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Orders and Designs

Introduction The Orders and Designs report topics focus on reports associated with CMS Orders
and Design Forms.

ltems found in the Orders and Designs section include:

Order Printing

Design Form Printing

Sorted Orders Not Shipped (SONS)
Customer Ledger Cards

Vendors Table Report

Rates Table Report

BODP Rates Table Report

Vendor Invoice Listing

Vendor Invoice Batch Report

Rerun Report
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Orders and This is an example of the Orders and Designs option list:

Designs
REPORTS

Qrder Prinking

Design Farm Prinking

Eu:-rted Crders Mot Shipped |
Eustu:umer Ledger Cards |
Eendu:urs Table Report |
Eates Table Report |

BODP Rates Table Report |
Vendor Invoice Listing |

endor Invoice Batch Report |
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Continued on next page
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Order Printing

Safeguard University
Orders and Designs

Order Printing  The Order Printing report allows you to print New Orders, Changed Orders, Range of

Orders or Quick Orders.
Step Action
1 Navigate to Order Printing from the Reports menu in CMS by clicking on
the Sub-menu title Orders & Designs.
2 Click the Order Printing link.
3 The Order Printing Report Screen will appear:

Mew Orders -
Changed ¢Orders
Range of Orders
Quick Orders

-

n:cReport Edit Data

Select the report option based on the report you would like to generate.

» New Orders - used to print all orders marked "to be printed"
(have a’Y” in the P column) on the ledger screen.

» Changed Orders - used to print all changed orders marked "to
be printed" (have a ”Y” in the P column) on the ledger screen. For
an order to be considered "changed" here it must already have
been printed as a "new" order.

> Range of Orders - used to print orders that fall in a selected
order number range.

> Quick Orders - used to print orders flagged as Quick Send.
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Order Printing, cont.

Step

Action

4

Once you have selected the appropriate report, Tab through and Select
the additional fields based on the options presented.

Destination:

Printer .

Screen I

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Order Queue:

Displays a list of orders in the Queue that will print.

NOTE: You will see New, Change, and Quick order counts.

Run Report:

Click the Run Report button.
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Order Printing, cont.

Step Action

8 This is a sample of the New Orders Reports:

Order Report

CM3S Order 6.5 Page 1
Owning Dist.H Order Mum. #* CMS Telecomm
User =
BRM-88 DEMB@1088
Customer #H Dist. P. 0. H Order Date Dist. Hum. fissoc.
CSR
DL186188 841986 BRM 1]
JC
Telephone FA¥X Humber 3IC Source oTS Cust
P.O.
972-394-8278 = = Se12 1 NO
Short MNane Tax Exmpt Guar. Payvment Type
JIM'S N MO OPEN (INUVOICEX
Bl JIM'S TACOS 31 JIM'S
TACOS
11 JAMES CAMEY HI HARRY
Ll 2688 FIELD STONE DRIVE 11 3688
FIELD STONE DRIVE
Ll CARROLLTON Pl
CARROLLTON
TH 756887- T® 75887- T4

9 Field Descriptions:

- Owning Dist. # - The Distributor number of the owning Distributor for
that customer.

Order Num. - The Order number generated by CMS.

Customer # - The Customer number generated by CMS when this
customer was added.

- Dist. P.O. # - The Distributor purchase order number entered in the
Order Bottom.

Order Date - Normally this field indicates the date the order was
entered in CMS, unless overridden with One-time Order Date.

Dist. Num. - The Distributor number.

Assoc. - The Associate number.

CSR - The initials of the CSR who placed the order.

Telephone - The Customer's telephone number.

FAX number - Fax number located on the customer record

9
9

N2

20 20 20 20 Z
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Order Printing, cont.
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Step

Action

9, cont.

Field Descriptions, cont:

9

>

v

2020 25 2\

v v

SIC Code - The Standard Industry Code entered in the customer's
contact screen.

Source Code - Indicates the origin of the order. It displays on the
customer's contact screen.

OTS - Out of Territory Sale. YES indicates that it is an out of territory
sales. NO indicates that it is not an out of territory sale.

Cust. P.0O. - Customer purchase order number entered in the Order
Bottom screen.

Short Name - The Customer's short name.

Tax Exempt - Indicates the Customer's tax status. "Y" indicates that
the customer is tax exempt and "N" indicates that the customer is not
tax exempt.

Guar - Guarantee. "Y" indicates that there is a Distributor guarantee
for this customer and "N" indicates that there is no Distributor
guarantee.

Bill - The Customer's billing address. It is the address entered in the
customer's contact screen.

Ship - The Customer's shipping address. It is the address entered in
the customer's contact screen unless changed in One-time changes
to order.

Tax Code - The tax code for the area. It is displayed on the
customer's contact screen.

Distributor Message - Displays the message entered in the order
message area in the Order Bottom.

Ordered By - Displays the name of the person who placed the order.
Line No. - The line number of the order item(s).

Quantity - The quantity ordered for this order item.

N/R/A - "N" indicates a new order, "R" indicates a repeat and "A"
indicates an addition to an existing order.

Product # - The product number identifies the ordered product(s).
STK - The stock color of the ordered item.

Start - The start number.
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Order Printing, cont.

Safeguard University
Orders and Designs

Step

Action

9, cont.

Field Descriptions, cont:

9

20 20 25 25 25 N 2 2

v
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N2

v

OVR - Lists override price codes. For example, Value and Premium
pricing notations.

Price - The price of the ordered item.

% - When applicable, the percentage of discount for the ordered
item(s).

PT - The manufacturing plant.

PL - Product Line.

SC - Shipping Codes for the plants.

Sl - Special Instruction codes.

Quote # - The quote number assigned to the order line.
Supplemental Message - The message entered for the plant to
review.

Plant Review - Indicates whether or not the order is to be reviewed at
the plant.

Special Shipping Instructions - Shipping Instructions entered in the
Order Bottom area.

Dep Ref - Reference information about the deposit received. For
example; the check number.

Deposit - The amount of a deposit (if any) given by the customer.
Order Total - The total dollar amount for the listed order.

PL - The product line to which the referral information pertains.

Pay - Indicates whether a program referral fee should be paid on this
order.

Program Ref - The referral number for the referral fee.

Guarantee - Indicates whether or not the Distributor has guaranteed
this order.

Customer Name on Credit Card - If applicable, Displays the name
of the person whose credit card was used to order these items.
Credit Card Type - The type of credit card; Visa, MasterCard,
American Express.

Credit Card Number - The credit card number.

Expires - Date on which the credit card expires.
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Order Printing, cont.

Step

Action

10

To exit or print the report if destination selected was "screen”, select the
appropriate option from the keys menu.

Click on the option to select it.

Safeguars
Specia|keys
Return ESC §
Help F1 [
Calculator  Shift+FS 5
Calendar Shift+Fe
Paste Yal F\ItffS !

"

Press the ESC key to exit completely out of reports.
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Design Form Printing
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Design Form The Design Form Printing report allows you to print New Design Forms, Range of

Printing Orders, Quick Orders or EDF Orders.
Step Action
1 Navigate to Design Form Printing from the Reports menu in CMS by
clicking on the Sub-menu title Orders & Designs.
2 Click the Design Form Printing link.
3 The Design Form Printing Report Screen will appear:
Select the report option based on the report you would like to generate.
> New Forms - used to print all design forms which have not
previously been printed as a new.
> Changed Forms - used to print all changed design forms not
previously printed as changed. For a design form to be
considered "changed" here it must already have been printed as
a "new" design form.
> Range of Orders - used to print design forms attached to an
order that fall in a selected order number range.
> Quick Orders - used to print orders flagged as Quick Send.
> Promo Orders - used to print apparel design forms that have not
been previously printed.
4 Once you have selected the appropriate report, Tab through and Select
the additional fields based on the options presented.
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Design Form Printing, cont.

Step

Action

5

Destination:

Printer .

Screen !

> Printer - Sends the report straight to the Printer.
»> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Order Queue:

Displays a list of orders in the Queue that will print.

NOTE: You will see New, Change, Quick and EDF order counts.

Run Report:

Click the Run Report button.
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Design Form Printing, cont.

Step Action

8 This is a sample of the New Forms Reports:

: Report Desigmer - frmdesign. frn - CWS 6.5

- =T Sabegpaand Cintomes Myragueant fpatem Flat METET
(| 4] =] ¥|H] [ =] & &
13720705
Safeguard Business Systems
EXACT BEFEAT
LASER AMID SPECTALTY
FREODIMT TYFE: CHECK =
biatS Aasoc @ ORR-00 Drder Date D& I/ 00
Crder § GERG1DO0 Cuscomer § PWRO]TOO
Line # -1 Imprint Name psenan CoBCEete
Produst SFELITL Peoal Hone
Flate #/3tub Info RILDSILASIF
CrARE 1LY 50
Ink Color -- BLE Stock Color --
Jtart No. -- 1000
Stuls LEgA == Base Meg -- Sri0o1
Collation == STANDARD
Acabic Mo, -- ALL
IpEcial INSTEGCLIDES
od |
A i —p———
[ [ [ Y- ] ]

9 Field Descriptions:

Order No. - The Order number generated by CMS.

Line No. - The Line number of the item as listed in the saved order.

Customer No. - The Customer number.

Imprint Name - The name of the company/customer as it appears on

the previous job.

Product - The name of the product listed on the order.

Proof - Indicates that a proof is required. Color, Fax, Paper, and

Acetate note type of proof required. Blank or None means proofs are

not required.

- Plate No./Stub Info - The plate or stub number entered from the
previous job.

- Quantity - The quantity of the item on the order.

2R 2 2 4

v

Continued on next page
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Design Form Printing, cont.

Step

Action

9, cont.

Field Descriptions, cont:

9

>

v

Ink Color - The ink color of the ordered item.

Stock Color - The stock color of the ordered item.

Dup Regq. - If a dupe is required, the type of dupe by code number,
for example, DS-BDP. This field is required on a New Order which
includes duplicate checks or a Repeat where the type of dupe is
changing.

Electro - This is an optional field. if the electro is not specified, the
default will be used.

Rem Box - This is an optional field for one Write Checks. if
remittance box code is not specified, the default will be used.

Body - Top Write Checks. Identifies the body style code as per the
Electro Book.

Customer Name and Address - New information and changes to the
Customer Name and Address imprint fields are made on a line by line
basis. Only lines where changes have been made will be listed.
Font Pt. - The typestyle and point size for the imprint lines. Blank is
the default.

Window, Stub, Sig Line - If you made entries in the Name/Address
fields, "Y" for yes will display for Window. If you entered a "Y" for yes
in the design form for Stub or Sig line, these will show here.

Area Mode - Indicates the code for justification of text. Blank is the
default.

Secondary name and Address/Stub Area - New information and
changes to the secondary or stub area made on a line by line basis.
Bank Name and Address - New and changed bank names and
addresses are listed here with bank logo changes. If a logo is used,
only the RED type information from the Bank Logo Cut book is
entered here.

Bank Logo ID - Indicates the new or changed bank logo ID from the
Bank Logo Cut Book from your plant.

Routing and Transit - Lists new and changed R & T fractions.
Bank Code (MICR) - Indicates the changes to the MICR line. This
field is filled out like any standard MICR code fields on any of the
Safeguard design forms.
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Design Form Printing, cont.

Step Action

9, cont. | Field Descriptions, cont:

- Indicate position MICR Consec - From: To: - indicates whether
MICR consecutive numbering is required. [A checkmark indicates ON.
If the check mark is in the Cons field (indicating ON), the To and From
fields will be complete.]

> Modulus 9 - From: To: - A check mark in this field indicates the MOD
9 numbering is required. [A checkmark indicates ON. If the
checkmark is in the Cons Field (indicating ON), the To and From
fields will be complete.]

-> Auxon Us Constant#?: This fields indicates the left consecutive

number on the MICR line contains a constant number. [A “Y”

indicates ON. Ifa “Y” is in the Aux on Us Constant# field (indicating

ON), the To and From fields will be complete. Valid position are

between 44 and 56.

Value: The value of the constant number.

Above Sig Line - Displays the new or changed information for the

above signature line field.

No. Sig Line - Indicates the number of required signature lines.

On Sig Line X - Indicates the information to be entered on the

specific signature line number.

-> Below Sig Line X - indicates the information to be entered below the
specific signature line number.

> Mode - Lists the mode justification of the signature line information.
Blank is the default.

- Special Instructions - General information that clarifies any
questions the may arise pertaining to the changes to be made.

v

v
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Design Form Printing, cont.

Step

Action

10

To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

> Door - Exit
> Printer - Print

Click on the option to select it.

11

Press the ESC key to exit completely out of reports.
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Sorted Orders Not Shipped [SONS]

SONS This Sorted Orders Not Shipped, also known as the SONS Report groups together
orders without a ship date by their order status and order date. For example, the first
group is Rejected Orders, then orders over 3 weeks old without a shipping status. The
format is to help Distributors to address the most urgent order(s).

NOTE: It is recommended to print this report daily!

Step Action

1 Navigate to Sorted Orders Not Shipped from the Reports menu in CMS
by clicking on the Sub-menu title Orders & Designs.

2 Click the Sorted Orders Not Shipped link.

3 The Sorted Order Not Shipped (SONS) Report Screen will appear:

+ SONS Repart

Dstination
w iii']ﬂp-i st Ho, 0oo-n0 To LLE-IT
" Screen Ouder Dataes 0321505 To 12005
" Disk

Finl : Print Legend?
0 Al Orders " fas
I Manufaciured * Mo

" Standard Programs
" Sourced Products

Bun Repad Edit Data Cancal

Use the mouse to access and select from options in the various fields.

Continued on next page
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Sorted Orders Not Shipped [SONS], cont.

Step

Action

4

Destination:

Destination :

i
« Printer f

" Sereen

" Disgk f
. _.,,.\,f' “—

> Printer - Sends the report straight to the Printer.
» Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Dist No - Enter the Distributor Number range you would like to show on
the report. This includes specific Associate numbers.

Order Dates - Enter the Order Date range you would like to show on the
report.

Find:

All Orders - used to find the status for all order types.

Manufactured - used to find the status for just Safeguard

manufactured orders.

- Standard Programs - used to find the status for just the standard
program orders.

- Sourced Orders - used to find the status for just the orders sourced

by the Distributor.

9
9

Print Legend - Select "Yes" for this option if you need the status code
descriptions to print at the top of the report. The legend helps you
understand the means for each status code.

© Safeguard University, 2007
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Sorted Orders Not Shipped [SONS], cont.

Step Action

9 Run Report - click the Run Report button

10 | This is a sample of the All Orders Report without the Legend option
selected:

+ Report Designer - rplsons.frx - CMS 6.5
B uzoins Safeguard Customer Manogement System Fl=?

11/20/05 == 14:07:20 CHS 6.5 Page 1
Sorted Orders Not Shipped Report [SONS)
hll Ordera J
For Discribucor No. Range 00000 To IZIIZ
For Order Dace Range o0g9/2i/o5 Ta ii/zo/05
Order Order Di=t Customesr Customer Hame
W Dace i i
Lim= FProduct ns HFG AR OF Plnt Esc. Ship FL PT Amount.
Stat Date Stat StatCode Date

Orders without a status

BEO07LOO0 05/27/05 ORN-00 DLZOOLOO  ED'S SERVICE CENTER
1 SFsLaBl fHod P o7 LD 186.77
Received orderg over 3 ﬁ!xl old
GUFOVI0O0O0 10/13/05 ORN-00 22000700 ABC FORMSZ
1 BTRE E 10/13/05 R P A 4 01 LD 27.00
Total Items Witheut Shipped Status 2
Total Orders Without Shipped Status 2
Total Design Forme NOT Acknowledged o
Total Sales for Unshipped Items 213.77

" o]

[pict_stin Recond EOF/2 Exchsive |

11 Field Descriptions:

- Order Date Range - Indicates the date range included in the report.
Only line items that fall within the specified date range and do not
have a shipped status will be listed in the report.

> Report Legend - Explains the Status codes and the Plant codes
used in the report.

- Order # - The Order number generated by CMS.

Continued on next page
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Sorted Orders Not Shipped [SONS], cont.

Step Action
1", Field Descriptions, cont.:

cont.
- Line # - The item line number on the order.
- Order Date - Date the line item was entered in the system.
- Product - The product name.
- Dist. # - The Distributor number on the order.
- MS - The manufacturing status of the line item as it is currently listed

in CMS.

- Customer # - The Customer number.

- AR Status - The Accounts Receivable status code.

- OP Status - The order processing status code.

- PInt Code - The plant status code.

- Est Ship Date - The date on which the line item is expected to be
shipped.

> PL - The product line of the line item.

> PT - The plant where the line item is being processed.

- Forms Amount - Indicates the total dollar amount of the forms on the
line item.

> Total Items Without a Shipped Status - indicates the total line items
that have not shipped.

- Total Orders Without a Shipped Status - Indicates quantity of
orders that have not been shipped.

- Total Sales in Unshipped Orders - Indicates the total dollar amount
of all the line items that have not been shipped.

12 To exit or print the report if destination selected was "screen", select the
appropriate icon from the taskbar.

» Door - Exit
> Printer - Print

Click on the option to select it.

Continued on next page
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Step

Action

13

Press the ESC key to exit completely out of reports.
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Customer Ledger Cards

Customer Customer Ledger Cards includes all the Customer record information plus all remarks,

Ledger Cards  messages, orders, cross reference and referred by information for each selected
customer. The Ledger Card is an ideal tool to use when contacting Customers or to
take with you on the road if you do not have access to CMS.

Step

Action

1

Navigate to Customer Ledger Cards from the Reports menu in CMS by
clicking on the Sub-menu title Orders & Designs.

Click the Customer Ledger Cards link.

The Customer Ledger Cards Report Screen will appear:

Cduntomer Lodoer Cards

Order Date i

Select the report option based on the report you would like to generate.

» Order Date - Prints ledger cards for customers who have orders
in a selected date range.

» Customer Info - Prints ledger cards for customers who have
customer information in a selected date range.

Once you have selected the appropriate report, Tab through and Select
the additional fields based on the options presented.

© Safeguard University, 2007
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Customer Ledger Cards, cont.

Step

Action

5

Destination:

Screen I

» Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data and create a mail merge for labels.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Order Range - Select the date range for the expected report results.

Only New Customers?:

> No - Generates a report that reflects ALL customers in the order date
range.

> Yes - Generates a report that will reflect only new customers in the
order date range selected.

Exclude Stock Only Orders?:

> No - Generates a report that reflects ALL order types in the order date
range.

> Yes - Generates a report that will reflect NO stock orders in the order
date range selected.

Use Picklist?:

> No - Generates a report that reflects ALL customers in the order date
range.

> Yes - Generates a report that will reflect only the customers selected
from the picklist available because of the order date range selected.

© Safeguard University, 2007

Continued on next page

20 Revised 3/4/09 HAA

Proprietary Materials Do Not Duplicate




Safeguard University
Orders and Designs

Customer Ledger Cards, cont.

Step Action

10 Run Report:

Click the Run Report button.

11 This is a sample of the Orders Date Report:

22 Customer Ledger Cards

Ledaer Feport
For Order Date Range 1128784 to 117287835
# LEDGER for Customer ©&.5#
1Bl Hame ABC FORMS1 I5IHame ABC FORMS1
Iliattn LINDA ITHIAtEN LINDA
ILlAddr 123 MALH 5T 11lAddr 123 MALIH ST
(AN LANSDALE 1] LAMSDALE
MR 81945 PA B1945-
Phone (1233456-7890 Ext . Cust W FFABAYAA Dist W AR
Contaot JOE JOMESSOWMER Short ABC Fawx (123%
¥ Ref. Bank of Switzerland alt ] = Ext.
Ref. by MOSS BLUFF ELEMEMTARY SCHOOL Mailer ¥ Guarn ] Disocount
Source of Business: A Language:r
5IC Code Fa11 Reoall Credit A ASR Balanows
Enpl oys 1] JFHAHWIDIAS OHD 1) a- 29
Tax City 1948 H ] Ja- 89
Tax County 091 YD Sales A~ A9
Tax Emempt H 2475 .91 aa-119
Tax Id Hby Prior Year 128+
137 .49 Finanoe
Remarks: DISCOUN T 3% THRU JUL 85
User fined Fields: '..J
Y| IS E

12 Field Descriptions: Most of the information printed on this report is
pulled from the information enter on the customer record.

- Bill - The Customer's billing address. It is the address entered in the
customer's contact screen.

Ship - The Customer's shipping address. It is the address entered in
the customer's contact screen unless changed in One-time changes
to order.

Phone - The customer’s phone number

Cust # - The Customer number.

Dist # - The Distributor number on the order.

Contact — Contact name specified on the customer record

Short — CMS short name for this customer

Fax — Fax number located on the customer record

N2

N2 20 20 20 27

Continued on next page
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Customer Ledger Cards, cont.

Step

Action

12,
cont.

v v

v

20 20 25 25 25 20 2N 2

\\Z

X Ref. — Business name located in this field on the customer record.
Alt () - Alternate phone number locate on the customer record

Ref by — Referral name selected for the Ref By field on the customer
record.

Mailer — Either a Y for YES or N for NO, this tells whether the
customer gave the okay to have Safeguard send items via mail.
Guarn - Guarantee. "Y" indicates that there is a Distributor guarantee
for this customer and "N" indicates that there is no Distributor
guarantee.

Discount — Discount that was indicated on the customer record
Source of Business — Corresponding letter for how this customer
was received, pulled from the SRC field on the customer record.
Language - Either E for English or F for French, this is indicated on
the customer record

SIC Code — Corresponding code for the SIC selected on the
customer record.

Recall — Monthly recall[s] selected on the customer record.

Credit — The customer’s credit status

A/R Balance - This would reflect a dollar amount for any outstanding
invoices.

Employees — The number of employees, pulled from the customer
record.

Tax City — Pulled from the customer record.

Tax County - Pulled from the customer record.

YTD Sales - Reflects the customer’s current YTD sales dollars.

Tax Exempt — Pulled from the customer record.

Tax ID Nbr - Pulled from the customer record.

Prior Year — Reflects the customer’s previous YTD sales dollars.
Remarks: - Reflects any remarks enter in the remarks field on the
customer’s record.

User Defined Fields: - Reflects any UDF selected for this customer.
Customer Bank Information: - Reflects the bank information
entered using the bank database for any check or deposit tickets.

© Safeguard University, 2007
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Customer Ledger Cards, cont.

Step Action
12, | > Legend: - Special considerations that may be found on the report.
cont. - #=Order is within Recall parameters

- =This order had a rerun
- +=This order was a rerun

13 | To exit or print the report if destination selected was "screen", select the
appropriate option from the keys menu.

Click on the option to select it.

SarEqUare
Specia|keys
Return ESC
[ Help F1 [
Calculator  Shift+FS 5
Calendat  Shift+Fe
Paste Yal Al+FS

14 Press the ESC key to exit completely out of reports.
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Vendors Table Report

Vendors Table  The Vendors Table Report allows you to generate a list of the Active, Inactive or All
Report Vendors located in CMS.

This report will also generate an address for each vendor. Use the destination option
of File to export the list if needed.

Step

Action

1

Navigate to Vendors Table Reports from the Reports menu in CMS by
clicking on the Sub-menu title Orders & Designs.

Click the Vendors Table Report link.

The Vendors Table Report Screen will appear:

Select Report Option

fActive Vendors Onlwy

| Inactive Uendors Only

| All VUendors

Select the report option based on the report you would like to generate.

> Active Vendors Only - Generates a report that reflects only
active vendors.

> Inactive Vendors Only - Generates a report that reflects
only inactive vendors.

» All Vendors - Generates a report that reflects ALL vendors.

Enter Report Parameters:

- Print Vendor Addresses? - Enter a "Y" for Yes or "N" for No.
> Send To: - Enter a "P" for Printer, an "S" for Screen or an "F" for File.

(NOTE: If you select File you will be required to create a file name before
it will export the report.)

© Safeguard University, 2007
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Vendors Table Report, cont.

Step Action

5 Press the Tab key to continue.

6 This is a sample of the All Vendors Report:

|

Printing ¥Yendor Report

UVENDORS REPORT Page:
Print Option: ALL 1172005
Hupbiir  Name Lagt Changed UseriD Status
49092 #D0 HOT USEsaLL IH OHE (R} MFC £ LES L L]

USE VEHDOR M47785, SAH DIEGO, CA

aFsFa #HORAURA BADGE COMPANY #oo LEE]L L]
P.O. BOX 633, CLAVTON, MJ

47617 HHORBERHEY -KARP ITHC F AR CEETT ]
3358 E Z6&TH STREET. LOS ANGELES, ©CA

47367 HHOMBUSREL ITNTERMATIONAL IHC A LR L]
208 DES LAURIERS STREET, CANADA, PG

7 Field Descriptions:

Number - Indicates the Vendor number in CMS.

Name - Indicates the Vendor name, to include the address if "Print
Vendor Address" was selected.

- Last Changed - Indicated the date of the last edit for this Vendor
record.

User ID - Indicates the user that last updated the vendor record.
Status - Indicate whether this Vendor is Active or Inactive.

.)
.)

.)
.)

8 Press the ESC key to exit the report.

9 Press the ESC key to exit completely out of reports.
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Rates Table Report
Rates Table Use this report to locate the current Sourced Fees.
Report
Step Action

1 Navigate to Rates Table Report from the Reports menu in CMS by
clicking on the Sub-menu title Orders & Designs.

2 Click the Rates Table Report link.

3 Print Sourced SBS Fee Rates:

> Send To: - Enter a "P" for Printer, an "S" for Screen or an "F" for File.
(NOTE: If you select File you will be required to create a file name before
it will export the report.)

4 This is an example of the Rates Table Report:

Hepart Destgrer - raberep.fre - CWS 6.5

B wmum S e 4 Condirwy Maeagerecd ydter Flmt
Ja] 4] B| ¥ [ v oo =] B 4
CME 6.5
Sourced Products SBS Fes Ratas
=
Liryr (il Last
Doy Daueley Conend ¢y Amcount Factar Bl el
0, 00 24%.5%9 [= 15.00 0. 0000 Q53107
230.00 Eo i i Q.00 Q.0%00 a5/ 3107
1000, 00 1995, 59 [= a.00 0. 0400 A5 I LT
2000, 00 E U [= 0.00 0.0200 Q553107
0,00 239,59 i 12 .00 0., 0nhg O3 LAOs
240, 00 Eo it i Q.00 Q.030d0 083108
1000, OO 155%.5% i .00 0.0300 o0 L0s
2000, 00 L i Q.00 Q.0100 o8/ 314505
i | A
Hwtes | ol Sepler 24 Recond DO Pascasd Unkochasd .
Continued on next page
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Rates Table Report, cont.

Step Action

5 Field Descriptions:

Lower Boundry - Indicates the minimum dollar amount for a level.
Upper Boundry - Indicates the maximum dollar amount for a level.
Country - Indicates the record that CMS will use to calculate the
sourced fee. C for Canada or A for United States.

Amount - Indicates a flat dollar amount for the sourced fee.

Factor - Indicates the sourced percentage fee.

Last Updated - Indicates the last time the table was updated.

v v

v v

6 To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

» Door - Exit
» Printer - Print

Click on the option to select it.

7 Press the ESC key to exit completely out of reports.
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BODP Rates Table Report

BODP Rates Use this report to locate the current BODP Fees.

Table Report
Step Action
1 Navigate to BODP Rates Table Report from the Reports menu in CMS by
clicking on the Sub-menu title Orders & Designs.
2 Click the BODP Rates Table Report link.
3 Print BODP SBS Fee Rates:
> Send To: - Enter a "P" for Printer, an "S" for Screen or an "F" for File.
(NOTE: If you select File you will be required to create a file name before
it will export the report.)
4 This is an example of the BODP Rates Table Report:
Jal 4] @ e ]vi s B B
BODF SBS Fee Rates ::::\:II..‘T
L Dlesssn La=zi _I
e IRy LY. fwee e e
. — — e
Continued on next page
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BODP Rates Table Report, cont.

Step Action

5 Field Descriptions:

Lower Boundry - Indicates the minimum dollar amount for a level.
Upper Boundry - Indicates the maximum dollar amount for a level.
Country - Indicates the record that CMS will use to calculate the
sourced fee. C for Canada or A for United States.

Amount - Indicates a flat dollar amount for the sourced fee.

Factor - Indicates the sourced percentage fee.

Last Updated - Indicates the last time the table was updated.

v v

v v

6 To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

» Door - Exit
» Printer - Print

Click on the option to select it.

7 Press the ESC key to exit completely out of reports.
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Vendor Invoice  Creates a report based on Vendor Invoices.
Listing Options are:
* All Invoices
+ BODP Invoices
* Sourced Invoices
Step Action
1 Navigate to Vendor Invoice Listing from the Reports menu in CMS by

clicking on the Sub-menu title Orders & Designs.

2 Click the Vendor Invoice Listing link.

3 The Vendor Invoice Listing Report Screen will appear:

Print ¥endor Invoice List

Send to P)rinter, S)creen or F2ile? (PS5 F) P

Beginning Invoice Date 892185
Ending Invoice Date 1128785
Sort By: Filter By:

VYendor Hamne :Jl ALL _:J
Invoices to Include

Hot Transmitted
Transmitted Only
Accepted Only
Unlogged Only
Paid Only

Hold Transmit

Select the report options based on the report you would like to generate.

» Send To - Enter a "P" for Printer, an "S" for Screen or an "F"
for File.
—— If you select File you will be required to create a file
name before it will export the report.

Continued on next page
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Vendor Invoice Listing, cont.

Step

Action

3, cont.

Report Options, cont.:

> Beginning Invoice Date - Enter the beginning date range.
> Ending Invoice Date - Enter the ending date range.
» Sort By: - Select from:

—— Vendor Name
—— Vendor Number

Filter By: Select from:
—— All - generates a report that reflects invoices that are
BODP and Sourced.
—— Sourced - generates a report that reflects only Sourced
invoices.
—— BODP - generates a report that reflects only BODP
invoices.

Invoices to Include: Select from:
—— All Invoices - generates a report that reflects ALL
invoices.
—— Not Transmitted - generates a report that reflects
invoices not yet transmitted.
—— Transmitted Only - generates a report that reflects only
the invoices that have been transmitted.
—— Accepted Only - generates a report that reflects only the
invoices the Safeguard has accepted.
—— Unlogged Only - generates a report that reflects only
reports that were unlogged and set up for payment by AP.
—— Paid Only - generates a report that reflects only the
invoices Safeguard has paid.
—— Hold Transmit - generates a report that reflects those
invoices that are on hold.

Press the Tab key to continue.
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Vendor Invoice Listing, cont.

Step Action

5 Select Vendors to Print

select Yendors bo Print
Uendar W Uendar Mamne

53296 #ENNIS BUSINESS FORMS IHC
47905 WHORSUN COAST MDSE CORP

51026 T15T FORMS INC

L47':3:) 3 M PROMOTIONAL PRODUCTS
4884z | 3M<PROMOT [OMAL MARKETS DEPT.
[a5525 3P PATEL PRINTING PLUS CORP
6781 'S5 DAY BUSINESS FORMS

LCSSBJ 5 DAY BUSIHESS FORMS DBA
534919 A & A CONTRACT CUSTOMS BROKERS
51610 A BIT BETTER COMPUTER

46794 A BRIDGEWATER COPY & PRINT

Enter ¥ to include oF H to exclude
LF3r - Select AUnselect all €F5} - Changs Séquencsd
<F&» - Search <¢F18> — End Eelection

> Select - Options for selecting a Vendor:
—— Use the M keys to move through the list and enter a "Y" to
include a vendor or an "N" to exclude a vendor one at a time.
—— F3 - allows you to select ALL or unselect ALL.
> F5-Changes the list sequence. Toggles between Vendor Name in
alphabetical order or Vendor # in ascending order.
> FG6 - Allows you to search for a specific vendor.
> F5 - Allows you to change the sequence the vendors are listed in.
F10 - Generates the report.

6 This is an example of the Vendor Invoices Listing report:

o 64 Tage
vender Irdalces Lisbing CLELA

Womdog Linvolees List =

BLL Tnwboes dated Tiosm 01ALA07 vhow 0470007

FoTted by Vendor Wame imd IEvoice § - KL Vemdors

ks =T [ [

Continued on next page
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Vendor Invoice Listing, cont.

Step

Action

7

To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

> Door - Exit
» Printer - Print

Click on the option to select it.

Press the ESC key to exit completely out of reports.
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Vendor Invoice Batch Report

Vendor Invoice
Batch Report

When Sourced Orders are generated, a vendor invoice will need to be sent to
Finance for processing. Prior to mailing in a hardcopy invoice, you need to create a

Vendor Invoice Batch Report and attach it to the top of the invoice.

This report shows all of the Invoices that were entered and ready to transmit.

Step

Action

1

Navigate to Vendor Invoice Batch Report from the Reports menu in CMS
by clicking on the Sub-menu title Orders & Designs.

Click the Vendor Invoice Batch Report link.

The Vendor Invoice Batch Report Screen will appear:

i <ENTER >=5elect

| Batch Mumbker |[Batch Bate [Batch Time |Invsices
"} TrRHo2E00018 B9/24/84
l TRHa 2086889 B5-26,84d
l TRHO 2088883 B4-19-84
l TRHG 2088887 B4-15-84
l TRHG 2686886 ad-a7 84
| | TRHG 2660885 B84-87 -84

a%:83:89
15:55:94
a8%:84: 45
16: 48: 47
89:16:42
1 S7EE

S R

Use the mouse to highlight the Batch Number you want to print by clicking
onit.

Press the Enter key to continue.

Print Batch Control Report:
> Send To: - Enter a "P" for Printer, an "S" for Screen or an "F" for File.

(NOTE: If you select File you will be required to create a file name before
it will export the report.)

© Safeguard University, 2007
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Vendor Invoice Batch Report, cont.

Step

Action

7

This is an example of the Vendor Invoice Batch Report:

: Report Designer - invbatc1.frx - CMS 6.5

B8 I
L] ) > o] [ <] ®e| @]
4156103 pwrl
Ms 6.5
Batch Control Report
Forward this report with original inveices attached to: i)
SAFEGURED BUSIHESS SYSTEMS
ROCOUNTS PRAYAELE
ATTENTION: Gail Shaffer or Lisa Dattilo
1180 Church Rd
Lansdale, PA 19446
Invoice Batch BReport page: 1
Batch Number: TRNOZ2000006 11/20/05
Batch Date: 04/07/04
Invoice Invoice Entersd Batch Invoice
HumbeT Date Date sStatus Humber Amount
DFS BUSINESS FORMS - PL87 GROTOM, MA 48468
S621111 04/04/04 04/07/04 H TRNO2000006 275.56
Orders: Be00&D,
Report Summazy:
Humber of Involces: 1 Total Invoice Amount : 275.56
~
| H
Vit Record EDF/1 Exchusive [

Field Descriptions: The top of the report displays the address for mailing
the Batch report and Vendor Invoices to.

- Batch Number: - The number associated with a specific vendor

invoice

Batch Date: - The date the batch was actually generated

Page: - Page number and date the report was run

Invoice number — This column displays the vendor invoice numbers

associated with this report.

- Invoice Date — This column displays the date of each vendor invoice
associated with this report.

- Entered Date - This column displays the date a vendor invoice was
entered in CMS.

v v
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Vendor Invoice Batch Report, cont.

Step

Action

8, cont.

Field Descriptions, cont.:

- Status - This column displays the status for each invoice [i.e.
Transmitted vs. not transmitted]

- Batch Number — This column displays the batch number associated
with each invoice.

- Invoice Amount — This column displays the total dollars associate
with each invoice.

- Orders: - This column displays the order numbers associated with
each invoice.

> Report Summary -

—— Number of Invoices: - Total number of invoices that will be attached.

—— Total Invoice Amount: - Total dollars associated with the attached

invoices.

To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

» Door - Exit
» Printer - Print

Click on the option to select it.

10

Press the ESC key to exit completely out of reports.
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Rerun Report

Rerun Report To track reruns entered.

Step Action

1 Navigate to Rerun Report from the Reports menu in CMS by clicking on
the Sub-menu title Orders & Designs.

2 Click the Rerun Report link.

3 The Rerun Report Screen will appear:

: Rerun Report b

Destination :
 [Printer Dist. No. | 00g-00 To: |Z2zZZ
" Beraen Wnvoice Dates | 11112107 To: 010509
ot

B CSR [o0~ To: [z
Filier By: Sort By:
@ All Reruns [Dist Mo, =]

" Rerun Group(s)
" Remun Code(s)

Run Report Edit Data | Cancel

Continued on next page
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Rerun Report, cont.

Step

Action

4

Destination:

Destination :

" Screen

£ Disk f
et el

> Printer - Sends the report straight to the Printer.
> Screen - Allows you to view the report on Screen.
> Disk - Allows you to create a .txt version of the report.
—— You can then use an application like Microsoft® Excel to
manipulate the data.
—— A Select File Name pop-up box will appear.
—— Type the name and press Enter.

Dist No. - Enter the Distributor Number range you would like to show on
the report. This includes specific Associate numbers.

Invoice Dates - Enter the Invoice Date range you would like to show on
the report.

CSR - Enter the CSR range you would like to show on the report.

Filter By:

- All Reruns - Filters report by all reruns.

- Rerun Groups - Filters report by selected rerun group(s). When
Rerun Groups is selected, a pop-up appears with rerun groups. Use
the mouse to select one option or press CTRL to select multiple
options.

> Rerun Codes - Filters report by selected rerun code(s). When Rerun
Codes is selected, a pop-up appears with rerun codes. Use the
mouse to select one option or press CTRL to select multiple options.

© Safeguard University, 2007
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Rerun Report, cont.

9 Sort By:

Dist No. — Sorts the report by distributor number.
Cust No. — Sorts the report by customer number.
Alpha Order - Sorts the report in alphabetical order.
CSR - Sorts the report by CSR.

Rerun Type - Sorts the report by the type of rerun.
Rerun Group - Sorts the report by Rerun Group.

N2 20 25 20 27

10 Run Report - Click the Run Report button.

11 This is an example of the Rerun Report:

01/95/08 —= 15:22:39 CMS 6.5 Pags 1

Rerun Report

Sorted By Dist o,

tust # Invoice Orig. New Prod MRA oty Price 'Type C&R
Date ord # order # hiusl
041385 FUEL MANAGERS Dist #r GLRELOS
040000150 TST7D2 TST7SX SFSLIBL R 1c090 130.82 Plant (99
10/23/08 07/17/08 10/22/08
Rerun Group:00 Pript Quality Rerun Code:Di7- Incorrest or Missing
Report Totals 150.62

> Cust # - The customer number

- Invoice Date — Date the order was invoiced

- Orig Ord # - The Order number for the original order placed that
turned into a rerun

New Order # - The rerun’s Order number

Prod ID - The product code[s] on the rerun order

NRA - New/Repeat/Add order type

Qty - Lot quantity for the order

Price — Original retail price of the order

Type — Why was this a rerun

—— Plant - the plant made an error and will be charged

—— Customer Service — the customer was unhappy with the final
product and the order will be picked up under the Safeguard 100%
guarantee

N2 28 25 20 2R\

Continued on next page
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Rerun Report, cont.

Step Action

12, Field Descriptions, cont.:
cont.
-> Type (cont.) — Why was this a rerun
—2Distributor - the distributorship made an error and will be
charged
CSR - The CSR code tied to this order
Rerun Group - The type of rerun group that the order falls into
Rerun Code — The type of rerun reason code that the order falls info
Report Totals — Total dollars associated with the reruns on the report

2R 2 28 4

13 To exit or print the report if destination selected was "screen”, select the
appropriate icon from the taskbar.

» Door - Exit
» Printer - Print

Click on the option to select it.

14 Press the ESC key to exit completely out of reports.
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