sales Order button to drill into Sales Order Entry and see the Sales Order created
when you sent out a loaner or replacement.

Create Replacement - If you wish to send a replacement unit for an Exchange service item entry, click
the Create Replacement button. Take a look at Create Loaner or Replacement for more information.
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Quick Row - The Quick Row field is where you can enter the row number that you want to work on. It
will immediately scroll to that row number and highlight it so you can begin work on that service item
entry. This is useful if there are many service item entries in the grid.

Problem Description - The Problem Description is one of the grid fields, either primary or secondary,
but since it is a very long field, this button will pop up a larger dialog so you can enter the description
in paragraph form so you can see what you're writing.

Show Service Item - Each service item entry refers to a service item in the permanent database, as
long as an item code and serial number are filled in. If you wish to see more information about that
service item, such as warranty and past service history, you can click on the Show Service Item button
to drill into Service Item Maintenance.

Reset Values from Service Item - If you used Show Service Item, or Service Item Maintenance, to make
changes to the service item, such as warranty dates, you can bring those new values into the current
service item entry row by clicking the Reset Values from Service ltem.

Show Service Item Entry Status Log - Every time you change the status of a service item entry,
whether on the service item entry grid or by changing the header status, a record is written to the
status log. You can view that log by clicking on the Show Service Item Entry Status Log button.

Show Current User Location - Each service item has a sold to billing address, an end user billing
address, and a current location for the service item. You can quickly view the current location by
clicking the Show Current User Location button.

Text Editor or Extended Text - If you click on the grid cell and then on this Extended Text button, a
new window will appear where you can enter text and then save it to the grid cell. The new screen will
appear for text fields that allow for more than 30 characters.

Change Status Log Records - If you wish to change Status Date or Status Time on one of the status log
records, click the Change Status Log Records button.
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Service Item Entry Columns
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Each service item, equipment or unit that you are repairing, returning, or refurbishing is added to the
Service Items tab in a grid. Each row on the grid is called a service item entry. To create a new row
for a new service item entry, you simply have to enter a description in the Entry Description field. It
does not matter what the value is, since this is simply to tell the program that a new row needs to be
created.

The fields that you see on your screen may not match exactly what is shown in the picture or match
the sequence of the list below because each user can modify the primary and secondary grids to
match unique requirements.

There are four service types that determine which fields are open for modification and use. You can
learn more about service types in the Helpful Hints section. The following fields are coded according
to the service types for which they are valid: STD= Standard, REF=Refurbish, WTY=Warranty
Replacement and CRD=Credit Return.

Svc Type - (STD REF WTY CRD) There are four basic service types as described in Service Types in the
Helpful Hints section. Use the drop box to select the correct service type for this service item entry. If
the Service Order Header order type is "Standard", you can select any service type for the individual
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service item entries. If the Service Order Header order type is not "Standard", the service item entry
service type is automatically set to match the header and cannot be changed.

Item Code - (STD REF WTY CRD) The Item Code is part of what identifies the unique service item that is
being repaired, refurbished or returned. It is usually a valid inventory item code, but does not have to
be. The item code field can be left blank initially, while waiting for the unit to arrive from the
customer, for example, but before the service item entry can be closed and invoiced, the item code
and serial number must be filled in. Use the lookup button or the F2 key to search the customer's
service items. You can also use the Optional Search button to find service items.

Serial Number - (STD REF WTY CRD) The Serial Number is part of what identifies the unique service
item that is being repaired, refurbished or returned. It can be left blank initially, but must be filled in
before the service item entry can be completed and invoiced. You may type in a serial number
without an item code and the system will find it if is already on file. Use the lookup button or the F2
key to find existing service items by serial number.

Problem Description - (STD REF WTY CRD) You can enter up to 2048 characters for the problem
description. This could be the explanation from the customer or the results of testing or repair. Itis
up to you. The problem description can also be entered in a larger box by clicking the problem
description button above the grid. In Service Iltem Maintenance and inquiry, when you are viewing the
service history, the problem description can be popped up easily for each service order.

Svc Technician - (STD REF WTY CRD) Enter the primary service technician responsible for this repair,
return or modification. This field is required before the service item entry can be completed and an
invoice created. The service technician is created in Service Technician Maintenance on the Setup
menu, but it can also be created on-the-fly if the user's role has permission. The service technician
entered here will be the default service technician on any labor lines that are added on the lines panel.

Product Line - This field displays the product line of the item selected, and can only be viewed. Once a

Product Line is entered, it can be changed but it cannot be blanked out. The product line is first pulled

from the Item Code when a Svc Item Code is entered. When a serial number is also entered, making it

a valid Service Item, then the product line is pulled from the Service Item record. The user can override
the product line on the service item entry at any time.

Complaint Code - (STD REF WTY CRD) The complaint code is a way to standardize what the customer
tells you is wrong with the item. This code is used for later analysis. You ca set up the code that you
need in Complaint Code Maintenance. The complaint code that you enter here will be the default
complaint code on the lines that are entered for this service item entry.

Failure Reason - (STD REF WTY CRD) The failure reason is a way to standardize why the product failed
for later analysis. The failure reason can also tell the system that the warranty will not be honored or
that a repair warranty is not to be applied. You can add the failure reason codes you need and get
more information in Failure Reason Maintenance. The failure reason code you enter here will be the
default failure reason code on the lines entered for this service item entry.

Prohibit Rep Wty - (STD REF WTY CRD) When a failure reason code is entered, it may have a check box
that prohibits a repair warranty from being assigned. The repair warranty assignment comes from the
group code for the customer on the order. You can override the Prohibit Repair Warranty flag to
either allow or disallow a repair warranty to be applied when the service invoice is updated.
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Replace/Loaner - (STD REF WTY) DISPLAY ONLY If you have clicked the Create Loaner or Replacement
button to send out a replacement (for Warranty Replacement service types) or a loaner (for Standard
and Refurbish service types), this box will be checked. For more information about loaner processing,
check out Demos and Loaners in the Helpful Hints section.

Loaner SO No - (STD REF WTY) DISPLAY ONLY If you have clicked the Create Loaner or Replacement
button to send out a replacement (for Warranty Replacement service types) or a loaner (for Standard
and Refurbish service types), the sales order being used to send out the loaner or replacement will be
shown here. For more information about loaner processing, check out Demos and Loaners in the
Helpful Hints section.

Print Label - (STD REF WTY CRD) Check this box if you wish for this service item entry to print a service
item label on the next Service Item Label Printing. It is checked by default on a new service item entry.

Pick Sht Printed - (STD REF WTY CRD) If this item has been printed on a picking sheet (see Picking
Sheet Printing) this box will be checked. Whether the box is checked may depend on the options
setting for "Flag Pick Sheet Printed only if Closed" on the Service Item Entry Tab in Service Order
Options. If that box is checked, the Pick Sheet Printed flag will not be checked when the picking sheet
is printed unless this service item entry status is "Complete and Ready to Update". For more
information about status codes look at Service Order Status Maintenance.

Return Whse - (WTY CRD) When a service item is returned to stock with a credit return or a warranty
replacement service type, this is the warehouse where that item will end up after the service invoice is
updated. It will default to the warehouse specified for returns in the Service Order Options but can be
changed.

Rfrb Srce Whse - (REF) When a refurbish service item entry is complete and the invoice is updated, the
item that was refurbished is transferred from the warehouse it was in to another warehouse. The
Refurbish Source Warehouse is where the item being refurbished is currently found in your inventory.
The system will fill this warehouse in for you and will commit that serial number in inventory so no
one else can sell it while it is being refurbished.

Rfrb Targ Whse - (REF) When the refurbish service item entry is complete and the invoice is updated,
the serial number that was refurbished is transferred from the Refurbish Source Warehouse to this
warehouse. This target warehouse comes from Service Order Options Main Tab by default, but can be
changed by the user.

Roll Up Rfrb Cost - (REF) When you complete a refurbish service item entry, you can optionally "roll
up" the cost of the lines items entered for that service item entry on the lines panel to put the service
item back into stock with a new cost. This Y/N flag allows you to determine whether cost roll up is to
be performed for this service item entry. It is set according to the Default Rollup Refurbish Cost
Setting on the Entry page in Service Center Options. For more information you can look at the
Refurbish service type in the Helpful Hints.

Scrap - (REF WTY CRD) - Whenever a service item is to be put back into inventory, either when
returned from a customer on a Warranty Replacement/Credit Return or when transferred to a
Refurbish target warehouse, you have the option of telling the system that the service item is no good
and cannot be repaired. Checking the Scrap button will flag the service item as out of service, but will
put nothing back into inventory when the service invoice is updated.
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Apply To Invoice - (WTY CRD) - Any time that the service item entry is being put back into stock, a
credit memo will be created from the service order. In these cases you can select an invoice for that
customer to which to apply the credit memo. This option is available if the Allow Apply-To Invoice On
Service Item box is checked on the Entry panel in Service Center options. Itis also possible that this
field could be filled in automatically with the original sales invoice if you select that option.

Original Price - (STD REF WTY CRD) - DISPLAY ONLY - This is the original selling price for the service
item pulled from the permanent service item record.

Price Overridden - (WTY CRD) - DISPLAY ONLY - If you change the price to be refunded to the customer
on a service item being returned, this box will be checked.

Status Code - (STD REF WTY CRD) Status Codes can be used to show where in the repair process a
service item entry is. Some status codes signify that a service item has been received, others that the
service item has been sent to a vendor, and others that the repair process is complete and the service
item entry is ready for an invoice or credit memo to be created. You can learn more about status
codes in Service Order Status Maintenance.

Status Date - (STD REF WTY CRD) - Each time you change something on the service item entry, you can
also change the status, status date, or status comment. When you do this, the change, along with the
user code, date and time and other information is recorded in the Show Status History.

Status Comment - (STD REF WTY CRD) - Each you change something on the service item entry, you can
also change the status comment. When you do this the change is recorded in the Show Status History.

Vendor - (STD REF WTY CRD) - If the status code you entered indicates the service item has been
returned to vendor (see Service Order Status Maintenance) you can enter the vendor number here for
your information. This will also be recorded in the Show Status History.

RMA Number - (STD REF WTY CRD) - If the status code you entered indicates the service item has been
returned to vendor (see Service Order Status Maintenance) you can enter the vendor RMA number
here for your information. This will also be recorded in the Show Status History.

Received - (STD REF WTY CRD) - DISPLAY ONLY - This check box indicates that the unit to be repaired
or returned has been received into your shop. This flag is set when the status code entered for the
service item is defined to Set Received Date. Once the service item entry is received, the RMA Expire
Date will be set to a date so far into the future that the RMA will never expire.

Received Date - (STD REF WTY CRD) - This date indicates when the service item to be repaired or
returned was received into your shop. It is automatically set when the status code you set specifies to
Set the Actual Received date. See Service Order Status Maintenance for more information.

Est Comp Date - (STD REF WTY CRD) - For your information only, the Estimated Completion date can
be used to plan and give information to the customer.

Act Comp Date - (STD REF WTY CRD) - The actual completion date is automatically set when the status
code is changed to one defined as "Complete and Ready to Update". See Service Order Status
Maintenance for more information.

Updated - (STD REF WTY CRD) - DISPLAY ONLY - Once the service item entry has been invoiced and the
invoice has been updated, this service item entry is considered "updated" and can no longer be
changed or deleted. However, if there are other service item entries or lines on the service order that
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have not yet been updated, the service order will stay in the current data entry table until all service
item entries are updated.

Invoice No - (STD REF WTY CRD) - DISPLAY ONLY - Once an invoice has been created for this service
item entry (see Create Service Invoices) that invoice number is displayed in this field for your
reference. As long there is an invoice in this field, you cannot change the service item entry or any of
the lines.

New Item Code - (REF WTY CRD) - Whenever a service item is to be put back into inventory, either
when returned from a customer on a Warranty Replacement/Credit Return or when transferred to a
Refurbish target warehouse, you have the option of telling the system to assign a new Inventory Item
Code for this service item entry. When you enter a new item code here, you will also have to accept
the default New Serial No or enter a New Serial No. When the resulting invoice or credit memo is
updated, the new item code and serial number will be in inventory.

New Serial No - (REF WTY CRD) - If you have assigned a New Item Code for this service item entry, the
existing serial number will be filled in here. You can change the serial number, but you cannot leave it
blank. When the resulting invoice or credit memo is updated, the new item code and serial number
will be in inventory instead of the original item code and serial number.

New Return Cost - (REF WTY CRD) - When you choose a New Item Code and New Serial No, you can
also enter a new cost to use as the basis for that item when it is put into inventory. For example, you
may sell a unit that cost you $100.00. The customer uses it for six months and returns it to you. You
wish to put it back into your stock, but it is not worth $100.00 anymore, because it is used. You can
enter a new reasonable cost here and that is the cost that will be assigned in inventory when the
credit memo is updated.

Svc Item Desc - (STD REF WTY CRD) - DISPLAY ONLY - This is description from the permanent service
item record.
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Optional Search
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The optional search button allows you to find item codes in inventory and service items already on file,
making it quicker to add service item entries. The default search at the Item Code field on the grid will
show just the service items that are already on file for the customer. The optional search gives you
that ability, along with the ability to search for all the service items on file by item code or by serial,
plus the ability to search your inventory items codes and the old serial numbers. Once you select a

record from any one of these search lists, the item code and serial number (if applicable) will fill in on
the service item entry row.
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Create Loaner
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% Loaner Item Selection @
[tem Code GE-MD7ED % B Fancy Router and Firewall
Price 1,650,000 Standard Price 1,650,000
“Warehouse om % EAST WAREHOUSE
Serial Mo. B2125-0 Q, LOANER

Comment Line 1 Loaner unit GE-MD750/83125-0
Comment Line 2 Send Feb. 18, 2:30 PM

Comment Line 3|

—| Comment Line 4
Caormment Line 5
Caomment Line &
Comment Line 7
Comment Line 8
Comment Line 9

Comment Line 10

A zales order will be created for this item for uze as a temporary replacement while this customer's unit iz being repaired.

Charges for shipping, rental, or any ather charges will need to be entered at the time the sales order is invaoiced.

] [ Proceed I Cancel @

@Lﬁ Pt [T [ Fecac I—'nu:e] I ECCept l Tancel J E

Prahibit Rep Wiy ]

Fieplace/Loaner [l
Loaner SO Mo | 0000205

Print Label [l

The Loaner button ("L") is only enabled if the service type is Standard or Refurbish. This button allows
you to create a sales order to ship a unit for the customer to use while their unit is being repaired.
This button is not used to send an exchange. Check out the Create Replacement feature which is
triggered by the Replacement button ("R"). For more information about service types, see Service
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Types in Helpful hints. For more information about demos and loaners, check out Demos and Loaners
in the Helpful hints section.

When you click on the Loaner button, this dialog pops up to allow you to specify what item code you
wish to send as a loaner for the service item entry. Once you have filled in the item code, serial
number (if applicable), warehouse, price and comment fields, the system will automatically create a
sales order.

When you enter the item code, if the Auto-set Loaner/Replacement Price box is checked on the
Service Order Options, the loaner price will be automatically set to the standard price for this item and
for the Service Order customer. You will be able to enter a serial number only if the Lot/Serial
Distribution is enabled in Sales Order options, and the item you are going to send is a Lot/Serial item.
A separate comment line will be added to the created sales order and to the service item entry lines
for each filled in comment field. Your shipping department can then go through the normal process to
pick the unit and ship it to the customer.

If the service item entry is a standard service type and you are sending a loaner, the sales order line
will be flagged as a "Loaner". When the resulting invoice is updated, the item shipped is not removed
from your inventory, but is rather transferred to the Demo/Loaner Target Warehouse specified on the
Service Order Options Main panel.

Copy Service Item

S Service Order Entry (SMC) 2/18/2013

Service Order | 0000072 4 4 & B E

1. Header ] 2. Address ]3- Service |tE|'I'IS] 4 Lines ] B To

£ L Quick Raw 118 @ EG
Entry Duefzcription | Entr Swve Type Item Code
1 Qooooz nidard GE-rD7a0

000003

3 E Copy Service ltems @ﬁ

GE-MD 73

How many new copies 4

| ok | cocel | @]
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2% Service Order Entry (SMC) 2/18/2013 EI@
Service Order | 0000072 4 4 bl | Create Inv | Customer. | Cred.. |
1 Header | 2 Addess |32 Service Items] 4lines | G Totas | G CrediCad |  GBASIC User2d 51
Quick Row 7B =
Entry Description | Entry Mo Swe Type Item Code Serial Humber Svec Technician
1 Rauter 000002 Standard GB-MD7E0 B4351-0 JOHH BROWH
2 000003 Standard 40791 1161 JOHH BROWH
Router 000007 Standard GB-D7ED JOHM BROWHM
Router Qoooog  Standard GB-MDTED JOHM BROWH
Roauter 000009 Standard GE-MD7E0 JOHM BROWMN
Rauter 000010 Standard GB-MD7E0 JOHH BROWH

If you have several service items coming in for repair, return, or refurbishment that are almost
identical, you can save time by creating the first service item entry, then using the Copy Service Item
button to duplicate that service item entry. When you click the button, a dialog pops up asking you
how many copies you want to make. Keep in mind that you already have one, so you just want to
specify how many more to make. For example, if there will be a total of six (6) service item entries,
you have created one and will make five (5) copies of that one, for a total of six.

When the copies are made, everything you entered on the original service item entry will be copied to
the duplicate entries except for the serial number. Obviously each service item entry will typically be
for a different serial number.
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Sales Order

ESewice Order Entry (SMC) 2/18/2013 (o[ ==
Cemvice Order | 0000071 4 B Bl E [Ereatejnleus_tu:umer..I Credit... ]
1. Header ] 2. bddress 13- SEWiCE“EFﬂS] 4 Lines ] B Totalz 1 E. Credit Ean:l] Grp BASIC User 23 @
v LEEE R DR 10 BEINEE Ex E5-
/ _'_‘_‘—'—-—__,___‘__
Entr Toription | Entry Mo Swe Type Item ia| Mumber Swec Technician
warranty replacen 000007 Standard GB-MDTR0 B4351-0
&4 Sales Order Entry (SMC) 2/18/2013 o || =[]
Order Mumber | 0000205 4 4 & ¥ = lEus_h:umer...H Credi... l
Lok 2. Address ] 3. Lines ] 4. Totals ] 5. Credit Card ]'—'SE" Julia =
Order Date  2/18/2013 Z Order Type | Standard Order td azter/Repeating Mo,
Custorner Mo, 01-ABF C% Eé} Amencan Business Futures
Cuszt PO
Ship ToAddr 2 Q@ amenican Business Futures
TemsCode 01 @ Met30Days
Ship Date 2esma B Ship %ia JPS BLUE % FOB DESTIMATIOM
Confirn To - John Quinn %
Statuz |Mew | Heason E-mail artie@zage. sample. com [ie]
Wwhee 093 C% REPAIR WAREHOUSE Fax Mo,
Salez Taw Loz
S chedule "l C% Salesperson 0100 % Jim Eentley
Wisconsin Split Comm. | Ma - | |Split Corar...
Frint Order

Print Pick Sheets

@ Quick. Print wWithout Dizplaying Printing ‘window [

[Printgrder...lF'rintF'iu:I_<... Hecalc F'riu:e] [ Accept I LCancel I Delete m

Clicking on the sales order button will drill into the Sales Order Entry screen and allow you to see all
the information about the sales order that has been created when you sent a loaner or replacement
for this service item entry.
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Create Replacement

= Service Order Entry (SMC) 2/20/2013 = || E=)ES
Service Order | 0000071 4 4 b Bl [Create lrleusp:umer..l Credi... ]
1 Header | 2 Addess |3 Sewvice Items] 4lines | 5 Totds | B CreditCad | GmBASIC User29 f)
wALHE_A_quiel 9B B8 EREES"
Winn Entry Mo Swec Tupe [tem Code ial Murnber Swe Technician
1 e=Tuarmantu renlacen OONOM Stamdard GR-kAM 7RO BATR1-0 .
2 E Exchange Item Selection @
Itern Code GB-MDYE0 C% B Fancy Router and Firewall
-5 Price 1,650,000 Standard Price 1,650,000
= warchouze 099 % REPAIR WAREHOUSE
Serial No, Q, REPLACEMENT

Comment Line 1 Replacement unit GE-MD 750
Comment Line 2 Sent Feb 20, 2:30PM|

Comment Line 3

Comment Line 4

Cornment Line 5
Cam Comment Line &
Faild Cormment Line 7
Pick Cormment Line 8

PS Comment Line 9

et Comment Line 10

Rifrb

Rtk
= Charges for shipping, handling, or any other charges will need to be entered at the time the zales order iz invoiced.

l Proceed 1 Cancel @

[E!uicl_a Frint... I:E:I Recals F'riu:e] l Accept I LCancel ] Delete E

A zales order will be created for this item az an exchange while thiz custormer's unit iz being returned.

Prahibit Rep Wiy ]

Fieplace/Loaner [l
Loaner SO Mo | 0000205

Print Label [l

The Loaner button ("L") is only enabled if the service type is Standard or Refurbish. This button allows
you to create a sales order to ship a unit for the customer to use while their unit is being repaired.
This button is not used to send an exchange. Check out the Create Replacement feature which is
triggered by the Replacement button ("R"). For more information about service types, see Service
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Types in Helpful hints. For more information about demos and loaners, check out Demos and Loaners
in the Helpful hints section.

When you click on the Loaner button, this dialog pops up to allow you to specify what item code you
wish to send as a loaner for the service item entry. Once you have filled in the item code, serial
number (if applicable), warehouse, price and comment fields, the system will automatically create a
sales order. The serial number field will be available only if Sales Order options allows you to distribute
serial numbers on a sales order.

When you enter the item code, if the Auto-set Loaner/Replacement Price box is checked on the
Service Order Options, the replacement/loaner price will be automatically set to the standard price for
this item and the Service Order customer. You will be able to enter a serial number only if the
Lot/Serial Distribution is enabled in Sales Order options, and the item you are going to send is a
Lot/Serial item. A separate comment line will be added to the created sales order and to the service
item entry lines for each filled in comment field. Your shipping department can then go through the
normal process to pick the unit and ship it to the customer. I[fitis a replacement unit, a service item
will be created. On the service item record in Service Item Maintenance, the returned unit will show
"Replaced by" and the new item code and serial number. The new service item you sent will show
"Replaces" along with the old item code and serial number that was replaced.

If the service item entry is a standard service type and you are sending a loaner, the sales order line
will be flagged as a "Loaner". When the resulting invoice is updated, the item shipped is not removed
from your inventory, but is rather transferred to the Demo/Loaner Target Warehouse specified on the
Service Order Options Main panel.
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Problem Description

s ~
[

= Service Order Entry (SMC) 2/18/2013 o | = &
Service Order | 0000072 4 4 b B [Create 1 rleusp:umer..l Credi... ]
1 Header | 2 Addess |3 Sewvice Items] 4lines | 5 Totds | BCreditCad | GnBASIC User29 5
L L% Guick Faw @Q%@ g - B
Entry Degcription | Entry Mo Swo Ty [tem Code jal Murnber Swe Technician
Rauter 000002 St GE-MD750 B4351-0 JOHN BROWN
2 | Smart phone Qoo Standard GB-MD731 1161 BROWwWHN
3 | Router ooooo? - Standard GE-MDTE0 JOHM BR
4 | Route = Problem Description @
5 | Route
E | Routel Service ltem Description  Router
7 Problem Description
Thiz iz a wem, veny long problern description where vou can put lats of stuff. There iz also a button -
just above the lines where vou can pull Up a new window to enter the problem description]

Swi ltem Dezg
Camplaint Cod
Failure Reason
Pick Skt Printe

PS5 Print Date

Retumn Whsze E
Rtk Srce Whe

Rfrb Targ 'Wwhe
oK o @
Rall Up Riftb Co | ok | Conce

[Duiu:l_q Print... Flec:alu: F'riu:e] l Accept I LCancel ] Delete E

Clicking on the Problem Description button gives you a lot larger space into which you can write the
problem description text for the service item entry that is highlighted. This makes it easier to see what
you've written.

Copyright © 1993-2020 DSD BUSINESS SYSTEMS User's Manual




S/M Service Center 95

Show Service Item

= Service Order Entry (SMC) 2/18/2013 = = 2
Service Order | 0000072 4 4 b B [Create lrleusp:umer..l Credi... ]
1 Header | 2 Addess |3 Serviceltems] 4lines | 5 Totds | BCreditCad | GnBASIC User23 3

v o LEP Qe | 1B_BOGEE ERi-E% -
EWTPDE Item Code Serial Mumnber e =
m] ininlnlnlnhel Ll TN N | LD RACVTEDN DADES O LOLIb DT fhl

2 | & Service tem Maintenance (SMC) 2/18/2013 =N ==
3
7 Itern Code GE-MD7E0 4 4 b B =
- | SerislNumber [B43510 %
= Deszcription FMODER 9600 [SYMCHROMOUS)
7 1. Main 2. arranty ] 2 5cdTo ] 4 End User l 5. Purchaze Order ] E. Service Infao ]
Invoice D ate 2M5/2013 : COLOR BLACK
Invoice Number 0000003 Q,
S ales Price 25.000
Soc It Sold Az Mew -
Carmpl
Failurg Sill In Service? Sorapped [
Pick 5
PSP
Reference
Fetu
=G W arehouse oon C% CEMTRAL “WAREHOUSE
T
R T Sold To 01-4BF American Buginess Futures
T
End Uszer 01-4BF American Buginess Futures
Foall L
Guick, Pri
- I LCancel I Delete ] @ —

Clicking on the show service item button will drill into the Service Iltem Maintenance screen and allow
you to see all the information about the service item that is on the service item entry row. If you have
the role security permission, you can modify the service item from here. Once the modifications are
made, you will need to press the Reset Values from Service Item button to pull the modified
information into the service item entry row.
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Reset Values from Service Item

% Service Order Entry (5MC) 2/18/2013 = = 51
Service Order | 0000072 4 b | Create Inv | Customer. | Credi.. |
LHeadsr | 24ddess |3 Seniceliems| 4 lines | 5 Totes | B CrediCad |  GmBASIC User 23 3

W L (% Quick Fow 138 @,ﬂj&@ RER - BT

Entry Description | Entry Mo Swe Type tem Code Serial Swec Technician
Riouter 000002 Standard GE-MD 750 B4351-0

2 | Smart phone oo0oo3 GE-MD7I 11861
4 | Router 000y = 2 ge 100 ERP ==
4 Router 0o
] Thiz feature will re-read the Service ltem master and replace all the fields,
5 | Router Lt h-."/ including Reference, Warranty, and any User Defined Fields.
B | Router o0 Do you want bo contifue?
7 3

Once you enter the item code and serial number on a service item entry row, certain information,
including the service item description, condition, and warranty dates, are copied to that service item
entry and will not change. If you have to change any of the permanent service item information, such
as warranty dates, and you want that changed information to be reflected on this service item entry
for this service order, you will need to click the Reset Values from Service Iltem.

If, for example, you created the service item entry then went to the service item maintenance for that
service item to change the warranty dates, you might click the Reset Values from Service Item button
to bring in the new warranty dates. As soon as this happens, the system might have to recalculate
prices on the lines because the warranty status of the item being repaired might have changed.
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Show Status History

E Service Order Entry (SMC) 2/18/2013 |_|:| ||_IEI ||_EE |
Service Order | 0000072 4 4 b B [Create lrleusp:umer..l Credi... ]
1 Header | 2 Addess |3 Serviceltems] 4lines | 5 Totds | BCreditCad | GnBASIC User29 5
% L% GQuick Raw P FPRAQER =g A
_.-"""f H""'h..
Entry Degcription | Entry Mo Swec Tupe m Code Serial Nu Swe Technician
Rauter 000002 Standa GE-MD750 B4351-0 BROWN
2 | Smart phone Qoo tandard GB-MD731 1161 JOHHM BR
3 | Router 000007 Standard GE-tD 750 JOHM BROWM !
4 Roy 2= oM Service Item Status Log EI@
5 | Aoy
B | Rl Statuz Code  Date Eﬁanged Time Changed  User Statuz Date  Comment
7 RECYD 2M18/2013 2343 g
Sweltem D
Camplaint C
Failure Rea
Pick Sht Priy
PS Print D 4 1 I
Return ik
Rifib Srce Search [<default> -
e [ ]
Filters...
Rall Up Rftb -
Custom... [ Select I LCancel E
Found 1 records
Quick Print.. | : —— o — @

Every time the status of a service item entry is changed, a record is written to the status history log.
Clicking on the Show Status History button will pop up a list of each status for this entry, showing the
status it was changed to, when, who did it and what the status comment was. If a vendor number and

RMA were entered, that will be displayed, also.
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Show Current User Location

= Service Order Entry (SMC) 2/18/2013 = || E=)ES
Semvice Order | 0000072 4 4 F k= [Create lnleusﬁumer..l Credi... ]
1 Header | 2 Addess |3 Sewvice Items] 4lines | 5 Totds | BCreditCad | GnBASIC User29 5
% . L Quick Fow 169 @i‘ﬁ-@\ ERi-EBE-
Entry Degcription | Entry Mo Swec Tupe ode Serial Number
1 Router oooooz - Stand GE-MDTEO B4351-0
2 | Smart phone 0o GB-MD731 1161
3 ooooo? - Standard GE-MDTE0
; = End User Current Location @
H  Customer Ma. 01-ABF American Business Futures
7
Ship To 2 ZIF Code 53120
Mame Amencan Buziness Futures City Racine State  wl
Addrezs Racine warehouze Country 158 IJnited States of America
5411 Kendrick Place Telephone [414) 555-4319
S
Con|
Fail
F'iu:lJ
PS Frint Date
Return Whse | 000
Rfrb Srce Whee
Rfrb Targ “Whee
Roll Up Rifrb Cost ] il

[E!uicl_q Frint... I:E:I Recals F'riu:e] l Accept I LCancel ] Delete E

Each service item in the permanent database has an address for the current location of the unit. If
that service item is added to a row on the service item entry panel, you can click the Show Current

User Location to know immediately where the service item being repaired is kept. This is useful if a
technician is visiting the customer site for the repair.
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Extended Text

)

-

ESENiCE Order Entry (PRO) 12/6/2013 [= ==

Service Order 0000058 44 b B | Create In | Customer. | Credit.. |

1Header | 2 Addess |2 Sewiceltems} 4lies | BTotas | 6 CrediCad | SmDEFAULT  UserPLW i3

B L Quick Fow 8 FPENEEE =R -ER -
P | e waic W 011 (T2 Fiitru be Swr Tune |t Cade S erial Murher Skt F‘;:'-I::-h""'--__ |
= Edit Field [
Field Mame OUTSIDESERYICECOMMEMT

Joe received

If you click on the grid cell and then on this Extended Text button, a new window will appear where
you can enter text and then save it to the grid cell. The new screen will appear for text fields that allow

for more than 30 characters.
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Change Status Log Records

=apservice Order Entry (ABC) 9712 /2014

Service Order ' O I 4 B B = [Enp_l,l[ru:um...IDe[aults...[Ereatelnleusﬁumer..l Credit... ]

1 Header | 2 Addess |2 Serviceltems] 4lines | GToals | B CredtCad | GrGROUFZ User ISK =1

¥ LAE- R | QuckRon [ @ | B ET QRG] B ERE 8-
— T
Entry Dezcription | Entry Ma | Swo Tywude | Serial Murnber |\|3'uqutity | Statuz Code
1 | 00000 Q000 ard EEES TEST C
e uuuw/uﬁﬁgnuz,z::jard/ BE5S BE55 \ED\.
{&chongevate /e |
Service [tem Code EEES
Senal Mo EE55
Status Code Date Timne Comment | Izer | Actual Date Actual Time

i 8/25/2014 [05:00 &b ISk 842572014 01:30 P

C 8/25/2014 1225 PM ISk 242572014 1225 P

] B/27/2014 1225 PM Invoice 0100206 was deleted  |SK. 8/25/2014 1224 P
;L C g/2/2014 0216 PM ISk 97242014 0215 P J
E ] 9/2/2014 0217 PM Invoice 0100224 was deleted  |SE 9/2/2014 0218 P |
Sve
P
Cor
Fai
Prot
Rer
Lo
F

Update l LCancel ] —

Cluick . : . - _ |

If you click on the Change Status Log Records button, a new window will appear where you can make
changes to the status date or status time of any log record. Once the change is done and the update

button is pressed, the program will recalculate the status end date/time and minutes in status value

on all log records for this service item entry.

Note: Status log records can be changed for the current and history service item entries. To make
changes to the history service item entry log records, use the Change Status Log button in Service
Order / Service Item Entry History Inquiry.
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Service Order Lines
= Service Order Entry (SMC) 2/21/2013 EI@
Semvice Order | 0000071 4 4 & kbl = [Create lnleusﬁumer..l Credi... ]
1. Header 1 2. address ]3. Service Items] 4. Lines B Totals ] . Credit Card ] Gip BASIC Useroq 2
Entrp Seq Dezcription Entry Mo Svc Type Itern Code Seral Mo Swve lkem Descrphion
Q0aooo Mo Service lkem Q00000
Qooom warranty replacem... 0000071 Standard GB-MDYE0 B4351-0 MODE R SE00 (5
Qooonz Q0oooz o000z Standard GE-MD 73 Select an entry in the
Qonon3 Qoooo3 nonon3 5 - B3 3154011 |jist,
Q00004 Q00003 Exchange GE-MD 733
) Router Qonong Standard GE-MD 70 B4351-0 . .
- The inventory items and
[Shc.w.qll Details, F.rt-G| |T|rreTransa:tk:-ns- Mt-T| other lines will appear
Service ltem To
M0 - B - QikRew 4@ &l EREES-
___.—-—'-'-'_-—___
/,Aéﬁ:?de Ordered Unit Price E xtenzion Commen
/C .00 000 00 Replacement unit GB-MD7R0
JC .0g 000 00 Sent Feb 20, 2:30PM
3 | GB-MD7YE9 1.00- 1,650,000 1.650.00-
/SERVICE LABOR 1.00 50,000 50.00 _
A .0g 000 Aaa /
s
Description | Hourly Service Labor -
Wi arehousze
Urnit Of Meazure | EACH
Price Lewel
T fm| KT i
Total Aot 1,600.00-

[Duicl_a Print... Recalc F'riu:e]

l Accept I LCancel ] Delete E

Once you have completed the header of the service order and entered the list of service item entries
that you will be repairing, modifying or returning to stock, you can enter the parts and charges
required to complete each service item entry. This is done on the Lines tab.

Service Item Entry List Box - The list of service i

tem entries is shown in the list box above the primary

grid. You highlight the service item entry you are entering parts and charges for, then enter those line
items in the primary grid, just below the list box. You can sort the list of service item entries by

clicking on the title row of the list box. If youw
service item click on the top line, No Service Ite

ish to enter lines that are not related to any particular
m.
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Lines Grid - The Lines are entered in two grids. The top grid has the item codes and miscellaneous
codes for each service item entry organized in rows. For each row, or line, the secondary grid will
show additional fields related to that line. Asis standard with Sage 100 ERP, you can rearrange the
order of the fields and move some fields from one grid to the other to suit your unique data entry
needs. For a detailed explanation of all the line fields available, check out Line Columns.

Return Lines - If you are returning a service item to your stock with a Credit Return or an Exchange
service item entry, there is a special line automatically added. This line, as shown on the Return Lines
page, shows the actual item code that will be put back in stock, along with the price and other
information.

Show All Lines - Click the Show All Lines button to pop up a dialog with a list of all the service item
entries and all the associated lines. You can then browse through all of them and double-click on the
one you want. Take a look at Show All Lines for a more detailed view.

Time Transactions - The Time Transactions button is available when you are entering a labor
miscellaneous item code. Take a look at Miscellaneous Item Maintenance - Labor to see how to
specify that a miscellaneous item code is labor. You can use the Technician Time Transactions feature
on the main menu to enter time for technicians as they log on and off of tasks. Once the entries are
done and you wish to bill that time, create a new line on the lines tab, using a labor miscellaneous
item code, then click this Time Transactions button to accumulate all the time and calculate the
qguantity of hours to bill. See Time Transactions for more detail.

Text Editor - The Text Editor button is a feature that has been added for your convenience. This
button will be enabled when you have your cursor in a field that is able to hold more than 30 non-
numeric characters, such as a comment line. If you click the button, a large edit window will appear so
you can view, edit, and format your comment more easily.
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Return Lines

B Service Order Entry (SMC) 2/22/2013 El@
Service Order | 0000072 4 4 b Bl [Create lrleusp:umer..l Credi... ]
1. Header 1 2. address ]3. Service Items] 4. Lines B Totals ] . Credit Card ] Gip BASIC Useroq 2
Entrp Seq Dezcription Entry Mo Svc Type Itern Code Seral Mo Swve lkem Descrphion
Qooo0o Mo Service [bem Q00000
Qo000 Router Qononz Standard SE-brED B4351-0 MODEM 9600 [5...
Qooonz Smart phone K] redit Return GE-MD731 1E1 MODEM 9600 FAS...
Qonon3 Router nonon4 =Bt MODEM 9800 (5
Q00004 Q00005 Q00005 GE-MD 70 B4351-0 MODEM 9800 [SY...
) Q00005 Q0000e tandard GE-MD 70 MODEM 9600 [5Y...
Service Item T otal Amaount 26.00-
2 =T
Unit Price E xtenzion Cormment
25,000 25.00-
000 on
Dezcription -
W arehouze
drit OF Measure
Price Level
Total Aot 25.00-

[Duicl_a Print... Hecalc F'riu:e] l Accept I LCancel ] Delete E

When you enter a Credit Return or an Exchange service item entry then move to the Lines panel and
highlight that entry in the service item list box, you will see the item to be returned in the lines grid.
This allows you to change the price you wish to refund to the customer and enter a comment. There
are no other changes allowed to this line. When the service item entry is complete and a credit memo
is created, this line will be copied to the lines of that credit memo.
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Line Columns

. WM - %] - Quick Row 1 & = = =R
[term Code Ordered it Price Estenzion Comment
B = 173.000 173.00
2 | /REPAIR LABOR 300 35,000 285.00
3 an QulNn] .on
Description | PRIMTER STAMD W/ BASKET -
Warehouze | 000
Unit Of Meazure| EACH
Price Level |1
T | T il
Avwailable Quantity in thiz wWarehouse iz 26 EACH Tatal Armont 1.216.00-

Item Code - Enter an item code from the Inventory Management item table, or enter a miscellaneous

code (comment, miscellaneous charge or miscellaneous item) starting with a slash (/). You can use the
F2 key to look up an item code, or do a more sophisticated search by using the flashlight or binoculars
icons just above the primary grid. There is more detail about these search options in the Fields link on
Sales Order order entry overview.

Description - This field will automatically fill in with the description of the item code entered in the
first field, but you can change it.

Ordered Quantity - Enter the quantity ordered for this item. If this is return line created by the
system for a credit return or exchange service item entry, the quantity will be negative one (-1) and
cannot be changed. If you used the Time Transactions button to calculate labor hours from time
transactions, the total of the transactions selected will be filled in here.

Note: The Technician Time Transaction entry will always override the quantity manually
entered here. For example, if a technician logged 2 hours, a supervisor can then change it to 3
hours in service order lines. But if the technician then works .5 more hours, the total in the
service order lines will become 2.5, not 3.

Unit Price - The default unit price will be brought from the item code entered. It can be changed if the
user has role security rights.

Extension - The ordered quantity times the unit price will calculate the extension automatically, but it
can be overridden. If the extension amount is entered by the user, the unit price will be recalculated.

Comment - You can enter a very long comment for each line.
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Warehouse - Enter the warehouse from which this item is to be sold. This field is only available for
inventory item lines. By default the warehouse will be taken from the header warehouse, unless you
have specified a warehouse by technician in which case the warehouse is taken from the service
technician record for the tech assigned to the service item entry.

Unit of Measure - Enter a unit of measure, or click the Lookup button to list all units of measure. This
field will be taken from the item code record or from the miscellaneous code.

Price Level - Type a price level for the current customer. The price level is used to determine the
pricing schedule for calculating the price of this item. This field is available only if the Inventory
Management module is integrated with Sales Order and an inventory item is entered at the Item Code
field.

Tax Class - Enter the tax class for the order, or click the Lookup button to list all tax classes. This field is
available only if the Sales Tax Reporting check box is selected in Accounts Receivable Options.

Discountable - Select this check box if the item is discountable. Clear this check box if the item is not
discountable.

Note A warning message appears if a discount amount is entered and no line items are selected as
discountable on the Lines tab.

Disc % - Type the discount percentage to apply to this line. This field is available only if the Allow
Discount Rate By Detail Line check box is selected in Sales Order Options.

Drop Ship - Select this check box if the item will be drop-shipped. Clear this check box if the item will
not be drop-shipped. If this check box is selected, the quantity on hand is not checked because the
item does not affect inventory in stock. This check box defaults to cleared for a new item.

Commissionable - Select this check box to calculate commission on this item. Clear this check box if
you do not want to calculate commission on this item.

Subj to Exempt - Select this check box if the item is subject to sales tax exemption. Clear this check box
if the item is not subject to sales tax exemption.

Cost - Type the unit cost amount of this item (the total amount you pay for the item). This field is
available only if the Drop Ship check box is selected.

Sales Account - Enter the general ledger sales account number for posting the sale of this item, or click
the Lookup button to list all general ledger accounts. If the account number is longer than the field,
use the left and right arrow keys to view the entire account number.

This field defaults to one of the following:

¢ The Sales account assigned to the Inventory Item Product Line in Product Line Maintenance

¢ The Sales account assigned to the miscellaneous item in Miscellaneous Item Maintenance

The Special Item Sales account assigned in Sales Order Options

The Returns account assigned to the Inventory Item Product Line in Product Line
Maintenance when entering parts and charges for a Credit Return or an Exchange service
item entry

The Sales account assigned to the Service Item Product Line in Product Line Maintenance if
the Use product Line from Service Item option is selected in Service Order Options
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¢ The Returns account assigned to the Service Item Product Line in Product Line Maintenance
when entering parts and changes for a Credit Return or an Exchange service item entry if the
Use Product Line from Service Item options is selected in Service Order Options

e Service G/L accounts if the Use Service G/L Fields from Product Line option is selected in
Service Order Options

e The Exchange Sales Account for the replacement item being sent and the line item for the
unit being returned if the Use Exchange G/L Accounts options is selected in Service Order
Options

Accounts can be created at this field if the appropriate settings are defined at the Auto Create when
all Segments are Valid field in General Ledger Options.

Cost Account - Enter the general ledger account number for posting the cost of goods sold for this
item, or click the Lookup button to list all general ledger accounts. If the account number is longer
than the field, use the left and right arrow keys to view the entire account number. This field is not
available if a miscellaneous charge, comment item, or kit component is entered at the Item Code field.

This field defaults to one of the following:

o The Cost of Goods account assigned to the Inventory Item Product line in Product Line
Maintenance

o The Cost of Goods account assigned to the miscellaneous item in Miscellaneous Item
Maintenance

e The Special Item Cost of Goods account assigned in Sales Order Options

e The Cost of Goods account assigned to the Service Item Product Line in Product Line
Maintenance if the Use product Line from Service Item option is selected in Service Order
Options

e Service G/L accounts if the Use Service G/L Fields from Product Line option is selected in
Service Order Options

o The Exchange Cost of Goods Sold Account for the replacement item being sent and the line
item for the unit being returned if the Use Exchange G/L Accounts options is selected in
Service Order Options

Accounts can be created at this field if the appropriate settings are defined at the Auto Create when
all Segments are Valid field in General Ledger Options.

Item Type - This field displays the item type of the item selected, and can only be viewed. Inventory
item types can be accessed and maintained in ltem Maintenance.

Product Line - This field displays the product line of the item selected, and can only be viewed. Once a

Product Line is entered, it can be changed but it cannot be blanked out. The product line is first pulled
from the Item Code when a Svc Item Code is entered. When a serial number is also entered, making it

a valid Service Item, then the product line is pulled from the Service Item record. The user can override
the product line on the service item entry at any time.

Product Type - This field displays the product type of the item selected, and can only be viewed.

Price Code - This field displays the price code of the item selected, and can only be viewed.
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Costing - This field displays the cost description of the item selected, and can only be viewed.

Extended Desc - This check box appears selected if the item has an extended description. This field can
only be viewed.

Component - This check box appears selected if the item is a component item in a sales kit. This field
can only be viewed.

Alias Item - This field displays the alias item code for the item code selected, and can only be viewed.

Alias Item Desc - This field displays the alias item code description for the item code selected, and can
only be viewed.

Svc Tech - This field is enabled for a labor miscellaneous code. It will default to the technician
assigned to the service item entry but can be changed on each labor line.

Complaint Code - Enter the complaint code for this line. This field will default to the complaint code
entered on the service item entry, but can be changed on each line.

Failure Reason - Enter the failure reason for this line. This field will default to the failure reason
entered on the service item entry, but can be changed on each line.

Covered by Wty - This flag indicates if the line is covered by the warranty on the service item entry. It
will be checked if the service item is under warranty unless the failure reason is set up to suppress the
warranty.

Ordered Hours - If this is a labor line (see Miscellaneous Item Maintenance - Labor) then the Ordered
Quantity entered may be in any unit of measure. The Ordered Hours field converts the Ordered
Quantity, regardless of the unit of measure, to hours, using the conversion factor.

Trans Hours - For labor lines, if you have calculated the ordered quantity based upon Time
Transactions, the number of hours imported from the time transactions will be shown here, even if
the ordered quantity has been changed.

Updated - Once the service item entry has been invoiced and the invoice has been updated, this line is
considered "updated" and can no longer be changed or deleted. However, if there are other service
item entries or lines on the service order that have not yet been updated, the service order will stay in
the current data entry table until all service item entries are updated.

Invoice No - Once an invoice has been created for this service item entry (see Create Service Invoices)
that invoice number is displayed in this field for your reference. As long there is an invoice in this field,
you cannot change the service item entry or any of the lines.

Vendor Number - Enter the vendor number, or click the Lookup button to list all vendor numbers. For
inventory items, this field defaults from the inventory item's primary vendor but it can be changed.
For previously entered service orders, this field is blank. This field is available only if the Purchase
Order module is set up and the user has the appropriate security set up.

Note This field is not available for a kit item if No is selected when prompted to explode the lines and
order by component.

PO Number - Type the purchase order number. The entry at this field defaults from Auto Generate
from Service Orders and when creating a purchase order from Service Order Entry. This field is
available only if the Purchase Order module is set up and the user has the appropriate security set up.
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Note This field is not available for a kit item if No is selected when prompted to explode the lines and
order by component.

PO Required Date - Type the purchase order required date. The entry at this field defaults from Auto
Generate from Service Orders and when creating a purchase order from Service Order Entry. This field
is available only if the Purchase Order module is set up and the user has the appropriate security set
up. Note This field is not available for a kit item if No is selected when prompted to explode the lines
and order by component.

Serial Numbers List - Enter a list of serial numbers that will be used in creating service items for non-
serialized inventory items. Note This field is not available if the Get Serial Numbers from Line Entry
box is not checked in Service Order Options (see Line Entry Tab) or the line item is not set up for
service tracking (see Service Item Setup).
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Show All Lines
= Service Order Entry (SMC) 2/23/2013 o || = || ER
‘I 4 4 @ Bl = [Ereate lrwl[:usgomer..l Credit. . l
% Service Itern Details @
Swi ltem Itern Code Dezcription (ty Ordered |rit Price E stension Comment
0a0aoo Default Service lte... Mo Service ltkem
00000 Service [bern 000007 warranty replacem... GE-MD7E05SN: B4351-0
000001 C Default lkem Code /C .00 000 .00 needed to get a replacement
0ooaaz Service [bem 000002 000002 GB-MD7E85H: 24834
oaoaoz /C Default Ikem Code /C .00 .0oo .00 Weed this for test
00oa03 Service [bem 000003 000003 GB-MD7EI5M; 3154011
000003 /C Default Ikem Code /C .00 .0oo .00 needed for test
noooa4 Service [bem Q00004 000003 GB-MD733
ooooo4 C Default ltem Code /C .00 000 .00 Replacement unit GB-MD7E0
1 s 00oa04 Ao Default Ikem Code AC oo .oaa oo Sent Feb 20, 2:30PH
-\ noooa4 GB-MD7E3 MODER 300 1.00- 1.650.000 1.650.00-
3 \GEMO | 000003 Service Ibem 000003 Fouter GB-MD7E05SN: B4351-0
4
1
Descripti ] m 3
W arehous
Unit OF Meas
Price Level
Total Amount 1.660.00-
[Guicl_( Frirt. .. Recals F'ric:el [ Accept l LCancel l Delete E

Clicking on the Show All Lines button just above the primary line grid will pop up a dialog that shows
all the service item entries and all the lines in a format that is easy to view. This gives you an idea of
what the customer will see if you create an invoice for all the service item entries. It also makes it easy
to find the line you wish to edit. Just find the line and double-click to return to the grid with the
selected line highlighted.
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Time Transactions

ﬁ Select Transactions to Bill = @

Service Order Q00007
Entry Mo Qooao4
Status r MEW UMPRINTED SERYICE ORDER
Technician JOHM BROWHN

Select Technician %

Urbilled Transactions Selected Tranzactions

Technician Start End Technician Start End

JOHM BROWM 01.425--09:00 0142520022

JOHN BROMWN o/10-08:00 01/10-10:00 (»]

Wi 10401--11:15 104011115

Fi i [3 4 11} F

Inbilled Hours 2.00 Selected Hours 0o

(e [ e | @

As you can see in the above image, all the transactions entered will be displayed on the left side. You
can filter by technician by using the Select Technician field. Highlight the time transactions you wish

to bill on this repair labor line and click the arrow pointing to the right in the middle. You can copy all
the transactions from left to right using the double-arrow in the middle. You can also drag and drop

transactions from either column to the other using your mouse.

As you move transaction, the total hours at the bottom of each column will change to show how many
transaction hours you have selected. You can also double-click on any of the transactions to edit it as
necessary.

Once you are satisfied with the selection, click the accept button. The total Selected Hours will then
be copied to the Ordered Quantity field on the line. If the unit of measure for the labor miscellaneous
item code is not HOUR, then the Selected Hours will be converted to the appropriate quantity based
on the unit of measure. You can then change the Ordered Quantity as you wish, but the selected
Transaction Hours will still be available for viewing in the Trans Hours field, which you can see on the
Service Order lines panel.
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Lot/Serial Distribution

= Service Order Entry (SMC) 3/1/2013 = || E=)ES
Service Order | 0000071 4 4 b Bl [Create lrleusp:umer..l Credi... ]
1. Header 1 2. address ]3. Service Items] 4. Lines B Totals ] . Credit Card ] Gip BASIC Useroq 2
Entrp Seq Dezcription Entry Mo Svc Type Itern Code Seral Mo Swve lkem Descrphion
Qooo0o Mo Service [bem Q00000
Qooom warranty replacem... 0000071 Standard GB-MDYE0 B4351-0 MODEM 9600 [5Y...
Qooonz Q0oooz o000z Standard GE-MD7aa 24-834 MODEM 200 [AUT...
Qonon3 0oooo3 nonon3 Standard GE-MD 739 A5-4011 MODEM 300
Q00004 Q00003 Q00004 Exchange GE-MD 733 MODEM 200
] Router Qonons Standard GE-MD 70 B4351-0 MODER 9600 [SY...
Service Item T otal Amaount 3.300.00
%Gﬂ[ﬁ*%* Quick Row 1 @E:E@ %v
p _.._-—-—'—Hn‘-fm_l"ﬁﬂ;_'_.—_ (rdered | it Price F utensinn _hh_h_h‘"f:ﬂmmf-nt
E Lot/Serial Murnber Distribution = @
|tem Code GB-MD7E0 GB Fancy Router and Firewall

Idnit of Meazure  EACH

Serial Humber Lyvailable Diigtribute %
1 BA5Z2-0 oo 1.00

R q .00 00

Digtribution B alance 1.00
nout 1.735.00

E | ok | cancel @ heel | Doee [S] @]

If the Enable Lot/Serial Distribution check box is selected in Service Order Options, you can distribute
lot and serial numbers to Standard, Credit Return, Exchange and Refurbish order types during order
entry.

Use Lot/Serial Number Distribution to display the lot and serial numbers that are already distributed
for the current line item or to distribute the transaction quantity by entering the quantity next to the
corresponding lot and serial numbers. You can also enter additional lot and serial numbers.

When entering a lot or serial item during line entry, you are required to distribute the total quantity
entered for the item to one or more lot/serial numbers. You can enter the lot/serial numbers and
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guantities one at a time until the total quantity for the item is fully distributed. You must fully
distribute all lot and serial lines before completing an invoice.

The Distribution Balance field at the bottom of the window reflects a running total of the remaining
guantity to distribute. This balance does not reflect the quantity entered for the current line.

Note When the item code, warehouse code, or unit of measure is changed on a previously saved line
with existing lot and serial distribution records, the previously entered distribution records are
removed after you click OK.

Purchase Order

E Service Order Entry (SMC) 3/1/2013 o || = [ &R
Service Order | 0000071 4 4 & B = [Cleate 1nvlCus§omet..I Credi... l
1. Header ] 2. Addess ]3. Service Items] 4. Lines ] 5. Totals ] 6. Credit Card ] G BASIC User2a =5
Entry Seq Description Entry Mo Swe Type Itern Code Serial Mo Sve [tem Description
00ao00a Mo Service ltem 000000
GB-MD7E0 B4351-0 MODEM 9600 [SY...
£ Purchase Order Entry (SMC) 3/1/2013 [ = | = =% |\semDore 24834 MODEM 300 (£UT...
GB-MD7E3 315-4011 MODER 300
Order Number (0000071 | [ 14 4 B b1 [ M D783 MODEM 300
. ; LN - - GBMD7E0 B4351-0 MODER 9600 (SY...
' | 2addess | alies | 4Taas | User Julis =}
Service ltem Total Amount 45.00
Order Date 34172013 = Order Type | Standard Order M aster/Fepeat PO _ — N
[ }E ExEER
Wendor Mo, 01-CONT Ck """ Container Corporation OF Usa
Extengon Cormment
5.00
Purchase Address Ck o0
Ship-To Address onoo Q§ ABC Digtributing Company o0
Order Status Mew - Temmsz Code 03 Ck MET EMD OF MONTH
Required Date  341/2013 =l Ship VWi Ck FOE
Wwarehouse oo Q§ CENTRAL WAREHOUSE
1039 Form Mone
1099 Box Confirm Ta Q, III
Sales Tax o] =)
S chaduls oh Ck Telephone [312) 585-7721 Ext
Califorria e
Use Tax & Commert
On Hold 0 Pririt Order
Total Amaount 1.520.00-
[ Accept I Lancel I Delete E
‘ lQulcli F'nnt...] [F] lF!ec:aIc: F'nc:e] [ Accept I LCancel I LDelete E

If the Enable Purchase Order Generation During Service Order Entry check box is selected in Service
Order Options and a Purchase Order is generated for a service order line, you can click on the
Purchase Order button to drill into Purchase Order Entry. To create a Purchase Order through Service
Order Entry, hit the "Generate PO" button on the Totals tab.
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Service Order Totals

= Service Order Entry (SMC) 2/20/2013 EI@
Service Order | 0000071 4 4 b Bl [Create lrleusp:umer..l Credi... ]
1. Header 1 2. address ]3. Service Items] 4 Lines 1 5. Total: ] . Credit Card ] Gip BASIC Useroq 2
Order Date 241842013 Order Type  Standard [Eenerate F'D---I Tap Detai.. ]
Cusztorner Mo, 01-4BF Amencan Buziness Futures Salesperzon 0100
Amaunt Subject to Dizcount 1.650.00- Depaosit Payment Tepe  [CREDIT CARD - | AMEX - test credit cards
Digzount B ate 000
Dizcount Amount .00 Deposit Amount .00
T a=able Amaount .00 Commizsion Rate 10.000%
Moaon-T axable Amaunt 1.650.00- Salez Tax Armount .00
Order Tatal 1,660.00-
Ship Zore G Billed Amnount .00
Ship Wweight Q,
Freight Armaunt .00

[Duicl_a Print... Hecalc F'riu:e] l Accept I LCancel ] Delete E

Generate PO - If the Enable Purchase Order Generation During Service Order Entry check box is
selected in Service Order Options, a Generate PO button appears allowing you to generate a Purchase
Order from a Service Order. If the 'Prompt to Generate Purchase Order on New Service Orders' check
box is selected, you will be prompted to generate a Purchase Order from a new Service Order.

Order Date - This field displays the order date and can only be viewed.
Order Type - This field displays the order type and can only be viewed.

Salesperson - This field displays the salesperson code and can only be viewed.
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Amount Subject to Discount - This field displays the total of all line items for which the amount is
subject to discount. This field can only be viewed.

Discount Rate - Type a discount rate for this customer. If a new rate is entered, the discount amount is
recalculated. This field defaults the rate entered in the Discount Rate field in Customer Maintenance,
but it can be changed.

Discount Amount - Type a discount amount. The discount amount is calculated by multiplying the
amount subject to discount by the discount rate. If a new discount amount is entered, the discount
rate is recalculated. A warning message appears if a discount amount is entered and no items are
selected as Discountable on the Lines tab.

Taxable Amount - This field displays the taxable total amount of all line items for which a tax class is
entered in the Tax Class field. This field can only be viewed.

Non-Taxable Amount - This field displays the nontaxable total amount of all line items for which a tax
class is entered in the Tax Class field. This field can only be viewed.

Ship Zone - Enter a ship zone for this order. If Yes or Actual is selected in the Use Shipping Code to
Calculate Freight field in Service Order Options, click the Lookup button to list all ship zones. The
freight is calculated automatically.

e If the shipping code entered in the Ship Via field for this invoice indicates that the ship zone
is a ZIP Code, the ZIP Code from the ship-to address appears.

e If the Use Prior Range of ZIP Codes check box is selected in Shipping Rate Maintenance, the
last sequential ZIP Code that most closely matches the ZIP Code entered is used in the freight
charge calculation. This field is available only if the shipping code entered in the Ship Via field
is defined to use ship zones.

Ship Weight - Type a shipping weight for this order. Fractional weights are not accepted.

e If Yes or Actual is selected in the Use Shipping Code to Calculate Freight field in Service Order
Options, click the Lookup button to list all ship weights.

e If Actual is selected in the Use Shipping Code to Calculate Freight field in Service Order
Options, this field displays the actual total weight of all inventory items on this order;
however, the weights for each item must be in the Inventory file, and all weights must be
expressed in the same unit of measure (Ib, tons). You can change the actual weight that
appears.

o If Auto Use Next Weight from Table is selected in the Freight Calculation Method field in
Shipping Rate Maintenance, the next sequential weight for this ship zone that most closely
matches the ship weight entered is used to calculate the freight charge for this order.

Note The ship weight must be numeric. Do not include the unit of measure.

Freight Amount - Type the freight amount for the invoice. If the Use Shipping Code to Calculate
Freight check box is selected in Service Order Options and a shipping code is entered in the Ship Via
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field, the freight amount is automatically calculated based on the entries in the Ship Zone and Ship
Weight fields.

Deposit Payment Type - Select the deposit payment type to use for the current service order. If Credit
Card is selected, focus moves to the Credit Card tab where you can enter the credit card information
and submit the transaction.

If the default payment type is Credit Card and the customer is assigned a primary card ID in Customer
Maintenance, this field defaults to Credit Card, but it can be changed. Payment types are defined in
Payment Type Maintenance.

Check Number/Reference Number - For deposits paid by a check payment type, type the check
number. For deposits paid by cash payment type, type a reference number. This field is available only
if Check or Cash, or a check or cash payment type set up in Payment Type Maintenance is selected in
the Deposit Payment Type field.

Deposit Amount - Type the customer deposit amount to record a customer deposit to apply against
the invoice for this service order. The deposit amount can be maintained for partial shipments and is
not zeroed out automatically for the first shipment. For credit card deposits, this field displays the
deposit amount entered on the Credit Card tab.

Commission Rate - The commission rate for the responsible salesperson appears. Type 0 (zero) for the
commission rate if you do not want commission calculated for this order. The commission amount is
calculated after the order is invoiced. You can override the commission rate if the appropriate security
has been set up.

Sales Tax Amount - This field displays the total sales tax for the order and can only be viewed. The
sales tax amount is calculated by multiplying the amount in the Taxable Amount field by the total tax
rate for the state, county and/or local codes that apply to this service order. To modify the sales tax
amount displayed, click Tax Detail and enter the new sales tax amount in the Tax Amount field in the
Tax Detail window.

Order Total - When all field entries are complete for the order, this field displays the total for all lines
items, applicable freight, and tax amounts, minus any applicable discount. This field can only be
viewed.

Billed Amount - If the service order has been partially invoiced, and the invoice has been updated, this
field displays the total amount of the updated invoice. This field can only be viewed.

Net Order - When all field entries are complete for the order, this field displays the order total less any
deposit amount. This field can only be viewed.
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Service Order Credit Card

= Service Order Entry (SMC) 2/20/2013 EI@
Semvice Order | 0000071 4 4 & kbl = [Create lnleusﬁumer..l Credi... ]
1. Header 1 2. address ] 3. Service Items] 4 Lines 1 ; Gip BASIC Useroq 2
Corporate Card Information
CardID AMERT % Save Corporate 1D/PO
Payrment Type  AMERX Ck AMEX - test credit cards
Tranzaction Infarmation
Card Infarmation Tranzaction Type | Deposit/S ale -
Card Type AMEX Pay Balarce
Last Four Drigits “2ATE Balance Deposit
Ew=piration Monthear | 02 2016 Arnaunt .00 .00
Comp Sales Tax .00 .00
Billing Address for Card
; ; Auth Mo
Cardholder kame Amernican Buginess Futures
Auth Amount .00
Address 2131 M. 14tk Street —
- Auth Date
Suite 100 —
Auth Time 12:00 Abd 12:00 Ak
ZIF Code 532051204
Ciky Milwaukes State Wl
Country 15A, Ck
E-mail Address artief@zage. sample. com
Cormment
Submit Card...

[E!uicl_a Frint... I:E:I Recals F'riu:e] l Accept I LCancel ] Delete E

The Credit Card tab is available only if Credit Card is selected in the Deposit Payment Type drop box on
the Totals tab, and at least one of the service item entries has a service type of Standard or Refurbish.

If the service order has several service item entries of different service types, all information entered
on the Credit Card tab will be applied against the invoices created for Standard or Refurbish service
item entries only.

Card ID - Enter a card ID to identify this credit card, or click the Lookup button to view a list of all card
IDs for this customer. The primary card ID automatically defaults if the default payment type is Credit
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Card and the customer is assigned a primary card ID in Customer Maintenance, but it can be changed.
Click Clear to clear the information on the Credit Card tab.

Save - Select this check box to save the card ID for future use. Clear this check box if you do not want
to save the card ID for future use.

o This check box is automatically selected when entering a new card ID and clicking Yes to the
message that appears asking if you want to save the card ID for future use. This check box is
also selected if the card ID already exists for the customer, but it can be changed.

e If this check box is selected and changes are made to the billing or corporate card
information, the record in Customer Credit Card Maintenance will be automatically updated
when the entry is saved. This check box is cleared after the credit card information is
successfully updated.

« If this check box is cleared for an existing card ID and the card’s expiration date is changed in
the Credit Card Payment Processor window, clicking Submit in Credit Card Payment Processor
will automatically update the record in Customer Credit Card Maintenance with the new
expiration date.

Payment Type - Enter the credit card payment type, or click the Lookup button to list all credit card
payment types. The payment type automatically defaults if an existing card ID is entered for the
customer or if the customer is assigned a primary card ID in Customer Maintenance, but it can be
changed.

Card Type - This field displays the card type and can only be viewed.

Primary - This check box is automatically selected if this credit card is the primary card ID assigned in
Customer Maintenance; otherwise, it is cleared. This field can only be viewed.

Last Four Digits - This field displays the last four digits of the credit card number entered in Credit Card
Payment Processor and can only be viewed. For a one-time use card that is not processed through
Credit Card Payment Processor, this field is available to manually enter the last four digits of the credit
card number.

Expiration Month/Year - These fields display the expiration month and year of the credit card entered
in Credit Card Payment Processor and can only be viewed. If you are using a non-processing payment
type and not saving the credit card record, these fields will be available to manually select an
expiration month and year. A message indicating that the card will expire in a specified number of
days may appear based on the value entered in the Days Before Credit Card Expiration field in
Accounts Receivable Options. You can click Submit Card to update the credit card's expiration month
and year.

Cardholder Name - Type the cardholder name. When entering a new card ID and a payment type or
changing the payment type, this field will default to the customer name in Customer Maintenance, but
it can be changed. This is a required field.
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Address - Type the cardholder's billing address. When entering a new card ID and a payment type,
these fields default to the first two address lines in Customer Maintenance, but they can be changed.
The first line of the Address field will be used by the Credit Card Payment Processor address
verification service. This is a required field.

ZIP Code - Type the cardholder's billing ZIP Code. When entering a new card ID and a payment type,
this field defaults to the customer's billing ZIP Code in Customer Maintenance, but it can be changed.
The information in this field will be used by the Credit Card Payment Processor address verification
service. This is a required field.

City - Type the cardholder's billing city. When entering a new card ID and a payment type, this field
defaults to the customer's billing city in Customer Maintenance, but it can be changed. If a ZIP Code is
entered, the city automatically appears. This is a required field.

State - Type the cardholder's billing state. When entering a new card ID and a payment type, this field
defaults to the customer's billing state in Customer Maintenance, but it can be changed. If a ZIP Code
is entered, the state abbreviation automatically appears. This is a required field.

Country - Enter the code for the cardholder's billing country, or click the Lookup button to list all
country codes. When entering a new card ID and a payment type, this field defaults to the customer's
country code in Customer Maintenance, but it can be changed. The information in this field will be
used by the Sage Exchange address verification service. This is a required field.

E-mail Address - Type the cardholder's e-mail address. This field defaults to the e-mail address in
Customer Maintenance, but it can be changed. Use a semicolon (;) to separate multiple e-mail
addresses. If the e-mail address is longer than this field, use the left and right arrow keys to view the
entire address.

Comment - Type a comment for this credit card.

Corporate ID/PO - Type the corporate ID or purchase order number assigned to the user of the
corporate/commercial card. This field is available only if the Allow Corporate Cards check box is
selected for the payment type in Payment Type Maintenance.

Note The corporate ID or purchase order number is not required to process the transaction; however,
the credit card company may charge a higher transaction fee if you do not track this information.

Transaction Type - Select a fund transfer method.

e Select Deposit/Sale to process a credit card transaction on the deposit amount entered. A
deposit transaction will be fully processed as a sale when the Submit Card or Accept button is
clicked in this task or S/O Invoice Data Entry and a deposit amount is entered. If the Process
in Batch check box is selected, the transaction can be fully processed when the Perform
Credit Card Processing check box is selected during the Daily Sale Journal printing.

e Select Payment/PrePost Authorization to trigger the transfer of funds when printing the Daily
Sales Journal. A payment will first be pre-authorized when the Submit Card or Accept button
is clicked in this task or S/O Invoice Data Entry. If the Process in Batch check box is selected,
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the transaction can be fully processed when the Perform Credit Card Processing check box is
selected during the Daily Sales Journal printing.

Pay Balance - Select this check box to pay the balance of the order using a credit card. If this check box
is selected and you click Submit Card, the deposit that is entered will be processed and the remaining
order balance will be pre-authorized. The remaining balance will be processed when the Daily Sales
Journal is printed. Clear this check box to pay only the deposit using a credit card.

This field is available if Deposit/Sale is selected in the Transaction Type field.

(Balance/Payment) Amount - This field displays the credit card balance or credit card payment
amount for the service order. This field can only be viewed.

(Balance/Payment) Corp Sales Tax - Type the sales tax amount associated with the credit card
payment for the service order. This amount is included in the total transaction amount. Sales tax
amounts are reported for corporate cards only, and the amount entered here will be reported on the
customer's corporate credit card statement.

If the Sales Tax Reporting check box is selected in Accounts Receivable Options, the default amount is
calculated based on the actual sales tax amount and the amount of sales tax already allocated to the
payment. If the Sales Tax Reporting check box is cleared, this field defaults to 0.00. Click the Reset
Corporate Sales Tax button to reset the amount to the default amount.

This field is available only if the Allow Corporate Cards check box is selected for the payment type in
Payment Type Maintenance, and a corporate card ID or purchase order has been entered.

Note The sales tax amount is not required to complete the transaction; however, the credit card
company may charge a higher transaction fee if you do not track this information.

(Balance/Payment) Auth No. - This field displays the authorization number for the credit card
transaction processed through Credit Card Payment Processor and can only be viewed. For a one-time
use card that is not processed through Credit Card Payment Processor, this field is available to
manually enter the authorization number for the credit card transaction.

Note The Process in Batch check box must be cleared to obtain an authorization number through
Credit Card Payment Processor immediately after clicking Submit Card.

(Balance/Payment) Auth Amount - This field displays the authorization amount for the credit card
transaction processed through Credit Card Payment Processor. The authorization amount defaults to
the total order amount less the deposit amount, but it can be changed.

The pre-authorization amount is valid for several days. If the order will be held beyond the pre-
authorization period, select the Process in Batch check box to pre-authorize the amount through the
Daily Sales Journal process.

This field is available when the Pay Balance check box is selected or Payment/PrePost Authorization is
selected in the Transaction Type field.
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(Balance/Payment) Auth Date - This field displays the authorization date for the credit card
transaction processed through Credit Card Payment Processor and can only be viewed. For a one-time
card that is not processed through Credit Card Payment Processor, this field defaults to the current
date when an authorization number has been entered.

(Balance/Payment) Auth Time - This field displays the authorization time for the credit card
transaction processed through Credit Card Payment Processor and can only be viewed. For a one-time
card that is not processed through Credit Card Payment Processor, this field defaults to the current
time when an authorization number has been entered.

(Balance/Payment) Transaction ID - This field displays the transaction ID for the credit card
transaction when the transaction is successfully processed through Credit Card Payment Processor and
can only be viewed. A message appears below this field stating that the credit card transaction was
authorized. If the transaction is declined, this field is blank and a message appears below this field
stating that the credit card transaction was not authorized. This field is available only when the Pay
Balance check box is selected or Payment/PrePost Authorization is selected in the Transaction Type
field.

(Deposit) Amount - Type the credit card deposit amount applied to this transaction. This field is
available only if Deposit/Sale is selected in the Transaction Type field.

(Deposit) Corp Sales Tax - Type the sales tax amount associated with the credit card deposit for the
service order. This amount is included in the total transaction amount. Sales tax amounts are reported
for corporate cards only, and the amount entered here will be reported on the customer's corporate
credit card statement.

If the Sales Tax Reporting check box is selected in Accounts Receivable Options, the default amount is
calculated based on the actual sales tax amount and the amount of sales tax already allocated to the
deposit. If the Sales Tax Reporting check box is cleared, this field defaults to 0.00. Click the Reset
Corporate Sales Tax button to reset the amount to the default amount.

This field is available only if the Allow Corporate Cards check box is selected for the payment type in
Payment Type Maintenance, and a corporate card ID or purchase order number has been entered.
This field is also available only if Deposit/Sale is selected in the Transaction Type field.

Note The sales tax amount is not required to complete the transaction; however, the credit card
company may charge a higher transaction fee if you do not track this information.

(Deposit) Auth No. - This field displays the authorization number for the credit card transaction
processed through Credit Card Payment Processor and can only be viewed. For a one-time use card
that is not processed through Credit Card Payment Processor, this field is available to manually enter
the authorization number for the credit card transaction. This field is available only if Deposit/Sale is
selected in the Transaction Type field.

Note The Process in Batch check box must be cleared to obtain an authorization number through
Credit Card Payment Processor immediately after clicking Submit Card.
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(Deposit) Auth Date - This field displays the authorization date for the credit card transaction
processed through Credit Card Payment Processor and can only be viewed. For a one-time card that is
not processed through Credit Card Payment Processor, this field defaults to the current date when an
authorization number has been entered. This field is available only if Deposit/Sale is selected in the
Transaction Type field.

(Deposit) Auth Time - This field displays the authorization time for the credit card transaction
processed through Credit Card Payment Processor and can only be viewed. For a one-time card that is
not processed through Credit Card Payment Processor, this field defaults to the current time when an
authorization number has been entered. This field is available only if Deposit/Sale is selected in the
Transaction Type field.

(Deposit) Transaction ID - This field displays the transaction ID for the credit card transaction when
the transaction is successfully processed through Credit Card Payment Processor and can only be
viewed. A message appears below this field stating that the credit card transaction was authorized. If
the transaction is declined, this field is blank and a message appears below this field stating that the
credit card transaction was not authorized. This field is available only if Deposit/Sale is selected in the
Transaction Type field.

Swipe Card - Select this check box if a new credit card will be swiped for this transaction when Credit
Card Payment Processor is launched. Clear this check box if the credit card will not be swiped. This
check box is available only if the Process in Batch check box is cleared.

Note A Credit Card Payment Processor approved credit card swipe device, available through Credit
Card Payment Processor only, is required to use this feature.

Process in Batch - Select this check box to process this credit card transaction through Credit Card
Payment Processor in a batch when printing the Daily Sales Journal or the Sales Order Batch
Authorization listing. Clear this check box if you do not want to process this transaction in a batch. You
can then enter the CVV number for each credit card transaction when clicking Submit Card or Accept.
This check box is automatically selected if the Default Transactions to Process in Batch check box is
selected in Company Maintenance, but it can be cleared. This check box is available if the Swipe Card
check box is cleared.

Note When processing credit card transactions in a batch, the CVV number cannot be entered for each
credit card transaction; therefore, the credit card company may charge a higher transaction fee.
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Service Order Quick Print

E Service Order Entry (SMC) 2/20/2013

o = =

Service Order | 0000071 4 4 b Bl [Create lrleusp:umer..l Credi... ]
1. Header 1 2. address ]3. Service Items] 4 Lines 1 5. Total: ] . Credit Card ] Gip BASIC Useroq 2
Order Date | 241842013 Order Type | Standard [Eenerate F'D---I Tap Detai.. ]
Custorner Mo, |01-4BF Amencan Buziness Futures Salesperzon  |0700
Amaunt Subject to Dizcount 1.650.00- Deposit Payment Tepe | CREDIT CARD AMER - test credit cards
Digzount B ate 000z
Dizcount Amount .00 Deposit Amount .00
T a=able Amaount .00 Commizsion Rate 10.000%
Moaon-T axable Amaunt 1.650.00- Salez Tax Armount a0
.- == — - 1,650.00-
Ship Zond E Quick-Print Form Selection EI =] @ o0
=hip#/eig Program Default Form Code Print?
Freight An
Guick. Prink from Order Entry
Service Order Printing STAMNDA C%
Picking Sheet Printing STAMDARD %
Service ltern Label Printing  STAMDARD %
Shipping Label Printing STAMDARD C%

7 ——
[Duicl_a Print... ]@I Recalc F'riu:e]

l Accept I LCancel ] Delete E
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Service Order Printing

E% Service Order Printing (SMC) 2/15/2013 El@

FormCode  5TANDARD Q, | Select || Clear |

Dezcrption  Standard

Mumber of Copies 1 :‘_ Multi-Part Form Enabled [T

Sort Orders By I Order Mumber - I

Crder Type to Print I.-’.'-.II v] Frint Commentz | Partial -

Line 1 Meszage

Line 2 Meszage

Selections

Select Field Operand W alue

Order Humber Equalto = | 0000745

W arehouze Code all - Q,

IHF' Phatosmart C4600 zeries [redirected 3] v] [Eflnt ________________ l Prexview l Setup l@l

Service Order Printing allows you to print a Crystal Reports form containing all the service order
information. To actually print the form, select a printer then click the Print button. If you wish to see
the form on the screen, you can click the Preview button.

In either case, if you preview or print with no other choices made on the screen, the program will
select and print only those service orders where the "Print Order" box on the service order header is
checked. You can, however, enter parameters and click the "Select" button at the top of the panel to
find all matching service orders and change the "Print Order" flag to "Y" for those orders.
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Picking Sheet Printing

&5 Picking Sheet Printing (SMC) 2/15/2013 =R =

FormCode  5TANDARD Q, | Select || Clear |

Dezcrption  Plain

Mumber of Copies 1 :‘_ Multi-Part Form Enabled [T
Order Type to Frint I,-’.'-.II v] |nclude Completed Orders Only ]
Print Comments Partial - Print Cloged Service [tem Entrigs Only ]

Include Unauthorized/E #pired Credit Card Orders [

Additional [tem Types to Print
Charge ltemz [ ] Mizcellaneous ltems [ Special ltems [

Line 1 Meszage

Line 2 Mezzage

Selections

Select Field Operand Walue

Order Mumber All v

Warehouse Code All =

Swe tem Code All v

Sernial Mumber All -

Entry Murnber Al - Q.

HF Photozmart C4600 senies [redirected - "I Alignment
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Service Item Label Printing

E Service Itern Label Printing (SMC) 2/15/2013

fo oS

FomCode  STAMNDARD Q, [ Select ] [ Clear ]
Dezcrption  Plain

Service Type ta Prinl | Al v] Labelz Per Service ltem 1 Print Detail Lines

Selechions

Select Field Operand Walue

Order Humber All A

Swve ltemn Code All v

Seral Humber All A

Entry Murmber All - Q,

HF Photogmart C4600 zenies [redirected v]

Shipping Label Printing
% Shipping Label Printing (SMC) 2/15/2013

Q,

STAMNDARD

Plain two-acrossz

Farm Code

Dreszcription

Order Type to Print | Al

Selections

| Selct || Cea |

Select Field
Order Mumber

W arehouze Code

Operand
All
All

W alue

HF Photozmart C4600 zeries [redirected v]

Alignment

User's Manual

Copyright © 1993-2020 DSD BUSINESS SYSTEMS




126 S/M Service Center

Service Item Data Entry

= Service Item Data Entry [SMC) 2/15/2013 E'@
Service Order | 000005 4 4 b M ¥ L Qd
Entry Mo Q00003 Customer Mo 01-ABF Amencan Buziness Futures
Order Date 142342013
CiHeater | zaddtonal | ZEndUser | 4lies | & Toas | oS L

Service Item Data Entry allows you to edit, delete, and add lines to a Service Item Entry without having
to lock the whole order. Service Item Entries represent the individual pieces of equipment that are
being serviced on an order. These are added to the order during Service Order Data Entry. Once the
Service Item Entry exists, you can edit the fields, add comments and add lines for that entry from the
Service Item Data Entry Screen. Click on the image above or the links below for more information
about the options on each tab.

You can also add new Service Item Entries by typing in a new number, or by pressing the Next Entry No
button (#).

Most of the fields and features in this menu option are identical the counterparts in Service Order
Data Entry. Refer to Service Item Entry for details about most of the information on the panel. The
fields covered below are exceptions.

Order Number - You can enter an order number, or use the F2 key or lookup button to select an
existing order. You do not have the option of creating a new order here. That must be done in Service
Order Data Entry.

Entry Number - You can enter a six-digit entry number, or you can use the F2 key, lookup button, or
browse buttons to find the entry that you wish to modify. If you enter a number for which a entry
does not exist, you will have the option to add the entry.
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Service Item Entry Header

P o

= Service ltem Data Entry (PRO) 1/19/2014 EI@

Service Order | 0000044 4 4 & kM [E TE ¥ Eq v B
Entry Mo Q00001 Custorner Mo 02-CAPRI £ Capn Sailing Ships
Order Date 9,/28/2M 2

LHeader | 2 pddtional | 3 EndUser | 4 lines | 5 Totak | GroDEFAULT 5
Entry Description Q00001 = arranty Yoid =
ltem Code b23100 Q%
S erial No. Me<110001 Q, Quantity 0
Swe ltem Description  MAXPHOME 100 Service Type | Standard -

Status i % SERVICE RETURM TOVENDOR Status Date FA1A2013 :

Statuz Comment

Exp Rec Date =) B eceived ] Date Received 9/28/2012 77

Wendaor Mo, 02-TELCOMb % T el-comm Communications Yendor RMA 123321123

Complaint Code SCREEM % Warranty Code  2v'REXT B

Failure Reazon  DaAMAGE % Wharranty Start 2652012 Loaner So Mo

Svc Technician  JEC Qb Warranty End 2652014 Ezt Comp Date Z

Orig lrvoice Mo, 0000001 Prohibit Fepair Waranty ] &ct Comp D ate =

Print Service ltem Label o Original Price 495 000

Picking Sheet Printed Reference

Picking Sheet Frint Date =] Fraduct Line %

Prablem Description

The phone iz cracked. -

':T' [ Aocept I Cancel ] [ Q l

The header panel of Service Item Data Entry displays the same information that is available in the grids
on the Service Item Entry tab of Service Order Data Entry. Since Service Item Data Entry deals with
only one entry (or unit, serial number, equipment) at a time, the fields that are in grids on Service
Order Data Entry are displayed in individual fields on the header panel of Service Item Data Entry. This
may be a more convenient format if a user chooses to work with one service item entry at a time.
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Quantity - The Quantity field is only available for Credit Returns and Exchange Service Types that have
no serial number entered. This field is useful when large amounts of items are being returned or
exchanged that are not being individually tracked. Replacements can also be sent out for those items
sine the Replacement Dialog now allows a quantity to be entered, defaulting to the quantity returned.

Service Item Entry Additional

= Service Item Data Entry (SMC) 3/1/2013 E@
Service Order | 0000071 4 4 & M = @ L Gl Q¥
Entry Mo Q000039 Customer Mo 01-ABF [El Amencan Buziness Futures
Order Date 2/18/2M 3 Bill T 07-8WHET Aynet Proceszing Corp

1 Heoder | ZAHIEE ] 3EndUser | 4 lines | 5 Tos | GoBASC 3]
Apply Ta lrvoice Mo, Return Whae Qoo CEMTRAL WAREHOLISE
Refurbish Source \Whee 001 C%&: EAST WAREHOUSE
Roll Up Refurbish Cost 7 Refurbizh Target Whee  |002 % WEST wWaREHOUSE
MNew Item Code GE-MD791 Q,
Mew Serial Ma. 24-934 Q,

Mew Return Cost

| ccept | Cancel |- (@)
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Service Item Entry End User

B Service Item Data Entry (SMC) 3/1/2013

=N HOR (>

Service Order | 0000071 TR RE B L FlnpQ@E
Entry Mo Q000039 Customer Mo 01-ABF [El Amencan Buziness Futures
Order Date 2/M18/2M 3 Bill T 07-8WHET Aynet Proceszing Corp
L Header | 2 Addiional |- dlines | 5Toas | GoBASIE G5
Cuztomer Mo, 01-ABF Armernican Buziness Futures
ShipTo 2 ZIP Code  B3120
M arme Amernican Business Futures City R acine State Wil

Addresz Baoine Warshouse

5411 Kendrick Place

Country LISA, IInited States of Amernca
Telephone [414] B55-4319

| Accept | Cancel |- (@)
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Service Iltem Entry Lines

= Service Itern Data Entry (SMC) 3/4/2013

Service Order | 0000071 4 4 b B E
Entry Mo Q000039 Customer Mo 01-ABF
Order Date 2/M18/2M 3

1. Header ] g..&dditinnal] 3. End User ]

4. Lines ] 5 Totals ]

=N BB ==
¥ L EnQE

Amencan Business Futures

GoBASIC [

% WM - B - Quick Row 2B FE 2 GHREE
[tem Code Ordered Uit Price Estenzion Comment
1 GE-MD7E0 1.00 290.000 290.00
: 200 34.950 £9.90
3 4.00 179.000 716.00
4 oo 000 oo
4 I 3
Descrption | DESK FILE 8" CaP 50 -
“Warehouse | 000 i
Urit Of Meazure | EACH
Price Level |1
Tax Class TH
Dizcountable [l
Disc & 0.000
Dirop Ship O -
Total Amount 1.075.90

9

[ Accept l LCancel ]

If you wish to enter parts used and other charges for this Service Item Entry you can go to the Lines
tab. Any lines you enter in this panel will refer only to the Service Item Entry you are currently editing.
This feature allows multiple people to be adding lines for the same order, but different Service Item

Entries.

For detailed information about the grids, fields, and buttons on this panel, refer to Service Order Lines.
The fields here are the same ones that can be entered and maintained in Service Order Data Entry.
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Parts Limit - If the customer for this order belongs to a group (see Group Code Maintenance), you may
have set up a Parts Limit for repairs. If so, that limit will display on the right side of the lines panel. Just
below is the actual total price of parts you have entered so far. If the total price of parts exceeds the
limit, the Parts Limit field will turn red.

Text Editor - The Text Editor button is a feature that has been added for your convenience. This
button will be enabled when you have your cursor in a field that is able to hold more than 30 non-
numeric characters, such as a comment line. If you click the button, a large edit window will appear so
you can view, edit, and format your comment more easily.

Service Item Entry Totals

= Service ltem Data Entry (SMC) 3/4/2013 EI@
Service Order | 0000071 4 4 & @ E ¥ L Eq e B
Entry Mo noooos Cugtomer Mo 01-4BF American Buzsinesz Futures

Order Date 218203

1Header | 2Addtonal | 3EndUser | 4 Lines GrpBASIC £

Service Type

Warranty Hours 0.00 Mot arranty Hours 000
WWarranty Labor Cost Juv] Mokt arranty Labor Cost Junij
WWarranty b aterial Cost oo Mortadarranty b aterial Cozt 1.631.756
Labor 5 ales Amount oo b aterial 5ales Anmount 1.075.90
Tranzaction Hours oo

Service [bem Tatal Amount 1.075.90

[ tccept | cancel |~ (@]
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Technician Time Transactions

e Technician Time Transactions (SMC) 2/20/2013 o B |-
Service Technician  [JOHM EROWN ld 4 b
M arme Johir Brown
Service Order oopoo7z G
Enitry No oooonz - € GB-MD7S0/ B4351-0
Status RECWD Received

Azzigned Technician JOHM BROWHN  John Brown

Start D ate 210/2m3 : Start Time 0900 |,-'l‘-.r-.-1—v|

End Date 2noe2m3 T End Timne 05:35 | Ftd |
Elapzed Time 11.58

Billing

Charge Code SSERVICE LABOR % zervice laboe

[ Accept I Cancel I Delste IQ]

Technician Time Transactions allows each technician to log on and off of service item entries.
Transactions entered here can be used to calculate billing hours for labor lines in service order data
entry.

Note: The Technician Time Transaction entry will always override the quantity manually entered in the
Service Order Data Entry lines tab. For example, if a technician logged 2 hours, a supervisor can then
change it to 3 hours in service order lines. But if the technician then works .5 more hours, the total in
the service order lines will become 2.5, not 3.

Service Order - Enter or select the service order that you are working on. It may be a good idea to
print bar codes on the order form so that each technician can quickly scan the order number into this
screen.

Entry No - Enter or select the service item entry number that you are working on. A bar coded entry
number on the order form is a good idea to speed up data entry.

Status - DISPLAY ONLY - This shows the current status of the service item entry that was selected.
Assigned Technician - DISPLAY ONLY - This shows the technician assigned to the service item entry.

Start Date / Time - Enter the starting date and time for the work being done. For a new entry, this will
default to the current date and time.

End Date / Time - Enter the ending date and time. For a new entry the end date and time will be
blank and can be left blank. If the technician has already created a transaction with a start date and
no end date, that same transaction record will be pulled up and the end date and time will be filled in.
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Charge Code - Enter the labor miscellaneous item code that should be used for this time transaction.
This is for the user's benefit only. In service order entry the user must create a labor line before
selecting time transactions. If you would like to have the billing code required with the transaction is
closed, you can select the check box in Service Order Option in the Line Entry tab.

Comment - Enter a comment about the work that was done. When time transactions are used to
calculate time in service order data entry, the comments for the time transactions selected will be
commented and put in the line comment code.
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Create Service Invoices

In order for service orders to be completed, they typically must be billed through the Sales Order
Invoice Data Entry or Sales Order Shipping Data Entry system. There are several ways to create
invoices from service orders.

Create Invoice Button - On the service order header screen there is a button that can be pressed to
create an invoice for one service order at a time. Take a look at the Service Order Data Entry for more
information about this feature.

Sales Order Invoice Data Entry - You can create a new invoice or credit memo in Sales Order Invoice
Data Entry and specify a service order number instead of a sales order number to create an invoice.
For this feature to work, at least one of the service item entries on the service order must be closed.
See the Complete and Ready to Update flag in Status Maintenance.

Sales Order Shipping Data Entry - You can create a new invoice in Sales Order Shipping Data Entry
and specify a service order number instead of a sales order number to create an invoice. For this
feature to work, at least one of the service item entries on the service order must be closed. See the
Complete and Ready to Update flag in Status Maintenance.

Create Service Invoices - This menu option allows you to scan all the service orders in the data entry
table and find those that meet the selection parameters you enter on the screen shown below. In
order for any service order to be invoiced this way, at least one of the service item entries must be
closed. See the Complete and Ready to Update flag in Status Maintenance. Once the invoices are
created using this method, each service order/invoice will appear on the Service Generated Invoice
Log.

e Create Service Invoices (SMC) 2/15/2013 o B |3

M emt Autormatic [Avoice Mumber oo aa Batch 00073 @
Ilpdate Only Complete Orders

Select Field Operand Walue

Service Order Mumber Al -

Service Order Date All -

Cuztomer Mumber Al - Q,

)
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Service Generated Invoice Log

ﬂ Service Invoice Log @

&S50 SERVICE CEMTER SERVICE INVOICE LOG

HF Photazmart C4600 zeries [redirected 'I [ Erint I Presiew I Setup IGI

Every time an invoice is created from a service order using the Create Service Invoices feature from
the main menu, a record is entered in the service invoice log. You can print this report to see the list,
and then clear the log as soon as the printing is complete.

User's Manual Copyright © 1993-2020 DSD BUSINESS SYSTEMS




136

S/M Service Center

Quick Status Change

=e Quick Status Change (ABC) 8/21/2013

Service Order
Entry Mo
Order D ate

0000005 ol o4 bk
ooooot |- Custamer Mo
1/23/2012 Bill To

U &

01-4BF

American Buziness Futures

Statuz

Exp Rec Date

Statuz Comment

R % SERVICE ORDER RECENED

Received 230 P

&

Statuz Date

s/l212ms |0

P eceived Date Received [8/21/2013 :

Complaint Code | MOISY Q@ I oizy Ezt Comp Date a3/1/2013 :

Failure Reazon |“WEARTEAR % YWhear and Tear At Comp Date | j

Swvo Technizian | ISKE % [rina F.ouptzova

—Problem Description .

=
L]

Entry Description Q0000 “Chut of W arranty™

Item Code GE-MD750 Q% Service Type | Standard =|

Serial No. 452335 Q,

Swve lkem Descrphion [MODERM 3600 [SYMCHROMOLUS)

| Accept | Cancel |/ ]@]

Quick Status Change allows you to edit the fields on an existing Service Item Entry without having to
lock the whole order. To add new Service Item Entries or to edit, delete, and add lines to a Service
Iltem Entry you should use Service Item Data Entry or Service Order Data Entry.

All of the fields and features in this menu option are identical the counterparts in Service Item Data
Entry. Refer to Service Item Entry for details about most of the information on the panel.
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Inquiry Menu

Service Order Inquiry

i "

ﬂ Service Order Inquiry (PRO) 10/9/2013 EI@

Service Order | OO000Z4 4 4 b B = [Cusp:umer..l Credit... ]

2. Address ]3. Serviceltems] 4 Lines ] 5 Totals ] B. Credit Card 1 Grp DEFAULT Usger PLW @

Order Date B/B4A2012 Order Type | Standard
01-BRESLIN | [E Brezlin Supply
Cust PO
M MEW UMPRINTED SERVICE ORDER Status Date B/Bs20 2

Statuz Camment

Rt& Murnber
03 C.0.D0.

Due Date C.0.D. FOB

Confirm Ta  “Winnie Spanale

E-mail
Whee 000 kain Irvine Warehouse Fax Mo. [414) 555-3600
Sales Tax et
Schedule il 0300 Suzan Maye
Wisconsin

“printed

Mo, of Ship Labels 0

Service Order Inquiry is the same as Service Order Data Entry except it is read only.
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Service Item Entry Inquiry

r

= Service Itermn Entry Inquiry

Service Order | 0000024

Statuz Comment

Exp Rec Date

Complaint Code
Falure Reazon  SYSTEM

Svc Technician

RTITRE

Entry Mo gt Cuztomer Mo 01-BRESLIM
Order D ate B/8/2012

1 Header | 2 Addtional | 3 EndUser | 4 Lines |
Entry Description Q00001
[tern Code MA100
Senial Mo. TESTSERIAL
Swe ltem Dezcrption  MAXPHOME 100

M MEwW UMFPRINTED SERVICE ORDER

Warranty Code  1vRORIG
Wharranty Start
Warranty End

& Totals ]

*Out of W arranty®

=N [R5

Breslin Supply

Grp DEFAULT @,

Service Type | Standard

Status Date B/ 2012

D ate Received

Loaner So Mo,

Ezt Comp Date

Orig Invoice Mo, Act Comp Date
Original Price 00a
Reference
Picking Sheet Print Date 6A4/2012
Prablem Description
[I:l [ QK. ] [ G ]

Service Item Entry Inquiry is the same as Service Item Data Entry except that it is read only.
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Service Order History Inquiry

r

= Service Order History Inquiry (PRO) 10/9/2013 E@
Service Order | 0002030 4 4 F k= [ Uszer l Imvoices... l Credit... ]
Sequence Mo | 000007 .

History
2. Address ]3. Service Items] 4 Lines ] & Totals ]
Order Date 1242642011 Order Type  Standard
o-a¥§er = Avnet Processing Corp
Cust PO
C Statuz Date 12/28/2011
Status Comment
Ria Humber 0002030
Rk Expire Date  12431/5939 m Met 30 Daps
Due D ate IJPS BLUE FOB
Confirm To Torw Schultz
Sales Tax ]
S chedule il E -mail torye@aynet. com
YWizconzin Fax No.
Comment
Salesperson  03-0000 Suszan Maye
WO
@ [ x [&]0]

Service Order History Inquiry is similar to Service Order Inquiry and Service Order Data Entry except
that it is read only. You can see all Service Orders, including those in history and those that have been

deleted.
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Service Item Entry History Inquiry

i 1

= Service Itern Entry History Inquiny E'@
Service Order | 0002030 000001 4 4 b Bl History % B
Entry Mo gt Cuztomer Mo 01-aWHET Avnet Proceszzing Corp
Order Date 124264201 Avnet Proceszing Corp

i Heads ™ 2 ﬂdditinnal] 3 End |_|ser] 4 Lines ] 5 Totals ]

Entry Description Q00001

[tern Code M&=100
Senial Mo, k110001
Swve ltem Descrption  MAXPHOME 100 Service Type  Standard
Status C Status Date 124282011
Status Comment
Exp Rec Date Date Received 124272011
Yendor Mo Wendor Rkda,
Complaint Code  DEAD Warranty Code  1%RORIG
Fallure Reazon  DAMAGE W arranty Start 2162011 Loaner So Mo
Svc Technician JEC W arranty End 215422 Ezt Comp Date
Qrig lrveoice Mo, 0000001 At Comp Date 127282011
Original Price 435.000
Reference
Pizking Sheet Print D ate
Probler Description
She waz thrown in the pool during a Christmas party. Phone was immediately dried out, but dogzn't seem to wark ’

properly.
pon eval, unit waon't poveer on. Dizgplay and rear camera are replaced. -

[nvoice Mo, Q00004

Lx |” |0

Service Item Entry Inquiry is similar to Service Item Entry Inquiry and Service Item Data Entry except
that it is read only. You can see all Service Item Entries, including those in history and those that have
been deleted.
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Service Item Inquiry

r

4 4 bk E

&

= Service Itern Inquiry (PRO) 10/9/2013

[tem Code 1003100

Seral Humber | A100

Drescription Fiear Camera 100

1. Main 2. W armanty ] 2 50dTo
[rvoice Date F8/2013
Irwoice Mumber 0100089
Sales Price 43,950
Sold Az [ et
R eference
W arehouze o Peach
PART b axnFPhone Partz

Sold To 01-&wHET
End Uszer 07-AWHET

] 4 End User ] 8. Purchase Order ] B. Service Info ]

Ayt Proceszing Corp

Avnet Proceszzing Corp

Service Item Inquiry is the same as Service Item Maintenance except that it is read only.
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Serial History Inquiry
= Serial History Inquiry o= sl
[temn Code GE-MD7A0 ltra Compact Cart, Standard
Serial Mumber  (GE123456 . %. o
Tranz Date  Type Ewvent Ref Mo CustMendar YWhae [uantity  Unit Cosgt Ente Gﬂ
532010 PO PO 000007 02-810 i 1.00 226,650 2
8/9/2013 Refurbizh - Current 04-k AU S Qoo on %
892013 SWC Status 0 Q0000E3: 000001 04-k AU S i .00 .ann
8/9/2013 SWC StatusC Q0000E3: 000001 04-k AU S Qoo 0o aon
8M15/2013 /I 0100071 04-kd &Ik LIS Qoo 1.00- 226650 &
8M15/2013 IR IR 0100071 04-k AU S RFB 1.00 2BE.E30 2
4 1 3

Serial History Inquiry is where you can look up any serial number item code in your history to see all of
its details and transactions.

| Use the lookup button to perform either a service item search or a serialized item search.

*3 _ Use the binoculars at the top if you wish to see the service item which will open Service Iltem
Inquiry.

& . Use this button to drill into the item for more information. When you push it, Service Order
History Inquiry will open.

- If the item has an invoice, this button will be activated and you can use it to see invoice
information. It will open A/R Invoice History Inquiry

3. Use the binoculars on the side to search for serial transactions, the following window will appear.
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i

ﬂ Search for Serial Transactions

Select Field
Tranzaction Type
Tranzaction D ate
Reference Mumber
Wendor Humber
Cuztorner Murnber

W arehouze

Operand Walle

All '
Al -
All '
Al -

|

ok | Cancel | @]

User's Manual
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Open Service Order Report

= Dpen Service Order Report (SMC) 2/15/2013

R epart Setting STAMNDARD
Dezcrption

Setting Options

Q,

Open Service Order Report

E=N ESR ==
oo [

Type Public Print Report Settingz [ Mumber of Copies 1 :_
Default Report Three Haole Punch 0
Sart Report By ISer'-.fice Order Mumber -
Service Order Types ta Print
Al Types | Fiefurbizh Credit Feturn
Standard Service Price Quotes ] Exchange
Print Service ltem Entries Frint Linez Frint Summary Header |
Exclude Updated Entries Frint [f [nvoiced Frint Commentz | Partial -
Selections
Select Field Operand Yalue -
Service Order Number All - =
Rka Murnber All -
Custorner Mumber All = il
K.eep wWindow Open After

HP Photosmart C4600 series [redirected TI Pt [| Preview [ [ Fririt I Preview I Setup I@l

The Open Service Order Report prints a report of all the service orders in the current service order
table. There are several selections and parameters that allow you to select the orders you wish to see
and the amount of detail you need.

Sort Report By —

Sort Report By

service Order Ty Custarmer Murnber

All Types Order Date

Standard Service Bill ko Mame
Rtdd Expire Date
Rtdd Hurmber

Frint Service [tem §:ﬂ.'EEEE'SE

Exclude Updated Entries

Service Order Mumber

Service Order Mumber

v lFIEE

Frint If [nvoice

-

aizh

Juotes
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Use the drop box to select the sequence that you want the orders to appear in.

Service Order Types to Print - There are five service types. You can select All or just check the boxes
for the service types you wish to include. The program will scan all the service item entries and will
only print those entries that match the boxes checked. Service item entries will only print if the Print
Service Item Entries box is check on the panel.

Print Summary Header - If this box is checked, only one line will be printed for each service order
header.

Print Service Item Entries - If checked, the report will include a line for selected service item entries.
Print Lines - If checked, the report will include the lines for each service item entry selected.

Print If Invoiced - If this box is cleared and a service item entry has an invoice in process or has already
been invoiced, that entry will not be selected for the report.

Print Comments - Select Partial to see one line of comments or full to see the complete comments.

Open Service Order Repont
Sorted By Service Order Mumber
For Service Types: All
ABC Distribution 2nd Service Comp. {(ABC]
F Uit Cu=ntity
Tech Whe L M Price On Oraer Exermion
Orcer Date 1182010  Seates INWVDEL
Entry Status: H
OHM BRC h 3 .:::
Ertry Statis:
T Entry Status: s ]
01 1 20
Order GOFET4S Tot=l 384,00
Report Tota: T mmam
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RMA Progress Report

&2 RMA Progress Report (SMC) 2/15/2013

Report Setting STANDARD Q
Dezcrption Rka Progress Report
Setting Options

Type Public Frirt Report Settings
Default Report Three Hole Punch

Sart Report By ISewice Order Mumnber 'I

Service Order Tupes ta Print

Al Types ] Fiefurbizh =
Standard Service Frice Quotes
Fika Progress

A1l M 1 Open [l

Print Service lkem Entries Priet If Invoiced

Credit Beturn
Exchange

Received

Print Lines Print Corments | Partial =

]
(]

]

E=N ESR
e [

Murnber of Copies 12

E wpired

Selections

Select Field Operand Y alue -
Service Order Humber Equal to = | 0000145 =
Ribdd, Murnber All -

Custorner Mumber All = il

F.eep Window Open After
IHF' Fhotosmart C4600 senies (redirected v] Print [  Preview [ Erirat l Prexiew l Setup I@l

The RMA Progress Report prints a report of all the service orders with RMA numbers assigned in the
current service order table. There are several selections and parameters that allow you to select the
RMAs you wish to see and the amount of detail you need.

Sort Report By —

Sort Report By | Service Order Mumber =

Al Types Order Date (]

Standard Service Eill to Name Il
Rtdd Expire Date

RiA Progress A& Number

Al Ak Salespersan il

Use the drop box to select the sequence that you want the orders to appear in.
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Service Order Types to Print - There are five service types. You can select All or just check the boxes
for the service types you wish to include. The program will scan all the service item entries and will
only print those entries that match the boxes checked. Service item entries will only print if the Print
Service Item Entries box is check on the panel.

RMA Progress - Check the box to select what RMAs you wish to see. If an RMA is Open, that means it
has not been received yet. Take a look at Service Order Header for more about receiving an RMA. If
the report date is beyond the expiration date of the RMA on the service order header, the RMA will
show as Expired on the report.

Print Service Item Entries - If checked, the report will include a line for selected service item entries.
Print Lines - If checked, the report will include the lines for each service item entry selected.

Print If Invoiced - If this box is cleared and a service item entry has an invoice in process or has already
been invoiced, that entry will not be selected for the report.

Print Comments - Select Partial to see one line of comments or full to see the complete comments.

RMA Pogress Report
ABC Distribution and Service Cormp. (ABC)]
Order Order Cusiomer /| Hame F Uik Cuzntity
Murmber Trpe lem Code Item Description Tech Whs L o= Price O Oraer Exersion
o Orcer Dates 11472010 Staes: WVTEL
Sxlespersom 0100
Entry Statis: C_05! Bty Tech  -DHh 2ROV
HH SRS aTAH B3 3 235100
Entry Status: CLOS! Entry Tedk HN 58
Ertry Stat=: C_0E0  Enby Tedk OHN B
EACH 210
Ordemr GOGGT4E Tot=l 384,00
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Service History Report by Item

ﬂ Service History by Service Itemn (SMC) 2/15/2013

fo oS

Feport Sefing  STANDARD Q, ﬂ
Dezcription Semvice Higtory by [bem
Setting Options
Type Public Print Report Settings ] Murnber of Copies 1 :_
Default Repart Three Hale Punch [
Sort Report By Iltem Code - Print Service Orders IEurrent and Hiztary v]
Service Order Types ta Print
All Types Fiefurbish Credit Return
Standard Service Price Quotes Eschange
Tatal by ltern Code Summarize Svec lkem Entry
Tatal by Senal Humber Frint Lines
Selections
Select Field O perand " alue -
Swe lter Code Al A
Serial Murnber All = A
Cuztomner Mumber Al A 1
Cuztomer Mame All -
Order Date Al A
Recerved Date All -
K.eep Window Open After y :
IHF' Phatosmart CABD0 series [redirected TI Pint [P Preview [ Frint l Prexiew l Setup l Q l

The Service History by Service Item report will allow you to see service history organized by the service
item. This is similar information that you will see on the Open Service Order Report, but is specific to
the item and serial number that defines the service item.

Sort Report By —

Sart Repart By [ [tern Code

- Itemn Code
Service Order Ty

)

Cusztarmer Murmber

Custamer M ame
1]

aizhy

rice QL

Al Types
Standard Service

You can select how you wish to sort the report by selecting one of the options from the drop box.
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Print Service Orders —

Prirt Service Orders | Cunent and Histary -

Higtary
Current and History 7
[F] i | =1l

Select whether you wish to include only current orders, only history orders or both current and history
orders.

Service Order Types to Print - There are five service types. You can select All or just check the boxes
for the service types you wish to include. The program will scan all the service item entries and will
only print those entries that match the boxes checked. Service item entries will only print if the Print
Service Item Entries box is check on the panel.

Total by Item Code - Check this box to total the lines by item code.
Total by Serial Number - Check this box to total the lines by serial number.

Summarize Svc Item Entry - If this box is checked the service item entry information will be limited to
one line each.

Print Lines - Check this box to print the lines from the service order for each service item entry.

Service History by Service liem Repon
For Service Types: All

Both Cument 2nd Hstwory ABC Distribution a2nd Service Comp. (ABC]
Order Entry Order Dt  Customer Type Complant Fzilue Tech Status CmplDt CunHist

1007 -HOM-H2E2 - HOM 2 DRAWER LETTER FLE W90 LK

S lwmm: 1001 -HON-H252 Sesal0100111-0000000 HON 2 DRAWERLETTER FLEWSO LK

0000053 000001 B4R003 00-0001001 CadR S L2005 Himsary

130.00

Enwy 000001 T 150,00

000007 00000 07202005 02-0RANGE Sid Sk C 107202008 Current
Lin=l=m: AVIYR-PARTS 2500
Entry 000001 Tt 2500
Serizl B70077 T-COCCOGE Totl: =T o0
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Failure Analysis Report

= Failure Analysis Report (SMC) 2/15/2013 EI@
Report Sefting  STANDARD Q,  Save |-
Dezcrption Failure dnalyziz Report

Setting Options
Type Public Prirt Repart Settings [l MHumber of Copies 1 :
Default Report Three Hole Punch [l

Sort Report By

Group By 1 Group By 2 Group By 3 Group By 4
Cuztomer Mumber v] INDHE! v] INDHE! v] INDHE! -
Repart Caolurns I M arthly - I Murnber of Calumns 12 Azofdate  2M18/°203 0 T
Failure Codes to Analyze
Service [tem Entry Failure Line [tem Failure Techrnician Diagnostic Code
Service Order Types ta Print
Al Types [ Refurbizh Credit Returm
Standard Sermvice Frice Quotes | Exchange
Include Updated Swe ltems Only Ignare Blank Failure Reazon Frint Details ]
Selections
Select Field Operand Y alue -
Service Order Murnber all 2 A
Custormer Mumber All - 1
Cusztorner Marne All <
Bill Ta State All -
Product Line All <
LT echnirian All = -

F.eep Window Open After
IHF' Fhotosmart C4600 senies (redirected v] Print  [] Preview [7] [ Erirat l Prexiew l Setup I@l

The Failure Analysis Report will count the occurrence of failures according to the parameters you
specify on the screen and will display them in columns by Month, Quarter or Year.

A failure code can be a Failure Reason on the service item entry, a failure reason on a line, or a
Technician Diagnostic Code, depending on the selections you make. Each unique failure code will be
counted as one for each service item entry. That means that if you have five lines with the same
failure code on them, they will only count as one failure, but if three lines have one failure reason
code, NOISY, and two lines have a failure reason code, ABUSE, then the program will count two
failures, one will show up on the report as NOISY and one will show for ABUSE.
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Note - it is important to understand that the same service item entry can be selected and counted
twice on this report because each service item entry can have multiple failures.

Sort Report By - You can select up to four breaks and totals for your report. You pick the field by
which you want to break by click the drop box for each Group By.

Sort Report By
Group By 1 Group By 2 Group By 3 Group By 4
Cuztormer Mumber - | | Mone - | | Mone - | [Nnne -
Cuztorner Mumber a
Cuztomer Hame
Report Columns | M onthly | Mumber of Calumns 12 Aol otate
Froduct Line
. Technician
Failure Codes to Analyze S tem Code =
Service [tem Entry Failure v Line [tem Failure ] Tect Senial Mumber
Cervice Order Types ba Print Faiure Code
) Mane =
All Tupes R efurbizh o Credit Heturn o

In the example above, we have chosen to group by Failure Code, then Product Line, the item code of
the service item, and then Complaint Code. You can see what other options are available in the image
above.

Report Columns - Select if you wish to see columns by Month, Quarter or Year.

Number of Columns - Select how many Months, Quarters or Years you wish to show across the page.
The maximum number of columns is twelve.

As of Date - The cutoff date for the report. The program will automatically calculate the end of the
month for the date you enter and will include all failures within that month.

Failure Codes to Analyze - Select if you wish to count service item entry failure reason codes, line
failure reason codes and/or technician diagnostic codes. You can include all of them or select one or
two.

Service Order Types to Print - Check the boxes to determine which service types to include. This looks
at the service type assigned to the service item entry and will exclude those that are not checked.

Include Updated Svc Items Only - Most of the time, a failure is not analyzed unless we are sure that
the repair has been complete. This box would typically be checked.

Ignore Blank Failure Reason - If you do not regularly use failure reason codes, you can still make use of
this report by clearing this box so that even those service item entries without a failure reason can be
counted.

Print Details - Check this box to print the line detail that goes with each service item entry.
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Failum Anzlyss Report
Sorted by Product Line, Faillume
For Service Types: All
ABC Distrbution and Service Comp. (ABC)

0307 0607 097507 1207 0308 0608 0908 1208 0303 0603 03903 1209
-0507 -0807 -11/07 -02/08 -05.08 -0808 -11/08 0205 -0505 -0805 -11408 -0210

Product Line DC - DATA COMMBUMNICATIOMNS

Faihere UMEMCHH - Unkoen G 0 '} L © (i} o 1 L 7] i} 0
Procuct Line DC Tatl: [} c [} i [ [} c 1 i [ [} i

Froduct Line WFaA - WORKSTATION FURN & ACCESS
Fahere UNMKNCRH - Unkowen ') o ') 0 ] 1 (] ] 0 1 1 1
Froduct Line WF&# Total: o T o i [ 1 i C i 1 1 1
Report Tata: [ i o r [ 1 C 1 : 1 1 1
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Warranty Renewal Report

&5 Warranty Renewal (SMC) 2/16/2013 o[- 3]
Feport Sefing  STANDARD Q, ﬂ
Dezcription W arranty Renewal

Setting Options

Type Public Print Repaort Settings ] Murnber of Copies 1 :_
Default Report Three Haole Punch ]

Sort Report By I Custormer Mumber - Frint ltems with Mo W arranty O
Beginning Date 2416/2013 50 Ending Date 3/18/2013 j Cuzstorner Type | Current Uzer "J
D ata to Print
Al Original W arranty E stended 'Waranty Fiepair Warranty
Selections

Select Field Operand W alue

Custamer Murmber All -

Itern Code Al A

Senal Mo All -

K.eep “Window Open After : :
HPF Phatosmart C4600 series [redirected v] Frint [ Preview [ Erint I Preview I Setup IO]

The Warranty Renewal Report is useful to find all the service items for which one or more of the
warranties is about to expire. You enter a date range and select which warranties to look at, and the
report will find all the warranties expiring in that range. It will then print out all the information you
need to contact the current user or the original sold-to customer.

Sort Report By —

Sort Report By | Custarner Murnber -
Item Caode
Sernial Hurmber

Beginning Date Z{ Rl Flel=s

Select how you want the data on the report to be sorted.

Print Items with No Warranty - Check this box to also select those service items that do not have a
warranty at all. This could be helpful if you are trying to sell extended warranties or service plans.

Beginning Date - Enter the beginning date of the range. If the warranty expiration falls before this, it
will not appear on the report.

Ending Date - Enter the end date of the range. If the warranty expiration falls beyond this, it will not
appear on the report.
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Customer Type - Select whether you wish to print the Original Sold-To or the Current User information
on the report.

Data to Print - Check the box to indicate which warranty you wish to show on the report.

Open Demo/Loaner Report

&% Open Demoy/Loaner (SMC) 2/16/2013 o[- 3]
Feport Sefing  STANDARD Q, ﬂ
Dezcription Open Demo/Loaner

Setting Options

Type Fublic Frint Report Settings ] Humber of Copies 1 :_
Default Repart Three Hale Punch [

Sort Report By Il:ush:nmer Mumber "J DemosLoaners to Inchude I,-'l'-,ll "J
D ata to Print

I.-’-‘-.II Waluation Types vJ IEh:nth Dema and Loaner v]

Selections

Select Field Operand Y alue

Cuztomer Mumber All -

Itern Code Al A

Serial Mumber All -

W arehouze Code Al A

K.eep Window Open After g :
HF Photozmart C4600 series [redirected vl Print [ Preview [ [ Frint I Prewiew I Setup I@'l

The Open Demo/Loaner Report will show all the parts or items that you have sent out to customers on
demo or loan. A demo is typically sent out from a sales order or invoice. A loaner generally is sent out
for the customer to use while a service item is being repaired.

Sort Report By —

Sort Report By | Custarner Muriber -

[ata to Print Senial Murnber
Custarmer Murmber

Select if you wish to sort the report by item code, serial number or customer
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Demo/Loaners to Include —

Demosloaners ta Include LAl -
s |

Ilpdated Sve Entries Only
Clozed and pdated 5w Entriez Only

Select if you wish to include on the report All, Updated Service Entries only or Closed and Updated
Service Entries only.

Data To Print —

D ata to Print
Al aluation Types - Both Demo and Loaner -
. All'valuation Types
Selections Serialized [tems Only
Select Field Lotted [temz Only Wal
FERTEE Fito, Lifo, Awva, Std Orly e
Cuztormer Murmber All -

Select the valuation methods you wish to include on the report and whether the report should include
just demo units, just loaner units or both demo and loaners units.

Open Demo Lozner Report
Sorted By Customer Mumber

Both Demos and Loaners AllVauations
ABC Distibution and Service Comp. (ABC)

Diriior 07 BAST SALES OFFICE

. ey ey
ltem Coce Serizl Mo Whs Valm  owice invDEe SrcOrcer  Enir Mo Derola=n Shpcs Rtmc Left
Cusomer: ABF Americen Business Futures:
1001 -HON-H252 MASF 001 Nan 0100083 7232008 Dema a
MASF 0000003 Laan 1 a
01 ASE Demrmii a
4-182 000001 1 000301 Laan a
Cusiomer ABF Tatal: 4
Dirision &7 Totz=l [l
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Service Item Report

i Y

& Service Item Report (PRO) 10/21/2013 = aE =
Report Seting | STANDARD Q, A
Drezcription Semvice [tem Feport

Setting Options

Type Public Print Repaort Settings [ Humber of Copies 1 :_
Default Report Three Haole Punch [l
Sort Report By Iltem Code "J
Print W arranties Print Sald To Addresses
Frint End Uszer Addrezses Frint Purchaze Order Information
Selections

Select Field Operand W alue

Swe ltem Code All -

Sernal Humnber Al A

Sold To Customer All -

End Uszer Custorner Al A

= = F.eep Window Open After
HPF Phatozmart C4600 zeries [redirected "I F'rintp F F'relz'iew F [ Errint l Fresiew l Setup IG]

Service Item Report is where you can view a report on a specific service item.
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Utilities Menu

Expired RMA Register and Update

P Expired RMA Register (SMC) 2/16/2013 E=R[EcR ==

Remove Service Orders Dated on or Before 241642013 Print Semvice tem Entriesz

Remove RkA Expired on or Before 2162013 Frint Linez
[nizlude/Purge Blank Fka Mumbers ]

Select Field Operand Walue

Service Order Humber Al -

Cuztorner Mumber Al -

Salezperzon Al -

HF Photozmart C4600 zeries [redirected [ Brint I Prexyiew I Setup I G l

The Expired RMA Register will find all the service orders that have expired. You can select the date
range and other parameters. Once the report is run, you can select to update and all the listed orders
will be purged.

Remove Service Orders Dated on or Before - This is the cutoff date. If the order date falls before this
date and all the other criteria are met, the order will appear on the register.

Remove RMA Expired on or Before - This is the RMA expiration date. If the RMA Expiration date on
the service order header is on or before the date entered here and all other criteria are met, the order
will appear on the register.

Include/Purge Blank RMA Numbers - Check this box if you wish purge service orders with the blank
RMA number.

Print Service Item Entries - Check this box if you wish to show the service item entry on the register
before purging.

Print Lines - Check this box if you wish to show the lines on the register before purging.
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Service History Purge
B Service History Purge (SMC) 2/16/2013 E =] @

Remove Service Orders Dated on or Before 272011 Print Service [tem Entries

Remove Service Orders Completed on or Before  2/17/2011 Frint Linez
Remove Deleted Service Orders Only
FRemove Out of Service Service [bems Only

Select Field Qperand Walue

Service Order Humber Al -

Cuztomer Murnber All -
IHF' Phatogmart C4600 zeries [redirected v] [ Erint I Preview I Setup I O l

The Service History Purge is a good way to get rid of service history, not current service orders, that
are old and no longer needed on file.

Service Item Purge

&5 Service Item Purge (SMC) 2/16/2013 o @ (=
Remove Service ltems Sold on or Befare 2A8s2008 T
Out af Service Only Company Dwhed Only Ot af Wwarranty Only
Select Field Operand Walue
Service [tem Code All -
Sernal Humber Al -
Sold To Cuztomer Al -
End User Customer Al -
IHF' Photogmart C4600 zenies [redirected v] [ Frint l Preview l Setup l O ]

Service Item Purge allows you to find and remove service items that were sold on or before a certain
date and that meet other requirements. It is best to first purge service history first to make sure there
is no history for these items.
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Sales History Conversion

ﬂ Update Service ltems and Warranty from Invoice History (SMC... E =] @

Thiz utility iz designed to azsist you in restoning lost service itemz and warranty
information.

Thiz utility reads pour invoice hiztony detail file and extractsz information required to zet up
the onginal item and senal number, and to add extended warranty infarmation where
appropriate.

Y'ou will heed to have completed the entry of the warranty information in this module and
the Service Tracking options in [rventary [tem Maintenance befare running this utility.

[F pou chooze to correct item descrptions and customer addreszes, the program will make
a zecond pazz through all the zervice items an file to compare the description o the |/
item master and/or the zold-to and end user addresses to the A/ customer master.

Beginning Invoice Date 1141980 :
Ending Invaice Date 1243142599 :
Restore Mizzing Service [tems o

Create Service ltems for Mon-Senalized [tems

Restore Warranties Sold

Agzign Oniginal Warranty i Blank v
Corect ltem Descriptions

Corect Custorner Hames and Addresses

Restore Mizzing Purchaze Information

The Sales History Conversion Utility will read through the A/R Invoice History and recreate any Service
Items that are missing. It will also update extended warranties that were sold through S/0 invoicing
when the service item was first shipped.

This utility is useful not only for restoring master file data after a system crash or file corruption, but it
can be used to create Service Items quickly if you have just begin to use Service Center, but have been
using Sage 100 ERP® S/O and I/M for a while.

Note that you must set the Service Tracking options for all the items in inventory for which you wish to
create Service Iltems. For more information, see Service Item Setup in Inventory Management.

If you choose to correct item descriptions and customer addresses, the program will make a second
pass through all Service Items on file to compare the descriptions to the I/M item master and/or the
sold-to and end user addresses to the A/R Customer Master.

Beginning Invoice Date - Enter the earliest invoice date you wish the program to evaluate when
searching the invoice history.

Ending Invoice Date - Enter the latest invoice date you wish the program to evaluate when searching
invoice history.
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Restore Missing Service Items - Check this box if you want the program to create service items that
are missing based upon sales of items in the invoice history lines. If an item code found on an invoice
history line is set up to create a service item upon sale, this program will create the appropriate
service item from the invoice.

Create Service Items for Non-Serialized Items - Check this box if you wish to create service items for
non-serialized items. This is a tricky thing to do. For non-serialized items, the serial number is created
on-the-fly based upon the date or the invoice number followed by sequence number. When this
program runs, it cannot know what sequence number was used the first time, so it cannot evaluate if
the service item is already on file. Check this box only if you are creating service items for units that
you are certain have never been set up before. This would be the case if you have just install Service
Center for the first time, or just turned on the Track In Service option in the Inventory Management
Service Item Setup.

Restore Warranties Sold - If you have used miscellaneous item codes to sell additional warranties on
the same invoice that the original service item is sold, check this box to make sure those warranties
are also restored.

Assign Original Warranty If Blank - If this box is checked, when the program finds an invoice line that
sells a product and the service item for that sale already exists, but the original warranty is blank on
that service item, it will use the default warranty from the inventory item code to assign the warranty
with the beginning warranty date set to the invoice date. This is useful if an inventory item was not
correctly set up with a default warranty when it was first sold.

Correct Item Descriptions - Check this box if you want the program to correct the service item
description if it does not match the inventory item code description.

Correct Customer Names and Addresses - Check this box if you want the program to change the
service item customer name and address, both or the sold-to and the end user, to match the
associated A/R customer record.

Restore Missing Purchase Information - Check this box if you want the program to find the original
receipt of the serial number and update the service item purchase information based upon that date
and the default vendor warranty that was set up in inventory management Service ltem Setup.

Update Service Item Totals

ﬂ Update Service Item Totals El [=] @

Service item totals will be recalculated
bazed on the service item enty history

The Update Service Item Totals utility will read through the service history and recalculate the totals
for each service item. These totals include:

TotalWarrantyHours

TotalWarrantyLaborCost

TotalBillableHours
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TotalServiceLaborCost
TotalServicelLaborSales
TotalServiceMaterialCost
TotalWarrantyMaterialCost
TotalMaterialSales

The primary reason for running this utility is when you have upgraded from a legacy version of Service
Center (Service & Warranty Management) which did not maintain these totals. It does not do any
damage to run it again if you are not sure.

Correct Received Dates
ﬂ Correct Received Date E =] @

Thiz utility will read through Sk_531ServiceltemE ntry and
Sh_b31ServiceltemEntyHiztory and make sure received date iz set comecty.

In an early version of Service Center the Actual Received Date was not being set correctly when the
status was changed. This utility will read through the service item entry and service item entry history,
then read through the status history for each entry, determine the correct received date, then put
that received date in the Actual Received date field on the service item entry.

Copy Help Files to Workstation

Copy Help Files EE

Do you want to copy the ASI Service Center Help files to your workstation now

PaServicehservice SO0 MASID helph SM.CHM

to

ChProgram Files (86 Commen Files\SagetCommon
Compeonents\Helph5.0005M. CHM

Yes ] | Mo |

Help files for Service Center are delivered in a compiled help format (.CHM). For security reasons,
Microsoft Windows does not allow this type of file to be viewed across a network connection, so Sage
100 ERP requires that the file be copied to the workstation in a special folder designated for that
purpose. Before you can use the pop-up help for Service Center, you must copy the SM.CHM help file
from the Sage 100 ERP\help folder on the server to the special help folder on your workstation.
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For each workstation that wishes to use the Service Help Files, simply select the Copy Help Files to

Workstation menu option. It prompts to make sure you want to proceed. When you click Yes, the

copy is performed.

Remove Update Service Orders

=ERemove Updated Servic... Sl |

Thiz utility wall remove all updated
Service Orders from curment files.

[ Proceed I
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Sage 100 ERP Integrations

Service Center installs as a module in the Sage 100 ERP product line and acts just as any other Sage
100 ERP module would act. It also tightly integrates with Inventory Management, Sales Order and
Accounts Receivable. In order for everything to work seamlessly, some changes have been made to
other modules and are explained in this section.

Inventory Management
Service Center integrates closely with Inventory Management similarly to Sales Order. There are two
specific changes that Service Center makes to inventory Item Maintenance as described below.

e Service Item Setup - Set an item to "track in service" so that a service item is automatically
created every time a particular item is sold.

e Service Orders for Item - On the Orders panel in Item Maintenance, you can see which service
orders are selling or returning the item code you are viewing.

Service Iltem Setup

= Itern Maintenance (SMC) 2/16/2013 EI@
llem Code [GE-MD750 4 4 b bl | Renumber...| [ More.. E]
Dezcrption  GE Fancy Router and Firewall @
1. Main 1 ] 3. Quantity ] 4. History ] B, Tranzactions ] E. Orders 1 7. Cost Detail ]
Confirm Cost Increaze in Receipt of Goods [l Sales Tax Clazs T % T axable
Print Receipt Labels Yeg—v Purchazes Tax Clasz Tk % T axable
Explode Kit Items Prampt
Mext Lot/Serial Number ROA07 Fouting Mo,
Buyer Code Q,
Cammission Methad Fercent of Grass Profit = Flanner Code Q,
Commission Rate 0.000% Image abc_gb-md750.jpg L"-“_,_‘ i)
B aze Commizsion a0
Inactive ltem [F ;
Lllowe Returng 0 Allow Back Orders
Reztocking Charge Method Mone Allow Trade Dizcount
Restocking Charge Rate 000z Allocate Landed Cost
Categories
COLOR BLALCK,
SIZE
STYLE
CATALOGUE REFH PO033-0203

\Ef' [ Accept l Cancel l Delete E
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A new button has been added to the Additional panel in ltem Maintenance and Item Inquiry. If you
want a new service item to be created each time this item is sold, click this button and set up the
default service item creation fields as shown below.

e Item Maintenance (SMC) 2/16/2013 (o= =]
Item Code | GE-RDFE0D 4 4 b kB = [ Renumber. .. [ More... B
Description |GE Fancy Router and Firewall @

1. Main ] 2. Additional ] 3 Quantity ] 4. Higtary ] A Tranzactions ] E. Orders ] 7. Cost Detail ]
Confirm Cost Increase in Receipt of Goods [l Sales Tax Clags T C% T axable
Print Receipt Labels e Purchases Tax Clagzs | T % T axable
Explode Kit tems Frompt
Mext Lot/Senal Mumber RO0oY Fouting Me.
] ﬁ Service Tracking Options @ %
Commi
Carnmi b-rd S| i il
Bnmm||: Track az Service [tem e = & @
= Driginal Waranty Code TYRPARTS Q@
Defaul Verdor Wananty Code  1YRPARTS G O |ntemet Enabled
Allow B Curnulative Total Sold Service...
Restoc
Fiestoc
Catego
COLOR BLALK,
SIZE
STYLE
CATALOGUE REFH PODS3-0203

':E:' l Accept I LCancel I Delete E]

Track as Service Item - Check this box if you want a service item to be created every time this item is
sold through Sales Order order processing and invoicing. For more information about service items,
take a look at Service Items.

Original Warranty Code - Select a warranty code to assign to each new service item created
automatically when this item is sold.

Default Vendor Warranty Code - Select a warranty code to assign as the vendor warranty on the
purchase tab of the service item.

Cumulative Total Sold - Each time one of these items is sold and creates a service item, this counter is
incremented.
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Service Orders for Item

E Iterm Maintenance (SMC) 3/4,/2013

Item Code  |GE-MDYES
Dezcrption  MODEM 300

1. Main ] 2 Addiional ] 3. Quantity ]

1 Purchase Order ) Sales Order

Swc Order... Type  Customer Mo, Customer Hame

000112 Stand.. OTBPTEST
Q00MEZ  Stand.. 02-BAYPYRO
Q000165 Stand... 02-ATOZ AToZ Carpet Su...

Ordered 1.00-

T

BP Tezt Cuztomner

OrderDate  ‘Whee Ordered Gﬂ

1112003 000 2.00 Q}}
Bay Pyrotronics C... 3/24/20010 Qoo 1.00-
427200 Q0o 1.00-

oo ... 01-ABF American Busines. ..

=3 Bl =
4 4 bk K E [Henumlger...][ Mare... E]
=

4. Higtary ] & Tranzactions ] E Orders ] 7. Cost Detail ]

@ Service Order

035

pes
ket

User's Manual

l Accept I LCancel ] Delete m
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Service G/L accounts

& Product Line Maintenance (ABC) 8/21,/2013

ProductLine |[Cts | 14 4 B Bl Apply...
Descrption  |CABLES & ACCESSORIES

1. Main ] 2 Accaounts I

Aocount | G/l Account Mo, | Deszcription | FPost by ‘whs =
Purchazes Clearing 200-03-00 Purchazes clearing accaunt ]
PO Y ariance Adjustment 960-00-04 Mizcellaneous ]
tfg W ariance Adjustrment 9&0-00-04 Mizcellaneous ]
Rk Scrap 116-00-00 [Fventony-Scrap [wf
Repairs In Process 117-00-00 |mwventory-Hepairs in Process [
Repairs Clearing 118-00-00 [rventory-F epairs Clearing [wf
Service Matenal Sales 400-01-m Digtribution zales - E ast ]
Service Matenial Cost 450-01-M Purchazes - East ]
Service "Wy Material Cost 745-00-04 |Itilitigs ]
Labior Sales 400-02-00 Service fees ]
Labar Cozt 195-00-00 Saoftware costs [het] ]
Labiar " arranty Cost 450-01-02 Purchazes - West ]
Service Returns 42R-00-02 Returnz & allowances - West ___________________________ |:| ___________________
+] | o

[ &ccept l Cancel I Delete lél@l

Several new G/L accounts have been added to the Product Line Accounts.

Service Material Sales - This account will be used as a default Sales account when a new item has been
added to the grid on the lines panel of the service order if the Use Service G/L Fields from Product Line
option is selected in Service Order Options.

Service Material Cost - This account will be used as a default Cost of Goods Sold account when a new
item has been added to the grid on the lines panel of the service order if this item is not covered by
warranty and the Use Service G/L Fields from Product Line option is selected in Service Order Options.

Service Warranty Material Cost - This account will be used as a default Cost of Goods Sold account
when a new item has been added to the grid on the lines panel of the service order if this item is
covered by warranty and the Use Service G/L Fields from Product Line option is selected in Service
Order Options
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Labor Sales - This account will be used as a default Sales account when a new Labor Item has been
added to the grid on the lines panel of the service order if the Use Service G/L Fields from Product Line
option is selected in Service Order Options.

Labor Cost - This account will be used as a default Cost of Goods Sold account when a new Labor Item
has been added to the grid on the lines panel of the service order if this item is not covered by
warranty and the Use Service G/L Fields from Product Line option is selected in Service Order Options.

Labor Warranty Cost - This account will be used as a default Cost of Goods Sold account when a new
Labor Item has been added to the grid on the lines panel of the service order if this item is covered by
warranty and the Use Service G/L Fields from Product Line option is selected in Service Order Options

Service Returns - This account will be used as a default Sales account when a new item has been
added to the grid on the lines panel of the service order when you are entering parts and charges for a
Credit Return or an Exchange service item entry and the Use Service G/L Fields from Product Line
option is selected in Service Order Options.
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Sales Order

Service Center is tightly integrated to Sales Order in several ways. The most obvious is that when you
create an invoice from a service order, the invoice is in Sales Order Invoice Data Entry or Sales Order
Shipping Data Entry. You can also use Sales Orders and Invoices to send out demos or loaners which
are then tracked in the Demos and Loaners subsystem, will appear on the Open Demo/Loaner Report,
and can be viewed in Demo/Loaner Record Maintenance. Finally, Service Center adds new fields to
the sales order and invoice tables that you can then add to forms and reports.

Demo Loaner Lines

%Sales Order Entry (ABC) 2/11/2013 ' [T= | ==
Order Humber | 0000734 ld 4 b B = [Eusp:nmer...l [ Credit... ]
1 Header | 2 Addess | 3 Lines ] 4 Totals | 5 CreditCard |User Julia )
% (W (W) - % - Quick Row 2@ & ERE -
Iterm Code Back Ordered Urit Price E stenszion Cornment
1 /C .00 .00o 00
B Geo7at .00 000 00
3 .00 .00o gui]
4 i b
Yendor Mumber | 01-STEY
ema/Loan | Loaner
.Demu
Total Arnount .00

Prirt Order. ..

l Accept I Cancel l E

On the Sales Order Entry and Invoice Data Entry lines panel a new field has been added to the
secondary grid to designate that the item code line highlighted is a demo or a loaner. If you set this
flag to Demo or Loaner, when the invoice is updated the item is not actually relieved from inventory,
but is transferred to the Default Target Warehouse for Demo/Loaner Items on the Service Center
Options Main panel. You can then track that item on the Open Demo/Loaner Report and view it in
Demo/Loaner Record Maintenance on the Setup menu. For more information about demo/loaner
processing, take a look at Demos and Loaners in the Helpful Hints section.

Copyright © 1993-2020 DSD BUSINESS SYSTEMS User's Manual




S/M Service Center 169
Invoice Data Entry
B 5/0 Invoice Data Entry (ABC) 2/11/2013 EI@
Irwoice Mo, (0100167 4 4 F K E Batch 00054 @

1. Header 2 Addess | 3lines | 4 Totak | 5 CreditCard | =
Irwoice Date  2A1/2013 50 IFvnice Type | Standard Invoice | Sales Order Mumber %
Cugtormer Mo. % E—%

Cuzt PO

Order Statuz 1 Step Apply to e # Frit Invoice |
Ship Date 217203 :

Due Date : Terms Code an % Mo Terms

Discount Date = Ship Via @, FoB
Warehousze am % Confirm Ta %

EAST WAREHOUSE E-mail A

Salesz Tax Fezslla,

Schedule C% Cornmert
Split Cormm. Mo
Service Order Mumber 00007145 Ck

JT\

| l Accept I LCancel ]

Wi/

£

A new field has been added to the Invoice Data Entry header. Rather than entering a sales order
number to invoice, you can enter a Service Order Number. You can also use the lookup button or F2
to show a list of service orders. The field has been placed at the bottom of the panel to avoid
rearranging so many standard fields. You can use Custom Office to move the field wherever you
prefer it to be.

Note - In order for a service order to be invoiced at least one of the service item entries must have a
status that indicates it is ready to update and create an invoice. For more information about status
codes take a look at Service Order Status Maintenance.

Once you enter or select a service order, the program will review all the service item entries looking
for those that are ready to bill. If some service item entries will create credit memos (Credit Return
and Exchange) and some will create invoices (Standard and Refurbish), the following message will
appear.

User's Manual Copyright © 1993-2020 DSD BUSINESS SYSTEMS




170 S/M Service Center

4 Sage 100 ERP 5|

?/ The Service Order you entered haz Standard # Refurbizh and ‘Wamanty Replacement / Credit Beturn entries that are ready to be updated.

Click ez to create a Standard Invoice for the Standard / Befurbizh entries. Click Mo to create a Credit Memo for the \Warranty Replacement ¢
Credit Return entries.

The sample order, 0000145, has both credit return and standard service item entries, so it gives a
choice to click Yes to create an invoice from the Refurbish and Standard service item entries or click No
to create a credit memo for the Credit Return and Exchange service item entries.

Credit Memo - If you click No, the Invoice Type is changed to Credit Memo. Once you fill out the
header fields as desired and click on the Lines panel, the program will prompt for which service item
entries you wish to invoice.

= 5/0 Invoice Data Entry (SMC) 3/6/2013

=) =] 3
Invoice Mo, | 0100332 4 4 & B = Batch | 00020 @ [':USEDITIET---I [ Credit... ]
1 Header | 2 Addess | 3 Lines ] 4 Totels | 5 Credt Card | =
Quick Fow ijf=2 R =R =
E Select Service Entries to Invoice @
Daouble click on the service iter entry to select/dezelect it
Entry Mo Description [tem Code Serial Mo
Qoo 7 return 1001-HON-H252 01007 23-0000001
| Selectal | Deselecta | ok @) | m

I:E:I l Accept I LCancel l E

You must select which of the service item entries you wish to invoice. Double click on a row to change
the Select column to YES or NO. The Select All button on the lower left will automatically set them all
to YES while the Deselect All button will set all the rows to NO.

Once you have selected all the service item entries you wish to ship, click OK and all the associated
lines from the service order will be copied to the invoice. Note that the item being returned is shown
on the first line. If you set the New Item Code and New Serial Number when you entered the service
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item entry, you will not see the original item code for the service item, but the new item code. The
New Item Code and New Serial Number will be put back into inventory. For more information see

Service Item Entry Columns.

B 5/0 Invoice Data Entry (SMC) 3/4/2013 =
Irwoice Mo, | 07100182 4 4 b kM E Batch 00073 @ [EUSIUITIET---I [ Credit... ]
1Header | 2 4ddress | 3 Lines ] 4 Totals | 5 Credt Card | =
L ﬂﬂlm - Quick Fow 2@ % -
Iterm Code Ordered Shipped Idrit Price Extension Comrment
1 1001-HOM-H252 1.00 1.00 a4.000 a4.00
BN & 00 00 000 00
4 T b
Description -
W arehouze
drit OF Measure
Back Ordered o
Tatal Arnount 84.00

Quick Print | 1)

l Accept I LCancel l

&0

Invoice - Click Yes to create an invoice from the Refurbish and Standard Service Item entries. Once

you've done that, the Invoice Type is set to Invoice (rather than Credit Memo) and you can proceed to
edit any of the header fields you wish to change. Once you click on the Lines panel, the dialog will pop
up asking you to select the service item entries to invoice.
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= 5/0 Invoice Data Entry (SMC) 3/6/2013

Irwoice Mo, | 0100353 4 4 b kM E Batch 00020 @
1. Header } 2 Address ] 3. Lines ] 4 Totals }5. Credit card]

Quick Raw oA

[Eusﬁumer...” Credit... ]

=

"I"l]

P

E Select Service Entries to Invoice

Daouble click on the service iter entry to select/dezelect it

Entry Mo Description [tem Code Serial Mo
Q00003 Smart Phane GE-MD7I1 1161
Qoooi g MP3 Player GE-MD7AR0 B4351-0

[ Select Al ] Deselect Al ]

S5 EES-
==

ok @) | m

P it
(0]

s

l Accept I LCancel l E

You must select which of the service item entries you wish to invoice. Double click on a row to change
the Select column to YES or NO. The Select All button on the lower left will automatically set them all

to YES while the Deselect All button will set all the rows to NO.

Once you have selected all the service item entries you wish to invoice, click OK and all the associated
lines from the service order will be copied to the invoice lines. Note that there is a comment line at

the top that represents the actual service item.
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B 5/0 Invoice Data Entry (SMC) 3/4/2013 =
Ireeoice Mo, | 01007183 4 4 & B = Batch 00073 @ [EUSIUITIET---I [ Credit... ]
1. Header } 2. Address ] 3 Lines ] 4. Totals } 5. Credit Card ] =
% M0 - Quick Row 4 ap =T
Iterm Code Warehousge Ordered Shipped
1 /C .00 00 Standard zervice itemn. Item Code: GE-ML...
2 | BEBD ao 1.00 1.00
3 | /REPAIR LABOR 3.00 2.00
N % 00 00

nit Of Measure i
Dezcription
E =tenzion 0o
Back Drdered .00
Lt Price onn T

Total Arnount 434.00

(oo [ 2owa | 0 [B]O)

Once the lines are copied to the invoice, you can proceed as you normally would to ship the items.

Add Lines - If you have copied in one service item and then decide that you can ship a second or more

service items, click the Add Lines button and select additional service items entries just the way you
did before.

Cancel or Delete - If you cancel a shipment record before it is saved, or if you delete an existing
shipper that came from a service order, the service order status is changed to the Status To Use if
Invoice Deleted from the Service Center Option Main panel.
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Shipping Data Entry

&4 Shipping Data Entry (SMC) 3/4/2013 = = ==
ShipperID |1 Ship Date 3442013 j Order Mo. Batch Mo ooyg
Shipping Mo. 0100186 Ship Status  Mew S0 Created By

Custorner Mo, 01-ABF Buziness Futures

1. Lines 2 Shipping ] Service Order Mumber 0000051 C%
Item Code Q, -~ Duick Row 1@ £ Pkg o001 [ B S -
Item Code Ordered Shipped Back Ordered Cormment
Bl .00 .00 00 Standard service iter. Item Code: TESTY...
2 | 2480-8-50 1.00 1.00 0n
Description -
Wi arehousze
1)/
Packane -
Add Lines

&t [ncrement l Accept I Cancel ] EJ

A new field has been added to the Shipping Data Entry header. Rather than entering a sales order
number to ship, you can enter a Service Order Number. You can also use the lookup button or F2 to
show a list of service orders.

Note - In order for a service order to be shipped at least one of the service item entries must have a
status that indicates it is ready to update and create an invoice. For more information about status
codes take a look at Service Order Status Maintenance.

Once you enter or select a service order, the program will show a list of service item entries on that
order that are complete and ready to invoice. Since Shipping Data Entry cannot create credit memos,
only Standard and Refurbish service types will show on this selection panel.
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2= Shipping Data Entry (SMC) 3/4/2013 ' =)= |
i >hipping Data Entry (SMC) 3/4/ =
Shipper D |1 aF Ship Date 3402013 )| Order Mo % S Batch Mo. QooFa
Shipping Mo. Ship Status S0 Created By
Custarmer Mo,
1. Lines 2 Shipping ] Service Order Mumber | 0000051 Ck
ltem Code E Select Service Entries to Invoice @
Double click on the service item entry to select/dezelect it —
Entry Mo Description Itemn Code Senal Mo
Q00om Q000 TESTI TESTI
Juj/uinne Qo000 TESTZ TESTZ
Q0003 Q00003 TEST3 TEST3
Descrig
adanehy
11
Packs
| Selectall | Desslectl | x| @]
Duiu:l_q Print l BT l L | L J l__@

You must select which of the service item entries you wish to invoice. Double click on a row to change
the Select column to YES or NO. The Select All button on the lower left will automatically set them all
to YES while the Deselect All button will set all the rows to NO.

Once you have selected all the service item entries you wish to ship, click OK and all the associated
lines from the service order will be copied to the shipping record. Note that there isa comment line at

the top that represents the actual service item.
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&= Shipping Data Entry (SMC) 3/4/2013 =N =E ==
Shipper D |1 Ship Date 34452013 : Order Mo Batch Mo. ooy
ShippingMo. 0100186 Ship Status Mew S0 Created By
Customer Mo, 01-ABF American Bugziness Futures
1. Lines 2 Shipping ] Service Order Mumber 0000051 Ck
Item Code Q, - Duick Row 1@ £ Pekg 000l [ & S -
Item Code Ordered Shipped Back Ordered Cormment
Il .00 .00 00 Standard service item. Item Code: TESTY...
2 | 2480-8-50 1.00 1.00 on
Dezcription -
Wi arehouze
11/
Package -
Add Lines

&uta Increment [ l Accept I Cancel ] EJ

Once the lines are copied to the shipping record, you can proceed as you normally would to ship the
items.

Add Lines - If you have copied in one service item and then decide that you can ship a second or more
service items, click the Add Lines button and select additional service items entries just the way you
did before.

Cancel or Delete - If you cancel a shipment record before it is saved, or if you delete an existing
shipper that came from a service order, the service order status is changed to the Status To Use if
Invoice Deleted from the Service Center Option Main panel.

Sales Order Forms

Service Center creates invoices and credit memos in the Sales Order invoicing system. To make the
invoice forms more useful for customers, several new fields are added to the work tables so they can
be optionally added to the Crystal Reports form for invoices. All fields added according to Sage
standards.

D531DemoloanerlLine - "D" if this line is a demo and "L" if it is a loaner line. See Demo Loaner Lines.
D531TechnicianCode - Technician code from the service order line. See Line Columns.
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D531ServiceOrderDetailLineKey - Combine with D531ServiceOrderNo to link to the service order line.
If this is history, D531HeaderSeqNo is also necessary.

D531Replaceditem - If the invoice is shipping out a replacement for an Exchange service item entry,
the original item code from the service item being replaced will be here. See Create Loaner or
Replacement.

D531ReplacedSerialNo - If the invoice is shipping out a replacement for an Exchange service item
entry, the original serial number from the service item being replaced will be here. See Create Loaner
or Replacement.

D531ServiceltemEntryLineKey - Combine with D531ServiceOrderNo to link to the service item entry
record. This is also the Service Item Entry number. If printing from history, D531HeaderSeqgNo is also
necessary for the link.

D531ServiceOrderNo - The service order number that created this invoice.

D531HeaderSeqNo - The header sequence of the service order if printing from history.
D531Returnltem - If "Y", this is an item being returned to stock because of a Credit Return or a
Warranty Replacement service item entry.

D531NewltemCode - For refurbish, credit return or warranty replacement service types you can
rename the item code when it's put back in stock. This field holds the new item code you assigned.
D531NewsSerial - For refurbish, credit return or warranty replacement service types you can rename
the serial number when it's put back in stock. This field holds the new serial number you assigned.
D531NewReturnCost - For credit return or warranty replacement service types you can assign a new
cost when it's put back in stock. This field holds the new cost you assigned.

D5310ldItemCode - For refurbish, credit return or warranty replacement service types you can
rename the item code when it's put back in stock. This field holds the old item code from the original
service item.

D5310ldSerial - For refurbish, credit return or warranty replacement service types you can rename
the serial number when it's put back in stock. This field holds the old serial number from the original
service item.

D531ServiceltemLine - If "Y" this is the comment line (or return item line) that represents the actual
service item entry you created on the service order.

D531ServiceltemCode - This contains the service item entry's item code. This is the item that was
repaired.

D531ServiceltemSerialNo - This contains the service item entry's serial number. This is the item that
was repaired.

D531ServiceltemDesc - This contains the description of the service item that was repaired.
D531ProblemDescription - This contains the long problem description from the service item entry.
D531UnderWarranty - If "Y" this service item entry was considered to be under warranty on the
service order date.

D531FromWarrantyDate - The beginning of the warranty period for the service item entry.
D531WarrantyExpirationDate - The ending of the warranty period for the service item entry.
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Serial Numbers List

B Sales Order Entry (SMC) 3/6/2013 = =R
Order Mumber (0000262 44 BB | Customer.. | | Credit.. |

1 Header | 2 Addess | 3 Lines ] 4 Totals | 5 Credit Card |User Julis =

% W) - ® - QuickRow 1 = E& —)c

Iterm Code Ordered Back Ordered Idrit Price Extension Comrment
1 1001-HOM-H252 ‘ 200 oo a4.000 168.00

2 .00 .00 .oaa .00

PO Mumnber o
PO Req Date
Demofloan
(Gerial NOs List | ABF1243, FOGAS63 )

— —s -

Total Arnount 168.00

[Printgrder...lF'rintF'ic:I_q... HecalcF‘rice] l Accept I LCancel ] E]

Serial Numbers List - On the Sales Order Entry, Invoice Data Entry and Shipping Data Entry lines panel
a new field has been added to the secondary grid to allow entering a list of serial numbers that will be
used in creating service items for non-serialized inventory items.

Note This field is not available if the Get Serial Numbers from Line Entry box is not checked in Service
Order Options (see Line Entry Tab) or the line item is not set up for service tracking (see Service Item
Setup).
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Accounts Receivable

Since Service Center is well integrated to Accounts Receivable, there are added features in this module

to give you the information you need for good customer service.

Customer Inquiries

ﬁ Customer Maintenance (SMC) 2/16/2013

Customer Mo, |01-4BF

M ame

4 4 b b E

American Businesz Futures

(o] O =]

[Henuml;er...] [ bare... B

1. Main ] 2. Additional ] 3. Statishics 4. Surnmary ] 5. Hiztary ] B Invoices ] 7 Transactiunsl 2. 5/0z ]

Address 2131 M. 14th Strest £ TemsCode 01 G MNet30Days
Suite 100 Primary Contact — ARTIE JOHM Ck Artie Johnzan
Accounting D epartment Ship Code PSS BLUE %

ZIP Code 53205-1204 Primary Ship Ta 2 % Arnenican Business Futur

City ilvaukes State  wl

Coumntry ISA Ck Irited States of America Tax Schedule W] MILMIL %

Residential Addr [7] Wbk es

Salesperson 0100 @ Jim Kentley

Telephane [414) BER-4787 Ext 219 Credit Hold 1 B

Fax Credit Limit 120,000.00

. : y -~ - “\_"
E-mail Addresz  artiel®@zage. sample. com [ ( : ]
AL &ddress vy, abf, com @ \‘H,______ ____,,e-"/

I:E:I [ Accept I LCancel I Delete E

On the A/R Customer Maintenance and A/R Customer Inquiry Main tab, a new button with a drop
down menu has been added to allow you to inquire on Service Center records related to that
customer. When you click the button you get a drop down menu.

Service Orders

Service History

f End User Service ltems ]

Dealer Service Items

User's Manual Copyright © 1993-2020 DSD BUSINESS SYSTEMS




180 S/M Service Center

Service Orders - Selecting Service Orders will pop up a lookup window to show all the service orders
that are currently in process for this customer. If this customer is assigned on the service order
header, that order will display in the list, regardless of who owns the service items being repaired.

Service History - This will show all the service orders, past and present, that exist for this customer. In
the list that is popped up, one of the fields will show whether the order shown is history, current, or
deleted.

End User Service Items - Selecting this option will pop up a list of all the service items for which this
customer is assigned as the End User customer.

Dealer Service Items - The dealer is also the sold-to customer. This option will show all the service
items on file for which this customer is assigned as the sold-to customer.

Drill Down - 2! All of the menu options will bring up an Advanced Lookup showing the selected
records. It is valuable to know that in these lookups, you can highlight a record and click the drill
down, or Zoom, button to drill into the record. For example, if you are looking at Service Orders, the
drill down button will pop up Service Order Entry and all you to edit that order, as long as you have
role security clearance to do so. If you have selected one of the service item lookups, you can drill
into the Service Item Maintenance for the selected record. When you use the drill down button, you
will not lose your place in the list, so it is very useful for making changes quickly to several records
associated with a customer.

Open Order Calculation

The Customer open order amount is updated every time a sales order or service order is added,
changed or deleted. For sales orders, the open order amount does not include quotes and is
decreased by the amount that has been invoiced. Service Orders are different. In a service order,
the amounts on the totals page are for the complete order, including all the service item entries.

Since it is possible to invoice one service item entry without invoicing others, the totals for a service
order might include amounts that have already been invoiced. These amounts will still show up in the
open order field.

Customer Memos

Service Order Entry allows you to pop up Customer Memos in the same way Sales Order Data Entry
does. You can tailor this feature in the A/R Memo Maintenance feature or in Common Information
Memo Maintenance. It is possible, though, that Service Order will not show up in the list after you
first install Service Center. If you are in A/R Memo Maintenance and have selected Customer type
memos for a particular role, check to see if there are four entries for Service Center. Below is a screen
with the default entries, lacking any for Service Center. To get the Service Center options to show up,
click the Reset All to Defaults button as shown.
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ﬂ Memo Manager Maintenance (SMC) 3/4,/2013 E'@

Module Acoounts Beceivable 4 4 b Bl
bemo Type | Customer 'I Copy...

Role Admit Ck Adrninigtratar | e e |
Tazk b emo Options Auta Dizplay \%
Cashecepis Erty Weo o 0- O
2 Commigzion Edit Maintenance b aintain - ]
3 | Customer Maintenance M aintain - [
4 Finance Charge Entry Hide - ]
5 | AR Invoice Data Entry Shiow - ]
B | &R Repetitive [nvoice Entry Show - ]
7| Bba Inguirg Hide - ]
& | BMa Receipts Entry Hide - ]
9 | Bk Drata Entry Hide - ]
10 | 50 Invaice Data Entry Hide - ]
11 | Sales Order QuoteHiztony Ing Shiow - ]
12 | Sales Order Entry Hide - ]
13 | Shipping Data Entry Hide - ]

| fccept | Corcel | S| @]

When the button is clicked, the system will prompt you to approve the action.

& Sage 100 ERP =

‘:/I Thiz function will rezet the selections far the current rale to the default zettingz. Do you want bo continue?
L]
o
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If you answer "Yes", the new options will appear as shown in the screen below. You will need to do
this for all roles.

= Memo Manager Maintenance (SMC) 3/4,/2013 E'@

Module fccounts Receivable 4 4 B B
Memo Type | Custamer 'I

Raole Adrnin % Adrniniztrator
Tazk b emo Options Auta Dizplay ?#
1 Cazh Receipts Entry Hide - ]
2 Commigzion Edit Maintenance b aintain - ]
3| Cugtomer lnguirg Shiow - [
4 Customer b aintenance b aintain - [
5 | Finance Charge Entry Hide - ]
B | &R Invoice Data Entry Show - ]
7 | AR Repetitive [nvoice Entry Show - ]
g | Bk Inguiry Hide - ]
9 | RMA Receiptz Entry Hide - ]
10 | Abd& Data Enty Hide - ]
11 | Service ltem Data Entry M aintain - [
12 | Service Histary Inguiry Show - [«
13 | Service Order Inguiry Show - [
14 | Service Order Entry Show - [«
15 | S0 Invoice Data Entry Hide - ]
16 | Sales Order QuateHiztary Ing Show - ]
17 | Quick Order Entry M aintain - [
18 | Sales Order Entry Hide - ]
13 | Shipping Data Entry Hide - ]

| fccept | Corcel | S| @]
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Purchase Order

Auto Generate from Service Orders

ﬁ Auto Generate from Service Orders (SMMC) 2/16/2013

Service Entry Tepes to Generate From

(= O =]

&l Types Standard Frefurbizsh Price Quotes Credit B eturn Exchange
Procurement Tepes bo Generate

All Topes bl ake Buy Subcontract

Product Types to Generate

All Types Finizhed Goaods Raw Matenal: Digcontinued Ktz
[tern Types to Generate

&l Types Irventany Special Mizcellansous Laboar
Options

Irizlude Drop Ship Lines IYes v] Summarize Drop Ship Lines by Yendor ]

Baze Order Quantity On ISewice Order Quantity

v] Lpdate Unit Cost with Sve Unit Cost for Drop Ship Lines [T

Update Urit Cost ith | Standard Unit Cost

)

Summarize Multiple [tems by Line [

Include Expired Service Orders [
Cormments to Generate
Inciude Swi Comment Lines IN.:.ne - Include Service Order Item Line Comments[ |
Format PO Header Comment #ith IN.:.ne -
Select Field Operand Wallue -
Service Order Humber All -
Service Order Date all -
Customer Mumber all - -

Default Settings. .

[ Proceed I LCancel E

Use Auto Generate from Service Orders to automatically generate purchase orders for a selected
group of service orders. You can generate purchase orders from all service order types, procurement
types, product types, and item types, and you can include the service order header comment and/or
comment lines. You can automatically summarize multiple lines with the same item into one line on
the purchase order, or create a single purchase order for all drop ship items with the same vendor by

sales order.

The purchase quantity can be based on the service order quantity, or the reorder quantity. Separate
purchase orders are generated for any drop-ship items contained in the selected service order range.
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If you previously made a selection, but did not complete the generation process, you can make
additional selections, or you can click Clear to clear the previous selection(s) and restart the
generation process.

Note The system does not check whether the Inactive Item check box in Item Maintenance is selected
for items included on orders created using this task.

Note Orders are generated only for those items that have a vendor specified on the service order line,
and if the service order is not being invoiced.

Note A warning message dialog box appears if you attempt to access Auto Generate from Service
Orders while Auto Reorder Selection is in process. This prevents you from automatically issuing
duplicate purchase orders for the same items.

Service Entry Types to Generate From - Select one or more service entry types to include when
generating the purchase orders, or select the All Types check box to include all sales order types.

Procurement Types to Generate - Select one or more procurement types to include when
generating the purchase orders, or select the All Types check box to include all procurement types.
These fields are available only if the Purchase Order and Service Order modules are integrated
with Inventory Management.

Product Types to Generate - Select one or more product types to include when generating the
purchase orders, or select the All Types check box to include all product types. These fields are
available only if the Purchase Order and Service Center modules are integrated with Inventory
Management.

Item Types to Generate - Select one or more item types to include when generating the purchase
orders, or select the All Types check box to include all item types. The Inventory check box is
available only if the Purchase Order and Service Center modules are integrated with Inventory
Management.

Include Drop Ship Lines - Select an option to determine whether to include drop-ship lines when
generating the purchase orders.

o Select Yes to include drop-ship lines.
o Select No to exclude drop-ship lines.
o Select Only to generate the purchase orders for drop-ship lines only.

Base Order Quantity On - Select the quantity type to base the order on. For drop-ship orders and
non-inventory items, the order quantity amount is based on the quantity entered on the service
order.

o Select Service Order Quantity to set the ordered quantity on the purchase order to
equal the quantity entered on the service order.
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e Select Reorder Qty / Reorder Qty by Whse / Reorder Qty for Default Whse to use the
item's reorder method from the Item Warehouse file. If Reorder Qty for Default Whse is
selected, the default warehouse will automatically be assigned to the line item during
generation regardless of the warehouse assigned on the services order. This option is
available only if the Purchase Order module is integrated with Inventory Management
and an option other than Only is selected at the Include Drop Ship Lines field. For more
information, see Reorder Maintenance and Inventory Reorder Report.

Note In Inventory Management Options, if the Require Multiple Warehouses check box
is cleared, Reorder Qty appears, if the Require Multiple Warehouses and Reorder by
Warehouse check boxes are selected, Reorder Qty by Whse appears, and if the Require
Multiple Warehouses check box is selected and the Reorder by Warehouse check box is
cleared, the Reorder Qty for Default Whse appears.

Update Unit Cost With - Select one of the following options to indicate which unit cost to use.

e Select Last Unit Cost to update the purchase order unit cost with the last cost in Item
Maintenance. This option is available only if the Purchase Order and Service Order
modules are integrated with Inventory Management, or if the Inventory check box at
the Item Types to Generate field is selected.

e Select Standard Unit Cost to update the purchase order unit cost with the standard unit
cost from Item Maintenance. This option is available only when an option other than
Special is selected at the Item Types to Generate field.

e Select Average Unit Cost to update the purchase order unit cost with the average cost
from the item's warehouse in Iltem Maintenance. If the average unit cost from the
item's warehouse is set to zero, the average unit cost of the item is used. This option is
available only if the Purchase Order module is integrated with Inventory Management
or if the Inventory check box at the Item Types to Generate field is selected.

e Select Svc Unit Cost to update the purchase order unit cost with the service order unit
cost. The service order unit cost is based on the total amount paid for the item.

e Select Svc Unit Price to update the purchase order unit cost with the service order unit
price.

o Select Costing Hierarchy to update the purchase order unit cost using the costing
hierarchy. For more information, see Defining the Hierarchy of Costs. This option is
available only if the Purchase Order and Service Order modules are integrated with
Inventory Management, or if the Inventory check box at the Item Types to Generate
field is selected.

Note When generating purchase orders for special items, the service order unit cost will be
used unless the service order unit price is selected. When generating purchase orders for
miscellaneous items, the standard unit cost will be used when Average Unit Cost, Costing
Hierarchy, or Last Unit Cost is selected at this field.
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Summarize Multiple Items by Line - Select this check box to summarize items that appear multiple
times for a vendor and where the Drop Ship check box is cleared for the service order line item;
one detail line is generated to order the total quantity for an item included on multiple service
orders in the entered range. Clear this check box to generate a separate detail line for each item
when the same item is ordered on multiple service orders. This field is available only if an option
other than Only is selected at the Include Drop Ship Lines field.

Include Expired Service Orders - Select this check box to include expired service orders. Clear this
check box to exclude expired service orders.

Note If the RMA expiration date on the service order is prior to the system date, the service
order is expired.

Summarize Drop Ship Lines by Vendor - Select this check box to include items that appear multiple
times on the same service order with the same vendor in one drop-ship purchase order. Clear this
check box to create a purchase order for each item. This field is available only if an option other
than No is selected at the Include Drop Ship Lines field.

Update Unit Cost with Svc Unit Cost for Drop Ship Lines - Select this check box to update the
purchase order unit cost with the service order unit cost for drop-ship orders only. Selecting this
check box will override the selection made at the Update Unit Cost field for drop-ship lines only.
Clear this check box if you do not want to update the purchase order unit cost with the service
order unit cost for drop-ship orders. This field is available only if an option other than No is
selected at the Include Drop Ship Lines field.

Note When the Summarize Drop Ship Lines by Vendor check box is selected, the unit cost
on the item line must match in order to summarize it.

Add Service Order Customer Detail as a Comment Line - Select this check box to add the service
order customer detail information as a comment line on the purchase order. Clear this check box if
you do not want to add the service order customer detail information as a comment line. This field
is available only if the Combine Service Orders by Vendor check box is selected in Service Order
Options and the Summarize Multiple Items by Line check box is selected.

Include Svc Comment Lines - Select whether to include comments originating from the service
order on the purchase order.

o Select Following Item Only to include any comment lines following the item on the
service order.

o Select Preceding Item Only to include any comment lines prior to the item on the
service order.

o Select None to exclude all service order comment lines.

Note When summarizing lines and/or combining service orders by vendor, each comment
line for the item is included. For example, if there are three items that can be summarized
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and each has a corresponding comment line, three comment lines will appear on the
purchase order following the item.

Include Service Order Item Line Comments - Select this check box to include the service order
item line comments. Clear this check box to exclude the service order item line comments. This
field is not available if the Summarizing Multiple Items by Line or Summarizing Drop Ship Lines by
Vendor check box is selected.

Format PO Header Comment With - Select the format of the purchase order header comment to
use when generating the purchase order.

e Select Customer PO No. to include the customer purchase order number from the
service order.

e Select Customer PO No. + Customer Name to include the customer purchase order
number, a semicolon, and the customer name from the service order, which will be
truncated.

e Select Customer PO No. + Ship To Code to include the customer number, a semicolon,
and the service order ship-to code from the service order.

e Select Customer PO No. + Ship To Code + Customer Name to include the customer
purchase order number, a semicolon, the ship-to code, a semicolon, and the customer
name from the service order, which will be truncated.

e Select Service Order Header Comment to include the service order comment from the
Header tab on the purchase order Comment field on the Header tab.

e Select None if you do not want to format the purchase order Comment field on the
Header tab.

Operand - Select an operand to limit your selection to a particular value or range of values. When
selecting a value using the Lookup button or entering a value directly into the Value field (and
moving out of the field), the operand automatically changes to Equal to. Likewise, when selecting a
value using the Lookup button for a range or entering values directly into both Value fields, the
operand automatically changes to Range.

The following operands are available.
Operand Operand Function
All Selects all information for the Select Field.

Selects only the information for the Select
Begins with Field that begins with the value entered at
the Value field.
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Selects only the information for the Select
Ends with Field that ends with the value entered at the
Value field.

Selects only the information for the Select
Contains Field that contains the value entered at the
Value field.

Selects only the information for the Select
Less than Field that is less than, but not equal to, the
value entered at the Value field.

Selects only the information for the Select
Greater than Field that is greater than or equal to the value
entered at the Value field.

When Range is selected, two Value fields are
used. Information is selected that is greater
than or equal to the first value entered and
less than or equal to the second value
entered at the Value fields.

Note Entries at the "From" Value field may

Range change to the entry made at the "To" Value
field, if the "From" Value contains a
lowercase letter and the "To" Value contains
an uppercase letter. This occurs because
lowercase letters are greater than uppercase
letters. For example, if 01a is entered at the
"From" Value field and 01C is entered at the
"To" Value field, the "From" Value field
changes to 01C.

Selects only the information for the Select
Equal to Field that is equal to the value entered at the
Value field.

Selects only the information for the Select
Not Equal to Field that is not equal to the value entered at
the Value field.

Additional operands are available for date Select fields. The system date is used to calculate the
date ranges. When one of the date operands is selected, the Value fields automatically default to
the appropriate dates.
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You can use commas (,) to separate multiple values; however, if your selection values already
contain commas, you must use alternate separators to separate them.

Note When alternate separators are used, the value list must end with the alternate separator
character.

The alternate separators include the following:
~lEH#S%MN&*()=[I\;"/_+{}]:<>?

Note If you enter a value that contains a comma (for example, if a vendor number is 01-
SAGE,WEST), then you must enclose the value with an alternate separator (for example, %01-
SAGE,WEST%). Because the comma is a separator, if the value is not enclosed in alternate
separators, the system can search for two incorrect values (for example, "01-SAGE" and "WEST",
instead of "01-SAGE,WEST").

If your company uses commas in item codes, use an alternate separator to select one or multiple
item codes.

Value - Enter a value based on the operand entered, or click the Lookup or Calendar button to
select a value from the list. Multiple values can be entered by using a comma or alternate
separators to separate values.

You can enter single or multiple values as follows:
Operand Value
All Selects all information for the Select Field.

Multiple values are separated by a comma or
Begins with alternate separator, and assume an OR
condition.

Multiple values are separated by a comma or
Ends with alternate separator, and assume an OR
condition.

Multiple values are separated by a comma or

Contains alternate separator, and assume an OR
condition.

Less than Only single values are allowed.

Greater than Only single values are allowed.

Both Value fields are used to define a range.
Range Only single values are allowed at each Value
field.
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Multiple values are separated by a comma or
Equal to alternate separator, and assume an OR
condition.

Multiple values are separated by a comma or
Not Equal to alternate separator, and assume an AND
condition.

Note If you enter a value that contains a comma (for example, if a vendor number is 01-
SAGE,WEST), then you must enclose the value with an alternate separator (for example, %01-
SAGE,WEST%). Because the comma is a separator, if the value is not enclosed in alternate
separators, the system can search for two incorrect values (for example, "01-SAGE" and "WEST",
instead of "01-SAGE,WEST").
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Purchase Order Link to Service Order

5% Purchase Order Entry (SMC) 2/23/2013 = aE ==
Order Mumber | 0000003 4 4 & M =
1. Header ] 2 Address ] 3 Lines 4 Totals ] User Julia @,
| Service Order, Al-M |
B Q}} v Quick Fow 1 @ @/ @ EI:IE@ % -
Itermn Code Ordered Back Ordered rit Coszt Extenzion Caor
B 00i-Hon-Hes2 1G 1.00 .00 34,250 34,25
2 | 00 00 000 00
4 T 3
Costing FIFO -
Sales Order Mo,
Customer PO-Ma.—
(| 5ve Drder No. | 0000003 ) ]
T atal Amount 34.25

[ Accept l LCancel l E

On the Purchase Order Entry lines panel a new field has been added to the secondary grid

Service Order Number - Enter the service order number, or click the Lookup button to list all service
order numbers. The entry at this field defaults from Auto Generate from Service Orders and when
creating a purchase order in Service Order Data Entry. This field is available only if the Service Center
module is set up, if the user has the appropriate security setup, and if Standard or Drop Ship is
selected at the Order Type field.

When the Combine Service Order by Vendor check box is selected in Service Order Options and the
Summarize Drop Ship Lines by Vendor check box is selected in Auto Generate from Service Orders, if a
purchase order is created from multiple service orders, MULTI will appear at this field.

Service Order Button - If a line for a standard or drop-ship order includes a service order number at
this field and you have the appropriate security set up, press the Service order button to access either
Service Order Data Entry or Service Order Inquiry.
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The Service Order Number field has also been added to the Receipt of Goods Entry and Receipts of
Invoice Entry. This field displays the service order number and can only be viewed. This field is
available only if the Service Center module is set up.

Helpful Hints

Service Iltems

The heart of the Service Center system is the Service Item. Anything you or the customer owns can be
tracked in the Service Item table, as long as it has an Item Code and a serial number. One of the best
features of Service Center is that this tracking can be automatic if you sell the items out of your
inventory, but you can also add Service Items that you did not sell, or that were sold before you
installed Service Center.

Service Items are usually serialized parts that you carry in inventory and sell as finished goods to
customers or dealers. If the item in inventory is set up for service tracking (see Service Item Setup),
then as soon as you sell it on a Sales Order invoice, it will appear in the Service Item database. Along
with the Item Number and Serial Number, the Service Item will also store information about your
purchase and your sale. You also automatically maintain a service history. Every time you complete a
Service Order for that item, Service Center creates a permanent record of the work done. All of the
information on a Service Item is visible from the Service Order Entry screens if the customer should
call you with another problem.

There are several ways that Service Items can be added to the database. The most common is
automatic. When you enter a serialized Item in your Inventory Management system, you can select
the “Service” button on the Additional panel and check the box to track item. From that point on, any
time you sell that inventory item, a Service Item is automatically created. In the Track Service dialog,
you can also select a default Original Warranty Code to be used for the Service Item. If the customer
belongs to a Group (see Group Codes), then the Group Information can determine the warranties that
are used. There is a way to choose between multiple Warranty Codes in Sales Order or in Service
Order if you wish (see Warranty Processing).

The second way is to manually add items in the Service Item Setup and Maintenance program on the
Service Center Setup menu (see Service Iltem Maintenance). You will need a valid Item Number, and
will also need to know the serial number of the part. If there is no serial number, then you will need to
make one up. Every Service Item must have a unique Item Number/Serial Number combination.

If a customer calls in with a problem on a piece of equipment, and you cannot find the serial number
or item number in your Service Item database, you can add that Service Item “on-the-fly” from within
Service Order Entry.

If you return a serialized item using a credit memo, the system will check to see if this item exists as a
Service Item. If it does, then it is important that your records reflect that the item was returned. If
there have been no repairs, or Service Orders, on the Service Item, then the Service Item is completely
removed during the update of the credit memao. If there have been repairs, then the program will keep

Copyright © 1993-2020 DSD BUSINESS SYSTEMS User's Manual




S/M Service Center 193

the Service Item and its history, but will change the end-user to the “company owned customer” (on
the Service Order Options Main Tab ) and will reset the in-service flag.

If you later resell a Service Item that was returned, the program will find that the Service Item already
exists in your permanent database. In this case, the assumption is that this is a used item, and the
“Condition” flag is set to Used.

Warranty Processing

The Warranty Code is a ten-character code that can be made of numbers or letters. It is created in the
Warranty Code Maintenance program on the Service Center menu (see Warranty Code Maintenance).
For each Warranty Code, along with the description you will choose if the warranty period is measured
in days, weeks, months, or years, and you will tell it how many of these periods are in the warranty.
Additionally, you get to choose if this warranty covers labor or parts or both.

There are three categories of warranty code: original, extended, and repair, which correspond to the
three warranty code fields in the Service Item (see Service Item - Warranty Tab ). The Original
Warranty is usually given by your company, or the manufacturer or distributor when the item is first
made or sold. The Extended Warranty is typically sold as an additional coverage for an extended
period. The Repair Warranty generally is applied after the Service Item has been repaired. The Repair
Warranty can be automatically applied upon completion and invoice of a service order with the use of
Group Codes (see Group Code Maintenance)

In Inventory Item Maintenance there is a button on the Additional tab that allows you to determine if
the item is to be automatically tracked in Service Center when it is sold. On the same screen where
you make that decision, you also assign a default Warranty Code to use for that item (see Service
Tracking). If the Track Service flag is checked, whenever the Item is sold a Service Item is automatically
created and the Warranty Code you entered is assigned to the Service Iltem. The Warranty Start Date
is set to the invoice date and the Warranty End Date is calculated according to the information you set
up in the Warranty Code.

You can also set up a Miscellaneous Item Code to sell a particular warranty (see Miscellaneous Item
Maintenance - Warranty). This Miscellaneous Item Code can be used on the original sales order or
invoice where the service item is sold, to apply an extended warranty, or it can be entered on the lines
panel of a service order when a service item is being repaired.

You also have the option to sell an extended warranty on the same sales order. The extended
warranty you sell will become the extended warranty for the Service Item. This warranty can overlap
the original, or it can be set to start after the original ends, depending on the settings in Warranty
Code Maintenance. To sell an extended warranty with a sales order, the new warranty must be sold on
the same sales order as the original Service Item.

If you wish to sell an extended warranty some time after the initial sale, you can do so through Service
Order Data Entry. First you must enter the Service Item that you are extending the warranty for. On a
line after that Service Item Entry, you can sell the extended warranty using the matching
miscellaneous code.

Inheriting and Preserving Warranties - There are two features of warranty handling that are often
confused. In the Service Order Options you can select to Inherit Warranty on Replacement. This
applies to when a replacement service item is sent out as a result of use the Loaner/replace button on
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a Warranty Replacement service order. When you send out the replacement for a service item being
returned, if the Inherit Warranty on Replacement box is checked, the new item being shipped will take
the original warranty from the item being returned, rather than getting a brand new warranty. That's
'inheritance'. Preserving the warranty, which is a check box on each service item, tells the system that
when a service item is returned to stock then shipped out again, it should keep the original warranty,
rather than getting a new warranty assigned. If an item is sold out of inventory, the system will look to
see if a service item already exists for that serial number. If it does already exist, a new warranty is
assigned, unless the Preserve Warranty box is checked for that service item.

Group Codes

If you have agreements or contracts with groups of customer, or you wish to give a set of customers
distinctive treatment when it comes to warranties and pricing, you can use Group Codes (see Group
Code Maintenance ).

A customer can belong to one, and only one, group. Each group carries with it a set of default
Warranty Codes (see Warranty Processing ), charge codes, and rates.

In addition to having these codes and rates assigned to the group as a whole, you can also create a list
of specific items or product lines that have different Warranty Codes, charge codes, or rates.

For example, you could set up GROUP1 with three warranty codes. When you enter a Service Order for
a customer that belongs to GROUP1, you might need to add a new Service Item for the piece of
equipment you are receiving from the customer. When you do, the system will first look to see of that
particular item number is set up as an exception for the group. If it is, the original and extended
warranty codes you set up for the Group and item will automatically fill in for the Service Item. If no
record exists for that item for that group, then the program will check the product line and use those
warranty codes. Finally, if no product line exception exists, then the warranty codes from the main
group code panel are used. In this way, you can assign warranties that are different, depending on the
customer group plus the item or product line. This is especially useful for companies that do not sell
items, but provide warranty service for other manufacturers.

You can also assign a default Group Code to be used if you have a customer that does not belong to
any other group. The default Group Code to be assigned to all customers without a group assignment
is on the Service Order Options Main tab (see Main Tab)

The Repair Warranty Code can also be quite useful. You assign the repair warranty to a Group Code, or
to an item or product line under a Group Code. When a Service Order is completed and updated, the
repair warranty code is automatically applied to the Service Item.

The Charge Codes are intended to allow you to use one or two labor charge codes, but have the price
vary depending on the group the customer is in, and the item or product being repaired. If you have a
different rate that you charge per hour for each product line, you do not have to set up a different
Miscellaneous Item Code for each product line. Rather, you create one Miscellaneous Item Code,
/REPAIRLABOR, and set up a default rate on the main panel, and rates specific to the product line in
the Item/Product Line panel.

You can even use the Group Code to modify the way your warranties work. Without Group Code, your
warranty either covers labor or it does not. But if you have an agreement in which the labor rate is
reduced during the warranty period, you can enter an In Warranty rate and an Out of Warranty rate.
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In the Warranty Code Maintenance, you would not cover labor, but the Group Code will take care of
charging the right rate for /REPAIRLABOR.

In the same way that you can vary the rate for the chosen labor code, you can also assign a different
price level for in-warranty and out-of-warranty parts.

When you are on the lines tab of Service Order Data Entry, you can press the GROUP button (see
Group Button) to display the charge codes to use for the given customer and Service Item Entry. A
screen similar to the one shown below tells the user what the valid charge codes are, what the rates
should be, and gives some brief information about the group the customer belongs to.

Service Types

Price Quote - A Price Quote is used to give an estimate to a customer on the repairs necessary for a
Service Item. This Service Type is exactly like a Standard Order, except that items are not committed in
the inventory system. You can print the Price Quote in the normal fashion and send it to the customer
for approval before the repair is done.

You cannot change the Status of a Price Quote to Closed. Once the customer has approved the quote,
you can change the Service Type to Standard and all the items on on the lines will be committed in
inventory.

Standard - Standard Orders are used for normal repairs, or what some call "Repair and Return". In a
typical Standard Order, you will specify the Service Item to be repaired, then you will enter line items
for various material, labor, and other charges associated with the repair. When the work is complete,
you will close the order, or some of the Service Item Entries on the order, and create invoices.

If you select standard for the order type on the Service Order header, you can set a different type for
each Service Item Entry, if you wish.

Credit Return - A Credit Return order is used to return a Service Item to your stock and, optionally,
give the customer credit. When the Credit Return order or Service Item Entry is closed and the Create
Invoice function is executed, it will result in a Sales Order Credit Memo.

A Credit Return Service Item Entry creates a line on the service order lines panel for the service item
entry showing the negative quantity and the credit that will be given. The credit amount for the
Service Item being returned defaults to the original sale price from the Service Item record in the
permanent database (Sales Price).

You may enter other charges on the lines tab of the order. Note, however, that any charges you enter
on the lines will be negative on the credit memo, and will reduce the amount of the credit. The intent
is to allow restock and handling charges when necessary. It is possible, however, for the negative
amounts on the credit memo to be greater than the positive (credit) amount for the item being
returned, resulting in a negative credit memo. This is confusing to the customer and should be
avoided.

Warranty Replacement - Warranty Replacement Orders are used to exchange a bad part for a new or
reconditioned part from your inventory.

Note that the service item does not have be under warranty to use this service type. The name is kept
for historical purposes only. It is really an "Exchange”.
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When you add the Service Item Entry to a Warranty Replacement Order, you have the option to create
a sales order to send the replacement (see Loaner/Replace). Once the Sales Order is created, it can be
shipped and billed just like any other sales order, but the Service Order remains on file until the
defective unit is returned and the Service Order, or the Service Item Entry, is closed. When the order is
closed and updated, it will create a Sales Order credit memo to return the item to stock.

The credit amount for the Service Item being returned defaults to the original sale price from the
Service Item record in the permanent database. You can override this price, however, on the lines tab
of the service order.

You may enter other charges on the lines tab of the order. Note, however, that any charges you enter
on the lines will be negative on the credit memo, and will reduce the amount of the credit. The intent
is to allow restock charges when necessary. It is possible, however, for the negative amounts on the
credit memo to be greater than the positive (credit) amount for the item being returned, resulting in a
negative credit memo. This is confusing to the customer and should be avoided.

Refurbish Orders - Refurbish Orders are very much like Standard Orders, except that the customer is
your company. A Refurbish Order is used to perform service on your own inventory, and track that
inventory in the Service Item database. You must use the customer that you specified in Service Order
Options (see Customer Code for Company-Owned Refurbish Items on the Service Order Options Main
Tab ). If the part you want to repair is not already in the Service Item database, it will be added
automatically. When you complete a Refurbish order and the resulting invoice is updated, the
serialized item that was modified or repaired is automatically transferred from the original warehouse
to the Target Warehouse for Refurbish designated on the Service Order Options Main Tab.

Demos and Loaners

Service Center helps you to track the demonstration units that you send to customers for evaluation,
and the units you lend to customers while theirs are being repaired. These are called Demos and
Loaners and a complete subsystem is dedicated to them. Demo units and Loaner units are treated
exactly the same throughout, so this discussion will simply refer to Demo/Loaners to mean either type.

There are two methods for creating a Demo/Loaner record. You can enter it directly in Sales Order
line entry, where you can enter an inventory item on a line, then use the new drop-box to flag that
item as a demo or loaner (see Demo Loaner Lines). Alternatively, you can create a sales order directly
from Service Item Entry that will set the flag to Loaner.

To create a sales order directly from Service Item Entry that will set the flag to Loaner, on the Service
Iltem tab of the Service Order Entry, when you are entering the service item to be repaired, click the
"Loaner" button just above the primary grid, to the right. Itis an L button. When you click that
button, a dialog pops up to let you specify the Item Number and the Serial Number you want to ship
and the warehouse to ship from. You will be able to enter a Serial Number only if the Lot/Serial
Distribution is enabled in Sales Order options, and the item you are going to send is a Lot/Serial item.
The Warehouse defaults to the warehouse specified as Default Warehouse for Demo/Loaner on the
Service Order Options Main Tab. You can change the item number, serial number or the warehouse
here, and you can enter a charge if desired.
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Once you click the Proceed button, a sales order is created with the text from Service Order Options
Message Text Tab. The line containing the item you specified is automatically created on the sales
order with the Demo/Loaner field set to Loaner, usually in the Secondary Grid.

The Sales Order you have created with the Demo/Loaner line is now processed just as if it were any
other Sales Order. Once it is invoiced, though, the Demo/Loaner item is not relieved from inventory,
but is flagged as a Demo or Loaner and will now show up on the Open Demo/Loaner Report. The item
is automatically transferred from the source warehouse to the Demo/Loaner Target Warehouse
specified in Service Order Options Main Tab.

The item will stay on the report until you return it with a credit memo. This is the only way to clear a
Demo/Loaner record. Therefore, if the customer decides to keep the item, you must first return it to
stock, then sell it as a standard item on a different sales order, or a debit memo to the same sales
order. If you have the Auto-Transfer feature, returning the item will also transfer it back to the
warehouse specified in Service Order Options. A quick way to create the credit memo to return a
demo/loaner item is to click the Return button in Demo Loaner Maintenance (see Demo/Loaner
Record Maintenance).

Using Inventory Categories

Service Center can use the Inventory Categories which you define in the Sage 100 ERP Inventory
Management Options to carry additional information about a Service Item. A possible example would
be to define a new category which you label "COLOR". Once you do this, you have a new ten-
character field in every item you can enter the color of the item.

Service Center takes this further by optionally using the field when a Service Item is automatically
created during a sale. If you sell a WIDGET where the COLOR category is "Red", the resulting Service
Iltem will also have the COLOR category set to "Red". You can turn that option on in Service Order
Options (see Service Order Options Main Tab ).

Section E: Uninstall DSD Enhancements

A DSD Enhancements Uninstall Utility has been provided for the purposes of removing DSD
Enhancements from your Sage 100 System. This utility may be accessed from the DSD Enhancement
Control Panel menu option on the Library Master / Utilities menu.
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E D50 Enhancement Control Panel

Enhancement Product
{EIM Multi-Bin

— >

Build Date MP Expire Date

Selected: |1BIM Wut-Bin |

[ View Manual l

[ Check Web for Updates l Unlock All Products

[ Uninstall Enhancement ] [ Convert Data l [ Wulti-Convert Data ]

www.dsdine.com

Product Webpage

|Autumaticalr:.r re-install the selected product from DS0's website.

| DSD | ABX | 12/3012016

When accessing the DSD Enhancement Control, select the enhancement that you wish to Uninstall,
and then select the Uninstall Enhancement button. The following message box will appear:

B Sage 100 ERP

® Selected Enhancemnent: MEIM Multi-Bin

[Irinztall 5 elected Enhancement’?

[ es

IMPORTAMT: Make sure everone is out of MAS 30 before proceeding.

X

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process.

The following message box will appear, to remind you that a complete backup of your entire Sage 100

system should be completed prior to uninstalling a DSD product.
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B Sage 100 ERP X
@ WARNING
Thiz utility will make major changes to your Sage 100 ERP system

Please make sure you have a current backup of
the entire WMAS S0 folder before continuing.

Do you want to continue?

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process.

After the Uninstall of the DSD Enhancement, you MUST reinstall certain standard Sage 100 modules,
followed by reinstallation of Product Updates and Hot Fixes, if applicable.

A message box will appear, and will display which of those specific Sage 100 modules you must
reinstall afterwards.

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process.

The following message box will appear, displaying the final warning message.

B Sage 100 ERP *

[ata files in ALL companies will have information
REMOVED and restored to standard Sage 100 ERP data files,

The Standard Sage 100 ERFP Application programs for M /B
will be dizabled and must be reinstalled from vour Sage 100 ERF Distribution Digk.

Be sure pou have a cunent backup of the entire MAS5 30 folder before continuing.

Do pou want to continue?

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process. At this point, the DSD Enhancement will be
removed from the Sage 100 system.
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After completion of the Uninstall, the following message box will appear. Select OK to continue.

B Sage 100 ERP X
"'_., Enhancement uninztall complete.
[ ]

Now that the Uninstall process is completed, you must:

e Reinstall the applicable standard Sage 100 modules

e Reinstall the latest Sage 100 Service Pack/Updates, if applicable.

e Reinstall any other DSD Enhancements or Developer products that are affected from the
reinstallation of the standard Sage 100 module(s).
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